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Appendix I (Formally Appendix J1) provides a sample from 2019. Appendix I will be updated and submitted in
3 separate amendments. Amendment #1 will be submitted by April 2020 and will include updates to the
following sections: A) Home Page and B) Provide School Information. Amendment #2 will be submitted by
June 2020 and will include updates to the following sections: C) Notify Parents and D) Encourage
Participation. Amendment #3 will be submitted by October 2020 and will include updates to the following
sections: E) Review and Verify List of Students Selected for NAEP; F) Complete SD/ELL Student
Information; G) Manage Questionnaires; H) Plan for Assessment Day; I) Update Student Lists; J) Support
Assessment Activities; and K) PR MyNAEP.

All additional support text that is included in this document in the section “Additional Resources” (beginning
on p. 75) will be updated on the same schedule as the material with which it is associated. For example, the
section “Parent’s page on Nation’s Report Card website”, as supporting material for the section “Notify
Parents”, will (if changes are necessary) be included in Amendment #2 as described above.

The following areas may need to change from 2019 to 2021:
e Update year/date
® Update assessment window
e Update subjects and grades to be assessed
® Update calendar year and schedule
e Remove references to any activity different from 2019 activities (e.g. removing 2019 (special studies)
® Update Exclusion Summary Screen for 2021
e Remove designate method screen

¢ Pending final design, update testing times, assessment length and assessment session details
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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
NAEP 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 I

e Red text indicates descriptive notes and references to Appendices other than I
¢ Green text indicates text from hyperlinks or references within this document.
e The Additional Resources section of this document (beginning on page 75) contains the text of hyperlinks

The confidentiality citation has been updated in September 2018 and is reflected in this document, consistent with what is
provided in Part A.

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 2019 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 of
Educational Progress (NAEP), National Center for Education Statistics (NCES), Potomac Center Plaza, 550 12th St.,
SW, 4th floor, Washington, DC 20202.

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

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.

Notice: You are accessing a U.S. Government information system.

This warning banner provides privacy and security notices consistent with applicable federal laws, directives, and other
federal guidance for accessing this Government system, which includes all devices/storage media attached to this system.
This system is provided for Government-authorized use only. Unauthorized or improper use of this system is prohibited
and may result in disciplinary action and/or civil and criminal penalties.

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.

Screenshot

Welcome
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Home page
Welcome to the National Assessment of Educational Progress!

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/2rHlh6v), which will give you an overview
of the Prepare for Assessment menu.
e 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.

Screenshot
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Provide School Information
Provide School Information

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

e Shipping address

e Principal contact information

e School coordinator contact information

School Characteristics Information

e  Student enrollment

e  Charter school status

e Date school adjourns for winter break in December
e Date school returns from winter break in January

e School calendar type (traditional or year round)

e School start and end times

Screenshot
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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:

e Review and verify the list of students selected for NAEP

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

¢ Notify parents/guardians of sampled students

e Manage school and/or teacher questionnaires

e Plan assessment day logistics

® Encourage participation and motivate students to do their best

Complete the following activity upon return from winter break...
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
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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)

e Review and Verify Student Information
* Print Reports

Additional Resources

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

e Does not attend any academic classes on campus

e Home schooled and receives limited services on campus

¢ Student listed more than once

e Not in tested grade

e Foreign exchange student

e Student deceased

® 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)

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

Screenshot

MYN&E F' For Schoals Ciwtrics: Annkdn Oa Gohoel Disk (01]

Welcome Vel | Combiact Lin | By i

O e 3 Mt
Teonbe Middla ool

Ful soreen Made REV-TMNFC-1

 Home Review and Verify Student Information

Frovide Sciheal Infermation

byl Bt List Print Worksheet

Select Prink Worksheet to review and note changes (o student enmliiment status snd demographics on a hardoopy workshest, Select Conlinue shen yos

Fropsre for Assnssment
are ready T enter INFOrmatien intn MyMAEP.

Rawhrar and Vorify List of

Ktudents Snlnched for RAEP Some studens may not be eligible to partidpate in MAEP. A et of poesible ressons i5 avalabie hoe.

Cormplele S0/ ELL Student
Infermalion

Matify Farms
Lo v -
BManags {usstionneires

ran for Assesament Day

Encaurags Participathn

Uipsellatiu Sudunl Lt

B Assessiment ACTivitics

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 [f 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

MyMAEP r

Welcome

Fronter Middis School

Fufl Screem Mode

Review and Verify Student Information

REW-IMFO-2

Provaide Sclanl Indramiation

Subimit Sludist Lisk Demagraphic Data
Rayiew 2l demographic data for the students listed beiow,

Priggane fed Ascecimedil

Ao sl Varity List of Salect the EdBt pancl] ness to the sudant name io anter 5 student’s correct or missing information, or indeate 2 reason the student casnot ke
Student s Selartad Tor HAFP HAFP

Complein S0 7LLL Sudent -

T = I @ sleadiel bk @ Section 304 Plan and nequines an accommeodation o be lested, chasge Bis o e Student will & Dteabiily $alus 0 Yes, 504
= [F khere |3 missing Sats for & studens, thers will b= an & boon i e colume, Hower geer B 8 foon tooses how meny stusenss hiwe missing daka

