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          Massachusetts  

   School and District ACCESS for ELLs  

      Planning Guide During COVID-19 
 

DESE is issuing this guide to help districts with health, safety, and logistical considerations as they either continue 

with or prepare for administering ACCESS for ELLs to more students over the next several months. School and 

district test coordinators can use this document to plan for and continue their safe and efficient 2021 ACCESS for 

ELLs and Alternate ACCESS for ELLs in-person test administrations. Please use the following guiding questions and 

considerations to develop or enhance the district and/or school plan to administer these tests. You may also wish 

to review the EL Assessment Update – Preparing for Testing (December 11, 2020). 

I. Health and Safety Guidance and Protocols 

The Department of Elementary and Secondary Education (DESE) has made available on its website the following 

documents that discuss in detail the COVID-19 health and safety protocols in schools and districts: 

• Initial Fall School Reopening Guidance (June 25, 2020); 

• Fall Reopening Facilities and Operations Guidance (July 22, 2020); 

• Fall Reopening Transportation Guidance (July 22, 2020); 

• Protocols for Responding to COVID-19 Scenarios (December 16, 2020);  

• WIDA’s Assessment Best Practices during COVID-19.  

As you prepare for ACCESS testing, please be sure to consult and follow up-to-date state and local health and safety 

guidelines, including information listed on DESE’s COVID-19 website.  

As you develop your district and/or school plan for testing, it is important to consider the following: 

 Who will be responsible for ensuring that health and safety precautions are followed? 

 Is a plan in place at the school, and is staff aware of the approved protocols, in the event a student 

becomes ill during testing? 

 Who will be responsible for cleaning devices, equipment, and materials before, during, and after testing? 

 What additional supplies may be needed at the testing site due to COVID-19 health and safety protocols 

(e.g., extra masks and hand sanitizer)? 

  “Students and staff are required to exercise hand hygiene (handwashing or sanitizing) upon arrival to 

school, before eating, before putting on and taking off masks, and before dismissal . . . If handwashing is 

not feasible, hand sanitizer with at least 60 percent ethanol or at least 70 percent isopropanol content 

can be used.” For more information, please see Initial Fall School Reopening Guidance. 

 The requirements for use of masks and face coverings for students are shown below: 

o DESE’s guidance provides detailed information regarding masks/face coverings, including that 

“students in grade 2 and above are required to wear a mask/face covering that covers their nose 

and mouth at all times, with the exception of meals and mask breaks. Whenever possible, 

students in pre-kindergarten through grade 1 who can safely and appropriately wear, remove, 

and handle masks should do so.”  

o “Exceptions to mask/face covering requirements must be made for those for whom it is not 

possible due to medical conditions, disability impact, or other health or safety factors,” as 

described in the Initial Fall School Reopening Guidance (June 25, 2020) and Frequently Asked 

Questions (September 21, 2020) . 

o As described in WIDA’s Assessment Best Practices during COVID-19, “whenever possible, have 

students continue to wear masks throughout testing, even during the Speaking test.” Encourage 

students to speak loudly and clearly into their microphones. During the Speaking test, masks 

https://www.doe.mass.edu/news/news.aspx?id=26292
https://www.doe.mass.edu/covid19/return-to-school/
https://www.doe.mass.edu/covid19/on-desktop/2020-0722facilities-operations-guide.docx
https://www.doe.mass.edu/covid19/on-desktop/2020-0722transport-guide.docx
https://www.doe.mass.edu/covid19/on-desktop/protocols/
https://www.doe.mass.edu/covid19/mcas/assessment-best-practices.pdf
https://www.doe.mass.edu/covid19/on-desktop.html
https://www.doe.mass.edu/covid19/return-to-school/
https://www.doe.mass.edu/covid19/return-to-school/
https://www.doe.mass.edu/covid19/faq/2020-0921faq-installment.docx
https://www.doe.mass.edu/covid19/faq/2020-0921faq-installment.docx
https://www.doe.mass.edu/covid19/mcas/assessment-best-practices.pdf
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must be worn by all students (see the exceptions noted above), including students in 

kindergarten and grade 1, and microphones/headsets must be wiped down with an EPA 

approved disinfectant before and after each use (so there are ideally two wipe-downs between 

each student’s use). See the DESE Guidance for Courses Requiring Additional Safety 

Considerations for Fall 2020 which provides detailed information about shared equipment.  

