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Appendix B1: NAEP 2021 Notification Letter from Chief State School
Officer to District Superintendent

Early May NAEP 2021 Field Trial Notification Letter From
CHIEF STATE SCHOOL OFFICER TO DISTRICT SUPERINTENDENT
Red text should be customized before mail merge: highlighted text represents mail merge fields

Dear District Superintendent name,

I am pleased to notify you that number schools in your district have been selected to participate in the 2021 administration of the
National Assessment of Educational Progress (NAEP). NAEP is the largest nationally representative and continuing assessment of
what students in the United States know and can do in various subjects. It is administered by the National Center for Education
Statistics (NCES), within the U.S. Department of Education. Selected schools represent schools across state name and the nation,
and their participation provides an accurate picture of student performance. School District will play an important role by
participating, and I know that we can count on your full support to make this a meaningful experience for your schools and
students.

Selected schools will be notified soon, so that principals can place the assessment window (January 25 to March 5, 2021) on their
calendars and incorporate NAEP into the planned school program. A few additional schools within School District may also be
selected at a later date; your NAEP State Coordinator will contact you should this happen. Starting in June, each school will receive
its assessment date. Schools may work with the NAEP State Coordinator if there is a conflict with the scheduled assessment date.

The NAEP 2021 administration will include three assessment programs. The attached list shows the assessment program for each
selected school in School District.

e  Field Trial for civics, mathematics, reading, and U.S. history: grades 4 and 8

e  State-level mathematics and reading assessments: grades 4 and 8

e  National civics and U.S. history assessments: grade 8

Results from the field trial will ensure that future NAEP assessments continue to be a reliable measure of student achievement.
NAEP representatives will administer the assessment in <insert month> and will work with your school(s) to conduct the
assessment on a date that is convenient for them.

National results for all assessments will be released as The Nation’s Report Card. State-level results, and in some cases, district-
level results will also be reported for the mathematics and reading assessments. The majority of students will only be assessed in
one subject. However, some schools selected for mathematics and reading at grades 4 and 8 will participate in a new, two-subject
assessment design, and students will complete questions in both subjects.

As in previous years, NAEP representatives provide significant support to schools by administering the assessment and bringing all
necessary materials and equipment, including tablets on which students take the assessment.

Please include the NAEP assessment windows (<insert field trial month> for the field trial, and January 25 to March 5, 2021 for all
other assessments) on your district test calendar. Information about NAEP can be found in the enclosures listed below and at
http://nces.ed.gov/nationsreportcard. Name, our NAEP State Coordinator, will contact your staff with additional information.

Thank you for supporting this important assessment and for helping accomplish our goal of 100 percent participation.

Sincerely,
Name of Chief State School Officer

Enclosures: List of district schools selected for NAEP

CC: State Testing Director
District Testing Director
NAEP State Coordinator

National Center for Education Statistics (NCES) is authorized to conduct NAEP by the National Assessment of Educational Progress Authorization Act (20 U.S.C. §9622) and to collect students’ education records from
education agencies or institutions for the purposes of evaluating federally supported education programs under the Family Educational Rights and Privacy Act (FERPA, 34 CFR §§ 99.31(a)(3)(iii) and 99.35). All of the
information provided by participants may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C.
§151). By law, every NCES employee as well as every NCES agent, such as contractors and NAEP coordinators, has taken an oath and is subject to a jail term of up to 5 years, a fine of $250,000, or both if he or she
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http://nces.ed.gov/nationsreportcard

willfully discloses ANY identifiable information about participants. Electronic submission of participant’s information will be monitored for viruses, malware, and other threats by Federal employees and contractors in
accordance with the Cybersecurity Enhancement Act of 2015. The collected information will be combined across respondents to produce statistical reports.

Appendix B2: NAEP 2021 Field Trial Notification Save-the-Date Letter from
NAEP State Coordinator to School Principal

NAEP 2021 Field Trial Save-the-Date Letter From
NAEP STATE COORDINATOR TO SCHOOL PRINCIPAL
Red text should be customized before mail merge; highlighted text represents mail merge & fields specific to
each assessment type

Save the date! NAEP is coming on assessment date.
Dear Principal:

In May, I notified you that your school was selected to participate in the National Assessment of Educational Progress
(NAEP) 2021 Field Trial. Your school’s grade 4 or 8 students will take the assessment on assessment date. Please
place the NAEP assessment date on your 2020—2021 school calendar.

Approximately estimated student sample students from your school will be selected to participate, depending on actual
fall 2020 student enrollment numbers. The assessment will take about 2 hours er 3 hours for most students, including
transition time, directions, a break, and completion of survey questions. NAEP representatives will provide significant
support to your school, bring all necessary materials and equipment, and administer the assessment.

If you have questions or a conflict with the scheduled assessment date, please contact me at (telephone number) or
(email address) by (date). I will send you more information about preparing for the assessment at the beginning of the
school year.

NAEP is a common measure of student achievement across the country and is used to inform education policies and
practices. Schools and students have an important role in ensuring that NAEP results are accurate. Our goal is 100
percent participation in this important assessment, and we know that we can count on you to help us reach it.

Sincerely,

NAEP State Coordinator

CC: District Test Coordinator

National Center for Education Statistics (NCES) is authorized to conduct NAEP by the National Assessment of Educational Progress Authorization Act (20 U.S.C. §9622) and to collect students’ education records from
education agencies or institutions for the purposes of evaluating federally supported education programs under the Family Educational Rights and Privacy Act (FERPA, 34 CFR §§ 99.31(a)(3)(iii) and 99.35). All of the
information provided by participants may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C.
§151). By law, every NCES employee as well as every NCES agent, such as contractors and NAEP coordinators, has taken an oath and is subject to a jail term of up to 5 years, a fine of $250,000, or both if he or she
willfully discloses ANY identifiable information about participants. Electronic submission of participant’s information will be monitored for viruses, malware, and other threats by Federal employees and contractors in
accordance with the Cybersecurity Enhancement Act of 2015. The collected information will be combined across respondents to produce statistical reports.
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Appendix B3: NAEP 2021 Field Trial Details Letter NAEP State
Coordinator to Principals

Early Fall NAEP 2021 Field Trial Assessment Details Letter
NAEP STATE COORDINATOR TO PRINCIPALS
Red text should be customized before mail merge, highlighted text represents mail merge fields.

Dear principal name:

At the end of the last school year, I notified school name of its selection to participate in the National Assessment of
Educational Progress (NAEP) 2021 Field Trial. I am following up with you to provide additional information about the
upcoming assessment.

To prepare for the assessment, please:

e Place the NAEP assessment date, assessment date, on your school calendar.

e Review the enclosed School Coordinator Responsibilities: A Guide to MyNAEP and designate a NAEP school
coordinator to serve as the liaison for all NAEP activities in your school. Give the enclosed folder to your
designated NAEP school coordinator. The school coordinator should:

v know how to collect student information, such as birth dates, demographic information, and if any
students have withdrawn;

v be comfortable using a computer, since all assessment preparation activities will be completed online;
and

v be familiar with how students participate in statewide assessments.

A NAEP representative responsible for administering the assessment will contact your school coordinator in August.
During the assessment, we would appreciate the presence of a school staff person as an observer in each session or the
session. A staff member’s presence can have a positive impact on students’ motivation and performance.

Again, I would like to express my appreciation for your assistance with this very important assessment of our nation’s
students. Our chief state school officer, name, supports NAEP and encourages your students’ participation.

I look forward to collaborating with you and your school coordinator to ensure the successful administration of NAEP
2021. If you would like to access the MyNAEP site (www.mynaep.com), please register with this ID number:
MyNAEP Registration ID. MyNAEP is a protected site, so you will create your own password. Should you have
questions, please contact me at telephone number or email address.

Sincerely,

NAEP State Coordinator

Enclosures: NAEP folder for your NAEP school coordinator, including the following:
Letter to your school coordinator
School Coordinator Responsibilities: A Guide to MyNAEP
MyNAEP Registration Instructions
Student List Submission Instructions
Parent/Guardian Notification Letter

National Center for Education Statistics (NCES) is authorized to conduct NAEP by the National Assessment of Educational Progress Authorization Act (20 U.S.C. §9622) and to collect students’ education records from
education agencies or institutions for the purposes of evaluating federally supported education programs under the Family Educational Rights and Privacy Act (FERPA, 34 CFR §§ 99.31(a)(3)(iii) and 99.35). All of the
information provided by participants may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C.
§151). By law, every NCES employee as well as every NCES agent, such as contractors and NAEP coordinators, has taken an oath and is subject to a jail term of up to 5 years, a fine of $250,000, or both if he or she
willfully discloses ANY identifiable information about participants. Electronic submission of participant’s information will be monitored for viruses, malware, and other threats by Federal employees and contractors in
accordance with the Cybersecurity Enhancement Act of 2015. The collected information will be combined across respondents to produce statistical reports.
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Appendix B4: NAEP 2021 Field Trial Details Letter NAEP State
Coordinator to School Coordinator

Early Fall NAEP 2021 Field Trial Assessment Details Letter
NAEP STATE COORDINATOR TO SCHOOL COORDINATOR
Red text should be customized before mail merge, highlighted text represents mail merge fields.

Dear School Coordinator:

Welcome to the National Assessment of Educational Progress (NAEP) 2021 Field Trial. I look forward to working with
you to coordinate NAEP in your school. A sample of your grade grade students will be taking assessment subjects
assessments on assessment date.

As the school coordinator, you will have a number of responsibilities critical to making NAEP a success. The
MyNAEP website is designed to assist you with these responsibilities. The steps below indicates what you will need to
do to prepare for the assessment.

* Register at www.mynaep.com with the following registration ID: MyNAEP Registration ID. Answer the
questions in the Provide School Information section by date. For instructions, see the enclosed School
Coordinator Responsibilities: A Guide to MyNAEP.

e Prepare and submit a list of all grade <grade> students electronically in the Submit Student List section by date.
Please see the enclosed Student List Submission Instructions.

e An assigned NAEP representative who is responsible for administering the assessment will contact you. At that
time, you will log onto the MyNAEP site with the representative and discuss how to complete the Prepare for
Assessment section. Major tasks are highlighted below.

0 Provide information about students with disabilities and English language learners (SD/ELL) so that
assessment administrators can plan appropriate testing accommodations. You can request MyNAEP access
for your school’s SD/ELL specialists on the Complete SD/ELL Student Information page so that they
can assist with this task.

0 Notify parents/guardians that their children have been selected for the assessment. A sample
parent/guardian notification letter is enclosed and will be available on the MyNAEP website for you to
customize and print on your school letterhead.

0 Schedule the assessment sessions or session and reserve space at your school. The NAEP team will
transport heavy cases of tablets and other materials; please select a location that is on the first floor or
accessible by elevator.

0 Participate in a preassessment review call with your assigned NAEP representative. During this call, you
will review and confirm information entered into MyNAEP and other assessment details. Be sure to
complete all Prepare for Assessment activities before the scheduled call.

® Prior to the assessment visit the Support Assessment Activities section to print student appointment cards and
notify teachers in advance so they know when to release students.

e  After the assessment, safeguard all confidential hardcopy materials until the date noted on the NAEP storage
envelope. Shred all materials after the specified date.

During the assessment, we would appreciate the presence of a school staff person as an observer in each session or the
session. A staff member’s presence can have a positive impact on students’ motivation and performance.
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More information about your responsibilities is provided in the enclosed School Coordinator Responsibilities: A Guide
to MyNAEP. Additional information about NAEP can be found at http://nces.ed.gov/nationsreportcard.

Thank you in advance for your cooperation and effort in helping to coordinate this important assessment. If you have
any questions, please feel free to contact me at telephone number or email address.

Sincerely,

NAEP State Coordinator

Enclosures: NAEP folder, including the following:
School Coordinator Responsibilities: A Guide to MyNAEP
Student List Submission Instructions
Parent/Guardian Notification Letter
MyNAEP Registration Instructions

National Center for Education Statistics (NCES) is authorized to conduct NAEP by the National Assessment of Educational Progress Authorization Act (20 U.S.C. §9622) and to collect students’ education records from
education agencies or institutions for the purposes of evaluating federally supported education programs under the Family Educational Rights and Privacy Act (FERPA, 34 CFR §§ 99.31(a)(3)(iii) and 99.35). All of the
information provided by participants may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C.
§151). By law, every NCES employee as well as every NCES agent, such as contractors and NAEP coordinators, has taken an oath and is subject to a jail term of up to 5 years, a fine of $250,000, or both if he or she
willfully discloses ANY identifiable information about participants. Electronic submission of participant’s information will be monitored for viruses, malware, and other threats by Federal employees and contractors in

accordance with the Cybersecurity Enhancement Act of 2015. The collected information will be combined across respondents to produce statistical reports.
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Appendix B5: NAEP 2021 Field Trial Parent/Guardian Notification Letter

Mathematics & Reading Assessments
(School Letterhead)
(Insert Date Here)
Dear Parent or Guardian:

(School name) will participate in the National Assessment of Educational Progress (NAEP) 2021 Field Trial on (date).
NAEP is the largest nationally representative and continuing assessment of what students know and can do in various
subjects. NAEP is administered by the National Center for Education Statistics, within the U.S. Department of Education.
NAEP is different from our state assessments because it is a common measure of achievement across the country. Results
from the field trial will ensure that future NAEP assessments continue to be a reliable measure of student achievement.

Your child (will/may) take a subject assessment. In addition to subject-area questions, students voluntarily complete NAEP
survey questions. The questions provide valuable information about participating students’ educational experiences and
opportunities to learn both in and out of the classroom. More information about NAEP survey questions is available at
https://nces.ed.gov/nationsreportcard/parents under the section “What Questions Are on the Test?”

The assessment takes approximately X hours for most students, including transition time and directions.

The information collected is used for statistical purposes only.
®  Your child’s grades will not be affected.
¢ Students may be excused for any reason, are not required to complete the assessment, and may skip any question.
*  While the assessment is voluntary, NAEP depends on student participation to help policymakers improve education.
However, if you do not want your child to participate, please notify me in writing by (date).

There is no need to study in preparation for NAEP, but please encourage your child to do his or her best. A brochure that
explains what participation in NAEP means for you and your child is available at

http://nces.ed.gov/nationsreportcard/pdf/parents/2012469.pdf. Contact (name) at (telephone number) or at (email address) if
you have any questions.

We are excited that our school is participating in NAEP. We know that (school name)’s students will show what our nation’s
students know and can do.

Sincerely,

(School Principal’s Name)

National Center for Education Statistics (NCES) is authorized to conduct NAEP by the National Assessment of Educational Progress Authorization Act (20 U.S.C. §9622) and to collect students’ education records from
education agencies or institutions for the purposes of evaluating federally supported education programs under the Family Educational Rights and Privacy Act (FERPA, 34 CFR §§ 99.31(a)(3)(iii) and 99.35). All of the
information provided by participants may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C.
§151). By law, every NCES employee as well as every NCES agent, such as contractors and NAEP coordinators, has taken an oath and is subject to a jail term of up to 5 years, a fine of $250,000, or both if he or she
willfully discloses ANY identifiable information about participants. Electronic submission of participant’s information will be monitored for viruses, malware, and other threats by Federal employees and contractors in

accordance with the Cybersecurity Enhancement Act of 2015. The collected information will be combined across respondents to produce statistical reports.
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Appendix B6: NAEP 2021 School Coordinator Responsibilities, A Guide to

NAEP
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Appendix B

MyNAEP 2021 Field Trials

School Coordinator Responsibilities
A Guide to MyNAEP

Each school participating in the NAEP 2021 Field Trial has a designated staff
member to serve as the NAEP school coordinator. You have been selected to serve
as coordinator and liaison for all NAEP assessment activities in your school,
Thank you in advance for helping to prepare for this important assessment!

MyMNAEP Activities
e Provide Submit
Wp [Ifrvlql.llst.ld“]-
U <

You will need to complete the following activities:

1. Register for the MyMNAEP website

MyMAEP provides vou with all of the information your school needs to participate in NAEP,
including information about what to expect at each stage. Multiple school staff members may
register to access the zite, but only school coordinators and principals will have full access.
Register at www.mynasp.com by entering your school's azzigned registration ID. For detailed
imstructions on how to register, see page 3.

2. Complete and submit school information

G0 to the Provide School Information ssction to enter and submit your school’s contact
information and characteristics, including your school's name, address, and the number of
students enrolled in the salectad grade. Providing up-to-date information about your school
enzures that materialzs can be accurasely prepared for the azses=ment.

3.Prepare and submit a student list

MAEP requires a complete list of students in the selected grade. MAEP uzes the list to draw a
random zample of students who will participate in the azsezzment and to collact demographic
information. The Submit Student List zection will appear for schools that need to prepare and
upload thiz list in the fall. Individual ztudent names, responzes, and scores on MAEP are never
reported. All of the information provided by participants may be used only for statiztical purposes
and may not be dizclosed, or uzed, in identifiable form for any other purpose except az required by
law (20 U5.C_ 59573 and 6 U.5.C. 5151).

Continuwed on page 2

For miore information about NAEP, wisit Find us on: 'i n n
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4. Complete the tasks listed within

the Prepare for Assessment menu
The NAEP representative responsible for
administering NAEP in your school will contoct you
to schedule o preassessment review call and
discuss how to complate the following tasks listed
under the Prepare for Assessment menu:

Review student information and prepare for
the assessment of students with disabilities and

English longuage learners (SDVELL).
Vizit the Review and verify List of students
Selected for NAEP section to review the student
zample and identify any student: who cannot take the
assezsment. You will alzo need to review demographic
information and provide updates in case any
information iz mizsing or inaccurate. To ensure that
HAEP reflects the educational progress of all students,
vou will nead to submit information in the Complets
SDy/ELL Student Information section about how 30/
ELL student: will participate in the assesament and
the accommodations they will receive.

Inform parents/guardians of student participation.

By law, parents/guardians of studentz zalectad to
participate in NAEP must be notified in writing of
their child's selection prior to the administration of
the azseszment. An electronic copy of the Parent/
Guardian Notification Latter iz available in the Notify
Parents section to download, print, and diztribute.

Maonage the completion of questionnaires by
school staff

¥ou are responzible for managing the completion

of online survey questionnaires dezigned to provide
contextual information for the asseszment results.
¥ou can assign, email, and monitor questionnaires for
completion through the Manage Questionnaires
saction of MyNAEP.

Plan assessment day logistics.

Azzazzment day details, including the location(z) and
start time(s) of the aszezsment, and how students and
teachers will be netified, need to be entered via the
Plan for Azzessment Day zection.

Promote the importance of NAEP with schoo! stafff
and students.

Teachers are essential for motivating students to do
their best on MAEP. Students zalected to take HAEP
reprazent hundreds of students across the country,
50 it iz vital that they participate and do their best.
online resources, short videos, and strategies for
promoting HAEP are all available in the Encourage
Participation section.

The NAEP representative will contact you for the
preassessment review call to confirm information
entered into MyNAEP. Be sure to finish all Prepare
for Assessment menu tasks before the coll to
prevent multiple calls or rescheduling.

5. Support Assessment Day Activities
Prior to the assezsment day, you need to remind
teachers and students about the assecsment

and ensure that students attend the seszions.
Appointmant cards can be created and printad from
the Support Aszessment Activities zaction. You and
the teachers of zslected students are encouraged to
remain in the room during the assezzment. If
attendance of sampled students iz les than 90
percent, a makeup zezsion will be necesaary, and the
MAEP representative will schedule another date to
administer the azzezzment to the studants who were
ahzent.

6. Wrap Up

safeguard all confidential hardcopy materials until
the date noted on the HAEP storage envelope. Shred
all materials after the specified date.

