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Statewide Assessment Websites

WEBSITE NAME WEBSITE URL DESCRIPTION
. The MDE website includes information for parents/guardians,
Minnesota L . . .
- ] educators, and District Assessment Coordinators, including
Department education.mn.gov

- testing calendars, user guides for MDE systems, test
of Education D ]
specifications, and technical reports.

These MDE systems are used by District Assessment
Coordinators and other district staff. Access must be granted
for each site separately.

Assessment Secure Reports: Secured section of the MDE

Data website for obtaining student, school, and district test data.
Submissions education.mn.gov/MDE/ | Test WES: MDE system for a variety of activities before
Page of the dse/datasub statewide testing begins and after it ends, including working

MDE Website

with precode files, providing information for Pretest Editing,
performing essential edits for Posttest Editing, and submitting
Test Security Notifications.

GRR System: MDE system for requesting reimbursement for
students participating in college entrance exams.

PearsonAccess Next is used for the administration of MCA and
. MTAS. It allows users to sign in to create and manage users,

PearsonAccess minnesota. ) . .
I set up test sessions for testing, and access results. Districts are
Next pearsonaccessnext.com . .
also able to access user guides, trainings, and student

resources without securely signing in.

The WIDA website is where users access general and
Minnesota-specific information about ACCESS and Alternate

=
O
>

wida.wisc.edu ACCESS, and access the WIDA Secure Portal, which is used to

create user accounts for staff, access training courses, track
staff training completion, and to download resources.

The WIDA Assessment Management System (WIDA AMS) is
. used for managing student data and test sessions, ordering
WIDA AMS wida-ams.us . .
- paper test materials, and accessing score reports for ACCESS

and Alternate ACCESS.

Testing 1, 2, 3 is a website that contains a number of resources
) testing123. for assessment and data literacy that can be used and shared

Testing1,2,3 . . _— .
education.mn.gov with district and school staff who interpret results from the

statewide assessments.
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MDE Contacts

1500 Highway 36 West, Roseville, MN 55113-4266

Email: mde.testing@state.mn.us

TTY users may call the Minnesota Relay Service at 711

ASSESSMENT ADMINISTRATION AND RESULTS

e District Contact: mde.testing@state.mn.us

e Pearson: MCA and MTAS

o 888-817-8659; submit a Pearson help desk request

e WIDA and DRC: ACCESS and Alternate ACCESS
o WIDA: 866-276-7735; help@wida.us

o Data Recognition Corporation (DRC): 855-787-9615; WIDA@datarecognitioncorp.com

e Educator Outreach: testingl23@state.mn.us

STUDENTS WITH DISABILITIES

e Students with IEPs (Policy): Eric Kloos, Special Education, (651) 582-8268, eric.kloos@state.mn.us

e Students with 504 Plans: Carolyn Ellstra, Office of Compliance and Assistance, (651) 582-8689,
carolyn.ellstra@state.mn.us

e English Learners with Disabilities: Elizabeth Watkins, Special Education, (651) 582-8678,
elizabeth.watkins@state.mn.us

e Accommodations: See District Contact above under Assessment Administration.

ENGLISH LEARNER (EL) EDUCATION PROGRAM
e EL Programs: (651) 582-8579, mde.el@state.mn.us

e Linguistic Supports: See District Contact above under Assessment Administration.

ACCOUNTABILITY SYSTEM

e Michael Diedrich, Division of Equity and Opportunity, (651) 582-8332, mde.essa@state.mn.us

NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS (NAEP)

e Jenny Cain, NAEP Coordinator, (651) 582-8218, jennifer.cain@state.mn.us

MINNESOTA AUTOMATED REPORTING STUDENT SYSTEM (MARSS)

e Marilynn Loehr, MARSS, (651) 582-8456, marss@state.mn.us
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Important Dates for 2021-22 English Language Proficiency
Accountability Assessments?

Event

Dates for ACCESS and Alternate ACCESS for ELLs

Post district testing calendar to website

Before the first day of school

Indicate the number of online testers for grades 1-
12, and order test materials during Materials
Ordering in WIDA Assessment Management System
(AMS)?

Nov. 29-Dec. 17, 2021

Deadline to submit MARSS updates for ELs to be sent
in precode for loading students into WIDA AMS and
printing student labels®

Dec. 16, 2021

Complete administration tasks in WIDA AMS

January 10—March 25, 2022

Receive paper test materials and student labels

Jan. 21, 2022

Order additional paper test materials in WIDA AMS

January 21-March 18, 2022

TESTING WINDOW (including make-ups)

January 31-March 25, 2022

Deadline to ship paper test materials to DRC*

April 1, 2022

Retrieve early student-level results in Test WES

May 23—June 28, 2022

Posttest Editing in Test WES

May 23—June 10, 2022

Deadline to update MARSS data for Posttest Editing®

June 9, 2022

Access embargoed final student results in District and
School Student Results (DSR and SSR) files in
Secure Reports

June 29, 2022

Access embargoed final school and district summary
results in Test Results Summary in Secure Reports

July 27, 2022

Access preliminary embargoed district accountability
results in Secure Reports

Aug. 8, 2022

Appeals window for accountability results

Aug. 8-12, 2022

! Information for the administration and reporting of statewide assessments is provided by the MDE Academic Standards, Instruction and
Assessment Division. Information related to accountability results and appeals is provided by the MDE Office of Equity and Opportunity.

2 paper test materials are available to order for eligible students for online testing. Other paper test materials that can be ordered include
Kindergarten ACCESS and Alternate ACCESS.

3 This date may be earlier if you use a student information service provider; check with your provider for dates. The precode file is sent on
Dec. 17 and includes all ELs identified in MARSS.

4 For ACCESS and Alternate ACCESS, this date must be followed to ensure that all paper tests can be scanned and scored before data is
provided to MDE. If scorable test booklets (Kindergarten ACCESS, ACCESS Writing, or Alternate ACCESS) are not returned by this date,
assessment records may not be provided for Posttest Editing, scores may not be available for accountability calculations, and

an Individual Student Report (ISR) may not be provided with the shipment of reports.

5> This date may be earlier if you use a student information service provider; check with your provider for dates.
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Event Dates for ACCESS and Alternate ACCESS for ELLs

Access embargoed summary accountability results in

Secure Reports Aug. 23, 2022

Media provided embargoed accountability results Aug. 24, 2022

Public release of final assessment and accountability

results on MDE website Aug. 25, 2022

Access results on WIDA AMS Aug. 25, 2022

Individual Student Reports (ISRs) and other reports

arrive in district® Aug. 25, 2022

6 The deadline to request a score appeal, transcription request, or test booklet search is Sept. 9. District Assessment Coordinators must
submit these requests to MDE; see Chapter 10 of the Procedures Manual for additional information.
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Important Dates for 2021-22 Standards-Based Accountability

Assessments’
Dates for Dates for Dates for Science
Event Reading and Reading, Math, MCA
Math MCA Science MTAS
Before the first Before the first Before the first

Post district testing calendar to website

day of school

day of school

day of school

Student enrollment data sent in precode files

Nov. 29, 2021

Nov. 29, 2021

Nov. 29, 2021

Complete Pretest Editing in Test WES

Nov. 29, 2021-
May 5, 2022

Nov. 29, 2021-
May 5, 2022

Nov. 29, 2021-
May 12, 2022

Deadline in Test WES for changes affecting
initial test materials shipment, ISR delivery
confirmation, and test material delivery
options

Jan. 21, 2022

Jan. 21, 2022

Jan. 21, 2022

Student eligibility data sent in precode files

Jan. 21-May 5,
2022

Jan. 21-May 5,
2022

Jan. 21-May 12,
2022

Begin set up for MCA online testing and data
entry and assignment of MTAS Score Entry
users in PearsonAccess Next

Feb. 21, 2022

Feb. 21, 2022

Feb. 21, 2022

Begin creating reporting groups for MCA and
MTAS 2022 in PearsonAccess Next

Feb. 21, 2022

Feb. 21, 2022

Feb. 21, 2022

Receive MCA paper and MTAS test materials

Feb. 22-24 or
Mar. 1-3, 2022

Feb. 22-24 or
Mar. 1-3, 2022

Feb. 22-24 or
Mar. 1-3, 2022

Order additional MCA paper and MTAS test
materials in PearsonAccess Next

Feb. 22—May 3,
2022 (noon)

Feb. 22—May 3,
2022 (noon)

Feb. 22—May 10,
2022 (noon)

Enter LCI data in PearsonAccess Next®

Not applicable

Feb. 28—May 6,

Not applicable

2022
TESTING WINDOW for online testing and data March 7-May 6, March 7-May 6, March 7-May 13,
entry (including make-ups)9 2022 2022 2022
Deadline to confirm in Test WES that all staff
have completed required trainings and all May 6, 2022 May 6, 2022 May 6, 2022

students taking MTAS are eligible

Deadline to ship secure MCA paper and MTAS
test materials to Pearson

May 16, 2022

May 16, 2022

May 16, 2022

Posttest Editing in Test WES

May 23— June 10,
2022

May 23— June
10, 2022

May 23— June 10,
2022

7 Information for the administration and reporting of statewide assessments is provided by the MDE Academic Standards, Instruction and
Assessment Division. Information related to accountability results and appeals is provided by the MDE Office of Equity and Opportunity.
8 Data entry opens ONLY to allow for earlier Learner Characteristics Inventory (LCl) data entry. No MTAS tests may be administered prior

to the MTAS testing window.

9 Preliminary results are available in On-Demand Reports in PearsonAccess Next after online testing and data entry for MCA and MTAS.:
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Event

Dates for
Reading and
Math MCA

Dates for
Reading, Math,
Science MTAS

Dates for Science
MCA

Deadline to update MARSS data for Posttest
Editing®®

June 9, 2022

June 9, 2022

June 9, 2022

Deadline to confirm in Test WES if the district
wants to receive student results labels and
paper copies of ISRs

June 10, 2022

June 10, 2022

June 10, 2022

Access embargoed final student results in
District and School Student Results (DSR and
SSR) files in Secure Reports

June 29, 2022

June 29, 2022

June 29, 2022

Access embargoed final school and district
summary results in Test Results Summary in
Secure Reports

July 27, 2022

July 27, 2022

July 27, 2022

Access preliminary embargoed district
accountability results in Secure Reports

Aug. 8, 2022

Aug. 8, 2022

Aug. 8, 2022

Appeals window for accountability results

Aug. 8-12, 2022

Aug. 8-12, 2022

Aug. 8-12, 2022

Access embargoed statewide summary
accountability results in Secure Reports

Aug. 23, 2022

Aug. 23, 2022

Aug. 23, 2022

Media provided embargoed accountability
results

Aug. 24, 2022

Aug. 24, 2022

Aug. 24, 2022

Public release of final assessment and
accountability results on MDE website

Aug.25, 2022

Aug. 25, 2022

Aug. 25, 2022

Access Published Reports in PearsonAccess
Next

Aug. 25, 2022

Aug. 25, 2022

Aug.25, 2022

ISRs arrive in district (unless district requests
not to receive hard copies)*!

Aug. 25, 2022%

Aug. 25, 2022

Aug. 25, 2022

Access Benchmark Reports in
PearsonAccess Next

Sept. 7, 2022

Sept. 7, 2022

Sept. 7, 2022

10 This date may be earlier if you use a student information service provider; check with your provider for dates.

11 The deadline to request a rescore or late score entry is Oct. 12. District Assessment Coordinators must submit rescore requests to MDE
for approval; see Chapter 10 of the Procedures Manual for additional information.
12 The majority of student reports will be delivered on Aug. 25, but some shipments may arrive Aug. 12
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Chapter 1 — Introduction

Purpose of This Manual

This Procedures Manual has been prepared for District Assessment Coordinators (DACs), administrators, and
others with a role in administering Minnesota’s statewide assessments. It provides the Minnesota policies and
procedures for implementing statewide assessments and using the results in your district or charter school.
(Note: Throughout this manual, the term “district” is used to denote both districts and charter schools.)

We have tried to make this manual as definitive as possible, and procedures in this manual should be followed.
However, we realize that with any legislative changes or other policy and procedure changes, as well as
suggestions we receive from those who use this manual, revised editions will be required annually.

This version of the Procedures Manual provides policy and procedure information for a typical school year
and test administration. As needed, updated information will be communicated through the
Assessment Update.

Note: Like last year, all statewide assessments will be administered in person and at school this year;
there will be no remote administration options available for any assessments.

There are several ways to use this manual:

e Keep an electronic copy on your computer and make frequent use of the Find function (Ctrl+F,
Command+F).

e Print some of the lists to use as checklists.
e Use the MDE Contacts page in the front of the manual to find someone who can help you.

e Use the Important Dates in the front of the manual to schedule testing in your district and make sure
you do not miss an important task.

e Provide specific chapters to district and school staff (e.g., special education staff or English learner staff).

Educational Equity

The State of Minnesota is committed to educational equity, which is the condition of justice, fairness, and
inclusion in our systems of education so that all students have access to opportunities to learn and grow.
Creating equitable opportunities is dependent upon having inclusive policies and practices that represent all
students, and provide each student increased access to, and meaningful participation in, high-quality learning
experiences where they can realize positive outcomes. The Academic Standards, Instruction and Assessment
division supports this commitment through the creation and administration of statewide assessments, and by
providing reliable data and supporting district use of it in regards to student learning of the applicable standards:
the Minnesota Academic Standards and WIDA English Language Development Standards. Statewide assessment
results provide an important function in our education system, as they can help identify opportunity and access
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gaps between student groups, help determine where educational resources are needed, and provide insights for
targeted support for traditionally underserved students.

Communication

Clarifications and updates between publications of this Procedures Manual, as well as important reminders, will
be published in the weekly Assessment Update. DACs, superintendents/directors, and District Technology
Coordinators indicated in MDE-ORG automatically receive the weekly Assessment Update. Others interested in
receiving the Assessment Update may email their name and email address to mde.testing@state.mn.us.

The Academic Standards, Instruction and Assessment division also distributes a monthly Testing 1, 2, 3
Newsletter to educators during the school year. The Testing 1, 2, 3 Newsletter includes articles from Assessment
Updates that are relevant to educators, such as training opportunities, new resources available, and upcoming
educator committees, along with information on current research in assessment and data literacy. Since DACs
are the assessment experts in their own districts, educators are referred to their DAC if questions are sent to
MDE. Sign up here for the Testing 1, 2, 3 Newsletter.

Both the Assessment Update and Testing 1, 2, 3 Newsletter are posted on PearsonAccess Next under the MDE
Updates tab.

Information for District Assessment Coordinators

In addition to this Procedures Manual, there are many resources available on the MDE website and on the
service providers’ websites for DACs.

e |n particular, new DACs should review the New District Assessment Coordinators: Getting Access
document. This document describes the steps that must be completed in order to be listed as the DAC
contact for your district in MDE-ORG and how to get login information for service provider systems and
MDE secure systems.

e The Resource Overview for District Assessment Coordinators is available to help DACs keep track of
available resources and trainings. In this document, resources in bold are required for all DACs to be
considered trained for the school year. New DACs should review all resources.

e The following infographics are meant to be used as way to present information at a higher level and be a
quick reference for various components of the DAC role or tasks. Detailed information on these topics is
available in other resources available for DACs.

o Getting Started in Your District Assessment Coordinator Role provides a quick reference for new
DACs on getting started in the DAC role.

o Statewide Testing Tasks: A Year At-A-Glance provides an overview on the tasks for statewide testing.

o Statewide Testing Systems Overview provides an outline of the various systems used for testing and
the related tasks or information they provide.

o The District Testing Calendar Requirements At-A-Glance provides an overview of the required district
testing calendar requirements.
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o Statewide Testing: 6 Reasons Why can be used by DACs as a resource for teachers and other staff to
explain statewide testing policies and procedures.

All of these resources are available on the District Resources page (MDE > Districts, Schools and Educators >
Teaching and Learning > Statewide Testing > District Resources (under the District Assessment Coordinator
Resources heading)).

Service Providers

Pearson

Pearson is the service provider for the standards-based accountability assessments: Reading, Mathematics, and
Science Minnesota Comprehensive Assessments (MCAs) and Minnesota Test of Academic Skills (MTAS).

Pearson also provides other assessment resources, such as WriteToLearn (PearsonAccess Next > WriteTolLearn
(under Quick Links)). WriteTolLearn is an optional literacy tool for students in grades 8 and 10.

For questions regarding online testing in TestNav, PearsonAccess Next, or WriteToLearn, contact the Pearson
help desk:

e Submit a Pearson help desk request. Pearson uses an online form to collect questions. Use the link to
submit a support ticket; the link is also available on PearsonAccess Next under Support.

e Phone: 888-817-8659
e Hours of operation: Monday—Friday, 6 a.m.—7:30 p.m.

o  Website: The PearsonAccess Next website (minnesota.pearsonaccessnext.com) is used to access test
administration activities and test results. Districts are also able to download user guides and resources,
access trainings, and access student resources without signing in.

WIDA

Minnesota is a member of the WIDA Consortium. As a member, Minnesota districts administer the ACCESS for
ELLs (ACCESS) and Alternate ACCESS for ELLs (Alternate ACCESS) assessments to all English learners in grades
K—12. WIDA is the service provider for ACCESS and Alternate ACCESS. WIDA has subcontracted with Data
Recognition Corporation (DRC) to support administration of the assessments. Please contact the applicable Help
Desk with questions:

e WIDA: Contact WIDA for questions on training, interpreting score reports, access to the WIDA Secure
Portal, policies and procedures, and WIDA resources.

o Email: help@wida.us
o Phone: 866-276-7735
o Hours of operation:
= November—March: Monday-Thursday, 7 a.m.—7 p.m.; Friday, 7 a.m.=5 p.m.

=  April-October: Monday—Friday, 7 a.m.=5 p.m.

October 2021 17 2021-22 Procedures Manual — Chapter 1


https://education.mn.gov/MDE/dse/test/district/
https://www.pearsonassessments.com/professional-assessments/products/programs/write-to-learn.html
http://download.pearsonaccessnext.com/ref/WebToCase.html?p=MINNESOTA
http://minnesota.pearsonaccessnext.com/
mailto:help@wida.us

o Website: The WIDA website (wida.wisc.edu) is used to access training courses for ACCESS and
Alternate ACCESS test administration, technology, and reporting resources; for some resources,
users must log in to the WIDA Secure Portal.

e DRC: Contact DRC for questions on WIDA Assessment Management System (WIDA AMS) functionality,
WIDA AMS accounts, ordering paper test materials, technology support for online test software, and
reports:

o Email: WIDA@datarecognitioncorp.com

o Phone: 855-787-9615
o Hours of operation: Monday—Friday, 6 a.m.—8 p.m.

o Website: WIDA AMS is used for managing student data and test sessions, ordering paper test
materials, and accessing score reports for ACCESS and Alternate ACCESS.

Accessing MIDE Secure Systems

MDE’s secure systems that are related to assessment include Test WES, Assessment Secure Reports, Graduation
Requirements Records (GRR), MARSS WES, and Student Identity Validation Interface. The district’s DAC typically
has access to Test WES, Assessment Secure Reports, and the GRR system, while the district’s MARSS coordinator
typically has access to MARSS WES and the Student Identity Validation Interface; however, this arrangement
may vary in some districts. Use the New District Assessment Coordinators: Getting Access document for
information on access and authorization for MDE secure systems (MDE > Districts, Schools and Educators >
Teaching and Learning > Statewide Testing > District Resources (under the District Assessment Coordinator
Resources heading)). Test WES, Assessment Secure Reports, and GRR are described in chapters throughout the
manual according to the tasks and timelines when a DAC accesses them. Note: While MDE transitions to Ed-Fi
for student-level data submissions, references to MARSS and MARSS WES are used throughout the manual;
refer to Chapter 6 for additional information.

Comments and Suggestions

Comments, suggestions, and feedback for improvement are valuable to the growth and effectiveness of the
assessment program. MDE and our service providers continually work to improve testing procedures for future
administrations. To send feedback to MDE, email mde.testing@state.mn.us.

New for 2021-22

Symbols are used throughout the manual to help call attention to new information or updates. These symbols
are searchable: use the Find function (Ctrl+F, Command+F) to search for either “new I” throughout the

17

or “info
manual. Tip: Using the exclamation (!) with the word will narrow results only to symbols.

e The symbol indicates changes or additions to policies and procedures in the 2021-22 edition of
this manual. This section also summarizes these changes, but it is important to read them in the context
of the other information in the manual to understand the changes; chapter references are included to
aid in this review.

October 2021 18 2021-22 Procedures Manual — Chapter 1


https://wida.wisc.edu/
mailto:wida@datarecognitioncorporation.com
https://wida.wisc.edu/login
https://education.mn.gov/MDE/dse/test/district/
mailto:mde.testing@state.mn.us

e The INFO! symbol is used to indicate clarifications of existing policies and procedures throughout the

manual; however, clarifications are not summarized in this chapter as they must be read within the
chapters to fully illustrate what has changed. Many of these clarifications were provided in the
Assessment Update in the past school year (after the Procedures Manual was published) or are included
to indicate policies and procedures that will be resumed after the extenuating circumstances from the
last two years of test administration.

General

e Bureau of Indian Education (BIE) will be administering the BIE assessment and will not be included in
precode files sent to statewide assessment service providers or in Minnesota’s accountability system
unless receiving a waiver from BIE (Chapter 9).

Assessments

e The timeline for the first administration of the Science MCA-1V, based on the 2019 Minnesota Academic
Standards, has been updated to school year 2024-25. Similarly, the timeline for the first administration
of the Reading MCA-IV, based on the 2020 Minnesota Academic Standards, has been updated to school
year 2025-26. Additionally, the timelines for the first administration of the Alternate MCA, a redesigned
alternate assessment that will replace the MTAS, will also follow the same timelines as the Science and
Reading MCA-IV (Chapter 2).

e |n preparation for the new alternate assessment, the number of tasks for MTAS will change this year to
allow for new Alternate MCA tasks to be field tested. Until new tasks begin to be field tested, the total
number of tasks in reading and mathematics will be reduced, while the total number of tasks will be

increased for science. In addition, the format and administration of some of the tasks in the Science
MTAS will change this year (Chapter 2).

e This is the final year symbolated Presentation Pages and Response Option Cards for Reading MTAS.

These materials will only be available through additional orders (Chapter 2).

