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Florida’s ACCESS for ELLs Checklist

School Assessment Coordinators, and Test Administrators

FLORIDA ™
/ ACCESS for ELLs Paper Checklist W I DA
= 2020-2021

This state checklist is a guide for personnel involved in administering ACCESS for ELLs Paper, and includes unique steps related to Kindergarten and Alternate
ACCESS assessments. The checklist highlights all tasks that need to be completed before, during, and after testing within a school or district and uses color to
indicate who typically completes those tasks in your state. This checklist has been customized for your state. The state-specific clarification column contains
guidance that your state education agency expects you to follow as you prepare for and administer the test.

State-specific information

Test delivery mode = Paper

Testing Window | January 25, 2021 — March 19, 2021

WIDA member page = Wida.wisc.edu/membership/consortium/fl

Online Resources

Test administration policies and procedures

* 2021 Florida Accessibility and Accommodations Supplement

A ibility and acc dations policies and procedures

« Florida Department of Education’s ACCESS for ELLs webpage
District Contacts and Important Information

® Spring 2021 Florida ACCESS for ELLs Test Administration Manual  State-Specific Directions

o Download Library — State/District Webinars

* WIDA AMS User Guide

e ACCESS for ELLs Interpretive Guide for Score Reports

o Alternate ACCESS for ELLs Interpretive Guide for Score Reports

For more state-specific resources, visit your WIDA member page.

Checklist Key

. District Assessment Coordinator (DAC) task
. School Assessment Coordinator (SAC) task
D Test Administrator (TA) task

K Kindergarten ACCESS task
A Alternate ACCESS task

Opt Task may be optional depending on school or
district procedures.

© 2020 Board of Regents of the University of Wisconsin System. All rights reserved.

Last Updated: 10.22.2020
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ACCESS for ELLs Checklist

Available on
FDOE’s ACCESS
for ELLs webpage
and Florida’s
WIDA webpage.
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Download FL-specific resources!
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EDUCATION
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2020-2021
Florida Accessibil
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ACCESS 4
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WIDA Assessment Management System (WIDA AMS)
www.wida-ams.us

DRCINSIGHT 5 WIDA
2020-2021
WIDA Assessment
Management System
(WIDA AMS)

Username

Password
() Show Text
-
User Guide
Signin
Forgot your password?

Data Recognition Corporation (DRC)
13490 Bass Lake Road
Maple Grove, MN 55311

Direct: 1-855-787-9615
Website: https://www.wida-ams.us
Revision Date: June 25, 2020

User guide available on page 1 of the
Florida's ACCESS for ELLs Checklist
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http://www.wida-ams.us/

My Account

DRCANSIGHT™ wipA

Click your initials in the
right-hand corner of
any page to display
manage your account.

Welcome to the WIDA Assessment Management System (AMS)!

Navigating the Site

WIDA AMS is the interface to administrative functions for the ACCESS for ELLs suite of assessments and WIDA S
The WIDA AMS User Guide contains detailed documentation on the following:

User Management
Materials Management
Student Management
Test Management

Screener Scoring

Click on "My Applications" to display the WIDA AMS applications that you have permissions to use.

WIDA

©2020 Board of Regents of the University of Wisconsin System

MY PROFILE
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WIDA AMS User Guide

DRcINsSIGHT 5 WIDA
2020-2021
WIDA Assessment
Management System
(WIDA AMS)

User Guide

Data Recognition Corporation (DRC)
13490 Bass Lake Road
Maple Grove, MN 55311

Direct: 1-855-787-9615
Website: hitps://www.wida-ams.us
Revision Date: June 25, 2020

This guide covers the functionalities and
capabilities of WIDA AMS, as well as detailed
information on how to perform different tasks
that are completed by the assessment
coordinator throughout testing.

Note: Florida’s ACCESS for ELLs Checklist provides
page references for each WIDA AMS task to be

completed for a paper-based administration.
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WIDA AMS Tasks by Role

School Assessment Coordinator (this role is for Principals
only in Broward):

* Update student demographic information

* View/print Score Reports

-':':':."- WI D A g‘:’% FLORIDA DEPARTMENT OF
e S = i / A \
P " EDUCATION
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Top Pathways in WIDA AMS

DRCANSIGHT

DRCYINSIGHT = WIDA-AMS ¥ STUDENT MANAGEMENT ~

Manage Students Student Exports Student Transfer Form Student Status Dashboard Data Validation

Please select an item from the menu above,

* Edit Student Information: My Applications > Student Management > Manage Students
» Retrieve Score Report (District/School): My Applications > Report Delivery > Test Results
* Retrieve Individual Student Report: My Applications > Report Delivery > On-Demand

Reports
== WIDA ‘, EDUCATION
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Test Materials Arrive

Student Assessment & Research will
receive tests materials on January 8,
2021.

Schools will receive test materials the
following week. Charter Schools must -
pick up test materials at SAR Twin Lakes
(4200 NW 10" Ave., Oakland Park, FL
33309)

* Inventory materials when
received

 Match Packing List to materials

FLORIDA DEPARTMENT OF

ENT
EDUCATION

#2WIDA
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Inventory/Check Range Numbers

WIDA AMS Retrieve Shipping Reports: My Applications > Report Delivery > Test Results

20XX-20XX WIDA ACCESS for ELLs u'.:-'-' - WIDA ACCESS for ELLs
k e WIDA SCHOOL PACKING LIST
|STATE| MATERIAL SHIPMENT

A\ X596XXX41012096-41013000

District: WD0199 SAMPLE DISTRICT
@m Paper Grades 4-5 Tier A, Listening, Reading, and Writing : 'f’-‘ SAMPLESCIRO0L HMII‘!!!“I
Form 50 PACK OF 5 . -

SECURITY NUMBER RANGE(S}
Test Booklet(s) S506XXX41012996 - S596XXX41013000

N =\ Security barcode
\' range on a packing
i list and packages.

