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Appendix C
2023-24 NTPS Online Respondent Portal
Instrument Details

National Center for Education Statistics
U.S. Department of Education

January 2023

The NTPS Respondent Portal is a web-based interface, the purpose of which is to allow schools to:
e  Submit their Teacher Listing Form (TLF) electronically, either by verifying a pre-populated list of
teachers, uploading an Excel file, or entering teacher information manually;
¢ Update school contact information, including the principal and survey coordinator’s names and e-mail
addresses;
® Check the status of each questionnaire assigned to the school;
® Request replacement paper questionnaires; and
® Access aresource center to learn about the NTPS and/or get ideas for how to encourage participation
within the school.
NTPS instrument screenshots are provided as examples throughout this document. These screenshots are based
on the specifications provided to programmers for the development of the 2023-24 NTPS Respondent Portal.
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NTPS Respondent Portal Instrument Pages
Item: Login

National Teacher and Principal Survey United States®
NTPS Respondent Portal census
2023-24 School Year — BUTe3U

Welcome to the 2023—24 National Teacher and Principal Survey (NTPS) Respondent Portal

= Enter the 8-digit User ID provided in the e-mail and letter that we sent you.

I'm not a robot

™

reCAPTCHA
Privacy - Terms

E-mail us: ntps@census.gov
Call us: 1-888-595-1338

The National Center for Education Statistics (NCES), within the U.S. Department of Education, is authorized to conduct this survey by the Education Sciences Reform Act of 2002 (ESRA 2002, 20
U.S.C. §9543). All of the information you provide may be used only for statistical purposes and may not be disclosed, or used, in identifiable form fer any other purpose except as required by law
(20 U.S.C. §9573 and 6 U.S.C. §151).

According o the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless it displays a valid OME control number. The valid OMB control number
for this voluntary information collection is 1850-0598. The time required to complete this information collection is estimated to average 15-30 minutes per response, 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 comments er concerns about the contents or the status of your individual submissien of this questionnaire, please e-mail: nips@census.gov, or write
directly to: Mational Teacher and Principal Survey (NTPS), National Center for Education Statistics, Potomac Center Plaza, 550 12th Street SW, Room #4035, Washington, DC 20202.

U.S. Census Bureau Notice and Consent Warning

‘You are accessing a United States Government computer network. Any information you enter into this system is confidential. It may be used by the Census Bureau for statistical purposes and to
improve the website

Use of this system indicates your consent to collection, menitoring, recerding, and use of the information that you provide for any lawful government purpose. So that our website remains safe and
available for its intended use, network traffic is monitored to identify unauthorized attempts to access, upload, change information, or otherwise cause damage to the web service. Use of the
government computer network for unauthorized purposes is a violation of Federal law and can be punished with fines or imprisonment (PUBLIC LAW 99-474)

OME No.: 1850-0598
OMB Expiration Date:

Accessibility | Security

Item: PIN



National Teacher and Principal Survey United States®

NTPS Respondent Portal Ce nsus

2023-24 School Year e—— Bureau

Please make note of the PIN below.

PIN: 7292

The PIN will allow you to log back into the NTPS Respondent Portal if the session times out or you wish to access the NTPS Respondent Portal at a later
time.

The session will time out if left idle for more than 15 minutes.

Please select a security question to answer. If you forget your PIN, you will be asked to provide this answer to re-enter the survey.

Security Question: [ Please select a security question. v]

Answer: [ ]

OMB No.: 1850-0598
OMB Expiration Date:

Accessibility | Security

Item: Recovery
If the respondent attempts to re-enter the instrument and does not know their PIN, (s)he may reset the PIN by
answering the security question set upon initial login.

National Teacher and Principal Survey United States®
NTPS Respondent Portal Census
2023-24 School Year S Eutay

Please provide the answer to the following security question to reset your PIN for the NTPS Respondent Portal.

What is the name of your first pet?

Answer: [ l

If you do not know the answer to your security question, please contact us by phone at 1-888-595-1338 or by e-mail at nips(@census.gov to reset your PIN.

< Return to Login Submit »

OMB No.: 1850-0598
OMB Expiration Date: ..~ . ____

Accessibility | Security



If the respondent answers the security question correctly, (s)he is given a new PIN.

National Teacher and Principal Survey United States®
NTPS Respondent Portal census
2023-24 School Year o— Bureau

Your new PIN is: 6394

Please log in using your new PIN.

< Return to Login

OMB No.: 1850-0598
OMB Expiration Date:

Accessibility | Security

Item: Accessibility
Accessibility is a modal pop-up that will appear over whichever page the respondent was on when (s)he clicked
on the “Accessibility” link located on the bottom of the webpage.