Test Security and Monitoring/Audits

e Annually after Posttest Editing, MDE will request copies of the documentation kept when the Medical
Excuse (ME) test code is indicated (Chapter 5); a sample form that can be used for documentation has

also been created (Appendix A).
Training

e The WIDA Secure Portal has been redesigned and all required training courses have migrated to a new

learning management system. These courses are now available under Assessment Training in the WIDA
Secure Portal (Chapter 7).

o The required courses/modules by role have been updated in Chapter 7.

o The certification quizzes are now integrated into the courses. Certification quizzes contain different
numbers of questions, and users will be told how many questions they must answer correctly in
order to pass.
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o For tracking, only the completion of the training (which is based on completion of the certification
quiz) is shown, and the specific modules completed are not available.

e The MTAS training courses will be updated to include information on the new science tasks; details on
the specific trainings included in each course will be provided (Chapter 7).

General Supports, Accommodations, and Linguistic Supports

e For grades 1-12 ACCESS, extended testing time within a day is now considered a general support for all
English learners. Only extended time over multiple days is considered an accommodation for English
learners with an IEP or 504 plan (Chapter 4).

Administration

e The Alternate ACCESS test administration times have been updated to include the time that may be
needed to set up the testing space, prepare the students for test administration, and distribute test
materials (Chapter 7).

e For online Reading, Mathematics, and Science MCAs, more detailed versions of the estimated test
administration time tables, including the number of items by group/section, will now be provided in the
Testing Directions; this information is not available at the time of the Procedures Manual publication
(Chapter 7).

e Past administration data for Reading and Mathematics MCAs was reviewed to look at the relationship
between average scale scores and the amount of time spent testing. While this information can be used
to supplement discussions with district and school staff about scheduling testing, decisions should be
based on each district’s student population and past experience in scheduling (Chapter 7).

e The estimated test administration times for have been shortened for Reading and Mathematics MTAS
and lengthened for Science MTAS. For Reading and Mathematics MTAS, these updates are based on a
reduction in the total number of tasks; for Science MTAS, the update is based on the time that may be
needed to administer new field test tasks (Chapter 7).

e Delivery dates for MCA and MTAS test materials have been updated to a three-day range (from a two-
day range) to allow for more time for shipping. In addition, the deadline for placing additional orders has
been updated to the last Tuesday (previously the last Wednesday) of the applicable testing window to
ensure there is enough time for districts to receive the requested materials (Chapter 7).

e The specific type of handheld calculator that may be used for MCA paper administrations is now listed
by grade and subject in Chapter 8; only the type listed may be used.

e For English learners who have been enrolled in Minnesota schools for less than a year (first enrolled
within 12 months of the first day of the ACCESS testing window), paper administrations are available if
they have an English proficiency level of 2.9 or below on the ACCESS or a 2.5 or below on the WIDA
Screener. The composite score on the WIDA Screener has been updated from 2.0 to 2.5 or below with
the updates to the WIDA Screener (Chapter 8).

e There is no longer an “accountability window” to determine when students are included in
accountability calculations; instead, the first day of the applicable testing window is used along with
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other enrollment criteria (Chapter 9). Additional information about assessment participation has also
been added to Chapter 9.
Reporting

e The Subscore Report is available on PearsonAccess Next to provide public access to school, district, and
state level MCA subscore data for a selected test, year, grade, and subject (Chapter 11).

e Learning Locators will be provided on preliminary and final reports for 2021-22, but the Perspective
website will be retired in Dec. 2022. MDE will be exploring additional resources for educators, students,
and families (Chapter 11).
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Chapter 2 — Overview of Statewide Assessments

Overview

This chapter focuses on the assessments administered as part of statewide testing in Minnesota, the standards-
based and English language proficiency accountability assessments and other required assessments (i.e., college
entrance exams for career and college readiness and National Assessment of Educational Progress (NAEP)). The
process of building an assessment in Minnesota is described in Appendix B. Local testing time limitations are
described at the conclusion of this chapter.

Comprehensive System of Assessment

INFOY pefore discussing details of the statewide assessments, it is important to discuss the purpose and role of

different types of assessments in a district’s balanced, comprehensive system of assessments. Assessments are
typically designed to collect evidence for a specific purpose, and there is no single assessment that can be used
to support all needs or purposes.

e Classroom assessments can be formative and summative, since they are either administered during
student learning or after a period of instruction. Data from formative assessments are most useful to
teachers and students to adjust learning and instruction in the moment, or during a unit of instruction,
while summative classroom assessments are typically used to report or certify learning for grading
purposes.

e Districtwide assessments—sometimes referred to as interim or benchmark assessments—are
administered across classrooms or schools periodically throughout the school year. Data from interim
assessments are most useful to groups of teachers and school leaders for long-term instructional
planning.

e Statewide assessments are standardized summative assessments that are administered annually. Data
from statewide assessments are most useful to school and district leaders when evaluating curriculum
and programming.

Assessments should work together in a cohesive system that produces data documenting student achievement
towards meaningful learning targets. Additional information and resources are available on the Testing 1, 2, 3
website (Testing 1, 2, 3 > Assess > Balanced Assessment Systems).

Minnesota’s Statewide Assessments

The statewide assessments administered in Minnesota are designed to provide a snapshot of student learning of
the applicable standards: mastery of the grade-level Minnesota Academic Standards (for the standards-based
accountability assessments) and progress towards meeting the WIDA English Language Development Standards
(for English language proficiency accountability assessments).
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e For the standards-based accountability assessments, refer to the Academic Standards page and the
Frequently Asked Questions about Minnesota’s K-12 Academic Standards for more information about
the Minnesota Academic Standards (MDE > Districts, Schools and Educators > Teaching and Learning >
Academic Standards (K-12)). In addition, the test specifications indicate which strands, sub-strands,
standards, and benchmarks will be assessed on the test and in what proportions (MDE > District, Schools
and Educators > Teaching and Learning > Statewide Testing > Test Specifications).°

e For the English language proficiency accountability assessments, refer to the English Language
Development (ELD) Standards page for information about how to connect language development and
academic content (WIDA > Teach > Teaching with Standards > English Language Development
Standards).

The statewide assessments are criterion-referenced assessments, which means they measure performance
against a fixed set of criteria: the Minnesota Academic Standards or the WIDA English Language Development
Standards. Criterion-referenced assessments are used to determine student learning of concepts and skills
defined in the standards. While criterion-referenced tests may provide information about the extent to which
students have mastered certain concepts, they alone do not illustrate the whole picture of what a student has
learned. These assessments provide one data point that should be considered in the context of additional
evidence of student learning, such as student projects and assignments, and other data from the district’s
comprehensive assessment system.

Standards-Based Accountability Assessments

The Every Student Succeeds Act (ESSA), the reauthorization of the Elementary and Secondary Education Act
(ESEA), and Minnesota Statutes, section 120B.30, require that public school students be assessed annually in
reading, mathematics, and science.

e Students enrolled in grades 3—8 and 10 take a reading test.
e Students enrolled in grades 3-8 and 11 take a mathematics test.

e Students enrolled in grades 5 and 8 take a science test. High school students also take a science test
when they complete their life science instruction (usually a biology course). Refer to the Science MCA
Details section below for additional guidance.

Most students take the Minnesota Comprehensive Assessments (MCA), but students who receive special
education services and meet the Minnesota Test of Academic Skills (MTAS) eligibility requirements may take the
MTAS. Students take one test in each subject.

The primary purpose of the standards-based accountability assessments is to measure student learning of the
Minnesota Academic Standards, to which both the MCA and MTAS are aligned. As academic standards are
revised, a new series of assessments is developed to align with the updated standards. In MDE’s official
documents and test data, the series number is added—at least in the initial reference—to indicate the academic

10 Test specifications provide information on how the academic standards are addressed on a test. They are not meant to be used as the
basis for curriculum and instruction. Instead, test specifications are guides intended for test developers on what must be included in each
test. Some concepts in the academic standards can only be assessed in the classroom and not on a standardized statewide assessment.
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content standards that are being measured (e.g., MCA-IIl to designate the mathematics academic standards
adopted in 2007). Table 1 shows the academic standards to which the current assessments are aligned. The
Building a Test procedure in Appendix B contains the schedule for the revision of academic standards.

Table 1. 2021-22 Standards-Based Accountability Assessments Overview

Test Subject Administered in Acadenliic Standards
Grades Alignment
Reading MCA 3-8, 10 2010 Standards
MCA-III Mathematics MCA 3-8, 11 2007 Standards
Science MCA 5, 8, High School* 2009 Standards
Reading MTAS 3-8, 10 2010 Standards
MTAS-III Mathematics MTAS 3-8, 11 2007 Standards
Science MTAS 5, 8, High School* 2009 Standards

* Students in grades 9—12 take the Science MCA or Science MTAS once in high school.

MAUES The timeline for the first administration of the Science MCA-1V, based on the 2019 Minnesota Academic

Standards, has been updated to school year 2024-25. Similarly, the timeline for the first administration of the
Reading MCA-1V, based on the 2020 Minnesota Academic Standards, has been updated to school year 2025-26.
Additionally, the timelines for the first administration of the Alternate MCA, a redesigned alternate assessment
that will replace the MTAS, will also follow the same timelines as the Science and Reading MCA-IV.

Minnesota Comprehensive Assessments (MCA) Overview

The Reading, Mathematics, and Science MCAs are administered online. Paper test materials are only available
for eligible students, and district staff must enter the student responses online during the testing window.
(Note: The service provider does not score MCA paper tests, so it is the district’s responsibility to enter these
responses for scoring.) Students take the applicable assessments for their grade, and the scores are used for
final reports and accountability.

Revisions to Minnesota Statutes, section 120B.30 removed progress score reporting for grades 3—8 Reading and
Mathematics MCAs, which were calculated using off-grade items. However, Minnesota Statutes,

section 120B.30 still require off-grade items to be included in the grades 3—8 Reading and Mathematics MCAs,
but the number of off-grade items is limited. Only on-grade items are used to determine scale scores and
achievement levels, and any off-grade items are no more than two grade levels above or below a student’s
grade. For grade 3, students may receive on-grade items or above grade items; there are no below-grade items.
For grade 8, students may receive on-grade items or below-grade items; there are no above grade items.

Released items and passage sets for reading and mathematics are available on the MDE website (MDE >

Districts, Schools and Educators > Teaching and Learning > Statewide Testing > Released Items and Passage Sets)
for educators to better understand how the MCAs are aligned to the Minnesota K—12 Academic Standards.

October 2021 25 2021-22 Procedures Manual — Chapter 2


https://education.mn.gov/MDE/dse/test/items/

These items were previously used on the MCAs, reflect the rigor and complexity of these standards, and are
comparable to items students will encounter on the actual MCAs.

Adaptive and Fixed-Form Assessments

The Reading and Mathematics MCAs are adaptive assessments, which means that each item (for mathematics)
or passage(s) with associated items (for reading) is selected based on student performance on items taken
earlier in the test. This produces an individualized assessment that better measures each student’s proficiency,
while still meeting the test specifications. The test specifications define what content from the Minnesota
Academic Standards is assessed and in what proportions, so even though the test will adapt to each student’s
performance, the material presented will correspond to the overall test specifications. While students are not
presented with the same items, scores are comparable because each test measures the content and standards
defined in the test specifications.

The Science MCA is a fixed-form assessment, which means that items are pre-selected. While students are
presented with the same items that count for their score, there are multiple forms and the placement of these
items varies. These items are selected to meet the content requirements specified in the test specifications.

Additional details by subject are included in the sections that follow, and detailed information on scheduling
testing by subject is included in Chapter 7. Further information about adaptive and fixed-form assessments are
included in the Technical Manual for Minnesota’s MICA and MITAS Assessments (MDE > Teaching and Learning >
Districts, Schools and Educators > Statewide Testing > Technical Reports).

Reading MCA Details

e The Reading MCA is an adaptive assessment that adjusts to each student’s performance at the “testlet”
level. A testlet is a group of one or more passages and their corresponding items. A student’s responses
on a set of items associated with a passage or passages determine the next passage(s) and associated
items the student receives. A student may review items in each testlet before moving to the next one.
Because the next testlet selected is based on responses to all the items within the current testlet and
any previous testlets, any changes made to items during review will affect the next testlet the student
receives.

e |tems are associated with a reading passage. Each item appears on its own page with the passage
repeated next to it so students always have access to the passage. Title pages appear at the beginning of
each passage, and students know they have completed a passage when they get to the title page for the
next passage or see a review screen at the end of a group of items. If there are two passage titles on the
title page, the next set of items is associated with a text set (paired passages), which means there will be
one set of items associated with two passages. There are 7-9 passages in the Reading MCA; because the
Reading MCA is adaptive, the number and length of passages each student receives will vary.

e The Reading MCA is divided into groups of testlets. Once a student finishes a testlet and moves on to the
next, they are no longer able to go back and review items or change answers in a previous testlet. This
feature limits the number of items a student may review, which is important for both test security and
the construction of the adaptive testlets. Note: When students sign in to the Reading MCA, the first
screen will indicate that there are two sections in the test, even though section numbers do not appear
once students start the test. Because the test is adaptive, the first “section” refers to the student
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directions and the second “section” is the actual test, which is broken up into multiple groups of items
and passages.

e The Reading MCA contains multiple-choice items and technology-enhanced items. For technology-
enhanced items, students manipulate reading content, such as demonstrating a sequence of actions or
events, making connections between a cause and its effect, and choosing supporting details of a main
idea.

Mathematics MCA Details

e The Mathematics MCA is an adaptive assessment that adjusts to each student’s performance at an item
level. This means that every time a student answers an item, that response, and any previous responses,
determines the next item the student receives. Items are arranged in a series of groups within the test
to limit the number of items a student may review, which is important for both test security and test
construction (e.g., to separate calculator and non-calculator items for grades 3—8 mathematics). As
students review and change answers to items within a group, the item a student receives next will
adjust based on any changes the student makes (e.g., changing a response to item 1 after answering
through item 5 may affect what a student receives for item 6). When moving to an item in a new group,
the first item selected in the next group is determined by all previous responses from previous groups.

e For Mathematics MCA, students may stop anywhere within a group of items and resume testing on
another day; test security is maintained as students cannot go back to previously completed items after
exiting for 20 minutes. Note: When students sign in to the Mathematics MCA, the first screen will
indicate that there are two sections in the test, even though section numbers do not appear once
students start the test. Because the test is adaptive, the first “section” refers to the student directions
and the second “section” is the actual test, which is broken up into multiple groups of items.

e The Mathematics MCA contains multiple-choice items and technology-enhanced items. For technology-
enhanced items, students drag and drop a graphic or text from one location to another, select responses
from a list of words and phrases or from within a graphic, enter numbers for an answer, or manipulate a
graph. Students have access to an online calculator when allowed and, in grades 5-8 and 11, can use
online formula sheets that are available on every item.

Science MCA Details

e The Science MCA is a fixed-form test, which means all students take the same operational items (i.e., the
items that count for their score). Since all items are pre-selected, any changes that students make to
their responses during review will have no effect on subsequent items a student will receive. Items are
grouped into four sections. Note: When students sign in to the Science MCA, the first screen will
indicate that there are five sections in the test: the directions, followed by four sections of test content.

e Inthe Science MCA, items are associated with a scenario, and each scenario is made up of multiple
parts. For each item, the relevant part of the scenario will appear on the left side of the page. Title pages
appear at the beginning of each scenario, and students will know they have completed a scenario when
they get to the title page for the next scenario or see a review screen at the end of a section.

o Note: For Science MCA-1V, the stimuli will be based on phenomena, which are observable events
occurring in the universe that can be explained or predicted with scientific reasoning. The text,
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graphics, animations, or simulations included in the phenomenon will be used to provide context for
the student to engage in the items. For MCA-IV, the items will be organized within phenomena
instead of scenarios.

o There are approximately 12—13 scenarios/phenomena in the Science MCA each year. The number
varies each year based on the number of items per scenario as the tests are constructed.

e The Science MCA contains both multiple-choice items and technology-enhanced items. For technology-
enhanced items, students drag and drop a graphic or text from one location to another, select responses
from a list of words and phrases or from within a graphic, enter numbers for an answer, or manipulate a
graph. Students have access to an online calculator when it is applicable for an item. The Science MCA
also includes simulations as part of the test, which are one or more scenes within a scenario that require
students to manipulate variables and then use the results to answer items.

o New test designs and item types continue to be field tested in preparation for MCA-IV including: 1)
the presentation of information on multiple tabs on the same page, and 2) the investigation of the
use of constructed-response items where students answer the question by writing a response.

o Field test items do not count towards a student’s score, but it is critical that students are familiar
with these new elements and complete them to the best of their abilities; field testing is the process
MDE uses to develop and construct tests for future years. As with all items, field test items are
considered secure content, and the same test security procedures apply to them. A Science MCA-IV
student tutorial is available to help familiarize students and educators with the new test designs and
item types (PearsonAccess Next > Preparing for Testing > Student Tutorial).

Students in grades 9—12 take the Science MCA once in high school.

e The high school Science MCA covers the grades 9—12 Minnesota Academic Standards in Life Science
(Strand 4) and the Nature of Science and Engineering (Strand 1) in the context of life science.

e These standards for high school science are typically addressed in one year of life science/biology
instruction. Each district determines which coursework covers Strand 1 and Strand 4, and the high
school Science MCA is administered during the year that coursework is completed.

e Since the test is administered to students in the school year when the applicable coursework is
completed, the following situations provide information on whether a student is required to test:

o Students who transfer into a new district and have already completed their life science/biology
coursework in the previous district will not take the high school assessment in the new district, even
if the student did not take the Science MCA previously, because the new district is not providing this
instruction.

o Students who are retaking their life science/biology coursework must take the Science MCA again,
even if they took it previously (this includes students who are in a credit recovery or other similar
type of program). Retaking the test in a year when they are successfully completing or have
completed the coursework can provide the district with information about the course effectiveness
and instruction.

o If the district determines that the student will likely not pass the course, they also determine
whether to still administer the test that year or wait until the course is retaken the following school
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year. If in doubt about when the student will complete coursework, the student should be tested.

INFO! if the student completes the coursework over the summer (e.g., credit recovery), the

student should participate the following year.

o INFOY' st dents who were unable to take the High School Science MCA in 2019-20 or 2020-21
due to COVID-19 will not take the assessment in 2021-22 (or any other year), unless they are
retaking their life science/biology coursework.

Minnesota Test of Academic Skills (MTAS) Overview

The MTAS is a performance-based assessment in reading, mathematics, and science for students with the most
significant cognitive disabilities, and it is available in every grade in which the MCA is available. The MTAS is an
alternate assessment based on extended standards of the Minnesota Academic Standards that have been
reduced in breadth, depth, and complexity. MTAS test materials include Task Administration Manuals,
Presentation Pages, and Response Option Cards that incorporate the use of pictures and symbols. The Reading
MTAS includes brief passages that may be read aloud to students, while the Mathematics and Science MTAS
include object lists that provide guidance on the use of objects or manipulatives for students who need this type

of support. As previously communicated, 2021-22 is the final year symbolated Presentation Pages and
Response Option Cards for Reading MTAS will be available.

Test Administrators score each task using a rubric embedded in the task script, and district staff must enter this
data online during the testing window for each subject. This data entry is how student responses are captured
for reporting. Since the service provider does not score MTAS tests, it is the district’s responsibility to enter this
data for reporting.

The Alternate MCA, a redesigned alternate assessment that will replace the MTAS, will begin to be administered

starting with science in 2024-25. In preparation for the new assessment, the number of tasks will
change this year to allow for new Alternate MCA tasks to be field tested. Until new tasks begin to be field tested,
the total number of tasks in reading and mathematics will be reduced, while the total number of tasks will be
increased for science. For 2021-22, the following table outlines the number of operational tasks (i.e., the tasks
that count for student scores) and field test tasks by subject.

Table 2. 2021-22 Alternate Assessment Task Overview

X Number of Number of Field Test
Subject X Total Number of Tasks
Operational Tasks Tasks
Reading 9 0 9
Mathematics 9 0 9
Science 9 6 15

While redesigned tasks in the Science MTAS do not count towards a student’s score, it is critical that Test
Administrators are familiar with how to administer them and record student responses; field testing is the
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process MDE uses to develop and construct tests for future years. As with all tasks, field test tasks are
considered secure content, and the same test security procedures also apply to them. Information will be
provided in the MTAS Test Administrator trainings to familiarize Test Administrators with the new task formats
and how to record student responses.

MTAS Participation

Participation on the MTAS is limited to students whose IEP team determines that the student meets the
Eligibility Requirements for the Minnesota Test of Academic Skills (MITAS) (MDE > Districts, Schools and
Educators > Teaching and Learning > Statewide Testing > Minnesota Tests). The same considerations as the
Science MCA apply when determining which high school students will take the Science MTAS. While some
students with significant cognitive disabilities may not be enrolled in a course called life science or biology, they

should have access to the general education curriculum, which includes life science instruction. The IEP team
determines the most appropriate year for a high school student to take the Science MTAS.

Districts are annually required to complete an Assurance, Rationale, and Context (ARC) response to provide
information, assurances, and where appropriate, narratives regarding alternate assessment participation rates.

e The purpose of the ARC response is to provide a communication tool between Minnesota districts and
MDE that assures each district is identifying the most appropriate assessment for each student.

e Special Education Directors, District Assessment Coordinators, Special Education case managers, and
other key district staff should be included in conversations about the completion of the ARC response.

e The Alternate Assessment Participation District Report, available in Assessment Secure Reports,
provides historic MTAS participation rates, including comparison data with similar districts and
statewide participation. Refer to Chapter 11 for additional information.

ARC responses are provided to MDE annually, and information about timelines is provided through the
Assessment Update. More information, including resources and user guides to complete the ARC response, is
available on the MTAS Participation page (MDE > Districts, Schools and Educators > Teaching and Learning >
Statewide Testing > Minnesota Tests > MTAS Participation).

Learner Characteristics Inventory (LCl)

The Learner Characteristics Inventory (LCI) must be completed and entered online before a student’s MTAS
scores can be entered. The National Alternate Assessment Center (NAAC) developed the LCl as a research tool to
better understand the learning characteristics of students participating in alternate assessments based on
extended standards. Using the LCI helps MDE ensure that the test is designed appropriately for students with
the most significant cognitive disabilities, and that the intended population is participating in the test. The LCI
form is available in Appendix A of this manual.