= Al columing com e samed by dicking on the column hender. s ssing dota will e o the o,

Plans lor Assesamssnl Dey

Faccurngs Prrticipstion - DOt Mk =] £ T e P Iifarmation R, L S0 Hi, ool ELL A
Tabilat umarvallatle snavalabia
e DECADEMS  Raadng- o4 3084 Femals Two ar More Racos Fros kanch Mg, rat B0 Mo, nct BLL
Tabie Men-His paric)
B T AT
DELADEAD  Makh a 0D Ml Sroder ral Yaw, [EF Yo, ELL
Wirap Up Tahies e
psEE0RNe  Aeadng - 11 2084 Fomake waRe, netHspanc  Infamaten Mo, norSE o, ot ELL
Tl Enavalals
DECADEMS  Rasdng - 04 3005 Farnabe Wake, not Hispanc Fres linch Ma, rat 50 Mo, nck BLL
Tabiey
USDEDEME  MHats o Pl Pl Two o More ikl Fres kanch P, fedl S0 Hey met ELL
Tabiat Men-HiEparic)
CEOADEMT  Asadng- 4 3085 Female Wahin, net Hisparic  Fros linch Mg, rat GO Hioy, ok, EiL
Taliiet
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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.

MyMNAEP For schoals

Review and Verify Student Information

. The dtusdionty kil Difow Bave Dien denbified a8 domeriian Dadian of Alaska nabvee. These Rudentd will cosplele an Bldbensl shorl guelEnngine for the
Suitandr S 1 histinnsl [ndian Boucwtion Siudy, Fiesas review snd ooofimm che racs of sach siudent

Prepars far Ansrasmens

Smaekoan Iredbin o Alivka Hetve

Eemverkcan drwiban or alaska Hanave
Aemacican Indlan or Alaxka Hathvas

pemierizan Uradlan oF Alazks Hazus

LA N

Fan Tor Avusssrnt Dy

Bk s vegang QN uac A it inoton o Cove S conume S enr

Encoursgs Farthcpation
uUpdatn Studant Lise

Fupport A pusemant Aeivile

Wirap Uigs

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 preasessment review call.

Select Submit when you are finished with this section.

Screenshot

rict: Rankin Co Sk

[ COSEMLUS My At

D iGrode A Acppmrednt; 311

REW-INFRD-

Review and Verify Student Information

Print Summary Report
Select Prink Ssmmeary to print 5 recond of the student information entered inbe MyWRAER, Keap this report in the NAEP Storage Envelope and refer to it
i Dl PRERsEREmEn D neview Call.

Rrehrer and Vorify Livt of

e Select Submilt when you are finished with this secion

FELL Bisdest
-

Matify Farsnts
L v summary S enck o eegonog | e EEm
Mg dpmestionnsine
Flan for Asssssmant Dy

age

Lipdain Studant Lisk

Bpppaarl Aswesniiiod Aclvithes

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 For sc

Welcome

Fronor Haddla School

REVAREP-T

Print Reports

Suslardt Ghudead List Before entering student data in the system
Frint this worksheet and use & bo review and wverily stodent enrolimenk skabus and demogeaphics befiore enbering the dats inks the system,
Prepare Tor Assassment
Rwaimw and Wity sk of
Students Seboried ler MAER After entering student data in the system
Select Print Sunsmary Repart to prnt 8 record of the student information ertered in the system, Keep this report in the NAEP Storsge Envelops: and
Compluba S0/ELL Rudunl ridir b3 IE dunng The preRsessment raew call,

Indorenstion

A 2 PTG SUmmany Repot
orily Panents

Mamace GuesHonnikres

Flan kor Avsesamant Day

Upddats St List
Baappeat Assossamend Actialties

wrap 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: Frentier 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 MNAEP
Aberts, Kimberly 86756 Ds0801/01 | Math-Tablet o8 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
e  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 Tnclusion on NAEP Fact Sheet

e Letter from Department of Education Encouraging Inclusion
e Information Needed to Include SD/ELL Students

Appendix I NAEP 2021 15


https://bcove.video/2fECUxM

Screenshot

MyMNAEP s

Welcome Wlp | Contact s My Acm

"~ Frontior Mide Schoasl

Provide School Informatbon
mit Stisdent @it
Propare for Assesonment

Review and Verihy List of
Stisdents Selectead for MAL P

Complete 50/ELL Student

Infarmmatian

Hotrhy Paremts

Manags: Quest aires
Plan far Assessment Day

Encourage Participation

inpclate Stsdnt 1

Suppord Assessment Actii

wrap Up
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Prepafe for Assesomant

Complete SD/ELL Student Information

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

HAEP prowides acoommodabions only for S0 amd ELL. Thersfore, this sectan only indludes students whose 5D status is "ves, 1BP° or "ves, 5047 or
LLL sL&Lus 18 “veg, LLL." Changes to these status codes cam only be made in the Review and werify List of Students Selected for NALP
seclion.

