
OFFICE OF EDUCATIONAL ASSESSMENT & ACCOUNTABILITY Issued: Feb 27, 2025 

SPOT LIGHT 
NEWS 

COLLEGE 
BOARD 

ACT 
WORKKEYS 

ASSESSMENT 
LITERACY 

TRAINING 
IMPORTANT 

DATES 
REMINDERS 

CONTACT 
US 

Wayland Union Schools held their frst district-wide Inclusion Week to promote inclusive practices for students 
with disabilities. “All means all” -- building awareness and success for every student! Photo credit: Elizabeth Stein, 
Communications Specialist 

    

 

 
 
 

Act Now: Share Your Best School Photo Today! 
Don’t miss this opportunity to showcase your school or district! Follow these 
quick steps to submit your photo: 
1. Confrm you have permission to share (per your school/district policies). 
2. Include a caption (180 characters max). 
3. Provide a photo credit (or we’ll credit your school/district). 
Email your photo, caption, and credit to mde-oeaa@michigan.gov now! 
Let’s shine a spotlight on your school—submit your photo today! 

Enjoying this newsletter? 
Click here to subscribe to the 
Spotlight. 

1 DIVISION OF ASSESSMENT, SCHOOL IMPROVEMENT, AND SYSTEMS SUPPORT 

https://public.govdelivery.com/accounts/MIMDE/subscriber/new
mailto:mde-oeaa%40michigan.gov?subject=School%20Photo%20Spotlight
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NEWS INFO 
Closing Soon: Alternate INSIGHT 
Availability Request Form for M-STEP 
and MI-Access 

Assessment Coordinators in schools that will use 
the DRC INSIGHT testing engine for online test-
ing purposes outside of the regular availability 
hours (7:00 a.m. to 4:00 p.m.) must complete an 
Alternate INSIGHT Request Form (https://forms. 
offce.com/g/XUpXwyk2f3). 

The Alternate INSIGHT Request Form must be 
submitted by 5:00 p.m. on Thursday, March 13, 
2025. 

The form is available on the M-STEP web 
page (www.michigan.gov/mstep) and on the 
MI-Access web page (www.michigan.gov/mi-ac-
cess), under the What’s New and Current As-
sessment Administration sections.  
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NEWS INFO 
Post-Test Administration Review Tasks Added to the Lists of Important Dates 

The Offce of Educational Assessment and Accountability (OEAA) has posted dates for OEAA Secure Site 
(www.michigan.gov/oeaa-secure) review task windows for all Spring 2025 assessments. The lists of import-
ant dates below may be accessed in several formats (Google Calendar, Excel Spreadsheet, and PDF) on 
the Assessment Calendars web page (www.michigan.gov/mde-assessmentcalendar). The updated lists of 
tasks are identifed are as follows: 

Assessment(s) Start Date End Date Review Task/Activity Calendar Update 

M-STEP, MI-Access 04/28/2025 06/10/2025 Accountable Students Enrolled and Demographics 

M-STEP, MI-Access 06/03/2025 06/10/2025 Answer Documents Received 

M-STEP, MI-Access 06/03/2025 06/10/2025 Not Tested Students 

WIDA ACCESS, 
Alternate Access 

04/28/2025 06/04/2025 Accountable Students Enrolled and Demographics 

WIDA ACCESS, 
Alternate Access 

05/28/2025 06/04/2025 Answer Documents Received 

WIDA ACCESS, 
Alternate Access 

05/28/2025 06/04/2025 Not Tested Students 

SAT with Essay 04/28/2025 06/10/2025 Accountable Students Enrolled and Demographics 

SAT with Essay 05/27/2025 06/02/2025 Answer Documents Received 

SAT with Essay 05/27/2025 06/10/2025 Not Tested Students 

PSAT 8/9 Grade 8 04/28/2025 06/10/2025 Accountable Students Enrolled and Demographics 