15200164

5596804

A Verify this information
Security barcode matches the range sheet
on test booklet. or individual materials.
#WIDA = TN
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ACCESS for ELLs Paper
Grades 1-12 Test Materials

Grades 4-5 | TierA
L =

e Test Administrator Script ———

Form 403

* Student Response Booklet

* Speaking Test Booklet

* Listening/ Speaking: CD

Tiers A, BIC,

Srades -5 and Braille

ACCESS v 20

Form 403

Speaking Test Booklet

4 || fiki e :l::ll |I|| |

xxxxxxxxxxxxx

- .
Grade 1, Tier A
Listening and Speaking Tests
20XX-20XX

[1TREIE O N

--- { ‘, FLORIDA DEPARTMENT OF
-.'--
':_;-:-'WIDA "Luuuulum
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Kindergarten ACCESS Test Materials

* Student Story Booklet e oo |

Student Response Booklet ACCESS.e.

Form 502

Test Administrator Script

e Student Activity Board — swoa
e Cards & Card Pouch Booklet
" @ WIDA

ACCESS . c.s

Listening, Speaking, Writing, and Reading
Form 501 Student Respanse Booklot
v

¥ ALIGN TOP OF LAREL MERE Y

ooxoma |

STUDENT STORYBOOK

SERAM

(TR

00087310  »

s 5 PRtk T - d g‘;”’% FLORIDA DEPARTMENT OF
':;.‘.’WIDA "LUUL/—\H{&MJN
L L] ————— fldoe.org
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Test Materials

e Test Administrator Script
» Test booklet (legal size paper)

e Student Response Booklet

= WIDA

Alternate ACCESS for ELLs

ALTERNATE
Acc Ess for ELLs™

ALTERNATE

Form 502

Test Administrator Script

ALTERNATE
ACCEss for ELLs™

Listening, Reading, and Speaking Test
Form 502

g;% FLORIDA DEPARTMENT OF

EDUCAILTTION
fldoe.org

L S/
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Special Test Documents

ACCESS for ELLs is available in the following accommodated
versions:

Kindergarten ACCESS for ELLs and ACCESS for ELLs Paper (Grades
1-12)

Large print version is based on the regular print version.

ACCESS for ELLs
* Unified English Braille: Grades 1-12

o Provided in contracted and uncontracted braille.

Large print and braille test materials arrive with regular test
materials.

Z=WIDA
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School Test Coordinator Responsibilities

All secure test materials must be accounted for before,
during and after testing. Secure materials have
security numbers.

After your initial inventory, contact a Testing Specialist
if you are missing any materials, or if any materials go
missing during the course of testing.

_-:-:-:.-_ ™ g‘z’% FLORIDA DEPARTMENT OF
':;-'-'WIDA vtuuu—\u%djm
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School Test Coordinator Responsibilities
Supplemental Material Orders

After an initial inventory, if you do not
have enough test materials, request
more by sending an email to:

assessment.materials@browardschools.com

Make sure you include the following in
the email with a subject line of:
Supplemental ACCESS materials

1.) School Name

2.) School Number

3.) Grade Band of materials needed (9-
12, 6-8 etc.)

4.) Tier of materials needed (A or B/C)

© 2020 Board of Regents of the University of Wisconsin System

To assessme|

Assessment Materials

assessment.materialsi@browardschools.com

Supplement;

Jo

Search Directory

School Number: 0171
Number of materials needed for each tier and grade level:

We need 8 Tier A materials for 9-12 Grade
We need & Tier B materials for 9-12Grad

Karl Yeats
Student Assessment and Rese
754-321-2500

ORIDA DEPARTMENT OF
ELYUGCAL TCIIN
—fldoe.org



mailto:assessment.materials@browardschools.com

Assigning and Tracking Materials

.
-
us W I DA WIDA ACCESS for ELLs 2.0

DISTRICT SECURITY CHECKLIST

SAMPLE STATE MATERIAL SHIPMENT TOVS-D018 WA ACTESS dr ELLe 30

District: STATE01 SAMPLE DISTRICT

‘This fomm lsts the secure materials assigned to your district, You may use this form to sign cut secure materials to schools should
additional materials be needed. Space has been provided next to cach security number for you to enter the name of the school and test
administrator receiving the material, the date(s) cach material is retimed, and the reason (if any) a material is not retumed.

TEW AT NN - MOS0

jest administrator: .

Sighs in/out materials: Wil

Check to ensure that the
first number on the range

& | s
/ | t R
y e sheet matches the security
/a/x::tmmm | Date(s) Returned [ Reason T Ttem s Not Returnea / Code on the bOOklet.
i 1 1 i .
¢ BookIcl(s) e s :: .
FAﬂm]nlllﬂllm’ Name Date(s) Rettned Reason If Item Is Not Returned : :
10000036 | : E.
FRsiE Print Date: XXXXXXXX > - ) “'

FLORIDA DEPARTMENT OF

EDUCAITION

fldoe.org

<
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Individual or Group Administration

* Speaking must be <
individually administrated ~ Writing can be

* Listening, Reading, and

administered in groups
e All domains of
Kindergarten ACCESS and m
Alternate ACCESS are j i-
individually administered

i

©2020 Board of Regents of the University of Wisconsin System
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Group by Grade Cluster & Tier

e Groups must be made up of the same grade-level

cluster. nnn

* Groups must be made up of the same tier (A or B/C) on
the Test Session Roster.