The infarmBtan ThEL WU pravide in this saion indiales how students will parmdpate i NALP bisd the acoaimenadBlions thay will recaive

Complate the following:
Warch Complete SO/ELL Student Information Tutesial (5:59)

Rewiew NAEP Inclusion Policy

l Gave Acoess to S0 andfor ELL Specialist(s) faptional)
Frovide Infarmaticn for Stsdents Who Are Bath S0 and ELL
Frovide Information for SO (IE® or S04 Fan) Only
Frint Reports
Create Accormmodation Sessions (Field Staff Only)

Additional Resources

& Inclusion an MAPP Fact Shest

# Information Needed to Include SOELL Students
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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 For schools

Welcome

Frantier Hid

COMPINCL 1-1

Review NAEP Inclusion Policy

Providn Sl Informaticon

Traimimg 01 KAEF 32019 Inclusdon Policy for Students with Disabifities and English Language Learmers

Submit Studunt List

The pelicy proveides indusion expectations, lists the SAEP accommadations, and desribes how the accommadabions ane administenad.
» Training 01 SO (el Palicy
« Training 01 ELL Inchsse:n Policy

Prepans for Assrssment

Resbow and Werlfy | st of

Sludints Selactad for NALP Wie pnpert most students with dsabilries and English language leamers tn paricipate. The oaly Students gigible for exdusion are:
= Students wha mest (or met) parbopanen chben Tor the
Completn SOFELL Studont = Enghs larpaage lasrmers wiho hive Been aniclled i L5, schiols lese than 1 full scedermic year bafune the NAEP assessmant &od canngl scess WAEP

Enfesrmnat

Al other S0 and ELL students should pamicipate wath or without MAEP acoomenodabions.

Rty Farcnts

Manilaring Exclusions

Ha s Grsestion nairnes

wour MAEF Stabe Coordinator will monftor exclusions and may oontact you regarding exduded students. [f you have any guestions about bow to indude a
Pan for ™ Day student, contact your MAEF State Coordinator, Jane Doe, ab StateCoardinsbond @ mynssp.oom.

. ¥ 1 dewnloaded amd reviewsd the Traming 01 RAEP 2019 Inclusion Folcy for Stadents with Disabfites 23 English Language Leamners.
Encowrage Participation

lipedate Studend i1t

ERIPPOrT ASTESsiReEnT STVt

Wrap Up

Give Access to SD and/or ELL Specialists
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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-SPEL 1-1
Give Access to SD and/or ELL Specialists

Please 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 (SD) and English language learmers (ELL)
ara tested should provide the information for these students. Complete and submit the Information
below to give access to the Complete SDSELL Student Information section for one ar mare SO/ELL
specialists,

For confidentiality reasons, access is limited to you and five additional school staff,
= Enter all names and emall addresses then select Save.

= Select the Send Email button for each record,

« Select Submit.

Emiaill
=] ELL Sent

First Mame Last Name Email Address Date

:

(=]
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£
:

i

g
]
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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

MyNAEP

Print Worksheet
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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.

e  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?

e 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

MyNAEP

ELL Dretails
Fr mach abudent el S, (esand tha folimng nfrmesan by kelicling the Bgi pencl med 1o the Sudenl famm. Ravios The Thasing 01 MAEPR 2018

Il paCy N T DT
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wTaq i
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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

O O O O 0O o0 o o o oo

Traumatic brain injury
0 Visual impairment, including blindness
e 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)?

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?

¢ 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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M y NA E P For Schools District: Sheridan School District (15)

Welcome ntact Us My Account | Register More Schools Logout

Martin Short © Age 13 Assessment: 10/30/2019
Dove Hill Elementary

Home 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.
Review and Verify List of Your NAEP State Coordinator will monitor exclusions and may contact you regarding excluded students. If you have any

students Selected for NAEP further questions on how to include students, contact your NAEP State Coordinator, Jane Akins, at
StateCoordinatorJs@mynaep.com and/or review the Training J5 NAEP 2020 inclusion policy.

Complete SD/ELL Student
Information Select Back to 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
EncoinansEart ipation Student Session SD ELL NAEP  be assessed Why can't the student Provided by Accommodation(s) | Other
name  /Line # 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

MyMNAEP for schools
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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

O O OO OO0 0O O OoOOoOOoOOo

Traumatic brain injury
0 Visual impairment, including blindness

e 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?

All columns can be sorted by selecting the column header.

Screenshot

MyMAEP For schac

Walcome

S0 Deetails

ror ench wtudimit lobhed belca, moam the doliowing inlormatian by selecting the Edit pencill nex® o B sboden® rama:

+ 'Which of the following IDEA categories best, describes soct siudant s dentitied dssbify(ies]? (Note: This guestion i not applicabls to shudents maried s

Tk, 04
+ WhEE i1 the fagres of sach shident's Ssshliyfies)?
= B what grade fevel Soes this studant perlorm in L BAEP subject?

Al cobpmng can b semed by seliocning the cofumn fegder,

Pl L] e, |EH Faadireg - Tabiet

TSRO W, (R Ptk - Tabier

sl

OROEDL 44 Vo, (B8 uh - Tabist
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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) What universal design elements and accommodations does the student need to access 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

Waleame

How Students Should Participate

For sach sudent lhned o, P the Tollosang informanan by gslemng che Edl pancll nece in the student same. Review the Tranng &) RAEF 25( 5
Frisbemnl i S
E45ITETAE. ¥ T MAEP Sytiect?
Pragars dsr Asssssmant
almeenty #nd sccommodatims does 1he sluden? reed o scoms RAREPT

e el Mevily BT

Of TBiE MAEPT
Shudarts Sabecied for MALP

& (If approprate] |3 the decsen 1o exchsde aach Sudent 8 sthool Georon oF & DENSTT SEudent denisnn?