PSAT 8/9 Grade 8 05/27/2025 06/02/2025 Answer Documents Received 

PSAT 8/9 Grade 8 05/27/2025 06/10/2025 Not Tested Students 

PSAT 8/9 Grade 9 05/27/2025 06/02/2025 Answers Document Received 

PSAT 10 05/27/2025 06/02/2025 Answers Document Received 

ACT WorkKeys 05/27/2025 06/02/2025 Answers Document Received 
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NEWS INFO 
New for MI-Access: Rubric for Assign-
ing Students to Alternate Standards in 
Instruction and Assessment 

Earlier this school year, the Michigan Department 
of Education posted this new rubric to the MI-Ac-
cess website  (www.michigan.gov/mi-access)  un-
der the Assessment Training and Resources for 
Educators section. The rubric is designed to help 
Individualized Education Program (IEP) teams 
make data-informed and appropriate decisions 
about the use of alternate standards for instruction 
and assessment. 

As part of the 1% alternate assessment participa-
tion justifcation process, some districts will be en-
couraged to use this rubric to review fagged stu-
dent cases; other districts will be required to do so. 

An online training resource has been added to the 
MI-Access website to provide guidance to districts 
on how to use the Rubric for Assigning Students 
to Alternate Standards in Instruction and Assess-
ment. This video can be accessed directly through 
this link (https://youtu.be/B9qCLKmpeb0). A link 
to the video resource can also be found on the 
MI-Access website. 

Updated Multiplication Table Guidance 

The Multiplication Table Accommodation for the 
M-STEP mathematics assessment (only available 
for use in grades 4-7) must be requested in the Of-
fce of Educational Assessment and Accountability 
(OEAA) Secure Site (www.michigan.gov/oeaa-se-
cure) during the request window, which will open 
on Monday, March 24, 2025. 

Directions for requesting the Multiplication Table 
can be found in the Supports & Accommodations 
Guidance Document (https://www.michigan.gov/-/ 
media/Project/Websites/mde/2020/11/30/Michi-
gan_Accommodations_Manualfnal.pdf). 

Note: Before the request is made, a student’s In-
dividualized Education Program (IEP) or 504 plan 
teams must use the Multiplication Table Guid-
ance Document (https://www.michigan.gov/-/ 
media/Project/Websites/mde/OEAA/Accommo-
dations-and-Supports/Multiplication_Table_Guid-
ance_1.pdf) to guide their decisions regarding the 
assignment and use of the Multiplication Table 
Accommodation for the M-STEP assessment.  

Test results of students who are allowed to use this 
accommodation but do not have an IEP/504 plan 
will be fagged for review by the OEAA. 
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COLLEGE BOARD INFO 
Register for the School 
Test Coordinator Part 2 
Webinar 

On Wednesday, March 5, from 
1:00 to 2:30 p.m., College Board 
will offer the School Test Coor-
dinator Part 2 Webinar for the 
Michigan Department of Educa-
tion (MDE)-provided spring ad-
ministrations of SAT with Essay, 
PSAT 8/9, and PSAT 10. Intended 
for School Test Coordinators, this 
webinar will cover policies, pro-
cedures, student registration, 
digital readiness, room readi-
ness, irregularities, retests, and 
required online training; also, an 
opportunity for Q&A will be pro-
vided. 

Register here (https://bit.ly/3M-
VDUfOn). 

Access to Test Day Tool-
kit and College Board’s 
State Data Management 
System (SDMS) 

School test coordinators received 
access to Test Day Toolkit on 
February 3 and must now add all 
test staff and rooms to Test Day 
Toolkit. School test coordinators 
can also pre-assign students to 
test rooms, if preferred.  

School test coordinators, district 
test coordinators, and Services 
to Students  with Disabilities 
(SSD) Coordinators received ac-
cess to SDMS on February 19. 
In SDMS, these coordinators 
may waive and/or “force match” 
accommodations. Access the 
State Data Management Sys-
tem User Guide (https://www. 
michigan.gov/mde/-/media/Proj-
ect/Websites/mde/OEAA/MME/ 
SAT-Suite/College-Boards-State-
Data-Management-System-Us-
er-Guide-Spring-2025-1.pdf) for 
additional details. 

