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Statewide Assessment Coordinator Toolkit  

The District of Columbia administers mul�ple statewide assessments annually to local educa�on agencies (LEAs), 
in accordance with DC and federal law. These assessments provide cri�cal data on student progress and 
proficiency rela�ve to DC’s educa�onal standards. 

The Office of the State Superintendent of Educa�on (OSSE) requires each LEA to designate an LEA Assessment 
Manager (LAM) annually. The LAM represents the LEA, ensures assessments are administered in compliance with 
OSSE policies, and serves as a liaison between OSSE and LEA staff. LEAs with students in nonpublic placements 
must also designate a Nonpublic School Test Coordinator to oversee assessment administra�on at those schools. 
The LAM is responsible for coordina�ng with Nonpublic School Test Coordinators or other LEA designees who 
manage communica�on with nonpublic schools. 

This document outlines the roles and responsibili�es of LAMs, many of which also apply to Nonpublic School Test 
Coordinators. Ul�mately, the LAM is accountable for ensuring all students in their LEA par�cipate in appropriate 
assessments. This overview is not comprehensive; for detailed informa�on on specific assessments or trainings, 
please refer to the linked resources throughout. 

Statewide Assessments in the District of Columbia  
Na�onal Assessment of Educa�onal Progress (NAEP)  
The NAEP (Na�onal Assessment of Educa�onal Progress) is a na�onwide assessment administered by the US 
Department of Educa�on to measure student achievement in subjects like reading, mathema�cs, and science. 
O�en called the “Na�on’s Report Card,” NAEP provides a snapshot of academic performance across states and 
demographic groups, helping inform educa�on policy and prac�ce. 

WIDA ACCESS/WIDA Alternate ACCESS 
The WIDA ACCESS assessment is a standardized test administered annually to English learners (ELs) in grades K–
12 to measure their proficiency in listening, speaking, reading, and wri�ng in academic English. It helps 
educators and districts monitor language development and determine appropriate instruc�onal support and 
services. 

Mul�-State Alternate Assessments (MSAA)  
The MSAA (Mul�-State Alternate Assessment) is a standardized assessment designed for students with the most 
significant cogni�ve disabili�es in grades 3–8 and 11. It measures academic achievement in English language arts 
(ELA) and mathema�cs, aligned to grade-level content standards, and provides accessible ways for students to 
demonstrate their knowledge and skills. 

Dynamic Learning Maps (DLM)  
The DLM (Dynamic Learning Maps) Science Alternate Assessment is designed for students with the most 
significant cogni�ve disabili�es in grades 5, 8, and high school. It measures student achievement in science 
through accessible, standards-based assessments that allow students to demonstrate their understanding using 
a variety of formats tailored to their individual needs. 

DC Comprehensive Assessments of Progress in Educa�on (DC CAPE)  
The DC CAPE (Comprehensive Assessments of Progress in Educa�on) is Washington, DC’s statewide assessment 
system for English language arts, mathema�cs, and science, designed to measure student progress and 
proficiency against DC’s educa�onal standards. 



 

Assessment Name 2025-26 Administra�on 
Window Student Group 

NAEP (Na�onal 
Assessment of Educa�onal 

Progress) 
Jan. 26 – March 20, 2026 

NAEP is administered every other school year to a 
sample of schools. Selected schools/LEAs will be 
contacted by the OSSE NAEP coordinator. 

WIDA ACCESS 
(English Language 

Proficiency) 
Feb. 9 – March 20, 2026 Students iden�fied as EL in grades K-12. 

WIDA Alternate ACCESS 
(Alternate English 

Language Proficiency) 
Feb. 9 – March 20, 2026 Students who are iden�fied as EL and are eligible for 

alternate assessments. 

MSAA 
(Alternate ELA and Math) March 9 – April 24, 2026 

Students who are eligible for alternate assessments, 
and are in one of the grade levels below:  
• Grades 3-8 
• Grade 11 
• C3 (third year working toward a Cer�ficate of IEP 

Comple�on) 

DLM 
(Alternate Science) March 9 – April 24, 2026 

Students who are eligible for alternate assessments, 
and are in one of the grades/courses below: 
• Grade 5 
• Grade 8 
• High school Biology  

DC CAPE 
(ELA, Math, Science) 

April 6 – May 22, 2026 
(Paper accommoda�on 

window: April 6 – May 15, 
2026) 