Appendix B
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How to Register and Access MyNAEP

0 Go to www.mynaep.com. On the right side of the screen, select Please register.

Wiy L B8 ek N

Fryi tirmg iy tha 3021
P upnarr aer

Faann raginn

e Enter the MyMAEP registration ID included in the letter or email sent by your NAEP coordinator
and select Continue. If you cannet locate your registration 1D, contact your NAEP coordinator
or the MAEP help desk at B00-283-6237 or naephelp@westat.com. Multiple school staff
can use the registration ID to register for the website. For detailed instructions, select
Registration Help.

021 MpHAER soak
W] LN 358 e My HREEF Reghiranos (D

Mg ksranion Help

e Complete the registration form and create a password to access MyMNAEP. MyNAEP is a secure
weebsite that contains confidential information, so all users will be prompted to accept a data
security agreement. A username will be automatically generated and emailed to you. Links are
available on the login page in case you forget your username or password.

Appendix B
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MyNAEP Resources

The diagram below identifies key features thar will
help you update information eazily throughout the
school year.

) The Help and comtaet Uz links put you in touch
with video tutorials, live help, contact information

£) uze the Provide school Information zection
to confirm your school’z address, contact
information, and other characteristics.

€Y check marks: indicate sectionz that are already
complete, and the color change: from white to green

for MAEP =taff, and more.

# vour school's selected grade(s) and
scheduled azzezzment date are shown in the
blue banner.

when MAEP ztaff confirm the information.

{€) The Prepare for Assessment menu ha: seven key
tasks for the weeks laading up to the asse=mment.

"~ MyNAEP
NAEP

Hann

Prorssde ta bl Trdorm siae

Provide Schoal Information

Plaai i Bea |infich bileed o armisrd Bl HRER had tha maif up-Di-dile barmalion 4 Boull your schoal

o Complata thi follawing:
8 3cheot Gontact Infarmation

» Schaol rame and sddraa

= Bhippirg sddress

v PriRG il conliet | Aiprrnalien

v Lrhoad pasrdiretor coneat infarmasar

o chogl Chamsctangics Information

® Datw schacl schoure far Sk

o Bt pavael raburme Bem bk

» School calendar typs (tredBonal ar pear musd)
& Bchaal Fart rd and Tmas

1 Mk Canact %+ Py RODoianE | ol P0G Saiis | Lsgaal

2 [

Online Resources

Information for selected schools

http:/ /meeced_pov/nationsreporteard /participating /schoola.azpx

Introducing NAEP to Teachers video

http:/ /mcewed pov/nationzreporteard /videoa teachervideo

Introducing NAEP to Stedents video

http:/ meesed_gov/nationsreporteard/ videoa /naspetudent aspx

What Bvery Parent Showld Know
About NAEP video

http:/ /nces.ed_pov/nationsreporteard/videoa /parentvides

Sample Questions booklets

http:/ /meeoed_pov/nationzreporteard fabout/booklets aspx

NAEP Questions Tool

http:/ ‘meesed_gov/nationsreporteard /ngt

Informatdon for parents

http:/ /mececed_gov/nationoreporteard /parenta

Assessment framewaorks

|1i'|:pu:.-"_u"w'n'w_nn.gb.gw.-"rmep-l:rmm‘whfﬁwmwuh—owrﬁ:w]i‘l‘nd

Digitally Based Aszsessments

pru:ffnm.:d.gavj'mﬁnnam-pwinﬂndf&m’

Mtk Carfar for Esbotation Slattiics (WCES) b msthorloed o eondu MAEP by the Matkonal Aassasirant of Bt ol Progr Sdbord sation S {05 LLE G822
arsd Eo colbec] aludenty’ wduralion mecords fum sducation agencien o imillon bor L purpooes of svelustlng bedarelly supsoied sducdtion programs under the

Farnily Edusaticnal Rights and Prisecy Ac (FERTS, 3 OF 65 B0 3000 ) ard 9035, Al of th brbormation provided by parcizants miy be e ol for stellticd
utpnin ard iy frol b dtickiied, o uind, in ldeniilalls form o ay other furpase ancept o regulred by b (20 00 SIST and B LS E B1511 By lew, wvery
MEES wrnplines aa vl i weary WOES agiel, duch s conbraiors asd MAEP toordinaton, has takes an el and bbbt i ol e of up b2 5y, @ Sne ol
SIEIN, o ath  he or dhe e fuly dhclms ANY Identiflable rcrmetion oot part et Sesroni submbakon of paficseet information wil be ronborsd fur
Arusen, makvars, and olber Breets by Fedens smolopes and sontracton in ecordancs with e Cybersrily Enhancerment A= of 2005, The cbecled nformatien
il b s e 13 1o producs alaltical resaris
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Appendix B7: NAEP 2021 The Student Information Instructions

Note: The MyNAEP System Content included in the package represents the information
and references to sections or appendices provided in the current version (OMB# 1850-
0928 v.18), updates made to V.20-23 may be reflected in this study.

Information on Log-in Screen:

Paperwork Burden Statement, OMB Information

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information
unless it displays a valid OMB control number. The valid OMB control number for this voluntary information
collection is 1850-0928. The time required to complete this information collection is estimated to average 120
minutes, including the time to review instructions, search existing data resources, gather the data needed, and
complete and review the information collection. If you have any comments concerning the accuracy of the time
estimate, suggestions for improving this collection, or any comments or concerns regarding the status of your
individual submission, please write to: National Assessment of Educational Progress (NAEP), National Center for
Education Statistics (NCES), Potomac Center Plaza, 550 12" St., SW, 4th floor, Washington, DC 20202.

Authorization and Confidentiality Assurance

National Center for Education Statistics (NCES) is authorized to conduct NAEP by the National Assessment of
Educational Progress Authorization Act (20 U.S.C. §9622) and to collect students’ education records from education
agencies or institutions for the purposes of evaluating federally supported education programs under the Family
Educational Rights and Privacy Act (FERPA, 34 CFR §§ 99.31(a)(3)(iii) and 99.35). All of the information provided by
participants may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any
other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C. §151). By law, every NCES employee as well
as every NCES agent, such as contractors and NAEP coordinators, has taken an oath and is subject to a jail term of
up to 5 years, a fine of $250,000, or both if he or she willfully discloses ANY identifiable information about
participants. Electronic submission of participant’s information will be monitored for viruses, malware, and other
threats by Federal employees and contractors in accordance with the Cybersecurity Enhancement Act of 2015. The
collected information will be combined across respondents to produce statistical reports.
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NAEP 2021

NAEP INSTRUCTIONS FOR PREPARING
R AN ELECTRONIC FILE OF STUDENTS
* mochiss (Six Columns Race/Ethnicity)

NAEP needs a complete list of students in the selected grade(s) at your school in order to draw a random
sample of students to participate in the assessment. Your student data electronic file (E-File) must be
submitted as a Microsoft Excel file.

We recommend that you create your student file using the NAEP E-File Excel Template, which is
available on the MyNAEP website’s “Submit Student List” page. If necessary, you may alternatively provide
an Excel file with the same column headers and data in a different order. If you cannot submit your student
data in an Excel file, call the NAEP Help Desk at 1-800-283-6237.

Step 1 — The E-Filing Template

Download and review the E-Filing Template. Note the column headers (fields) that must be included in your
student list. If you do not have data for a particular field, you may leave the column blank.

Ethnicity
Homeroom Student  English (Hispanic or Black ar American  Native On-

Unique Student Student First Student Student Last or Other  Month of Year of with a Language Mon- African Indian or AK Hawaiian or  School Break  Student
D Name Middle Name Name Grade Locator Birth Birth Sex Disability Learner Hispanic) White ~ American Asian Native Pac Islander Lunch Indicater ZIP code

Step 2 — Compile Data for the Template

For each grade in your school selected to participate in the NAEP assessment prepare and submit a
separate Excel file of all students enrolled in the sampled grade during the 2019-2020 school year using
the most current enrollment data available.

= Include in the file data for all students in the grade, even those students who typically may be
excluded from other testing programs, such as students with IEPs (SD) and English language
learners (ELL). Make sure there are no duplicate students in your file.

= Also include students in the sampled grade who were displaced from other locations due to
hurricanes and other disasters.

» If this is a year-round school, include students who will be on break/on vacation on the scheduled
assessment day along with all of the other students enrolled in the sampled grade. The NAEP E-File
Excel Template contains an “On Break” column you will use to identify those students who will be on
break/on vacation by filling in “Yes.” (If you are not using the template, be sure to create and provide
data for an “On Break” column in your file.)

Your Excel file must contain the following data:

Excel Header/Field | NAEP Values Comments

Name

State unique Student ID | N/A If available; do not use the student’s Social
Security number

Student First Name N/A Text, must be in its own column

Student Middle Name N/A Text--Middle Name is optional, but the column
must be included in the Excel file

Student Last Name N/A Text, must be in its own column

Grade in School 4,8 Use current year data; don’t use previous
year's grade 3 enrollment for grade 4

! In year-round schools, students attend classes throughout the 12 calendar months unlike traditional schools that follow the 9-
month calendar. However, at any one time during the year a percentage (e.g., 25 percent) of the students will be on break or on
vacation.
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Homeroom or Other
Locator

N/A

If available, locator information is helpful in
finding students and notifying them of the
assessment

any of the original peoples of Europe,
North Africa, or the Middle East

= |nformation unavailable at this time: If

you currently do not have this
information for one or more students,

blank cells or an indicator such as “N/A”

(Not Available) in the cell(s) can be

mapped to this code to notify your NAEP

representative of the need to collect the
data at a later date.

Month of Birth M or MM (numeric format) Numeric format; must be in its own column
Year of Birth YYYY (numeric format) Numeric format; must be in its own column
The expected ranges for Year of Birth are
listed below:
Grade 4 - 2007-2011
Grade 8 — 2003 -2007
Sex School-defined codes Codes (numeric or text) for Male/Female
Ethnicity (Hispanic or School-defined codes for: Indicate all Race/Ethnicity categories that
not) = Yes, Hispanic: A person of Mexican, apply for each student, text or numeric.
Puerto Rican, Cuban, Central or South
American, or other Spanish (but not
Portuguese) culture of origin, regardless
of race
= No, Not Hispanic
= Information unavailable at this time: If
you currently do not have this
information for one or more students,
blank cells or an indicator such as “N/A”
(Not Available) in the cell(s) can be
mapped to this code to notify your NAEP
representative of the need to collect the
data at a later date.
Race: White = Yes, White: A person having origins in Indicate all Race/Ethnicity categories that

apply for each student, text or numeric.

Race: Black or African
American

Appendix B

= Yes, Black: A person having origins in
any of the Black peoples of Africa

= No, not Black

= Information unavailable at this time: If

you currently do not have this
information for one or more students,

blank cells or an indicator such as “N/A”

(Not Available) in the cell(s) can be

mapped to this code to notify your NAEP

representative of the need to collect the
data at a later date.

Indicate all Race/Ethnicity categories that
apply for each student, text or numeric.
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Race: Asian

Yes, Asian: A person having origins in
any of the original peoples of the Far
East, Southeast Asia, the Indian
Subcontinent, including, for example,
Cambodia, China, Japan, India, Korea,
Malaysia, Pakistan, the Philippine
Islands, Thailand, and Vietnam

No, not Asian

Information unavailable at this time: If
you currently do not have this
information for one or more students,
blank cells or an indicator such as “N/A”
(Not Available) in the cell(s) can be
mapped to this code to notify your NAEP
representative of the need to collect the
data at a later date.

Indicate all Race/Ethnicity categories that

apply for each student, text or numeric.

Race: American Indian
or Alaska Native

Yes, American Indian or Alaska
Native: A person having origins in any of
the original peoples of North and South
America (including Central America), and
who maintains tribal affiliation or
community attachment

No, not American Indian or Alaska
Native

Information unavailable at this time: If
you currently do not have this
information for one or more students,
blank cells or an indicator such as “N/A”
(Not Available) in the cell(s) can be
mapped to this code to notify your NAEP
representative of the need to collect the
data at a later date.

Indicate all Race/Ethnicity categories that
apply for each student, text or numeric.

Race: Native Hawaiian
or Pacific Islander

Yes, Native Hawaiian or Pacific
Islander: A person having origins in any
of the original people of Hawaii, Guam,
Samoa or other Pacific Islands

No, not Native Hawaiian or Pacific
Islander

Information unavailable at this time: If
you currently do not have this
information for one or more students,
blank cells or an indicator such as “N/A”
(Not Available) in the cell(s) can be
mapped to this code to notify your NAEP
representative of the need to collect the
data at a later date.

Indicate all Race/Ethnicity categories that
apply for each student, text or numeric.

National School Lunch
Program (NSLP)

School defined codes for:

Student not eligible to participate:
Student is not eligible for free or
reduced-price lunch.

Free lunch: Student is eligible for free
lunch. Schools participating in
Provisions 2 or 3 of the NSLP should

Use ONE code per student, text or numeric
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code all students as “free lunch.” 2

=  Reduced price lunch: Student is
eligible for reduced-price lunch.

= School not participating: School does
not participate in the NSLP. When
used, this code must be applied to all
students.

] Information unavailable at this time:
If you currently do not have this
information for one or more students,
blank cells or an indicator such as
“N/A” (Not Available) in the cell(s) can
be mapped to this code to notify your
NAEP representative of the need to
collect the data at a later date.

SPECIAL INSTRUCTIONS FOR CEP
SCHOOLS: If your school participates in
the Community Eligibility Provision
(CEP), note that for NAEP, only students
who are economically disadvantaged
students can be classified as eligible for
free or reduced-price lunch.

CEP Direct Only

In CEP schools in our state,
economically disadvantaged students are
those who are directly certified through
participation in assistance programs such
as the Supplemental Nutrition Assistance
Program (SNAP) and the Temporary
Assistance for Needy Families (TANF).

Please code your students as follows

Is the student How should
economically student be coded
disadvantaged? on NAEP?

2. Yes 1. Eligible for free
or reduced prince
lunch

3. No 2. Student not
eligible

4. Information 3. Information

missing unavailable

CEP Direct Certification Plus

In CEP schools in our state,
economically disadvantaged students are
identified in two ways: a) directly

2 |fitis not possible to distinguish between “free” and “reduced-price” for some students, code these students as eligible for free lunch

Appendix B
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certified through participation in
assistance programs such as the
Supplemental Nutrition Assistance
Program (SNAP) and the Temporary
Assistance for Needy Families (TANF);
b) through a household income survey.

Please code your students as follows:

Is the student How should
economically student be coded
disadvantaged? on NAEP?

1. Yes 1. Eligible for free
or reduced price
lunch

2. No 2. Student not
eligible

3. Information 3. Information

missing unavailable
CEP All

In our state, all students in CEP schools
are considered economically

disadvantaged.

Please code your students as follows:

Is the student How should
economically student be coded
disadvantaged? on NAEP?

1. Yes 1. Eligible for free

lunch

Students with
Disabilities (SD)

School-defined codes for;

= Yes, IEP: Student has a formal
Individualized Education Plan (IEP), the
student's IEP is in progress, or the
student has an equivalent classification
for private schools. If some students
have both an IEP and a 504 Plan, code
these students as “Yes, IEP.”

= No, not SD: If students have a 504 Plan
without an IEP, code these students as

“No, not SD.”

= Information unavailable at this time: If
you currently do not have this
information for one or more students,
blank cells or an indicator such as “N/A”
(Not Available) in the cell(s) can be
mapped to this code to notify your NAEP
representative of the need to collect the

data at a later date.

Use ONE code per student, text or numeric

English Language
Learner (ELL)

Appendix B

School-defined codes for:

= Yes ELL

= No, Not ELL

= No, Formerly: If a student has achieved

Use ONE code per student, text or numeric
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full English proficiency within the
previous 2 years and the state includes
formerly ELL students in its
accountability reports, the student should
be coded as “No, formerly ELL.” Public
schools, contact your NAEP State
Coordinator if you have any guestions
about using this code.

= Information unavailable at this time: If
you currently do not have this
information for one or more students,
blank cells or an indicator such as “N/A”
(Not Available) in the cell(s) can be
mapped to this code to notify your NAEP
representative of the need to collect the
data at a later date.

On-Break Indicator School-defined code Only for year-round schools; column can be

left off if school is not year-round

Student ZIP Code Numeric only If available

Tips for ensuring the E-File process goes smoothly:

The NAEP E-File template should be used if possible. Please use it as is. Do not change the
column headers. Student information must begin on the second row. There should be no empty rows
between the headings and the student data or within the student data, and no headings within the
data.

If you are not able to use the NAEP E-File Excel Template (for example, because of the way your
data system works), the columns in your Excel E-File should have the same, or similar, names but do
not have to be in any particular order. You will be able to identify the contents of each column after
you have submitted your file. (For example, you will be able to indicate that your column labeled
“Gender” is what provides the NAEP “Sex” information, and your value of “1” is “Male” and a “2” is
“Female,” or whatever the correct interpretation.)

Be sure to give your file a unique, descriptive name. Select “File,” then “Save As,” and give it a name
such as “Your School Name Grade 8.xIs.” Should you need to reference your file again, this will help
you locate it after E-Filing.

The first row of data in your file will be read as the column header unless you indicate otherwise on
the E-Filing “Welcome” page. Each succeeding row will be considered a student record.

If you merge or cut and paste data from another Excel file into the template, review the file afterward
to be sure there are properly aligned student data in every row and there are no column headers or
blank rows in the middle of the data.

Be sure that your file contains only a heading row and student data, not notes or text in additional
columns, or they will be read as data resulting in a warning or error message.

There should be only one worksheet with data in the Excel file. If there are other worksheets, they
must not contain any data.

Step 3 — E-File

Once your file is prepared and checked for accuracy and completeness, login to the MyNAEP website and
select “Submit Student List” from the left-hand menu.

Select the “Start E-Filing Grade X” button
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'@ Live Chat

Home

Submit Student List

For each school, NAEP collects a list of all students in the selected grade in order to draw a random sample of students to participate in the assessment. After the
Register More Schools sample has been drawn, the list of sampled students will be posted under Prepare for Assessment in early December.

Provide School Information

How Do I Submit My School’s List of Students?
Submit Student List

Prepare for Assessment E-File
(See E-File Instructional Documents)

Support Assessment Activities

Wrap up Start E-Filing Grade 4 <

= You will see a checklist come up on the screen; please review it carefully to be sure your file is set up
correctly and is ready to be submitted. Then select “Continue.”

Submit Student List

Are You Ready to E-File?
Complete the following steps before starting the E
} + Read the NAEP 2018 Instructions for Preparing an Electronic File of Students, provided on the MyNAEP "Submit Student List" page;

process:

= Create a student data file in Excel format using the NAEP 2018 E-File Excel Template, provided on the MyNAEP "Submit Student List" page, or acquire a
student data file in Excel format in which the first row contains the appropriate variable names, including the correct number of race/ethnicity columns;

= Ensure that your student data file contains one column for each of the variables detailed in the NAEP 2018 Instructions for Preparing an Electronic File of
Students.
= State Unique Student ID (do not use the student’s Social Security number)
= Student first name
= Student last name
= Grade in school (PK-12)
= Homeroom or other locator information
= Month of birth (in M or MM number format, not spelled out as in "July") .
= Year of birth (in YYYY format).
- Sex

= SD indicator - to identify Students with a Disability, defined as a student with an Individualized Education Plan (IEP) for reasons other than being gifted and
talented

= ELL indicator - to identify English language learners, as defined by your school

- Race/Ethnicity - use SIX codes (columns) per student, as follows:
Ethnicity (Hispanic or not)

White

Black or African American

Asian

American Indian or Alaska Native

Native Hawaiian or Pacific Islander
= National School Lunch Program eligibility indicator
= On-break indicator

= If you are submitting an E-File for a year-round school: this indicator identifies students who will be on-break/on vacation en your school’s assessment
date. (Please see your MyNAEP home page for assessment date).