Student data now appear in 
both Test Day Toolkit and SDMS, 
so coordinators can log in to 
both systems to confrm student 
rosters, accommodations, and 
exam setup statuses. 

All test staff added to Test Day 
Toolkit and SDMS can access 
these systems using their Col-
lege Board professional account. 
These users can sign in to their 
their College Board account 
(https :  //www.col legeboard.  
org/?SFMC_cid=EM1350406-), 
navigate to My Dashboard, and 
look for the “Test Day Toolkit” or 
“State Data Management Sys-
tem” under My Tools and Ser-
vices. 

To register students for the 
Michigan spring SAT Suite of 
Assessments, schools must frst 
Pre-identify (Pre-ID) test takers 
in the OEAA Secure Site (www. 
michigan.gov/oeaa-secure). Col-
lege Board then retrieves this 
Pre-ID data and integrates it into 
SDMS. The registration data is 
combined with SSD Online data 
and transferred to Test Day Tool-
kit and Bluebook for student 
testing.  

Enrollment changes in the Se-
cure Site will appear in SDMS 
within one business day and in 
Test Day Toolkit within two busi-
ness days. 

College Board’s Required 
Online Training 

Questions about the College Board Assessments (PSAT 8/9, PSAT 10, SAT) 
Call: Michigan Educator Hotline at 866-870-3127 (Option 1) 
Email: michiganadministratorsupport@collegeboard.org 

5 

https://bit.ly/3MVDUfO
https://www.michigan.gov/mde/-/media/Project/Websites/mde/OEAA/MME/SAT-Suite/College-Boards-State-Data-Management-System-User-Guide-Spring-2025-1.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/OEAA/MME/SAT-Suite/College-Boards-State-Data-Management-System-User-Guide-Spring-2025-1.pdf
https://www.collegeboard.org/?SFMC_cid=EM1350406-
http://www.michigan.gov/oeaa-secure
mailto:michiganadministratorsupport%40collegeboard.org?subject=
https://michigan.gov/oeaa-secure
www.collegeboard
https://michigan.gov/mde/-/media/Proj
https://www
https://bit.ly/3M


NEWS 
COLLEGE 
BOARD 

ACT 
WORKKEYS 

ASSESSMENT 
LITERACY 

TRAINING 
IMPORTANT 

DATES 
REMINDERS 

CONTACT 
US 

    

 

 
 

 

 
 

 
 

 

 

 
 

 

COLLEGE BOARD INFO 
College Board’s required on-
line training for testing staff will 
become available on Monday, 
March 3, and must be complet-
ed by Friday, March 28. 

Training includes: 
• Policies and procedures for 

SAT School Day testing 
• Using the Test Day Toolkit 
• Requirements for students 

and staff 

Test Staff Requirements: 
• School test coordinators 

(STCs) and proctors are re-
quired to complete their 
training online using their 
College Board profession-
al account. If you don’t al-
ready have a College Board 
professional account, create 
one now (https://cbaccount. 
collegeboard.org/profession-
al/smartRegister); use the 
email associated with your 
profle in the Educational En-
tity Master (EEM).  

• STCs may use the train-
ing completion dashboard 
( h tt p s :  //w w w. m i ch i g a n .  
gov/mde/-/media/Project/ 
Websites/mde/OEAA/MME/ 
SAT-Suite/College-Boards-
Required-Online-Training-
Platform-User-Guide.pdf) to 
monitor test staff training 
completion. 

• Training is required for 
technology monitors. Tech-
nology monitors may com-
plete their designated train-
ing modules online using 
their College Board profes-
sional account or be trained 
on site by their STC, per the 
STC’s discretion. If trained by 
the STC, technology mon-
itors still need to log in to 
their College Board profes-
sional account, select their 
role-specifc training, and 
pass the knowledge check 
before their training can be 
marked as complete. 