English Language Proficiency Accountability Assessments

ESSA and Minnesota Statutes, section 124D.59, require that all English learners be assessed in grades K-12 in
English language proficiency. ACCESS for ELLs (ACCESS) and Alternate ACCESS for ELLs (Alternate ACCESS),
developed by the multi-state WIDA Consortium, are used to meet this federal requirement. Most students take
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the ACCESS, but students who receive special education services and meet the participation criteria may take
the Alternate ACCESS.

The primary purpose of the English language proficiency accountability assessments is to measure progress
towards meeting the WIDA English Language Development Standards. The WIDA English Language Development
Standards represent the social, instructional, and academic language that students need to engage with peers,
educators, and their school curriculum. These standards can be defined as “language instruction through
academic content” where academic content standards, like the Minnesota Academic Standards, can be defined

as “content instruction through language.” INFO! Although Minnesota English learner educators are beginning

to transition to implementing the WIDA English Language Development Standards Framework: 2020 Edition, the
ACCESS test will not be aligned to the 2020 Edition until 2024-25.

What the ACCESS and Alternate ACCESS assess, in the expressive domains, is a student’s ability to speak and
write about academic topics; however, they are not assessing whether the academic content of the response is
factually correct or incorrect. For example, a student who writes a number of complex and varied sentences that
demonstrate skillful academic vocabulary usage and a high degree of linguistic control, yet may have gotten
some of the facts wrong or a bit out of order, will score higher on ACCESS Writing than a student who writes a
limited number of simple sentences with little academic vocabulary usage and developing linguistic control (e.g.,
grammatical errors), yet recounts all the facts correctly and in order.

ACCESS for ELLs

The ACCESS is an English language proficiency accountability assessment based on the WIDA English Language
Development Standards. There are four language domains assessed by the ACCESS: listening, reading, speaking,
and writing. The test is available in six grade-level clusters: K, 1, 2-3, 4-5, 6-8, and 9—12. While the Kindergarten
ACCESS remains paper-based, the ACCESS is primarily administered online, with paper test materials available
only for eligible students.

For online grades 1-12, the Listening and Reading domains are adaptive; students must answer each item to
continue and may not go back to review previous responses. For the Speaking domain, once students record a
response, they cannot go back. For the Writing domain, students must enter a keystroke to continue but can go
back to previous questions during the administration.

Alternate ACCESS for ELLs

The Alternate ACCESS is an individually administered English language proficiency accountability assessment
developed specifically for English learners who have significant cognitive disabilities. The Alternate ACCESS is
based on WIDA’s Alternate Model Performance Indicators (AMPIs), which provide expectations of what English
learners with significant cognitive disabilities should be able to process and produce at a given alternate English
language proficiency level. Participation is limited to students who are eligible based on the Alternate ACCESS for
ELLs Participation Decision Tree (WIDA > Assess > Alternate ACCESS for ELLs).

There are four language domains assessed by the Alternate ACCESS: listening, reading, speaking, and writing.
The test is available in four grade-level clusters: 1-2, 3-5, 68, and 9—12 and remains a paper-based assessment.
The Alternate ACCESS is not available for kindergarten. Kindergarten students who meet the participation
criteria for the alternate assessment are given the Kindergarten ACCESS, which is individually administered.
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Table 3. 2021-22 English Language Proficiency Accountability Assessments Overview

Grade-
Language A
Test . Level Format Description
Domains
Clusters
The domains of listening, reading, speaking,
and writing are assessed within the context
of two stories. The test is individually
K Paper . s
administered, and materials include
manipulatives and an activity board. The
test is scored by the Test Administrator.
Online (L, R, S)
ACCESS Listening, 1 Paper (W; both
for ELLs | Reading, 2-3 prompt and
Speaking, response)
Writing
Online (L, R, S, W; The L|§ten|ng and Readlng doma‘lns are .
. adaptive tests that contain multiple-choice
prompt viewed .
online) and technology-enhanced items. The
Speaking domain consists of speaking
4-5 prompts delivered online; students respond
Paper Lo .
W: student by speaking into a microphone and
(W; s uderl recording their responses. The Writing
responas in domain contains a set of tasks to which
booklet)
students respond.
6-8 Online
9_12 (Lr Rr SI W)
The Listening and Reading domains contain
Listening, 1-2 selected response items and the Speaking
Alternate . . . .
Reading, 3-5 and Writing domains contain constructed
ACCESS . Paper . .
Speaking, 6—8 response items. The domains are
for ELLs L o - .
Writing 9-12 individually administered and all sections
are scored by the Test Administrator.
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Career and College Readiness

This section outlines career and college readiness requirements. Minnesota expects its high school graduates to
demonstrate the skills and knowledge necessary for success beyond high school. Based on Minnesota Statutes,
sections 120B.30 and 120B.125, districts have a number of requirements to fulfill for student career and college
planning; however, students are not required to achieve a specific score on an assessment in order to graduate
or meet graduation assessment requirements.

Overview
Districts must assist students with career and college readiness, including the following:

e Offering students in grades 11 and 12 an opportunity to participate in a nationally recognized college
entrance exam on a school day.

e Monitoring student’s development and growth in career and college readiness.

e Assisting students no later than grade 9 in exploring and planning activities for career interests or
postsecondary education.

MDE does not track graduation requirements. Districts must ensure they are assisting students with each of the
areas outlined in the bullets above, and it is up to the district to determine how these areas are met.

Students who turn 21 while enrolled and do not meet or exceed the Minnesota Academic Standards, as
measured by the MCA administered in high school, are to be informed that admission to a public school is free
and available to any resident under 21 years of age until at least one of the following occurs: 1) the first Sept. 1
after the student’s 21st birthday; 2) the student’s completion of academic and course credits for graduation
requirements; 3) the student’s withdrawal with no subsequent enrollment within 21 calendar days; or 4) the
end of the school year. Districts determine how this notification will be provided.

Minnesota Statutes, section 120B.30, requires a school or district to record student progress toward career and
college readiness on the high school transcripts of students.

e The statute states a student is college and career ready if the student is able to successfully complete
credit-bearing coursework at a two- or four-year college or university or other credit-bearing
postsecondary program without need for intervention.

e Schools, districts, and charter schools are best positioned to make individual determinations about a
student’s progress toward career and college readiness. The statute does not prescribe a specific tool or
method for measuring progress toward career and college readiness.

Offer Opportunity for College Entrance Exam

Districts must provide students the opportunity to participate in a nationally recognized college entrance exam
on a school day, but individual students are not required to take part. (Note: Only the ACT and SAT are
considered nationally recognized college entrance exams). MDE strongly encourages districts to administer the
versions of the exams with the writing component included (ACT with Writing or SAT with Essay) to provide
students the most comprehensive information. While a district may offer other assessment options to students
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at their discretion (e.g., ASVAB or ACCUPLACER), a college entrance exam must still be offered. Even though only
some students are eligible for reimbursement based on Minnesota Statutes, section 120B.30, subdivision 1e,
(details below), all grade 11 and 12 students must still be offered the opportunity to participate.

Districts annually determine which assessment(s) will be offered and enter into a contract with the service
provider(s), ACT and/or College Board. Districts work directly with the service provider(s) to determine
administration mode, test materials needed, test dates, and any administration policies and procedures.

The following provides additional clarification about student participation.

e The district determines which assessment to offer or may choose to offer both (i.e., ACT and SAT).

e The district must offer students a college entrance exam each year on a school day, even if the district
already offers one of the assessments on a national test date.

e The college entrance exam must be offered in both grade 11 and grade 12; eligible students will decide
if they will participate and in which grade they will do so. It must be offered in both grades as a student
may choose not to participate in grade 11, for example, but may choose to participate in grade 12.

e Each district will determine how the assessment opportunity will be communicated to students and
families (e.g., letters to students/families, notification on the district/school website).

e Students can choose to take the college entrance exam on a national test date, and the district can
request reimbursements for eligible students who do so.

e The opportunity to participate should be available to all students. However, students with significant
cognitive disabilities may be the exception due to the possibility that a college entrance exam may not
be the most appropriate measure of their career and college readiness. IEP teams for those students
may consider discussing the best measures of each student’s knowledge, skills, mindset, and
experiences in the academic, workplace, and personal/social domains to successfully navigate toward
and adapt to economically viable careers.

e Districts may allow other students to participate in their school day administration, if they choose (e.g.,
students who have already been reimbursed, home-schooled students who are not eligible for
reimbursement). As long as the district is offering the opportunity to grade 11 and grade 12 students in
a school day administration, other students may participate at the district’s discretion.

Districts are expected to contract and pay for the administration of the college entrance exam and can request
reimbursement from MDE.

e MDE reimburses districts for students who are eligible for free or reduced-price meals (FRP). To be
eligible, the student must have been identified in MARSS as eligible for FRP at some point during the
school year the exam is administered.

e MDE may reimburse districts on a prorated basis for students who are not eligible for FRP but are still
unable to pay for the exam, as the legislation does not provide for a specific reimbursement to districts
for students unable to pay.

o Adistrict may not charge a fee to a student who is unable to pay for the college entrance exam.
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o No criterion was provided to determine ability to pay so districts must determine who is in the
unable-to-pay category.

o MDE does not know if there will be funds available until reimbursements are made for students
qualifying for FRP are made.

e While a school district may require a student who is not eligible for FRP to pay the cost of taking a
nationally recognized college entrance exam, these charges create barriers to student participation.
MDE encourages that, whenever possible, fees should be avoided.

e MDE will reimburse only one college entrance exam per eligible student. Districts can use the Student
Assessment History Report under Assessment Secure Reports on the MDE website to determine if
reimbursement has been previously provided for a student.

e Note: ACT provides an opportunity for students who are eligible for FRP to apply for a fee waiver. FRP
students taking the ACT for the first time typically would not need to complete the fee waiver because
their district may receive reimbursement for the cost of their assessment.

o The fee waiver process would be most appropriate for a student who is taking the ACT for the
second time, because MDE only reimburses districts for one assessment per student.

o If district or school staff are assisting students with fee waiver requests, ensure that laws regarding
private student data and FRP status are followed.

Districts use the Graduation Requirements Records (GRR) system to request reimbursement once results are
received from the service provider. Student results must first be received to ensure that the students whose
districts are requesting reimbursement actually completed testing; MDE will request student results during a
reimbursement audit.

e When requesting reimbursements in GRR, districts will use FRP eligibility information (i.e., the FRP flag)
to make the requests. However, district staff requesting reimbursements do not need detailed
information or forms related to a student’s FRP information.

e As available funding is based on legislation, districts should enter all requests for reimbursement in the
year the assessment was taken.

e Districts are only reimbursed for students who tested when enrolled in grade 11 or 12. Students who
test in an earlier grade will not be reimbursed for past tests (e.g., a student who tested in grade 10 will
not be reimbursed for that test the following year when they are in grade 11). These students would be
eligible for reimbursement if they tested again in grade 11 or 12, however.

e |norder to be eligible for reimbursement for the current fiscal year, students must have tested prior to
July 1.

e The deadline for entering reimbursement requests is annually in September; detailed information is
provided in the Assessment Update.

e Nonpublic schools cannot request reimbursement but are able to use nonpublic pupil textbook aid to
pay for this testing. Districts can decide to allow home-schooled, shared-time, or nonpublic school
students to participate on the district testing day; however, they cannot request reimbursement for
these students.
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Monitor Student Development in Career and College Readiness

Districts must monitor student development and growth in career and college readiness. They must also
regularly identify needed curricular and instructional adjustments, as well as individual student’s academic
strengths and needs for targeted interventions or remediation.

To support districts in this monitoring, student career and college readiness (CCR) scores for grades 10 and 11
are provided for reading and mathematics on Individual Student Reports (ISRs) and District and School Student
Results (DSR and SSR) files. Goal scores have been established for student CCR scores to compare whether
students are on track to pass a college entrance exam by the end of grade 11.

Assist Students in Exploration and Planning Activities

Districts must also assist students no later than grade 9 in exploring and planning activities for career interests or
postsecondary education.

This plan must be reviewed and revised annually at a minimum by the student, the student’s parent/guardian,
and the school or district. The plan also requires providing an interest inventory to the student. MDE does not

endorse a particular product for the career interest survey; the district itself must determine how to best meet
the requirement.

National Assessment of Educational Progress (NAEP)

The National Assessment of Educational Progress (NAEP) is the largest nationally representative assessment of
what our nation’s students know and are able to do in various subjects for grades 4, 8, and 12. The purpose of
the NAEP is to provide a fair and accurate measure of student achievement over time and across the nation.
Through The Nation’s Report Card, the NAEP provides results on subject-matter achievement, instructional
experiences, and school environment for all students as well as student demographic groups. The results are
used by policymakers, media, and state education departments to compare and understand student
achievement within the nation and states.

The NAEP currently administers assessments in seven subjects: civics, mathematics, reading, science, technology
and engineering literacy, U.S. history, and writing. The NAEP uses subject-specific frameworks to measure
student achievement in these subjects. The NAEP frameworks are designed to provide a rich and rigorous set of
standards that define what students should know and be able to do in a particular subject and are independent
from any state standards. The NAEP frameworks and assessment questions are developed and reviewed by
subject matter experts, practitioners, and members of the general public—including researchers, educators,
business leaders, policymakers, and parents/guardians. The NAEP assessments include selected response
guestions, constructed-response questions, hands-on tasks, and scenario-based tasks.

Schools and students are randomly selected to participate in the NAEP. Federal law specifies that the NAEP is
voluntary for every student, school, or school district. However, ESSA federal law requires all states and public
school districts that receive Title | funds to participate in the NAEP mathematics and reading assessments in
grades 4 and 8, if selected. While participation is required as per the assurances for accepting Title | funds, no
sanctions or awards are given for performance on the NAEP.
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The NAEP is designed to cause minimal disruption of classroom activities. Including transition time, directions,
and the completion of a survey questionnaire, it takes approximately 120 minutes for students to complete the
digitally based assessments. Each student will be assessed in one subject only. Districts, schools, and teachers do
not need to prepare their students to take the assessment but should encourage them to do their best. Within a
school, only a portion of the student population participates, and the student responses are combined with
those from other participating students to produce the results. Student responses on the NAEP are confidential,
and the privacy of each participating school and student is essential. The NAEP is not designed to report results
for individual students, classrooms, or schools.

NAEP Schedule of Assessments

The NAEP schedule of assessments specifies the NAEP operational program for each year. The schedule is
tentative and includes the subjects and grades to be assessed and the level of results to be released (i.e., State
or National). The schedule for the next few years is listed in Table 4. In addition, pilot assessments, studies, and
special administrations may occur as well.

The NAEP 2022 administration will include two main assessment programs—state and national. The state
program includes assessments in mathematics and reading in grades 4 and 8, and results will be released both at
the state- and national-level. The national program includes assessments in civics and U.S. History in grade 8,
and results will be released only at the national-level. The administration window for the two main assessment
programs is Jan. 24 to March 4, 2022.

In addition to the two main assessment programs, the NAEP 2022 administration will also include a long-term
trend (LTT) program. The LTT program includes an administration of the LTT assessments to 9-year-old students.
Results will be released at the national-level. The administration window for the LTT program is Jan. 10 to March
18, 2022.

Table 4. NAEP Schedule of Operational Assessments

Year National Results State Results
2022 Reading (grades 4, 8)
Mathematics (grades 4, 8) Reading (grades 4, 8)
Civics (grade 8) Mathematics (grades 4, 8)

U.S. History (grade 8)
Long-Term Trend (LTT) (age 9)

2023

2024 Reading (grades 4, 8, 12) Reading (grades 4, 8)
Mathematics (grades 4, 8, 12) Mathematics (grades 4, 8)
Science (grade 8)
Technology and Engineering Literacy
(grade 8)

2025 Long-Term Trend (LTT) (ages 9, 13, 17)
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NAEP Resources

e The NAEP section of the MDE website (MDE > Districts, Schools and Educators > Teaching and Learning >
Statewide Testing > National Assessment of Educational Progress (NAEP)) provides more information
about and resources for understanding the NAEP assessments in Minnesota.

e The Minnesota Snapshot Reports (MDE > Districts, Schools and Educators > Teaching and Learning >
Statewide Testing > National Assessment of Educational Progress (NAEP) > Nation’s Report Card)
provide the NAEP results for Minnesota.

o Refer to the NAEP website (nces.ed.gov/nationsreportcard) for further information.

e Refer to The Nation’s Report Card (www.nationsreportcard.gov) for NAEP results.

e NAEP Frameworks (NAEP > Assessments > Assessment Framework) are blueprints that guide the
development of the assessments and determine the subject-specific content and skills to be assessed.

e The NAEP Questions Tool (NAEP > Resources > NAEP Questions Tool) contains released items from the
NAEP assessments with student responses, item statistics, and scoring guides.

Local Testing Time Limitations

Minnesota Statutes, section 120B.301, places local testing-time limitations on districts. For students in grades
1-6, the cumulative total amount of time spent taking locally adopted districtwide or schoolwide assessments
must not exceed 10 hours per school year. For students in grades 7-12, the cumulative total amount of time
spent taking locally adopted districtwide or schoolwide assessments must not exceed 11 hours per school year.
Schools and districts determine what constitutes a schoolwide or districtwide assessment.

The following assessments or types of assessments are not included in the limitations:

e Statewide assessments like the MCA, MTAS, ACCESS, and Alternate ACCESS
¢ International Baccalaureate and Advanced Placement exams

e Nationally recognized college entrance exams

e (Careerinterest inventories

e NAEP

e |dentification for services, such as special education or English learner programs

Districts should use published estimated testing times to determine the time for each test. It is not necessary to
track actual times by student. The Achieve organization provides a free Student Assessment Inventory

(achieve.org > Our Initiatives > Assessments > Student Assessment Inventory > About Student Assessment
Inventory) that districts can use to evaluate the assessments students are taking. If a district or school plans to
exceed the maximum number of hours testing, it should be specified in the World’s Best Work Force (WBWF)
Plan. The explanation or justification for these assessments should be developed in consultation with the
exclusive representative of the district’s or school’s teachers. Contact MDE.WorldsBestWorkForce@state.mn.us
for additional information about WBWF.
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Chapter 3 — Roles and Responsibilities for Testing

Overview

This chapter defines roles and responsibilities to ensure state and district policies and procedures are followed
and test security is maintained throughout test administration. Depending on the number of staff in the district
or charter school, staff may be assigned to more than one of the roles with the corresponding responsibilities
identified below. Throughout this chapter, the term “district” is used to denote both districts and charter
schools.

References to the applicable chapter/appendix for detailed information about the tasks listed below are
included in parentheses. Any new responsibilities or applicable changes for this year are included in this chapter;
however, since these changes are discussed in detail in other chapters, the “new” and “clarification” symbols are
not used to call them out. (Symbols are only used if this chapter contains the only mention of a change.)

Superintendent’s/Executive Director’s Roles and Responsibilities for Testing

The Superintendent or Executive Director is responsible for providing the resources a district needs to
administer assessments.

Superintendent’s/Executive Director’s Responsibilities Before Testing

1. Designate or confirm a District Assessment Coordinator (DAC) and a District Technology Coordinator (or
an Assessment Technology Coordinator, if a separate role) who will complete the responsibilities listed
below. This should be done no later than early fall so these individuals receive necessary training to
fulfill these roles.

2. Ensure the Site Verification Coordinator (SVC) has designated these contacts in the Minnesota
Department Education-Organization Reference Glossary (MDE-ORG) through the District and School Site
Verification system, and verifies their contact information annually.

3. Designate alternate contacts to fulfill the responsibilities for testing in case of absence, as needed.
Alternate District Assessment Coordinators may be designated in MDE-ORG or contacts may just be
designated in the district. If no alternate is designated and the DAC is absent, then all responsibilities
default to the Superintendent/Executive Director.

4. Ensure you (or a designated person) are identified in MDE-ORG as the Identified Official with Authority
(IOwA). The IOWA provides staff access for MDE secure systems for statewide testing: Test WES,
Assessment Secure Reports, and the Graduation Requirements Records (GRR) system.

5. In conjunction with the DAC, ensure that a district test security procedure is in place and up to date, and
that information or training on district policies and procedures has been provided to staff.

6. Complete the Test Security Training each school year to confirm your understanding of, and intention to
implement, policies and procedures applicable to your role to ensure test security and test score
integrity.
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7. Confirm that the DAC has reviewed applicable MDE training resources and/or attended MDE trainings
specific to the administration of the statewide assessments each school year.

8. To reinforce a culture of academic integrity, communicate the importance of test security and the
expectation that staff will keep test content secure and act with honesty and integrity during test
administration.

9. Designate staff who will confirm that all eligible students have unique state student identification (SSID)
or MARSS numbers, and make corrections as needed in the Student Identity Validation Interface.

10. Designate a MARSS Coordinator who will submit MARSS data on an ongoing basis throughout test
administrations, as needed, to ensure accurate student enrollment eligibility and information.

11. Confirm that the DAC will have time to complete Pretest Editing in Test WES.

12. Fully cooperate with MDE representatives conducting site visits or audits, as applicable, during testing.

Superintendent’s/Executive Director’s Responsibilities After Testing

1. Verify with the DAC that all test security issues have been reported to MDE and are being followed up
on as needed.

2. Verify with the DAC that any missing secure test materials have been reported to the service provider or
MDE and are addressed as needed.

3. Confirm that the MARSS Coordinator has updated all student enrollment records and the DAC has
finalized the district’s assessment records prior to the close of Posttest Editing, so that accurate
information is used for final assessment reports and accountability.

4. Confirm that the DAC or another designated staff person has access to the GRR system and has time to
request and confirm reimbursements for eligible students for college entrance exams.

5. Discuss the final assessment results with the DAC as well as district and school administrators.

6. Prepare for questions from local media and constituents about final test and accountability results.

District and School Assessment Coordinator’s Roles and Responsibilities for
Testing

The District Assessment Coordinator (DAC) is the district’s main contact with MDE, the service providers, and the
School Assessment Coordinators for statewide testing. Note: The District and School Assessment Coordinator
roles and responsibilities are combined because the responsibilities may vary from district to district, and some
districts do not assign School Assessment Coordinators; this ensures that all responsibilities are reflected under
one role.

e If your district has staff assigned as School Assessment Coordinators, responsibilities may be delegated
as applicable within the district.

e |f School Assessment Coordinators are not assigned, ensure there is a designated contact at each school
for questions, if applicable (e.g., some smaller districts or charter schools may have only one contact).
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e |n addition, for ACCESS and Alternate ACCESS administrations, an EL coordinator or other EL staff may
manage the administration in some districts. In these cases, it is important for the DAC to communicate
the applicable responsibilities to those staff.