WIDA
[rrm—————
1@ - -
1 [ R T
1
1
1
1
1
1
1

Cevienne | (EwERGNG]| oeveonc | Beavoive | (TERBENET

i a

Wy - \
Z=WIDA %"% EDUERTSN
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Group Size

WIDA recommends:
* No more than 15 students in a group
e Smaller groups for newcomers

* Keeping the same group together for all domains

-':-:';"- W I D - g‘;”’% FLORIDA DEPARTMENT OF
=3 A =2 E D ]C A )
P " EDUCATIOIN
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Test Session Master Schedule

e Separate Sessions by Grade Cluster, Tier, and Domain

— Grades 4-5, Tier B/C,
Reading

— Grades 2, Tier A,
Listening

— Grades 1, Tier A,
Writing

Form available in the State-
Specific Directions

-:-:-;-_ I A g‘;”% FLORIDA DEPARTMENT OF
".!-".'W D "'tuuu—\u%djl\l
- oe.org
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Group Session

FLORIDA DEPARTMENT OF
ELDUCATIUIN
4 fldoc.org

WIDA

g
o)l

Test Session Roster Templates

FLORIDA DEPARTMENT OF
EDUCATIOIN
idoc.org

Individual Session
<

DATA RECOGNITION

DR

RATION

Roster
Test Session Roster — Group Administration Grade-Level
TestDate(s): TestingLocation: Cluster:
Test Date: Time:
Location: Test Administrator: T bl Soderiloat = i
tudentLocation— |Time |Completed Test
Test Section (circle all thatapply):  Listening Reading Writing # | StudentiD# Last Name FirstName | Grade | Tier Teacher/Room (¥/N)?
Grade Level(s): Tier(circl ): A B/C 1
2
N Completed
. StudentLocation— 3
# Student I1D# Last Name FirstName Grade Teacher/Room Test(Y/N)? .
1 5
6
2 7
3 8
2 9
10
5 u
6 12
7 13
14
8 15
9 16
10 17
18
1 19
12 20
13 21
2
14 B
15 24
25

Forms available in the
State-Specific Directions

©2020 Board of Regents of the University of Wisconsin System
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Multi-Day Administration
Kindergarten and Alternate ACCESS

* Each Domain Should be Completed the Day it’s Started

* If needed, a break during the Kindergarten ACCESS for
ELLs administration can occur between Part C and Part
D.

* For Alternate ACCESS for ELLs, each test section should
be administered in a separate testing session.

T i
.'.'.'.': 2 FLORIDA DEPARTMENT OF
e "LUU\H/M 1O IN
eoas fldoe.org
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Multi-Day Administration
ACCESS for ELLs Paper

e Each Domain Should be Completed the Day it’s Started
* 3 Sessions for Each Grade Cluster & Tier (Recommended)

* To avoid student testing fatigue, it is recommended to administer all
four test domains within two days.

Session  Grade-level Tier Domain
Cluster
1 4-5 A  Listening & reading (group)
2 4-5 A Writing (group)
3 4-5 A Speaking (individual)

#WIDA = TN
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Preparing Test Materials

 Student Preid Label  District/School Label
* Was pulled from survey 2 data * Put this on a test that has been
hand gridded

e Use this if available — most
accurate e Contact SAR through the

assessment.materials@browar

dschools.com conference if you

A second round is delivered in

Feb
do not have these labels
-20XX WIDA ACCESS for ELLs
20XX-20XX WIDA ACCESS for ELLS 20NN W
Name:  STUDENT, SAMPLE District/School Label
District:  <State>01 SAMPLE DISTRICT DISTRICT! <Slate>29 SAMPLE DISTRICT
School: ooto SAMPLE SCHOOL SCHOOL: 9999 SAMPLE SCHOOL
Grade: Gender: M Birth Date: 08/26/2001

s mn. " x i II"mII"“IIIIIIWIIIWIHHIIM‘MI’|II

LS9EXXX 20003792

P519991 10150069

o0m os0CIe S8

-'--"- ™ g‘"”% FLORIDA DEPARTMENT OF

sgsips — = : §

~:=.-.-W|DA ‘ EDUCATION
- ——— fldoe.org
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mailto:assessment.materials@browardschools.com

It is important to
verify that you have
the appropriate
booklet for the
student to be tested
prior to affixing a
student label or

gridding information.

1. Grade-Level

Cluster

Spring 2021 ACCESS for ELLs

Verify the Student Response Booklet

S
“=WIDA
PO PO Place booklet
label here.
Grades4-5 | TierA | =
\ 3 =
2 I
ACCESS =
for ELLs® Iz J
Listening, Reading. and Writing § E =
Form XXX Test Booklet | 2 3 @
[~ nwe e este o| ®§ Z
wupoozio|NY| & 3 )
@O0E o = I L
QOCD DO & % = S
B0 OO 2| 2
[616]6] o 2 =
® 9 8 =
® ® =
® ®) =
® ®
® ®
® ®
- STUDENT'S LAST NAME FIRST KAME L
\HIIH\HHI\HHII\HH\HI
@6 ® alo] Q@)
o [oJo1G) ® D@ Q@
) 50 o} DO O
= © @ ®|C)
S o) @ 5] G
o PO ® & ®0le
A DO ® @O elalgl
®0® 2 ® BB ol O
DEOOOGG o} [ofofoloto D Ol
[} HTBODD Jollofa QDDEPY DI
®BY® G © @ B® el
0O DO DO O al
W W ®@ [o%0) &)
Jao] @ ® @
@8 [c36] el
B © & 5 ) &)
el
<
2 ! >
2 D ol 2
uny 7 @)
%1 %) ol
D ® &)
L © 828 o
2
@ DREE 2@ D e
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2. ACCESS for ELLs Paper

Tier Indicator
(Tier A or Tier B/C)

3. Assessment Name
ACCESS for ELLs Paper

Alternate ACCESS for ELLs
Kindergarten ACCESS for
ELLs

; FLORIDA DEPARTMENT OF
EDUCATION



Verifying Pre-ID labels

* In order to use the Pre-ID label, the State Student ID (FLEID),
district, and school information must be correct.