• Hall and room monitors 
are required to complete 
training; this can be done by 
viewing the online module in 
their College Board profes-
sional account, being trained 
on site by their STC, or by in-
dependently reviewing the 
Hall and Room Monitor Pow-
erPoint that will be posted 
to www.michigan.gov/mme 
and www.michigan.gov/psat 
by the end of the day on Fri-
day, February 28. 

• Services for Students with 
Disabilities (SSD) Coordi-
nators are not required to 
complete training unless 
they also serve in anoth-
er test staff role for which 
training is required (such 
as STC). If SSD Coordinators 
decide to complete training, 
there is an optional Accom-
modations module available 
to them. 

The online school test coordi-
nator training will take approxi-
mately one hour and 15 minutes 
for new coordinators. Training 
for other roles will take 45-60 
minutes. Training must be com-
pleted in spring even if it was 
completed in the fall.  

continues on page 6 

Questions about the College Board Assessments (PSAT 8/9, PSAT 10, SAT) 
Call: Michigan Educator Hotline at 866-870-3127 (Option 1) 
Email: michiganadministratorsupport@collegeboard.org 
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COLLEGE BOARD INFO 
In addition to completing College 
Board’s required online train-
ing, testing staff must complete 
any required training provided 
by the OEAA. Test coordinators 
are responsible for reading the 
entire Michigan Department 
of Education MDE Assessment 
Integrity Guide (https://www. 
michigan.gov/mde/-/media/Proj-
ect/Websites/mde/OEAA/As-
sessment-Integrity-and-Securi-
ty/Assessment_Integrity_Guide. 
pdf) and completing the MDE 
Assessment Security online 
course (https://michiganvirtual. 
org/course/mde-assessment-se-
curity/). 

Refer to pages 12-14 of MDE’s 
Assessment Integrity Guide
(https: //www.michigan.gov/ 
mde/-/media/Project/Websites/ 
mde/OEAA/Assessment-Integri-
ty-and-Security/Assessment_In-
tegrity_Guide.pdf) for additional 
information about MDE’s re-
quired test security training for 
other testing staff roles. 

Complete College Board’s 
Off-Site Request Form 

Most schools will 
use their own facili-
ties for Spring 2025 
Michigan-provided 
assessments. However, if addi-
tional space is needed or your 
school is virtual, please submit 
College Board’s Off-Site Request 
Form (http://www.sat.org/offsit-
erequest) by February 28, 2025. 
Requests are considered ap-
proved unless you hear other-
wise from College Board.  

State Implementation 
Support Specialists 
(SISSs) 

College Board’s 
State Implementa-
tion Support Spe-
cialists (SISSs) are 
available in Spring 2025 to pro-
vide targeted support to Michi-
gan districts and schools. SISSs 
are hosting weekly virtual Offce 
Hours via Microsoft Teams. These 
Offce Hours will take place ev-
ery Wednesday, through April 2, 
2025, from 2:00 to 3:00 p.m. ET. 

Click here to view each SISS’s 
assigned regions (https://bit. 
ly/4geHBcN) and access the vir-
tual Offce Hours meeting link. 

Questions about the College Board Assessments (PSAT 8/9, PSAT 10, SAT) 
Call: Michigan Educator Hotline at 866-870-3127 (Option 1) 
Email: michiganadministratorsupport@collegeboard.org 
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COLLEGE BOARD INFO 
Spring 2025 Publications 

The following pub-
lications are now 
available on www. 
michigan.gov/mme 
and www.michigan.gov/psat 
webpages: 
• Test Coordinator Manual 
• Proctor Manual 
• Paper Testing Scripts 
• Student Guides 
• College Board Required 

Online Training User Guide 
• SDMS User Guide 
• Off-Site Testing Tips 
• Guidance for Testing 

Students with Extended 
Time Accommodations 

All school test coordinators 
are required to read the Test 
Coordinator Manual (https:// 
www.michigan.gov/mde/-/ 
media/Project/Websites/mde/ 
OEAA/MME/SAT-Suite/Michi-
gan-Test-Coordinator-Manu-
al-Spring-2025.pdf) and Proctor 
Manual (https://www.michigan. 
gov/mde/-/media/Project/Web-
sites/mde/OEAA/MME/SAT-
Suite/Michigan-Proctor-Manu-
al-Spring-2025.pdf). 

