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Memo
DATE: 

Spring 2013
TO:

Test Accommodations Coordinator
FROM:

ACT State Testing
SUBJECT:

ACT-Approved Accommodations Preliminary Roster Information


Purpose
All accommodations you requested for your school’s students have been reviewed by ACT.

Included in this package are:

· A preliminary ACT-Approved State Test Accommodations Roster. It lists each student and specifies the ACT-Approved Accommodations, Timing Code, test format, and any other accommodations that have been approved for that student.
· Two copies of the Supervisor's Manual—State Special Testing.
These materials are provided to assist you in planning for the upcoming administration of the ACT to your ACT-Approved Accommodations students. 

Action Needed

Please take the following steps:
1. Review the roster carefully to ensure you have accounted for all of your students who applied for ACT-Approved Accommodations. Review the special notations on the roster and double check each Timing Code.

2. If you find students on your roster who were approved for some but not all accommodations you requested, or who were approved for different accommodations, and you disagree with the assigned accommodations, contact us. You may be able to submit additional documentation to support your original request.
Only those accommodations listed on the roster as approved for a particular student may be used on the ACT. If a student was approved or partially approved for any type of accommodation your school will not receive a denial letter for that student. 
Questions and Requests for Changes
If you have any questions or want to request changes, you must call ACT State Test Accommodations at 800/553-6244 ext. 1788 (Monday through Friday, 8:30 a.m. to 5:00 p.m. Central Time), no later than the deadline listed in the table below for your two-week accommodations testing window (refer to your Checklist of Dates). Any changes will be reflected on a final roster sent to you with the secure materials.
Deadline

Changes are not possible after the dates listed below. By not responding, you indicate that your school agrees with the roster and test format for the students listed.

	If your two-week accommodations testing window is…
	The deadline to contact ACT with questions or to request changes to the attached roster is…
	and the receipt deadline for State-Allowed Accommodations is… *

	March 5 - 19, 2013
	February 1, 2013
	February 13, 2013

	March 19 - April 2, 2013 
	February 15, 2013
	February 27, 2013

	April 23 - May 7, 2013 
	March 22, 2013
	April 3, 2013


*State-Allowed Accommodations only: (This is applicable for only those states that offer this option.) If the documentation you have on file is not adequate to support the request for additional or different accommodations, you may request State-Allowed Accommodations instead of the ACT-Approved Accommodations listed on the roster. If you wish to request State-Allowed Accommodations, you MUST inform ACT in writing (fax 319/337-1285 or e-mail ACTStateAccoms@act.org) that you wish to cancel the ACT-Approved Accommodations for the student. You must then request State-Allowed Accommodations materials from ACT no later than the receipt deadline for State-Allowed Accommodations listed above.

Secure Test Materials and Final Roster

The final ACT-Approved State Test Accommodations Roster will include any approved changes or additions. The final roster will be shipped with the secure materials and arrive in your school as indicated on your Checklist of Dates. The secure materials will include an individual test materials package assigned to each student for accommodated-testing purposes. Each student must test only with those materials assigned to him/her during the restricted two-week accommodations testing window. The shipment will also include one Supervisor’s Manual per student to facilitate small group and individual administrations based on ACT-Approved timing codes.
Pre-Test Information

All pre-test materials (ACT State Testing Answer Folder and Taking the ACT State Testing), including those for students with accommodations, are shipped to the Test Supervisor. The pre-test sections must be completed by all students in a supervised session at school some time before test day. Be sure you get the partially completed answer documents for the students listed on your ACT-Approved State Test Accommodations Roster from the Test Supervisor before the first test day.
Important Reminder!

Keep in mind that students testing with ACT-Approved Accommodations must NOT test in the same room with students testing with standard time or students using State-Allowed Accommodations. Additionally, students with ACT-Approved Accommodations that have different timing codes must NOT test in the same room. You must separate and test students according to ACT-Approved timing codes. Failure to follow procedures will result in the cancellation of scores.
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