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• Technology Readiness – DRC INSIGHT 
• ACCESS for ELLs 

• Before ACCESS for ELLs Administration 
• Trainings & Certifications, Materials & Security, Scheduling, Parent 

Communication
• During ACCESS for ELLs Administration

• Test Incident Log, Test Environment, Regenerate Test Tickets, Active Test 
Proctoring, Pre-ID Labels, COVID19 Tracking, Student Status Dashboard

• After ACCESS for ELLs Administration 
• Materials Return, DO NOT SCORE CODES

• State Specific Policy
• Special Education Deferred Code

• Resources
• Open Discussion

Agenda 



•Districts must ensure the DRC INSIGHT Online 
Learning System is configured and installed 
correctly for a successful ACCESS for ELLs Online 
test administration 
• DRC Insight Technology User Guide 
• Site Technology Readiness Checklist for Deploying 

WIDA Online Assessments
• The checklist is designed to identify various factors that a site should 

address to provide a positive student online testing experience.

Insight Technology 
Setup & Readiness
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https://www.wida-ams.us/Documents/Unsecure/Doc.aspx?id=6ca8504f-b345-49d6-b2ba-06a8d95d89a0
https://www.wida-ams.us/Documents/Unsecure/Doc.aspx?id=ab98685f-49d5-4299-bdfc-db824c583c85


Before ACCESS for ELLs 
Administration 
Training & Certification 
Materials & Security
Scheduling 
Parent Communication 
Accessibility and Accommodations 

ELPA Monthly Meeting Series – Ready for Launch – January 2022| 4



https://portal.wida.us/home

WIDA Secure Portal 
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https://portal.wida.us/home


Before Testing
Annual Training & Certification Requirements

•Test Administrators and Test 
Coordinators are required to certify 
annually to administer ACCESS for ELLs 

•Certification must be gained for a 
specific test form

• ACCESS for ELLs Online 
• ACCESS for ELLs Paper
• Kindergarten ACCESS for ELLs
• Alternate ACCESS for ELLs

ELPA Monthly Meeting Series – Ready for Launch – January 2022| 6



• The Assessment Training section of the WIDA Secure 
Portal provides test administration trainings.

• The Assessment Training section also houses the 
certification quizzes, which require completion, prior 
to administering an ACCESS for ELLs test form

• Once on the landing page, filter by ACCESS Topic > select 
Course Details > select Enter Course > Select Begin 
Training

Before Testing
Assessment Training & Certification 
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• Select the “Modules” header to easily navigate to 
specific test form topics or certification quizzes

Before Testing
Assessment Training  & Certification
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Before Testing
WIDA Account(s) Request Form
• New ACCESS for ELLs Test Coordinators / Test Administrators 

can now request a WIDA Secure Portal and/or WIDA AMS 
account via the English Language Proficiency Assessment 
webpage
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https://www.sde.idaho.gov/assessment/elpa/


Before Testing
Material Delivery & Material Inventory

•ACCESS for ELLs Test Materials have been/ are 
currently being delivered to district offices
• UPS tracking numbers sent to DTC email
• District Test Coordinators are encouraged to inventory 

materials to ensure test materials remain secure and 
accounted for during the test window

• Security Checklist
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• Districts should only make a maximum of one 
additional materials order during a testing window
• Check whether materials are available in the WIDA Secure 

Portal for download
• Check the school/districts material overage inventory
• Track and compile all requests that cannot be met with 

district/school overage
• Order additional materials under the “District- Level 

Additional Orders Only Site – WWW” School field I 
WIDA AMS

Before Testing
Additional Materials Order
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• ACCESS for ELLs test material should remain secure at all 
times

• DTCs inventory, disseminate, and track test materials 
throughout the ACCESS for ELLs test window

• SCs and TAs should follow district check-out/check-in procedure 
• Security checklist – Inventory List 

• Test material needs to be securely stored when not in use

Before Testing
Test Security
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Before Testing
Secure Test Material – ACCESS for ELLs Online

• Inventory Test Materials pp. 15-16
• Inventory materials as soon as 

possible and have a checkout 
procedure in place

• Utilize the Packing List
• Utilize the ACCESS for ELLs Security 

Checklist 
• Save boxes, district and school pre-ID 

labels, shipping labels
• Track secure test materials using the 

security barcodes
SDE Test Incident Log: https://apps.sde.idaho.gov/TestIncidentLog/
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https://apps.sde.idaho.gov/TestIncidentLog/


•Student Storybook
•Student Activity Board
•Cards & Card Pouch Booklet
•Test Administrator Script
•Student Response Booklet

Before Testing
Secure Test Materials – KG ACCESS for ELLs
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• If possible, do not administer all four domain tests in one day
• Testing sessions must be domain specific. Never administer 

different domain tests to a single testing group
• Typically, students test in groups specific to an individual tier and 

grade-level cluster. 
• Kindergarten ACCESS for ELLs and Alternate ACCESS for ELLs 

are individually administered tests with unique scheduling 
considerations.

