
 

April 27, 2020, Update to DACs 
District Assessment Coordinators,  

Thank you for all that you have done and continue to do to support your students and your district. The 
following are some updates from the Minnesota Department of Education (MDE) Statewide Testing division.  

Reporting Information 

As referenced in the following sections, the reporting of results for all statewide assessments (ACCESS/Alternate 
ACCESS and MCA/MTAS) is still to be determined. These decisions will be made by the commissioner and MDE 
executive team based on legislative guidance. 

Return of Test Materials – MCA and MTAS 

If your district has determined that you may safely enter your buildings, test materials for MCA and MTAS are to 
be returned to Pearson following the original timeline (by May 11). Please follow the instructions in the 
Returning Secure Test Materials guide, including keeping records of your shipments to Pearson.  

We understand that there may be logistical factors that may limit your ability to meet the original return 
timeline. If you are unable to meet the return date, contact MDE at mde.testing@state.mn.us to inform us of 
when you may be able to return test materials.  

Late Score Entries 

Before returning any test materials, determine if there are any MTAS scores or student responses in paper MCA 
test materials that were not entered before the testing windows closed on March 27. It is still to be determined 
if or how student results will be reported; however, arranging for a late score entry allows for the most flexibility 
as these decisions are made. 

A revised Request for Late Score Entry Form is attached and includes detailed instructions for return. Note: There 
will be no fees associated with this process for spring 2020.  

• If you have not yet returned test materials, ship test materials related to late score entry requests 
directly to the Pearson Minnesota Program Team (Attn: Minnesota Program Team, 9200 Earhart Lane 
SW, Cedar Rapids, IA 52404). Note: This is a different address from the form printed in the Procedures 
Manual. 

• Late score entry test materials that are shipped back by the district using the normal UPS return process 
are sent to Pearson’s warehouse. In these cases, it is important that you request a late score entry as 
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soon as it is determined. The Pearson Minnesota Program Team will work with warehouse staff to 
identify and gather these materials; however, there is no guarantee the materials will be located and 
entered in time for Posttest Editing. 

Return of Test Materials – ACCESS and Alternate ACCESS 

To help with planning, the information in this section assumes reports will be provided as planned; however, as 
noted above, what results and how they will be reported is still to be determined.  

All test materials returned to Data Recognition Corporation (DRC) for ACCESS and Alternate ACCESS as of April 
14, 2020, have been processed and scored and would be included in early student-level results and Posttest 
Editing. For districts that have been unable to return materials at this point, the following provides next steps: 

• Scorable materials (e.g., Kindergarten ACCESS, Alternate ACCESS, ACCESS test booklets) not returned by 
April 14, but returned by June 1, would be added to the embargoed District and School Student Results 
(DSR/SSR) files later in the summer. 

• Scorable materials returned after June 1 would be added to the DSR/SSR files in the fall. 
• Secure materials will still need to be accounted for; DRC and MDE may reach out to the DAC if secure 

materials have not been able to be returned to discuss when you may be able to return materials. 

Posttest Editing Information 

The dates for the Posttest Editing window for ACCESS/Alternate ACCESS and MCA/MTAS have not changed, and 
Posttest Editing is currently still planned to take place in Test WES from May 18–June 5. While it is still to be 
determined if or how results will be reported, this is an important window to ensure there is correct information 
for any assessments administered, and documentation for assessments that were not. 

• For all tests (ACCESS/Alternate ACCESS and MCA/MTAS), MDE is working to develop a specific test code 
to document students who were unable to test due to COVID-19. Details about how this code will be 
used for ACCESS/Alternate ACCESS and MCA/MTAS will be provided in resources for Posttest Editing. 

• For ACCESS and Alternate ACCESS, the majority of assessments were administered, and it is important 
that districts are able to resolve discrepancies during Posttest Editing. Because student information 
could be manually entered into the WIDA Assessment Management System (WIDA AMS) or hand-
bubbled on a test booklet, there are typically more discrepancies to resolve for these assessments. 

• Specifically for high school Science MCA and MTAS, if districts were unable to complete work in 
PearsonAccess Next to indicate which students would have tested, districts may submit those students 
by uploading information through File Exchange in Test WES. The spreadsheet should include three 
columns: 

o In the first column, include the four-digit district number. 
o In the second column, include the two-digit district type.  
o In the third column, include the MARSS numbers for any student enrolled in life science or 

biology that was not added to a test session in PearsonAccess Next. 