 How will staff and students receive reminders that anyone who is feeling sick or who is required to 

quarantine should not come to school, either to receive instruction or participate in testing? 

 

II. Logistics Considerations 

Testing Spaces 

 Where will students take the tests?  

o Consider the physical distancing requirements and number of students to be tested concurrently 

when selecting the spaces for testing. 

▪ “Schools should aim for a physical distance of six feet when feasible, and three feet is the 

minimum distance allowed” when combined with the other safety measures outlined in 

the Initial Fall School Reopening Guidance. “Schools should seek to maximize physical 

distance among individuals within their physical and operational constraints.” 

o When selecting testing spaces, consider that test administrators may have to move about the 

testing room to actively monitor testing. 

o Cleaning and disinfecting testing spaces should occur at least daily for shared spaces and 

furniture. For more information about the appropriate cleaning protocols during COVID-19, 

please see the Fall Reopening Facilities and Operations Guidance. 

 Does a compelling reason exist to test an individual student in an “alternate test setting?”  

o If an alternate test setting will be requested, the district must receive DESE approval after 

completing a “Request Permission to Test a Student in an Alternate Setting” Service Now Form.  

Test Session Scheduling 

 What is your plan to complete testing within the testing window (January 7−May 20, 2021)? 

o Consider which students or grade levels will test earlier in the testing window and which will test 

later. 

 Consider administering multiple test domains on a single day so students will need fewer days to 
complete the test. 

o We suggest consolidating test sessions where possible and administering at least two domain 

tests per day. Remember that each domain must be completed on the same day it was started. 

o Educators should consider individual students’ needs, proficiency levels, and a schedule that 

would provide an optimal testing experience for the student.  

o Consider scheduling breaks for students between domains.  

o Remember that students with less English proficiency may take less time to test since they may 

reach their “ceiling” sooner. 

 Does your schedule take into account longer-than-usual test sessions that include breaks to allow staff to 

follow health and safety guidelines for setting up and sanitizing the testing area, equipment, and reusable 

materials? 

 Does your schedule take into account measures designed to prevent crowding in hallways, bathrooms, 

lunchrooms, and other common areas during testing breaks? Please note that if students are eating 

during breaks, they must be at least 6 feet apart since they will not be wearing masks. 

 Does your schedule include make-up sessions for school closures due to inclement weather or for 

students who may have been absent for earlier test sessions? 

https://www.doe.mass.edu/covid19/return-to-school/supplement/additional-safety-guide.docx
https://www.doe.mass.edu/covid19/return-to-school/supplement/additional-safety-guide.docx
https://www.doe.mass.edu/covid19/return-to-school/
https://www.doe.mass.edu/covid19/on-desktop/2020-0722facilities-operations-guide.docx
https://massgov.service-now.com/accessforells?id=edu_req_form&sys_id=d719d567db7b17806152f25bbf96195a
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Testing Accommodations   

 Which students with disabilities will need accommodations for testing? For more information, please see 

the ACCESS for ELLs Principal's Pre-Administration Manual and WIDA’s 2020-2021 Accessibility and 

Accommodations Supplement. Some students may need to be tested individually based upon their 

accommodations.  

 The principal has the discretion to make decisions regarding group size, testing locations, and with which 

test administrator(s) students will be tested, unless the student’s Individualized Education Program (IEP) 

or 504 Plan indicates otherwise. 

Test Materials 

 What is the district’s plan for ensuring that schools and programs have an appropriate number of testing 

materials? 

o Consider ensuring that students have their own #2 pencil for any portion of the assessment that 

requires a written response or for use on personal scratch paper. Have extra pencils available. 

▪ Sharing of materials [such as pencils] is discouraged, but when shared, they must be 

cleaned and disinfected before and after being used by other students. For more 

information about the appropriate cleaning protocols during COVID-19, please see the 

Fall Reopening Facilities and Operations Guidance.    

o Consider ensuring that educators have a personal copy of the following materials, as appropriate: 

▪ Kindergarten Kit: Test Administrator’s Script, Student Storybook, Activity Board, Cards, 

and Card Pouch. 

▪ Paper ACCESS for ELLs: Test Administrator’s Script, Listening and Speaking CD, Speaking 

Test Booklet.  

▪ Online ACCESS for ELLs: Test Administrator’s Script. 

▪ Alternate ACCESS for ELLs: Test Administrator’s Script. 