• DC ELA: Grades 3-8, ELA I and ELA II 
• DC Math: Grades 3-8, Algebra I, Geometry and 

Algebra II 
• DC Science: Grades 5, 8, and high school Biology 

 

https://www.nationsreportcard.gov/
https://www.nationsreportcard.gov/
https://www.nationsreportcard.gov/
https://wida.wisc.edu/assess/access
https://wida.wisc.edu/assess/access
https://wida.wisc.edu/assess/access
https://wida.wisc.edu/assess/alt-access
https://wida.wisc.edu/assess/alt-access
https://wida.wisc.edu/assess/alt-access
https://www.msaastates.com/
https://www.msaastates.com/
https://dynamiclearningmaps.org/dlm-assessments
https://dynamiclearningmaps.org/dlm-assessments
https://osse.dc.gov/dccape
https://osse.dc.gov/dccape


 

All Staff Roles and Responsibili�es 
LAMs are the main contact between your LEA, relevant staff, and OSSE. If you are a new LAM, you must be designated as 
the appropriate role in the All Staff Data Collec�on, a comprehensive database that houses faculty and staff contact 
informa�on. OSSE uses this informa�on to communicate important informa�on to LAMs and other assessment points of 
contact. Nonpublic School Test Coordinators should also be designated appropriately in the All Staff Data Collec�on. 
Addi�onal details about the roles in IDS can be found in the LEA Point of Contact (POC) Descrip�ons. 

To update designa�ons in All Staff, LAMs should reach out to their LEA Data Manager. If the LEA does not have a Data 
Manager, contact the OSSE Data Liaison. 

 

All Staff Role Responsibili�es 

ACCESS for ELLs Assessment 
Coordinator 

• Preparing for test administra�on (rostering)  
• Training and support school personnel in all aspects of assessment  
• Managing test administra�on  
• Liaising with LEA Assessment Manager  
• Liaising with LEA Data Manager and OSSE on assessment data management 
func�ons  
• Dissemina�ng assessment-related communica�ons to LEA- and school-level staff, 
where needed. 

Assessment Support Staff 
Does not have primary responsibility for statewide assessment prepara�on or 
administra�on but serves as an addi�onal contact to receive OSSE communica�ons 
regarding assessments at the LEA level. 

DC CAPE Assessments 
Coordinator 

• Preparing for test administra�on (rostering)  
• Training and support school personnel in all aspects of assessment  
• Managing test administra�on  
• Liaising with LEA Assessment Manager  
• Liaising with LEA Data Manager and OSSE on assessment data management 
func�ons  
• Dissemina�ng assessment-related communica�ons to LEA- and school-level staff, 
where needed 

LEA Assessment Manager 

• Implemen�ng statewide assessment policies  
• Developing and implemen�ng LEA-level assessment policies  
• Preparing for test administra�on (rostering)  
• Training and suppor�ng school personnel in all aspects of assessment  
• Managing test administra�on  
• Liaising with LEA Data Manager and OSSE on all assessment data management 
func�ons  
• Managing LEA-level assessment repor�ng  
• Dissemina�ng assessment-related communica�ons to LEA- and school-level staff 
(e.g., EL and special educa�on staff) 

MSAA/DLM Assessments 
Coordinator 

• Preparing for test administra�on (rostering)  
• Training and support school personnel in all aspects of assessment  
• Managing test administra�on  
• Liaising with LEA Assessment Manager  
• Liaising with LEA Data Manager and OSSE on assessment data management 
func�ons  
• Dissemina�ng assessment-related communica�ons to LEA- and school-level staff, 
where needed 

https://osse.dc.gov/node/1772061
https://osse.dc.gov/publication/lea-data-liaisons


 

Test Security and Test Integrity 
As the LEA Assessment Manager, you are responsible for ensuring that all test materials and tes�ng 
loca�ons meet the requirements outlined in OSSE’s test security and test integrity guidance by 
submi�ng and revising, as needed, a school test security plan for each state-wide assessment. 
Addi�onally, as the LAM, you are expected to provide test security and integrity training to all 
assessment support staff a�er you atend annual OSSE-led Test Security Training. During assessment 
administra�on, an OSSE representa�ve may visit your school/LEA to monitor tes�ng procedures. The 
Test Security and Test Integrity webpage provides detailed guidance including templates, forms, and 
training.  