Note: If you already uploaded this information, MDE will include the records for Posttest Editing and the 
file does not need to be uploaded again. 

If possible, districts should upload this information before the start of Posttest Editing. The last date to 
upload a file is May 29. After this point, student assessment records for high school science will not be 
created by MDE, and those students will be included in precode files (i.e., students will be sent again 
next year even if they will not be testing). 

An updated Posttest Editing User Guide and Posttest Editing training will be provided before the opening of 
Posttest Editing; a future communication will provide more details and training registration information. 

College Entrance Exam Reimbursement 

Requests for reimbursement for eligible students who took a college entrance exam (ACT or SAT) earlier this 
year should be entered in the Graduation Requirements Records (GRR) system. An updated Graduation 
Requirements Records (GRR) User Guide and training (available in the Training Management System on the 
District Assessment Coordinator tab under MDE Recorded Webinars) are available. 

As was previously communicated, the money allocated for school year 2019–20 reimbursement of a college 
entrance exam will carry forward and will be available to be used for 2020–21 reimbursement. This means that 
requests can be entered next year for any fall or spring administrations offered by districts next year, in addition 
to any requests for reimbursement for students who choose to test on a national test date over the summer. 
Refer to the Graduation Requirements Records (GRR) User Guide, as needed, for reminders about student 
eligibility for reimbursement.  

Communication 

In an effort to streamline essential COVID-19 related updates, MDE has limited communications sent to districts 
across the agency. The weekly Assessment Update will begin again once this directive is changed, but emails like 
this may be sent to DACs when there are relevant updates. For questions, please continue to contact Statewide 
Testing via email at mde.testing@state.mn.us.   

With respect and admiration, 
Statewide Testing 
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Request for Late Score Entry Form – Revised for Spring 2020 

Pearson Minnesota Program Team Fax: 319-358-4299 

Use this form to request late score entry if student responses in MCA paper test materials or MTAS scores were not entered before 
the testing windows closed on March 27. Note: There will be no fees associated with this process for spring 2020. 

Only one student’s late score may be submitted per request. Please keep a copy of this completed form for your records. 

For MTAS, fax this completed form, the MTAS Data Collection Form with reading, mathematics and/or science scores, and Learner 
Characteristic Inventory (LCI) data (if not already entered). If the scores were returned with the Task Administration Manual, ensure 
the security number is provided below, and submit the request as soon as possible. 

For MCA paper test materials: 

• If test materials have been returned to Pearson, fax this completed form. Indicate when test materials were shipped and 
ensure the test book security number(s) are provided below. Submit these requests as soon as possible to ensure test 
materials can be located in a timely manner. 

• If the test materials have not yet been returned to Pearson, CONTACT Pearson if you need a return shipment label and FAX 
this completed form to Pearson. SHIP these used test materials to Pearson at the following address: Pearson, Attn: 
Minnesota Program Team, 9200 Earhart Lane SW, Cedar Rapids, IA 52404. Once secure materials are received by Pearson, 
they will  be removed from the missing materials l ist. 

Note: If you do not have access to a fax machine, contact the Pearson help desk at 888-817-8659 or submit a Pearson help desk 
request for other options to securely submit the information. 

DISTRICT/SCHOOL INFORMATION 

District and School Name: __________________________________________________________________________________  

District #: _____________________ School #: _____________________ Phone #:_____________________________________  

District Assessment Coordinator: __________________________________________ PO #: ____________________________  

STUDENT INFORMATION 

Name (last, first, MI): ______________________________________________________________________________________  

Birth Date (mm/dd/yyyy): _______________________________ Gender:   Grade:    

MARSS/SSID (13 digits):  _____________________________________________Date Tested:  __________________________  

LATE SCORE ENTRY AND TEST MATERIAL INFORMATION 

Test:  Subject: Test Material Security Number:  How Returned: 

 MCA  Mathematics _______________________________  Returned with Secure Materials   

 MTAS  Reading  ______________________________  Shipped to Program Team  

  Science  ______________________________  

Shipment Tracking Number: ______________________________________________ Date Shipped:  ____________________  

 _____________________________________________   _________________________________________  
 DAC Signature Date 
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