= If you are submitting an E-File for a non year-round school: do not provide values for this variable

= Student Zip Code - include the student zip code, if available

* If the data for this variable are not available at the time of e-Filing, you must still include the empty column in the template.

Exit

= Enter the required fields and then browse for the name of your file and select “Upload.”
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Submit Student List
E-File Step 1: Upload Your File

} Welcome, State.

The Four Basic Steps to E-Filing:

1. Uplead - Submit your list to the E-Filing automated system.

2. Identify Columns - Matching the column headings in your list to those in a standard list provided by the system.

3. Identify Format/Codes - Matching the codes used in your list for student characteristics such as "sex" and "race” to codes used in NAEP.
4. Verify that this matching of codes has been dene accurately by reviewing a summary of the data you have matched.

« Date list is accurate as of: | (mm/dd/yyyy) Date the list was created; not necessarily today's date

« Does your student data file contain column headers: Yes Row 1 of your Excel file contains column names

To upload your student data file, you will need to locate the file on your computer.

1. Click on the "Browse..." button below. It will open a window in the browser on your computer that will allow you to navigate to where the student list file is
located on your computer. Note: You may need to change the "Files of type” to "All files (*.*)".

2. Double click on the file (or select it and then click on the Open button). The name of the file (and the path) will appear in the File Name box below.

3. Click on the Upload button and proceed.

Select the file name File Name: Browse...

from your computer
l Upload l

Uploading of your data file could take a few minutes. Please be patient. If you lose your Internet connection after uploading your file, you can log back on to the
MyNAEP site and return to E-Filing. You will be sent directly to the last screen you were working on, allowing you to complete the E-Filing procedure.

Step 4 — Map Your Columns and Rows to NAEP Values

The field names used by your database system may not have the same names as the NAEP values. You
will need to match the names of your columns to the names of the NAEP columns and then match row
values to NAEP values.

"Columns Contains™.

Click here to see a worksheet view of your student data. If you find you have errors in your data, you will need to exit this
program, correct the problem in your Excel file, and upload the file again.

Column Heading Is Your Column Contains
STUDENT ID State Unique Student ID
GRADE Grade
FIRSTNAME Student Name: First
MIDDLENAME Enter the column name Student Name: Middle
LASTNAME in your file that Student Name: Last
HOMEROOM matches each NAEP Homeroom or Other Locator [v]
field name Your Column Contains...

MOB State Unique Student ID
YOB Student Name: First
— Student Name: Middle
SEX Student Name: Last
- Grade
SD Homeroom or Other Locator

Birth Date: Month of Birth
ELL Birth Date: Year of Birth

Sex
ETHNICITY HISP Student with a Disability
WHITE Er_'lgllsh_ Language Learner
—_— Hispanic, of any race
BLACK White

Black or African American
ASIAN Asian

Native Hawaiian or Pacific Islander
AI/AN American Indian or Alaska Native
PI School Lunch
= Zip Code
SCHOOLLUNCH N/A _

When you have identified all of the columns on your list, click the "Next" button to proceed and match your values to
NAEP Codes. The following screens will be determined by the order of the columns in your Excel file.

Back Next
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Shown below are two examples of row mapping. You need to match the values in each of your columns to
the NAEP codes (in drop-down). Once you map a value, select “Next” to move to the next value.

Submit Student List
E-File Step 3-1: Match Your Values to NAEP codes

Next

’ For each of your values below, click on the down arrow next to "Select Code" and click on the NAEP code that best matches your value.

To view the student records that have the selected value in the "Grade” column, click on the view icon 3 below. To view the worksheet containing all of your
student data, click here.

If there is an error in your data file, exit E-File, correct the problem.in your Excel file, and upload the file again.

Your File Contains T Value(s)
Grade 4
# | View Your Values NAEP Codes Number Percentage

1. = 4 Select Code... 101 100%
- - " m = Grade 4
When you have identified all of the codes on your list, click the "Next" button to p\-uceeu—'

Nex

File Name Uploaded
5110073.xls 7/8/2014 3:31:03 PM

Your student data file must be in Excel format according to the NAEP 2015 Instructions for Preparing an Electronic File of Students. If you need to create
an Excel file, use the NAEP 2015 Excel Student List Template. Both documents may be found on the MyNAEP "Submit Student List" page. You may also
contact the NAEP Help Desk at 1-800-283-6237 or naephelp@westat.com Monday through Friday between 8 a.m. and 8 p.m. ET.

Submit Student List
E-File Step 3-1: Match Your Values to NAEP codes

- @D '

For each of your values below, click on the down arrow next to "Select Code" and click on the NAEP code that best matches your value.

-

To view the student records that have the selected value in the "Sex" column, click on the view icon /& below. To view the worksheet containing all of your student
data, click here.

If there is an error in your data file, exit E-File, correct the problem in your Excel file, and upload the file again.

It is very important that all data be correct. We have provided a way to double check the data. Below are the expected percentages based on information from the
Common Core of Data (CCD). The CCD is a program of the U.S. Department of Education’s National Center for Education Statistics. It is a comprehensive, annual,
national statistical database of information concerning all public elementary and secondary schools. Please confirm your codes and percentages and continue if all
are correct.

Grade 4 expected CCD Percentages: Source 2012-2013 School Year
Female
51.92% 48.08%

Your File Contains 2 Value(s)

Grade 4

# |View Your Values NAEP Codes Number Percentage
1. g 1 5e 52.5%
2. 2 2 a8 47.5%
When you have identified all of the codes on your list, click the "Next" button to Femalx.a

et
File Name Uploaded
5110073.xls 7/8/2014 3:31:03 PM

When you finish row mapping, the E-Filing process will continue and you will be prompted to verify your
data.

If you need assistance, call the NAEP Help Desk at 1-800-283-6237.
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Appendix B8: NAEP 2021 MyNAEP System

Note: The MyNAEP System Content included in the package represents the information
and references to sections or appendices provided in the current version (OMB# 1850-
0928 v.18), updates made to V.20-23 may be reflected in this study.

Description of MyNAEP: The school coordinators are responsible for preparing for the assessment in their school
using the MyNAEP system, which is an online secure site that provides participating schools with a convenient way to
prepare for the upcoming assessment. MyNAEP serves as the primary resource and action center throughout the
assessment process. The site also offers school coordinators an electronic way to prepare for the assessment at their
own pace. The NAEDP field representative will schedule an initial call in December to pre-review the major areas of the
MyNAEP system with the school coordinator. A description of the tasks completed in the MyNAEP system can be
found in Part B. The content of the MyNAEP system is included in this appendix.

Notes on the organization of Appendix B8

® Red text indicates descriptive notes and references to Appendices other than I
e  Green text indicates text from hyperlinks or references within this document.
e The Additional Resources section of this document (beginning on page 94) contains the text of hyperlinks

MyNAEP Login Screen

Welcome

MyNAEDP is a restricted-use website that contains information on the National Assessment of Educational Progress
(NAEP), widely known as The Nation's Report Card.

Login

Email or Username:

Password:

Forgot Username or Password

Having trouble logging in?

First time visiting the 2021 MyNAEP site?

Please register

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information
unless it displays a valid OMB control number. The valid OMB control number for this voluntary information
collection is 1850-0928. The time required to complete this information collection is estimated to average 270 minutes
for schools that do not submit student sample information or 390 minutes for schools that submit student sample
information manually, plus an additional 10 minutes for each student identified as SD or ELL, including the time to
review instructions, search existing data resources, gather the data needed, and complete and review the information
collection. If you have any comments concerning the accuracy of the time estimate, suggestions for improving this
collection, or any comments or concerns regarding the status of your individual submission, please write to: National
Assessment Educational Progress (NAEP), National Center for Education Statistics (NCES), Potomac Center Plaza,
550 12th St., SW, 4th floor, Washington, DC 20202.
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OMB No. 1850-0928 APPROVAL EXPIRES 09/30/2021

National Center for Education Statistics (NCES) is authorized to conduct NAEP by the National Assessment of
Educational Progress Authorization Act (20 U.S.C. §9622) and to collect students’ education records from education
agencies or institutions for the purposes of evaluating federally supported education programs under the Family
Educational Rights and Privacy Act (FERPA, 34 CFR §8§ 99.31(a)(3)(iii) and 99.35).All of the information provided by
participants may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any
other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C. §151). By law, every NCES employee as well
as every NCES agent, such as contractors and NAEP coordinators, has taken an oath and is subject to a jail term of up
to 5 years, a fine of $250,000, or both if he or she willfully discloses ANY identifiable information about participants.
Electronic submission of participant’s information will be monitored for viruses, malware, and other threats by Federal
employees and contractors in accordance with the Cybersecurity Enhancement Act of 2015. The collected information
will be combined across respondents to produce statistical reports.

Note: the NAEP data security and confidentiality citations have changed, as reflected below.

When you have finished or if you need to stop before finishing, please LOG OUT of the survey system by clicking
"Save and exit" and CLOSE ALL browser windows or screens to keep your responses secure. For example, if you
used Chrome or Safari to open the survey, make sure no Chrome or Safari windows or screens are open after you end
the survey. Not closing all browsers may allow someone else to see your responses.

If you have questions or need help accessing the website, please contact the NAEP Help Desk at 1-800-283-6237 or
naephelp@westat.com Monday through Friday between 8 a.m. and 5:30 p.m. ET.

Summary of Changes from 2019 to 2021:

e Updated the year from 2019 to 2021

* Removed security banner

® (Capitalized NAEP Help Desk

® Added statement about logging out and closing browser window

Screenshot

N%{P

Welcome

MyNAEP is a restricted-use website that contains information on the National Assessment of
Educational Progress (NAEP), widely known as The Nation's Report Card.

Logi) First time visiting the 2021
Email or Username: MyNAEP site?

Please register

Password:

Forgot Username or Password |
Having trouble logging in?

Monday through Friday between 8 a.m. and 5:30 p.m. ET.

Home Page

Welcome to the National Assessment of Educational Progress!
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The MyNAEP website will help you prepare for the assessment.

Assessment Details

Grade:

Subject(s):

Assessment Date:

Preassessment Review Call Date:
NAEP Representative:

MyNAEP Registration ID:
NAEP School Coordinator:

*If a school coordinator name does not appear above, then no one is currently assigned as school coordinator. Notify
your NAEP State Coordinator, , at if this information is missing. School coordinators must
register their own MyNAEP account.

Prepare for Assessment
It's time to prepare for your school's upcoming assessment date.

e The first step is to watch this quick tutorial video (https://bcove.video/2rHIh6v), which will give you an
overview of the Prepare for Assessment menu.

® Complete the activities in the menu before your scheduled preassessment review call.

What's Next?

Download teacher notification letters and student appointment cards in the Support Assessment Activities section.

Summary of Changes from 2019 to 2021:

Removed the 2019 Administration Date
Removed the 2019 MyNAEP Registration ID
e Removed the 2019 NAEP School Coordinator’s name and references to contacting School Coordinator

Screenshot

ﬁ MyNAEP For Schools District:
NAEP Welcome Help | Contact Us | My Account | Register More Schools | Logout

O Grade 8 Assessment:
School 019422

Home - A =———

Provide School Information

Welcome to the National Assessment of Educational Progress!

The MyNAEP website will help you prepare for the assessment.

Prepare for Assessment
Support Assessment Activities

‘Wrap Up T
Assessment Details

* Grade: 8

+ Subject(s): mathematics and reading

* Assessment Date: d

* Preassessment Review Call Date:

* NAEP Representative: ,

* MyNAEP Registration ID:

* NAEP School Coordinator:

*If a school coordinator name does not appear above, then no one is currently assigned as school coordinator. Notify your NAEP State Coordinator,

; at if this information is missing. School coordinators must register their own MyNAEP
account.

Prepare for Assessment

It's time to prepare for your school's upcoming assessment date.

= The first step is to watch this quick tutorial video, which will give you an overview of the Prepare for Assessment menu.
« Complete the activities in the menu before your scheduled preassessment review call.

What's Next?

Download teacher notification letters and student cards in the Support Activities section

y SRR

- AN,  —— %‘-

| 2 X

Help ContactUs My Account Logout

Provide School Information
Provide School Information
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Please use the links below to ensure that NAEP has the most up-to-date information about your school.

Complete the following:

School Contact Information

School name and address

Shipping address

Principal contact information

School coordinator contact information

School Characteristics Information

e Student enrollment
e  Charter school status
e Date school adjourns for winter break in December
¢ Date school returns from winter break in January
e School calendar type (traditional or year round)
e School start and end times
Screenshot

Home

Provide School Information

School Contact Information

MyYNAEP For schools District:

We|come Help | Contact Us | My Account ! Register More Schools ! Logout !

O Grade 8 Assessment:
School 019422

Provide School Information

Please use the links below to ensure that NAEP has the most up-to-date information about your school.

School Characteristics .
Information Complete the following:

School Contact Information

Submit Student List

Prepare for Assessment

Support Assessment Activities

Wrap Up

* School name and address

* Shipping address

* Principal contact information

+ School coordinator contact information

School Characteristics Information

* Student enrollment

* Charter school status

* Date school adjourns for winter break in December
* Date school retums from winter break in January

* School calendar type (traditional or year round)
+ School start and end times

Prepare for Assessment
Prepare for Assessment

The list of students selected for NAEP will become available in early December. The school coordinator will need to
complete some activities after the list is available. Completion of these activities will ensure a successful administration
of NAEP. Use the links in the checklist on the left-hand menu under Prepare for Assessment to:

Review and verify the list of students selected for NAEP

Complete information about how students with disabilities and English language learners will participate in
NAEP

Notify parents/guardians of sampled students

Manage school and/or teacher questionnaires

Plan assessment day logistics

Encourage participation and motivate students to do their best

Complete the following activity upon return from winter break...
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e Update the student list to include any new grade 8 students at your school

Your NAEP representative will contact the school coordinator in early December to explain how to complete these
activities and to schedule a preassessment review call. Please complete all activities before the preassessment review
call date.

A storage envelope and the Instructions for School Coordinator brochure will be mailed in early December. Store any
printed reports that include student names and information in the NAEP Storage Envelope.

Additional Resources

e Instructions for the School Coordinator (see Additional Resources section of this document)
e Digitally-based Assessments (https://nces.ed.gov/nationsreportcard/dba/)

Screenshot

MyNAEP r

Welcome

Frontier Mddie Schod

Prepare for Assessment

The list of students selected for HAEF will become available in early December. The schood coordinator will need te complete some activities after
Suhmit Stodent List the list is available. Completion of these activities wil ersure a successiul administration of NAEP. Use the links in the checkist on the keft-hand
meni under Frepaie for Assessirend (65

Frovide School Tnformatian

Prapare for A amenl
= Reyvew and venfy the [ of students seleded far HABP

= Complete information about how studends with disabiities 2nd Ergish language lzamers will partidpate In RAEP
= Motily parentsiguardians of sampled students

= Manage school snd'or teacher questionnaires

& Plan sscescment day loglstics

= Frnurnge pastidpation and metivate students o da tholr host

Revbow and Verity List of
Studants Salacted bor MAER

L T refurm from F hreslk.,
[T — Comgleta thi folicwing activity upen retum from swintbes hres

= Lipdate the siudent kst 0o ncludes any new grode & students at your schoel

Hanage

it MAEP representitive wil contact the scheal coardinator in early December to explain bére e complets thege sctiaties and 10 schedide 3
Pam o 2 3y preassessment review call. Please complete all activities before the preassessment review call date,

A storage snwvelops and the fnstroctons for Schoo! Coeroinator brochurs will be mailed in early Decamber. Store any printed reports that
Enchude student names and infermation in the NAFP Storage Fnvelope.

Incourasge Participalion

Ugniate Stenient §se

Additional Resources
s [netructions for the Schoeol Cosrdinatar
& Digitally-based Azcazcmants

St sl Activities

wrap Up

Review and Verify List of Students Selected for NAEP

Note: The student list is initially submitted outside of the MyNAEP system and the information is loaded into
MyNAEP for the school coordinator to review and verify for accuracy.

Prepare for Assessment
Review and Verify List of Students Selected for NAEP

NAEP reports results for student demographic groups, so it is important to collect accurate data. Review the list of
students to be tested at your school and update their enrollment status and demographic information as needed.

Complete the following:

e  Watch the Review and Verify List of Students Selected for NAEP Tutorial (5:36)
(https://bcove.video/2fE06iA)

¢ Review and Verify Student Information
* Print Reports

Additional Resources

¢ Information Needed to Review and Verify List of Students Selected for NAEP Coordinator
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(see Additional Resources section of this document)

e Dept. of Agriculture Memo Authorizing Release of NSL.P to NAEP Coordinator

(see Additional Resources section of this document)

Screenshot

|"~"|';.|'NJ‘51EF" For 5¢

i T Aasissiment

Review and Verify List of Students Selected for NAEP

St Student List MAFP figarts rissills Mof Sludent demographic groups, 5a IL S mmpaimant 1o colest aourali dala, Bev i e [ of hudens to B Destid Al yous
ool and updabe thelr enroliment status and demograghic information as needed
Frepare for Auveswmend
Camplete the following:
B Watch the Revien and Yenfy List of Students Selected for RAEF Tutorsd (5; 56)

il P MAEP

B Reriaw ared Vorily Stucdont Inlesmsatiaon

ELL EAndent

B Prirt Reports

HMnlity Farenis

Manane fuastnnnaines
Additional Resources

& Information Needed to Revies and VI!TEE List of Students Selected for NAER

& Dept, of Agricalkure Mermo Aughorizing Releass of HELP to NAER

Support Avsesamint Ac

Wrap Lip
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Review and Verify Student Information

Review and Verify Student Information
Print Worksheet — REV-INFO-1

Select Print Worksheet to review and note changes to student enrollment status and demographics on a hardcopy
worksheet. Select Continue when you are ready to enter information into MyNAEP.

Some students may not be eligible to participate in NAEP. A list of possible reasons is available here.
(Note the content of the list is below for convenience of reviewing this appendix)
Reasons Student Cannot Take NAEP:

e  Withdrawn

¢ Graduated

e Expelled

® Does not attend any academic classes on campus

e Home schooled and receives limited services on campus

e Student listed more than once

e Not in tested grade

e Foreign exchange student

e Student deceased

e Long-term illness/homebound

e  Parent notified about NAEP and refused NAEP testing

e Student notified about NAEP and refused NAEP testing

e Enrolled in U.S. schools less than one full academic year before the NAEP assessment and cannot access
NAEP (applies only to English language learners)

e Meets (or met) participation criteria for one or more state alternative assessments (applies only to students with
disabilities)

Screenshot

MYN'&EF‘ For =thook Dietrics: Ravnkdn £ Gekosd Dist (01]

Welcome Iy | Comtart Un M

© Drnde 3 Ads
Frontin Middh 2o

Ful Soreen Mode REV-INFO-1

Review and Verify Student Information

Frow < Infarmatian

sabmit vt List Print Worksheet

Select Print Worksheet 1o revies snd nobe thanges to student enrcliment status snd demagraphcs on 3 hardeopy worksheet, Sefect Contimue when o

P pare far Assnssasent
kit i rendy 10 eter IBLTBtien (o HyMAEP.

R and Vaorify List of

etaghpit ot Some students may ot be eligible to partidpate i MAER. A list of poestie ressons is avaliabie here,

Manann Jusstionnadre s

Pian MaF Rssessment Day

Fncurage Participathsn
Upkatu Fudunl Lhl
BRI AL

\Wrap Uip
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Review and Verify Student Information
Demographic Data-REV-INFO-2

Note: School coordinators will be asked to review and verify student demographic information (as shown in the
screenshot below), and also to indicate whether students were displaced from a natural disaster (screen REV-INFO-6).

Review all demographic data for the students listed below.