Furthermore, all proctors are 
required to read the Proctor 
Manual (https://www.michi-
gan.gov/mde/-/media/Project/ 
Websites/mde/OEAA/MME/SAT-
Suite/Michigan-Proctor-Manu-
al-Spring-2025.pdf). 

Provide students with the link 
to the Student Guides for SAT, 
PSAT 8/9, and PSAT 10 (https:// 
www.michigan.gov/mde/ser-
vices/student-assessment/mich-
igan-merit-examination-mme/ 
sat-suite-manuals-handbooks-
and-guides) before test day. This 
will help them become familiar 
with what’s expected of them 
during the test administration. 

College Board publications will 
continue to be posted to www. 
michigan.gov/mme and www. 
michigan.gov/psat as they be-
come available. 

Questions about the College Board Assessments (PSAT 8/9, PSAT 10, SAT) 
Call: Michigan Educator Hotline at 866-870-3127 (Option 1) 
Email: michiganadministratorsupport@collegeboard.org 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

Testing Staff Requirements 

ACT WorkKeys test coordinators are responsible for selecting their test day staff, using the guidelines 
detailed in the ACT Test Coordinator Information Manual (https://www.act.org/content/dam/act/secured/ 
documents/pdfs/state-district-test-coordinator-paper-test.pdf). The manual is posted on the ACT-hosted 
State of Michigan ACT WorkKeys State Testing website (http://www.act.org/stateanddistrict/michigan) on 
the WorkKeys on Paper page in Step 5: Administration and on the MME web page (www.michigan.gov/ 
mme) under ACT WorkKeys (Work Skills Assessment). 

To protect school staff (including athletic coaches) and their relatives or wards from conficts of interest 
or allegations of impropriety, there are strict guidelines on who may and may not serve as ACT WorkKeys 
testing staff. These guidelines begin on page 14 of the ACT Test Coordinator Information Manual (https:// 
www.act.org/content/dam/act/secured/documents/pdfs/state-district-test-coordinator-paper-test.pdf). 
Student’s scores will be cancelled if any of these policies are violated. 

Test day staff include: 
• ACT WorkKeys Test Coordinator – has overall responsibility for coordinating test site operations and 

ensuring that all students testing at the school are testing under the same conditions as students at 
every other school 

• Substitute Test Coordinator – acts as the ACT WorkKeys Test Coordinator if the original coordinator 
is unable to serve on test day 

• Accommodations Test Coordinator – assists with administering accommodations and English 
learner supports 

• Room Supervisors – assist the ACT WorkKeys Test Coordinator in preparing for test day, checking in 
students, administering the tests, and returning all test materials 

• Proctors – assist the ACT WorkKeys Test Coordinator and Room Supervisors in preparing for test day, 
checking in students, administering the tests, and returning all test materials; also responsible for 
actively monitoring students during testing and reporting prohibited behavior  
(Note: The number of proctors required in a testing room is proportional to the number of students 
testing.) 

The full list of responsibilities for each role listed above begins on page 16 of the ACT Test Coordinator In-
formation Manual (https://www.act.org/content/dam/act/secured/documents/pdfs/state-district-test-co-
ordinator-paper-test.pdf). 

The Michigan Department of Education Assessment Integrity Guide (https://www.michigan.gov/mde/-/ 
media/Project/Websites/mde/OEAA/Assessment-Integrity-and-Security/Assessment_Integrity_Guide. 
pdf), located on the MME web page (www.michigan.gov/mme) in the General Information section, pro-
vides additional guidance on the identifcation of testing personnel. 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

Training Your Testing Staff 

The ACT WorkKeys test coordinator is required to hold a training session before test day to ensure test-
ing staff understand their responsibilities and are prepared for test day activities. In addition, on each 
test day morning, the ACT WorkKeys test coordinator is required to hold a briefng session to discuss any 
site-specifc information, last minute issues that arise, or any concerns staff members may have. 