Accessibility Information

The Census Bureau is committed to making online forms and other public documents on its Internet server

accessible to all. Currently, we are reviewing our websites and making modifications to those pages, which

are not in compliance with the Americans with Disabilities Act. We use Hypertext Markup Language (HTML)
to create pages that are generally accessible to persons using screen-reading devices, and we are careful in
our construction of HTML documents to ensure maximum accessibility. We include alternate text describing
graphics.

Many Census Bureau Internet documents are in ASCIl or HTML formats. These documents are accessible to
persons using screen-reading software. We also have a large number of documents in Adobe Acrobat PDF
(Portable Document Farmat) files. Currently, many people using screen-reading devices cannot read
documents in PDF format, specifically those that were created from a scanned hard copy.

Adobe Systems, Inc. is producing various products designed to make Adobe Acrobat documents accessible
to persons using screen-reading software. Adobe's accessibility web pages describe their efforts.

To allow us to better serve those with visual disabilities who are having difficulty accessing PDF documents:
you may contact us directly for further assistance at 301-763-INFO (4636), 800-923-8282, or by submitting a
request at ask.census.gov.




The link (“accessibility web pages”) brings the user to:
http://www.adobe.com/accessibility/products/acrobat.html and the user sees this:

Adobe Acrobat  Features & Apps v Resources  Leam &Support v Free trial @ £ signn

Y Adobe PDF & E-signatures «

Search Adobe Support

Create and verify PDF accessibility (Acrobat Pro)

v

2Can any UK

> Forms

v

Combining files

~

Sharing, reviews, and commenting

v

Saving and exporting PDFs

~

Security

v

Electronic signatures
> Printing
w Accessibility, tags, and reflow

Create and verify PDF
accessibility

Accessibility features in PDFs
Reading Order tool for PDFs

Reading PDFs with reflow and
accessibility features

Edit document structure with the
Content and Tags panels

Creating accessible PDFs
» Searching and indexing

> Multimedia and 3D models

N Drint neadietian tanlc (Arrnhat

Last updated an Sep 7, 2022 | Also Applies to Adobe Acrabat 2017, Adobe Acrobat 2020

Note: (i ]

The Full Check tool is renamed to Accessibility Check in Acrobat (May 2020 release)

Acrabat tools make it easy to create accessible PDFs and check the accessibility of existing PDFs. You can create
PDFs to meet common accessibility standards, such as Web Content Accessibility Guidelines (WCAG) 2.0 and
PDF/UA (Universal Access, or ISO 14289). The simple, guided workflow lets you do the following:

Make PDFs accesslble: A predefined action automates many tasks, chacks accessibility, and provides instructions
for items that require manual fixes. Quickly find and fix problem areas.

Check accessiblility: The Full CheckiAccessibllity Check tool verifies whether the document conforms to
accessibility standards, such as PDF/UA and WCAG 2.0.

Report accessIbllity status: The Accessibllity Report summarizes the findings of the accessibility check. it contains
links to tools and documentation that assist in fixing problems.

Make PDFs accessible (Acrobat Pro)

The Make Accesslble action walks you through the steps required to make a PDF accessible. It prompts to address
accessibility Issues, such as a missing document description or title. It looks for common elements that need further
action, such as scanned text, form fields, tables, and images. You can run this action on all PDFs except dynamic
forms (XFA documents) or portfolios

o Choose Tools > Actlon Wizard

The Action Wizard toolset is displayed in the secondary toolbar.

F.\\ Adobe

Sign In to your account

See Black Friday offers on
Creative Cloud All Apps.

Save now »



http://www.adobe.com/accessibility/products/acrobat.html

Item: Security
Security is a modal pop-up that will appear over whichever page the respondent was on when (s)he clicked on
the “Security” link located on the bottom of the webpage.

Security Information

Data are Encrypted at all Times

Our secure servers use Hypertext Transfer Protocol over Secure Socket Layer (HTTPS) to ensure the
encrypted transmission of data between your browser and the U.S. Census Bureau. This means that instead
of sending readable text over the Internet, both your browser and our servers encode (scramble) all text
using a security key. That way, personal data sent to your browser and data you send back are extremely
difficult to decode in the unlikely event of interception by an unauthorized party. As a result of this, your
browser must be capable of using the required encryption protocol and strength in order to connect to our
servers. If you cannot connect to our secure servers, please upgrade to a newer browser,

Third Party Identity Proofing

Our secure servers use a digital certificate (digital ID) issued by a trusted, third party Certificate Authority
(CA) as proof of identity. The only way to be sure of a website’s authenticity is to view their digital ID. In this
way, you can be assured that you are not being "spoofed" or tricked by an imposter. The digital ID will
contain infermation such as the name of the organization that owns the website, the site’s registered
internet name/address, and the name of the Certification Authority under which the digital ID was issued.
The method for viewing a website’s Digital Certificate/ID varies depending on the web browser. Please see
your browser's "Help" information for instructions on how to verify a web site's identity.