Wt %0 H1L e Al Eofuftn. can. b Sertid by sehecling tha cokurms header
Iebarrealion

wotify Faremis

T Tt T
Man e &nssrmeent Gy Tabts
Uncowrags Participstion
LI PIEN T S E e g # TROIRTIE A Visd, [N Halh - Talllet

St Al A Freiliem,

Wirap lip

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
MyNAEP ror school:

Welcome
Fronths: Pldie Rohood
Full Sorcen Mede

Print Summary Repaort

SHET PrinL Sy 10 Bt & recond of the STslent INfanmenos entened INo MyMAEP. Kep (i Fepor i (e MAER Storagqe Envelspe and refer oo it
dering the preassessment revien sl

Selet Submit when yos are finshed wth this seoian.

v il Verily i of
bectrad Toor MAER

[= #m S0 PLL Stodent
Toforaation” L ok Sommary Ecpr L eoc i =

My Perents

Enooarsgs Participa ion
Upedoln Studunk List
gt Bermenn] Ativiics
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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 or s

Walcome

Frontees Pidchy Sobaol

Fuil Sereen Mode

Print Worksheet

Providu School Information Saject Prie Waoricsheet o record the information for each student an 3 hardoopy warksheet. Select Continse when sou'ne ready ba enber infamasan into
MyRAEP.

Bubvmilt Student @it

Reyiew the Training (1] MAEF 2010 intusion podicy b0 see the universal Sesign elements and accoemmisiabions for MAEPR, and to determine how students stould
Vo uaie: Fad Basssaament ST

Raviow and Vortly Livt of
Koty Salucind far HADP

Print Worksheet

Molily Pan:nls

Mansgs Qusaticnnaires

Frlrm far &
Updatn Shudent Link

ST B

Wrap Up
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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.

e  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?

e 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

F"T‘p"Nn‘E'LEF' For Schools

Welcome

O Grade § Smmarment: 20112010
¥ e

Tl Sereen Moda COMP-ELL-3

ELL Details

Fowr ach sludent lsbed Dekem, record the lollowing infermation by soelecling the Bdit pemcl] nes? 1o e stodest samse. Revion e Traising 01 KAEF 2015
nehsion palizy prior o complsting.

= What is the Sudent’s primany language?

= Daciuding this yair, how long Bas the Student been recising schdemic ifatruction prmanty in Engish?

+ AF what grade leeel doas this studant perfarms in the MAEP sub{ec?

+ Hom woukd ywou characterize this stedent's English profidency in listening comprehension. readng. speaking, and writing®

Frupare [or Ansassrman

Arvira and Visrify Lise of
Riuients Seleched for MAFP
K colunms can Be sorld by selacting e colunm header.
TR S i

[
MALF Frimuary !
st Lancqusgs  (Gpecily)

Hanane (hestionaaines

Pl Tk s sarss vy

Emcvuroge Parlicpation
lipdatn Studant |ivt

T AL LT ATl i

Wrap Up
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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)

e 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

MyNAEP ¢

Welcome

Full Screen Hede COMP-ELLA

How Students Should Participate
For mach studant Rsted below, record the ollowing information by selecting the Edit penci] et o the shudans rame, Resies the Trankeg 0 BAEP 3115
nchusion padicy priar bo compheting.

» Ham lang his mach student S snrclied in LS. Achaole? (Do full academic year 18 defised a8 one full schoal year Bafan the rxsessment]
* Hom should the student be assessed om NAEP?

= (IF appropriste] What unisersal desgn slements and accommodations does the student need to access NAEP?

= (IF Appropaale] Reasnn stadent Cnnol [ia: MAEFT

» (IF appropriate) B e dectsion Eo excludn sech sugent & schocl Seckion o 8 parechsudent dectsnn?

K1 colurmne cam be sorted by ssbecting the cohemn Resder,

HALP 3 sathert bawn ancded
subtject
CoR0E0 43 ‘foe, BLL Hath -
[ — - Tatlst
Eneoerag Parlidpetion
Lipdaie Sbudent |ise
o wssessiment actiities oo L v inzomrion s corect L conor: (L Ext ]

Wrap Up
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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

MyMNAEP For setool:

Welcame

Hertad Midde il

Full Screan Mode

Print Summary Report
Sebecl Prind Summary U= pit & record of e shudent Bioimation abensd 100y HyPAEP. Beep Uik reperl 15 e HAEP Storage Envelops and riber 0201
Aufifg e Prodsscesm ol review ool

srbeor Submd slon you ane lsshed with this soimoes

L v sy neson L vock o megneng I vock L oo QL eer

Imfzrmalion

Hulify Parenls

Wit i i
Flan for Asvussamient Day
Encourags Particpation

Updats Studonl List
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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

MyMNAEP ror sche
NAEP Welcome

.'.il_ ._..
Hime
Provige Schood Indormation
Sl Stusdent List

Propars lur Asaremsond

Wewbew and Vorily List of
Students Selected for AP

Complete B0 7ELL Stident
Indormatiom

Hatify Paseits

Mo Quees Hosnabr,

Plan for Avsesument [ay
Encoursge Barticipation
Uhpilate Student List

Support Assousement Activitios

wrap Up
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Fronter Midds School