The DAC is ultimately responsible for ensuring the district’s security procedures are communicated and being
followed, all required trainings are completed, and all secure materials are accounted for.

The DAC should be the person who calls or emails MDE with policy and procedure questions related to test
administration and then distributes the information within the district as needed. In general, the DAC should not
direct other district and school staff to contact MDE with questions. This ensures that the DAC 1) knows testing
policies and procedures and can serve as the source of information across the district, and 2) is aware of all test
administration issues within the district. However, if your district experiences any technical issues related to
online testing, remind Technology Coordinators and Test Administrators/Test Monitors (following your district
policies) to contact the applicable service provider(s) to report the issue and receive further instructions as soon
as possible. While MDE should be contacted for questions related to testing policies and procedures, the service
providers can provide the immediate assistance needed for technical issues.

District and School Assessment Coordinator’s Responsibilities Before Testing

1. Establish and implement district test administration and test security policies and procedures
(Chapter 5).

o Confirm that there is a written district test security procedure on file. If a district test security
procedure does not exist, write such a procedure in collaboration with other administrators prior to
test administration.

o Annually review test administration and test security policies detailed in this Procedures Manual
(Appendix B), the Test Security Training, and other applicable resources and guides; incorporate
these policies into the district policies and procedures as needed.

o Determine if information on district policies and procedures will be provided to staff through
trainings or through written resources, and subsequently, provide the trainings and/or written
resources.

o Provide the district test security procedure to MDE, if requested.

2. Establish the district testing calendar within the testing windows specified in the Important Dates
(Chapter 6).

o Determine the district testing calendar for ACCESS, Alternate ACCESS, MCA, and MTAS.

o Publish the district testing calendar before the first day of the school year; ensure testing dates
(by grade and subject) for each school in the district are updated as needed.

o Schedule rooms, computer labs, and devices, as needed, for testing (Chapter 7).

o Arrange for Test Monitor(s) and Test Administrator(s) to administer the test(s), and assign students
to them (Chapter 7).
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3. Complete and verify training(s) completed by all staff involved with testing (Chapter 7).

O

As the DAC, use the Resource Overview for District Assessment Coordinators to identify DAC
trainings and resources to review and attend MDE trainings.

Complete the Test Security Training to confirm your understanding of, and intention to implement,
policies and procedures applicable to your role to ensure test security and test score integrity.

As the DAC, provide training to School Assessment Coordinators on district policies and procedures
and assign other training resources, as needed. As a School Assessment Coordinator, complete or
attend any other trainings required by the district and/or or review information on district policies
and procedures for testing.

Collaboratively develop and implement a plan ensuring all staff involved with testing complete the
required trainings.

= Verify that all staff involved with testing complete the Test Security Training.

= Verify that all Test Administrators who will administer ACCESS and Alternate ACCESS have
completed the applicable online WIDA training courses and quizzes, along with MDE required
training courses.

= Verify that all Test Monitors who will administer the MCA, and Test Administrators who will
administer the MTAS, have completed the applicable MDE required training courses.

= Verify that staff have completed any other trainings required by the district.

= Verify that all staff have received applicable training or information on district policies and
procedures for testing.

Determine how training completion is tracked by role for all staff, and keep records of completed
trainings for two years after the end of the academic school year in which testing took place
(Chapter 7).

4. ldentify appropriate tests for students, and ensure student data sent to service providers for testing are
correct.

O

October 2021

Collaboratively determine with the MARSS Coordinator that all student data are current and
submitted to MARSS as needed.

In conjunction with the MARSS Coordinator and Special Education and English learner staff, ensure
Special Education students and English learners are correctly identified in MARSS.

Identify and manually add any students not included in the precode files who will be testing
(e.g., home-schooled students) using Precode Student Eligibility in Test WES (Chapter 6).

Identify students who may change grades between the start of the school year and the start of
testing, and ensure that each student takes the correct test at the time of testing (Chapter 9).

Determine which college entrance exam will be offered for students in grades 11 and 12, and
establish a contract with the applicable service provider (Chapter 2).

Work with the English learner and Special Education staff to determine which English learners in
grades 1-12 require accommodations for ACCESS, as specified in their IEPs and 504 plans.
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Work with the Special Education and English learner staff to determine which English learners,
according to participation guidelines (Chapter 4), will take the Alternate ACCESS.

Indicate the number of ACCESS online testers in grades 1-12, order ACCESS test materials
(Kindergarten ACCESS and paper test materials for grades 1-12), and order Alternate ACCESS test
materials in the WIDA Assessment Management System (WIDA AMS) (Chapter 7).

Collaboratively determine and document—with Special Education and English learner staff—any
general supports, linguistic supports, or accommodations needed by individual students for MCA
(Chapter 4).

Work with the Special Education staff to determine which students, according to the eligibility
requirements (Chapter 4), will take the MTAS.

Complete Pretest Editing in Test WES for MCA and MTAS to change test assignments and indicate
accommodation and linguistic support codes as needed (Chapter 7).

Complete District Options and District Confirmations in Test WES during Pretest Editing to indicate
MCA/MTAS shipping preferences and confirm information for all assessments (Chapter 7).

Communicate information to applicable school staff to ensure that students take the correct
assessment (e.g., ACCESS or Alternate ACCESS; MCA or MTAS) and/or receive the general supports,
linguistic supports, and/or accommodations required.

Develop process for documenting reasons why students may not be participating in testing (e.g.,
parent/guardian refusals, medical excuse) and communicating information to applicable school
staff.

5. Prepare testing conditions.

O

October 2021

Ensure that the applicable staff involved with administering the ACCESS and Alternate ACCESS are
set up with user accounts for the WIDA Secure Portal and WIDA AMS.

Ensure that the applicable staff involved with administering MCA and MTAS are set up as users with
active accounts in PearsonAccess Next.

Create reporting groups if teachers in the district will access MCA and MTAS preliminary results in
PearsonAccess Next (Chapter 11).

In collaboration with the Technology Coordinator, use technical resources on the service provider
websites to ensure readiness for ACCESS and MCA online testing (Chapter 6).

Work with technology staff to prepare for online testing. This includes ensuring all hardware and
software requirements are met and equipment is available (e.g., headphones, headsets for ACCESS)
(Chapter 6).

Plan seating or testing room arrangements for students to ensure independent work (Chapter 7).

Determine which student resources will be used to prepare students for testing and ensure students
are familiar with the format and functionality of the test they will be taking (Chapter 7).

Determine where students who finish testing in earlier sessions will go while other students finish
testing (Chapter 8).
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For ACCESS online testing, ensure the following preparations are completed in WIDA AMS
(Chapter 8):

= Verify students are showing as enrolled in the correct school and district when verifying test
sessions. For the Writing domain, verify students are showing in the correct test session (either
handwriting or keyboarding).

=  Print test session rosters and student testing tickets and keep them secure until test
administration.

For MCA, ensure accommodation and linguistic support codes are updated in Pretest Editing in
Test WES throughout the testing window, as needed.

For MCA online testing, ensure the following preparations are completed in PearsonAccess Next
(Chapter 8):

= Verify students are showing as enrolled in the correct school and district, and eligible for the
correct test when setting up test sessions.

=  Print test session rosters and student testing tickets, and keep them secure until test
administration.

Review and prepare for any general supports, linguistic supports, and/or accommodations and
specific test administration procedures as described in this Procedures Manual, including scheduling
for small group and individual administrations and preparing for translated directions and scribes
(Chapter 4).

Establish a process for inventorying and distributing secure test materials to each school building if
test materials are shipped to the district.

If test materials are shipped to the schools, notify School Assessment Coordinators or designated
school contact when test materials will be arriving and the quantities of test materials to expect.

Determine staff who will enter student responses from MCA paper test materials and MTAS data
online (Chapter 8).

6. Maintain security of test content and test materials.

O

October 2021

Receive secure paper test materials from the service providers, and immediately lock them in a
previously identified secure area.

= [f schools are receiving test materials directly from the service providers, confirm that each
school has received test materials and that they are locked in a secure area.

= Inventory or confirm paper test materials have been inventoried using the security checklists,
and contact the applicable service provider if there are any discrepancies (Chapter 5).

= QOrganize secure test materials remaining at the district, ensuring that they are kept secure and
not distributed unless needed for test administration.

Verify that each school has the needed paper test materials; order additional test materials as
needed.
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o Organize secure test materials for online administrations, including student testing tickets and
scratch paper, and keep them secure (Chapter 8).

o For ACCESS and Alternate ACCESS, if students are using Writing Response Booklets (dependent upon
grade level) or paper test booklets, confirm that all students have the appropriate test materials and
that preprinted student information on the label is accurate. Arrange for student information to be
filled in (hand bubbled) on test booklets that do not have labels (Chapter 8).

o Distribute the applicable ACCESS and Alternate ACCESS Test Administrator’s Scripts and Test
Administration Manuals to Test Administrators so they can become familiar with the script and
prepare for test administration.

o Distribute the applicable MCA Testing Directions to Test Monitors so they can become familiar with
the script and prepare for test administration.

o Define the chain of custody for providing secure test materials to Test Administrators/Test
Monitors.

= The chain of custody must address the process for providing test materials on the day of testing,
distributing test materials to and collecting from students, keeping test materials secure
between testing sessions, and returning test materials after testing is completed.

= Record and assign all secure paper test materials on the Test Materials Assigned to Students
Checklist or applicable district-provided checklist. Secure test materials should not be
distributed prior to the day of testing (exceptions to this are specified in Chapter 5).

= Distribute materials to Kindergarten ACCESS, Alternate ACCESS, and MTAS Test Administrators
prior to testing to allow for administration preparation and adaptation of materials to meet
individual student needs (Chapter 5).

o Provide MTAS Data Collection Forms if scores will be centrally entered by the district or school prior
to the close of the testing window.

District and School Assessment Coordinator’s Responsibilities on Testing Days

1.

Distribute materials to Test Administrators/Test Monitors on the day of testing, and ensure secure test
materials are kept secure between testing sessions, including student testing tickets and scratch paper,
according to district procedures.

Ensure that ACCESS and Alternate ACCESS Test Administrator’s Scripts and MCA Testing Directions are
followed.

As the DAC, answer questions from School Assessment Coordinators or designated school contacts and
Test Administrators/Test Monitors, as needed.

Conduct (or designate trained staff members to conduct) random, unannounced visits to testing rooms
within the district to observe staff adherence to test security and test administration policies and
procedures (Chapter 5).

Fully cooperate with MDE representatives conducting site visits or audits as applicable (Chapter 5).
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10.

Collect information about and document testing irregularities using the Test Administration Report (TAR)
(Chapter 5).

If security violations occur, contact MDE within one business day, and submit the Test Security
Notification (TSN) in Test WES within two business days (Chapter 5).

Monitor testing progress to ensure all students complete testing during the testing window.

For ACCESS and Alternate ACCESS, indicate appropriate test codes in WIDA AMS or indicate on test
booklets as needed, and/or keep notes for entry during Posttest Editing (Chapter 9).

For MCA and MTAS, indicate applicable test codes in PearsonAccess Next as needed, and/or keep notes
for indication during Posttest Editing (Chapter 9).

District and School Assessment Coordinator’s Responsibilities After Testing

1.

10.

11.

Ensure that designated staff have entered student responses from MCA paper test books and MTAS
data online. All information must be entered before the testing windows close in order for the tests to
be scored and reported (Chapter 8).

Ensure that secure paper test materials, student testing tickets, and scratch paper are kept in a locked,
secure location after testing. Following district procedures, materials may be collected at the district or
school level or kept secure between testing sessions by the Test Administrator/Test Monitor.

Use security checklists to verify receipt of all secure paper test materials from the assigned Test
Administrator/Test Monitor after testing is completed. Collect copies of the security checklists from
each school.

Arrange for the secure disposal of all test materials that are not required to be returned as outlined in
the applicable resources and guides. The secure disposal must be completed no more than two business
days after the close of the testing window (Chapter 10).

Prepare materials for pickup by the carrier on the designated date(s). Ensure that all boxes containing
the secure testing materials are in a secure location known to appropriate school staff or are returned to
the district office.

Follow procedures for returning scorable test materials (for ACCESS and Alternate ACCESS) and secure
test materials (for all assessments) as outlined in the applicable resources.

Ensure that all materials returned are received by the service providers.

Complete a TAR for all administered assessments as needed and keep on file at the district for two years
following test administration; completed TARs must be available if requested by MDE (Chapter 5).

Collect security documents (e.g., security checklists) from each school. Keep on file at the district for two
years from the end of the academic school year in which testing took place (Chapter 5).

Review assessment records and resolve discrepancies in Test WES during Posttest Editing (Chapter 10),
including verifying or indicating test, accommodation, and linguistic support codes. Work with the
MARSS coordinator to resolve any issues in MARSS.

Request reimbursement for eligible students for college entrance exams as needed (Chapter 2).
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12.

13.

14.

Retrieve final assessment results from Secure Reports, and prepare for media/stakeholder questions
(Chapter 11).

Work with principals to communicate information on what it means to abide by the embargo, and
ensure the requirements for embargoed final assessment results are followed.

Distribute Individual Student Reports (ISRs) to parents/guardians no later than Dec. 1 (Chapter 11).

School Principal’s Roles and Responsibilities for Testing

In conjunction with the DAC, the School Principal’s role is to designate the School Assessment Coordinator, if
applicable, and other school staff members who will serve as Test Monitors or Test Administrators.

School Principal’s Responsibilities Before Testing

1.

Designate a School Assessment Coordinator, if applicable, and a Technology Coordinator for the school.
If a School Assessment Coordinator is not assigned, identify a school contact, unless you are fulfilling
that role or the DAC is fulfilling that role (e.g., some smaller districts or charter schools may have only
one contact).

Be knowledgeable about proper test administration and test security as outlined in this Procedures
Manual as well as other applicable resources and guides.

Complete the Test Security Training each school year to confirm your understanding of, and intention to
implement, policies and procedures applicable to your role to ensure test security and test score
integrity.

Complete or attend any district-required trainings and/or review information on district policies and

procedures for testing.

Verify with the District or School Assessment Coordinator that all staff involved in testing, including Test
Administrators and Test Monitors, complete the required trainings for administering the tests.

To reinforce a culture of academic integrity, communicate the importance of test security and the
expectation that staff will keep test content secure and act with honesty and integrity during test
administration.

Provide adequate secure storage space for all secure test materials before, during, and after testing until
they are returned to the service provider or securely disposed of.

In conjunction with the Technology Coordinator, ensure that adequate computers and/or devices are in
place and rooms are set up appropriately for online testing.

Ensure students have had a chance to become familiar with the format and functionality of the test they
will be taking.

School Principal’s Responsibilities on Testing Days

1.

2.

Ensure that all test administration policies and procedures and test security requirements in this
Procedures Manual and other applicable resources and guides are followed.

Fully cooperate with MDE representatives conducting site visits or audits, as applicable.
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School Principal’s Responsibilities After Testing

1.

In conjunction with the District or School Assessment Coordinator, ensure that all secure test materials
are collected, returned, and/or securely disposed of as required.

Discuss the assessment results with the School Assessment Coordinator as well as district administrators
and the DAC. In conjunction with the DAC, ensure the requirements for embargoed final assessment
results are followed.

Prepare for questions about test results.

Technology Coordinator’s Roles and Responsibilities for Testing

The District Technology Coordinator (or Assessment Technology Coordinator) is responsible for ensuring that the
district is prepared for online test administration, and also for providing technical support to district staff.

1.
2.

Acquire a user account for PearsonAccess Next, WIDA Secure Portal, and WIDA AMS from the DAC.

Complete the Test Security Training each school year to confirm your understanding of, and intention to
implement, policies and procedures applicable to your role to ensure test security and test score
integrity.

Complete or attend any district-required trainings and any service provider technology trainings.
Review all technical documentation available on the service provider websites.

o Prepare computers and devices for online testing following requirements outlined in the Technology
Readiness Checklist for WIDA Online Assessments.

o Prepare computers and devices for online testing following requirements outlined in the
Infrastructure Readiness Checklist for MCA.

Fully cooperate with MDE representatives conducting site visits or audits, as applicable.

Provide technical support/troubleshooting during test administration and contact the service provider
help desks, as needed.

ACCESS Test Administrator’s and MCA Test Monitor’s Roles and
Responsibilities for Testing

Test Administrators and Test Monitors are responsible for maintaining test security during test administration,

including actively monitoring test sessions and keeping test materials secure. The following information applies
to grades 1-12 ACCESS Test Administrators except as noted below. Requirements for selecting Test
Administrators and Test Monitors are available under Selecting Test Administrators and Test Monitors in
Chapter 7.
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ACCESS Test Administrator’s/MCA Test Monitor’s Responsibilities Before Testing

1. Complete or attend any required test-specific or district trainings each school year to confirm your
understanding of, and intention to implement, policies and procedures applicable to your role to ensure
test security and test score integrity.

o For ACCESS and Alternate ACCESS, complete the applicable online WIDA training courses and
quizzes in the WIDA Secure Portal for the tests being administered, along with the required MDE
training courses in the Training Management System (TMS).

o For MCA, complete the required MDE training course in the TMS.

o Ensure you have received information on and understand district- and school-specific policies and
procedures for testing.

2. For ACCESS and Alternate ACCESS, review the Test Administrator’s Scripts for detailed information and
scripted instructions. For MCA, review the Testing Directions: Online and/or Testing Directions: Paper for
detailed information and scripted instructions for each test administration.

3. Know how to contact the District or School Assessment Coordinator during testing if any test-related
issues or questions arise.

4. Know where to pick up secure test materials on the day of the test.

5. Know the school’s plan for keeping test materials and test content secure between test sessions, such as
when students are taking an assessment over multiple days or are taking a break on the same day.

6. Know the plan for what students will do if they finish testing within the testing session, and where
students who finish testing in earlier sessions will go while other students finish their tests in
subsequent sessions.

7. In conjunction with the District or School Assessment Coordinator, know which students are to be
provided with appropriate general supports, linguistic supports, and/or accommodations, and any
related specific test administration procedures.

8. Remove or cover any required materials in the testing room or on student desks. This step can be taken
shortly before testing begins.

ACCESS Test Administrator’s/MCA Test Monitor’s Responsibilities on Testing Days —
Before Students Arrive

1. Receive secure test materials from the District or School Assessment Coordinator and keep them secure
until the test session.

2. Make sure there are enough computers/devices or paper test materials for the number of students
taking the test.

3. Foronline testing, make sure you have the student testing tickets for the students in your test session.
Ensure all allowable materials for students (e.g., scratch paper, pens, or pencils) are ready to distribute
to students as needed.
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Check paper test materials to verify that all the test materials listed on the Test Materials Assigned to
Students Checklist or applicable district-provided checklist are in the test materials you receive.

Use the Test Materials Assigned to Students Checklist or applicable district-provided checklist to assign
numbered test booklets to individual students.

If directed to do so by the District or School Assessment Coordinator, fill in appropriate information on a
student’s Writing Response Booklet or paper test booklet for ACCESS using a number 2 pencil. Ensure
that all hand-bubbled information matches MARSS.

Record additional test materials received on the Test Materials Assigned to Students Checklist or
applicable district-provided checklist.

ACCESS Test Administrator’s/MCA Test Monitor’s Responsibilities on Testing Days —

During the Test

1. Verify that students are logged in and taking the correct test.

2. For ACCESS, verify that the students testing with the paper test materials are using the correct grade-
level and tier test booklet.

3. Follow the script in the Test Administrator’s Scripts (ACCESS) and/or applicable Testing Directions (MCA)
exactly.

4. Follow the district policies and procedures for restricting student access to cell phones and other devices
during testing.

5. Stay in the room and actively monitor during the entire test session.

6. Know what to do and whom to contact if an emergency or unusual circumstance arises (e.g., a student
gets sick, the fire alarm goes off).

7. Know what to do and whom to contact if technology issues are encountered during an online test
administration so that you can continue to actively monitor the students who are testing.

8. Do not review, discuss, capture, email, post, or share test content in any format.

9. Ensure all students have been provided the opportunity to independently demonstrate their knowledge.

10. Fully cooperate with MDE representatives conducting site visits or audits, as applicable.

11. Document students who require a scribe or translated directions or any unusual circumstances for test
administration (e.g., students requiring a cell phone as a medical monitor), and provide the information
to the District or School Assessment Coordinator.

12. Notify the District or School Assessment Coordinator of any possible security violations as soon as

possible.

ACCESS Test Administrator’s/MCA Test Monitor’s Responsibilities on Testing Days —
After the Test

1.

Follow the guidance and scripted instructions in the Test Administrator’s Scripts (ACCESS) and/or
applicable Testing Directions (MCA).
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Collect all student testing tickets, scratch paper, and other materials provided during testing

(e.g., formula sheets), and keep them secure after each testing session. When testing is complete,
return these materials to the District or School Assessment Coordinator or securely dispose of them, if
instructed.

Use the Test Materials Assigned to Students Checklist or applicable district-provided checklist to verify
receipt of all test books from assigned students before they leave the testing room.

Enter student responses from MCA paper test books online, or return test materials to the District or
School Assessment Coordinator if the district enters data centrally.

Keep paper test materials secure after the test session, and return them to the District or School
Assessment Coordinator or to a secure location, as directed.

Immediately notify the District or School Assessment Coordinator if any test materials are missing.

Kindergarten ACCESS/Alternate ACCESS/MTAS Test Administrator’s Roles
and Responsibilities for Testing

Kindergarten ACCESS/Alternate ACCESS/MTAS Test Administrator’s Responsibilities
Before Testing

1.

Complete or attend any required test-specific or district trainings each school year to confirm your
understanding of, and intention to implement, policies and procedures applicable to your role to ensure
test security and test score integrity.

o ForKindergarten and Alternate ACCESS, complete the applicable online WIDA training courses and
quizzes in the WIDA Secure Portal for the tests being administered, along with required MDE
training courses in the Training Management System (TMS).

o For MTAS, complete the applicable training course in the TMS based on the number of years you
have administered the MTAS.

o Ensure you have received information on district policies and procedures for testing.