Close

Item: Contact Us
Contact Us is a modal pop-up that will appear over whichever page the respondent was on when (s)he clicked
on “Contact Us” in the menu bar.

Contact Us

We're here to help!

E-mail us: ntps@census gov
Call us; 1-888-595-1338

Someone will be available to take your call Manday through Friday, between 8:00 a.m. and 8:00 p.m.
(Eastern Time). At any other time, please leave a message and someone will return your

call as soon as possible.




NTPS Respondent Portal

Item: Main Menu
The following image is a mock-up of the Respondent Portal main menu before teachers are sampled for the
survey.

National Teacher and Principal Survey United States*
NTPS Respondent Portal c
2023-24 School Year

Teacher Listing Form Contact Us Logout

Welcome to the National Teacher and Principal Survey (NTPS) Respondent Portal.

Complete Teacher
Please complete your Teacher Listing Form electronically.
piata yo e ¥ Listing Farm >»
You can use the NTPS Respondent Portal to:
Check the status of your school's questionnaires Questionnaire

Request paper versions of your school's questionnaires List >>

Update Contact
Information ==

Update your school's contact infarmation

Access important NTPS resources

Aecessibility Security

The following image is a mock-up of the Respondent Portal main menu after teachers have been sampled for the
survey.

National Teacher and Principal Survey United States®

NTPS Respondent Portal Census

2023-24 School Year —— Curesy
» Main Menu Contact Us Logout

Welcome to the National Teacher and Principal Survey (NTPS) Respondent Portal.

You can use the NTPS Respondent Portal to:

Check the status of your school’s questionnaires Questionnaire
Request paper versions of your school’s questionnaires List ==
Correct selected teachers’ name or e-mail address

Update Contact

Update your school's contact information ;
Information >>

Access

Access important NTPS resources
Resources >>

OMB No.: 1850-0598

Accessibility | Security
OMB Expiration Date:



Item: Questionnaire Status
The following image is a mock-up of the questionnaire status page before the Teacher Listing Form has been

National Teacher and Principal Survey United States®

NTPS Respondent Portal Cens us

2023-24 School Year — B e au
Main Menu Teacher Listing Form Contact Us Logout

Questionnaire List

Your school's questionnaires are listed in the table below. You may use the table to check the status of your school's questionnaires and request paper
questionnaires.

Questionnaire Status m Request Paper Questionnaire

Teacher Listing Form Not received O
Principal Questionnaire Not received O
School Questionnaire Not received O

OMB No.: 1850-0598

i Accessibility | Security
OMB Expiration Date: 03/31/2023

The following image is a mock-up of the questionnaire status page after teachers have been sampled for the
survey. The image below is for a school whose teachers are not part of one of the incentive conditions that
includes a school-level incentive. Schools whose teachers are part of one of those conditions would also see text
here that reminds the school how many teacher responses are needed in order to receive the school-level
incentive.

National Teacher and Principal Survey United States®

NTPS Respondent Portal Cens us

2023-24 School Year — Breau
Main Menu Contact Us Logout

Questionnaire List

Your school's questionnaires are listed in the table below. You may use the table to check the status of your school's questionnaires, request paper
questionnaires, and correct selected teachers' name or e-mail address.

Statts pate FRissi paan—a

Teacher Listing Form Received 1/10/2019
Principal Questionnaire Ineligible 1/14/2019
School Questionnaire Received 1/16/2019
Teacher Questionnaire - ROBERT ROE # Edit | | Not received

Teacher Questionnaire - LISA LOE # Edit Not received
Teacher Questionnaire - AMANDA PUBLIC & Edit Not received

Teacher Questionnaire - SAMANTHA SOE & Edit Not received

0 o8 oo

Teacher Questionnaire - OLIVIA LOE # Edit | | Not received



Item: Request Questionnaire
Request Questionnaire is a modal pop-up. The modal text varies based on the questionnaire requested (i.e., the
guestionnaire name is included in the modal pop-up). The image below is for a Principal Questionnaire request.

You are about to request a paper Principal Questionnaire. You will recelve it at the school address in
approximately three weeks.

Item: Edit Teacher Information
Edit Teacher Information is a modal pop-up.

Edit Teacher's Information

Please make any corrections to the teacher's name or e-mail address.
If this person is NOT currently a teacher at this school, please call us 21 1-888-595-1338 or e-mail us at
nips@census, gov.,

Teacher's Name: | DAVID DOE|

Teacher's E-mail ' DDOEESCHOOL.EDU




Item: School Contact Information

National Teacher and Principal Survey United States®

NTPS Respondent Portal Census

2023-24 School Year — Bureau
Main Menu Contact Us Logout

Please make any corrections to your school’s contact information below.

