Roster SDRR Tasks
☐ Review accountability for student (by test type, by grade level or by school/district) and make corrections as needed. Changes made to accountability will be applied to all tests for a particular student, so the change only needs to be made once.
☐ Use the filter on the student listing to review students who are accountable to the school/district, but were tested elsewhere.
☐ Mark students who were enrolled during the testing window or eligible to test, but did not take the assessment(s), as non-participating. (This is done per test, since a student could take an EOC assessment, but be injured and unable to complete K-PREP, for example). Keep original copies of documentation at the district for audit purposes.
☐ Double check to be sure that information in the non-participation request matches Infinite Campus (such as foreign exchange, withdrawal date and Alternate Assessment). Update both SDRR and IC as needed.
☐ Add any students who are enrolled in the testing grade(s) but are not on the roster. SSID is required to add a student.
☐ Delete any students who withdrew prior to the testing window (only the testing school can delete-accountable schools may not delete students).
☐ Review demographic information for students, and make corrections in Infinite Campus as needed-changes made will be applied to all tests for a particular student (this includes Name, Grade, SSID, Date of Birth, Gender, Race/Ethnicity, LEP/EL, IEP and Lunch status).
☐ Mark students as Yes/No if they have an IEP or Program Services Plan and received accommodations during testing or assessment. There is no need to indicate the specific accommodations received.
[bookmark: _GoBack]☐ Be sure to review all available assessments- depending on the time of year, these may include K-PREP, Alternate K-PREP, ACT Explore, ACT Plan, The ACT, College/Career Readiness, End-of-Course exams, and ACCESS.
☐ Review Roster Change Listing in SDRR, noting any Denied or Updated changes for possible further action.
☐ Update any student changes that are marked as Updated by OAA staff, to provide the information requested.
☐ Before the end of the Roster window, export copies of the Roster Student Listing and Roster Change Listing, storing them securely in the district.

Rosters in SDRR – September 9-October 4, 2013 		KDE: OAA: DSR: cw: 9/9/13