Trainings  
As a LAM, you will be expected to atend various trainings as well as provide training to the various staff 
who will par�cipate in test administra�on. If you are unable to atend a live training session, the content 
will be posted either to an OSSE page or on the vendor site depending on who hosted the training. 
Training dates, �mes, and registra�on informa�on will be sent via the recurring Next Genera�on 
Assessments (NGA) bulle�n. An�cipated training and mee�ng dates will also be posted on the Test 
Coordinator Resources webpage.  

 

Ge�ng Connected  

Next Genera�on Assessments (NGA) Communica�ons 
OSSE’s Office of Assessments communicates updates and processes through NGA mee�ngs and bulle�ns. 
Individuals assigned to an assessment role in All Staff will be added to the distribu�on list for the 
bulle�ns. Bulle�ns are sent on a weekly cadence during the assessment administra�on season and 
switch to a biweekly cadence a�er closeout of the annual assessments. These bulle�ns include 
announcements, upcoming due dates, and links to register for trainings and the NGA mee�ngs. If you are 
unable to atend a live mee�ng, the mee�ng recording, slides, and transcripts will be linked on the Test 
Coordinator Resources Page. If you are not ge�ng the bulle�ns, first check with your data manager to 
confirm you are assigned to the correct role before contac�ng the Office of Assessments.  

 

https://osse.dc.gov/service/test-security-and-test-integrity-information-and-documents
https://dcgovict-my.sharepoint.com/personal/taylor_honkala_dc_gov/Documents/Test%20Coordinator%20Resources
https://dcgovict-my.sharepoint.com/personal/taylor_honkala_dc_gov/Documents/Test%20Coordinator%20Resources
https://osse.dc.gov/page/test-coordinator-resources
https://osse.dc.gov/page/test-coordinator-resources


 
Timelines  
While assessment dates change from year to year, there is a general flow of ac�vi�es that follow the below �meline.  

Window Tasks 

August – 
October 

Release of Statewide Assessment Par�cipa�on and Performance Policy and Tes�ng 
Accommoda�ons Guides (TAGs) 
WIDA ACCESS/Alternate ACCESS 
• Administer WIDA ACCESS/Alternate ACCESS Screener / K Screener 
• WIDA ACCESS/Alternate ACCESS Screener Training Modules 

MSAA & DLM 
• Release Alternate Assessment Eligibility Policy 
• Review Alternate Assessment Eligible Students and Submit Renewal Applica�ons 

Test Security 
• Release of Test Security Guidelines 

November – 
January  

WIDA ACCESS/Alternate ACCESS 
• Registra�on Verifica�on 
• Setup WIDA ACCESS/Alternate ACCESS AMS 
• LEA Test Coordinator Training 
• Test Materials Arrive at Schools (early February) 

MSAA & DLM 
• Ini�al Eligibility Determina�ons & Appeals 
• Final Eligibility Determina�ons Provided to LEAs 
• LEA Test Coordinator Training 

DC CAPE 
• Release of DC CAPE Assessment Manuals 
• LEA Test Coordinator Training 
• High School Registra�on and 3-8 Verifica�on 

Test Security 
• LEA & Nonpublic Coordinator Test Security Training 
• LEAs Train Other Authorized Personnel on Test Security 

February – May 

WIDA ACCESS/Alternate ACCESS  
• WIDA ACCESS/Alternate ACCESS Test Window (approx. February - March) 
• Return Tes�ng Materials & Test Security Affidavits 

MSAA & DLM 
• Test Materials Arrive at School 
• MSAA & DLM Assessment Window (approx. March - April) 
• Return Test Materials & Test Security Affidavits  

DC CAPE 
• Test Materials Arrive at Schools 
• DC CAPE Assessment Window (approx. April - May) 
• Return Test Materials & Test Security Affidavits  

Test Security 
• Test Security Plans Due 15 Days Prior to the Start of Each Assessment 
• Incident Repor�ng, Test Security Monitoring & Inves�ga�ons  

June – July 
• Results Release and Individual Student Reports Available 
• WIDA ACCESS/Alternate ACCESS (approx. June) 

 

 



 

Annual Assessment Cycle  

August – October
•Release: Participation & Performance Policy, Testing 
Accommodations Guides (TAGs)

•WIDA ACCESS/Alt ACCESS: Administer Screener / K Screener; 
Complete Training Modules

•MSAA & DLM: Results release; Release Eligibility Policy; 
Review Eligible Students; Submit Renewal Applications

•DC CAPE: Results release 
•Test Security: Publish Guidelines

November – January
•WIDA ACCESS/Alt ACCESS: Verify Registration; Set Up AMS; Coordinator 
Training; Materials Arrive (Feb.)