Review the Kindergarten and Alternate ACCESS Test Administrator Manual or MTAS Task Administration
Manual for policies and procedures related to test administration.

Know when and where to pick up secure test materials.

Know the school’s plan for keeping test materials secure when not preparing for test administration or
administering the test.

Become familiar with the test materials, including special instructions for certain tasks (e.g., not reading
aloud the question or answer options).

For Alternate ACCESS and MTAS, prepare test materials for administration.

o Plan for instructional supports, objects, and manipulatives; any materials gathered for testing may
remain in the classroom for daily use.
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o Plan specific adaptations for each student, as needed, to meet individual student needs.
Reproduction of secure test materials is allowed only for adapting student-facing materials to a
student’s individual needs (e.g., enlarging materials or incorporating texture). Secure test materials
may not otherwise be reproduced.

Kindergarten ACCESS/Alternate ACCESS/MTAS Test Administrator’s Responsibilities
on Testing Days — Before Students Arrive

1.
2.

Keep materials secure until the test session.

Ensure the appropriate test materials are available and ready for the student who is being administered
the test.

If directed by the District or School Assessment Coordinator to do so, fill in the appropriate information
on a student’s Writing Response Booklet or paper test booklet for Kindergarten ACCESS and Alternate
ACCESS using a number 2 pencil. Ensure that all hand-bubbled information matches MARSS.

Kindergarten ACCESS/Alternate ACCESS/MTAS Test Administrator’s Responsibilities
on Testing Days — During the Test

1.
2.

Administer each task to the student and record the score.

Know how to contact the District or School Assessment Coordinator during testing if any test-related
issues or questions arise.

Know what to do if an emergency or unusual circumstance arises (e.g., a student gets sick, the fire alarm
goes off).

Fully cooperate with MDE representatives conducting site visits or audits, as applicable.

Document any unusual circumstance and report it to the District or School Assessment Coordinator.

Kindergarten ACCESS/Alternate ACCESS/MTAS Test Administrator’s Responsibilities
on Testing Days — After the Test

1.
2.

Keep materials secure after administering the test.

Return all secure test materials, including materials that were adapted for Alternate ACCESS and MTAS
(e.g., enlarged materials or those with texture incorporated), to the District or School Assessment
Coordinator, and report if any materials are missing.

For MTAS, if directed by District or School Assessment Coordinator, securely dispose of Response Option
Cards (no more than two business days after the close of the testing window).

For Alternate ACCESS and MTAS, return instructional supports, objects, and manipulatives to the
classroom unless directed to return them to the District or School Assessment Coordinator.

For Kindergarten and Alternate ACCESS, return Student Response Booklets to the District or School
Assessment Coordinator to send back for scoring.
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6. Enter Learner Characteristic Inventory (LCl) data and MTAS scores online or return Data Collection
Forms and LCI data to the District or School Assessment Coordinator if entered centrally.

MARSS Coordinator’s Roles and Responsibilities for Testing

MARSS Coordinator’s Responsibilities Before Testing

1. Confirm that all eligible students have unique state student IDs (SSIDs) or MARSS numbers so that
students are included in assessment precode files, and, if authorized, make corrections as needed in the
Student Identity Validation Interface.

2. Ensure EL and Special Education designations are up to date and correct for students.

3. Submit MARSS data on an ongoing basis so the student information is correct and available for the
assessment precode files prior to and throughout test administrations.

MARSS Coordinator’s Responsibilities After Testing

1. Ensure accurate enrollment of students during the accountability windows. The enrollment from MARSS
for these windows will serve as the basis for accountability calculations.

2. Ensure State Aid Categories and other MARSS identifying characteristics are correct, especially for
shared-time students, Foreign Exchange students, and any other students who are not expected to test.

3. Work with the District or School Assessment Coordinators to resolve discrepancies during Posttest
Editing in Test WES, which may require multiple submissions to MARSS before the close of the Posttest
Editing window.
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Chapter 4: General Supports, Linguistic Supports, and

Accommodations for Statewide Assessments

Overview

All public school students participate in statewide assessments. However, it is important to clarify the role of
supports and accommodations in these decisions when considering how students will participate in the
standards-based accountability assessments (MCA and MTAS) and the English language proficiency
accountability assessments (ACCESS and Alternate ACCESS). Supports and accommodations do not change the
construct intended to be measured by the assessment or the integrity of test results.

If the educators or teams (i.e., EL team, IEP team, 504 plan team) making decisions about supports or
accommodations have questions that are not specifically addressed in this chapter, email
mde.testing@state.mn.us.

The Academic Standards, Instruction and Assessment division works closely with the Student Access and
Opportunity and Special Education divisions to review these questions and requests about general

supports, accommodations, and linguistic supports.

General Supports, Linguistic Supports, and Accommodations Overview

The graphic below illustrates the types of supports available for statewide assessments; it also provides a
general reference for the number of students who will likely use a given support. For example, more students
will use general supports, as illustrated by the larger base of the pyramid, than accommodations, which are only
available and appropriate for a specific group of students.

Accommodations
Students with
IEPs or 504 Plans

Linguistic Supports

English learners

General Supports
All students
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A brief overview of the three categories is provided here and described in more detail in the subsequent
sections. Applicable teams should consider information from each of the categories when making decisions
about how students will participate in statewide testing.

e General supports are features or practices available for all students that tailor the testing experience
based on student needs or preferences specific to the testing environment or online features that are
allowable within standardized testing. General supports include online tools and accessibility features
available in online assessments and general test-taking practices. The use of a general support may
replace the need for a linguistic support or accommodation, depending on the student’s language needs
or disability; general supports may also be provided along with linguistic supports and accommodations.

e Linguistic supports are supports that enable English learners, who are in the process of acquiring
English, to demonstrate what they know and can do to meet academic content standards in reading,
mathematics, and science. Linguistic supports are available for students who are identified as English
learners for the standards-based accountability assessments. These supports are different from the
general supports that are available to all students because they address the unique linguistic needs of
English learners. Linguistic supports are not available on the ACCESS/Alternate ACCESS because those
assessments measure language proficiency.

e Accommodations are changes in the way that a test is administered, and are meant to reduce or
eliminate the effects of a disability. Accommodations are only available to students with an IEP or a
504 plan. All needed accommodations are documented annually in the IEP prior to testing; likewise, a
504 plan team should document its decision to provide an accommodation in a student’s 504 plan.

Supports and accommodations provided during statewide assessments should also be familiar to a student
through use in classroom instruction, classroom assessments, and district assessments. In general, a new
support or accommodation should not be introduced to a student at the time of test administration because it
may negatively affect their performance on the test. The decision to provide a support or accommodation for
the first time during testing should be made carefully by an IEP or a 504 plan team who is very familiar with the
student’s needs; however, in this case, practice with the support or accommodation (e.g., using student
resources) is encouraged whenever possible.

Some supports and accommodations that are used during instruction may not be appropriate for use on certain
statewide assessments, and educators should consult policies in this manual before determining which, if any,
will be provided on statewide assessments. Supports and accommodations must be selected and implemented
in ways that maintain the integrity of the assessment so that valid inferences can be made about what students
know and can do.

MDE convenes a committee of educators—the Assessment Accommodations Review Panel (AARP)—to review
proposed additions to the general supports, linguistic supports, and accommodations for this manual. These
reviews ensure that a student does not use a particular practice that could undermine the integrity of the
resulting test score and consider whether additional individual practices proposed for use on statewide tests
should be included. Refer to Statewide Testing Assessment Advisory Groups Overview for more information
about this committee (MDE > Districts, Schools and Educators > Teaching and Learning > Statewide Testing
(under Opportunities for Participation)).
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Roles and Responsibilities for Making Support and Accommodation Decisions

Multiple staff members may be involved in the process of selecting, documenting, administering, and evaluating
the use of general supports, linguistic supports, and accommodations within a district. Educators and staff
(including classroom teachers; English learner and Special Education teachers, coordinators, directors, or other
staff; District and School Assessment Coordinators) and even students and families may all play a role in the
decision-making process or be part of the applicable teams (i.e., EL team, IEP team, 504 plan team) determining
if any supports or accommodations should be provided to students for testing and evaluating their effectiveness
following administration. Additional information about these teams, and their roles, are included in the
applicable sections below for linguistic supports and accommodations.

Specifically to prepare for administration, District Assessment Coordinators (DACs), and School Assessment
Coordinators, as applicable, need to develop policies and procedures for how information will be communicated
within the school and district to ensure that students receive the general supports, linguistic supports, and/or
accommodations they require.

e The use of general supports, linguistic supports, or accommodations may affect how administration is
scheduled and what additional resources (e.g., test materials, additional staff) are needed.

e For accommodations and linguistic supports, information must be provided to DACs so the applicable
codes are indicated in the WIDA Assessment Management System (WIDA AMS) for ACCESS or Pretest
Editing for MCA prior to testing.

e Specific test administration procedures must be communicated to staff who are administering the tests,
and any additional resources or test materials must be provided.

e Processes must be in place to ensure students receive the correct general supports, linguistic supports,
and/or accommodations at the time of testing.

Timeline for Decision-Making

The decision on which general supports, linguistic supports, and/or accommodations will be used must be made
before the student begins their test. Districts may set timelines for these decisions to be made so that test
materials can be ordered in a timely manner and arrangements made for test administration. DACs still need to
honor decisions made after these timelines, however, as long as they are made prior to testing.

Statewide Testing Participation for Students with IEPs or 504 Plans

The current reauthorization of both the Elementary and Secondary Education Act (ESEA) and the Individuals with
Disabilities Education Act (IDEA) requires that students with disabilities participate in the statewide assessments
that are designed to hold schools accountable for the academic performance of all students. In order to uphold
these federal laws and their goals of inclusion of all students in academic standards, instruction and
assessments, there are no participation exemptions from statewide assessments based on disability, regardless
of the nature or severity of the disability. IEP teams or 504 plan teams determine the appropriate manner for
students with disabilities to participate in statewide assessments.
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Students with disabilities may participate in statewide assessments in these ways:

Notes:

With or without accommodations. IEP and 504 plan teams determine which accommodations, if any,
are appropriate for students with disabilities. Accommodations are documented in the IEP or 504 plan
and must be provided based on individual need, as long as they do not invalidate the assessment. It is
recommended that teams also document any general supports that students will use, particularly if they
are locally provided, such as a magnification device, audio amplification, plastic color overlay, etc. This
ensures that the student has access to the general support during the assessment.

By taking an alternate assessment for which they are eligible. Only students with IEPs are eligible for
alternate assessments. The IEP team documents the decision to administer an alternate assessment in
the student’s IEP.

o English language proficiency accountability assessments: For English learners with the most
significant cognitive disabilities, the IEP team, in conjunction with EL staff, determines if the
Alternate ACCESS is the most appropriate English language proficiency accountability
assessment in place of the ACCESS, using the Alternate ACCESS for ELLs Participation Decision
Tree (WIDA > Assess > Alternate ACCESS for ELLs).

o Standards-based accountability assessments: For students with the most significant cognitive
disabilities who meet the eligibility requirements, the IEP team may determine that MTAS is the
most appropriate measure of academic skills in one or more subject areas in place of the MCA.
Access the Eligibility Requirements for the Minnesota Test of Academic Skills (MTAS) (MDE >
Districts, Schools and Educators > Teaching and Learning > Statewide Testing > Minnesota
Tests).

English learners with disabilities should participate in as many domains of the ACCESS or the Alternate
ACCESS as possible.

o If the student’s disability is such that they cannot participate in any domains of the ACCESS with
accommodations, the IEP team and EL staff should consider the Alternate ACCESS.

o Ifitisimpossible for a student to participate in a domain due to the student’s disability (e.g., the
listening domain for a student who is deaf), indicate Special Education Deferred (SPD) for that
domain; refer to Test Codes in Chapter 9 for more information. If the EL staff and the IEP team
determine that the SPD code is appropriate for more than two domains, contact MDE at
mde.testing@state.mn.us for guidance. Note: SPD cannot be used to exempt a student from

taking a test.

In the rare instance a student is unable to take the MCA due to lack of access to a testing instrument,
email mde.testing@state.mn.us for guidance.

o Astudent is considered able to access a test if they can view the test materials online or on
paper, or can hear the test material through audio using a script in combination with a braille or
large print test.

O The lack of access to a testing instrument does not apply to students with the most significant
cognitive disabilities (since they can participate in the MTAS), students who are currently using
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an accommodation such as braille in daily instruction (regardless of proficiency in use), or
students where the Medical Excuse (ME) test code would apply.

General Supports Available to All Students for Statewide Assessments

General supports are available for the English language proficiency accountability assessments (ACCESS and
Alternate ACCESS) and the standards-based accountability assessments (MCA and MTAS). These supports
include tools and accessibility features available in online assessments, as well as general test-taking practices
that are available for any student who needs them.

General supports are not documented with any type of code in Pretest Editing in Test WES. However, if a
student has an IEP or 504 plan, supports are often indicated to ensure they are provided during testing. While
District and School Assessment Coordinators need to ensure there is a process in place to provide general
supports to students during testing, they are not documented for MDE.

In Table 5, supports are organized by presentation (how an assessment is administered or accessed by the
student), setting, timing/scheduling, and response (ways students solve or respond to items).

Note: For ACCESS and Alternate ACCESS, information about available general supports are available in two
places:

o  WIDA provides the Accessibility and Accommodations Manual (WIDA > Assess > Accessibility and
Accommodations) for all states that are part of the WIDA consortium. While Minnesota uses the term

“general supports,” this documents uses “administrative considerations” and “universal tools” to
differentiate supports available to all English learners on the ACCESS and Alternate ACCESS. Minnesota
follows all of these guidelines for available supports.

e Table 5 provides general supports for all statewide assessments; it includes any state-specific guidance
for ACCESS and Alternate ACCESS and any other general supports MDE allows districts to provide.

Table 5. Summary of General Supports Available for All Students

Support Administration Guidelines

Presentation

Student uses an amplification device, including personal hearing aids, FM
systems, or other amplification systems. Any amplification device that can
be heard by others requires that the student using it test in an individual

Amplification devices setting.

If the device includes Bluetooth capabilities, the Test Monitor must confirm
with the student that the audio is connected only to the testing device if
testing online.
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Support

Administration Guidelines

Classroom materials:

e Color overlays

e Highlighters

e Lowe-vision aids

e Magnifiers

e Pencil grips

e Place markers

e Styluses for devices

e Templates to reduce
the visual print field

Student uses provided materials while testing; these should be provided to
students who have used them in instructional or other assessment settings.
Examples of low-vision aids are magnifying glasses, electronic magnifiers,
cardboard cut-outs, and colored overlays.

Different monitor screen
size and resolution

Student uses larger monitor screen size and different resolution for online
assessments.

Repeated directions or
written version of
directions

For ACCESS, the Test Administrator repeats scripted directions from the Test
Administrator’s Scripts. These directions may not be written out for the
student. Test Administrators may rephrase, explain in English, or, if
specifically requested, translate the directions into the student’s native
language to help students understand what to do; however, this only
applies to instructions and not to test items, including practice items
embedded in the test, or test content.

For MCA, the Test Monitor repeats or writes out scripted directions from
the applicable Testing Directions (from the Script to Read to Students,
Answering Questions and Providing Assistance, and transcript of student
directions (for online) sections).

Refer to What Help Can Test Administrators and Test Monitors Give to
Students in Chapter 8 for additional information.

Sensory tools (e.g., fidgets,
weighted pads)

Student uses, or has access to, sensory tools during testing. These should
only be provided to students who have used them in instructional or other
assessment settings, and their use must not be a disruption to other
students. No test content or writing may be present on the tools.
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Support

Administration Guidelines

Tools in online assessments

Student uses tools or accessibility features available in the online test;
availability may vary based on the grade and/or subject/domain of the test.

e For ACCESS, available universal tools include a highlight tool, line guide,
screen maghnifier, sticky notes, color contrast, and color overlay.

e For MCA, available online tools include answer eliminator, highlighter,
notepad, calculator, ruler, and straightedge. The following accessibility
features are also available for all students: standard text-to-speech,
magnifier, zoom, color contrast, line reader mask, answer masking, and
white noise.

Voice feedback
devices/whisper phones or
student reading the test out
loud

Voice feedback devices and whisper phones allow students to vocalize as
they read and work problems.

e Students may not read the test aloud directly to the Test
Administrator/Test Monitor, and the Test Administrator/Test Monitor

cannot provide verbal or nonverbal prompts.

e This support must be provided in an individual setting.

Written test administration
instructions

Test Administrators and Test Monitors may write information specific to the
administration of the test on the board or in the room. Examples of
allowable information include information about scheduling (e.g., We will
stop after answering 25 questions, We will stop testing at the end of the
class period) and what students may do when they are done with testing
(e.g., Read a book when you are done testing).

Setting

Individual or small-group
settings

Student is tested individually or in a small-group setting.
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Support Administration Guidelines

Music and noise buffers provided by the district may be used, but only by
students who have used them in instructional or other assessment settings.
Noise buffers (white noise) reduce noise distractions for the student taking
the test. Noise buffers may include individual study carrels, headsets,
earplugs, and individual portable buffers set on the student’s desk, or an
audio player that generates white noise or instrumental music. Note: A
white noise accessibility feature is available for the online MCA; refer to

Tools in online assessments above.

Music or noise buffers ) ) _ _ S
e Noise buffers or instrumental music are provided at an individual level,

not to an entire group on the assumption that all will benefit. The noise
buffer or instrumental music can be accessed through headphones or in
an individual setting.

e |ndividuals must be able to control on/off and volume.

e Audio players must be school owned, and the audio must be provided
by the school.

The assessment is administered in a special setting (e.g., certain lights,

Special settings . .
acoustics, seating arrangements).

Timing/Scheduling

Different time of day The time of day an assessment is administered is changed.

For MCA, consideration for students requiring extended testing time should
be taken when scheduling testing sessions and planning for testing sessions
(e.g., planning locations for students to continue testing if they need more
time, planning fewer items or more testing sessions for some students). For
MTAS, extended testing time is part of the administrative procedures.

For Kindergarten and Alternate ACCESS, extended testing time is part of the
administrative procedures and is not indicated as an accommodation.

For grades 1-12 ACCESS, extended testing time within a day is now
considered a general support for all English learners. Only extended time
over multiple days is considered an accommodation for English learners
with an IEP or 504 plan; refer to Accommodations for English Language
Proficiency Accountability Assessments below for additional information.

Extended testing time
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Support Administration Guidelines

Response

Calculators may be used on the Mathematics and Science MCAs and MTAS
as follows:

For online tests:

e For grades 3—8 Mathematics MCA, only the online calculator in TestNav
may be used as a general support; use of a handheld calculator is
considered an accommodation.

e For the grade 11 Mathematics MCA, the online calculator in TestNav or
a handheld calculator may be used as a general support.

e For Science MCA, only the online calculator in TestNav may be used as a
general support.

For students whose IEP or 504 plan requires paper accommodations:

e For grades 3—8 Mathematics MCA, a handheld calculator may be used
Calculator use . - .
for Segments 2—4; it is not indicated separately as an accommodation

for a paper test.

e For grade 11 Mathematics MCA, a handheld calculator may be used on
the entire test; it is not indicated separately as an accommodation for a
paper test.

e For Science MCA, a handheld calculator may be used when an item
requires simple mathematical calculations; it is not indicated separately
as an accommodation for a paper test.

For Mathematics and Science MTAS, a four-function calculator or any
alternative device or system that the student uses as a calculator may be
used on any task.

Refer to Calculator Use in Chapter 8 for detailed information about
calculator usage policies and procedures

Student draws lattices, diagrams (like number lines), or charts on scratch
Lattices, diagrams, or charts paper. Students must create their own drawings; these cannot be displayed
in the classroom or handed out during testing.
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Support

Administration Guidelines

Grade 11 Mathematics
MCA: Mathematics
manipulatives,
multiplications table, or an
abacus

Since a calculator is allowed on all items in the grade 11 Mathematics MCA,
the use of mathematics manipulatives, a multiplication table, or an abacus is
considered a general support and not documented as an accommodation.

e These supports must be used in an individual setting with the online test
or paper test materials.

e Mathematics manipulatives (like unifix cubes or base-10 blocks) can be
the same color or different colors, but they must not be grouped or
organized by the Test Monitor.

e Manipulatives that have any numbers or writing on them are not
allowed; multiplication and hundreds tables provided by MDE are the
exception. MDE does not produce a comprehensive list of allowable
manipulatives; email mde.testing@state.mn.us for specific questions

about providing manipulatives for statewide testing.

° Paper versions of the multiplication and hundreds tables posted on
PearsonAccess Next (Preparing for Testing > Mathematics

Accommodations) may be provided during testing. If students use the
same table(s) for instruction and testing, Test Monitors must ensure
that they do not have any additional writing on them before they are
used for testing. If they do, a clean copy must be provided. The
table(s) must be collected at the end of each test session and kept as a
secure material, as students may have written parts of test items on
them. Following test administration, the tables must be securely
disposed of.

Note: Mathematics manipulatives, multiplication and hundreds tables, and
an abacus are accommodations for grades 3-8 (refer to Table 10 for
additional information).

Scratch paper

Students may use scratch paper for the Reading, Listening, and Writing
domains of ACCESS and all MCA subjects. Specific materials may be used as
scratch paper, include blank paper, individual whiteboards, commercially-
produced graph paper, or student testing tickets. Refer to Materials Allowed
during Testing in Chapter 7 for more information on allowable scratch paper
and maintaining security of scratch paper. Note: Scratch paper is not
allowed for the ACCESS Speaking domain.
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Linguistic Supports for Standards-Based Accountability Assessments

Linguistic supports are changes in the way a test is administered that allow English learners to demonstrate
what they know and can do while still in the process of acquiring English. They are available for students who
are identified as English learners in MARSS for standards-based accountability assessments (MCA and MTAS);
however, they are not available on English language proficiency accountability assessments (ACCESS and
Alternate ACCESS) because those assessments are measuring language proficiency.

Who May Receive Linguistic Supports?

English learners must be designated as EL in MARSS in order to use the majority of linguistic supports. Word-to-
word translations in mathematics and science and translated directions are also available for former English
learners and students in immersion or dual language programs who receive or have received their instruction in
a language other than English. Districts determine how word-to-word translations are provided: online pop-ups,
translated word lists provided by MDE, word-to-word dictionaries, or word-to-word translations using an online
application. Detailed information on these linguistic supports is included in Table 7 later in this chapter.