• Alternate ACCESS administered In any order / not timed
• There can be no more than two consecutive school days between 

testing sessions

Before Testing
Scheduling
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• Things to consider while you are scheduling ACCESS for 
ELLs test sessions

• Start testing early in the window
• Schedule time for make up sessions
• Have a procedure to alert the test coordinator when a 

student returns to school and still needs to complete a 
section of ACCESS for ELLs

• Consider the time of day where students perform their best

Before Testing
Scheduling Contingency Plan 

ELPA Monthly Meeting Series – Ready for Launch – January 2022| 16



• District and School Test Coordinator 
Manual 

• Provides an overview of test format 
and approximate times for each 
section of  ACCESS for ELLs

• Each test form has specific 
administrative procedures that must 
be followed

• District/School Test Coordinator Manual
• Kindergarten ACCESS p. 32
• ACCESS for ELLs Online pp. 38 - 40
• Alternate ACCESS for ELLs p. 45

Before Testing
Estimated Test Times
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• Share ACCESS for ELLs test plan and 
schedule with school staff prior to 
administration 

• ACCESS for ELLs Parent Communication
• ACCESS for ELLs Parent Notification Letter 

Template (English / español)

Before Testing
School Staff and Parent Communication
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https://www.sde.idaho.gov/assessment/elpa/files/access/ACCESS-Assessment-Parent-Notification-Letter-Template.docx
https://www.sde.idaho.gov/assessment/elpa/files/access/ACCESS-Assessment-Parent-Notification-Letter-Template-espanol.docx


Before Testing
Accessibility and Accommodations Framework
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• Understand the available supports and 
accommodations on the various ACCESS for 
ELLs test versions

• Students are required to have a documented 
need (IEP or 504 Plan) to receive an 
accommodation

• Students should be familiar with and be receiving 
these supports and accommodations during 
regular instruction 

Before Testing
Accessibility and Accommodations
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• Accessibility and Accommodations Manual provides 
Individual Student Checklist Templates

• Quick guide to determine which accommodations are 
available on each ACCESS for ELLs test version

Before Testing
Accessibility and Accommodations Manual
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During ACCESS for ELLS 
Administration 
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During Testing 
Test Incident Log

•Test incidents (interruptions, improprieties, 
irregularities, or test security violations) must be 
logged within the SDE’s Test Incident Log

• Reference the Assessment Integrity Guide 
• The Test Incident Log can be accessed via the ELPA 

webpage or by logging into the ISEE web application
•Regenerate Student Test Tickets 

• Requires SDE ELPA Coordinator’s review
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https://apps.sde.idaho.gov/TestIncidentLog/Content/files/Assessment-Integrity-Guide.pdf
https://www.sde.idaho.gov/assessment/elpa/


• Incident Management
• When an incident is detected and escalated to the Test Coordinator, the Test 

Coordinator must first assist the Test Administrator to contain the incident as necessary. 
The Test Coordinator then confirms, analyzes, and reports the incident.

1. Test incident 
2. Collect Evidence
3. Determine Incident Type

a. Test Interruption
a. Impropriety (low risk)
b. Irregularity (high risk)

b. Test Security Violation (breach)
a. Test Fraud
b. Test Theft

4. Identify Preventative Measure 

During Testing
Test Incident Log
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• Incident Management
• When an incident is detected and escalated to the Test Coordinator, the Test 

Coordinator must first assist the Test Administrator to contain the incident as 
necessary. The Test Coordinator then confirms, analyzes, and reports the 
incident.

5. Logging Incident 
a. ELPA webpage > ELPA Test Incident Log
b. ISEE web application

6. Filing Test Status Appeal 
a. Affects the status of testing
b. State Coordinator will review & resolve issue

During Testing
Test Incident Log
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• A Tier Report is required for students in grades 1-3 after 
the Listening and Reading sections have been completed

• Define Writing Tier for grades 1-3 students
• Either Tier A or Tier B/C

• Testing groups are composed of the same grade-level cluster 
and Tier 

During Testing
Tier Placement Report (ACCESS Online Writing Section)

ELPA Monthly Meeting Series – Ready for Launch – January 2022| 26



A Tier Report is required for all students after the Listening 
and Reading sections have been completed