Select the Edit pencil next to the student name to enter a student's correct or missing information or indicate a
reason the student cannot take NAEP.

e If a student has a Section 504 Plan and requires an accommodation to be tested, change his or her Student
with a Disability status to Yes, 504.

e If there are missing data for a student, there will be an icon in the column. Hover over the icon to see how
many students have missing data.

e All columns can be sorted by clicking on the column header. Missing data will filter to the top.

Screenshot

F"']':.fl"JﬂEP For Schools Distriet

Welcome Help Carkact s Wy focomnd | Logoat
& Gradds 1 Amsmrant: 3113019

Fror

- Ful Scraen Mode:

o Review and Verify Student Information

Frowide Sclaonl Indramation

REN-INFO-2

Demegraphic Data
moayiew all demopraphic data for the students |hed below.

Rl s Varity List of Saject the EdB pencl] ne to the STusent name t enter 3 student’s correct or missing information, or indcate 2 reason the student casnot take
Students Sebarted for HAFF HAEE.

Complein S0 ALLL Sudanl

Ininrmation = I sledieed Bk @ Swction 304 Plan and require an accommeodation 1o be i, chasge By o i Sludent with & Dtabiity $1atus 1o Yis, 504,
# [ khere is missing data dor p student, there will be an & kcon in bhe colume, Hower ower the & icon o see how meny students heve missing data
marify Farenls » Al palumng com be samed by dickang en the column hender. Mssing dota will filer o the: top.

Hanagn Quistionnalres

Plan lur Aysessmenl Day

Facauirnge Prrticipation s CSmON/EL  Mark = Wos paw Infeematns Iifarmation , FeaL S He, e ELL -
Tabioe usarvaitatie anavalsbla
\pdatn Tudent Lkt F CSM0LMS  Roadng- 04 1080 Ferul TwoorMersRame  Fres knch Na, nat BB Mo, nck BLL
Talba (Mg Hispanic)
i T
DSADIT  Math 20 W03 ma White, net Maparic  Swdiml  Yas, EF Yo, ELL
Wrag Up Tahies shghin
LSO Amadng- 11 a4 Female wike, et Hisparic  Indamaben MO, ot 6 e, o ELL
Tabibt wnavalabl
CSMOLOS  Aaadng: 95 085 Famuls Whits, nst Huparic  Fres kinch W, rat 5O Mo, nok BLL
Tabien
USMEDLGE  Math o Mon  Permale Two of More Nated Fret lindh M, piat 50 Hey met ELL
Tabiot Men-Hipank)
CSM0INT  Apadng- 84 WES  Femal Wikie, nel Hisparic  Frok ineh W3, rat 6O ey ok ELL
Tabist i
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Review and Verify Student Information
Review and Verify Student Information-REV-INFO-5

The students listed below have been identified as American Indian or Alaska native. These students will complete an
additional shorty questionnaire for the National Indian Education Study. Please review and confirm the race of each
student.

MF‘P‘.JAEP & Dimtrictz Bankdn Co Scheod M (03]

el

Review and Verify Student Information

The sbudionts ke Dl Bave bedn idinbiied a5 Americen Madian of Alaika nalae. These tudents will complete an Bddibienal shorl queRisnngine for the

Hubamlr et il Piskinnal [ndian Foucation Shudy, Messs review snd comfirm the race of sach shdent

Prepare far Aurasming

Amurican Irdbin o Alavks Hative
Rerehirw ol

Atiideits widk BT Iralihn ar alaaks Hamess
Aemackcan Inadlan or Alaxks Hethva

remaican iradlan ar Alasks Hacass

COETD G CIIMEEEED IS G

I nocurege Particpation
uipd udent iLisk

Fupport Axvarswmant Activitho

Wrap Ui

Review and Verify Student Information
Print Summary Report-REV-INFO-6

Select Print Summary to print a record of the student information entered into MyNAEP. Keep this report in the
NAEP Storage Envelope and refer to it during the preassessment review call.

Select Submit when you are finished with this section.

Screenshot
MyNAEP ror

Welcome

Fronder Midcks Sobond

Full Sefdem MEdie

Review and Verify Student Information

st Susdent Lis Print Summary Report

Select Print Smmmeny bo print 3 reonnd of the studen: Information entered inbe MyRAER, Keep this report in the NAEP Storage Emvelope and refer to it
T e preasessmEt feew call.

Brapanes for Axsosment

Rarwhrer and Vorify Lt of

il b <ri ot Submlt when you are finished Wi this section.

SEELL Sudest

Matity Parsnis

v sunsey B enckn Gegnnng s e
Mgty ames e

Flan for Asssssmant Day

Enmrage Paription

Lipdatn Studant List

Erpparl Anreeaini Al vilher

Wrap lip
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Print Reports

Print Reports — REV-REP-1
Before entering student data in the system

Print this worksheet and use it to review and verify student enrollment status and demographics before entering the data
into the system.

After entering student data in the system

Select Print Summary Report to print a record of the student information entered in the system. Keep this report in
the NAEP Storage Envelope and refer to it during the preassessment review call.

Screenshot

MyNAEP ro

Welcome

Froneior Maddhe Sohool

a =
r EEV-RER-1

Print Reports

Fravidn School Infermatisn

Sashavat Bhudent List Before entering student data in the system
Frint this worksheet and use & to review snd venfy student enrollment stabus snd demographics before entering the dats inte the system,
Pz i ToF Aeesas comsend
Rorvimw and Werity §isk ol
Sisidiils Silaed lor MAEP After entering student data in the system
Select Print Summary Report to print & record of Ehe student information enkered in the system, Keep this report in the NAEP Storage Envelops and
Compluba S/CLL Rudunl rider pa i dueing The presessment finniw call,

Tmdiranation
iy Ml P Summary cport_J
Mamsge (husstionnaines

P tor Avsesment Dy L

EnCamraip:

Wpdale Studen] List

Risppiit Andnioareend Activities

Wiap Up

Sample of information included in the worksheet and summary report (note the worksheet is a
resource to assist teachers in collecting the information that will be contained in the summary report)

NAEP 2019 Worksheet for Students Selected for NAEP  07/25/2018 2:48 Pm
School Name: Frontier Middle School District Name: Rankin Co School Dist NAEP ID: 0120261

Reason
Student English Student
Month | Year School with a Language Cannot
Session/ of of Race/Ethnicity | Lunch Disability Learner Take
Student Name Student ID Line # Subject Birth Birth | Gender | Race/Ethnicity | Status Status Status MNAEFP
Aberts, Kimberly 86756 DS0801/01 | Math-Tablet 08 2005 | Male Information Information No, not SD | No, not
unavailable unavailable ELL
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Complete SD/ELL Student Information

Note: In this section the school coordinator will provide information to determine how students participate in NAEP
(i.e., without accommodations, with accommodations, or do not test). The school coordinator will provide the
Individuals with Disabilities Education Act (IDEA) disability status, English proficiency, primary language, grade-level
performance, and accommodations, using the state-specific NAEP inclusion policies (see Appendices D1-5 and D1-6
for templates of the SD and ELL inclusion policies, which are customized by the NAEP State Coordinators). The
purpose of providing this information is to make sure students have appropriate supports to access the NAEP
assessment.

Prepare for Assessment
Complete SD/ELL Student Information

To ensure that NAEP reflects the educational progress of all students, students with disabilities (SD) and English
language learners (ELL) must be included to the fullest extent possible.

NAEP provides accommodations only for SD and ELL. Therefore, this section only includes students whose SD status
is "Yes, IEP" or "Yes, 504" or ELL status is "Yes, ELL." Changes to these status codes can only be made in the
Review and Verify List of Students Selected for NAEP section.

The information that you provide in this section indicates how students will participate in NAEP and the
accommodations they will receive.

Complete the following:

e  Watch Complete SD/ELL Student Information Tutorial (5:59) (https://bcove.video/2fECUXM)

e Review NAEP Inclusion Policy

e Give Access to SD and/or ELL Specialist(s) (optional)

e  Provide Information for Students Who Are Both SD and ELL
® Provide Information for SD (IEP or 504 Plan) Only

e Provide Information for ELL, Only

® Print Reports
e (Create Accommodation Sessions (Field Staff Only)

Additional Resources

e TInclusion on NAEP Fact Sheet

e Letter from Department of Education Encouraging Inclusion
e Information Needed to Include SD/ELL Students
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https://bcove.video/2fECUxM
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Review NAEP Inclusion Policy

Review NAEP Inclusion Policy-COMP-INCL 1-1 (see Appendices D1-5 and D1-6)
NAEP Inclusion Policy for Students with Disabilities and English Language Learners

The policy provides inclusion expectations, lists the NAEP accommodations, and describes how the accommodations
are administered.

SD Inclusion Policy (see Appendix D1-5
ELL Inclusion Policy (see Appendix D1-6

We expect most students with disabilities and English language learners to participate. The only students eligible for
exclusion are:

Students who meet (or met) participation criteria for the State Alternate Assessment

English language learners who have been enrolled in U.S. schools less than 1 full academic year before the NAEP
assessment and cannot access NAEP

All other SD and ELL students should participate with or without NAEP accommodations.
Monitoring Exclusions

Your NAEP State Coordinator will monitor exclusions and may contact you regarding excluded students. If you have
any questions about how to include a student, contact your NAEP State Coordinator, NAME, at EMAIL ADDRESS.

I downloaded and reviewed the NAEP Inclusion Policy for Students with Disabilities and English Language Learners.

Yes No

Screenshot

MyNAEP fo:

Welcome

Froctier Midole

COMP-TNCL 1-1

Review NAEP Inclusion Policy
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Cumpleti SDFELL Studunt s Enghsh larguage leimers. wha have been anrclled in 105, schools less than | full scederrid year Defore the NAEP assessmant and cannol Scoess NAER

Infermmatioen

&l ceher S0 and ELL students sheuld pamicipate with or without MAEP acoomendations.

mWotily Marcnis

Manilaring Leclusions

Hanape (uestionnaires

¥our NAEF State Coordinater will monitor exclusions and may contact you regarding excluded students. If you have any questions about Fow to indude a
Mlan for Assessment Day student, contact your MAEF State Coondinator, Jane Dos, at StyteCoordirabonid @ mynasp.com.

1 dowrloaded and reviewed the Traming 01 RAEP 2019 Inclusion Pakcy for Students with Disabiities 2nd English Language Leanners.
Encomrage Participation

Uipeate SRuadendt st
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Give Access to SD and/or ELL Specialists

Please complete the Review and Verify List of Students Selected for NAEP section before giving access to SD and/or
ELL Specialists

Give Access to SD and/or ELL Specialists-COMP-SPEC 1-1

The person most familiar with how students with disabilities (SD) and English language learners (ELL) are tested
should provide the information for these students. Complete and submit the information below to give access to the
Complete SD/ELL Student Information section for one or more SD/ELL specialists.

For confidentiality reasons, access is limited to you and five additional school staff.

e Enter all names and email addresses then select Save.
e Select the Send Email button for each record.
e  Select Submit.

Screenshot

COMP-SPEC 1-1
Give Access to SD and/or ELL Specialists

Flease complete the Review and Verify List of Students Selected for NAEP section before giving
access te S0 and/or ELL Specialists.

The person maost familiar with how students with disabilities (S0) and English language learmners (ELL)
ara tested shouwld provide the information for these students, Complate and submit the information
below to give access to the Complete SD/ELL Student Information section for one ar more SO/ELL
specialists,

For confidentiality reasons, access is limited to you and five additional schoaol staff.
= Enter all names and email addresses then select Sawve.

= Select the Send Email button for each record,

* Select Submit,

Email
Sent

First Name Last Name Email Address ACCESE ) 55 Date

(e I some I e
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Provide Information for Students Who Are Both SD and ELL

Print Worksheet-COMP-BOTH-2

Select Print Worksheet to record the information for each student on a hardcopy worksheet. Select Continue when
you're ready to enter information into MyNAEP.

Review the NAEP inclusion policy (see appendices D1-5 and D1-6) to see the universal design elements and
accommodations for NAEP, and to determine how students should participate.

Screenshot
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ELL Details-COMP-BOTH-3

For each student listed below, record the following information by selecting the Edit pencil next to the student name.
Review the NAEP inclusion policy (see appendices D1-5 and D1-6) prior to completing.

What is the student's primary language?

Including this year, how long has this student been receiving academic instruction primarily in English? (note a
hover note displays in the system that reads: Instructor presents academic content in English and the student
receives only occasional translation of words or explanation of ideas/concepts in his/her native language.)

At what grade level (note a hover note displays in the system that reads: For example, a grade 4 student is
selected to take the NAEP math assessment who performs at a second-grade level should be marked as two or
more years below grade level.) does this student perform in the NAEP subject?

How would you characterize this student’s English proficiency (note a hover note displays in the system that
reads: How this student's English language proficiency compares to other ELLS in the same grade.) in listening
comprehension, reading, speaking, and writing?

All columns can be sorted by selecting the column header.

Screenshot
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SD Details-COMP-BOTH-4

For each student listed below, record the following information by selecting the Edit pencil next to the student name.
Review the NAEP inclusion policy prior to completing.

e Which of the following IDEA categories (see list below) best describes each student’s identified disability(ies)?
0 Autism
Deaf-blindness
Developmental delay
Emotional disturbance
Hearing impairment, including deafness
Intellectual disability
Multiple disabilities
Orthopedic impairment
Other health impairment
Specific learning disability
Speech or language impairment
Traumatic brain injury
0 Visual impairment, including blindness
*  What is the degree (note that in the system a hover note appears that reads: The response should be based on
the knowledge of the person most familiar with this student's disability(ies) and based on the professional
judgment how it/they might compare to other students with similar) of each student's disability(ies)?

O OO O O o oo o oo

All columns can be sorted by selecting the column header.

Screenshot
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How Students Should Participate-COMP-BOTH-5

For each student listed below, record the following information by selecting the Edit pencil next to the student name.
Review the NAEP inclusion policy (see Appendices D1-5 and D1-6) prior to completing.

e How is each student assessed on the state or classroom assessments in the NAEP subject?

e How should each student be assessed on NAEP?

e (If appropriate) What universal design elements and accommodations does the student need to access NAEP?
e (If appropriate) Reason student cannot take NAEP?

e (If appropriate) Is the decision to exclude each student a school decision or a parent/student decision?

All columns can be sorted by selecting the column header.

Screenshot
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Exclusions Summary-COMP-BOTH-6

The student(s) listed below are marked as “Do not test” and will be excluded from the NAEP assessment.

Your NAEP State Coordinator will monitor exclusions and may contact you regarding excluded students. If you have
any further questions on how to include students, contact your NAEP State Coordinator, First and Last Name, at Email
address and/or review the {State} NAEP inclusion policy (see Appendices D1-5 and D1-6).

Select Back to make any changes for the students on the previous screen.

All columns can be sorted by selecting the column header.

Screenshot
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MyNAEP For Schools District: Sheridan School District (15)

WelCOme ontact Us | My Account | Register More Schools | Logout

Martin Short O Age 13 Assessment: 10/30/2019

PROGRESS

Home Full Screen Mode COMP-BOTH-7

Provide School Information

Exclusions Summary

Prepare for Assessment The student(s) listed below are marked as "Do not test” and will be excluded from the NAEP assessment.

Your NAEP State Coordinator will monitor exclusions and may contact you regarding excluded students. If you have any
further questions on how to include students, contact your NAEP State Coordinator, Jane Akins, at
StateCoordinatorJ5@mynaep.com and/or review the Training 15 NAEP 2020 inclusion policy.

Review and Verify List of
Students Selected for NAEP

Complete SD/ELL Student

Information Select Back te make any changes for the students on the previous screen.

Notify Parents

All columns can be sorted by selecting the column header.

Plan for Assessment Day How should Accommodations
the student Not Allowed or | Requires Other
Encompnne el 5D ELL NAEP | be assessed  Why can't the student Provided by Accommodation(s) Other
Classification | Classification | subject | on NAEP? participate on NAEP NAEP Specify) reason
Support Assessment Activities
Last LT1301/02 Yes, IEP Yes, ELL Math - Do not test Enrolled in U.S. schools less
Wrap Up 1305, Paper than 1 full academic year
First before the NAEP assessment
1305 and cannot access NAEP

Print Summary
Report-COMP-BOTH-7

Select Print Summary to print a record of the student information entered into MyNAEP. Keep this report in the
NAEP Storage Envelope and refer to it during the preassessment review call.

Select Submit when you are finished with this section.

Screenshot
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Provide Information for SD (IEP or 504 Plan) Only

Print Worksheet-COMP-SD-2

Select Print Worksheet to record the information for each student on a hardcopy worksheet. Select Continue when
you're ready to enter information into MyNAEP.

Review the NAEP inclusion policy (see Appendix D1-5) to see the universal design elements and accommodations for
NAEP, and to determine how students should participate.

Screenshot

MYNAEP For schoois
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SD Details-COMP-SD-3
For each student listed below, record the following information by selecting the Edit pencil next to the student name:

e Which of the following IDEA categories (see list below) best describes each student’s identified disability(ies)?
(Note: This question is not applicable to students marked as Yes, 504.)

Autism

Deaf-blindness

Developmental delay

Emotional disturbance

Hearing impairment, including deafness

Intellectual disability

Multiple disabilities

Orthopedic impairment

Other health impairment

Specific learning disability

Speech or language impairment

Traumatic brain injury

0 Visual impairment, including blindness

*  What is the degree (note that in the system a hover note appears that reads: The response should be based on
the knowledge of the person most familiar with this student's disability(ies) and based on the professional
judgment how it/they might compare to other students with similar) of each student's disability(ies)?

e At what grade level (note that in the system a hover note appears that reads: For example, a grade 4 student is
selected to take the NAEP math assessment who performs at a second-grade level should be marked as two or
more years below grade level) does this student perform in the NAEP subject?

O OO O OO0 0O 0O OoOOoOOoO o

All columns can be sorted by selecting the column header.

Screenshot
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How Students Should Participate-COMP-SD-4

For each student listed below, record the following information by selecting the Edit pencil next to the student name.

Review the NAEP inclusion policy (see Appendix D1-5) prior to completing.

How is each student assessed on the state or classroom assessments in the NAEP subject?
How should each student be assessed on NAEP?

(If appropriate) Reason student cannot take NAEP?
(If appropriate) Is the decision to exclude each student a school decision or a parent/student decision?

All columns can be sorted by selecting the column header.

Screenshot

MyMNAEP
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Print Summary Report-COMP-SD-7

Select Print Summary to print a record of the student information entered into MyNAEP. Keep this report in the
NAEP Storage Envelope and refer to it during the preassessment review call.

Select Submit when you are finished with this section.

Screenshot
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Provide Information for ELL Only

Print Worksheet-COMP-ELL-2

Select Print Worksheet to record the information for each student on a hardcopy worksheet. Select Continue when
you're ready to enter information into MyNAEP.

Review the NAEP inclusion policy (see Appendix D1-6) to see the universal design elements and accommodations for
NAEP, and to determine how students should participate.

Screenshot

MyNAEP for s

Welcome

" Fronthr Pl Achosd

Fuil Seqsen Mede

Print Worksheet

Providu School Infuomation Sajzct Print Worksheet t recond e information for each student an 3 hardoopy warkshees, Select Comtinse when you're ready to enter infommaton i
MpRAER.

St Student List

Rayiew the Training 01 MAEP 008 inplusion policy b0 soe the univensal Sasign slemants. and accoemodabions for NAER, and to debarmine hom students ssoud
P e Rosarsament, particisate.

Ravius and Vority List of
Sludunty Saluciud for HALP

T il Seudent
il

Priek Worksteet

Medily Pareils
Managn Quasticnnairs

Plam far dssessment By

tvipation

Updatn Sbadent Lint
i

Wrap Up

Appendix B

47



ELL Details-COMP-ELL-3

For each student listed below, record the following information by selecting the Edit pencil next to the student name.
Review the NAEP inclusion policy (see Appendix D1-6) prior to completing.

What is the student's primary language?