 Does your school need to order additional materials to supplement the initial materials order?  

o Your school should have received its initial materials order shipment on January 4, 2021. As of 

that date your school may begin ordering additional materials in WIDA AMS so that you have an 

appropriate number of testing materials. Shipments of additional materials ordered by the school 

will arrive in about 4-5 days. 

o Remember that the initial materials order includes an overage of materials that should be used 

prior to placing an additional materials order. 

Special Considerations for Kindergarten ACCESS for ELLs and Alternate ACCESS for ELLs 

 Consider putting Kindergarten ACCESS assessment cards and storybooks, Alternate ACCESS booklet 

pages, and other reusable materials into page protectors, clear plastic, under a transparent overlay, or in 

laminated plastic, all of which must be cleaned and disinfected between uses. Do not modify test 

booklets in which students will respond in writing that will be returned for scoring. 

 Students can use their pencils as pointers to indicate their answers in the Alternate ACCESS test booklets, 

on the K ACCESS cards, or in the K ACCESS storybooks, instead of using their fingers.  

Test Administrators 

 Who will serve as the school’s ACCESS test administrators? 

o Requirements for who can serve as test administrators are available in the ACCESS for ELLs 

Online Checklist and ACCESS for ELLs Paper Checklist. 

https://www.doe.mass.edu/mcas/access/ppam.docx
https://wida.wisc.edu/sites/default/files/resource/ACCESS-Accessibility-Accommodations-Supplement.pdf
https://wida.wisc.edu/sites/default/files/resource/ACCESS-Accessibility-Accommodations-Supplement.pdf
https://www.doe.mass.edu/covid19/on-desktop/2020-0722facilities-operations-guide.docx
https://wida.wisc.edu/sites/default/files/checklists/MA-online-checklist.pdf
https://wida.wisc.edu/sites/default/files/checklists/MA-online-checklist.pdf
https://wida.wisc.edu/sites/default/files/checklists/MA-paper-checklist.pdf
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o All test administrators must have a WIDA personal account in order to take the WIDA training 

courses on the WIDA Secure Portal and must pass the certification quiz for the test(s) they will 

administer. 

o Consider adding other staff (e.g., SEI endorsed content teachers) to serve as test administrators 

to increase the number of concurrent test sessions and students you will be able to test, and to 

allow for staff absenteeism due to illness or quarantine.  

o Paraprofessionals and other non-professional staff may administer the tests provided they are 

trained, have passed the required test administrator quizzes, and are supervised by a qualified 

test administrator. Staff not directly employed by the district may NOT administer the tests. 

 To the extent possible, avoid having test administrators share materials. Manuals as well as some test 

materials are available on the WIDA Secure Portal and can be printed as needed. See WIDA’s Assessment 

Best Practices during COVID-19 for a list of materials available on the WIDA Secure Portal. 

 Communication with Families 

 How will you inform parents about the plan to test their child, including the testing schedule, health and 

safety protocols, school contact person, transportation, and the reasons their child is being tested? 

o Materials and information should be conveyed to parents in the language of the students’ home. 

Transportation to and from School 

 Districts are required to offer transportation to students in accordance with state and federal laws. For 

more information about transportation requirements, please see the Pupil Transportation Guide and Fall 

Reopening Transportation Guidance. 

 Will the child use transportation arranged by the district to come to school, or will a family member or 

someone else bring the child to the testing site? 

o Consider scheduling siblings or other household members for testing on the same day.  

 If parents are bringing their child to the testing location, will parking be available?  

 If students arrive early at the testing location, where will they wait? 

 What will you do if a child does not arrive at the testing location at the scheduled time? 

o Consider having a communication plan to contact families for follow-up and rescheduling if 

necessary.  

 If parents bring their child to the testing site and wish to wait onsite to take their child home after 

testing, where will the parents wait? 

 If family members do not wait onsite and are not available for student pick-up when testing is complete, 

where will the students wait? What is the protocol for contacting the student's “ride home?” 

Technology 

 Which devices will be used for testing? 

o Consider developing guidance for students using school-issued devices at home to bring these to 

the school on or before the day of the test. 

o Consider asking students to bring personal headphones if they have them to reduce the need for 

use between students. See WIDA’s ACCESS for ELLs Headset Specifications in the WIDA Secure 

Portal Download Library.  