* If needed, remaining demographic information that is incorrect can be
updated in WIDA AMS by the district assessment coordinator.

* Do not make any markings on the Pre-ID label.

20XX-20XX WIDA ACCESS for ELLs

School: 0010 SAMPLE SCHOOL
Student ID's- District: TierA
140000 pEE- S el

-':':';"- I D i g‘;”’% FLORIDA DEPARTMENT OF
L1y A "EUUL/\I [ON
L L] ————— fldoe.org

District:  <State>01 SAMPLE DISTRICT
Birth Date: 08/26/2001
P519999 101 500L9 “
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Assighing Test Booklets to Students

Apply Verified Pre-ID labels to Box A

Use only a #2 pencil to grid student 2 WIDA 1B
demographic information on the front lA::chsls Tlor 2 3 =
and/or back covers. il Bt LB

LOTTITT T T I T O LTI AT I T T T I I T §§§§ .é
Front Cover S ST el

© Amercan Indan/Alzkan Native | | D

* Must bubble and grid the date of T

testing and begin testing. (i.e., - “ﬁ.s_mr.nm.._..hl
01/25/2021) P

Back Cover (as applicable): e

e Accommodations
* Do Not Score This Section

_--_.- 5 S22\ FLORIDA DEPARTMENT OF

LIl 1] = ’ = ( ) N

:r--'WIDA WY A
Il fldoe.org
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Assigning Accommodations:

Bubble all accommodations
provided to the student on
the test booklet.

ACCOMMODATIONS DETAILED

OBR [O sD INSTRUCTIONS
O |O L FOR COMPLETING

o LIEP CLASSIFICATION
OE |[O MC o ACCOMMODATIONS

OE | O RA CAN BE FOUND IN THE
OH | O SR TEST ADMINISTRATOR
#WIDA A
I Grades 4-:)”;02‘ Tier Aj [ H O HR O RD MANUAL
ACCEss — e SN T [T V‘ R ’
e == QR [ONS
1 == : O RR | O WD

Must be filled
completely with a
nhumber 2 pencil.

#WIDA = TN
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Student Assessment & Research Delivery Date :
February 8, 2021

If a student did not receive a Pre-ID label within the
initial shipment, there may be a chance he or she will
receive a label during the 24 Wave.

If so, schools can proceed with testing the student after
affixing a District/School label to Box A and gridding the
following:
Front Cover

e Date of Testing

e Student Last Name

e Student First Name
Back Cover

* District Name (Code)

* School Name (Code)

e State Student ID Number (FLEID)

e District Student ID Number

2"d Wave of Pre-ID labels Procedures

#E WIDA

. 20XX-20XX

| Grades 4-5 \ Tier A

ACCESS.....

Listening, Reading, and Writing
Form XXX Test Booklet

DATE OF TESTING

o[v[y

@

B

®
OEORERA8R

‘W ALIGN TOP OF LABEL HERE'W

]

Label

DISTRICT: <State>99 SAMPLE DISTRICT
SCHOOL: 9999 SAMPLE SCHOOL

20003792

L596XXX

20XX-20XX WIDA ACCESS for ELLs 2.0

_

15200164

Jolclelelelololelelslole]

elclole]

5596804

06600000

®
®©
®
@
®
©
@
®
B|C

53

RE@

I BOEE DG

EEPREICIEEE]

]

ISk

elelelciciclolloplolelclalblelciolololc o]

(continued on next slide)
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2"d \Wave of Pre-ID labels Procedures

(cont.
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information:
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in LEP/ELL Program

IS NO

to complete the follow

Ime

ive (Home) Language

Nat
Race

Do Not Score Codes (if applicable)

Date First Enrolled in a US school
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Pre-ID Label Flowchart

DATA RECOGNITION

FLORIDA DEPARTMENT OF =
EDUCATION Di C

TORFORATION

WIDA

FLORIDA
ACCESS for ELLs Administration (2020-2021)
STATE SPECIFIC DIRECTIONS

Florida Department of Education (FDOE) ACCESS for ELLs Webpage

http://www.fldoe.org/accountability/assessments/k - 12-student-assessment/access-for-ells.stml

The purpose of this webpage is to provide Florida-specific information, key dates, and training
requirements related to the ACCESS for ELLs suite of assessments. For the Spring 20201 administration,
it is important to review FL's ACCESS for ELLs Checklist to learn more about the tasks that need to be
completed before, during, and after testing within a school or district.

Pre-ID label (white) provided in the
school's initial test materials shipment for
the student on January 8, 2021?

Will the student receive a Pre-ID label
during the 2" wave shipment on
February 8, 20217

Is the student
classified as an ELL
with a code of "LY" on
January 25, 20217

District/School
label to Student
Response Booklet.
Hand-grid all

Print Guidance
State Specific Directions Contents (Lol

Start End
Overview of Florida’s Policies and Procedures 2 6
Test Administration and Security Agreement 7
Test Admini Prohibited Activities Ag 9
WIDA Non-Disclosure User Agreement
Note: Personnel assisting with secure materials that do net require a WIDA Secure 11 12
Portal account must print, sign, and return this form to the Assessment Coardinator.
Test Materials Chain of Custody Form 13
Tier Placement Guidance 15
Pre-ID Label Flowchart 17
Test Session Master Schedule 19
Test Session Roster — Individual 21
Test Session Roster — Group Admini: i 23
Florida Testing Sign: No Electronic Devices 25
Florida Testing Sign: Do Not Disturb 27
Security Log 29
Student Planning Sheet 31
Florida's Native (Home) Language Codes 33 42
B hes of Admini: ion Form 43

WIDA

student information
as directed in the
Spring 2021
Florida ACCESS
for ELLs Test
Administration
Manual.