Selecting Linguistic Supports

The district determines the linguistic supports individual English learners will use when taking MCA or MTAS.
Each district must establish a process for determining an appropriate course of action for testing English
learners.

Districts are encouraged to develop individual learning plans for English learners that document the linguistic
supports to be provided during testing. Districts are also encouraged to involve parents/guardians in these
decisions related to their student’s learning plan; translators may be needed to allow full participation of the
families. A collaborative dialogue between EL teachers, general education teachers, and families can help
determine what is best for the individual student based on the instruction that student is receiving at the
classroom level. A similar team should also be considered for former English learners and students in immersion
or dual language programs. Individuals designated to determine appropriate linguistic supports may include:

e The student’s bilingual or EL teacher

e The EL program coordinator

e The student’s other classroom teacher(s)

e District or School Assessment Coordinator

e The student’s parent(s) or guardian(s), when appropriate
e The student, when appropriate

e If the student has a disability, the IEP or 504 plan team; this team should be involved in the selection of
both linguistic supports and accommodations
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When making decisions about appropriate linguistic supports for an English learner, the district should consider
the following information:

e Current English language proficiency level

e Literacy in home language and in English

e Opportunity to learn the content areas assessed

e The primary language of instruction in the content areas

e Experience and length of time in U.S. schools

o Degree of familiarity with using the support in instruction and assessment
e Grade level

e Other school- or district-level related data

When making decisions about selecting word-to-word translations for English learners, former English learners,
or students in immersion or dual language programs, the district should also consider the following information:

e English and primary language proficiency are the primary factors when determining the need for
translations and not name, ethnicity, race, country of origin, or other demographic characteristics.

e Students who speak a language other than English may not be proficient readers of that language.
Translated text may not be a useful support for these students, and audio is not provided in pop-up
translations.

e Students may have received most or all of their instruction in English and may be unfamiliar with
academic vocabulary in their primary language.

e Pop-up translations in the online tests may be a distraction and add testing time for students who do
not need them or cannot derive benefit from them.

e Students may require multiple linguistic supports, such as translated directions and a dual language
word-to-word dictionary.

Linguistic supports provided to a student during statewide assessments should be familiar to the student
through use in classroom instruction, classroom assessments, and district assessments (e.g., translated word
lists). In general, a new linguistic support should not be introduced to a student at the time of test
administration because it may negatively affect the student’s performance. The decision to provide a linguistic
support for the first time during testing should be made carefully by a team who is very familiar with student’s
needs; however, practice with the linguistic support (e.g., using student resources) is encouraged whenever
possible.
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Linguistic Support Codes
Linguistic support codes are used to inform MDE which linguistic supports were used at the time of testing.

e For MTAS, linguistic supports are not indicated, as described below.

e For MCA, linguistic support codes are indicated, removed, or changed in Pretest Editing in Test WES
throughout the testing windows. After testing, districts are able to indicate or correct linguistic support
codes in Posttest Editing in Test WES.

Linguistic Supports for MTAS

Districts are not required to document for MDE which linguistic supports are provided on the MTAS.
Accommodating student needs is integral to the MTAS, and the Test Administrator may provide needed
supports similar to those provided during instruction as long as the type of support is not specifically prohibited
in the task script. Full translations of the tasks themselves are not allowed; however, Test Administrators may
give directions in a student’s primary language, and students may use a word-to-word translation application or
dictionary to translate individual terms in math and science tasks.

e Directions in primary language: The Test Administrator may use the student’s primary language to focus
attention and give direction for how to interact with the task. The bold text in the Task Administration
Manual scripts and text on Presentation Pages and Response Option Cards may not be translated except
as described below for word-to-word translations.

e Word-to-word translations: Mathematics and science terms in the task (bold text in the Task
Administration Manual and/or information on the Presentation Page) or response options may be
entered into a translation program, as requested by the student. The student may enter the term or
may request the Test Administrator to enter it. Note that only individual terms may be entered, not the
entire test item.

Linguistic Supports for MCA

For the MCA, English learners may be provided any appropriate linguistic supports from Tables 6 and 7 on the
following pages; English learners may use these supports whether or not they have an IEP or 504 plan. If an
English learner has an IEP or 504 plan, refer to the accommodations tables later in this chapter as well as the
linguistic support tables below.

Some linguistic supports can be used together, but others cannot. Make sure linguistic supports are compatible
and that the codes are indicated correctly. While some information is included in the tables, detailed
information about code conflicts is provided in the Pretest Editing User Guide in Test WES.

The summary of linguistic supports displayed in Table 6 was guided by the work of the Center for Equity and
Excellence in Education at George Washington University (GW-CEEE). The team at GW-CEEE identified direct
linguistic supports in English, direct linguistic supports in the student’s primary language, and indirect linguistic
supports. A panel of experts then recommended the use of the identified supports at various proficiency levels.
Table 6 shows the linguistic supports allowed on the MCA organized by type and English language proficiency
level. The supports in Table 6 are described in greater detail in Table 7.
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Table 6. 2021-22 Summary of Direct and Indirect Linguistic Supports on the MCA*

English Language Proficiency Level

voice for later playback

Advanced/

Linguistic Supports Beginning Intermediate Transitional
Direct Linguistic Support in English

Scripted oral English
Use standard text-to-speech for math/science Optional

Clarification
Simplify test directions Optional Recommended
Clarify test directions Optional
Direct Linguistic Support in Primary Language
Dual-language/primary-language reference materials

Provide word-to-word translations for math/science (online
pop-up, translated word list, word-to-word dictionary, or Optional Recommended [ Recommended
online translation application)

Written translation
Provide written translation of test directions in student’s

. Recommended
primary language
Scripted oral translation
Read aloud written translation of test directions in student’s .
] Recommended Optional
primary language
Sight translation
Translate directions in student’s primary language Recommended Optional
Clarify/explain test directions in student’s primary language | Recommended Optional
Indirect Linguistic Support
Allow student to read a reading test aloud, recording their . . .
Optional Optional Optional

*Recommended = Recommended for English learners at this English language proficiency level
Optional = Optional for English learners at this English language proficiency level based on individual student need
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Table 7. 2021-22 Explanation of Linguistic Supports on the MCA

20 )
EXPLANATION OF LINGUISTIC SUPPORTS =§ £ § g
(T o=
z|=2|&8|S
Recording a reading test must be done in an individual setting. Students may record
their voice while reading the reading test aloud and replay the recording while taking
the test. Recording must be done independently by the student without the Test
Monitor providing verbal or nonverbal prompts. Students may not read the test aloud
directly to the Test Monitor. x MT

The device used for the audio recording must be school owned; the Internet or
applications beyond the recording function cannot be accessed. Any recordings must
be deleted after each test session; therefore, students should finish all items
associated with a passage before stopping testing for the day.

Simplified or clarified directions can be provided by the Test Monitor for English
learners; they are not provided by MDE. The Test Monitor can simplify or clarify the
scripted Testing Directions using vocabulary that the individual student would
understand and therefore know how to take the test. However, the Test Monitor x | x| x | TD
cannot change the meaning of the directions or provide information that would lead or
cue the student. The use of this linguistic support should be documented on the Test
Administration Report (TAR).

Standard text-to-speech is available for the online Mathematics and Science MCAs.
Standard text-to-speech provides computer-generated audio, and students can select
the parts of the item they want to listen to.

While standard text-to-speech is available as a general support for all students, it may
be most beneficial for English learners at the intermediate level of English proficiency
where their listening proficiency may be higher than their reading proficiency.

Standard text-to-speech may not be as much of a support for:

e English learners at the beginning level, as it may not be appropriate if the X | x [N/A

student is newly arrived and has very limited exposure to English, or

e English learners at the advanced/transitional level because their reading
proficiency is high enough and the addition of audio can produce a cognitive

overload issue.

Note: As a general support, no code is required in Pretest Editing; standard text-to-
speech is automatically available in the student’s test.
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Table 7. 2021-22 Explanation of Linguistic Supports on the MCA (continued)

EXPLANATION OF LINGUISTIC SUPPORTS

Reading
Math
Science
Code

Translated directions (oral or written) in primary language are allowed for English
learners, former English learners, or students in immersion or dual language programs.
This linguistic support may be provided in a small group, if all the students require it.
Otherwise, it must be provided to a student individually.

e Only the scripted Testing Directions may be translated; no translations of test
items or reading passages are allowed.

e For online MCAs, the student directions embedded in the online test can be
translated using the transcript of the directions included in the Testing
Directions: Online. The student directions cannot be translated from an individual
student’s screen.

o INFO! since directions are intended to be read aloud, written translations of
the full scripted directions are not allowed. However, portions of the translated
directions may be written as specified in What Help Can Test Administrators and
Test Monitors Give to Students in Chapter 8. However, the Test Monitor must still
read directions aloud, even if written portions are provided, and consideration
should be given to what information students need in writing and the student’s
literacy in that language.

e Adistrict may also create an audio INFOL 1 video recording of the translated
scripted Testing Directions and/or transcript of the student directions for

INFO! Because scripted instructions are used throughout

students to listen to.
the test administration, ensure the Test Monitor and/or student has a way to
access the applicable scripted instructions at the appropriate times (e.g., when
nearing the end of the testing session). If the student is using a separate device
to listen to/watch the recording during testing, the device must be school
owned. The student must test in an individual setting to ensure that only the
recording is accessed; the student must not connect to the Internet or use other

applications outside of that which is being used to listen to/watch the recording.

Translators cannot be family members. If a translator is needed to provide allowable
translations, districts must use a local process to hire a qualified person. Districts
arrange for and provide all translations.

All translators must complete the Test Security Training, and the use of a translator,
including the name(s) of the people completing the translation, must be documented
on the Test Administration Report (TAR). If they are also the Test Monitor, translators
must complete the MCA Test Monitor course.
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Table 7. 2021-22 Explanation of Linguistic Supports on the MCA (continued)

EXPLANATION OF LINGUISTIC SUPPORTS

Reading
Math
Science
Code

Word-to-word translations using commercial word-to-word dual-language
dictionaries or online translation programs are allowed for English learners, former
English learners, or students in immersion or dual language programs on the

Mathematics and Science MCAs. (INFOY These transiation supports have now been
combined in this table. The student must use the dictionary or translation program to
look up individual terms themselves; Test Monitors cannot translate the terms for
students. Note: When using translation supports, entire test items cannot be looked up
in a dual-language dictionary or typed into a translation program.

A commercial word-to-word dictionary contains mathematical and scientific terms in
English and in the primary language of a given learner. No definitions or pictures may
be provided—only direct translations of the terms.

e Mathematics and science word-to-word dictionaries are available on the
Steinhardt Metropolitan Center website.

e ACT maintains a list of bilingual word-to-word dictionaries commercially.

e Word-to-word dictionaries can be printed and provided to the student or
made available electronically (see next page for requirements if providing
electronically). If printed, the dictionary must be collected at the end of each test
session and the Test Monitor must verify that no part of any test item was x | x [ OL
written on it. Following test administration, the dictionary must be securely
disposed of if test content was written in it.

e Note: When considering a word-to-word dictionary, keep in mind that it should
be appropriate for the respective grade level, containing only the words a learner
at a given grade should be expected to know (for example, a fifth grade word-to-
word dictionary would likely contain mathematical or scientific words children
learn in fifth grade as well as words from lower grades). The Minnesota
Academic Standards (MDE > Districts, Schools and Educators > Teaching and

Learning > Academic Standards (K-12)) provide the basis for determining
appropriate mathematical and scientific terms for each grade level.

A word-to-word translation may also be provided to the student using an online
translation program, like SYSTRANet. When looking at applications or programs to
provide this support, ensure that no definitions or pictures are provided. Because
applications and programs can change frequently, MDE does not provide a list;
however, note that Google Translate is not allowed because it provides definitions. For
questions on the use of applications or programs, contact mde.testing@state.mn.us.

(Refer to next page for additional information on these supports)
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Table 7. 2021-22 Explanation of Linguistic Supports on the MCA (continued)

EXPLANATION OF LINGUISTIC SUPPORTS

Reading
Math
Science
Code

Word-to-word translations using commercial word-to-word dual-language
dictionaries or online translation programs (continued)

If a word-to-word dictionary is accessed electronically or an online translation program
is used:

e The student must test in an individual setting to ensure only the
dictionary/program is used. The Internet or other applications cannot be
accessed.

e TestNav will not allow other programs or applications to run at the same time as
the test; therefore, the device used for the translation must be in addition to the
testing device. The student must not connect to the Internet or use other
applications outside of the program or application that is being used for
translation. All devices used by the student must be school-owned devices.

e [f the online translation program has audio support for the term, the student
may use it.

Word-to-word translations using pop-up translations are allowed for English learners,
former English learners, or students in immersion or dual language programs. Pop-up
translations are available in the online Mathematics and Science MCAs in Hmong (HM),

Somali (SO), and Spanish (SP). HM

Academic terms and direction words that have been translated are underlined in the x | x|SO
online test. When selected, a pop-up window with the translation appears. No audio is SP
provided for the translations.

Note: The Hmong (HM), Somali (SO), and Spanish (SP) online pop-up translation
linguistic support codes cannot be used together.
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Table 7. 2021-22 Explanation of Linguistic Supports on the MCA (continued)

EXPLANATION OF LINGUISTIC SUPPORTS

Reading
Math
Science
Code

Word-to-word translations using translated word lists are allowed for English
learners, former English learners, or students in immersion or dual language programs
on the Mathematics and Science MCAs.

Academic terms and direction words are translated in the following languages:
Ambharic, Arabic, Chinese, Hmong, Karen, Khmer, Laotian, Oromo, Russian, Somali,
Spanish, and Vietnamese. The lists must be printed versions of the current-year lists
posted on PearsonAccess Next (Preparing for Testing > Translated Word Lists);
instructions for using and printing the lists are also available on PearsonAccess Next.

The list may be provided in conjunction with the online test (with or without other
linguistic supports, including the pop-up translation) or with paper test materials (for
students with an IEP or 504 plan).

If students use these translated word lists during instruction, Test Monitors must
ensure that the list does not have any additional writing on it before it is used for x | x | oL
testing. The list must be collected at the end of each test session and kept as a secure
material, as students may have written parts of test items on it. Following test
administration, the lists must be securely disposed of.

Note: These lists are intended only for the purpose of providing this linguistic support
during testing and are not intended as the basis for curriculum and instruction.

Districts may not translate additional terms or translate their own lists. In addition,
districts may not translate these lists in languages not available on PearsonAccess Next.
If a student needs word-to-word support in a different language, districts can consider
using a commercial word-to-word dual-language dictionary or online translation
program if the student uses these supports during instruction; these supports are
described previously in this table.

Note: Word lists are not permitted for Reading MCA.

October 2021 73 2021-22 Procedures Manual — Chapter 4


http://minnesota.pearsonaccessnext.com/word-to-word/

Accommodations for Statewide Assessments

General Information about Accommodations for Statewide Assessments

Accommodations are changes in the way a test is administered that are meant to reduce or eliminate the effects
of a disability. For a student served under the Individuals with Disabilities Education Act (IDEA), all needed
accommodations are documented annually in the IEP prior to testing. Likewise, a 504 plan team should
document its decision to provide an accommodation in the 504 plan prior to testing. For more information
about documenting accommodations in the IEP or 504 plan, refer to the contacts listed at the front of this
manual.

Providing Accommodations in Injury Situations

In some cases, a student with an injury may be allowed to have an accommodation if supported by medical
documentation (e.g., student with a broken arm having the scribe accommodation, student with a concussion
requiring a paper test book), even if they do not have an IEP or 504 plan. Refer to Table 10 or email
mde.testing@state.mn.us to verify if an accommodation is allowed. The medical documentation must be kept
with the TAR that documents the use of an accommodation in these instances. When possible, practice with the
accommodation should take place before test administration.

Accommodation Codes
Accommodation codes are used to inform MDE which accommodations were used at the time of testing.

e For ACCESS and Alternate ACCESS, accommodation codes are indicated in WIDA AMS or on a paper test
booklet during the testing window. After testing, districts are able to indicate, remove, or change
accommodation codes in Posttest Editing in Test WES.

e For MTAS, accommodations are not indicated, as described below.

e For MCA, accommodation codes are indicated, removed, or changed in Pretest Editing in Test WES
throughout the testing windows. After testing, districts are able to indicate or correct accommodation
codes in Posttest Editing in Test WES.

Accommodations for English Language Proficiency Accountability Assessments

Minnesota follows all guidelines and accommodations recommended by WIDA in the Accessibility and

Accommodations Manual (WIDA > Assess > Accessibility and Accommodations). Districts need to reference this
resource for information on all available accommodations for ACCESS and Alternate ACCESS.

In addition to the information in the WIDA manual, the information in Table 8 is state-specific guidance about
accommodations that are available for the English language proficiency accountability assessments (ACCESS and

Alternate ACCESS) for English learners who also have an IEP or 504 plan. For grades 1-12 ACCESS,
extended testing time within a day is now considered a general support for all English learners rather than an
accommodation.
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Table 8. State-Specific Guidance for ACCESS and Alternate ACCESS Accommodations

Accommodation Guidelines

Extended testing time across multiple days is considered an accommodation
for grades 1-12 ACCESS and must be documented in WIDA AMS or on a test
booklet. Because this accommodation is rare, it must be approved by MDE.
Email mde.testing@state.mn.us to request approval and include the
rationale for why a particular student needs extended time across multiple

Extended testing time —
across multiple days

days, including why extended time within a day would not be sufficient for
the student.

A scribe accommodation may be provided to English learners in instances
when visual or motor difficulties prevent students from indicating their own
responses. It can be provided to English learners without an IEP or 504 plan
if injury or other situations require it.

e This accommodation must be provided in an individual setting so as not
to disrupt other students who are testing.

e Scribes for online assessments will navigate in the test, access tools (as
requested by the student), and indicate the responses provided by the
student directly into the online test. Scribes for paper test materials will

Scribe indicate the responses provided by the student directly into the test

booklet.

e Scribes must be impartial and understand what they can and cannot do
in secure test administrations. Students must be given time, if desired,
to review their responses. Scribes cannot read aloud student responses.

e  For the ACCESS Writing test, refer to the scribe guidance for the writing
domain in Appendix C of the Accessibility and Accommodations Manual.
For constructed responses, the student must indicate all capitalization
and punctuation, and must provide the exact spelling of nouns and
verbs relevant to the context the first time they are used.
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Accommodation Guidelines

Paper test booklets may be ordered as an accommodation for the online
grades 1-12 ACCESS. Students must take all four domains—reading, writing,
speaking, and listening—using the paper test booklet. The accommodation
code for regular print test materials (12) must be entered during Posttest

Editing as it cannot be entered into WIDA AMS.
Paper test booklet
Note: A paper administration is also available for English learners who have

been enrolled in Minnesota schools for less than a year and have an English
proficiency level of 2.9 or below on the ACCESS or a 2.5 or below on the
WIDA screener. Refer to Test Administration Considerations for ACCESS in
Chapter 8 for additional information.

e Tier B Listening, Reading, and Writing braille tests can be ordered for
English learners in grades 1-12 who have some proficiency in reading
braille. Contracted or uncontracted format must be specified when
ordering braille materials. DACs should only order braille materials if
they are certain they will be used.

o Unified English Braille (UEB) format for braille test materials is used.

o In addition to braille text, the testing materials include tactile
graphics and written descriptions of graphics where appropriate as
well as test administration instructions. For scoring purposes,

Braille test materials student responses on the braille form must be transferred into a

regular ACCESS test booklet.

e The Speaking test is not available in braille. Administration of the
Speaking test to a blind student may be accomplished by using a regular
test booklet and describing graphics in the student’s primary language.
Graphics cannot be described in English.

e Braille materials are not available for Kindergarten and Alternate
ACCESS. For Alternate ACCESS only, student materials can be brailled at
the district, as needed; note that this is not allowed for Kindergarten
due to the visual nature of the test.

For English learners who are deaf or hard-of-hearing, participation in paper-based testing is not required, but it
is strongly recommended to be provided as an accommodation for several reasons, including the following:

e Ease of providing manually coded test directions
e Eliminating the need to force submit the Listening domain, when needed

e Eliminating the need to override tier placement
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In addition, manually coded English supports, such as cued speech or finger spelling (Rochester Method), are
allowed. Any of the other manually coded supports listed in the Accessibility and Accommodations Manual may
also be provided if used by the student in instruction.

Accommodations for Standards-Based Accountability Assessments

Guidelines for Administration of Accommodations

The Guidelines for Administration of Accommodations (PearsonAccess Next > Resources & Training > Policies and
Procedures) provide information for the administration of the MCA with a scribe, mathematics or science script,

and signed interpretation. Note: The document also includes additional guidance on ASL interpretation in the
signed interpretation section, which may be applicable for both MCA and MTAS.

The applicable guidelines should be provided to Test Monitors administering these accommodations for review
prior to testing. Only the information on the relevant accommodation needs to be provided—the entire
document is not required.

MTAS Accommodations

Districts are not required to document for MDE which accommodations are provided on the MTAS.
Accommodating student needs is integral to the MTAS, and the Test Administrator may provide needed
supports (e.g., objects, tactile graphics, counters, any type of calculator, braille, and signed interpretation) as
long as the support is not specifically prohibited in the task script.

For signed interpretation, if the Test Administrator determines that a sign or signs will give clues to the answers

to items, they must finger spell those words. INFO!

of the Guidelines for Administration of Accommodations for guidance, as needed. If the interpreter is not the

Test Administrators may refer to the ASL Guidelines section

Test Administrator, ensure the interpreter is provided access to the MTAS test materials up to five business days
prior to test administration for review. Materials must be kept secure by interpreters as they prepare for testing.
The interpreter is required to complete the Test Security Training; the other trainings in the MTAS New Test
Administrators — 1-2 years course are also recommended so the interpreter is familiar with how the test is
administered. For information on allowable test administration activities, refer to the MTAS Task Administration
Manual or Chapter 5 of this Procedures Manual.

Entering Student Responses Online for MCA Paper Accommodations

In order to be scored, student responses in paper test books for the Reading, Mathematics, and Science MCAs
must be entered online in a Data Entry form in TestNav (refer to Data Entry for MCA and MTAS in Chapter 8 for
additional information). For test security purposes, TestNav can only be accessed from 6 a.m. to 7 p.m. on
weekdays throughout the testing windows for entering student responses.