School Name: l SOUTH CAROLINA MIDDLE SCHOOL 9

Principal Name: l CRAIG POE

NTPS Survey Coordinator E-mail: l DPUBLIC@SCHOOL.EDU

Principal E-mail:

NTPS Survey Coordinator Name:

Mailing Address 1: l 5004 OCEAN VIEW CT. 8

l
l
l
DENISE PUBLIC ]
l
l
l

Mailing Address 2: l
Mailing City: l

ANY TOWN l

Mailing State: l South Carolina ~ ]

Mailing ZIP Code: 99997 |(-| 9997

OMB No.: 1850-0598
OMB Expiration Date:

Accessibility | Security
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Item: Resources
The following image is a mock-up of the Respondent Portal Resources page.

National Teacher and Principal Survey United States®

NTPS Respondent Portal Ce ns us

2023-24 School Year — B ureau
Main Menu Contact Us Logout

National Teacher and Principal Survey (NTPS) Resources

Encourage Participation
Access ideas and sample e-mail text to encourage participation from school
staff.

Encourage

Participation >>

Spotlight on Data Spotlight
View interesting facts and figures from previous surveys. on Data >>

Frequently Asked Questions Frequently Asked
Read answers to Frequently Asked Questions (FAQs) about the NTPS. Questions >>

Endorsers
See a list of associations and organizations that endorse the NTPS.

Endorsers >>

OMB No.: 1850-0598

o Accessibility | Security
OMB Expiration Date:

Item: Encourage Participation
Encourage Participation is a modal pop-up that will appear over the Resources page.

Encourage Participation

Thank you for your continued assistance with the NTPS!

By reminding the staff in your school to complete their NTPS questionnaires, you are contributing to the
success of this important survey. Below you can find some creative ideas to help encourage participation
from the staff in your school.

Ideas to Encourage Participation

- Send a "sweet” reminder.
Attach a couple of cookies or a piece of candy to a note saying, "A sweet reminder to fill out your NTPS
Teacher Questionnaire today!" Put the sweet treat and note in the teacher's mailbox.

- Ask the principal to send an e-mail to teachers who haven't responded yet.
Use the sample e-mails below.

- Visit the teacher’s classroom.
Remind them that their voice will only be heard by decision makers if they fill out the survey.

Sample E-mails to Send to Teachers

Below you will find sample e-mails to encourage teachers to fill out the NTPS questionnaire. You may use
these sample e-mails “as is” or change them to better suit your needs.

Sample 1
Subject: Let your voice be heard!
Dear [teacher’s name],

Would you please take a bit of time this week to fill out the NTPS? This survey gives a voice to educators
who prepare and empower students to actively engage with and improve their world. You can add your voice
and tell decision makers what they need to know to make better policies about education in our country.
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Sample 2
Subject: It's worth your time to fill out the NTPS!
Dear [teacher's name],

| know that your time is valuable and it seems like filling out the NTPS is just another thing you've been
asked to do. But did you know that your survey responses reprasent thousands of other teachers just like
you? The time you spend answering the questions on the NTPS ensures that legislators and others who
make decisions about our schools and classrooms have good information. Those decisions affect all of us.
Will you please help by filling out the survey today?

Sample 3

Subject: Please share your story!
Dear [teacher's name],

You have a story to tell - about how you became a teacher, about the subjects you teach, about your kids,
about how you feel about this schoel and teaching as a profession. The NTPS is a way for you to share your
story with those who make decisions that affect us all. Remember, your responses are not visible to anyone
at the school, and your name will not be published in study reports. The results will only be published as
summary statistics. Please take a few moments today to fill out the NTPS.

Sample 4
Subject: Time is running out!
Dear [teacher's name],

I've written before to ask you to add your voice to those of other teachers who are filling out the NTPS to
make sure that decision makers know what you think when they make policies about education. | wanted to
make sure that you know that time is running out for you to take the survey and be heard in those
discussions. If you will, please find some time within the next day or two to fill out the NTPS. | think it's
important for all of us

Sample 5
Subject: A final reminder to fill out the NTPS!
Dear [teacher's name],

It's been really busy around here recently, and | know that you've been busy too. | wanted to remind
you, though—your chance to fill out the NTPS is almost over. After the survey peried ends, you
won't be able to add your vaice to the thousands of other teachers who are participating in this
important survey. Decision makers can only make good decisions with good information. Will you
help by filling out the survey today?

