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1 General Information 

1.1 Purpose Statement 

Testing Services will: 

 Provide a safe and confidential setting to maximize each examinee’s potential to succeed. 

 Promote student success by assessing current language and mathematics skills at the 

beginning of the educational process. 

 Support community development by administrating professional license and certification 

exams and Prior Learning Assessment (PLA). 

 Adhere to all of the standards set forth by the National College Testing Association 

(NCTA) Professional Standards and Guidelines for Post-Secondary Test Centers. 

1.2 Statement of Ethics 

Testing Services maintains the highest moral and ethical standards in all interactions with 

employees, students, examinees, and the community. Testing Services employees will: 

 Strive to fulfill the mission of Monroe Community College. 

 Protect the confidentiality of all test takers and Monroe Community College students.   

 Not discriminate on the basis of age, race, creed, color, sex, sexual orientation, national 

origin, disability, veteran status, gender identity, pregnancy, religion, predisposing 

genetic characteristics, marital status or domestic violence victim status in any aspect of 

the business of the College.   

 Not participate in any form of harassment, hostile, or illegal behavior and will report any 

such behavior to Student Services. 

 Ensure the accuracy of written and digital records related to all services provided. 

 Adhere to Monroe Community College policies.   

 

1.3 Statement of Non-Discrimination 

Monroe Community College does not discriminate on the basis of age, race, creed, color, sex, 

sexual orientation, national origin, disability, veteran status, gender identity, pregnancy, religion, 

predisposing genetic characteristics, marital status or domestic violence victim status in 

admissions, employment, and treatment of students and employees or in any aspect of the 

business of the College.  

 

1.4 Memberships and Certifications 

The Testing Services holds the following memberships and certifications:  

 National College Testing Association (NCTA) Institutional Membership  

 Subscribes to the NCTA Professional Standards & Guidelines 

 Consortium of College Testing Centers (CCTC) Participant 

 NCTA certified test center (Brighton Campus). 
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2 Testing Services 

 
2.1 Placement Testing 

Placement testing for Monroe Community College aids academic success by revealing each prospective 

student’s skill level in English and Mathematics so he or she can be placed appropriately into courses at a 

level where, though challenged, the student is most likely to succeed.  Testing is delivered via Computer-

Based Testing (CBT).   

 

2.2. Ability-to-Benefit (ATB) Testing 

Ability-to-benefit (ATB) testing is required for MCC students applying for financial aid who do 

not possess a U.S. high school diploma or equivalent.   

  

2.3 Third-Party Testing 

Third-party testing provides candidates from the community the opportunity to complete a wide variety 

of certification and employment related exams in a secure, professional setting.  Testing is delivered via 

Computer-Based Testing (CBT).  All scheduling and payment for exams is arranged by the third-party 

vendors, PSI and Castle Worldwide.  Information about these vendors can be found on their websites.   

www.psiexams.com     www.castleworldwide.com 

 

2.4 College Level Equivalency Program (CLEP) Exams  

Testing Services proctors CLEP exams for MCC students and members of the community.  Visit the 

College Board CLEP website for information about purchasing CLEP exams.  www.clep.org   

 

2.5 Proctoring for Other Institutions 

MCC Testing Services proctors exams for other institutions.  Arrangements must be made in advance of 

testing.   

 

2.6 High School Testing 

Testing Services provides high schools in the area the opportunity to purchase ACCUPLACER 

tests at MCC’s reduced rate and offers proctor training with initial technical on-site support for 

school personnel.  These tests can be used to assess student level and progress for their own 

purposes, but do not count for placement at MCC. Trained high school proctors may test their 

students for placement at MCC at no cost to the high school by making arrangements in advance 

with the Testing Coordinator.          

 

2.7 Proctoring Fees 

Placement Testing for MCC…………No fee 

PSI…………………………………..Exam Specific Per contracted rate 

Castle Worldwide…………………....Exam Specific Per contracted rate 

CLEP…………………………...........$30.00 

Proctoring for Other Institutions............$23.50 

 

*Proctoring fees are non-refundable 

http://www.psiexams.com/
http://www.castleworldwide.com/
http://www.clep.org/
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3 Placement Testing Instruments (Exams) 

 
3.1 ACCUPLACER.   

ACCUPLACER is produced by the College Board.  It is an adaptive Internet-Based Test (IBT).  

