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Appendix D 
SIDE 1                                                        Accommodation Notification Form             

North Carolina Testing Program 
 

In rare cases where an IEP Team or Section 504 Committee decides that a student with a disability requires the use of an 
accommodation not specified in the state accommodations publications in order to access state tests, a request must be submitted 
to the NCDPI Division of Accountability Services/North Carolina Testing Program. The submitted information will be reviewed 
by the NCDPI Division of Accountability Services/North Carolina Testing Program in conjunction with the NCDPI Exceptional 
Children Division and a determination will be made regarding the validity of the accommodation. The LEA will receive a 
response stating whether the use of the specified accommodation will result in a valid score. The information will be shared with 
the Reporting Section along with a statement of validity or nonvalidity for the purposes of school accountability and Adequate 
Yearly Progress (AYP).  Accommodations used during the administration of North Carolina tests must be used routinely during 
classroom instruction and similar classroom assessments.   
 
NOTE: The use of certain unauthorized accommodations may invalidate test results.  Students with invalid test results are 
considered to be non-participants under IDEA and No Child Left Behind Act of 2001 (NCLB). Invalid test results must not be 
included in the student’s permanent record, used for promotion/placement decisions, or used for student or school accountability. 
For the ABCs Accountability Program at the school and for the federal No Child Left Behind Act of 2001 (NCLB), students with 
invalid test results will be included in the denominator (students eligible to be tested) but not included in the numerator (eligible 
students who have a valid test score) for participation calculations. Invalid test scores will not be included in the numerator or 
denominator for the ABCs performance composite or the AYP calculations. Invalid test scores will not be used to determine 
growth at the school for the purpose of the ABCs.  
 
Directions: Fill in all requested information.  Additional pages may be attached.  It is imperative that specifics are provided to 
ensure accurate evaluation of the accommodation and so that research studies duplicate the use of the accommodation during a 
state test administration. The school system test coordinator will send the completed form to the regional accountability 
coordinator who will submit the request with the NCDPI Division of Accountability Services/North Carolina Testing Program. 
The form must be received by the NCDPI within 30 days of the IEP Team or Section 504 Committee decision or at least 3 weeks 
prior to the test administration, whichever occurs first. The LEA test coordinator will receive a response from the NCDPI 
Division of Accountability Services/North Carolina Testing Program specifying whether use of the documented accommodation 
will result in invalid test scores. If the accommodation is used during the test administration, the student’s answer sheet must be 
properly coded using the designated Accommodation Notification Form bubble in accordance with directions in the test 
administrator’s manual/guide.  
 
LEA/School System (6 digits)   
 
School System Name  
 
School Name  
 
Student Name 
 
Assigned Grade Level  
 
Primary Disability Classification  
 
Name of State Test(s)      
 
First Test Date 
 
 
 

*Charter schools are to use the numeric SCAN code for the LEA/School Code. 
______________________________________________________________________________ 
NCDPI Division of Accountability Services                                                                                                      9.21.07 
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SIDE 2 
 
Specify the accommodation (2-3 words)  
 
Describe in detail how the accommodation will be used during the test administration.  
 
 
 
 
 
 
 
 
 
 
 
 
Explain in detail the reason(s) that the accommodations available in the state accommodations publications are not 
appropriate for the student. 
 
 
 
 
 
 
 
 
 
 
 
Explain in detail the reason(s) that the student requires the use of the accommodation. Documentation is on file to 
verify that the student has used this accommodation routinely during regular classroom instruction and similar 
classroom assessments this school year. 
 
 
 
 
 
 
 
 
 
 
 
 
    
Exceptional Children Teacher’s Signature Date Principal’s Signature                                         Date 
 
 
   
LEA Test Coordinator’s Signature Date    
  

____________________________________________________________________________________________ 

NCDPI Division of Accountability Services                                                                                                      9.21.07 
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Appendix E 

TESTING ACCOMMODATIONS: LOGISTICS PLANNING 
CHECKLIST1

                                                 
1 Sandra J. Thompson, et al., Accommodations Manual: How To Select, Administer, and Evaluate Use of 
Accommodations for Instruction and Assessment of Students with Disabilities (Washington, DC: Council of Chief 
State School Officers, 2005) 53. 
 

 
Directions: This Logistics Planning Checklist can be used in the planning and implementation of 
assessment  accommodations  for  an  individual student.  Use the checklist by indicating Y (Yes),  
N (No), or NA (Not Applicable). 

ACCOMMODATIONS THROUGHOUT THE ACADEMIC YEAR Y N NA

1. Accommodations are documented on student’s IEP or 504 Plan.   

2. Student uses accommodations regularly and evaluates use.   

3. A master accommodations plan/database listing assessment accommodation needs for 
all students tested is updated regularly.   

PREPARATION FOR TEST DAY    

4. Special test editions are ordered for individual students based on information contained 
in master accommodations plan (e.g., audio tape, Braille, large print).    

5. Test administrators/proctors receive a list of accommodation needs for students they 
will supervise (list comes from master accommodations plan/database).   

6. Adult supervision is arranged and test administrators receive training for each student 
receiving accommodations in small group or individual settings, including extended 
time (with substitutes available). 

  

7. Trained readers, scribes, and sign language interpreters are arranged for individual 
students (with substitutes available).   

8. Special equipment is arranged and checked for correct operation (e.g., calculator, tape 
recorder, word processor).   

ACCOMMODATIONS ON THE DAY OF THE TEST    

9. All eligible students receive accommodations as determined by their IEP or 504 Plan.   

10. Provision of accommodations is recorded by test administrator.   
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11. Substitute providers of accommodations are available as needed (e.g., interpreters, 
readers, scribes)    

12. Plans are made to replace defective equipment.   

CONSIDERATION AFTER THE DAY OF THE TEST Y N NA

13. 
Responses are transcribed to scannable answer sheets/documents  for students using 
student marks answers in test book, special equipment, dictation to a scribe, and other 
accommodations in which the student does not record his or her answers on the regular 
answer document. 

  

14. All equipment is returned to appropriate locations.   

15. Students who take make-up tests receive needed accommodations.    

16. Effectiveness of accommodations use is evaluated by test administrators and students, 
and plans are made for improvement.   
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