TO: Alternate Assessment District Test Coordinator (DTC)
FROM: Bethany Spangenberg, Deputy Associate Superintendent of Assessment
DATE: February 10, 2026

ALERT: MSAA System Opens for Training and Reviewing Student List on February 17, 2026

MSAA System Access
The MSAA system opens for training on Tuesday, February 17. District test coordinator (DTC), test administrators and students identified in the Student Selector Application (SSA) will be in the MSAA system by February 17. Once in the MSAA system, you will be able to review your list of test administrators and student rosters. 
*We cannot make any changes until the MSAA System opens on February 17. 
*If you are a new DTC assigned the role after January 2026, please contact the Alternate Assessment team for an account. 

MSAA Testing Window
The MSAA testing window is open from March 9 – April 24, 2026.

To add missed students starting Tuesday, February 17
1. For students who transferred after the Student Selector Application closed, send an email with the SSID only of the transfer students. These will be processed throughout the test administration window as needed. Student records must be updated in AzEDS before the student can be added to your roster. Please check your SPED72 report and confirm that records are current before contacting the Alternate Assessment Unit.

1. For students who have been enrolled in the district all year, the Alternate Assessment Test Coordinator must submit a letter, preferably on district letterhead. The letter will include the following components:

1. Signed by the alternate assessment test coordinator and their supervisor. 
1. The letter will include a list of students' SSIDs. 
1. The letter will include an explanation of why students were missed in the selection process, which was open from October 1 – November 29, 2024. 
1. For explanations related to a deficiency in policy or practice, include steps the LEA will take to correct the issue. An explanation stating that the IEP team did not make the determination that the student is eligible for alternate assessment before the close of the Student Selector Application, will not be accepted since this does not follow eligibility guidelines. General statements about clerical errors or ensuring students will be selected next year will not be accepted. This letter is your opportunity to identify inconsistencies within your systems and leverage needed support within your LEA.

To remove students: send an e-mail with the SSID and the reason for removing the student (e.g., transferred out, no longer qualified).

To add Test Administrators (TAs): DTCs will be able to add users in the platform directly. Do not contact the alternate assessment team to add TAs. 

Test Administrators cannot be removed. If you have a test administrator on your list who does not need access to the MSAA system, you can block access. See the MSAA User Guide for Test Coordinators for instructions.

Classrooms: The use of classrooms is not recommended; however, district test coordinators may create classrooms is needed. The ADE Alternate Assessment Unit is unable to assist with classroom creation.

Observations
Both ADE and external consultants will be conducting observations. Alternate Assessment Test Coordinators will be notified if the LEA is selected for observation. 
Additionally, District Test Coordinators (DTCs) or designee must conduct at least one observation. An electronic submission is required via the MSAA Observation Forms Link for MSAA observations.

Incident Reports
We will be using the incident reporting function in the Alternate Assessments application in ADEConnect. Please refer to the Alternate Assessment District Test Coordinator Handbook 2025-26 for guidance on submitting incident reports and other administration details. Do not use the incident report to request to add or remove students.

If you have questions, please feel free to email us at AlternateAssessment@azed.gov.

Alternate Assessment District Test Coordinator Handbook 2025-26
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