Including this year, how long has this student been receiving academic instruction primarily in English? (note a
hover note displays in the system that reads: Instructor presents academic content in English and the student
receives only occasional translation of words or explanation of ideas/concepts in his/her native language.)

At what grade level (note a hover note displays in the system that reads: For example, a grade 4 student is
selected to take the NAEP math assessment who performs at a second-grade level should be marked as two or
more years below grade level) does this student perform in the NAEP subject?

How would you characterize this student’s English proficiency (note a hover note displays in the system that
reads: How this student's English language proficiency compares to other ELLS in the same grade.) in listening
comprehension, reading, speaking, and writing?

All columns can be sorted by selecting the column header.

Screenshot

Frupars lar Avsssmn]

f"'|",-'|"'JﬂEF' For Schools

Welcome

COHP-ELL-3

ELL Detalls

For gach sludent lsbed bk, necord the fallowing information by sebecting the Bdit pemil ness 10 the studint sane. Revior the Tralng 01 KAEP 301%
nchaion policy prior b compasting.

» What is e SUgenTs primary knguage?
o Includineg URis e, Do kong Bas tho Mudent b fcEving acedemic ifatruclion primanty in Engiah?
# A what grese el does this stugent perform in $he RAEP subjed?

Rewborw and Wiy Lisk of 3 ey sy 5 - £ i i
ity e ol o vl yu characterize this stadent s English prafidency in lstening comprebension. readng, speaking, and writing

M Questionealres

Al colurins can B sorted by sehecting Be colusn heager.

oo Participalion

e for Ascosomeas Oy RECANL4R e, A Mazh
Fabka
& Lo RtiviThos m m m m m

Wrap Up

Appendix B

48



How Students Should Participate-COMP-ELL-4

For each student listed below, record the following information by selecting the Edit pencil next to the student name.

Review the NAEP inclusion policy (see Appendix D1-6) prior to completing.

e How long has each student been enrolled in U.S. schools? (One full academic year is defined as one full school
year before the assessment)

* How should the student be assessed on NAEP?

e (If appropriate) What universal design elements and accommodations does the student need to access NAEP?

e (If appropriate) Reason student cannot take NAEP?

e (If appropriate) Is the decision to exclude each student a school decision or a parent/student decision?

All columns can be sorted by selecting the column header.

Screenshot
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Print Summary Report-COMP-ELL-6

Select Print Summary to print a record of the student information entered into MyNAEP. Keep this report in the
NAEP Storage Envelope and refer to it during the preassessment review call.

Select Submit when you are finished with this section.

Screenshot
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Information
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Print Reports

Print Reports-COMP-REP-1

Before entering student data in the system

Print the worksheets to record student information.
After entering student data in the system

Select Print Summary Report to print a record of the student information entered in the system. Keep this report in
the NAEP Storage Envelope and refer to it during the preassessment review call. Print the Exclusion Report to discuss

with the NAEP State Coordinator.

Screenshot

MyNAEP for S

Welcome

Frontier Midds School
.....

COMP-REP-1

Print Reports

Belore entering student data in the system

Sarlieit Studeit List
Pring the worksheets ta record student informabion

Propars for Assarssmant

Print Worksheet for SD Only Print Worksheet for ELL Only Print Worksheet for Both S0 and ELL
Wwdiw o Varily List of
Atudenty Selerted o WA P Aler entering student data in The system
Select Print Summary Report ko pring 3 record of the sbudent information entered in the system. Keep this report in the BAEF Storage Envelope and
Complete SO/ ELL Student refer to & durning the preassessment review call. Print the Exclusion Report to discuss with the MAEP State Coordinator

Information

2 Frint ELL Oty Somimary Report Frint Both =0 and ELL Sumimary Report
Watily Irasents

Mg GursEiommairey

Man lor Avsesumaend Day

I ncowrage Participation

gt Student List
Suppor! Assevsmend Activities

Wrap Ui
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Sample of information contained in worksheets and reports:

(note the worksheets are resources to assist teachers in collecting the information that will be contained in the
summary reports)

Both SD and ELL
Worksheet page 1

NAEP 2019 Worksheet for Both Students with Disabilities (SD) and English Language Learners [ELL)
School Hame: Fronter Midde School Districl Mame: Rankin Co School Det MAEPID: 0120261
L]
For eadh item Ested below,
Pecrer vl s ¢ B v Ehis sbudest's Frglink
o kg
Wi oS ey
BELL b
SELL innermeadiats
SO adeancad
A |® 3 ] E ¥ G D0t ket
| . A ll-lulullwllll bl
st hsdrng Ui e,
Ioaree o o daed ki tudent
Vusent bewen recmiing perform s the
scndunis insbration | MAEF subject?
ity b B!
031 0r aberes grade
*Dipes nol receie lewe|
g adaerik v fan SO e B law
i rmid by by ERhel i bevrl
*Less than |y P ——
o) 0§ e By grasds evel
m B2 e S ywirs W ———
Tnifiratioe What i bhe . atruction in this rening
| tevsdnng - HATE sty gutbepary T shiect onmperbenslon | Realing | Spesking | Wikisg
e Nama Ling # Chmilfication | Saubjedt [Pt #f0aT ki 00T hncm in English Eeglih | Englsh | Englsh
[ s, UL 4 |
iz, Fiith teosonme | O U0 Pt - Tubit
1

Worksheet page 2

MNAEP 2019 Worksheet for Both Students with Disabilities (SD) and English Language Learners [ELL)
School Name: Fronsar Midds School District Name: Rankin Go School Dist NAEP ID: (120061

L i L] L L] L

Becord the studenst™s disabdiby(les).

BLpele [@aning d kst
BHe v imparment fdesdreess
#upeech of lanpeage inupsiment
#nteleriual desbdity
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'wk w._ mnu:::muuu diadest’sy
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. At Bl e
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sesond W" . W ity vl Ll sl
Stadeiil Mamme Line & Clikifl SEhon Sulsect WD ReESIth Rpak e (saeiity] W0t K
aiege, Falth DoAd: N il Rasts - Tabler
Worksheet Page 3
MNAEP 2019 Worksheet for Both Students with Disabilities (SD) and English Language Leamers [ELL)
School Mame: Fronber Middle School District Namwe: Rankin Co School Dist MAEP 1D 0120261
v [a f 5 r u v w
o Wing et o
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For SD Only

Worksheet Page 1

MAEP 2019 Worksheet for Students with Disabilities (SD) Only

School Mame: FronSer Midde School District Mame: Rankin Co School Dist NAEP ID: 0120281

s

o

Record the student's dissbility(ies].

W%pacific lemming divsbility
‘®Hearing impairment /deatnew
#Lpmach o language inspainment
#inteliectual disabliiy
sEmotional disturbance At what grade level does this student perform in
SOripadis upalment mkmmﬂs‘h Wk A Sty
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A Traumatic bram injury #at on showe grade level
BEutivm *fucdound /Severe *0ne year balow prade level
#Oevelopment delay [age 9 oo younger] Bhdocderste *Tiad OF Mode years bekow grade kevel
- 0 MAEP ksl impakmmenthilindnes sk *Not recebing Instruction in this subgect
Student Mame Line & Clesification | Subdect #i0thes health impalrment [specify} ko 't o #hion't know
= ) b T A ] 8 1
Bryant, Lulas DS0s01/21 Ve, IEP T-IHHI
Worksheet Page 2

MAEP 2019 Worksheet for Students with Disabilities (SD) Only

School Mame: FronSer Midde School District Mame: Rankin Co School Dist NAEP ID: 0120281

s

o

Student Mame

Line &

DS0E01/21

ez, IEP

NAEP

Tabdet

Record the student's dissbility(ies].

=specfic learring divabaity

#*He aring impairmant (deatnen
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Sinteliectual disability

SEmaotional disturbanoe
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#at on showe grade level

*(ne year balow prade level

*Tiad OF Mode years bekow grade kevel

*Not recebing Instruction in this subgect

#Don't know
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For ELL Only
Worksheet Page 1

MAEP 2019 Worksheet for English Language Learners (ELL) Only
School Mame: Frontier Middle School District Mame: Rankin Co Schood Dist HAEP ID: 0120261

For each ke Eked bebow,

howe weoudd you charscterice this student's Englich
proficiency?
o proficiency
SELL beginning
SELL imlavmadiate
SELL advaried
L] B < e E F ] a0on't know
Inchading this year, At what grad e livel
hceiy b beas Rheis dioes this shadent
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Seatiany (118 MAEP whuadent'd primaaey FEME OF e nshjert samprehaniion Reading Speaking WWiiting
Student Name Line Claification | Subject langrisga® =Bant know ®00nt knowa i trginh English | English tnglith
Farnandu, Byan DE0SOLAT | W, ELL T""'I"
Worksheet Page 2
MAEP 2019 Worksheet Report for English Language Learners (ELL) Only
School Name: Fromber Middie School District Name: Rankn Co Schoal Dist NAEP 1D: 0120261
I ¥ K L kA H o]
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Fernandez, Fyan DSOS01/42 | Yes, ELL ket

Tabdet

Appendix B

54



Create Accommodation Sessions (Field Staff Only)
COMP-ACCOM-1

The Submit button will be greyed out until you have green checkmarks for all the following links:

e Provide Information for Students Who Are Both SD and ELL
® Provide Information for SD (IEP or 504 Plan) Only
® Provide Information for ELL Only

Once you select Submit, the system will create accommodation sessions based on the accommodations recorded for
each student.

Do not select Submit until you have confirmed the SD/ELL data for each student, as you can only complete this task
once.

Screenshot

Welcome

Frontier Midde Sohood

L P=AL00-

Homa 0 ot procecd with this sk until the Preassessment Revies Call
Proyide Scvool Tndormeathon The Submit bution will be greyed ot until you have green checkmarks for all of the folloaing links:
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+ Provade Infermancn for S0 (TEP or S04 Pan] Gnly
Prapars for Azsassnesnt + Provide Information for ELL Only
Rervhmas and Werify List of Unce you Select Submit, the system wil creste accommadation sessions besed on the accommodations recorded for sach Student,

SEudants Sebactid For NATP
D ot sebect Suboit uegil wou have condirmsd the S0VELL data for each student, as you can only comghebe this task onoe.
Camplete STUFLL Stadenk
Trd prmnatsan
Modify Parents
Manage guostionnalres
Uit
Plan hor Assessment Day m

EnsCotmag: farticipation

Update Stisdint List

Hupport Assemsamint Activities
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Notify Parents

Note: In this section the school coordinator will download and customize the parent notification letter (see Appendix
D2-11[public schools] and D2-12 [private schools] for the template of the letter), upload the customized letter to the
system, and certify the date parents were notified. This is to ensure that parents/legal guardians are notified of their
student’s selection to participate in NAEP, which is a requirement of the Reauthorized Elementary and Secondary
Education Act (ESEA).?

Prepare for Assessment
Notify Parents
All parents and guardians of selected students must be notified in writing before NAEP can conduct the assessment.

Complete the following:

e  Watch Notify Parents Tutorial (3:46) (https://bcove.video/2xyrOUA)
¢ Download Parent/Guardian Notification Template

e Upload Letter

e  Verify Parent/Guardian Notification

Additional Resources

e Parent's page on Nation’s Report Card website

e  What Every Parent Should Know About NAEP: PDF version
e  What Every Parent Should Know About NAEP: Video version
e Sample Questions Booklets

Screenshot

MyNAEP

Welcome

Fromtier Middle Gohool

prepare lor Assessment

school Infermatian Nﬂtjf'}r Pa rents
Subest Swdent List Al pargrds and guandiang of selected srudents must be merified i wrting befere NAEP Can Condiagt the AEsEsEment,
Frepere for Asvesment Camplets the fallowing:
B Watch Notify Parents Tutonal (3:46

Reviewr anad Verify List of

e BTl h B Download ParentGusrdian Motfication Template

Crrgphetes 500 1 Stwdenk -

Inénrmation B Uplead Lettes

Hatily Paris
Manage Questhnnalres

Flan for Assrssment Nay Additional Resoures
» Paren’s page on Natian's Repert Card webote

Enesurage Paricipation # ‘What Every Parent Should Know About HAER- PDF wersion
® 'What Every Parent Shaubd Kraw Aboul NAEE: Videa versian

R # Sample Questans Booklets

SUPET ASSesnient Sctivities

Wrap Up

Download Parent/Guardian Notification Template

3 Please note that parents/legal guardians are required to receive notification of student participation but NAEP does not require
explicit parental consent (by law, parents/guardians of students selected to participate in NAEP must be notified in writing of
their child’s selection prior to the administration of the assessment).
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Download Parent/Guardian Notification Template-PAR-TMP-1

You can download, customize, and distribute the parent notification letter(s) below.

Parent/Guardian Notification Letter — (National 4&8) (see Appendices D2-11 and D2-12)

Here are some suggestions for notifying parents about NAEP:

® Mail/email the letter to parents
e  Send the letter home with students
e Include the letter on the school website or in a newsletter

Unable to download the template? Try disabling pop-up blockers or adding mynaep.com as a trusted site to your
browser. Still having trouble? Contact the NAEP help desk at 1-800-283-6237.

Screenshot

MyNAEP For schoois

Welcome

oatier M

FAR-TMP-]

e Download Parent/Guardian Notification Template

Provide School Imtormabion
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Prapare lor &sressmmnt

. = =
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Upload Letter

Upload Letter-PAR-UPLD-1
1. When do you plan on distributing the letter?

2. Please upload the letter that you distributed to parents and guardians. If you distributed the letter in more than one
language, just upload the English version.

Select Choose File or Browse... to locate and upload your file.
SC chose to provide hard copy parent letter

Unable to upload your letter? Try removing any large graphics such as school letterhead. Or you can give your NAEP
representative a hardcopy on assessment day.

Screenshot

MYNAEP ror s

Welcome

Halp &

Frosither Middha Sehiod

PAR-UFLD-1

Upload Letter
Provide Schaal Tnknrmation 1. When do you plan on distributing the letier®
Subamit Student List B

Prapars lor Assssnent

T, Maaie aplodd U bethis thal you datribubid 1o panents and guandaes, 1F vou detributed the WAL & meng than ore Lenguage, just ugdead the Englsh

Rl and Verity List ot
Raview and Verify List o il

Flwtnnks Selectesd for RAEF

Comphete S0 ELL Stusbent
Imtoarnatinmn

Sebect Cheosn File O Browse.... 0 locate and uplcad your file,
Modity Pasenis
Managn Quesbiunmain. B o

Plan for Asssssoesnt Dy

Encomrage Partiipstian T s chose b prcvide hard copy parent letter

Upedate Student List

Support Assement Activitios Unable ko upload your betber? Try removing any karge graphecs such as school lebberhead. Or you can give your NAEP repressntative a Fardcopy on assessment

day.

Wirsp Up
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Verify Parent/Guardian Notification

Verify Parent/Guardian Notification-PAR-VER-1

Please tell us a few details about how you notified parents of the assessment.
1. When did you notify parents?

2. How did you notify them?

Mailed/emailed letter to parents
Sent letter home with students
Posted notice in newsletter
Other
*If you answered Other to the above question, please explain.

3. Other than updating the placeholder text, did you make any changes to the letter?
Yes No
4. Who received a notification?

Parents/guardians of sampled students only
Parents/guardians of all grade 8 students

5. Please certify that you notified parents and guardians of the assessment by typing your name in the box.

Screenshot

MyNAEP

Full Sorwen Mode
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Wrap L
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Manage Questionnaires

Note: In this section the school coordinator identifies respondents for school and teacher questionnaires, sends
respondents links to online questionnaires, and monitors completion of questionnaires. Additionally, the school
coordinator distributes information about NAEP to teachers (see Appendix D1-4). The results of the questionnaire are
used to provide contextual data from schools and teachers in The Nation’s Report Card.

Prepare for Assessment
Manage Questionnaires
NAEP collects information using questionnaires to provide a context for reporting student performance.

e School Questionnaires gather information on school policies and characteristics.
e Teacher Questionnaires gather information on teacher training and instructional practices.

This section also allows you to monitor the completion of the questionnaires and to send reminders. Please note that
each one of your questionnaire recipients will receive automatic reminder emails to complete the questionnaire weekly,
so you will likely not need to send any reminders yourself.

Complete the following:

e  Watch Manage Questionnaires Tutorial (4:03) (https://bcove.video/2xiQQOiX)
e Identify Questionnaire Respondents

e Send Welcome Emails and Questionnaires

®  Monitor Questionnaire Completion and Send Reminder Emails

* Print Reports

Additional Resources

e Facts for Teachers (see Appendix D1-4)

Screenshot

MyNAEP for <
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Btisdents 5 o P questionnaire recipients will receive sutomatc reminder emails tn complete the questionnaine weekiy, 50 you will likely not need to send any
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Complete SOFELL Student
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S Complete the following:
et i B Watch Manage Questionmaires Tutonal (4:03)
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Additional Resources
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Identify Questionnaire Respondents

Identify Questionnaire Respondents-QX-RES-1
Check this box if all your teachers use the same email domain.

e TFor example, @myschool.edu
®*  What email domain do they use? @
e Select Save to save the domain for all teachers.

Select the Add Teacher button to enter contact information for all teachers who teach mathematics or reading to grade
8 students. (Note: teacher’s first name, last name, and email address are entered by the school coordinator as shown in
the screenshot below)

e Please include special education, ESL, and resource teachers who teach mathematics or reading to grade 8
students.
e  Make sure each name and email address is correct.
0 Select the pencil to make corrections.
0 Select the red x to delete a teacher.
e  When finished entering all teachers, select Save and Continue.

Screenshot

MyNAEP re

Welcome

4= ( Full Screen Mode

teme Identify Questionnaire Respondents
R Check Hris box i §l your eachers use the ssma email domain

Submil Sludent List = Fo e, @nnyachoolodu

& ‘What email domain do they use? &
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+ Galect the pencll o make comections

o Sirbact i rid X 12 dElETE & Leachir.
= ‘When fnished ercering 3l teachers, selact Save and Continue.

oED CrEmD aE.
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Send Welcome Emails and Questionnaires

Send Welcome Emails-QX-WEL-1
(see the Additional Resources section of this document for the text of the Welcome Email)

Now it's time to make sure that NAEP has the correct email addresses of your recipients. Select the Send buttons in the
table below to send each person a welcome email.

Not sure if everyone received the welcome email?

e Check to ensure each recipient received the email.

e Double-check the email address. If the address is correct and the recipient still did not receive the email, the
recipient should check his or her junk email folder.

e To add, edit, or delete recipients, return to the Identify Respondents page.

e Print a Hard Copy Reminder to place in recipients' mailboxes. (see the Additional Resources section of this
document for the text of the Hard Copy Reminders)

Screenshot
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Submit Sudent Livt
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Monitor Questionnaire Completion and Send Reminder Emails

QX-MON-1

e Please confirm that these are the correct teachers and the list is complete, showing all teachers who teach

mathematics or reading to grade 8 students.

®  Monitor questionnaire completion using the Status column. Please ensure that all questionnaires have a status
of "Completed" before your assessment day.

e Select Send to send teachers and administrators email reminders.

e  Use the Print Hard Copy Reminder button to print reminders that you can place in teacher/administrator
mailboxes.

e If you need to add a teacher, select the Add Teacher button.

*The green check mark will only appear if the questionnaire status is Complete, Hard Copy, Refused, or No longer at
school.