The responses must be entered exactly as the student responded, without edits or changes. The test items
include specific instructions for students on how the item should be answered, and the student’s answers
cannot be modified if they did not follow these instructions. The MCA Data Entry User Guide includes specific
guidance for data entry of specific item types (PearsonAccess Next > Resources & Training > User Guides).
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Note: Student responses in MCA paper test books will NOT be scanned and scored when they are returned to
the service provider. Only student responses entered online by district staff are scored.

Summary and Explanation of MCA Accommodations

On the MCA, students with an IEP or 504 plan may be provided any accommodations from Tables 9 and 10 on
the following pages. Table 9 provides a summary of the accommodations available, and Table 10 explains these
accommodations in more detail.

Some accommodations can be used together, but others cannot. Make sure accommodations are compatible
and that the codes are indicated correctly. While some information is included in the tables, detailed
information about conflicting codes for Pretest Editing is provided in the Pretest Editing User Guide in Test WES.

Tables 9 and 10 provide an extensive—but not exhaustive—list of possible accommodations. MDE recognizes
that IEP and 504 plan teams may consider accommodations or supports for the MCA that are not specifically
addressed in this chapter yet may be appropriate for a particular student and assessment. Some IEP or 504
teams may identify something as an accommodation on the student’s IEP or 504 plan that MDE considers a
general support for statewide testing. If IEP or 504 plan teams determine the need for an accommodation not
specifically addressed in the tables below, email mde.testing@state.mn.us.

INFOY \ote: Listening to the Reading MCA (whether through a screen reader or with a human reader) rather
than reading it through more traditional means (i.e., text or braille) is not an allowable accommodation. The
Reading MCA evaluates students’ achievement on the Reading strand of the 2010 Minnesota Academic
Standards.

e Akey goal of the standards is for all students to comprehend texts of steadily increasing complexity as
they progress through school. By the time students complete high school, they must be able to read and
comprehend independently and proficiently the kinds of complex texts commonly found in the
workplace and college.

e The academic standards describe the College and Career Readiness Anchor Standards for Reading as
focusing on text complexity and the growth of comprehension, placing an equal emphasis on the
sophistication of what students read and the skill with which they read.

A key reason why there are no listening accommodations for the Reading MCA is because the skill of listening is
different from the skill of reading, and these skills are described in different strands of the academic standards.
The MCA cannot assess listening for one student and reading for another student and then state that the
assessment measures equivalent skills. If the Reading MCA is read to the student, the test must be invalidated
and a Test Security Notification (TSN) submitted to MDE.
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Table 9. 2021-22 Summary of Accommodations on the MCA

Test Materials
SUMMARY OF ACCOMMODATIONS Code Requirefi from
Service
Provider
Presentation
12-point regular print paper test book for reading and mathematics (not 12 -
available for science)
Accommodated text-to-speech for mathematics and science MC No
Assistive technology AT No
Braille version of test book BC or BU Yes
Handheld calculator for grades 3—8 mathematics only (requires use of paper HE Vieg
test book)
Large print test book 18 or 24 Yes
Mathematics manipulatives, multiplication or hundreds table, or an abacus
for grades 3—8 mathematics only (requires use of paper test book) He Yes
Recording a reading test MT No
Script for mathematics (requires use of paper test book) MS Yes
Script for science (for use with the online assessment or paper test materials) MS Yes
Signed interpretation of mathematics and science scripts OA Yes
Signed interpretation of test directions TD No
Response Format
Assistive technology AT No
Audio recording for transcription (requires use of paper test book) SC Yes
Electronic notetaker (braille) AT No
Scribe (with transcription into the test book or online test) SC No
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Table 10. 2021-22 Explanation of Accommodations on the MCA

EXPLANATION OF ACCOMMODATIONS

Reading
Math
Science
Code

A 12-point regular print test book for Reading and Mathematics MCAs may be used by
any student with an IEP or 504 plan whose disability prevents them from accessing the
content on a computer. A 12-point regular print paper test book is not available for the
Science MCA. Requests for this accommodation must be determined by the IEP or 504
team rather than student or administrator preference.

The test book will be automatically shipped if the code is indicated in Pretest Editing by
Jan. 21; after this date, it must be ordered as an additional order in PearsonAccess Next.

All student responses must be entered online by district staff within the testing window.
Refer to Entering Student Responses Online for MCA Paper Accommodations earlier in
this chapter.

In some cases, a student with an injury that prevents them from testing online (e.g.,
concussion restrictions) may be allowed to use a paper test book if supported by medical
documentation, even if they do not have an IEP or 504 plan. Refer to Providing
Accommodations in Injury Situations in this chapter.

Notes:
e Paper test books (12, 18, 24, BC, or BU) cannot be used together.

e Ifastudent’s IEP or 504 plan indicates a 12-point regular print test book (12) and
script (MS), only the MS code is indicated in Pretest Editing; a 12-point test book
is automatically sent when the script is indicated by Jan. 21.

e [fastudent’s IEP or 504 plan indicates 12 and handheld calculator or
mathematics manipulatives/tables/abacus (HC), only one code can be indicated
in Pretest Editing; a 12-point test book is automatically sent when either code is
indicated by Jan. 21.

e |[fastudent’s IEP or 504 plan indicates a 12, MS, and HC, only the MS code is
indicated in Pretest Editing; a 12-point test book is automatically sent when the
script is indicated by Jan. 21.
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)

EXPLANATION OF ACCOMMODATIONS

Reading
Math
Science
Code

Accommodated text-to-speech is available for the online Mathematics and Science
MCAs. Accommodated text-to-speech provides computer-generated audio for charts and
graphs in addition to the audio that is provided for standard text-to-speech; students can
select the parts of the item they want to listen to.

Because accommodated text-to-speech also provides audio for all the labels, graphs, and
charts, it may be beneficial only for a limited number of students with an IEP or 504 plan.

INFO! Cognitive overload may occur if a student is presented with too much visual and
aural information simultaneously, resulting in the student being unable to process the
information. Typically, only a small number of students need accommodated text-to-
speech—for example, those who may require language or visual processing supports; the X | x (MC
default should be the standard text-to-speech available as a general support on the
Mathematics and Science MCAs. Each individual student’s needs must be taken into
account when determining which version of text-to-speech will be the most beneficial
for them. For more information, refer to the item samplers on PearsonAccess Next to
hear examples of both types of text-to-speech.

Notes:
e Accommodated text-to-speech (MC) and script (MS) cannot be used together.

e MC is not available with paper test books (12, 18, 24, BC, or BU).
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)

EXPLANATION OF ACCOMMODATIONS

Reading
Math
Science
Code

Assistive technology refers to technology that is used to maintain, increase, or improve
the functional capabilities of students with disabilities. In general, Internet access cannot
be available and calculator use must follow the guidelines in Chapter 8 and Appendix B.

The following are the approved uses of assistive technology devices. Failure to comply
with all conditions specified below may result in a test invalidation. For online testing,
the device used as assistive technology must be in addition to the device used for testing.
TestNav will not allow other programs or applications to run at the same time as the test,
which means a student may be using two tablets or a tablet and a computer, for
example.

e Use of a device for scratch paper is allowed as long as Internet access is turned off
and other applications are not accessed. In addition, the student must be the one
to recreate the item as needed, and all test content must be erased at the end of
each test session. The student must test in an individual setting to ensure the
device is used only for scratch paper.

e Use of a device calculator application is allowed as long as the calculator used
follows the guidelines in Chapter 8 and Appendix B (including calculator memory
clearing), Internet access is turned off, and other applications are not accessed.
The student must test in an individual setting to ensure the device is used only as

a calculator and WAAUES that the appropriate type of calculator is used (e.g., four-
function, scientific, or graphing). The device cannot be used in conjunction with
the online grades 3-8 Mathematics MCA or the Science MCA—only with paper
test materials. For grade 11 Mathematics MCA, the device could be used in
conjunction with the online test or a paper test materials.

For all other questions on the use of assistive technology for a student, including a
specific device or software, contact MDE at mde.testing@state.mn.us.
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)

EXPLANATION OF ACCOMMODATIONS

Reading
Math
Science
Code

Audio recording for transcription may be used by the student in an individual setting to
record and edit answers for paper test materials if the student is unable to mark their
answers.

A scribe will enter the student responses exactly as recorded; refer to the scribe
accommodation below and Entering Student Responses Online for MCA Paper x| x| x| sc
Accommodations earlier in this chapter for additional information.

The device used for the audio recording must be school owned, and any recordings must
be deleted after transcription. Audio recording cannot be used with the online MCA
because each item must have an answer entered in order to move forward in the test.

A braille version of the test book is available to any student who is blind or partially
sighted and is competent in the braille system, as determined by the IEP or 504 plan

team. Unified English Braille (UEB) format for braille test materials is used. INFOY' g5t

contracted and uncontracted versions are available; contracted braille uses the same
letters, punctuation, and numbers as uncontracted, but adds abbreviations, contractions
and other short forms of words. Each year, the code will default to the BC code in Pretest
Editing; districts must change the code to BU if a student requires uncontracted
materials. The applicable braille test book will be automatically shipped if the code is
indicated in Pretest Editing by Jan. 21; after this date, it must be ordered as an additional
order on PearsonAccess Next.

BC
Test Monitor Notes for Braille are provided along with the braille test books for the Test

Monitor to reference during test administration. A Test Monitor administering a braille BU
test should be provided access to the Test Monitor Notes for Braille and the
corresponding test books up to 5 business days prior to the scheduled administration.
Materials must be kept secure by Test Monitors as they prepare for testing. The Test
Monitor Notes for Braille include the Script to Read to Students section of the Testing
Directions: Paper to allow the scripted instructions to be tailored to the braille
administration, as needed, and for ease of administration. Test Monitors will still need to
refer the Testing Directions for the other sections.

Test Monitors must complete the MCA Test Monitor course prior to accessing the test
materials.

(Refer to next page for additional information for braille test books)
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)
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Braille version of the test book (continued)
Students taking a braille test may need more time to test than print readers, and this
should be taken into account when scheduling test administration. Student responses
may be recorded in one of the following ways, which should be discussed with the
student prior to test administration; some require additional accommodation codes to
be documented:
e Inthe braille test book by the student
e Dictated to a scribe by the student (SC)
e Using assistive technology (e.g., typewriter, word processor, braille writer, BC
electronic notetaker, slate and stylus) (AT) X [ x [Xx [or
BU

All student responses must be entered online by district staff within the testing window.
Refer to Entering Student Responses Online for MCA Paper Accommodations earlier in
this chapter.

Notes:
e Paper test books (12, 18, 24, BC, or BU) cannot be used together.

e In Posttest Editing and reporting, the accommodation code appears as BR for all
braille materials; BC and BU are used only during Pretest Editing for ordering of

test materials.

An electronic notetaker (braille) is an appropriate accommodation for students who are
competent and comfortable using the device, as determined by the IEP or 504 plan team.
Student responses must be entered online by district staff within the testing window.
Refer to Entering Student Responses Online for MCA Paper Accommodations earlier in
this chapter for additional information.

Use of audio features on an electronic notetaker is allowable if the IEP or 504 plan
specifies it. The device must be used in an individual setting to play back text the student
has entered. The Test Monitor is responsible for monitoring that the student is using the
audio feature only to enter and play back notes, and not for any portion of the passage
or test items. Any notes must be deleted following each test session.

Internet access cannot be available and calculator use must follow the guidelines in
Chapter 8 and Appendix B.
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)

EXPLANATION OF ACCOMMODATIONS

Reading
Math
Science
Code

A handheld calculator is considered an accommodation for the grades 3-8 Mathematics
MCA. The student must use paper test materials, follow the calculator use policies in
Chapter 8 and Appendix B, and only use the calculator for segments where calculators
are allowed. Note that because the handheld calculator accommodation requires
students to move from an online test to a paper test, students lose the benefits of online
testing, including interactive test items and an adaptive test tailored to their skill level.

Standard, scientific, or graphing calculators with a talking feature may also be used in an
individual setting if the need is documented in the IEP or 504 plan and the calculator
policies in Chapter 8 and Appendix B are followed.

A 12-point regular print test book will be automatically shipped if this code is indicated in
Pretest Editing by Jan. 21; after this date, the test book must be ordered as an additional
order in PearsonAccess Next.

All student responses must be entered online by district staff within the testing window.
Refer to Entering Student Responses Online for MCA Paper Accommodations earlier in
this chapter.

Notes:

e Since a calculator is allowed on all sections/segments of the grade 11
Mathematics MCA, the use of a handheld calculator is not indicated as an
accommodation for grade 11 Mathematics MCA.

e If astudent’s IEP or 504 plan indicates handheld calculator (HC) and a 12-point
regular print test book (12), only one code can be indicated in Pretest Editing; a
12-point test book is automatically sent when either code is indicated by Jan. 21.

e Ifastudent’s IEP or 504 plan indicates HC and script (MS), only the MS is indicated
in Pretest Editing; a 12-point test book is automatically sent when the script is
indicated by Jan. 21.

e |[fastudent’s IEP or 504 plan indicates HC, MS, and 12, only the MS code is
indicated in Pretest Editing; a 12-point test book is automatically sent when the
script is indicated by Jan. 21.
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)

EXPLANATION OF ACCOMMODATIONS

Reading
Math
Science
Code

A large print test book is for students with low vision who need an increased font size to
see the test items. Large print test books are available in 18-point and 24-point fonts.

For students without low vision, a large print test book may be provided for Science MCA
if the IEP or 504 plan specifies a paper test book since the only paper test book available
is in large print.

The applicable test book will be automatically shipped if the code is indicated in Pretest 18

Editing by Jan. 21; after this date, it must be ordered as an additional order in

PearsonAccess Next. 24

All student responses must be entered online by district staff within the testing window.
Refer to Entering Student Responses Online for MCA Paper Accommodations earlier in
this chapter.

Note: Paper test books (12, 18, 24, BC, or BU) cannot be used together.
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)

EXPLANATION OF ACCOMMODATIONS

Reading
Math
Science
Code

Mathematics manipulatives, multiplication and hundreds tables, and an abacus are
considered accommodations for the grades 3—8 Mathematics MCA.

e Mathematics manipulatives (like unifix cubes or base-10 blocks) can be the same
color or different colors, but they must not be grouped or organized by the Test

Monitor.

e With the exception of multiplication and hundreds tables, manipulatives that have
any numbers or writing on them are not allowed. MDE does not produce a
comprehensive list of allowable manipulatives; email mde.testing@state.mn.us
for specific questions about providing manipulatives.

e Paper versions of the multiplication and hundreds tables posted on PearsonAccess
Next (Preparing for Testing > Mathematics Accommodations) may be provided
during testing. If students use the same table(s) for instruction and testing, Test
Monitors must ensure that they do not have any additional writing on them before
testing. If they do contain any writing, a clean copy must be provided. The tables
must be collected at the end of each test session and kept as a secure material, as
students may have written parts of test items on them. Following test
administration, the tables must be securely disposed of.

The student must use a paper test book in an individual setting and only use the
mathematics manipulatives, multiplication/hundreds tables, or an abacus on the
segments where calculators are allowed. Note that because the use of any of these
accommodations requires students to move from an online test to a paper test, students
lose the benefits of online testing, including access to interactive test items and an
adaptive test tailored to their skill level.

A 12-point regular print test book will be automatically shipped if this code is indicated in
Pretest Editing by Jan. 21; after this date, the test book must be ordered as an additional
order in PearsonAccess Next. All student responses must be entered online by district
staff within the testing window. Refer to Entering Student Responses Online for MCA
Paper Accommodations earlier in this chapter.

(Refer to next page for additional notes for mathematics manipulatives, multiplication
table, or an abacus.)

October 2021 87 2021-22 Procedures Manual — Chapter 4


mailto:mde.testing@state.mn.us
http://minnesota.pearsonaccessnext.com/pearsonaccessnext/
http://minnesota.pearsonaccessnext.com/pearsonaccessnext/

Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)

EXPLANATION OF ACCOMMODATIONS

Reading
Math
Science
Code

Mathematics manipulatives, multiplication and hundreds tables, and an abacus
(continued)

Notes for mathematics manipulatives, multiplication/hundreds tables, or an abacus:

e Since a calculator is allowed on all sections/segments of the grade 11
Mathematics MCA, the use of any of these is not indicated as an accommodation
for grade 11 Mathematics MCA.

e If astudent’s IEP or 504 plan indicates the use of any of these (HC) and a 12-point
regular print test book (12), only one code can be indicated in Pretest Editing; a X HC
12-point test book is automatically sent when either code is indicated by Jan. 21.

e If astudent’s IEP or 504 plan indicates the use of any of these (HC) and script
(MS), only the MS is indicated in Pretest Editing; a 12-point test book is
automatically sent when the script is indicated by Jan. 21.

e Ifastudent’s IEP or 504 plan indicates the use of any of these (HC), MS, and 12,
only the MS code is indicated in Pretest Editing; a 12-point test book is
automatically sent when the script is indicated by Jan. 21.

Recording a reading test must be done in an individual setting. Students may record
their voice while reading the reading test aloud and replay the recording while taking the
test. Recording must be done independently by the student without the Test Monitor
providing verbal or nonverbal prompts. Students may not read the test aloud directly to
the Test Monitor. X MT

The device used for the audio recording must be school owned; the Internet or
applications beyond the recording function cannot be accessed. Any recordings must be
deleted after each test session; therefore, students should finish all items associated
with a passage before they stop testing for the day.
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)

EXPLANATION OF ACCOMMODATIONS

Reading
Math
Science
Code

A scribe can be used as an accommodation for students in instances when visual or
motor difficulties, including injuries, prevent them from indicating their own responses.
This accommodation must be provided in an individual setting so as not to disrupt other
students who are testing.

e Scribes for online tests will navigate the test, access text-to-speech and other
tools (as requested by the student), and indicate the responses to all test items
provided by the student directly into the online test.

e Scribes for paper tests will indicate the responses provided by the student into
the paper test book. All student responses must be entered online by district staff
within the testing window. Refer to Entering Student Responses Online for MCA
Paper Accommodations earlier in this chapter.

e Additional guidelines for the administration of a test with the scribe
accommodation are provided in the Guidelines for Administration of
Accommodations (PearsonAccess Next > Resources & Training > Policies and
Procedures). Specific guidance for fill-in-the-blank items (for mathematics and
science) and constructed-response items (for science) is also included.

The student’s IEP or 504 plan should document the need for a scribe, except in injury
situations. The student should be competent in the use of a scribe as determined by the
student’s IEP or 504 plan team. Scribes cannot read aloud student responses or any part
of the test, and they must be impartial and experienced in transcription. Students must
be given the opportunity to review their responses.

All scribes must complete the MCA Test Monitor course prior to test administration. The
use of a scribe, including the name(s) of the district staff completing the transcription,
must be documented on a Test Administration Report (TAR).

Note: Entering student responses online from paper test books is not considered a scribe
accommodation. For example, if students use a large print test book, they indicate their
responses directly in the test book. The student responses must be entered online by
district staff within the testing window in order to be scored, which is not considered a
scribe accommodation.
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)

EXPLANATION OF ACCOMMODATIONS

Reading
Math
Science
Code

A script for Mathematics MCA may be provided to students with an IEP or 504 plan, and
can be administered in a small group or individual setting. The script is the only source Test
Monitors may use to read the test to the student. Reading any test content from the test

book is not allowed and will require the test to be invalidated. INFO! In addition, a TSN
must be submitted if the test is read from any other source.

Because the online test is adaptive and the test items presented vary by student, the script
must be administered with a paper test book (regular print, large print, or braille test
book). The script and 12-point regular print test book will be automatically shipped if this
code is indicated in Pretest Editing by Jan. 21. After this date, both the script and test book
must be requested as additional orders in PearsonAccess Next.

e The Test Monitor reads from the script while the student responds directly into the
paper test book. Refer to the Braille versions accommodation code earlier in this
table for alternate ways for the student to respond (e.g., a scribe or braille writer).

e Additional guidelines are provided in the script and in the Guidelines for
Administration of Accommodations (PearsonAccess Next > Resources & Training >

Policies and Procedures).

e All student responses must be entered online by district staff within the testing X MS
window. Refer to Entering Student Responses Online for MCA Paper
Accommodations earlier in this chapter.

Test Monitors must complete the MICA Test Monitor course prior to test administration.

The script requires students to move from an online test to a paper test, so students lose
the benefits of online testing, including interactive test items and an adaptive test tailored
to their skill level. In addition, Test Monitors must read all the text for labels, graphs, and
charts, which may be beneficial only for a limited number of students — for example those

. . . ] -
who may require language or visual processing supports. INFO! Cognitive overload may
occur if a student is presented with too much visual and aural information simultaneously,
resulting in the student being unable to process the information.

If the IEP or 504 plan requires read-aloud support, consider if the student needs this
support from a human reader or if the standard text-to-speech available in the online test
can provide it; if the student needs the additional read-aloud support for the labels, charts,
and graphs, accommodated text-to-speech may also be an option. Refer to the item
samplers on PearsonAccess Next to hear examples of both types of text-to-speech.

(Refer to next page for additional notes for script for Mathematics MCA.)
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)
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Script for Mathematics MCA (continued)

Notes:

e Accommodated text-to-speech (MC) and script (MS) cannot be used together.

e Ifastudent’s IEP or 504 plan indicates MS and either 12 or HC (handheld calculator
or mathematics manipulatives/tables/abacus), only the MS code is indicated; a 12-
point test book and a script are automatically sent when the script is indicated by
Jan. 21. However, large print or braille test book codes must be indicated

separately.

e [fastudent’s IEP or 504 plan indicates 12, MS, and HC, only the MS code is
indicated in Pretest Editing; a 12-point test book and a script are automatically sent

when the script is indicated by Jan. 21.
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)

EXPLANATION OF ACCOMMODATIONS

Reading
Math
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Code

A script for Science MCA may be provided to students with an IEP or 504 plan, and can be
administered in a small group or individual setting. The script is the only source Test
Monitors may use to read the test to the student. Reading any test content from the
student’s online test or test book is not allowed and will require the test to be invalidated.

INFO! In addition, a TSN must be submitted if the test is read from any other source.