• Defines Online Speaking Tier
• Tier Pre-A, Tier A, or Tier B/C

• Students in Tier Pre-A complete the Speaking domain in an 
individual test administration session

During Testing
Tier Placement Report (ACCESS Online Speaking Section)
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• WIDA AMS > Test Management 
> Manage Test Sessions > Show 
Sessions > Identify desired test 
session > Select the View/Print 
Tier Placement icon 

During Testing
Tier Placement Report ACCESS Online 
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• Review the Assessment Observation Checklist
• Place a sign on the testing room door indicating 

testing is in progress
• Remove/Cover classroom posters and linguistic 

supports 
• Review procedure if a students has a question or 

needs to use the restroom
• Outline what students should do after they 

complete the test session

During Testing 
Testing Environment 
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• DTCs will not be able to regenerate test tickets on-
demand

1. Submit a request via the Test Incident Log
• Student EDUID Number 
• School and District 
• Domain 
• Justification for regenerating test ticket

2. ELPA Coordinator reviews the submission and will 
make a determination 

3. ELPA Coordinator will follow up with the DTC via 
email and/or phone

During Testing 
Regenerate Test Ticket
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A key responsibility of a TA during ACCESS for ELLs testing is to 
ensure students are actively monitored during testing and do 

their own work.

The use of unapproved devices during testing or the 
submission of copied or plagiarized responses can result in 

student scores being invalidated.  

During Testing
Actively Monitor Students
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• Pre-ID Label – apply label response booklet 
and bubble the date of testing 

• District/School Label – used because child 
does not have a Pre-ID label or changed 
schools. Apply District/School label (yellow) 
and complete all demographic information on 
back

• DO NOT PROCESS – student responses will 
not be scored

* All student response booklets must have either a 
Pre-ID or District/School label to receive a score

After Testing 
Pre-ID, District & School, And DO NOT SCORE Labels
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During Testing
COVID-19 Tracking

• Tracking COVID-19 Non-Participants Procedures 
Document has been updated and is now available on 
the ELPA webpage

• Record codes within WIDA AMS
• Parent/Guardian Refusal
• District Closure
• Other COVID-19 Scenarios

• ACCESS Participation Rate Appeal must be submitted (May 
23 – June 3)

• Collect all necessary documentation during the ACCESS for ELLs 
window 
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• WIDA AMS > Student 
Management > Status 
Reports 

• Identifies domains started 
and ended

• Track student participation
• WIDA AMS User Guide pp. 

76-81   

During Testing 
WIDA AMS: Student Status Dashboard
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After ACCESS for ELLs Administration 
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• All Materials must be sent back to DRC by March 11, 2022
• Tests can be sent back after they are completed
• Use the DRC boxes and shipping labels sent with the initial materials 

shipment 
• Refer to WIDA AMS User Guide pp. 

• Use Accountability Form to record materials sent back and 
record missing materials 

• WIDA AMS > Materials > Accountability Form
• Report missing materials to SDE via the Test Incident Log

• Review the Materials Receipt Report to confirm all materials 
have been received 

• Test Administration > Materials > Return Materials Receipt Report

After Testing 
Materials Return 
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• All DO NOT SCORE codes must be appealed during the 
ACCESS Participation Rate Appeals window (May 23 – June 3)

After Testing 
DO NOT Score CODES 

• ABS: Not used frequently in Idaho
• 100% of ELs are required to complete all 4 sections of 

ACCESS for ELLs
• INV: Test Security Violation (breach)
• DEC: Used when multiple attempts are 

made to administer a domain of ACCESS for 
ELLs but fail

• SPD: Used to indicate a student cannot 
participate in a domain due to a special 
education need
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Idaho State Specific Policy
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• ACCESS for ELLs Online
• Online ACCESS for ELLs: Administration 

• Online ACCESS for ELLs: Administration - Certification Quiz
• Kindergarten ACCESS for ELLs

• Kindergarten ACCESS for ELLs: Administration and Scoring 
• Kindergarten ACCESS Certification Quiz

• Alternate ACCESS for ELLs
• Alternate ACCESS for ELLs: Administration and Scoring 

• Alternative ACCESS Certification Quiz
• ACCESS for ELLs Paper

• Paper ACCESS for ELLs: Administration 
• Paper ACCESS for ELLs: Administration Certification Quiz

• Speaking for Grades 1-5: Scoring ACCESS Paper 
• Speaking for Grades 1-5: Scoring ACCESS Paper and WIDA Screener Certification Quiz

• Speaking for Grades 6-12: Scoring ACCESS Paper 
• Speaking for Grades 6-12: Scoring ACCESS Paper and WIDA Screener Certification Quiz