▪ See the DESE Guidance for Courses Requiring Additional Safety Considerations for Fall 

2020 which provides detailed information about “shared equipment,” including that it 

“should be wiped down before and after each use with an EPA approved disinfectant (so 

there are ideally two wipe-downs between each student’s use).” 

https://wida.wisc.edu/login
https://www.doe.mass.edu/covid19/mcas/assessment-best-practices.pdf
https://www.doe.mass.edu/covid19/mcas/assessment-best-practices.pdf
https://www.doe.mass.edu/finance/transportation/
https://www.doe.mass.edu/covid19/on-desktop/2020-0722transport-guide.docx
https://www.doe.mass.edu/covid19/on-desktop/2020-0722transport-guide.docx
https://www.wida-ams.us/Documents/Unsecure/Doc.aspx?id=430a4b96-a38f-4b2d-9107-e85eb62af30c
https://www.doe.mass.edu/covid19/return-to-school/supplement/additional-safety-guide.docx
https://www.doe.mass.edu/covid19/return-to-school/supplement/additional-safety-guide.docx
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 Allow time before testing begins for installation of software updates or installing new software, as 

needed. Review the technology updates reminder from Data Recognition Corporation (DRC) for more 

information on updates and installing software. 

 If testing will occur in multiple locations throughout the building, will there be sufficient bandwidth for 

testing? Remember that additional bandwidth will be needed to conduct testing beyond that which is 

normally required to provide remote instruction. 

Material Storage and Security  

 What is your school’s plan for ensuring the security of test materials throughout the testing window?  

 If a building or district must close for any reason, what is the plan for storing test materials securely? 

o Each building in the district should have a protocol for securing test materials prior to anyone 

leaving the building.  

o Ensure that staff knows who is responsible for filing any needed ACCESS for ELLs Irregularity 

Reporting Service Now forms.  

o If a closure impedes the return of materials by the shipping due date, contact access@mass.gov 

as soon as possible. The Department will provide you with directions on next steps.  

Useful Websites 

 MA DESE ACCESS web page: https://www.doe.mass.edu/mcas/access/  

o EL Assessment Updates 

o Assessment Best Practices during COVID-19 (from WIDA) 

o Principal’s Pre-Administration Manual 

o Service Now forms (requests for Tier Override, Alternate Test Site, reporting Testing Irregularities) 

o Instructions for student transfers during testing 

o WIDA Accessibility and Accommodations Supplement 

o Instructions for creating WIDA personal accounts and WIDA AMS accounts 

o Guidance to Students Prior to Taking the Online Speaking Test 

 MA State page on the WIDA website: https://wida.wisc.edu/memberships/consortium/ma 

o Updated testing schedule (test window, materials ordering, data validation, etc.) 

o ACCESS for ELLs Online and Paper Checklists (Before, During, After Testing checklist for Test 

Administrators, School Test Coordinators, and District Test Coordinators) 

o Identification and Placement Guidance 

o Massachusetts State Specific Directions (in the State Testing Requirements accordion file)  

o 2021 ACCESS for ELLs Test Coordinator Training Workshop Fall 2020 webinar slides (in the 

Manuals, Guides and Workshops accordion file) 

 MCAS testing schedule: https://www.doe.mass.edu/mcas/cal.html 

 MCAS Accessibility and Accommodations: https://www.doe.mass.edu/mcas/accessibility/ 

 DESE COVID-19 Guidance/On the Desktop Messages: https://www.doe.mass.edu/covid19/on-

desktop.html 

Please contact access@mass.gov with questions about ACCESS for ELLs test administration. 

 

 

 

(This document has been adapted from the Michigan Department of Education’s ACCESS Planning Guide) 

http://s2720.t.en25.com/e/es.aspx?s=2720&e=135799&elqTrackId=9006bf4d99a54a5a8c20e728a3d517d0&elq=5dc8c2c550e34154ac9ce8591ecc22a9&elqaid=6821&elqat=1
https://massgov.service-now.com/accessforells?id=edu_req_form&sys_id=c28a0d00dbb75700d272f12cbf96198e
https://massgov.service-now.com/accessforells?id=edu_req_form&sys_id=c28a0d00dbb75700d272f12cbf96198e
mailto:access@mass.gov
https://www.doe.mass.edu/mcas/access/
https://www.doe.mass.edu/mcas/access/?section=archive
https://wida.wisc.edu/memberships/consortium/ma
https://www.doe.mass.edu/mcas/cal.html
https://www.doe.mass.edu/mcas/accessibility/
https://www.doe.mass.edu/covid19/on-desktop.html
https://www.doe.mass.edu/covid19/on-desktop.html
mailto:access@mass.gov