Apply Pre-ID label that is
provided in the school’s 2"
wave shipment directly over the
District/School label and leave
Affix gridded information as-is.

Discuss testing with the
assessment coordinator. ) )
Submit Test Booklet for Scoring

Is the student classified as an ELL

with a code of "LY" on
January 25, 20217

Is the district code, school code,
and FLEID assignment
CORRECT?

If any other demographic information

is incorrect (i.e., Date of Birth), notify

the assessment coordinafor fo update
the information in WIDA AMS.

Hand-grid the following
information: Date of Testing,
Student Name, district code,

school code, FLEID
assignment, and District
Student ID Number.

Affix Pre-ID label
to Student
Response Booklet
and grid Date of
Testing.

Test student in all four language

domains.
the following fields on
lccommodations, IEP

Status, 504 Plan, and/or DNS Codes

Important: Affix label in the

top-right corner and use only
a number 2 pencil to grid

information on the Student

Destroy
Pre-ID label in
a secure
manner.
Student
should not be
tested.

Destroy Pre-ID
label in a
secure manner
and restart
flowchart.

Response Booklet.

L S
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Grades 4-5

Form XXX Test Booklet
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Completing Demographic Information
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Grid the date testing began for student.
Do not grid the student’s date of birth

Valid Dates:
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Completing Demographic Information
&= WIDA

Front Cover

Date of Testing

Tier A

ACCESS..:.-
Listening, Reading, and Writing
Form XXX Test Booklet

Grades 4-5

fldoe.org
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Completing Demographic Information
Back Cover

District Name (Code)
e Starting at the left, print the district two-digit code number, putting one
number in each box. Leave the 16 remaining boxes blank.

School Name (Code)
e Starting at the left, print the school four-digit code number, putting one
number in each box. Leave the 14 remaining boxes blank.

DISTRICT NAME SCHOOL NAME

ol LT zay | ERERERR

Continued on next slide
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Completing Demographic Information
Back Cover (cont.)

o DRC
Native (Home) Language o e

e Starting at the left, print the student’s e =
native language two-letter code (as = =T ==
defined in the State-Specific Directions), | Fame====T | |: =
putting one letter in each box (i.e., — ) =

T Dt 77 L [ singe s

Spanish = SP). Leave the two remaining = [
boxes blank. =
WL =

NATIVE LANGUAGE

SP[ [ |

State Name Abbreviation
* Print the two-letter (FL) state name STATE NAME ABBREVIATION
abbreviation for Florida. I\

Continued on next slide
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Completing Demographic Information

Back Cover (cont.)

Grade Level
* Select the grade level for the student.
Important: Incorrect grade level will impact reporting.

Length of Time in LEP/ELL Program
e Starting at the left, fill in the number of years
(rounded down) a student has been enrolled in an
LEP or ELL program. If the student has been in the
program less than a year, fill in 00; one year, 01; two
years, 02; etc. Fill in one bubble in each column.

Continued on next slide
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Completing Demographic Information
Back Cover (cont.)

Gender
* Fill in the M bubble if the student is male, or the F bubble if the student is female. GENDER
® ®
IEP Status
* Fillin the Y bubble if the student has been identified as having an Individualized IEP STATUS
Education Program under the Individuals with Disabilities Education Act. ®
Title Il Sta.tus | | o | | TITLE I STATUS
* Fillin the Y bubble if the student is part of the district’s Title I1l, ESSA allocation.
&
Migrant
- . . , . . MIGRANT
* Fillin the Y bubble if the student is defined legally as a migratory agricultural worker
under ESSA 2015. Classification as a migratory child requires the National Certificate of ®
Eligibility (COE) form to be on file.
504 PLAN
504 Plan ®

* Fillin the Y bubble if the student has been identified as having special educational
needs as defined in the Rehabilitation Act and Americans with Disabilities Act.

Continued on next slide
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Completing Demographic Information
Back Cover (cont.)

RACIAL/ETHNIC GROUP

Part 1—Select 1 ethnicity that applies.
Racial/Ethnic Group ® tispaic/atin

* Part 1: If a student is Hispanic/Latino, fill in the Y bubble. PortaSelcct AL races el avoh

(¥) American Indian/Alaskan Native
* Part 2: Select all races that apply for the student. @ Asian
(Y) Black/African American
() Pacific Islander/Hawaiian
Birth Date @ White
» Starting at the left, bubble in the student’s birth date.
BIRTH DATE DATE FIRST ENROLLED
U.S. SCHOOL
M m[o[D[Y[Y Y Y| |[mMDD[Y[Y]Y]Y
i " YoJololoX X 1o/ B Jox Joror Jolo)
Date F|_rst Enrolled U.S. School AL | -80S0
» Starting at the left, bubble the date the student enrolled |@2@0®0®86006 @EEOO®OGOQE
_ oJoJoJoleelole]lllelelelololelele)
in a U.S. school. ofoloJoloJolol JMlofolol YoloYoX
PEEEOEO6| [PCEEE®E®®
PEEBEOO6| (PPEEEOO®®
olololololelelolll[6lolalelelolate)
oY Jolololololoill(e] Yolololololo)
PEEEEEEE| (PEPEEEEE®E

Continued on next slide
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Back Cover (cont.)

State Student ID Number

* For students who do not receive a Pre-ID label,

only the numeric characters of the Florida
Education Identification (FLEID) assignment
must be hand-gridded on the test booklet.

* Important: Do not include the "FL" in this field.