•MSAA & DLM: Initial Determinations & Appeals; Final Determinations to 
LEAs; Coordinator Training

•DC CAPE: Release Manuals; Coordinator Training; HS Registration & 3–8 
Verification

•Test Security: Coordinator Training (LEA & Nonpublic); LEAs Train 
Authorized Personnel

February – May
•WIDA ACCESS/Alt ACCESS: Testing Window (Feb.–Mar.); Return 
Materials & Affidavits

•MSAA & DLM: Materials Arrive; Testing Window (Mar.–Apr.); Return 
Materials & Affidavits

•DC CAPE: Materials Arrive; Testing Window (Apr.–May); Return Materials 
& Affidavits

•Test Security: Submit Plans (15 Days Before Each Test); Monitor & Report 
Incidents

June – July

•Release Results & Individual 
Student Reports

•WIDA ACCESS/Alt ACCESS: Results 
(June)



 
Resources and Support  
There are a number of resources available to support statewide assessment prepara�on and administra�on. Detailed in 
the table below are resources and contact informa�on as well as best prac�ces for when to use. The resources listed 
here are meant to be a first line of support based on various situa�ons, however, this list is not comprehensive, and users 
may be redirected to other support tools as necessary. It may be helpful to bookmark these resources for quick 
reference.  

Please be aware that student Personally Iden�fiable Informa�on (PII), including student names and student 
iden�fiers, cannot be sent via email. 

Resource When to Use How to Access 

OSSE Support Tool 

• Any �me student informa�on is 
discussed, such as trouble shoo�ng 
issues for a specific student 

• When advised by OSSE 

Submit a �cket via the OST pla�orm  

Data Manager • Upda�ng role assignments in All Staff 
• Troubleshoo�ng systems access 

Contact your LEA Data Manager 
If you are unsure who your Data 
Manager is, OSSE’s LEA Data Liaisons 
can assist  

Assessment Pla�orm 
Support  

• Troubleshoo�ng pla�orm-specific 
issues  

• Accessing vendor-specific resources 

• DLM Support | District of Columbia  
• Get Help | MSAA System 
• DC CAPE Support 
• WIDA | District of Columbia 
• Par�cipate in NAEP | NAEP 

Test Coordinator Resources 
Webpage 

Primary resource page for all 
assessments • Test Coordinator Resources | osse 

OSSE Assessment Pages 

• OSSE policies  
• Training informa�on  
• Timelines  
• Assessment Readiness Guides  

State Assessments | osse 

OSSE Office of Assessments 

WIDA ACCESS/Alternate ACCESS Rachel.Knaizer@dc.gov 
MSAA  Yolanda.Barber@dc.gov 
DLM Debbie.Mennard@dc.gov  
DC CAPE Chelsea.Charland@dc.gov 
NAEP Cassidy.Schenley@dc.gov  
Test Security  Rohini.Ramnath@dc.gov  
General Ques�ons  OSSE.Assessment@dc.gov  
Scheduled One-on-one support  Bookings  

Immediate support during testing Assessment Hotline  
(202) 204-3269; M-F, 8 a.m. – 4 p.m. 

 

 

https://octo.quickbase.com/db/bh9ehz85s
https://osse.dc.gov/node/1265296
https://osse.dc.gov/node/1265296
https://dynamiclearningmaps.org/district-of-columbia
https://www.msaaassessment.org/getting-help
https://support.assessment.pearson.com/dcdcs/district-of-columbia-%28dc-cape%29-support-136773686.html
https://wida.wisc.edu/about/consortium/dc
https://nces.ed.gov/nationsreportcard/participating/
https://osse.dc.gov/page/test-coordinator-resources
https://osse.dc.gov/assessments
mailto:Rachel.Knaizer@dc.gov
mailto:Debbie.Mennard@dc.gov
mailto:Cassidy.Schenley@dc.gov
mailto:Rohini.Ramnath@dc.gov
mailto:OSSE.Assessment@dc.gov
https://outlook.office365.com/book/OSSEAssessmentOfficeHours@o365.dc.gov/?ismsaljsauthenabled
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