12



Item: Spotlight on Data
Spotlight on Data is a modal pop-up that will appear over the Resources page.

Spotlight on Data

The NTPS findings help school districts and policymakers set education policy and improve working
conditions.

See key findings from our past surveys.

Close

Item: Frequently Asked Questions

Frequently Asked Questions is a modal pop-up that will appear over the Resources page. The complete text for
the Frequently Asked Questions modal is provided below the image. A “Go back to FAQ list” link is provided
below the response to each question; this link returns the respondent to the top of the modal.

Frequently Asked Questions

This is a list of frequently asked guestions and their responses that you can refer to if you would like
additional information about the National Teacher and Principal Survey.

What is the purpose of the National Teacher and Principal Survey (NTPS)?
How are the NTPS data used?

Why is my school's participation important?

How long does it take to complete a NTPS questionnaire?

Will my school’s name and individual staff members' data remain confidential?

Who authorizes this survey?

Who can answer general questions regarding _this survey?

What is the purpose of the National Teacher and Principal Survey (NTPS)?

The purpose of the NTPS is to provide policymakers and researchers with relevant and timely data on
the characteristics and conditions of America’s public, charter, and private K-12 schools and the
professionals who work in them. The data collected permit detailed analyses of the characteristics of
schools, principals, teachers, and students. The data also link NTPS findings across questionnaires,
including the follow-up questionnaires, which enable researchers to examine the relationships among
multiple elements of the education system. For example, researchers can study the relationship
between principal years of experience and teacher job satisfaction or teacher attrition and school
climate.

The NTPS has been designed with input from state and local education agencies, school administrators,
teachers, education policymakers, and researchers through the numerous organizations representing
these various data providers and data users. For more information about the NTPS, please visit our

website at http://nces.ed.gov/surveys/ntps.

Go back to FAQ list

How are the NTPS data used?
The data from the NTPS are used by Congress, the U.S. Department of Education, state education
agencies, public school districts, and education research organizations to:

Cocoliintn sl £ £ lacal Lol clisi Lowi A denini £ oniei 2l
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Text:

This is a list of frequently asked questions and their responses that you can refer to if you would like additional
information about the National Teacher and Principal Survey.

What is the purpose of the National Teacher and Principal Survey (NTPS)?
How are the NTPS data used?

Why is my school’s participation important?

How long does it take to complete a NTPS questionnaire?

Will my school’s and individual staff members’ data remain confidential?
Who authorizes this survey?

Who can answer general guestions regarding this survey?

What is the purpose of the NTPS?

The purpose of the NTPS is to provide policymakers and researchers with relevant and timely data on the
characteristics and conditions of America’s public, charter, and private K-12 schools and the professionals who
work in them. The data collected permit detailed analyses of the characteristics of schools, principals, teachers,
and students. The data also link NTPS findings across questionnaires, including the follow-up questionnaires,
which enable researchers to examine the relationships among multiple elements of the education system. For
example, researchers can study the relationship between principal years of experience and teacher job
satisfaction or teacher attrition and school climate.

The NTPS has been designed with input from state and local education agencies, school administrators,
teachers, education policymakers, and researchers through the numerous organizations representing these
various data providers and data users. For more information about the NTPS, please visit our website at
http://nces.ed.gov/surveys/ntps.

How are the NTPS data used?
The data from the NTPS are used by Congress, the U.S. Department of Education, state education agencies, public
school districts, and education research organizations to:
1. Evaluate the effects of school workplace conditions, salaries, and training opportunities on the educational
workforce;
2. Assess school staffing practices and personnel policies;
3. Aid in the Department of Education’s program planning in the areas of teacher shortage, teaching policies,
and teacher education;
4. Measure teacher and principal attrition and retention through follow-up surveys.

Why is my participation important?

This survey is a primary source of information about what is happening in K-12 schools across the United
States from the perspective of administrators and teachers. Only a small percentage of schools are
selected to participate; therefore, your school is important for the success of this survey.

How long will it take to complete a NTPS questionnaire?
While the surveys will vary in length, each questionnaire will take approximately 15 to 40 minutes to complete.

Will my school’s and individual staff members’ data remain confidential?
Yes, both the U.S. Department of Education and the U.S. Census Bureau follow strict procedures to protect the

confidentiality of study participants. All of the information you provide 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). In addition, your responses to the survey questions will not be shared with any of your school staff or
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administration. Participation is voluntary, but responses are necessary to make the results of this study accurate and
timely.

Who authorizes this survey?

The National Center for Education Statistics (NCES), within the U.S. Department of Education, is authorized to
conduct this survey by the Education Sciences Reform Act of 2002 (ESRA 2002, 20 U.S.C. §9543). The U.S. Census
Bureau will administer this survey on behalf of the NCES. The Office of Management and Budget (OMB)
approved this survey. The OMB control number is 1850-0598 and the approval expiration date is XX/XX/XXXX.