All testing staff are urged to become familiar with the test administration resources posted on the 
ACT-hosted State of Michigan ACT WorkKeys State Testing website (http://www.act.org/stateanddistrict/ 
michigan). Refer to the January 30, 2025, Spotlight on Student Assessment and Accountability Newslet-
ter (www.michigan.gov/mde-spotlight) for the list of these important resources. 

A “Training Session Outline” begins on page 21 of the ACT Test Coordinator Information Manual (https:// 
www.act.org/content/dam/act/secured/documents/pdfs/state-district-test-coordinator-paper-test.pdf). 

District and Building Assessment Coordinators are also required to be trained in assessment security by 
completing the Assessment Security Training course (https://michiganvirtual.org/course/mde-assess-
ment-security/) through Michigan Virtual  and by reading the Assessment Integrity Guide (AIG) (https:// 
www.michigan.gov/mde/-/media/Project/Websites/mde/OEAA/Assessment-Integrity-and-Security/As-
sessment_Integrity_Guide.pdf). 

Test Administrators and Proctors must take the course and/or read the “Security for Test Administra-
tors” document related to the assessment being administered, which can be found in the AIG. District 
and Building Coordinators must determine which training method is best for their testing staff and are 
responsible for ensuring that the training is delivered. 

Other staff with access to secure materials can satisfy the assessment security training requirement by 
reading “Keeping Assessment Materials Secure” instructions found in Appendix E of the AIG. 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

ACT WorkKeys Test Materials Shipments 

Secure and non-secure standard time and accommodations materials will be shipped for 
delivery in the week selected by the school during the Manage Participation process. 
• Test Window 1:  Week of March 3 or March 10 
• Test Window 2:  Week of March 17 or March 24 

The standard time and accommodations materials will be shipped in separate sets of boxes and may be 
delivered on different days within the selected delivery week. 

Refer to the Spotlight newsletter - February 20, 2025 issue (https://bit.ly/4h0msng)for additional informa-
tion about tracking information and test material check-in resources. 

Important: Each box of secure test materials will include a Test Date Flyer that details the valid test dates 
of the enclosed materials. Be sure to use these materials only during the designated test window. The 
use of test materials outside of their designated test window will result in a misadministration and 
students will not receive scores. 

Pre-Recorded Audio Forms 

Pre-recorded audio forms will be delivered to WorkKeys Test Coordinators via a secure URL 
approximately 10 days prior to the administration. 

Refer to the Spotlight newsletter - February 20, 2025 issue (https://bit.ly/4h0msng) for 
additional information about the pre-recorded audio forms. 

Ordering Additional ACT WorkKeys Test Materials 

If after checking in your test materials you fnd the number of students scheduled to test exceeds the 
number of test materials received, order additional ACT WorkKeys materials through the OEAA Secure 
Site (www.michigan.gov/oeaa-secure), from March 14 through March 20, 11:59 p.m. ET. Do not submit 
additional materials orders in PearsonAccessnext. 

Instructions for the Additional Material Order function can be found on the Secure Site Training web 
page (www.michigan.gov/securesitetraining). 

If a new student arrives in your school, pre-identify their student data in the OEAA Secure Site (www. 
michigan.gov/oeaa-secure) and print a barcode label locally; you can use either the blank page of labels 
that ACT will include with your test materials, or a white label you have purchased elsewhere. 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

ACT WorkKeys Training Webinars 

The ACT-hosted training webinar on February 5, 2025 provided an overview of how to ad-
minister the WorkKeys assessments. You may view the webinar on-demand here (https://bit. 
ly/3DYhnOs). 