Idaho State Specific Policy
Training & Certification
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https://grow.wida.us/courses/428/modules/items/17407
https://grow.wida.us/courses/432/modules/items/14035
https://grow.wida.us/courses/431/modules/items/14072
https://grow.wida.us/courses/429/modules/items/17434


• ACCESS for ELLs Online Checklist 
• Outlines DTC, SC, TA actions that happen before, during, and 

after testing 
• Idaho Member Page on the main WIDA webpage

Idaho State Specific Policy
Checklist
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https://wida.wisc.edu/memberships/consortium/id


•Test sessions may not exceed 15 students per 
certified Test Administrator
• More than 15 students in a test session requires 

two certified Test Administrators
•ACCESS for ELLs Online – Speaking Session 

• No more than 5 students to a test session*
• Tier Pre-A students are individually administered 

the speaking section

Idaho State Specific Policy
Test Administrator to Student Ratio
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• When a domain test fails to meet the attemptedness criteria, a blank space appears 
on the score report for that domain and for any composite scores that incorporate 

that domain score

Idaho State Specific Policy
Attemptedness Criteria 
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• Federal & State Expectations – 100% of ELLs complete testing
• Review ACCESS Participation Rate Appeals Web Application User Guide
• ACCESS Participation Rate Appeals Window May 23 – June 3

• Collect evidence and documentation throughout the ACCESS for ELLs test window

Idaho State Specific Policy
ACCESS Participation Rate Appeals
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• ELPA Webpage 
• Complete list of language codes 
• Use numeric value

• Frequently Used Codes
• Spanish – 399
• Swahili – 410
• Somali – 396
• Russian – 361
• Kinyarwanda – 225
• Arabic – 21

Idaho State Specific Policy
Language Codes
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ACCESS for ELLs – Resources
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•The Resources section of the WIDA Secure 
Portal provides a library of resources covering 
preparing, administering, and concluding 
ACCESS for ELLs
• Filter by audience, topic, or resource type 

•Facilitator Toolkit provides PPT slides to 
facilitate district and school trainings

Resources 
WIDA Secure Portal
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• Administration Manuals & Guides
• Test Administration Manual
• District & School Test Coordinator Manual
• Accessibility and Accommodations Manual 
• WIDA AMS User Guide
• Data Validation Manual
• Idaho Specific ACCESS for ELLs Online Checklist

• Consumable Assessment Materials
• WIDA Screener for Kindergarten

• All materials are downloadable 
• WIDA Screener Online / Paper Materials 

• Grades 1-3 Writing Student Response Booklet
• ACCESS for ELLs Online 4-12 Test administrator 

script

Resources 
WIDA Secure Portal

ELPA Monthly Meeting Series – Ready for Launch – January 2022| 47



• Facilitator Toolkit
• District and School Test Coordinator training slides

• Kindergarten ACCESS for ELLs, ACCESS for ELLs Online, 
ACCESS for ELLs Paper, Alternate ACCESS for ELLs

• Parent/Guardian Letter Templates & Score 
Report Guides

• ACCESS for ELLs parent communication letter
• ACCESS for ELLs and Alternate ACCESS for ELLs Score 

report Guides

Resources 
WIDA Secure Portal
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Resources
WIDA Manuals 
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• Recommendation to review the Assessment 
Observation Checklist prior to ACCESS for ELLs

• Before Testing 
• Test Security ,Test Training / Certification, Test Environment, 

Test Materials
• During Testing

• Preparing students to test, active test proctoring, conclude 
of testing

• After Testing 
• Test Materials

• Assessment Considerations 
• Ex. Explain the process your district/school uses to ensure 

students have been given the appropriate accommodations, 
administrative considerations, designated supports. 

Resources
Assessment Observation Checklist

https://sde.idaho.gov/assessment/files/resource-center/files/assessment-monitoring/District-Assessment-Observation-Checklist.pdf
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https://sde.idaho.gov/assessment/files/resource-center/files/assessment-monitoring/District-Assessment-Observation-Checklist.pdf


Essential questions around…
• Parent Communication
• ACCESS Scheduling
• Health and Safety

• Physical test material sanitation
• Test environment precautions

• Technology Consideration

Resources
ACCESS Best Practices 
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• The print copy of the ACCESS for ELLs Test Administrator Manual has 
an incomplete version of the WIDA Writing Rubric Pre-K –
Kindergarten, which is located in the appendix. 

• When scoring the Kindergarten ACCESS Writing test, test 
administrators should either refer to the online version of the ACCESS 
for ELLs Test Administrator Manual, located in the WIDA Secure 
Portal, or the standalone WIDA Writing Rubric Pre-K – Kindergarten, 
located in the Resource Library on the WIDA website. 