Who can answer general questions regarding this survey?

The U.S. Census Bureau can answer any questions you have about the survey. Staff can be reached by phone at
1-888-595-1338, Monday through Friday, between 8:00 a.m. and 8:00 p.m. (Eastern Time). At any other time,
please leave a message and someone will return your call as soon as possible. The U.S. Census Bureau is also
available to answer your questions via e-mail at ntps@census.gov.

[Close button]

Item: Endorsers

Endorsers is a modal pop-up that will appear over the Resources page. Endorsements have not yet been
solicited; therefore, the text is currently a place-holder.

Endorsers

This survey has been endorsed by:

American Association of School Librarians

American Federation of Teachers

American Montessori Society

American School Counselors Association
Association for Middle Level Education

Association for Supervision and Curriculum Development
Association of American Educators

Council of Chief State School Officers

Council of the Great City Schools

National Association of Elementary School Principals
National Association of Secondary School Principals
National Parent Teacher Association
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NTPS Respondent Portal - Teacher Listing Form (TLF)

TLF Page: Teacher Listing Form Instructions

The Teacher Listing Form Instructions are accessible by clicking “Click here for detailed instructions” on the
Upload page or by clicking “Click here for important information about the other staff that may teach at this
school...” on the Summary page.

Teacher Listing Form (TLF) Instructions

Include the following full- and part-time statf on your Teacher Listing Form:

+ Regular classroam teachers
w Far example, chemistry, English, math, physical education, or histary
Special educstion teachers, wha primarily teach students with formalby-identified deabilities or
spacial needs
Genersl slementary teachers

Special ares teachers
« Far example, physical education, art, music, ar English as & second anguage (ESLTS0L)

Carear, technical, or wacational education teschers

Teaching principaks, teaching guidance counselors, tesching librarians, teaching schoal nurses, whao
teach at beast one regularly scheduled dass per wesk

Teachers of ungraded students

Itinerant, co-op, traveling, and satellite teachers, who teach at more than one scheal {regardiess of
whether they are supervised by someone at your schoal]

Lang-term substitute teachers, who are currently filling the rale of a regular teacher for 4 or more
cantinuaus weeks

* Other teachers who teach students in any of grades K-12

Exclude the following staff from your Teacher Listing Form:

Prekindergarten teachers who teach ONLY prekinderganen students
Aedult education and postsecondary teachers, wha tesch ONLY adult education or students beyond
grade 12
* Short-term substitute teachers, who fill the role of a regular teacher far less than 4 continuouws weeks
Student teachers
Daycare aides
Teacher aides
Librariars who teach OMLY library skills ar haw b6 use the liBrary

Subject Matter Taught
= Teachers should be chassified using the fallowing subject categorias:
Special education
General education
& Teach self-contained classes in any of grades K-8 {ie, teach the same class of students all ar most of

the day, unless they teach special education students, who shauld be classified under “spacial
aducation”]

Team-teach in amy of grades K-E {i.e, two or mone teachers collaborate in teaching multiple subjects
o the same class of students)

& Kindergarten teachers
klath
& Far example, accounting, algebra, calculus, geometry, statistics, or trigonometry
Seimnce
o Far example, anatomy and physiokogy, biclogy, chemistry, earth or environmental science, or
nhrysics
EnglishyLanguage arts
& Far example, English, literature, or reading
Sacial studies
& Far example, civics, geography, or history
Wacational/ Techmical
® Far example, keyboarding, business, sgriculture, life skills, family or consumer econamics, and any
ather vecational or technical classes
‘Warld language
# Far example, French, German, Latin, or Spanizh
blusic ar Art
# Far example, voosl or instrumental music, art hstory, or photagraphy
Another subject
= Far example, English as a second language (E5L), health, or physical education




TLF Page: Provide a TLF
Respondents in schools that do not have a pre-populated Teacher Listing Form are given two options to
complete their Teacher Listing Form, as shown below.

National Teacher and Principal Survey United States®

NTPS Respondent Portal Census

2023-24 School Year — Bureay
Main Menu » Teacher Listing Form Contact Us Logout

Provide the following information for each teacher in this school:
+ Teacher's Name
» Teacher's School E-mail Address
« Subject(s) Taught

Click here for detailed instructions

Option 1: File Upload Option 2: Data Entry
Use an Excel File template to enter information for OR Enter the information for each teacher in this
each teacher in this school. school into a table.
Continue to File Upload >> Continue to Data Entry >>
OMB No.: 1850-0598 Accessibility | Security

OMB Expiration Date:

When the respondent clicks “Click here for detailed instructions,” the Teacher Listing Form instructions modal
pop-up opens on the screen. When the respondent clicks the button for “Option 1: File Upload”, (s)he is directed
to the File Upload page. When the respondent clicks the button for “Option 2: Data Entry”, (s)he is directed to
the Summary page.
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Page: File Upload

TLF

Mational Teacher and Principal Survey

United States*
MTPS Respondent Partal Ensu
2023-24 School Year —

Main Menu Teacher Contact Us

sling Form

Complete your Teacher Listing Form using an Excel Template

Step 1: Click here to read the Teacher Listing Form instructions.

