October 23, 2012

MEMORANDUM

TO:

FROM:

SUBJECT:

Local School District Superintendents and Public School Academy
Directors, District Assessment Coordinators, Michigan Educational
Assessment Program (MEAP) Coordinators, MEAP-Access Coordinators,
and MI-Access Coordinators

James A. Griffiths, Manager, Assessment Administration & Reporting
Office of Standards & Assessment

Fall 2012 Assessment Materials Return - Important Request

The following information is critical to ensuring that all students who tested this fall

receive valid assessment scores. Over the past several weeks, our office has received

an unprecedented number of calls and emails from schools reporting errors in the
building code and/or the grade level reported on student barcode labels. Please
ensure while packing assessment materials for return that all of the following are

accurate.

1) all students have bubbled their responses on the correct grade level
answer document

If the student bubbled his/her responses on the wrong grade level
answer document, the answer document will be invalidated and the
student will be marked “out of level” and will not receive test scores.
This cannot be corrected once the answer document has been
returned! To correct this problem, the student’s responses must be
transferred to the correct grade level answer document before the
materials are returned for scoring. For MEAP and MEAP-Access answers
must be transferred by the student to the correct grade level answer
document while directly supervised one-on-one by a test administrator.
For MI-Access, answers must be transferred by a test administrator.

2) all answer documents have the correct student barcode label affixed

During scanning, student information is captured solely from the barcode
label affixed to the answer document. If an answer document is reused
without the correct student barcode label being affixed (and completely




covering the prior barcode), the resulting score will be attributed to the
wrong student.

3) All students have the correct grade level reported on his/her student
barcode label

If the grade level reported on the student’s barcode label does not match
the grade level answer document to which it is affixed, the student will
be marked “out of level” and will not receive test scores, unless student
record maintenance (SRM) is submitted and certified in the Michigan
Student Data System (MSDS) to correct the student’s grade level within
the appropriate timeframe. NOTE: See #1 above, if it is the answer
document itself that is the wrong grade level, this cannot be corrected
once materials have been returned.

4) all answer documents are returned under the proper grade and subject
header sheet with the correct building code bubbled on the header
sheet and reported on the student’s barcode label

If the district has changed building codes, split buildings, or reconfigured
authorized grades for buildings, the student will need to be moved to the
correct building in the BAA Secure Site and a new barcode label printed
and affixed to the answer document. Failure to do this will result in the
student’s test scores being reported during Tested Roster in the wrong
building.

Thank you for your attention to these important details. We want to ensure that all
students who sat for an assessment this fall receive valid test results and that all
schools and districts are given participation credit for these students’ assessments.

Materials Return Deadlines

The deadline to ship materials without penalty for MEAP and MEAP-Access is
Wednesday, October 31, 2012.

For MI-Access, the last day to ship without penalty is November 14, 2012. However,
districts may elect to participate in MI-Access early returns.

Districts that ship their MI-Access assessment materials by Tuesday,
November 6, 2012 will be able to review their MI-Access Tested Roster for the
full 5-day window.

Districts that ship their MI-Access materials by Wednesday, November 14,
2012 will have 2-3 days to review their Tested Roster.



Tested Roster

Tested Roster for all three fall 2012 assessments will take place Wednesday,
November 28, 2012 through Tuesday, December 4, 2012.

MSDS Student Record Maintenance

The window to update student data in MSDS to ensure correct assessment reporting
and accountability data ends Tuesday, December 4, 2012 (SRM must have “as of”
date between October 3™ and October 26™).