State Defined Optional Data
* Leave this field blank.

District Student ID Number
* Grid and bubble the District Student ID
Number.

District Defined Optional Data

* Leave these fields blank, unless directed
otherwise by the district assessment
coordinator.

Completing Demographic Information

STATE STUDENT ID NUMBER STATE DEFINED OPTIONAL DATA
[
V2 Sk N3] [ [ |[ [
@@@@@@@@@@@@@@@ (ORO)
. FONORORORONOROROR - NONORONOXOIRIOR"
O JORONONORORONORON NONONONOIRIO]
OROK JORORORORONONOJOX JOROXOIRIO]
OROROR  JORORORCRORONCRORONONOIRIO)
e EEEE®®E|®
IOROROROCROK - JOROCROROXOCRORORCIOIRIO)
GO @OOOOOROO |G
ORORCRORORONOK  JOROROXOROROXO)
(OROJOROROROROROK: NOROJORONORO)
DISTRICT STUDENT ID NUMBER DISTRICT DEFINED OPTIONAL DATA
[ 11 [ ] (T[]
(ONORORORORONOROROROROROROROXOIRICK
OJORORORORONORORORONOROROROIOIRIONO,
ONORORONORONONORONONORONOROXO| RIONO)]
ORORORORONONONOROROROROROROROINIONO]
OROROROROROROROROROROROROROXOIRIOKO)
ONORORCNORONORONOROCRORCRCROXOIRIONO]
ORCRCRCRGRCRCECRORCROXOROROXCIRICKO!
DO |G
CNOROXORORONORORORORORCRORORO)!
ONORORORORONOROROROROROROROROIRIOKO!
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Completing Demographic Information

Back Cover (cont.)

SCHOOL USE ONLY

LIEP Classification

LIEP CLASSIFICATION

* Fillin the bubble next to the Language Educational Program (LIEP) X
Classification that best applies to the student.

*  For a cross-walk of Florida instructional model/approach and the LIEP
Classifications, please refer to the Spring 2021 Florida ACCESS for ELLs
Test Administration Manual.

* Note: EL Bilingual, Mixed Class with Native Language Support, No
Support Provided, and Parental Refusal are not applicable LIEP

EL Bilingual
Mixed Bilingual
EL-Specific Transition Instruction

Mixed Classes with Native Language
Support

EL-Specific with English-only Support
Mixed Classes with English-only Support
No Support Provided

Classification codes for Florida.

XXoo Xoe

Parental Refusal of Services

Accommodations

* Fill in the bubble next to any accommodation that applies to the
student even if a Pre-ID or District/School label is affixed to the
student response booklet.

* For detailed information on the available accommodations for each
assessment, please refer to the 2021 Florida ACCESS for ELLs

Accessibility and Accommodations Supplement.

Continued on next slide
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Completing Demographic Information
Back Cover (cont.)

Do Not Score This Section For This Student
* Filled-in bubbles in this field indicate a special circumstance. If any of these
bubbles are filled in, the student will receive a score of “NA” for that domain.
* The test administrator should discuss any situation that may involve gridding a Do
Not Score Code with the school assessment coordinator.
* Important: Do Not Score Codes are not the same as the Do Not Process label.

0o Not Score This Section For This Student
(See the Test Administrator Manual
for detailed instructions)

SO ® W G
w o @ @ G
DECL ® W ®
s ® @ ®

Continued on next slide
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Completing Demographic Information

Back Cover (cont.)

Do Not Score Codes

Absent (ABS): Absent indicates the student was absent for a domain of the test; if so, fill in the
appropriate bubbles for the domain the student did not take.

Invalidate (INV): Invalidate indicates that even though a student may have completed some or
all of the test items, the testing was not valid. For assistance identifying circumstances when
invalidations in an appropriate course of action, please review section 4.7 of the Spring 2021
Florida ACCESS for ELLs Test Administration Manual.

Declined (DEC): Declined indicates a student refused to test. This annual state assessment is
NOT an optional activity. It is a required activity. A student cannot opt out of the state’s annual
assessment. This indicator is used only when a student refuses to participate even after the
test administrator has made several attempts to engage the student in the assessment. In this
event, fill in the appropriate bubble(s).

Exemption (SPD): Deferred Special Education/504 indicates that an IEP or 504 team
determined that the student should defer participation from one or more of the domains of
this test; if so, fill in the appropriate bubbles.

N 2\ FLORIDA DEPARTMENT OF
EUUCALL 1\)1\

© 2020 Board of Regents of the University of Wisconsin System



Do Not Process labels

100000

20XX-20XX WIDA ACCESS for ELLS 2.0

DO NOT PROCESS

0

D59EXXXNOTSCORE 240820,:081500.44

Guidelines

‘ Grades 4-5 | Tier A

Ac c Ess for ELLs®

Listening, Reading. and Writing
Form XXX Test Booklet

DO NOT PROCESS

20XX-20XX WIDA ACCESS for ELLS 2.0

 Place on top of other labels in the upper right-hand corner, if needed.

 Will not be scored; do not use this label to invalidate a test.

 For use on damaged booklets that should be returned to DRC (Except
bodily fluids).

 Transcribe student responses to a new book, if needed.

© 2020 Board of Regents of the University of Wisconsin System
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Preparing the Room for Testing

* The test should be administered in a room that has comfortable
seating, good lighting, and sufficient workspace. Make sure to
follow your school’s Covid prevention guidelines.

* Make sure that the room is adequately ventilated and free of
distractions.

 Remove or cover all visual aids on student desks and in the
room, such as posters showing reading or language arts
concepts.

* Note: Alternate ACCESS for ELLs test administrators ONLY have the
option to leave material uncovered should covering the print on the
walls be considered significantly disruptive for the student.