Updates
Paper KG ACCESS for ELLs– TAM Notice*
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https://protect-us.mimecast.com/s/Sa2ZC2kNqWUkQR3gI1pUuC?domain=app.explore.wisc.edu
https://protect-us.mimecast.com/s/eR2ZC31XrwumvGKOI21HTy?domain=app.explore.wisc.edu


Resources
Monthly Webinar Series

Post-testing: Returning Materials (Paper)
Thursday, January 27, 12:00PM – 1:00PM Mountain Time
This training will provide information on determining what materials to return, how, and when.

During Testing: Monitoring completion of Test Coordinators (Online)
Tuesday, February 1, 12:00PM -1:00PM Mountain Time
This training will provide information on student status reports, daily cumulative student status report, and online testing statistics.

ACCESS for ELLs: Concluding the ELPA Test Window
Thursday, February 10, 12:00PM – 1:00PM Mountain Time
The webinar will review just in-time information pertinent on closing out the ACCESS for ELLs test window. The training reviews sending 
back ACCESS for ELLs test materials, accounting for test materials, identifying incomplete test sessions, applying DO NOT SCORE codes, 
and other best practices around closing out the ELPA test window. In addition, the webinar will provide time to ask questions or discuss 
identified challenges.

Post-Testing: Data Validation
Tuesday, March 8, 12:00PM – 1:00PM MT
This training will provide how-to information on validating student data, and correcting student data.

Post-Testing: interpreting Score Reports
Tuesday March 15, 12:00PM – 1:00PM Mountain Time
This training will share how to interpret score report data, and review general data corrections and the scoring appeals process.

ACCESS for ELLs: District Data Validation and Submitting an ACCESS Appeal
Wednesday March 16, 12:00PM -1:0PM Mountain Time
The webinar reviews the district’s responsibilities during the LEA data validation window (March 29, 2022 – April 4, 2022). The webinar 
also reviews the process for submitting an ACCESS participation Appeal, so DTCs can prepare for a possible submission in late May. In 
addition, the webinar will provide time to ask questions or discuss identified challenges.
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https://uwmadison.webex.com/mw3300/mywebex/default.do?nomenu=true&siteurl=uwmadison&service=6&rnd=0.5204290817483935&main_url=https%3A%2F%2Fuwmadison.webex.com%2Fec3300%2Feventcenter%2Fevent%2FeventAction.do%3FtheAction%3Ddetail%26%26%26EMK%3D4832534b000000054c27ee41c673d8fc1d8d7ca7c65fa0ce3cd4931e2ed9567ef2db358826d37bb4%26siteurl%3Duwmadison%26confViewID%3D198576669540253978%26encryptTicket%3DSDJTSwAAAAXZYx1wfGYoGgW9ZVNwNl_Vq23oO7XuAs7M9oYdujpWXQ2%26
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https://idahosde.zoom.us/meeting/register/tJcpdO-qqTMiH9yvV-rZH4LerZdi26d6sAv7
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https://uwmadison.webex.com/mw3300/mywebex/default.do?nomenu=true&siteurl=uwmadison&service=6&rnd=0.6637676663203427&main_url=https%3A%2F%2Fuwmadison.webex.com%2Fec3300%2Feventcenter%2Fevent%2FeventAction.do%3FtheAction%3Ddetail%26%26%26EMK%3D4832534b00000005a9826b0fcd70dfebf4d3d008df62549bc7302546b35bcc947c93ad3b6eb2a435%26siteurl%3Duwmadison%26confViewID%3D198577519153152007%26encryptTicket%3DSDJTSwAAAAX0RpArrgLUr8-vjmbPwW7U6qm9AWNpv-oqOovNFxwHLw2%26
https://idahosde.zoom.us/meeting/register/tJ0pf-2qrTkrHNWebs4-hs_v6B7nozPiCPnh


Next Monthly Meeting

https://idahosde.zoom.us/meeting/register/tJcpdO-
qqTMiH9yvV-rZH4LerZdi26d6sAv7
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Open Discussion 
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•Unmute yourself or write your 
questions/comments/concerns in the chat

Open Discussion
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Supporting Schools and Students to Achieve
SHERRI YBARRA, ED.S., SUPERINTENDENT OF PUBLIC INSTRUCTION

Andrew Bennett | English Language Proficiency Assessment Coordinator 
State Department of Education
650 W State Street, Boise, ID 83702
208.332.6909 
abennett@sde.idaho.gov
https://www.sde.idaho.gov/assessment/elpa/
www.sde.idaho.gov

Thank you!
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