Print Reports

Before entering student data bn the system
Print the workehssts 1o recond student information

Print Worksheet for S0 Only w Print Waorlsheet for Bobh S0 and ELL

Alter entering student data in the system
Select Print Summary Repart to pring a record of the student information entered in the systemn. Keep this report in the BAEF Storage Envelope and
el o @ duning the presssesoment review call. Print the Exchssion Repont to discuss with the NAEP State Coordinator

Frint S0 Oy Surmureary Repork Frink ELL Onily Susmmary Repaork Frint Both S0 and ELL Susmmeary Repoat

Frint Exchrdom Repeet
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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 Disticl Mame: Rankin Co School Det NAEP ID: 0120061
W
For eadh em Eted below,
P woesbel weesu c s an Bt Bl sbudeets Brghnds
o ol kg
#hin prefie ey
BLAL b
BELL inSermes diste
*OLL advancad
A B C o E F L) FDonT e
T \ 1 T
inihidng Thils yoie, At wial grade level
o lomng has Eh e b itudent
Viundent bawn recaiving | PEFTOIM i the
scademic nsbration | MAEP subject?
iy by Einged
B3 i sk grade
SDinet nol recehne el
85wy g bres B e pEar Bl
i iy by ERlel radn bevrl
Fliss than 1 ye Fhwn Of mane year
LIEEE T Eerlorey grasde level
m L FY S L E—
Theafirabie What = bhe i NG | jrening
Leudnnl i HATF aludent’s primary | "7 TS 00 Moy uihjeet comperbenslon | Reading | Spesking | Wikiieg
RS — Line # Chailfieation | Subjedt [P— fant know [ Tee— . Erglinh Foglich | Enghah | Englsh
o, Puith piosenoe | 1= B e [
Worksheet page 2

NAEP 2019 Worksheet for Both Students with Disabilities (SD) and English Language Learners (ELL)
Schonl Name: Fronter Midds School District Heme: Rarkin Co Schoed Dt NAEP ID:; 0020061

i L K L L w
1 ke Sl Sl - .

.ll-bmﬂmr student"s disabdity(les).

Whpecls lednning disalslity
‘®Hearineg impaiment destness
Biperch s lanpeags Inipalment
‘®ntelertual Ssaladity
SEmoticnal disturbance
#Oriepadk mgairm Wikl i e degiee ol this dlislest’s
e dinadsitpfies
@ Trmematic bram njury
LI WPvalnaani Mewere
ELL ®Oevelopneent delay [ape ¥ or youngsr) Epicderale
| Clamfication 5 P -
; Araabany 0 MAFF o v
Srualenit Marme | Une & Clagaflaation Saubject ® ity heealth mmpakmeest (specifyl ®Dan 't Ko
|
| F e L
Aldage, Palih | OECAD LN [ RAskl - Tablel

Worksheet Page 3

NAEP 2019 Worksheet for Both Students with Disabilities (SD) and English Language Leamers (ELL)
School Name: Fronber Middle School Distrlet Mame: Rankin Co School Dist MAEP ID: 0120261

¥ |e fi § T u ¥ w
s bang Wit Frar-
srudent seea ennnled
in L% schook? M B udient aiieid on st o hm“'wh
clarwroom assermmanty in the NALF e
m S0me academic yearor | wiblibeoil smsomemodations | elemuents sador
Clisal ko —_—r e el s it
BT gL e
SeaslonS wn NAEP #Lez than one Vihou acoommadation viith T — T
e MaF | Uine® Claasfatien saibiject aisdemk pEa Wit g o AR NE 0 ok e ey MALF?
| vez, ELL Wiath
Mg, Faith [ DAoL Yeu iEP Tablet
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For SD Only
Worksheet Page 1

MAEFP 2019 Worksheet for Students with Disabilities (SD) Only

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

C

o

Becord the shudert's dissbilitaies).

aspacific learming divshility
®He aring impairment (deainew
®ipeech or lamguage impainmant
*intellectual disability
sEmotional disturbance At what grade bevel does this student perform in
SOrapedic Iugalnmant mkmmigﬁ s TN mact]
vhadent's dinabdityfie
WTraumatic bran injury ®at on ahowe grade kevel
#autivm *fufound/evers *Cine yrar belovs grade bevel
*Development delay (age 9 of younger) Shiodersie #Twrd OF Mode years below grade kevel
- 50 MAEP ksl mpakmment blindne LIEh] *Nod receking Instruction in this subgsct
Shudent Mame L ¥ Clepification | Subdect #thes health impairment (specify) gt Ry Dot know
= el . ] 1
Bryant, Lukas OSOEOL21 | Yes, IEP T-lHd'
Worksheet Page 2

MAEFP 2019 Worksheet for Students with Disabilities (SD) Only

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

C

o

Sesthon)
Student Mame Line &
Bryant, Lukas OSOS01/21

e, IEP

MAEF

Tabdet

Becord the shudert's dissbilitaies).