Continued on next slide
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Preparing the Room for Testing (cont.)

* "Do Not Disturb" and "No Electronic Devices" signs must be placed on the

outside of each testing room door during test sessions. (Available in the
State-Specific Directions)

* Have a watch available or make sure there is a functioning clock in the
testing room.

WIDA

FLORIDA DEPARTMENT OF
EDUCAITLLIOIN
——fldoc.org

FLORIDA

DRC

administration of the ACCESS

AN

& @moomy DRC
TESTING

A\

Please
Do Not Disturb

-

DRC

No Electronic
Devices

@

Permitted During

Testing

~

J
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Kindergarten
Set-up on Table

Do not leave materials
unattended before or
after testing.

 Keep cards in order
within the pouch.

 Make sure to follow your
school’s Covid

prevention guidelines.

FLORIDA DEPARTMENT OF

EDUCATION

== WIDA
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Speaking (Grades 1-12)

Set-up on Table

The test administrator should
sit at a right angle to the
student, rather than across
from or next to the student.
Test administrators must
assemble the materials
needed to administer the test.
All students should be tested
in the same manner.

Make sure to follow your
school’s Covid prevention
guidelines.

CD Player/
Laptop

Student
Response
Booklet

Speaking Test
Booklet

FLORIDA DEPARTMENT OF

EDUCATIQN
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Listening, Reading, and Writing (Grades 1-12)

Group Administration

Arrange the room so that each student will

have enough workspace for the test materials.

There must be sufficient space between
students to prevent cheating.

Make sure that students are not facing each
other when seated at tables and are not in
seating(stadium or staggered) that allows
them to view another student’s answers.

All students should be tested in the same
manner.

Make sure to follow your school’s Covid
prevention guidelines.

© 2020 Board of Regents of the University of Wisconsin System
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Security Log

* Ensure that proctors and anyone who enters your room for
the purpose of monitoring the test sign the Security Log.

 Complete testing information for each session.
* Available in the State Specific Directions

< ) . —— e
WIDA DRC b3 Y LLUCATIRN DRC

FLORIDA DEPARTMENT OF

EDUCATION .

T fdoeon 2021 ACCESS for ELLs Security Log
Room

FLORIDA
STATE SPECIFIC DIRECTIONS est Adminisirators) assigned (o menitor this room for ANY

ment Coordinator,
ACCESS for ELLs Administration (2020-2021) ) length of time, ‘entering and exiting the room.

el
e this log
Date | Test Domain/Grade| TimeIn | Time Out Print Name Signature
for ot st 3 pm
am am
. pm pm
am am
pm pm.
sun | tnd am am
T | & pm pam
7 am
pan
am.
pm
am
pm
a

District: Schaol:

b

Florida Department of Education (FDOE)
ACCESS for ELLs Website
ssments/k-12-student.

(http://www fidoe

TOOE Test Adminatration 3nd Securty Agreement

e 3 WIDA Secure n 12
it print,

BEEH

llllllll

B5|EE|FEEE
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During the Test

Make sure the Student Response Booklet has the correct
student name and Tier (if applicable).

Ensure all students have a number 2 pencil to complete
responses in the Student Response Booklet.

If a break is needed during Kindergarten ACCESS for ELLs, do so
between Part C and Part D.

It is important to not mix tiers during ACCESS for ELLs Paper
testing.

For Alternate ACCESS for ELLs, each test section should be
administered in a separate testing session.

Continued on next slide
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During the Test (cont.)

Z=WIDA

Ensure that proctors and anyone who enters your
room for the purpose of monitoring the test sign the
Security Log for your testing room.

Follow the Test Administrator Script exactly.

Open the Student Response Booklet to the correct
page.

Always maintain test security; report security
violations or invalidation concerns to the school

assessment coordinator.

© 2020 Board of Regents of the University of Wisconsin System



After Testing

Collect all materials from all students.

Review the front and back covers of test booklets
once more for any errors or discrepancies in student
information.

Confirm all necessary fields are completed and all
necessary labels are correctly affixed to Student
Response Booklets.

Ensure all booklets are in proper condition to be
returned with no loose or damaged pages.

Return test materials to the school assessment
coordinator or store the booklets in a secure area
until they can be handed over to the school
assessment coordinator.

© 2020 Board of Regents of the University of Wisconsin System
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Make-up Test
Administration Policies

Make-up testing may begin on the second day of testing and
continue throughout the administration window.

All security and administration procedures must be followed
while conducting make-up sessions.

Secure materials must be returned to the School Coordinator and
placed in locked storage after ANY administration, initial or make-

up.

-y 5 N\
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Test Invalidation

District assessment coordinators should advise schools of the appropriate course of
action if invalidation is being considered. Remember that the main purpose of
invalidation is to identify when the validity of test results has been compromised. A test
administrator should discuss any situation involving possible invalidation with the school
assessment coordinator, and the situation should be investigated immediately.

ABS Absent indicates the student was absent for a domain of the test; if so, fill in
the appropriate bubbles for the domain the student did not take.
-~ Invalidate indicates that even though a student may have completed some
2?}0 . _ i or all of the test items, the testing was not valid, and no score should be
; "“m%mmmm INV | reported for that domain. For example, this code can be used if a student
b for detailed instructions) becomes ill during the test or if a student engages in inappropriate testing
0 As© ® @ @ practices.
D] wWo e ® @ Declined indicates a student refused to test. This annual state assessment
D @ @ @ is NOT an optional activity. It is a required activity. A student cannot opt
out of the state's annual assessment. This indicator is used only when a
w0 ® @6 DEC student refuses to participate even after the Test Administrator has made
several attempts to engage the student in the assessment. In this event, fill
in the appropriate bubble(s).
Deferred Special Education/504 indicates that an IEP or 504 team
SPD | determined that the student should defer participation from one or more of
the domains of this test; if so, fill in the appropriate bubbles.