Screenshot
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Provida Schuol Infermation # Plagna confiren Fral Ehase ane bra correct Beachars snd the list is complate, showing ol teschars who beach mathematics or ressing ko grade & shadents
» MO GUISEOAAID S RTIon USit ther STRRI Selusivn, Ui st AL AR USSE DS neS hirnt & SEANS OF "Lamphind” bifers your Assesardn
Subawt SEudent List daip

# Erlert Semd to send teachers ond administrators emall raminders.
& L 1he Pring Hard iy Reminder butlon ta prin remindes Bl yeu an place b beascher Madministrabar malbones,
» B yoou i 1o @ @ teacher, seleot the Add Teacher buion

o
Studeniy Sslucled lor NALP

EMe LA HIWE ety Tipe  Emad

Camphebe SJELL Bhadont

Information
7lf=] m Tescher - Grade & 'irn:l | v gy | |
Hitify Prrents r—
P i Toacher - Gradn B Hend ln-ucuw -
Manage Quesdionnaine. o=
21 [ oz Tascher - Grads & Sang Howrd Capy |
Flan dor Asssssmnnt Day ;
Alla] m Teschier - Grade & send] Hard Zapy |
ENOarage Partiogation
Uipdate Shadent List
Supgurl Assanuiment Al *The qrien chisse mark will oy sppenr il the suriSisnnains Satul o Compete, B Cogy, Refuiad, & Re iSnger &8 dchaa
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Plan for Assessment Day

Note: In this section the school coordinator will determine assessment session times and locations, share cell phone
policy to ensure security of NAEP items, and make a plan to encourage student participation. This is meant to ensure
that the school is prepared for a successful administration of NAEP.

Prepare for Assessment
Plan for Assessment Day

In this section, record assessment details and provide logistical instructions for the NAEP team to ensure that
assessment day runs smoothly.

Note: If less than 90% of the selected students attend the assessment, the NAEP team may need to return to your school
for a makeup assessment at a later date. Your NAEP representative will discuss this with you after the original
assessment has been conducted.

Complete the following:

e Watch Plan for Assessment Day Tutorial (4:39) (https://bcove.video/2fDAvDb)

e Record Assessment Details
e Provide NAEP Team Instructions

Additional Resources

e Suggested Testing Room Lavyouts

Screenshot
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Record Assessment Details

Text for Schools that take both Paper and DBA

Some students will take NAEP on tablets while others will take the assessment on paper. Representatives need to
administer these assessments in separate locations.

Review the information below, then record locations and start times for each session.
Testing Locations
Select locations that...
® Have enough seats and adequate space for all students
e Are free of distractions and interruptions
e Have a board available for the NAEP team to write information
For tablet sessions, select and location that...
e Is on the first floor or is elevator-accessible (NAEP team will transport heavy equipment)
e Has flat desks or tables (no slanted and/or small desks)
e Has electrical outlets that are easily accessible

Click here to view photos of the NAEP equipment and ideal testing location.

Time Requirements
e Locations should be available 60 minutes before the start time so that the NAEP team can set up.
®  Paper sessions will last about 90 minutes.
e Tablet sessions will last about 120 minutes.

e Allow 45 minutes between tablet sessions for equipment refresh.
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Screenshot

Record Assessment Details

Some students will take NAEP on tablets while cthers will take the assessment on paper. Representatives
need to administer these assessments in separate locations.

Review the information below, then record locations and start times for each session.

Testing Locations
Select locations that...

» have enough seats and adequate space for all students
+ are free of distractions and interruptions
+ have a board available for the NAEP team to write information

For tablet sessions, select a location that...

b + is on the first floor or is elevator-accessible (NAEP team will transport heavy equipment)
+ has flat desks or tables (no slanted and/or small desks)
» has electrical outlets that are easily accessible

Click here to view photos of the NAEP equipment and an ideal testing location.

Time Requirements

» Locations should be available 60 minutes before the start time so that the NAEP team can set up.
s Paper sessions will last about 90 minutes.

* Tablet sessions will last about 120 minutes.

* Allow 45 minutes between tablet sessions for equipment refresh.

Enter the time that grade 12 students take their lunch break, and include the length of their lunch break.

Tablet Sessions and Groups

Session - Group Assessment Date Number of Students Location Start Time
DA1201-A 2/15/2019 21 v v v
DA1201-B 2/15/2019 21 v v v

Paper Sessions

Session Assessment Date Number of Students Location

PA1201 2/15/2019 33 v v v

Text for schools with Paper-only sessions:

Students will take NAEP on paper

Review the information below, then record locations and start times for each session.
Testing Locations

Select locations that...

e Have enough seats and adequate space for all students
e Are free of distractions and interruptions
e Have a board available for the NAEP team to write information

Time Requirements

e Locations should be available 60 minutes before the start time so that the NAEP team can set up.
e Sessions will last about 90 minutes.
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Record Assessment Details-PLN-DET-1

Text for schools with DBA-only sessions:

Students will take NAEP on tablets.

Review the information below, then record a testing location and start times for each session.
Testing Locations

Select locations that...

e have enough seats and adequate space for all students

e are free of distractions and interruptions

e has a board available for the NAEP team to write information

e is on the first floor or is elevator-accessible (NAEP team will transport heavy equipment)
e has flat desks or tables (no slanted and/or small desks)

® has electric outlets that are easily accessible

Click here to view photos of the NAEP equipment and an ideal testing location.

Sample photo:

Tables or flat desks are necessary in the testing location, MNext Image
Photo: 7/8 ’ g
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Time Requirements

e Locations should be available 60 minutes before the start time so that the NAEP team can set up.
e Sessions will last about 120 minutes.
e Allow 45 minutes between tablet sessions for equipment refresh.

Enter the time that grade 8 students take their lunch break, and include the length of their lunch break.
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Record Assessment Details-PLN-DET-2
Warning: Tablet Session Timing Issue
Our team can only assess 25 students at a time.

Please edit the start times to allow at least 2 hours and 30 minutes between the start times for groups A and B.

Screenshot
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Wrap g

Record Assessment Details-PLN-DET-4

Combined Sessions

You’ve combined one or more sessions together.

To help the NAEP team conduct the assessment as smoothly as possible, please review these guidelines:

e check the Number of Students column and make sure that your assessment location has enough seats
e askif a school staff member can help monitor room entrances during the assessment
e provide a microphone for the NAEP team to use while giving instructions to the students

Screenshot
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Record
Assessment Details-PLN-DET-5

Tips
e Students taking NAEP with extended time should be placed in the group that allows ample time for their
accommodation.
® Students who will not be taking NAEP and students who will be assessed in separate sessions do not appear on
this page.
Tablet Groups

NAEP has assigned each student taking the tablet assessment to a group. The maximum number of students per
group is 25.

If there is a scheduling conflict, you may switch students between groups below. If you don't need to make any
changes to the groupings, select Submit.

Group DS0801-A: 25 student(s)
Group DS0801-B: 25 student(s)
Group DS0802-A: 25 student(s)
Group DS0802-B: 25 student(s)
Group DS0803-A: 25 student(s)
Group DS0803-B: 25 student(s)

Total number of students taking the tablet assessment (includes students in accommodation sessions): 150

Screenshot
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3. The team will be bringing in several cases of tablets or laptops for testing the sampled students. Does your school
have a suitable testing location on the first floor? If not, is there an available elevator that we can use when we arrive
60-90 minutes before testing is scheduled to begin (usually early morning)?

4. Where is the best place for the team to unload the equipment for testing that is closest to the testing location?
5. Before the assessment, your NAEP representative will need to briefly meet with you. Where will you be?
6. How and by what time does your school announce closings or delays?

7. The NAEP team wants to be sensitive to any special needs your students may have. Have there been any traumatic
events with the students, the school, or the community during the last year?

8. Students respond more positively when they know that the school administration supports NAEP. Can the principal
or other school staff member take a moment during the daily announcements or before the assessment to introduce
NAEP, reinforce its importance, and ask students to do their best?

Yes
No
9. NAEP provides appointment cards (available in the Support Assessment Activities section) to remind students of the

assessment. You can print out the cards yourself or we can mail them to you. Which do you prefer?

I'll print the cards myself
Please mail the cards to me
I won't be using them
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Provide NAEP Team Instructions

During the Assessment-PLN-TEAM-2

1. The law prohibits students from photographing or sharing NAEP questions. Please assist us with one of these
security measures:

Notify students that cell phones are banned from the testing location

Notify students cell phones must be turned off and placed with their belongings
No assistance can be provided

2. In case of an emergency, who should the NAEP team contact for assistance?

3. Is there anything scheduled, such as a fire drill or assembly, that might interrupt the assessment?

4. Are there any procedures or protocols that the NAEP team should follow in the event of an emergency situation such
as a lock-down or an extreme weather event?

5. How should the NAEP team handle restroom breaks? Do students need hall passes?

6. Is it possible for a school staff member to remain in the room(s) during the assessment? If not, how should NAEP
representatives address disruptive students?
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Provide NAEP Team Instructions
After the Assessment-PLN-TEAM-3

1. NAEP grants 90 minutes of community service to students who take the assessment. How would you like to
distribute the certificates of community service?

The NAEP team should give the certificates to students after the assessment
The NAEP team should give the certificates to me
We will not be offering certificates of community service to students

2. Students taking the paper assessment must be dismissed all together at the end of each session. Students in the tablet
sessions may be dismissed either

e asa group once the last student is finished (students with extended time or later arrivals will be dismissed later,
if needed), or
e individually as they finish after 70 minutes of testing

For either option, students may bring a book to read or complete schoolwork after they finish

Option 1: Dismiss as a group once the last student is finished (students may bring a book to read or complete
schoolwork if they finish early)

Option 2: Dismiss students individually as they finish but no earlier than 70 minutes after students begin the assessment
(students may bring a book to read or complete schoolwork if they finish early)

Additional Notes:

3. How should the NAEP team dismiss students who receive extended time, which may take up to three times as long?
4. Where should the NAEP team send students after the assessment?

5. After the assessment, your NAEP representative will need to briefly meet with you and access the red NAEP storage
envelope. Where will you be?

(Note: School coordinators store student and teacher lists in the red NAEP storage envelope. The envelope and its
contents are destroyed by the school at the end of the school year.)
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Encourage Participation

Encourage Participation

Note: In this section the school coordinator can access resources to encourage participation among students to ensure

that the administration is successful.

NAEP is successful because of your support, and we want NAEP to be a positive experience for everyone involved at
your school. The more that teachers, parents, and students know about NAEP, the more smoothly assessment day will

go.

If less than 90% of the selected students attend the assessment, the NAEP team may need to return to your school for a
makeup assessment at a later date. Use the resources in this section to encourage students to attend and to do their best

on NAEP.
Complete the following:

e  Watch Encourage Participation Tutorial (2:06) (https://bcove.video/2xyGZwU)
e Review Resources

e Select Strategies to Encourage Participation

Additional Resources

e Digitally-based Assessments (https://nces.ed.gov/nationsreportcard/dba/)
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Encourage Participation

Review Resources
ENC-RES-1

Explore the resources below to promote NAEP in your school. Schools that implement these strategies have higher
student participation.

e  Notify Students
e  Show NAEP Videos

e Introduce Online Resources
e Thank Students for their Participation

When you are finished, select the Submit button.
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Encourage Participation
Notify Students about NAEP-ENC-STDT-1

It’s important for students to know the importance of NAEP and that they have been selected to represent their peers
across the country. Use the templates below to share information about NAEP, its importance, and details about the
upcoming assessment.

e Sample Morning Announcements - Grade 8

e Sample Student Notification Letter - Grade 8
e Social Media Posts - Grade 8

Screenshot
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Encourage Participation
Videos-ENC-VID-1

See what real students and teachers have to say about NAEP. These videos share information about how NAEP results
are used, and how students and teachers can make a difference through their participation.

e TIntroducing NAEP to Teachers (4:27) (https://voutu.be/zR1 pUdSIFg)

e Introducing NAEP to Students (4:36) (https://youtu.be/8drjkhe0iQU)
e  What Every Parent Should Know About NAEP (4:51) (https://youtu.be/RurH739zdN0)

Screenshot
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Encourage Participation
NAEP Online-ENC-INOR-1
The Nation's Report Card website has resources for all audiences. (https://nces.ed.gov/nationsreportcard/)

Nation’s Report Card: Digitally Based Assessments (https://nces.ed.gov/nationsreportcard/dba/)
Learn how NAEP is using new technologies to assess students in a digital environment. Introduce this brief interactive

tutorial (https://enaep-public.naepims.org/2018/Tutorial Intro_Webpage/index.html) to students selected for the tablet

assessments, so that they can become familiar with how to use the on-screen interactive tools.

Nation’s Report Card: Student’s page (https://nces.ed.gov/nationsreportcard/students/)
Students selected for NAEP can test themselves and answer real assessment questions

(https://nces.ed.gov/nationsreportcard/ngt/) for different subject areas.

Nation’s Report Card: Educator's page (https://nces.ed.gov/nationsreportcard/educators/)
Teachers can create their own tests (https://nces.ed.gov/nationsreportcard/nqt/) using NAEP assessment items, and can

also explore NAEP results.

Nation’s Report Card: Parent’s page (https://nces.ed.gov/nationsreportcard/parents/)
Parents can review what participation in NAEP means for their child
(https://nces.ed.gov/nationsreportcard/parents/#sec2) and how results from assessments are used.

Screenshot

MyNAEP For schools
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Froobier Hiddie School

ENC-INDH-1
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Support Assessment Activities

Wrap Up
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Thank Students for Their Participation

Schools have been very creative in the variety of incentives used to encourage students to “show up” for the NAEP
assessment. Many of their strategies did not cost the school anything. Examples of incentives that schools implemented
include:

e  extra credit;

¢ reduced-price or free school event tickets;

e raffle of gift certificates; and

e certificate for community service (provided by NAEP)

Work with your principal to consider ways to thank students for their participation.

Screenshot

MyNAEP For s

Waealcome

Frontier Middle

ENC-THANE-1

Thank Students for Their Participation

Provide School Information Schocts have been wery oreative In the varkety of Incentives wsed o encourage students ta "show up” for the NAEP assessment.

L . sy of hear Sirategies did not oosy the school Brmything, Examples of imcenDnes that schools implemented inchade:
Sshinit Stilant List

+ ExlrE oredn;
Prapars nr Assaccment & reduced-price or fres schodl svent ckets;
= ralfla of gift cartificates) and
Hurhie anel Varify List of + cetificate for comemunity s=rvice {provided by NAER)

Stenbunts Selected T MALP
L Waork with your principsl b corsider ways to thank studenks for thelr participation.

Complets SIFELL Sthudent
Imtormakion

Huotify Parevis m
Hanagm [uenstionnaires
Plan for Asonssment Dy

Encourage Marticipation

Updats Student List

Sispport Assossment Activities

Wrap U
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Encourage Participation

Select Strategies to Encourage Participation
ENC-STRAT-1

Which strategies below have you used or do you plan on using at your school? This information helps us develop more
effective resources for you.

e Notify students

e  Show NAEP videos

e Introduce NAEP online resources

e Thank students for their participation
e  Other, specify

e None

Screenshot

MvatE P r ils District; Rankin Co School Dist (01

Welcome Help Contact

0 i

Fronbier Middbe School

Full Screen Mode ENC-5TRAT-1

Select Strategies to Encourage Participation

Brovide Schaal Tnfermatian

submit Shadent List Etl‘ategieﬁ

Frepane for Assessment ‘Which strategies below have you used or do you plan on using at your school? This information helps us develop mone effective
resources for you.

R ani Verify List of

Students Selected for NAEF [ Metify students

) Show MAEF videcs

i S0 FELL Stisdent =
s Introduce NAEF online resources

Thank students for Ehedr participation
b, spacify

Manage Questioanaires [ Hone

Matify Parents

Plan Tor Ascossment Day

Encosragh Participaian

All Indformation 15 Cormed

Update Shadent List

Supuer] Avsas il At

Wrap Up
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Update Student List

Note: In this section the school coordinator will identify any newly enrolled students since the original list of students
was provided in the fall. The school coordinator will upload a current list of students via Excel or review original list
and add newly enrolled students. This is meant to ensure all students have an opportunity to be sampled so NAEP can
assess a representative sample of students.

Prepare for Assessment
Update Student List

A list of grade 8 students was submitted in the fall, and NAEP selected students from this list to participate. Any new
students, or students who were mistakenly left off this list last fall, must have an opportunity to be selected.

In this section you will upload a list of all currently enrolled grade 8 students. The updated list should reflect January
2019 enrollment.

After you submit the current list, you will receive email notifications when you need to complete additional steps.

Complete the following:

e  Watch Update Student List Tutorial (8:29) (https://bcove.video/2xj4v1r)
e Give Access for Student Data Specialist (optional)

e Designate Method
e  Submit Current List

Additional Resources

e Student List Requirements and Instructions

Screenshot

MyNAEP for schools

Welcome 2 unt | L
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Update Student List

Give Access for Student Data Specialist
INES-SPE 1-1

The person at your school most familiar with creating a report of currently enrolled grade 8 students should submit the

current roster in early January. The roster must be an Excel file, and it should include the following information for

each student.

e Student ID (optional, no SSNs)
* First name

e Middle name/initial (optional)
e Last name

e Month of birth

e Year of birth

Use the table below if you would like to designate a student data specialist to complete this task.

e  After entering the name and email information select Save
e Then select the Send Email button
® Select Submit

Screenshot

MyNAEP

'I.I".reh'.‘ﬂr‘r‘le Halp CondactUs My Acoount

L O Gradn B fsssgament ; ]
Fronthr Hidda School

8 ® Live Chat IMNES-5PE 1-1

Give Access for Student Data Specialist

Pronvich 5 Information The persen a0 your =chool most familiar with creating 3 repert of cusrently enralled grade & stidents should subrel the
current roster in eardy tanuary. The raster must be an Excel file, and it should mclude the follawing infarmation for each
Sail midant List student.

Progare Tar Assassmnt + Student 1D (aptional, no SSNs)
+ First name
Review and Verify List of + Middle namefinitial {optional)
Students Selected for MAEF = Lagh naames
+ Month of birth
Coamplete 50 /ELL Student & Yoar of birth

Infarmation

Ulss thi Babilie belaw iF you would like to designate a student data spacialist to complete this task,

Motily Pasonts

& After entering the name and amail nformation selao Save
# Then selact the Send Email button

Manage Quesliniain
= & Solod Submit

Plan for Assessmant Day Errail

Sent
Fretansradje Participation

First Mame Fmail Address Sond Fradl  Dake

Udati Stisdent List

support Assesoment Actbvities
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Submit Current List
Designate Method to Update Student List-USL-DES-1

Designate how you would like to update the student list. You can submit an Excel file of all currently enrolled grade 8
students, or you can review the list that was submitted in the fall and add any missing students.

Review options:

e  Submit Current List of Students Using Excel
e Add Newly Identified Students by Reviewing the Original List Submitted in the Fall

Select how you would like to identify newly enrolled students:

Submit Current List of Students (recommended for schools with more than 50 students enrolled in grade 8)

Add Newly Enrolled Students (recommended for schools with 50 or fewer students enrolled in grade 8)

Screenshot

M’}"Nr‘ﬁnEP ar Schools District: Rankin Co School Dist {01]

Welcome Halp | Co

Fromtier Midde

# % Live Chal USL-DES-1
Home Designate Method to Update Student List

Frovide School Intormation

Deslgnate how you would like to update the student list. You can submit an Excel file of all currently enralied grade 8 students,
Sibvenit Stiusdent List or you can review the list that was submitted in the fall and add any missing students.

Prepare for Assessment

Review Options:
Ruviaw and Verify List of # Submit Current List of Students Using Excel
Students Selected for HAEP + Add Mewly identified Students by Beviewing the Onginal LSt Subrminted m the sl
Cormplets S0ELL Student .
Infonmation Sedect how you would like to identify newly enrclled students

Ot Subemit Current List of 5t (recommies ols with mare than & = in g
Hodify Parenis - Submit Current List of Students (recommended for schools with maore than 50 students enrclled in grade B)

O Add Newly Encallad Stisdents (recommanded for schodls with S0 o tewar students enrolied in grade 8)
Manige Chisstisnnairng

s -l ««€I»

Eivourags Participation

Update SEadent List

Support Asseassmenl Activities

Wrap Up
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Submit Current List
Prepare File-USL-SUB-1

NAEP needs a complete and current list of all students in grade 8 (not just new students). The list should reflect
January 2019 enrollment and will help NAEP identify any students who have enrolled since the fall of 2018. Include
all students, even students who are commonly excluded from other testing programs.