Step 2: Click here to Download the Excel Template

Step 3: Enter the information for teachers at your school into the Excel Template
Step 4: Save the completed Excel file 1o your computer.

Step 5: Click on the "Browse” button 1o select the file fo upload.

Step 6: Click on the “Upload file” batton,

Select File to Upload

Mo file chosen

’ Upload File

Mo files have been uploaded

I'd like 1o submit my Teacher Listing Listing Form using another method

When the respondent clicks “Click here to Download the Excel Template,” the Excel template is as follows:

NTPS TEACHER LISTING FORM FOR THE 202324 SCHOOL YEAR

Please refer to the "Teacher Listing Form Instructions" link for instructions on compiling your list.
Subject Matter Taught | Second Subject Matter Taught
Please enter the numeric code for the appropriate response.

Teacher's Name

1: Special education

1: Special education

2 General elementary

2 General elementary

3: Math

3: Math

4: Science

4: science

Teacher's E-mail Address -
5: English/Lansuage arts

5 English/Language arts

6: Social studies

6: Social studies

T: Vocational/Technical

7: Vocational/Technical

8 World Language

8- World Language

9: Music or Art

9: Music or Art

First Middle Initial Last Suffix 10: Another subject (e.g., phys. ed., ESL) |10: Another subject (e.g., phys. ed., ESL)
Example: John R Smith Jr. liohn.smith @example.com 2 g
teacher’ teacher email@email.com 1

Once the respondent has uploaded a file using the “Browse” and “Upload file” buttons, the file is listed in the
box on the page, as shown below. Respondents who use the template may either review or submit their Teacher
Listing Form from this page. Respondents who click “Review the Teacher Listing Form” are directed to the
Summary page.

18



Review or Submit

: \I National Teacher and Principal Survey United Sttes*
i 3| NTPS Respondent Portal ce su
\\‘\ y’ 2023-24 School Year em— 1117

enu Teacher Listing Form  Cont.

I 0 Your file has been successfully uploaded!

Complete your Teacher Listing Form using an Excel Template

» If you'd like to review your list or need to make any changes, please click the "Review the Teacher Listing Form” button below.
« If you'd like to submit your list without reviewing It further, click the “Submit the Teacher Listing Form® button.

Select File to Upload

m No file chosen

| Upload Replacement File

Filename Date Time Status Action
ITLF_Excel_Template_NTPS1 xls 05182022 03:04:08 PM UPLOADED Delete

Review the Teacher Listing Form ULE  Submit the Teacher Listing Fanm

OMB Mo 1
OME Expirat

Accessibility Security

Respondents who do not use the template or whose data in the template were not able to be parsed are able to
submit their Teacher Listing Form by clicking on “Submit the Teacher Listing Form”, but cannot review it.

Submit Only

National Teacher and Principal Survey United States®
NTPS Respondent Portal C

2023-24 School Year e— Bureau

Main Menu Teacher Listing Form Contact Us Logout

I o Your file has been successfully uploaded!

Complete your Teacher Listing Form using an Excel Template

If you're ready to submit your list, please click the "Submit the Teacher Listing Form" button.

Select File to Upload

=[II No file chosen

| Upload Replacement File

Filename Date Time Status Action
TLF_No_Template.xlsx 05-18-2022 03:20:48 PM UPLOADED Delete
Submit the Teacher Listing Form
OMB No.: 1850-0598 Accessibility | Security

OMB Expiration Date:

Clicking on “I'd like to submit my Teacher Listing Form using another method” directs the respondent to the
Summary page.
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TLF Page: Summary

Respondents in schools with a pre-populated Teacher Listing Form are asked to review and confirm the pre-
populated list. When they enter the Summary page, they receive the following modal pop-up over the Summary
page shown below:

Good news!