This webinar will be repeated on March 5, 2025, 3:30-5:00 p.m. ET. To attend online, register 
here (https://bit.ly/4ar6n8p 

ACT WorkKeys Spring 
2025 Schedule of Events 

ACT WorkKeys Spring 2025 
Schedule of Events (https://con-
tent.act.org/michigan/r/Sched-
ule_of_Events_for_WorkKeys_-_ 
Michigan_-_Spring) is posted on 
the ACT-hosted State of Mich-
gan ACT WorkKeys State Test-
ing website (http://www.act.org/ 
stateanddistrict/michigan) on 
the WorkKeys on Paper page. 

ACT WorkKeys List of 
Important Dates 

ACT WorkKeys List of Im-
portant Dates (https://www. 
michigan.gov/mde/-/media/  
Project/Websites/mde/OEAA/As-
sessment-Calendars/ACT_Work-
Keys_list_of_Important_Dates. 
pdf) is posted on the MME web-
page (www.michigan.gov/mme). 
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TRAINING 
College Board Webinar: School Test 
Coordinator, Part 2 
• Wednesday, March 5, 2025, 1:00–2:30 p.m. 
• for School Test Coordinators, District 

Test Coordinators 
• Register here (https://bit.ly/3MVDUfO) 

ACT WorkKeys Webinar: Paper Testing 
Webinar 1 
• Thursday, March 6, 2025, 3:30–5:00 p.m. 
• for School Test Coordinators 
• Register Here (https://bit.ly/4ar6n8p) 

IMPORTANT DATES 
FEBRUARY 2025 

28 Early Literacy and Mathematics Benchmark Assessments Create/Manage Online Test 
Sessions in DRC INSIGHT Portal. Ends: May 30, 2025 

28 SAT, PSAT 10, PSAT 8/9 for Grades 8 & 9 Request Off-Site Testing. Ends: February 28, 2025 

MARCH 2025 

Alternate INSIGHT Availability Request form for DRC INSIGHT test engine availability out-13 
side of 7:00 am - 4:00 pm during the testing window. Ends: March 13, 2025. 

ACT WorkKeys Additional Material Ordering Window (Standard Time and Accommodations) 20 
for Test Window 1 and Test Window 2. Opens: March 14, 2025  Ends: March 20, 2025 

WIDA ACCESS Additional Material Order Window in WIDA AMS. Ends: March 28, 2025 28 

APRIL 2025 

WIDA ACCESS for ELLs/WIDA Alternate ACCESS for ELLs Test Window. 
Ends: April 4, 2025 

04 
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OFFICE OF EDUCATIONAL ASSESSMENT & ACCOUNTABILITY 

OEAA ABBREVIATIONS 
A rotating list of OEAA abbreviations frequently used in Spotlight 

Issued: Feb 27, 2025 

Acronym Name Acronym Name 

IEP Individualized Education Plan SISS State Implementation Support 
Specialists 

LID List of Important Dates SSD Services for Students with 
Disabilities 

SDMS State Data Management System STC School Test Coordinators 

OEAA PHONE TREE OPTIONS 
Option 1 - For inquiries related to state assessment policy; the OEAA Secure Site; administration of the 
M-STEP, MI-Access, Early Literacy and Mathematics; and Accountability Reporting 
Option 2 - For inquiries related to the SAT, PSAT, or WorkKeys testing: 

Option 1 - eligibility to test and the OEAA Secure Site 
Option 2 - administration of the College Board assessments (PSAT 8/9, PSAT 10, SAT) 
Option 3 - administration of the WorkKeys work skills test 

Option 3 - For inquiries related to WIDA, the English Language Learner assessment; Call 866-276-7735 for 
assistance with the WIDA Screener and the WIDA Secure Portal 

Option 4 - For all other calls 

Option 5 - To report known unethical testing practices by a school on any state assessment 

Option 6 - To repeat these options 

Questions or Comments? 
Contact MDE at: 

Mail: 608 W. Allegan St., PO Box 30008, Lansing, Michigan 48915 
Assessment Questions: mde-oeaa@michigan.gov 

Accountability Questions: mde-accountability@michigan.gov 
Phone Assistance: 877-560-8378 

Website: www.michigan.gov/oeaa 14 
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