To prepare your list:

e Read the instructions.

e Download the Excel template.

® Read tips for formatting the Excel file.

e Select Continue when you are ready to upload your file.

Note: the details for the bullets above can be found in the Additional Resources section of this document under Student
List Requirements and Instructions section of this document.

Screenshot

MYN}&EP Far yols Chrtrict; Rynde; Cpfoix

Welcome Halp Contact Us My Account
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Submit Current List
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enrollment and will help NAEP identify any students who have enrolled since the fall of 2008, Inclede sll students, aven stodents
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Update Student List
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Submit Current List
Upload File-USL-SUB-2

1. Does your student data file contain column headers?

2. Date list is accurate as of:
Click to show calendar (mm/dd/yyyy)

3. Select Choose File or Browse to locate and select the file on your computer. This must be an Excel file
containing all currently enrolled grade 8 students at your school.

4. Select the Upload button.

Screenshot

MyNAEP re

Welcome

f“ W Live Chat Full Screen Mode USL-SUB-2

Submit Current List

Provide Schoal Indg UP|nad Flle

Subimit Stisdent i ist

= y adars Vo5V
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Plan for Assessment Day Upload

Encourage Participation
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Submit Current List-USL-SUB-3
How is each student name formatted in your Excel file?
Split across multiple columns (regardless of order)

For example:

First Name Last Name
Rosa Parks
or

First Name Middle Name Last Name
Rosa Louise Parks

Contained within a single column (regardless of order)

For example:
Name

Rosa Parks
or

Name
Rosa Louise Parks

Screenshot

MyNAEP r

Welcome

; Frevtier Middly Schod

PR Submit Current List
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e Contained within a singla column {regardiess of order)

Manage Questionnaires
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Plan for Assessment Day
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Encourage Particpation

Update Stimlenn List

Support Assessment Activilies
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Submit Current List-SCR-SUB-4
How is date of birth formatted in your Excel file?
Split across multiple columns (regardless of order)

For example:

Month Year
1 2015
or

Month Day  Year
1 20 2015

Contained within a single column (regardless of order)
For example:

Date of Birth
1/20/2015

Screenshot

MyNAEP -

Welcome

Frontier Middle School

Fuil Screen Mode SCR-SUB-4

Submit Current List

How s date of birth formatted In your Excel fle?
Prepare for Asssessanend
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Submit Current List-SCR-SUB-8
How is month of birth formatted in your Excel file?
As a number (1 or 01)

As a word (January) or an abbreviation (Jan.)

Screenshot

M FNAEF F: District: Rankin Co Schoal Dist (01)

W E|ECIFT1E Hulp  Conta gout
2019

J Fronlie Midds Sthool

& Full Screan Mode SCR-5UB-E
Home Submit Current List

Prowkie School Information
Hawi 15 peonth of birth farmatied in yoeair Excel Fa?

Prepare far Asscssmenl
Az a number (1 or 01}

and Werify List of Az & word (January) or an abbreviation (lan.}
& Sebected Tor MAEP

Information f

Submit Current List-USL-SUB-9
How is year of birth formatted in your Excel file?
As four digits (2016)

As two digits (16)

Screenshot
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Submit Current List
Identify Your Columns-USL-SUB-5
NAEP needs to know what student data is in each column of your Excel file.

We have matched your column headings (on the left) with our required categories (on the right). For example, if your
file has a column called "FName," the system already matched that to our "First Name" category.

e Review the matches in the table below, making any changes by selecting the drop-down menu.
e If your Excel file contains information that NAEP doesn't need (like homeroom), mark those columns as Not

Applicable.
Tip: Do the column headings on the left display student data (e.g., Rosa) instead of column headings (e.g., Name)?

e Select the Back to Beginning button.
e On the Upload File screen, specify that your file does not contain column headers by selecting No for question
number 1.

Screenshot

MyNAEP £

Welcome

Froitier Hiddls Sehasl

: r iy Full Screan Mode USL-SUB-&
Submit Current List

Provwidhs Schieod Talermalson -
Identify Your Columns
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Mutify IFarents
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Manage Questionnaires
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B KR LSE + On the Upload File screen, specfy that your file does not contain column headers by selecting Mo for question
numbar £,
Lncourage Participation

Update Student List MAEP's column headings

S FIRSTNAME First Marne r
:"'II|_ 1 Assemsmen] Activiles
MIDDLENAME Middle Marne .
bl B LASTNAME Last Name
MOB Manth of Birth
Yos ear of Barth
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Submit Current List
Final Review-USL-SUB-13
You're almost done!

e  Check to make sure that student names are in the appropriate columns and that months and years of birth
appear correctly.

e Select the Edit pencil to make changes to individual students.

e If something looks wrong and you need to upload a new file, select Start Over.
To complete this task, select Submit.

Screenshot

MyNAEP For -
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Full Screen Moce

Submit Current List

Final Review
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Wrap Up

| Start Over QO Back ] -_—e
Submit Current List

Thank You — USL-SUB-14

Thank you for submitting your list. You will soon receive an email letting you know if any additional students are
selected to participate in NAEP.

Screenshot
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Support Assessment Activities

Support Assessment Activities

Help students remember the date, time, and location of the assessment. Use the link below to print Student
Appointment Cards and distribute them to the students.

Circulate the Measure Up newsletter and Teacher Notification Letter. Attach the Listing of Sampled Students to the
letter so that teachers can direct students to the correct assessment location. This list is private and should be returned to
you and placed in the red NAEP Storage Envelope after the assessment.

Complete the following:

e  Print Student Appointment Cards (see Additional Resources section of this document)

e  Print Teacher Notification Letter for distribution to teachers (see Additional Resources section of this
document)

e  Print Listing of Sampled Students

Additional Resources

e Facts for Teachers (see Appendix D1-4)

Screenshot

Support Assessment Activities

Help stidenss remember the date, time, and lscation of the assessment, Use the link below to pring
Student Appointment Cards and distribume tham to the students,

Cirgulate the Measire Up newslailer and Teacher Notification Letter, arach the Listing of
Sampled Students ta the ketter so that teschers can direct stsderts to the corract gssesment
‘ Incation, This list is private and should be returned to you and placed In the NAEP Storage
Envalope after the assessment,

Complate the fallowing:
B Print Student Appointrment Cards

B Print Teacher Naotification Letter for distribution to teachers

B Print Listing of Sampled Students

Additional Resources
# Measure Up Hews for the School Cormnmunity
& Owverview of NAFP for Private Schools
& Private Schools and MAEF: A Mational Conversation (4:05)
 Facts for Teachers
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Wrap Up

Wrap Up

The final task remaining for you is to securely store and eventually dispose of all NAEP materials. Please safeguard all
materials until the date noted on the red NAEP storage envelope. You will receive an email reminder at that time to
destroy the contents of the storage envelope in a secure manner.

Screenshot

MyNAEP

Welcome

Frories

The final task remaining for you s 1o saourely store and eventually dispose of &l NAEP materials. Mease safequard all
Suilsmit Stisdent List miateriats until the date neted on the red HAEP storage envelope, You will reaive an emal reminder a1 that Time o
destroy the contents of the storage ervelope in @ SEOUNE manner.

Frovide School Indormation
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Note: The following content is the text that displays after clicking on the hyperlinks
listed in the preceding pages of this document

Additional Resources
Prepare for Assessment

Instructions for the School Coordinator brochure

Instructions for the School Coordinator
Completing Preassessment Activities for NAEP 2018

Thank you for your support of the National Assessment of Educational Progress (NAEP) for 2018. We look forward to
working with you to make NAEP a positive experience at your school. This begins with completing activities before
the assessment.

For the upcoming assessments, the MyNAEP for Schools website will serve as your primary resource to prepare for the
assessment. MyNAEP provides you with an electronic way to complete the preassessment tasks at your own pace. Visit
the MyNAEP website at www.mynaep.com to get started. If you have not yet registered for MyNAEP, refer to the
School Coordinator Responsibilities: A Guide to MyNAEP brochure you received earlier this fall for instructions, or
your NAEP representative can assist you.

Your NAEP representative will follow up with you very soon to review the activities listed in this brochure and answer
any questions you may have about completing these tasks. There are short video tutorials for each task, and we
recommend reviewing them before completing the tasks.

If you need assistance before then, contact the NAEP help desk at
1-800-283-NAEP (6237) or by email at NAEPHelp@westat.com.

Thank you for your support of the National Assessment of Educational Progress!
December 4, 2017

On December 4, 2017, the sections of Prepare for Assessment on MyNAEP will be available to schools. At that time
you can begin to complete the preassessment tasks listed below by selecting the Prepare for Assessment link.

Review and Verify List of Students Selected for NAEP

In this section, you will review the list of students selected for NAEP for accuracy and completeness. This section must
be completed before completing the SD/ELL student information.

e Update missing or incorrect student demographic data.

e  Update missing or incorrect classifications for students with disabilities (SD) and English language learners
(ELL).

e Indicate if there are students with a Section 504 Plan who need testing accommodations.

e Identify any students who cannot take NAEP.

Complete SD/ELL Student Information

In this section, you will review the list of students identified as SD and/or ELL and provide information on what
accommodations (if any) students require for NAEP.

e Review NAEP inclusion policy.
e Identify up to five specialists at your school to provide information for students with disabilities and English
language learners.
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e Indicate how each student identified as SD and/or ELL should be assessed on NAEP.
Notify Parents/Guardians

By law, the parents/guardians of the students selected for NAEP must be notified in writing before the assessments can
take place. In this section, you are given instructions for notifying parents/guardians about the assessment and will
confirm that parents/guardians of the students selected for NAEP have been notified.

e Notify parents/guardians as soon as possible using the Parent/Guardian Notification Letter (see Appendices
D2-11 and D2-12) available to download in this section (available in both English and Spanish).

e  Verify parent/guardian notification.

e Upload your Parent/Guardian Notification Letter and indicate when you plan to send the letter.

Manage Questionnaires

In this section, you will identify school staff members to complete online NAEP questionnaires and you will ensure
that questionnaires are completed by the assessment date.

e Identify who will complete Teacher Questionnaires and record their email addresses and which subjects they
teach.

e  Confirm who will complete the School Questionnaire.

® Send welcome emails and questionnaire links to questionnaire recipients.

¢ Monitor completion of the questionnaires.

Plan for Assessment Day
In this section, you will provide information to help the NAEP team plan for assessments at your school.

e Review the student group assignments for testing and provide the start time(s) and testing location(s).
*  Answer questions necessary to plan the assessment logistics.

Encourage Participation

In this section, you will review strategies that can help motivate students to participate on NAEP. There are links to
videos and other promotional materials.

e Record what strategies you plan to use in your school.
e Note that makeup sessions may be needed if the assessment is canceled due to weather or if attendance at the
assessment is less than 90 percent.

January 2, 2018
On January 2, 2018, the remaining section of Prepare for Assessment on MyNAEP will be available to schools.
Update Student List

In this section, you will update the list of students currently enrolled in the selected grade. NAEP will use this list to
identify students who were not included on the original list of students submitted to NAEP in the fall.

®  You will be notified if any new students have been selected for NAEP as a result of updating the student list.
For any newly sampled students, complete the “Provide Demographic Data for Newly Selected Students,”
“Complete SD/ELL Information for Newly Selected Students” (if necessary), and “Notify Parents of Newly
Selected Students.”

1 week before assessment
Approximately 1 week before your assessment, visit the Support Assessment Activities section.
Support Assessment Activities

In this section, you have access to material for notifying students and faculty about the NAEP assessment.
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e Print Student Appointment Cards to distribute to students to notify them of the date, time, and location of the
assessment.

e  Print the Teacher Notification Letter and distribute to all teachers. This letter provides the date, time, and
location for each assessment session.

e  Print the List of Students Selected for NAEP and the Measure Up newsletter and distribute them, along with
the Teacher Notification Letter, to all teachers for the sampled grade.

Thank you for helping us make NAEP in your school a success!

Remember to visit the MyNAEP for Schools website at www.mynaep.com to receive details about the assessment
activities in your school.

What Is NAEP?

The National Assessment of Educational Progress (NAEP) is the largest continuing and nationally representative
assessment of what our nation’s students know and can do in core subjects. NAEP is congressionally mandated, and
was first administered in 1969 to measure student achievement nationally. Teachers, principals, parents, policymakers,
and researchers all use NAEP results to assess progress and develop ways to improve education in the United States.

For more information, visit http://nces.ed.gov/nationsreportcard or contact the NAEP help desk at 1-800-283-NAEP
(6237) or by email at NAEPHelp@westat.com.
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Digitally-based Assessments

This resource is a hyperlink to the Nation’s Report Card site: https://nces.ed.gov/nationsreportcard/dba/.
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Review and Verify List of Students Selected for NAEP

Information Needed to Review and Verify List of Students Selected for NAEP

Information Needed to Review and Verify List of Students Selected for NAEP

You will review and confirm the following information for each selected student on your list. Please collect this
information in advance.

Grade-level

Enrollment status (have any students withdrawn?)

If the student is foreign exchange, or does not attend classes on campus
Student ID (optional)

Month of Birth

Year of Birth

Gender

Race/ethnicity

National School Lunch Program eligibility status — only if the information is shown (reduced price
lunch, free lunch, student not eligible)

Student with disability classification (IEP, 504)

English Language Learner (Limited English Proficiency) status

Determine if any selected students cannot take NAEP

Please use the reasons in the bulleted list below to determine if any selected students cannot take NAEP.

Withdrawn

Graduated

Expelled

Does not attend any academic classes in campus

Home schooled and receives limited services on campus

Student listed more than once

Not enrolled in the tested grade

Foreign exchange student

Student deceased

Long-term illness/homebound (will not be in school during NAEP testing).
Parent notified about NAEP and refused NAEP testing.

Student notified about NAEP and refused NAEP testing.

Student meets (or met) participation criteria for the state alternate assessment (student is currently
eligible or was eligible in the past to take the state alternate assessment).

Student is classified as an English language learner and has been enrolled in U.S. schools less than 1 full

academic year before the NAEP assessment and cannot access NAEP.

Review and verify student demographic information

NAEP collects demographic information to report results for student groups. Please collect the information described
below for each sampled student.

Race/Ethnicity:

0 Hispanic, of any race: A person of Mexican, Puerto Rican, Cuban, Central or South American,

or other Spanish (but not Portuguese) culture of origin, regardless of race.
0 White, not Hispanic: A person having origins in any of the original peoples of Europe (except
Spain), North Africa, or the Middle East.
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(0]

Black or African American, not Hispanic: A person having origins in any of the Black peoples
of Africa.

Asian, not Hispanic: A person having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, including, for example, Cambodia, China, Japan, India,
Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.

American Indian or Alaska Native, not Hispanic: A person having origins in any of the original
peoples of North and South America (including Central America), and who maintains tribal
affiliation or community attachment.

Native Hawaiian or Pacific Islander, not Hispanic: A person having origins in any of the
original people of Hawaii, Guam, Samoa, or other Pacific Islands.

Two or More Races (Non-Hispanic): A person who identifies with two or more of the non-
Hispanic categories above.

e School Lunch Status — if column appears:

(0)
(0)

Student not eligible to participate: Student is not eligible for free or reduced-price lunch.
Free lunch: Student is eligible for free lunch. Schools participating in Provisions 2 or 3 of the
National School Lunch Program (NSLP) should code all students as “free lunch.”
= [If it is not possible to distinguish between “free” and “reduced price” for some students,
code these students as eligible for free lunch.
Reduced price lunch: Student is eligible for reduced-price lunch.
School not participating: School does not participate in the NSLP. When used, this code must
be applied to all students.

Review and verify classifications of Students with Disabilities (SD) and English Language Learners (ELL)

Please indicate each student’s SD/ELL classification with these codes.

e Students with disabilities (SD):
0 Yes, IEP: Student has a formal Individualized Education Plan (IEP) or the student’s IEP is in progress.
0 Yes, 504: Student has a 504 plan and needs accommodations to participate in NAEP (if the student

does not need accommodations to be tested on NAEP, classify the student as No, not SD).
0 No, not SD

e English language learners (ELL):
0 Yes, ELL

0 No, Formerly ELL: Student is monitored for state reporting.
0 No, not ELL
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Dept. of Agriculture Memo Authorizing Release of NSLP to NAEP

This memo replaces the United States Department of Agriculture (USDA) Letter

Date: School Year 2017-18

To: School Nutrition Program Personnel

From: National Assessment of Educational Progress (NAEP)

Subject: Policy on Limited Disclosure of Children's Eligibility Information to NAEP

As stated in the Eligibility Manual for School Meals (Section 5 - Confidentiality and Disclosure, Disclosure
Requirements), school food authorities may disclose, without parent/guardian consent, children’s names and eligibility
status (whether they are eligible for free meals or free milk or reduced price meals) to persons directly connected with
the administration or enforcement of a Federal or State education program, such as NAEP, as permitted by section 9(b)
(6)(A)(i)(I) of the Richard B. Russell National School Lunch Act.

The relevant section from page 88 of the Eligibility Manual for School Meals is shown below:

Because NAEP is a Federal education program, LEAs may disclose, without parent or guardian consent, children’s
names and eligibility status to persons directly connected to the administration or enforcement of NAEP. Additionally,
LEAs may disclose children’s names and eligibility status to persons directly connected with the administration or
enforcement of State educational assessment programs to the extent the State assessment is part of the NAEP. Other
State education programs may access participants' names and eligibility status, without parent or guardian consent.
However, in both situations, the program must be established at the State (not local) level.

The term “persons directly connected” for the purpose of disclosure to NAEP includes Federal, State, and local
program operators responsible for NAEP administration or compliance, and their contractors. This does not imply that
these persons have routine access to participants' eligibility status. There must be a "need to know" relating to the
administration or enforcement of a Federal education program or for legitimate NAEP purposes.

The above information is available on the FNS website at https://www.fns.usda.gov/2017- edition-eligibility-manual-
school-meals.
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Complete SD/ELL Student Information
Inclusion on NAEP Fact Sheet

Inclusion on NAEP
Students with Disabilities and English Language Learners
WHAT IS NAEP?

The National Assessment of Educational Progress (NAEP) is the largest continuing and nationally representative
assessment of what our nation’s students know and can do in core subjects such as mathematics and reading.

NAEP is congressionally mandated, and was first administered in 1969 to measure student achievement nationally.
Teachers, principals, parents, policymakers, and researchers all use NAEP results to assess progress and develop ways
to improve education in the United States.

The Importance of Inclusion

The responses of students with disabilities and English language learners on NAEP represent those of hundreds of other
similar students. Without them, information about how to best meet the educational needs of these students would be
lost. NAEP incorporates inclusive policies and practices into every aspect of the assessment, including selection of
students, participation in the assessment administration, and valid and effective accommodations. Such best practices
are essential to ensuring an inclusive assessment that yields meaningful NAEP results for all students with disabilities
and English language learners. By representing their peers across the nation on NAEP, students with disabilities and
English language learners help to ensure that NAEP results can be used to inform efforts to improve educational
programs.

To ensure that the National Assessment of Educational Progress (NAEP) reflects the educational progress of all
students, students with disabilities and English language learners must be included to the fullest extent possible.

Selection

Students with disabilities and English language learners are selected to participate in NAEP just like any other student.
NAEP is administered to a sample of students who represent the student population of the nation as a whole and of
individual states and districts participating in the Trial Urban District Assessment (TUDA). Within each selected school
and grade to be assessed, students are chosen at random to participate in NAEP. Regardless of race/ethnicity,
socioeconomic status, disability, status as an English language learner, or any other factors, every student has the same
chance of being chosen.