*5pesific lomming divabiity

FHearing impairment/deainew
*ipaeach or language inpainmant
*Intellectual disability

sEmational disturbance

Siwthopedic impaiment

*Traumatic bran injury

*Autivm

#Development delay (age 9 o younger|
*iiual impaimentblindness

#thes health impairment (specify)

At what prade leved does this student perform in
the MALP nshject?

®at on ahowe grade kevel

®0ne year belovw prade level

#Tiad OF More years below grade kevel
*Hot receiving 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 Schod District Mame: Rankin Ge School Dist HAEP ID: 0120261

H
| For each mem Bsted pekow,
thove weonsld you charscterice this thedent's English
proficiency?
*ha proficiency
SELL beginning
SELL mlevmediate
SELL achvamced
L B Lo o L4 F 3 *0on't know
Inchading thix year, Al whatl grade level
hicvas haing his Rheis dhoes this student
student been receiving perform in the
scademic Instruction MAEF sublect?
prinuazily in English?
AL or abve grande
*Does not recehe lium|
scademic instruction #0ne year below
primasily in English grade level
*Lens than 1 year STwo OF Mare years
w1 o} yesis beaboi pracie bevel
#2103 pears ®Hot recehing
What iz the ay e instruction in this Listening
Leaian FiL MAEP ladent’s primacy FEME OF e nshject tompreheniion | Reading | Speaking | wWiilting
Skuclent Namie Lina & {lannificwticn Subject langusge? =o't know ®hon't knoar im Emlinhs Englizh Englizh Englizsh
Fernandes, Bgan DECE01/42 | Y, ELL ,'}""hl -
Worksheet Page 2
MAEP 2019 Worksheet Report for English Language Learners (ELL) Only
School Name: Frombier Middie School District Name: Rankon Co School Dist NAEP 1ID: 0120261
] I E L 1] M o
Hoeow shynakl student be ssesied
Hoew long has the shadent been on NAER?
enrolied in U5, schoals?
#nlithout sccommeadmisng y, S o
W Lin rsal D n elernents andfor
Sesshon, ELL MNAEF SOnE Mceiimic Y o mone #With accommodations sccomemodations does the student need to
Stuwdent Mame Lin= # Classification Subfect ®less than one stademic yesr a0 not best scoes NAEPT
Fernandez, Ryan DSOS01/42 | Yes, ELL bathi >

Tabbet
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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:

¢  Provide Information for Students Who Are Both SD and ELL
e 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

MyNAEP ror 5o

Welcarme

Frangisr Hiddle Gobiod

LOMP-AL M-

Home 00 ot proceed with this task sntil the Preassessment Review Call
Provide Schpol Infommation The Submit bution will be greyed oot ontil you have green checkmarks for all of the follsing links:
Subsnit Studient List » Prevside Informration fer Stssents Wha Are Both SO and ELL
= prosade Inferrsation fer S0 (EER o S04 Mlan} Galy
Pritpans fof At simnt s Prowide Information for ELL Only
Rerview and Verify Lt of Drce you seleck Submit, the &psflem will creste accammadation wexsions Besed on the accommadations racorded for each sudent,

Students Selacted For NAFP

Do not sekect Submi uekil vou have cordemed the SOVELL data for cach student, as you can only comgiete this task onos.
Complede STHFILL Shedenk

Tedermnatsan

Hidify Parenis

Manage Juincilomnalros

-

Erscousrasge Fartickpation

Updiate Stisdent List

Huppart Asveemsmint Acklulblos

Wirsp Up
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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)
e 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

Fromtisr Midds Sohoal

Prepare lor Assessment
Provide School Infermatian N ﬂt]fl}f Pa rEﬂtS
Bubnest Swdent List Al pareres and guardians of selacted Srudents MusT be metified @ wiming bafors MAEP can condiat the Assesement,

Frepare fer Azyessmont Complete the following:
B Watch Motify Parenks Tutonal [3:46

B Download Parent/Guardion Motfication Template
Crmplebe S0 FELL Studenk 5
Infarmation B Upload Lettes

Reswiewr anad Verlfy List of
Students Selected for NAEF

Muotily Parsnils

MERaGe Hesthnnalres
Flan fnr Assessment Day Additional Resources
s & Parent’s page an Markon's Reporm Cand webse
Lnesurage Paricipalion & What Fvery Parent Should Know About NAER: POF version

o What Every Parent Shauld Koow About MATP: Videa version
# Sample Questions Booklcks

Uipdate Student List

Buppe Ass it Activities

Wrap Up

Download Parent/Guardian Notification Template

! 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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https://bcove.video/2xyrOUA

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 schoots

Welcome

Frontier Mid

4 S Live ( PAR-TMP-]
vioma Download Parent/Guardian Notification Template

Provide Schaool Teformation
Weu can direnload, customize, and @etritane the parent norrication lermer|s) Delow,
Subenit Studemt List
ParanlGuardhan Malilicalion Lefler (Walinad SRRY- [26 KB, DOCK)
Propane Tor Aoiecsmint
.y i2H
Rervbews and Verity Listof Here are some suggestions for notifying parents about MAER:
Eusdents Solocted for NAER + Mal/email the letber 1o parents
= Sered th lefter hamie with stuadents