Tests are not time-limited and scores are generated immediately after the test is completed.  

Scores for each section of the test are determined based on a 120-point scale, which serves as an 

estimate of what score a student may receive if he or she answered 120 questions.   

 

ACCUPLACER exams are highly customizable.  MCC’s ACCUPLACER English exam is a two 

part multiple-choice test: Reading Comprehension (20 questions) and Sentence Skills (20 

questions).  The Math exam consists of two parts. The first is Elementary Algebra (12 questions).  

The Second is either Arithmetic (17 questions) or College-Level Mathematics (20 questions).  

 

3.2 Combined English Language Skills Assessment (CELSA)  

CELSA is produced by the Association of Classroom Teacher Testers (ACTT) and is used to 

assess ESOL English skills.  There are two versions of the test (Form 1 and Form 2).  Both are 

available as a Computer-Based Test (CBT) or in paper-and-pencil format.  Students are allowed 

45-minutes to complete 75 multiple-choice questions by selecting a word or phrase that best 

completes the sentence or passage.   

 

3.3 Ability-to-Benefit (ATB)  

The Department of Education approved versions of both the ACCUPLACER and CELSA exams for 

Ability-to-Benefit (ATB) testing.  While ATB exams may share similarities with MCC 

placement exams, there are specific administrative requirements that separate ATB and 

placement exams.       

 

Minimum Ability-to-Benefit (ATB) Passing Scores for NY TAP using ACCUPLACER 

 Reading Comprehension – 55  

 Sentence Skills – 60 

 Arithmetic – 34  

 

Minimum Ability-to-Benefit (ATB) Passing Scores for NY TAP using CELSA (ESOL) 

 CELSA - 43 

 ACCUPLACER Arithmetic – 34 (Requires completion of full ACCUPLACER ATB) 
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4 Staff and Responsibilities 

4.1 Organizational Chart 

 

4.2 Testing Coordinator 

The Testing Coordinator reports directly to the Associate Vice President, Enrollment 

Management and is responsible for working with students, staff, and faculty to schedule, 

administer, and oversee testing center operations and programs for the College.  The Coordinator 

prepares and maintains the budget for the college’s testing center operations and supervises 

Testing Center personnel at the Brighton and Damon City Campuses.   

 

4.3 Proctor 

Proctors report directly to the Testing Coordinator and are responsible for all duties related to 

working with students, staff, and faculty in the administration of exams in the Testing and 

Assessment Center.  Proctors also assist the Testing Coordinator in the supervision of Student A 

4.4 Test Interpreter 

Test Interpreters report directly to the Testing Coordinator and are responsible for working with 

students and staff to confidentially interpret test scores and explain course placements, provide 

positive feedback to students, and direct them to an academic advisor to assist with the 

enrollment process.        

 

4.5 Student Aide 

Student Aides are responsible for assisting proctors with the student check-in process and other 

related tasks involved with operation of Testing Services, such as sharpening pencils and 

restocking scratch paper. Student Aides cannot proctor exams or assist with test interpreting.   
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5 Placement Testing Policies and Procedures 

 
5.1 Who Must Placement Test? 

Most new matriculated students are required to complete placement testing prior to course 

registration, unless the Admissions Office grants a test waiver.  Refer to “Placement Testing 

Waiver Criteria” (5.2) for more information.  Non-matriculated students who wish to register for 

courses and do not otherwise meet the prerequisites must also test.  
 

5.2 Placement Testing Waiver Criteria 

Granting of a waiver is not automatic and will be determined on a case-by-case basis.  Generally, 

Admissions will consider the following items when determining if a waiver will be granted. High 

school graduates or GED recipients may qualify for the following exceptions: 

 

For Mathematics:  

(a) Students who have completed an MCC-equivalent college mathematics course at the College 

Algebra level or higher with a grade of C or better will be exempted from the mathematics 

section of the placement test. A mathematics placement level will be determined based on the 

student’s academic transcripts and noted in the student’s record. Even if not required, testing is 

strongly recommended for students without recent mathematics experience to obtain estimates of 

current skill levels for advisement purposes.  