For more information about NAEP, visit http://nces.ed.gov/nationsreportcard

For More Information Contact your NAEP State Coordinator with specific questions about including students with
disabilities and English language learners. Details of the National Assessment Governing Board’s policy on testing and
reporting results on students with disabilities and English language learners on NAEP are available at
http://www.nagb.org/ publications/inclusion- special-population-naep.pdf. Current NAEP accommodations and
inclusion policies are posted on the website at http://nces.ed.gov/nationsreportcard/about/inclusion.asp.

Participation

Many students with disabilities and English language learners are able to participate in the assessment administration
alongside their peers.

Participating in NAEP allows students with disabilities and English language learners to experience a large-scale
assessment administration without high-stakes consequences. Since NAEP does not produce scores for individual
students or results for schools, participation in NAEP is not tied to grades or evaluations of students, teachers, or
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schools.
Accommodations

Students with disabilities and English language learners are provided with testing accommodations so that they can
demonstrate their content knowledge and skills on NAEP. NAEP offers a comprehensive set of accommodations to
increase access to testing for students with disabilities and English language learners. To ensure that appropriate
accommodations are determined for individual students, NAEP relies on school staff to make inclusion and
accommodations decisions for those students selected for the assessment.

The accommodations allowed on NAEP and those allowed in states are often similar, but there may be some
differences. Sometimes these differences result from the way that the subject being measured is defined in the NAEP
frameworks. For example, NAEP does not allow read-aloud of any part of the NAEP reading test except the
instructions, because decoding words is part of what the NAEP framework is measuring.

Your NAEP State Coordinator has developed inclusion guidelines for including students with disabilities and English
language learners on NAEP and provided them to schools selected for the assessment. These instructions will highlight
any differences between NAEP and your state’s policies and provide guidance on how to include and accommodate
sampled students.
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Inclusion on NAEP

Students with Disabilities and English Language Learners

The Importance of Inclusion

The responses of students with disabilities and English language learners on
MAEP represant those of hundreds of other simllar students. Without them,
information about how to best meet the educational needs of these students
would be lost. MAEF incorporates inclusive polides and practices into every
aspect of the assessment, including selection of students, participation in the
assessment administration, and valid and effective accommodations. Such best
practices are essential to ensuring an inclusive assessment that yields meaningful
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Students with disabllities and English
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a5 a whole and of individual states and districts
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the National
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are chosen at random to particpate in NAER Regardless of race/ethnicity,
socioeconomic status, disability, status as an English language learner, or any
other factors, every student has the same chance of being chosen.

For more information about MAEP, visit https//nces.ed gov/natlonsreportcand
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to include and accommodate sampled students.
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Letter from Department of Education Encouraging Inclusion

UNITED STATES DEPARTMENT OF EDUCATION

Deear Principal or Administrator:

Thank you for allowing your school to participate in the National Assessment of Educational
Progress (NAEP). These assessments are vital to measuring the academic skills and progress of the
students in our nation and in each state.

As you know, the Individuals with Disabilities Education Act (IDEA) requires that all students with
disabilities participate in siate and district wide assessment programs through regular assessments, incleding
with appropriate accommodations when mecessary, or alternate assessments. The Elementary and Secondary
Education Act (ESEA) likewise requires the participation of students with disabilities in the student academic
assessments required under that Act, and also requires that English leamners, as well as other groups of .
students, participate in those state assessments. The law allows for reasonable accommodations on assessments
administered to English leamers. Although federal law does not explicitly specify similar requirements
regarding the participation of students with disabilities and English learners in NAEP, the NAEP program has
been working very hard to make its sample of students taking the assessments as representative as possible of
all students. We are asking you 1o ensure that the greatest possible number of students with disabilities and
English leamers in your school, who are selected to participate, do in fact take the assessments.

Please keep in mind that NAEP does not produce results for individual students or schools, as
your state or district tests might. All results are summarized only at the national and state levels (and for a
fiew large urban districts). In other words, the NAEP assessments do not impose consequences for the
student or the school, and are instead intended purely to provide a picture of educational performance and
progress.

We want to include &s many students as possible in the picture NAEP provides for us. For this
reason, we ask you to do all you can to help ensure the participation of students who are selected for
MAEP whenever possible, including students with disabilities and English leamners. Smdents taking the
MNAEP are able 10 use most of the testing accommeodations they usually receive in other tests (e.g.,
extended time, small group testing). Most students with disabilities and English learners are indeed able
to participate in NAEP with their fellow students.

NAEP is one of the most visible and important indicators of educational performance in this
country, and we very much appreciate your support in making NAEP as inclusive as possible.

Yoia O. s T e

P
Libia Socomo Gil, Ph.D. Michael K. Yudin
Assistant Deputy Secretary and Acting Assistani Secretary
Director Oifice of Special Education and Rehabilitative Services

Office of English Lanpuage Acquisition

400 MARYLAND AVE. 5. W, WASHINGTON, DC 203026510
warw ol pov
Unar miscion is: (o mnsure el scoes 10 education sndd 10 promots educatonad ecelemcre throughout the Mation.
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Information Needed to Include SD/ELL Students

Information Needed to Include Students with Disabilities
You will enter the following information for each sampled student classified as a student with disability.

e The IDEA category that best describes the student’s disability. The following categories are used by the

Individual with Disabilities Education Act (IDEA).
0 Specific learning disability

Hearing impairment/deafness

Visual impairment/blindness

Speech or language impairment

Intellectual disability

Emotional disturbance

Orthopedic impairment

Traumatic brain injury

Autism

Development delay (age 9 or younger)

Other health impairment (specify)

O O 0O OO o0 o OoO oo

e The degree of each student's disability.
o Mild
0 Moderate
0 Profound/Severe

e  Grade-level performance for the subject to be assessed.
0 At or above grade level
0 One year below grade level
0 Two or more years below grade level
0 Not receiving instruction in the designated subject (math or reading)

e How is the student assessed on the state assessment? If your state does not offer a state assessment, use
classroom assessments as a reference point.
0 With accommodations
0 Without accommodations
0 With an alternate assessment, etc.

e Testing accommodations that each student typically receives.

Information Needed to Include English Language Learners

You will enter the following information for each sampled student classified as an English Language Learner
(Limited English Proficiency).

e Fach student’s primary language.

®* How long has each student received academic instruction in English?
0 Does not receive instruction primarily in English
0 Less than 1 year
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(0)
0)
(0)

1 to 2 years
2 to 3 years
3 years or more

e  Grade-level performance for the subject to be assessed.

(0]

(0)
(0]
(0]

e FEach student’s English proficiency for listening, reading, speaking and writing.

(0]

(0)
(0)
(0)

At or above grade level

One year below grade level

Two or more years below grade level

Not receiving instruction in the designated subject (math or reading)

No proficiency
Beginning
Intermediate
Advanced

e How long has each student been enrolled in U.S. schools?

(0]
(0]

Less than 1 full academic year
1 full academic year or more

e Testing accommodations that each student typically receives.
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Notify Parents

Parent’s page on Nation’s Report Card website

This resource is a hyperlink to the NCES site: https://nces.ed.gov/nationsreportcard/parents/.
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What Every Parent Should Know About NAEP: PDF version

This brochure is available here on the NCES website: http://nces.ed.gov/nationsreportcard/pdf/parents/2012469.pdf.

What Every Parent Should Know About NAEP: Video version

This video is available here on the NCES website: http://nces.ed.gov/nationsreportcard/videos/parentvideo/.
Sample Questions Booklets

This resource is a hyperlink to all the sample questions booklets posted on the NCES site:
https://nces.ed.gov/nationsreportcard/about/booklets.aspx.
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Manage Questionnaire

Manage Questionnaires Welcome Email
Dear [Name],

Welcome to the National Assessment of Educational Progress (NAEP)! NAEP will be testing your [SMPGRD]th grade
students on [ASSESSMENT DATE].

NAEDP is the only ongoing national assessment of what American students know and can do in a variety of subjects.

In addition to conducting assessments, NAEP collects information using teacher questionnaires to provide a context for
reporting student performance. The Teacher Questionnaire is used to gather information concerning years of teaching
experience, frequency of assignments, use of teaching materials, and availability and use of computers.

Your school coordinator, [SCHOOLCOORDINATORNAME], has identified you as a respondent for the grade
[SMPGRD] Teacher Questionnaire because you teach math, reading, socials studies, and/or writing to grade
[SMPGRDY] students.

Please click on the link below to verify that you received this email. We will then send your questionnaire link
and password in two additional emails.

Verify Email

If you do not see the link, please copy and paste the following URL into your internet browser to verify your email
address [VerifyURL

You should receive these emails in the next week. If you think you have received this email in error please let
[SCHOOLCOORDINATORNAME] know.
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Manage Questionnaires Reminder Email

Dear [Name],

Thank you for your support of the National Assessment of Educational Progress (NAEP). Recently you received an
email asking you to complete the NAEP Teacher Questionnaire. If you have already completed the questionnaire,
please disregard this email.

NAEP collects information using questionnaires to provide a context for reporting student performance. The Teacher
Questionnaire is used to gather information concerning years of teaching experience, frequency of assignments, use of
teaching materials, and availability and use of computers. Teacher Questionnaires should be completed by grade
[SMPGRD] teachers who teach math, reading, social studies, and/or writing. Your school coordinator,
[SCHOOLCOORDINATORNAME], has designated you as a respondent for the [SUBJECTNAME] Teacher
Questionnaire.

Below is the link to the questionnaire. You will need a password to access the site. For security purposes the password
has been sent in a separate email with the following subject: NAEP Teacher Questionnaire Password.

[NAEPQURL]

Please click on the link or copy and paste it into your browser. Enter the password to complete the Teacher
Questionnaire by [DATE].

For technical assistance contact the NAEP help desk at 1-800-283-NAEP (6237) or NAEPHelp@westat.com

For more information about NAEP and how your responses contribute to NAEP’s ability to report on what our nation’s
students know and can do, visit the NAEP website at http://www.nces.ed.gov/nationsreportcard.
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Hardcopy Reminder

Dear Teacher or School Administrator:

Thank you for your support of the National Assessment of Educational Progress (NAEP). Recently you were sent an
email asking you to complete a NAEP Questionnaire. If you have already completed the questionnaire, please disregard
this email.

NAEP collects information using questionnaires to provide a context for reporting student performance. The School
Questionnaire is used to gather information concerning school administration, staffing patterns, curriculum, and student
services. It should be completed by the principal or another school official.

The Teacher Questionnaire is used to gather information concerning years of teaching experience, frequency of
assignments, use of teaching materials, and availability and use of computers.

Your school coordinator has designated you as a respondent for either a teacher questionnaire or the school
questionnaire.

If you did not receive the welcome email asking you to verify your email address, please contact your school
coordinator. Questionnaires should be completed by the date of your school’s NAEP assessment.

If you need technical assistance contact the NAEP help desk at 1-800-283-NAEP (6237) or NAEPHelp@westat.com

For more information about NAEP and how your responses contribute to NAEP’s ability to report on what our nation’s
students know and can do, visit the NAEP website at http://www.nces.ed.gov/nationsreportcard.
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Plan for Assessment Day

Suggested Testing Room Layouts

Room Layouts for NAEP Tablet Sessions

The following pages contain a series of diagrams that illustrate how NAEP staff may set up a room for tablet
assessments. The diagrams encompass the following setups:

Classroom Style

Library or Media Center

Long Tables

U-shape with Tablets Facing Outward

U-shape with Tablets Facing Inward

Your NAEP representative will determine the best arrangement based on the characteristics of the room you identify. If
setting up for the assessment requires rearranging any furniture, the NAEP team will put back the furniture when they

are finished.
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Classroom Style

m  eNAEP Network set up in a central location, typically the front of the classroom
m  Cables taped down anywhere students or staff might walk

m  Students monitored by walking between the rows

m  NAEP staff swap out tablets to charge between groups, if necessary

o
-
=
-
=
-
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Library or Media Center

m  eNAEP Network set up in a central location
m  Cables taped down anywhere students or staff might walk
m  Students monitored by walking around and between the tablé

m  NAEP staff swap out tablets to charge between groups, if ne
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Long Tables

m  eNAEP Network set up in a central location

m  Cables taped down anywhere students or staff might walk

®m  Students monitored by walking around the tables

m  NAEP staff swap out tablets to charge between groups, if necessary

)
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U Shape with Tablets Facing Inward

m  eNAEP Network set up in a central location, typically the front of the classroom
m  Cables taped down anywhere students or staff might walk
m  Students monitored by walking around the outside of the U

m  NAEP staff swap out tablets to charge between groups, if necessary
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U Shape with Tablets Facing Outward

B Cablestaped downanywhere students or staff mightwalk

B Studentsmonitored by walkingaroundinsidethe Ushape

B MAEP staff swap out tabletstocharge between groups, ifnecessary

B eMAEF Metwork setupina central location, typically the front of theclassroom
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Typical Student Workstation

Most students will only need enough space for the tablet, earbuds, a stylus,

and a scratch paper ancillary with pencil.

Equipment

Tabl®t Earbuds Stylus
Oth.er Materials

Login Card
[ |

NAEP pencil, when applicable

Suathh papet, whenappticabte
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Room Layouts for NAEP Paper Sessions
The following pages contain a series of diagrams that illustrate how NAEP staff may set up a room for paper

assessments. The diagrams encompass the following setups:
e (lassroom Style
e Library or Media Center
e Cafeteria

Your NAEP representative will determine the best arrangement based on the characteristics of the room you
identify. If setting up for the assessment requires rearranging any furniture, the NAEP team will put back the
furniture when they are finished.
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Classroom Style
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Library or Media Center
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Cafeteria

Good for large rooms with long tables

If space allows, NAEP staff will put more space betwes

n students
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Encourage Participation

Measure Up: NAEP News for the School Community

This resource is a hyperlink to the Measure Up newsletter posted on the NCES website:

https://nces.ed.gov/nationsreportcard/subject/about/pdf/schools/NAEP_Measure Up_for Public_Schools Winter 2018

pdf

Digitally-based Assessments

This resource is a hyperlink to the Nation’s Report Card site: https://nces.ed.gov/nationsreportcard/dba/.

digitally
hased

assessments
in the
classroom.

Refoied Mnformotion

Explors himarmment Dot

Ascarprment Frameworio
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Pt bl Do P sy
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Fartuipating in MALF?
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Update Student List

Student List Requirements and Instructions

NAEP 2018
Instructions for Preparing a Current List of Students

A TR AL ASSESS RN N
LI EINECAL AL
PRUOGRESS

Part I: Requirements

NAEP needs a complete and current list of all students in the selected grade(s) to be assessed (not just new
students).

e  The list should reflect January 2018 enrollment.

e The list will help NAEP identify any students that were not included on the original list submitted in the
fall of 2017.

e Include all students, even students who are commonly excluded from other testing programs.

*  Your student list must be a Microsoft Excel file (version 95 or later). If your student information is
available in a different format, you can simply copy and paste the data into Excel.

e If you need assistance, call the NAEP Help Desk at 1-800-283-6237.

Include the following information for each student in the selected grade.
v Student first name

v Student last name

v" Month of birth

v" Year of birth

If available, please include...
v" Student middle name/initial

v" State unique student ID (do net use the student’s Social Security number)

Part II: List Format
You will need to answer questions about your Excel file’s format during the upload process. Will your file have all
student information in separate columns? Good! That means you’re using the preferred format, pictured below.

— — — —

A B C D E
1 First Name Middle Name Last Name Month of Birth |Year of Birth
2 |Riley R Armstrong 3 2006
3 Logan D Barker - 2007
4 Alexander Michael Brown 12 2006
5 |Austin Todd Brown 6 2006
6 Brian Matthew Campbell 3 2007
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NAEP will also accept student names and birth dates formatted in single columns.

e During the upload, you’ll tell us how student names and birthdates are formatted.
*  You will specify the order of student names, whether or not the student name column includes middle names, and
how the names are separated (by a space, comma, or other character). Middle names and initials are optional.

The example below is last name, first name.

e  The same idea applies to birth dates, too. The example below is mm/dd/yyyy.

A B
1 Mame Birthdate
2 Armstrong, Riley 3/18/2008
3 Barker, Logan 4/15/2017
4 Brown, Alexander 12/2/2008
5 Brown, Austin 6/23/2006
& Campbell, Brian 3/1/2007

Part Ill: Pre-upload Checklist

Formatting errors can cause the file upload to fail. Save time by using this pre-upload checklist. If you can check off
everything on this list, then you’re ready to upload your file.

O The file was prepared after January 1st and contains all currently enrolled students in the selected grade.

[0 Blank rows do not start until after the last student record. There are no blank cells or rows within the required student
information (blanks for middle names and student IDs are ok).

The file has only one worksheet with data on it. The extra worksheets are blank.
The file does not have any footers or images at the bottom.

The header for my file is in a single row, and there are no images at the top.
The filename ends with .xls or .xlsx.

I understand how student names are formatted in my file.

o o o o o o

I understand how month and year of birth are formatted in my file.
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Part IV: Special Situations & Tips

e  The first row of data in your file will be read as the column headers. Each succeeding row will be considered a
student record.

e Use the most current enrollment information available, so that all students have an equal opportunity to
be selected for NAEP.

e If more than one grade-level is being assessed at your school, submit separate Excel files for each grade.

e  Year-round schools with multiple tracks of students should not include any students who will be on break on
the scheduled assessment date.

e If MyNAEP cannot process your file, try selecting the Back button and revising your answers about
how the Excel file is formatted. In the example below, the user checked the wrong box for the number of
digits in the birth year. The red text at the top of the screen will display the number of digits in the birth year
(in this case, four).

Submit Current Roster of Students

Year of Birth

Hera is a value from your Date of Birth column: 7/1/2001 [12:00:00 AM

As it appears above, how is year of birth represented? If the value above displays time, disregard that portion.
@u four digits (2015)
¥ As two digits (15)




Support Assessment Activities
Teacher Notification Letter

* NAEP 2019

NAE‘P TEACHER NOTIFICATION LETTER

O P T
PR AdAE

Dare; 05/17722018
TO: Teachers of Grade £ Students

FROM: NAEP representative
SUBJECT: National Assessment of Educational Progress (NAEF)

Thank you for the excellent work that you and your students have invested in learning and achievement.
We are pleased that students from your school have been selected to represent thousands of students
across our country by participating in the National Assessment of Educational Progress (NAEP)

2019 assessment.

This assessment monitors what U.S. students know and can do in key subject areas at the elementary,
middle, and high school levels. Since 1969, NAEP has provided U_S. educators and the public with
relable profiles of student achievement. This is possible because of dedicated teachers hke you who
support and participate in this assessment.

Please take note of the attached lists, which contain the names of the selected students and their session
numbers. It is critical to the results of the study that all students selected for NAEP attend the correct
session on time. We appreciate your assistance.

Each NAEP assessment session will take between 90 and 120 minutes, including transition time and
directions. The sessions are scheduled for;

SESSHIN DATE TIME LOCATION

DAORDIA £:20 am Media Center
DAOEDI B 1:05 pm Media Center
DS0S01A 8:20 am Cafeteria
DS0S0] B 1:05 pm Cafetenia

PAOEOD1 E.05 am Main Office Conference
Room

Please contact your school's NAEP coordinator for additional information about the assessment. For

additional information, sample questions, NAEP publications, and classroom data tools, visit the NAEP
website hitp://nces.ed gov/nationsreportcard.

We look forward to working with you. Thank you, again, for helping us show the world the achievement
of our nation’s students by vour support of NAEP - The Nation's Report Card.
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Appointment Cards

< Appointment for
i st Aich, Alexandria
on

Please go to Media Center at 8:20 am.

You may bring your own earbuds or headphones.

MNAEP School 1D: 4020131 Session: DADB01
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