Compliete SEELL Student  Include the leter on the sthosl welsits e in & nemsleer

Imformiation

unabia to downicad the template? Try disabling pop-up blackers or adding mynaep.0om as a trusted site to your browser, S5ill having trouble? Contadt the

Moty Farunls
MALP help desk ot 1-800-283-6237,

Manape Quecticnnaires
Men for Assessment Day

S —— Il G

Update Shadent Lis

Supgort Assis el Aolivities

Wrap ip
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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

ru"l?NﬂtEP For Schools Distaiel: Rankin Cs Scheal B

Help L My Ar

Welcome

Q Grwdu B foowuur

Froeitiir Mgkl Schosd

PARR-UFLD-1

Upload Letter

Proside School Tnfarmation 1. When do you plan on distributing the letier?
Submit Stdent List ]

Praparn Tor Aswschanieml

2. Maase uplcad the begter that, you distributed 1o parents and guardars, If you distributed the legter im mene than o Language, just upicad the Englsh

Rrview and Verdty List of
Raviow and Verdhy List o e

SRwdentn Solected for HAER

Complete SDFELL Student
Imfarmation Skt Chisese File or Browse... 09 loabe and upiead yeur file,

Moty Parents

Manage Guss onmai s [
Flan tor &vspssrsnt Doy

Emcomrage Partbclpation T % chose te prside haed copy parent leter

Upedate Student List

Support Assesarment Activitios Unable ko upload wour lekber? Try remowving ary barge graphics such as school batterhead. Or you can give your MAEP representative 3 hardcopy on assassment
iy

Wirap Lip

Appendix I NAEP 2021

39



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

Verify Parent/Guardian Notification
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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/2xiQQiX)
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
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Wrap Lip
Additional Resources

# Measure UE Mews for the School \'_'D"ﬂl'ﬂhl'llt::
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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 For 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)

® 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
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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.

® 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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Wrap Up

Toddir,
+ To agd, edit, or delebe recipients, rebarn to the Jdentity Respondents page.
+ Print & Herd Copy Reminder be place in redipients’ malboxes
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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.
e 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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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/2fDAvDDb)
e Record Assessment Details
e  Provide NAEP Team Instructions

Additional Resources

® Suggested Testing Room Layouts

Screenshot
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Wrap Up
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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

Are free of distractions and interruptions

Have a board available for the NAEP team to write information

For tablet sessions, select and location that...

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 ideal testing location.

Time Requirements

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.
Tablet sessions will last about 120 minutes.

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 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
» 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)
s 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.
» 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

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...

® have enough seats and adequate space for all students

e are free of distractions and interruptions

® 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)

e 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, Next T
Fhoto: 7/8 ext Image
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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.

Screenshot
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Wrap Up
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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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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 ask if 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
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Reco
rd 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.
e 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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Screenshot
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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

® asa group once the last student is finished (students with extended time or later arrivals will be dismissed later, if
needed), or
* 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 schools year.)
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Encourage Participation

Note: In this section the school coordinator can access resources to encourage participation among students to ensure that
the administration is successful.

Prepare for Assessment
Encourage Participation

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/)

Screenshot
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Wrap Lp
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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.

Screenshot
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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 Introducing NAEP to Teachers (4:27) (https://voutu.be/zR1 pUdSIFg)
e Introducing NAEP to Students (4:36) (https://voutu.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/nqt/) 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/ngt/) 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
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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.
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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
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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
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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)
e  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
e Select Submit

Screenshot
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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
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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.
e Read tips for formatting the Excel file.
[ ]

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.
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Submit Current List
Upload File-USL-SUB-2

1. Does your student data file contain column headers?
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
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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
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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
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Welcome
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Submit Current List

Prowide School Tnformasatiomn )
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Submit Current List-SCR-SUB-8
How is month of birth formatted in your Excel file?
As anumber (1 or 01)

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

Screenshot

'l,u"l YN AEP For 5 5 Dstrict: Rankin Co School st (01}

Help  Contact Us coount | Logout

'l.!'.felcome

Frontier Midds Soheal

- Full Scresn Mode SCR-SUBE-B
S Submit Current List

Proviie School Tnfonmation . .
Haw ig meonth of birth farmatted in your Excel Fe?

Pripare Tar Assetsmen
A% & numbsr (1 er 01)

Reyiew and Verity List of A=z & word (January) or an abbreviakicn (San.)
Stuidents Selected Tor MAEP

Imformation

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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Welcome
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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

M?NAEP For Sc¢

Welcome
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Full Screan Modae UISL-SUB-5

Submit Current List

Identify Your Columns
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MIDDLENAME Middle Hame v
Wap 1
At LASTHAME Last Nama .
MOE Marth of Birth
ToE Year of Birth
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Submit Current List
Final Review-USL-SUB-13
You're almost done!

®  (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.
If something looks wrong and you need to upload a new file, select Start Over.

e To complete this task, select Submit.