 

(b) Students who have completed a high school mathematics course within the past three years 

ending with a grade of 85 or higher or 5 on the Regents Geometry exam, 70 or higher or 3 on 

Math B or Algebra II/Trig Regents exam, or 83 or higher in a high school Precalculus course, 

may be exempted from the mathematics section of the placement test. A mathematics placement 

level will be determined based on the student’s academic transcripts and noted in the student’s 

record.  

 

(c) Students who have scored a minimum of 620 on the quantitative section of the SAT or a 

minimum of 26 on the math section of the ACT within the last three years may be exempted 

from the math section of the placement test.  

 

For English:  

(d) Students who have scored a 76 or higher on the Regents English 11 exam within the last three 

years may be exempted from the reading and sentence skills sections of the placement test.  

 

(e) Students who have scored a minimum of 500 on the critical reading section of the SAT or a 

minimum of 21 on the English section of the ACT within the past three years may be exempted 

from the reading and sentence skills sections of the placement test. High school graduates 

applying for readmission to the College, who have completed placement testing within three 

years prior to reapplication, may be placed by applying current placement guidelines to their  

original test scores. 

 

Faculty Senate Resolution 1.1.10 
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5.3 Permission to Placement Test 

To provide a test, Testing Services requires a permission in the SAAADMS Checklist or 

SOATEST.   

SAAADMS Checklist Permission to Test Codes (Admissions): 

PN – “English/Math Test Required” 

RA – “English/Math Re-test Required” 

PE – “English Test Required” 

RE – “English Re-test Required” 

PM – “Math Test Required” 

RM – “Math Re-test Required” 

ESOL – “ESOL Test Needed” 

ESLR – “Retest ESOL” 

 

SOATEST Permission to Test Codes (Departments/Non-Matriculated): 

TDM – “Math Testing Required by Department” 

TDE – “English Testing Required by Department” 

TDN – “English and Math Testing Required by Department” 

TDL – “ESOL Testing Required by Department” 

ATBR – “ATB Testing Required for State Aid” 

ATBN – “ATB Testing Required for Federal Aid”      

 

How to Enter SOATEST Permission to Test: 

1. Enter the Testing by Department code 

2. Enter a “1” in Test Score to indicate an active request 

3. Enter the date that permission is granted in the Test Date (T = Today’s date) 

4. Enter your initials in the Test Scores (3) - Instrument ID* 

 

*You must click on Test Scores (3) to display Instrument ID 

 

 

 

 

 

 

 

 

 

Testing Services staff will update completed SOATEST testing requests by changing the Test 

Score from “1” to “0” and adding their initials to the Test Scores (3) Instrument ID.  
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5.4 Retest Rules 

Students will take the placement test only once for placement purposes.  On rare occasions, 

under extenuating circumstances, an authorization to retest may be given.  The option to retest 

should only be conveyed to the student by the office or individual that approves the retest. 

Students are responsible for preparing for their test with guidance from Admissions, Counseling 

& Advising, and/or other MCC student and academic support offices.  Students who indicate on 

their check-in form that they did not study are strongly encouraged by Testing and Assessment 

Center staff to study and test at a later date.  

 

The rare instances in which a decision is made that a student may retest will be based on an 

individual review of the student’s overall academic profile.  The following situations may reflect 

the need to grant authorization for retest: 

a) Students who are reapplying for admission who have placement testing results that are 

more than three (3) years old. 

b) Necessity to meet new program requirements requiring higher level mathematics than the 

previous program. 

c) Other situations as deemed appropriate by the approval authority. 

 

In all retest situations, the authority granting the retest should strongly encourage students to take 

appropriate remedial action before retesting.  A wait time before retesting is a minimum of two 

weeks, which will be required, and highly encouraged with remedial study.   