Note: A list of circumstances that may occur and require invalidations can be found in
Section 4 of the Spring 2021 Florida ACCESS for ELLs Test Administration Manual.
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Reason Not Assessed Procedures

It is important to account for all students and their participation in statewide
assessments. If a student is not assessed in one of the test sections (Listening,
Speaking, Reading, or Writing), test administrators must bubble one of the
following reasons in the Do Not Score This Section For This Student box and
return the student response booklet to be processed:

* Absent (ABS) — due to absence, student could not be assessed
* Declined (DEC) — due to refusal, student could not be assessed

* Exempt (SPD) — IEP or 504 determined that the student should defer
participation for one or more of the domains

Note: If a reason is not gridded on the student response booklet and the test
section is blank, it will be processed and receive a blank score.
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Student Transfers

If a student transfers prior to or during the testing
window, please refer to Section 6.3 of the Spring 2021
Florida ACCESS for ELLs Test Administration Manual.

District-to-District Transfers:

* If a student transfers to a new school/district prior to
completing all test domains of ACCESS for ELLs,
contact a Testing Specialist with the following
information:

* Sending and receiving site information
e Student information

* Completed/remaining domains

e Student’s Tier

© 2020 Board of Regents of the University of Wisconsin System
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n arten ACCESS for ELLs

ACCESS for ELLs (Grades 1-12)
Alternate ACCESS for ELLs (Grades
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What to Include in the Return Shipment

Secure Materials to return Materials you do not need to return to DRC
* Student Response Booklets, by grade, in o  Original signed 2021 ACCESS for ELLs Test
plastic bag packages Administration and Security Agreement(s)*
e  All Test Administrator Scripts ®  Original signed 2021 ACCESS for ELLs Test
e  Speaking Test Booklets Administrator Prohibited Activities Agreement(s)*
e Listening and Speaking Tests CDs e Completed 2021 ACCESS for ELLs Security Log(s)™*
¢  Allused and unused large print and braille ®  Original signed 2021 ACCESS for ELLs

test materials Security Checklist(s)*

e  Alternate ACCESS for ELLs WIDA Test Session Forms*
Listening/Reading/Speaking Test Booklets Completed Test Materials Chain of Custody Form

¢ Kindergarten ACCESS for ELLs ancillary Seating Charts, as required by your district
materials Packing Lists, if applicable

Return Kit Materials (Bags, Ties, Return Shipping

Labels)

® TUSED Student Planning Sheets (must be destroyed
locally in a secure manner)

Unused Pre-ID and District/School Labels
These labels may or may not be returned depending on your district’s material security policy.

* These documents can only be destroyed in a secure manner after scores for the 2021 ACCESS for ELLs
administration are reported.

UPS Return Window:
January 26 — March 19, 2021

© 2020 Board of Regents of the University of Wisconsin System
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If a large print or braille accommodated format has student
responses, the test administrator must transcribe the student’s
exact responses into a standard version test booklet within 48
hours of testing. Transcription guidance is provided in the 2021
Florida Accessibility and Accommodations Supplement.

» Affix assigned Pre-ID label and grid the Accommodation
in Box 20 of the student response booklet.

* Large print and braille test booklets can be folded to fit
inside regular boxes.

Important: Student responses not transcribed into a standard
booklet will NOT be scored.

© 2020 Board of Regents of the University of Wisconsin System
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20202021
Florida Accessibility
and
Accommodations
Supplement

ACCESS for ELLs Paper
Kindergarten ACCESS for ELLs
Alternate ACCESS for ELLs

ACCOMMODATIONS
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Labeling Boxes for Return, via UPS

All boxes must have a UPS

Return Shipping label Schools contact SAR Twin Lakes

(white) and DRC Return fm: ad.ditional Return Labels and
Shipping label (orange) Shipping Labels at 754 321 4254
affixed. or email at Assessment.

Materials@BrowardSchools.com

DRC Customer Support via email at WIDA@datarecognitioncorp.com
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Return Shipping Methods

Broward County schools will be returning ACCESS test
materials vis UPS.

Regardless of return shipping method, all secure materials
must be returned by Friday, March 19, 2021.

Refer to the Return Materials Kit for instructions and return shipping labels.

Student Assessment & Research will provide detailed instructions on
how to return your test materials via UPS.

FWIDA &
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Late and Undocumented Missing Materials

* Materials returned after March 19, 2021, will not be processed with on-
time materials.

* Two weeks after the deadline, a missing materials report is distributed to
the districts who have undocumented missing materials. Schools will be
notified they have missing materials that must be returned to DRC, ASAP.

* If the materials cannot be accounted for, the school principal must provide
an explanation on school letterhead and the district will complete a
Materials Accountability Form and submit the written report to the Bureau
of K-12 Student Assessment.

 When the school finds the materials, they must report this to SAR and
additional DRC Return labels and UPS labels can be requested by
contacting DRC Customer Service at WIDA@datarecognitioncorp.com.
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Let’s Recap

Before

DUring

Review FL-specific
resources and sign
agreements

Complete training

Receive test materials and
report discrepancies

Prepare Test Materials
and Testing Room

Check student’s booklet for
his/her name

Grid Date of Testing

Follow the Test Administrator
Script exactly

Circulate and monitor for
Groups

Complete Security Log

Atter

Collect Test Materials

Review Cover of Test
Booklet for errors

Return secure materials and
report any concerns to
Assessment Coordinator

Transcribe responses from
large print and/or braille
within 48 hours, if
applicable

Return materials to DRC by
March 19, 2021

Maintain Security
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