Screenshot
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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.
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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 Appeintment
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 stidents remember the date, time, and ncation of the assessment, Lse the link below to pring
Student Appointment Cards and distribute them to the students,

Circulate the Measare Up newslenar and Teacher Notification Letter. attach the Listing of
Sampled Students ta the better so that beachers can direct students to the comedt assessment
‘ location. This list is private and should be returned to you and placed in the HAEP Storage
Envebope after the assassment,

Complate the following:
B Print Student Appaintrment Cards

B Print Teacher Notification Letter for distribution to teachers

B Print Listing of Sampled Stuedents

Adclitional Resources
# Measure Up Mews for the School Cormmunity
& Dverview of MAFP for Private Schoals
® Frivate Schools and MAEF: A Mational Conversation (4:05)
# Facts for Teschers
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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

lvl‘f NAEP 5 Dstrict: R

Welcome L T

Frontier Midd

The final task remaining Nof you i@ 0o ssourely store and eventually dispese of 8l NAEP materials. Pease safeguand all
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destroy the contents of the storage arvelope in a Seourd manner,

Provide Schood Information
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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.
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e Identify up to five specialists at your school to provide information for students with disabilities and English
language learners.
¢ 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.

® 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.

e 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).
e 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.

® 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.
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Support Assessment Activities
In this section, you have access to material for notifying students and faculty about the NAEP assessment.

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.
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White, not Hispanic: A person having origins in any of the original peoples of Europe (except
Spain), North Africa, or the Middle East.

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.”

= [Ifitis 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 FEnglish 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)
(ii)(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
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students or results for schools, participation in NAEP is not tied to grades or evaluations of students, teachers, or 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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In HAEP just llke any other student. NAEF is
administered to a sample of students who
represent the student population of the nation
a5 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

To ensure that
the National

m.:f
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extent possible.

are chosen at random to particpate in MAEP. 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.

Far more information abaut M.-'J.‘EP_ Wisit http:;:r’ncu.ud.gmfnatlnnsrapurtu rd
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For More Information
Contact your HAEP State
Coordinator with specific
questions about including
students with disabilities and
English language leamers
Details of the Matsonal
Assessment Governing
Board's policy on testing and
reporting results on students
with disabilities and English
language learners on

NAEP are available at
http/fwrerw.nagb.org/
publications/inclusion-

speclnl-population-naep. pai
Cument MAEP accommodations

and inclusion policies are
posted on the website at
httpe/fnces.ed.govy’
nationsreportcard/
about/inclusion.asp
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Participation

Many students with disabilities and English language learners are able

to participate In the assessment administration alongside thelr peers.
Participating in NAEP allows studenis 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 schools.

Accommodations

Students with disabllities and English language learners are provided with testing
accommadations so that they can demonstrate thelr content knowledge and skills
on NAEP. NAEP offers a comprehensive set of accommeodations to increase access
to testing for students with disabilities and English language learners. To ensure
that appropriate accommedations are determined for individual students, NAEP
relies on school staff to make incdusion 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 HAEP reading
test except the instructions, because decoding words is part of what the NAEP
framework is measuring.

Your MAEP 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 laghlight any
differenices between NAEP and your state’s policies and prowvide guidance on how
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 Administralor:

Thank you for allowing your school to participate in the Mational 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 Dizabilities Education Act (IDEA) requires that all students with
disabilities participate in state and district wide assessment programs through regular assessments, including
with appropriate accommaodations when necessary, or aliernate 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 learners. 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 leameérs in your school, who are selected to participate, do in fact take the assessments.

Please keep in mind that NAEF does not produce results for individual students or schools, as
wour 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
MAEF whenever possible, including students with disabilities and English leamers. Students taking the
MAEFP are able 1o uge most of the testing accommodations they usually receive in other tests (e.g.,
extended time, small group testing). Most students with disabilities and English leamners 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.

Uia. S, 0t e

—
Libia Socorro Gil, Ph.D. Michael K. Yuedin

Assistant Deputy Secretary and Acting Assistanl Secretary

Director Oifice of Special Education and Rehabilitative Services
Office of English Language Acquisition

A00 MARYLAND AVE. 5%, WASHINGTON, DC 202028510
www.od. pov
Ohar milesion is 1o e access 10 education snd 1o p ch J excelbence 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 OO0 O oo o o oo

® 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)

® 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 Each student’s primary language.

e How long has each student received academic instruction in English?
0 Does not receive instruction primarily in English
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O O O O

Less than 1 year
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 Each 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].

NAEP 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 [SMPGRD]
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:

m  Classroom Style

Library or Media Center

Long Tables

m  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

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

Students monitored by walking between the rows

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

®  Students monitored by walking around and between the tabl¢s  —

m  NAEP staff swap out tablets to charge between groups, if ne¢essary
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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
®  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

eNAEP Network set up in a central location, typically the front of the classroom

Cables taped down anywhere students or staff might walk

Students monitored by walking around the outside of the U

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

B eMAEP Metwork set upina central location, typically the front of theclassroom
B Cahlestaped downanywhere students orstaff mightwalk

B Students monitored by walkingaroundinside the Ushape

B NAEP staff swap out tabletstocharge between groups, ifnecessary
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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
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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 (Classroom Style
e Library or Media Center
¢ 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 between 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.p

df

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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Update Student List

Student List Requirements and Instructions

NAEP 2018
Instructions for Preparing a Current List of Students

A TEI AL ASEERS AN M
IR EIMEZAT I RAL
PRULEKE S

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.

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 4 2007
4 Alexander Michael Brown 12 2006
5 Austin Todd Brown [ 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.
@.ﬁa four digits (2015)
¥ As two digits (15)
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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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