 

Authority for retesting is normally granted by the Admissions Office.  Chairs of Mathematics, 

English, and Transitional Studies and their delegates, or Counseling & Advising staff also may 

approve retests when performing placement-related work with students.  Overall academic 

records should be considered when making this determination, as well as an estimated likelihood 

of a successful outcome with remediation.  Those with authority to approve retests must place 

the appropriate code in SOATEST.  Those testing can also have authorization checked by 

examining the appropriate INB Banner form, SAAADMS.   

 

Granting additional retests beyond the first are normally authorized under extreme mitigating 

circumstances and only after the student has shown proof that would demonstrate a high 

probability of a successful outcome (proof of remediation).   

 

Retesting for ESOL Students: 

No retests within a ninety (90) day period, unless student provides a green slip from ESOL 

Coordinators.  In retest situations, an alternate form of the test (Form 2) should be used. 

 

Ability-to-Benefit (ATB) Retest Policy: 

ACCUPLACER allows two ATB tests within any 3-month window, and a minimum of two 

weeks between the test and retest. 

CELSA requires a 15-day waiting period to retest on the same form.    
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5.5 Students with Disabilities 
All testing accommodations must be approved by the Services for Students with Disabilities 

(SSD) Office prior to testing.  Documentation should be provided at least thirty (30) days prior to 

testing. 

 

The proctor will circle on the check-in form any accommodations provided.  If a student declines 

an approved accommodation, the proctor will circle the accommodation and crosses it out and 

the student will be asked to place his or her initial next to the declined accommodation.  Check-

in forms are imaged using ImageNow and placed in the Student Records drawer.   

 

5.6 Off-Campus Placement Testing 

Students who live more than 60 miles away from MCC can use the Testing Services website to 

request off-campus placement testing.  The testing site must be arranged in advance by MCC 

testing center staff— MCC does not accept score reports from other colleges. It is the 

student’s responsibility to pay any proctoring fees associated with testing at the assigned site.   

 

5.7 Confidentiality 

All personally identifiable information provided by students/examinees or regarding services 

provided to students/examinees, in whatever form such information exists, including oral, 

written, printed, photographic, and electronic (collectively the “Confidential Information”), is 

strictly confidential.   

 

Any information in education records (grades, billing and other non-directory information) will 

not be released to any third party (parents, guardians, spouses) unless the Consent to Disclose 

Educational Records under FERPA form has been signed and submitted to the Student Services 

Office, in person, by the student. 

 

All Testing and Assessment Center employees must sign the Employee Confidentiality 

Agreement.  Testing passwords are also covered under the Confidentiality Agreement.   

 

5.8 Surveillance Policy 

The Monroe Community College Testing Services may employ audio enabled video cameras and 

digital video recorders (DVR) in Placement Testing Centers (Brighton 3 – 107 and Damon City 

Campus Room 5255) to maintain academic integrity and a safe testing environment. Video/audio 

technology (cameras and DVRs) provides an efficient strategy for proctoring students during 

exams and for assessing the quality of a College testing environment, deterring crime, assisting 

police in criminal investigations, protecting the safety and property of the campus community, 

and is required to administer many 3rd Party exams.   
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6 Placement Testing Scores and Guidelines   

 
6.1 ACCUPLACER Course Placement Guidelines 
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6.2 Codes for Entering Test Scores and Placements into SOATEST 
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6.3 Math Levels 
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7 Forms, Score Reports, and Student Records 

 
7.1 Placement Testing Check-in Form 
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7.2 Sample Score Report 

 
 

 

 

 

 

 



 
 

7.3 Your Next Steps After Placement Testing Form 

 

 

 



 
 

 

7.4 Student Records 

Placement Testing Check-in Forms are imaged using ImageNow and placed in the Student 

Records drawer.  The paper copies are then shredded. 

 

After testing, students receive a printed copy of their score report from the Test Interpreter. 

 

All placement testing results are entered into SOATEST.  If a student wants to view and/or print 

their placement test scores and course placements or request an official copy of their scores from 

the Registration and Records Office, they need to simply log into Banner Self-Service and then 

click on the “Student Records” menu. Once in the student information area, the student would 

follow the link entitled “View ACCUPLACER Test Scores and Placements” and follow the on 

screen instructions.   

 

 

 

https://secure.monroecc.edu/pls/bpr1/twbkwbis.P_WWWLogin