The script can be used in conjunction with the online test because the test is not adaptive;
it can also be used in conjunction with large print and braille test books. The script will be
automatically shipped if this code is indicated in Pretest Editing by Jan. 21. Large print or
braille test book codes must be indicated separately, if needed. After this date, the script
and test book (if applicable) must be ordered as additional orders in PearsonAccess Next.

e For administration of the script in conjunction with the online test, the Test Monitor
reads from the script while the student enters responses directly into the online
test.

e For administration of the script with large print or braille test books, the student
enters responses into the test book. Refer to the braille test book accommodation
earlier in this table for alternate ways for the student to respond (e.g., a scribe or
braille writer).

e Additional guidelines are provided in the script and in the Guidelines for x | MS
Administration of Accommodations (PearsonAccess Next > Resources & Training >

Policies and Procedures).

e All student responses must be entered online by district staff within the testing
window. Refer to Entering Student Responses Online for MCA Paper
Accommodations earlier in this chapter.

Test Monitors must complete the MICA Test Monitor course prior to test administration.

The script requires that Test Monitors must read all the text for labels, graphs, and charts,
which may be beneficial only for a limited number of students—for example those who

may require language or visual processing supports. INFO! Cognitive overload may occur
if a student is presented with too much visual and aural information simultaneously,
resulting in the student being unable to process the information. If the IEP or 504 plan
requires read-aloud support, consider if the student needs this support from a human
reader or if the standard text-to-speech available in the online test can provide it; if the
student needs the additional read-aloud support for the labels, charts, and graphs,
accommodated text-to-speech may also be an option. Refer to the item samplers on
PearsonAccess Next to hear examples of both types of text-to-speech.

Note: Accommodated text-to-speech (MC) and script (MS) cannot be used together.
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Table 10. 2021-22 Explanation of Accommodations on the MCA (continued)

EXPLANATION OF ACCOMMODATIONS

Reading
Math
Science
Code

Signed interpretation (e.g., ASL or signed English) of the Mathematics MCA and Science
MCA script may be provided for deaf or hard-of-hearing students. The script must be used
by the interpreter for the signed interpretation in conjunction with the corresponding
paper test book or online test (science only) during administration.

The interpretation must strictly adhere to the literal meaning of the text in the script. The
interpreter must review the script prior to administration to determine when a sign or
signs will give away the answer to items. In cases where signs give clues to the answer,
interpreters must use finger spelling for those words. To prepare for testing, the
interpreter should be provided access to the script up to 5 business days prior to the
scheduled test administration. Materials must be kept secure by interpreters as they
prepare for test administration.

Additional guidelines for a signed interpretation of the script are provided in the script and
in the Guidelines for Administration of Accommodations (PearsonAccess Next > Resources
& Training > Policies and Procedures). The Guidelines include additional guidance on ASL
interpretation, including the linguistic rules and conventions of ASL and details on how to
interpret specific academic terms for the math and science tests.

All interpreters must complete the Test Security Training prior to accessing test materials,
and the use of an interpreter, including the name of the people interpreting, must be
documented on a Test Administration Report (TAR). If the interpreter is also the Test
Monitor, they must complete the MCA Test Monitor course prior to accessing the test
materials.

Signed interpretation (e.g., ASL or signed English) of test directions may be provided for
deaf or hard-of-hearing students. Only the scripted Testing Directions may be signed; no
interpretations of test items or reading passages are allowed. Additional guidelines for
administering a test with signed interpretation of test directions are provided in the
Guidelines for Administration of Accommodations (PearsonAccess Next > Resources &
Training > Policies and Procedures). The Guidelines include additional guidance on ASL
interpretation, including the linguistic rules and conventions of ASL and details on how to x | x| x [TD
interpret specific academic terms for the math and science tests.

All interpreters must complete the Test Security Training, and the use of an interpreter,
including the name of the people interpreting, must be documented on a Test
Administration Report (TAR). If the interpreter is also the Test Monitor, they must
complete the MCA Test Monitor course prior to test administration.

October 2021 93 2021-22 Procedures Manual — Chapter 4


http://minnesota.pearsonaccessnext.com/policies-and-procedures/
http://minnesota.pearsonaccessnext.com/policies-and-procedures/




Chapter 5 — Responsible and Ethical Practices to Maintain

Test Security and Test Score Integrity

Overview

This chapter discusses the responsible and ethical practices needed when administering and interpreting the
results from Minnesota’s statewide assessments to maintain test security and test score integrity. These
practices apply to all individuals involved with assessment, including District and School Assessment
Coordinators, teachers, Test Monitors and Test Administrators, school counselors, principals, school
psychologists, superintendents and directors, other district staff, MDE staff, and educational research and policy
professionals.

Much of the following information is adapted from general principles of test use set forth in the Standards for
Educational and Psychological Testing (developed jointly by the American Educational Research Association
[AERA], American Psychological Association [APA], and the National Council on Measurement in Education
[NCME] [2014]) and in the Code of Professional Responsibilities in Educational Measurement by the National
Council on Measurement in Education (1995). MDE also develops many policies from Peer Review, as required
by the U.S. Department of Education.

A primary goal of Minnesota’s statewide assessments is to be able to make valid inferences about student
learning of the applicable standards. The principles discussed in this chapter provide guidance for determining
whether a practice related to the administration of statewide assessments or use of statewide assessment
results supports this goal.

e Part| provides the general principles of responsible assessment practice. The guidelines are the
professional standards to which all those involved in the assessment process should refer when
determining what practices are appropriate and what practices are unprofessional, unethical, and/or
inappropriate. More details related to data practices and use of results are provided in Chapter 11.

e Part Il has specific examples of ethical and unethical practices in the administration of statewide
assessments.

e Part lll has specific examples of appropriate and inappropriate uses and interpretation of statewide
assessment results; more detail is provided in Chapter 11.

e Part IV addresses test security for statewide assessments. Although test security is addressed
throughout this manual, this section concentrates on the importance of test security, the process for
reporting security violations, and security documentation required.

e Part V addresses monitoring and auditing processes required and used by MDE.

In addition to this Procedures Manual, policies and procedures related to responsible and ethical test
administration are specified in the Test Security Training and other resources and guides provided for test
administration.
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Part I: General Principles of Professionally Responsible Practice

When considering administration of statewide assessments and interpretation or use of assessment results,
each district shall use, but not be limited to, the following standards for determining which practices are
appropriate and which practices are unprofessional, unethical, or inappropriate.

Because of the complex nature of standardized assessments, any practice not specifically permitted in this
manual should be presumed inappropriate until and unless specifically authorized by MDE. Districts should
submit questions to mde.testing@state.mn.us.

Districts and schools who are involved in any aspect of testing must:

e Thoroughly review this Procedures Manual as well as any other applicable resources and guides prior to
testing, and understand the procedures needed to administer the assessments and maintain test
security and test score integrity.

e Maintain security of the test materials and test content before, during, and after the administration of
the assessment.

e Avoid any actions or conditions in the preparation, administration, submission, and return of a test or
test materials that might invalidate the results.

e Ensure that all students enrolled in a grade in which assessments are given are tested with the
appropriate assessment.

e |dentify the need for, provide, and document the use of general supports, linguistic supports, and/or
accommodations for each eligible student.

e Prepare students for testing and provide reasonable opportunities for students to ask questions about
assessment procedures or directions prior to the administration of the assessment.

e Protect the rights of all students to privacy and due process.

e Avoid actions or conditions that would permit or encourage individual students or groups of students to
receive scores that misrepresent their actual levels of achievement.

Those who interpret, use, and communicate assessment results must:

e Avoid making and actively discourage others from making inaccurate reports, unsubstantiated claims,
inappropriate interpretations, or other false or misleading statements that can lead to false or
misleading conclusions about assessment results.

e Avoid any practice that provides an interpretation or suggests uses of assessment results without due
consideration of the purpose(s) of the assessment, limitations of the assessment, irregularities in
administering the assessment, or other factors affecting the results.

e Communicate assessment results in an understandable manner to the appropriate stakeholders,
including proper interpretations and likely misinterpretations and providing context for statewide
assessment results with other available data from the district, school, or classroom.
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e Avoid any practice that supports or leads others to interpret or use assessment results in unethical or
inappropriate ways.

e Avoid any practice that permits staff without the necessary knowledge and training to interpret results
of the assessment.

e Report any apparent misuse of assessment results to those responsible for the assessment process in
the school, district, and state.

e Avoid any practice that puts personally identifiable or other private information at risk or violates
confidentiality.

e Share student results on as limited a basis as possible to serve the needs of the students while also
protecting their rights and privacy.

e Abide by the embargo requirements when accessing or sharing preliminary or final assessment results
before results are released publicly.

e Use multiple data points about individuals or programs whenever possible when making decisions.

Part Il: Practices in Preparation and Administration of Statewide
Assessments

The examples of ethical and unethical practices below illustrate the standards and principles of professionally
responsible practices in the administration of statewide assessments. An unethical assessment practice is
anything that would jeopardize test score integrity or student learning, such as teaching only the content
presumed to be on the test.

Ethical Behavior and Practice for Statewide Assessments

Preparation

e Prepare students to take Minnesota’s statewide assessments by aligning curriculum and instruction to
the WIDA English Language Development Standards and the Minnesota Academic Standards. Since the
assessments are aligned to these standards, the best preparation is providing instruction aligned to the
depth and breadth of the standards, and implementing multiple formative checks of student
understanding.

e Make changes in instruction that enhance student skills, learning, and achievement.

e Determine which student resources, if any, will be used to prepare students for testing. This decision
may vary by school, grade, or student, and, based on students’ familiarity and experience with testing,
the district may determine that no student resources are required.

e Encourage parents/guardians and teachers to motivate students to do their best on the assessment.

e Ensure students understand their role in maintaining security of test content and the expectations that
they will act with honesty and integrity during test administration, as outlined by the code of conduct
viewed by students prior to testing.
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e Set and post a testing calendar within the state-designated testing window that provides sufficient time
for students to complete the assessments, including planning for make-up days.

INFOY consider communicating information to students and families about the use and value of

assessment results in the school and district.
Administration

e Everyone involved in test administration in the district is expected to:

o Complete MDE required trainings, and any district-required trainings, based on their role in test
administration.

o Be knowledgeable about state and district-specific policies and procedures for test administration.

o Promptly report any violations of the prescribed administration conditions, including test security
violations, to the appropriate administrator at the school or to the District Assessment
Coordinator (DAC).

o Follow the district-determined testing calendar, provided it does not conflict with state testing
windows.

o Administer all tests in strict accordance with the instructions contained in this Procedures Manual,
as well as the other resources and guides.

o Follow security policies and procedures for distribution and return of secure test materials,
accounting for all secure test materials before, during, and after testing.

e District and School Assessment Coordinators are expected to:

o Provide adequate and appropriate staffing of testing rooms, ensuring all staff present in testing
rooms have completed required trainings annually.

o Ensure every student enrolled in a grade in which assessments are given participates in the
appropriate assessment, or verify documentation is completed for students who are not testing
(i.e., applicable test codes are indicated).

o Confirm which students should be provided general supports, linguistic supports, and/or
accommodations, in conjunction with School Assessment Coordinators, and Special Education and
English learner staff.

o Account for all secure test materials, and store them in a locked, secure location throughout the
testing process when not being used for administration.

o Return all used and unused secure test materials to the service provider as specified in the
applicable instructions, and report any missing test materials to the service provider.

o Promptly report any test security violations to MDE.
e  ACCESS Test Administrators and MCA Test Monitors are expected to:

o Provide students the opportunity to demonstrate what they know independently, without any
support, guidance, or unauthorized interference during test administration.
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Verify that the correct test and general supports, linguistic supports, and/or accommodations are
provided to students.

Make sure all procedures related to allowable and prohibited materials are followed during test
administration.

Follow all requirements outlined in the applicable directions:

=  For ACCESS, follow the Test Administrator’s Scripts; use only the scripted directions and
guidance in those documents to assist students during test administration.

=  For the MCA, follow the applicable Testing Directions; use only the scripted directions and
guidance in those documents to assist students during test administration.

Actively monitor students during all test sessions:

= Circulate frequently around the entire room to ensure students are following directions and
making progress in the test.

=  Make sure students are focused only on their tests.
=  Watch for any unusual behavior or signs of cheating, such as access to prohibited devices.

= Ensure that students who have finished their tests are engaged in allowable activities that do
not distract students still testing.

e Kindergarten ACCESS, Alternate ACCESS, and MTAS Test Administrators are expected to:

O

Administer the tasks as scripted, reading aloud applicable portions as specified in the Test
Administrator’s Script (for Kindergarten and Alternate ACCESS) or Task Administration Manual (for
MTAS).

Be familiar with the test materials prior to test administration.
Score tasks solely based on student performance during the administration of the task.
For Alternate ACCESS and MTAS:

= Use instructional supports, objects, and manipulatives as appropriate for a given student unless
prohibited in the task script.

= Allow the use of assistive technology devices to meet student needs.
= Refocus and repeat information as needed.

=  For MTAS, adapt the student-facing materials as needed to meet student needs. This may
include enlarging materials, incorporating texture, or providing braille versions of text and
graphics. Note: The Alternate ACCESS Student Response Booklet must be scanned for scoring
and therefore cannot be adapted in any way.

e Scribes must record student responses exactly as provided into the online test or paper test materials.

Refer to Chapter 4 for additional information about the scribe accommodation.

e Staff entering student responses from MCA paper test books must enter student responses exactly as

written.

e Staff entering MTAS scores must enter scores exactly as recorded during test administration.
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Unethical Behavior and Practice for Statewide Assessments

Educators and any staff involved in any aspect of test administration should not engage in any of the following
behaviors or practices in this section. If MDE is made aware of educators or staff engaging in unethical behavior
or practices, MDE may provide information to applicable state agencies, such as the Professional Educator
Licensing and Standards Board (PELSB) or the Board of School Administrators (BOSA), or federal agencies, such

as the U.S. Department of Education, for follow up.

Unethical Preparation and Administration

Limit curricula and instruction based on the test specifications, rather than developing instructional
objectives based on the WIDA English Language Development Standards or Minnesota Academic
Standards.

o While test specifications for the standards-based accountability assessments provide information on
how the academic standards are addressed on the test, they do not indicate what should be taught.
Instead, test specifications are guides intended to provide test developers with the information that
must be included in each test.

o Some concepts in the Minnesota Academic Standards can only be assessed in the classroom and not
on a standardized statewide assessment. That does not mean that these skills should not be taught
or assessed in the classroom. Teachers need to instruct and assess their students on all of the
Minnesota Academic Standards.

Limit instruction on mathematics or science terminology based on the translated word lists for MCA.
These lists are provided as a linguistic support that eligible students may use during testing. While using
these lists during instruction is encouraged to familiarize students with these terms as part of
instruction, the lists are not meant to be used as the basis for curriculum or instruction.

Encourage IEP teams to base assessment decisions on anything other than student need. This includes
assessing a student with Alternate ACCESS or MTAS even though the student does not meet the
participation guidelines or eligibility requirements.

Exclude students from the assessments by actively encouraging parents/guardians or students to refuse
testing.

Restrict or deny access to general supports, linguistic supports, and/or accommodations allowed on the
assessments that a student uses during instruction or that are indicated in an IEP or 504 plan.

Fail to provide proper training to all individuals who have any involvement in testing.

Allow any test materials to be left unsecured at any time at the district or schools, including but not
limited to:

o Leaving secure test materials in an unlocked location.
o Failing to account for, return, or dispose of secure test materials as instructed.

o Removing secure test materials from school grounds unless permitted for specific circumstances
(e.g., administering a test to a homebound student).
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Unethical Preparation and Administration (continued)

Copy, reproduce, retain, or use any portion of any secure test materials in any manner inconsistent with
test security policies and procedures, including but not limited to:

o Capturing and/or sharing any secure test content before, during, or after test administration.

o Reproducing or distributing any portions of reading passages, test items, writing prompts, or student
responses from an actual assessment, either verbatim or by paraphrasing, for use in instructional
planning, classroom instruction or assessment, or for any other purpose.

o Making a copy of a test, giving students access to test content, making answer keys, or preparing a
student study guide based on the items in a particular test.

o Knowingly allowing a student to violate test security, including retaining secure test materials,
making a copy of or capturing secure test content, sharing answers with other students, or sharing
test content with adults and/or students in any manner.

o Allowing a parent/guardian, community member, media member, or any other person who is not
permitted to do so for their role in testing to see the contents of secure test materials and/or
receive a copy of secure test content.

Deviate from the prescribed administration procedures specified in this manual, as well as the other
resources and guides, in order to assist student performance.

Leave prohibited materials on testing room walls or student desks. Refer to Materials Not Allowed
during Testing in Chapter 7.

Assign testing personnel to a room where a relative is being tested. Refer to Selecting Test
Administrators and Test Monitors in Chapter 7.

Allow students to use materials or resources that are not allowed during test administration as noted in
this manual and/or in the applicable test administration resources.

Allow students to have access to cell phones, wearable technology, or other devices at any time during
test administration unless explicitly allowed as an accommodation or another approved exception.

View or read test items for any reason except as allowed for administering an accommodation or
linguistic support, entering student responses online, or when required for Kindergarten ACCESS,
Alternate ACCESS, or MTAS.

Read aloud the passages, questions, and/or answer options of a reading assessment for any student
with the exception of students taking the Kindergarten ACCESS, Alternate ACCESS, or MTAS.

Offer an opinion to a student, class, or other staff member that a question is “bad” or does not have a
correct answer. Any concerns regarding test content should be sent to MDE using the process outlined
in Chapter 8.
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Unethical Preparation and Administration (continued)

e Loginto astudent’s online test in order to view test content, prepare for test administration, or verify

technology, or create a “fake” student for any reason.

e Review or change student responses in any manner during test administration or when entering student

responses, including but not limited to:

O

O

Reviewing a student’s assessment for correct responses.
Suggesting that a student reconsider an answer already given.

Coaching students during testing or influencing, altering, or interfering with student responses in
any way, including telling students the correct responses or allowing them to discuss answers
among themselves.

Scoring student responses in MCA paper test books before entering student responses online.

Transcribing or entering the essence of a student’s response rather than the exact student response
when scribing or entering student responses from MCA paper test books.

Changing student responses in an online assessment or intentionally changing student responses
from MCA paper test books or student scores for MTAS when entering them online.

e Refuse to cooperate with MDE at any point during test administration or MDE audits, monitoring, or

investigations.

e Engage in any of the following as an ACCESS Test Administrator or MCA Test Monitor:

O

October 2021

Failing to provide proper directions to students, as specified in the applicable directions for the
assessment.

Leaving the room unattended or under the supervision of untrained staff at any time.

Allowing students to leave the room unattended during test administration without a plan to
monitor students if more than one student leaves and/or multiple testing rooms are being used.

Engaging in behavior that is potentially distracting to test-takers.
Failing to actively monitor students, including:

= Remaining in one place for more than a few minutes if unable to observe all students who are
testing.

= Engaging in any other tasks unrelated to test administration and monitoring, such as grading
papers, checking email, performing other work, or reading material unrelated to administering
the test.

= Using cell phones or other prohibited devices for purposes other than alerting others if
assistance is needed.

For grades 1-3 ACCESS administrations, copying, duplicating, or retaining any portion of the secure
Test Administrator’s Scripts; these Test Administrator’s Scripts contain secure materials for use only
by the Test Administrator. (Note: Grades 4—12 scripts are not secure.)
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Unethical Preparation and Administration (continued)
e Engage in any of the following activities during a Kindergarten or Alternate ACCESS administration:
o Changing the content of a task.
o Administering the test in a language other than English
o For Kindergarten ACCESS, repeating Listening or Speaking tasks more than once.

o Leading a student to the correct answer (e.g., using voice inflection unless underlined in the script
for emphasis, placement of cards, providing explanations or incentives).

o Providing feedback to a student that a response is correct or incorrect.

o Using instructional supports or naming answer options when those actions are prohibited in the
script.

o Accepting a response as correct when a student’s intent is in doubt. When the Test Administrator is
uncertain about a student’s intent, the instructions in the script must be followed.

o Copying, duplicating, or retaining any portion of the Test Administrator’s Scripts; the Test
Administrator’s Scripts contain secure materials for use only by the Test Administrator.

e Engage in any of the following activities during an MTAS administration:
o Changing the content of an MTAS task.
o Starting an MTAS task with the script for score 2.
o Re-administering a task for a score of 3 after presenting a score 2 script.

o Leading a student to the correct answer (e.g., using voice inflection, strategically placing response
option cards, providing explanations or incentives).

o Providing feedback to a student that a response is correct or incorrect.

o Using objects/manipulatives or naming answer options when those actions are prohibited in the
script.

o Accepting a response as correct when a student’s intent is in doubt. When the Test Administrator is
uncertain about a student’s intent, the instructions in the script must be followed.

o Copying, duplicating, or retaining any portion of the Task Administration Manual. While student-
facing materials for MTAS can be adapted for the student as needed, the Task Administration
Manuals contain secure materials for use only by the Test Administrator.

e Participate in, direct, aid, counsel, assist, encourage, or fail to report any of the acts prohibited in this
section.

Although MDE does not have a policy against monetary incentives for student participation or performance in
statewide assessments, MDE discourages the practice. Statewide assessments are a measure of what the
students have learned through instruction in a curriculum aligned to the applicable standards. Providing
monetary incentives is not consistent with encouraging students to do their best academically for the sake of
valuing education. Other incentives may be provided at the discretion of the district. If providing incentives,
basing them on participation in the assessment, rather than performance on it, is preferred. If districts are
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providing incentives only to a select group of students (e.g., only to high performers), the district must be able to
explain to other students and parents/guardians the rationale and must not divulge student performance as this
is a data privacy issue. MDE will refer any calls received regarding the district’s policy to the DAC.

Part lll: Practices in the Use and Interpretation of Statewide Assessment
Results

Examples of ethical and unethical assessment practices are provided to illustrate the standards and principles of
professionally responsible practices needed when using and interpreting statewide assessment results.

Ethical Behavior and Practice

e Use summary statewide assessment data as one of multiple data points to:
o Monitor progress in learning academic English, as described by the WIDA ELD Standards.
o Evaluate student learning of the Minnesota Academic Standards.

e Use the results of statewide assessments as only one part of a body of evidence when making
educational decisions about individuals.

o Minnesota Statutes, section 120B.30, subdivision 1a(h) allows schools and districts to use student
performance on a standards-based accountability assessment as one of multiple criteria to
determine grade promotion or retention.

o In addition, schools or districts may use a high school student’s performance on a standards-based
accountability assessment as a percentage of the student’s final grade in a course. The s