We were able 1o obtain a list of teachers for your school from a publicly-available source. This saves you
time! Instead of entering each teachers information, we are only asking that you review our list and make

any necessary revisions. Please ensura that any beginning teachers and teachars who are new to your schoaol

are included on the list.
Close

Respondents in schools with a pre-populated Teacher Listing Form or who successfully upload teachers using the
Excel template will see a list of their entered teachers on the Summary page:

NTPS Respondent Porta
2023-24 School Year

Mational Teacher and Principal Survey cumm States

Main Menu " Teacher Listing Form  ContactUs Save and Continue Later

Review and Confirm Teacher Information for the 2023-24 School Year

Please review the list of teachers below for accuracy and completeness.,

- Who do | include? Click here to read the Teacher Listing Form instructions.
- Click RELSREEEE to add a missing teacher.

- Use to confirm a teacher's information.

L Click n to edit a teacher's information.

L Click to delete 3 person who is not a teacher at this school.

The teacher information below was obtained from a publicly available source.

+ Add Teacher

10 teach ech ~ l [ Filter by status =

per page

Subject(s) taught
TIMOTHY P WOE TIMOTHY PWOE@SCHOOL EDU Other .

LALIRA YOE LAURA YOERSCHOOL.EDU Special Education Mesds Fasimn

L |
o
RICHARD Z0E m RICHARD. ZOESSCHOOLEDU Meeds Rewien 4 ﬂ
o
a

CHRISTIMNA T CITIZEN CHRESTINA T.CITIZEN @SCHOOL. EDU Meedy Resien n
BRIAN U PUBLIC BRIAN. U PUBLICESCHOOL EDU Science Mowdy Rawivn

KIMBERLY BOE KIMBERLY BOE@SCHOOLEDU English/Language Arts Mesds Revien #»
JOHN COE JOHN.COEESCHOOL EDU Social Studies Meadi v &
JENNIFER X DOE JENNIFER X.DOEESCHOOL EDU Vacational/ Technical Mesdu frvien. #
AN ¥ FOE AVWAY FOE@SCHOOLEDY Other Heeds Rsien #
TYLER Z GOE TYLER Z.GOEESCHOOL.EDU Special Education Merds Rasien

Showing teachers 1-10 of 30 + Add Teacher

o 1.23));

Number of Teachers
Complete: 0
Neads Review: 30

ACCerTbilty SacyFity

OME Expiration Date

When the respondent clicks “Click here to read the Teacher Listing Form instructions,” the Teacher Listing Form
instructions modal pop-up opens on the screen.
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The formatting of the teacher rows changes as the respondent confirms or deletes teachers, as shown below:

>
2
=]
| I

[ 10 teachers per page v] [ Filter by subject ~ ] Filter by status ~ } + Add Teacher

Teacher Name
First1l Ml Lastfl  Suffix Teacher E-mail Addressil Subject(s) taught Status ( 27 )

TIMOTHY P WOE TIMOTHY.PWOE@SCHOOL.EDU Other n m
LAURA YOE LAURA YOE@SCHOOL.EDU Special Education Deleted |i _7
RICHARD ZOE n RICHARD.ZOE@SCHOOL.EDU Needs Review v
CHRISTINA T CITIZEN CHRISTINA.T.CITIZEN@SCHOOL.EDU n ‘7ﬁ
BRIAN U PUBLIC BRIAN.U.PUBLIC@SCHOOL.EDU Science n ‘ m
KIMBERLY BOE KIMBERLY.BOE@SCHOOL.EDU English/Language Arts n I_?
JOHN COE JOHN.COE@SCHOOL.EDU Social Studies | J 7
JENNIFER X DOE JENNIFER. X DOE@SCHOOL. EDU Vocational/Technical Deleted 7 7
AVA Y FOE AVA.Y.FOE@SCHQOOL.EDU Other E ﬁ
TYLER Z GOE TYLER.Z.GOE@SCHOOL.EDU Special Education Needs Review
Showing teachers 1-10 of 30 + Add Teacher

’r /-f) a hY A5

Clicking on the “Add Teacher” button opens the following modal pop-up:

Add Teacher x

Enter the teacher's information below. Click "Add Teacher" once you have completed the entry.

First Name:

|
Middle Initial:

Last Name: ‘

Suffix;

Teacher E-mail Address:

Subject(s) Taught: () Special education
(Select all that apply) (7] General elementary
(C) Math
(] Science

() English/Language arts
[7) Social studies
(] Vocational/Technical

(] World language
[ ] Music or Art
(] Another subject (e.g., phys. ed., ESL)

Add Teacher




Clicking on the pencil icon (“Edit Teacher”) opens the following modal pop-up:

Edit Teacher Information x

Please correct the teacher's information below, then click “Save.”

First Name: TIMOTHY]
Middle Initial: B
Last Name: [ WOE I
Teacher E-mail Address: [ TIMOTHY.PWOE@SCHOOL.EDU
Subject(s) Taught: ) Special education
(Select all that apply) [[) General elementary

() Math

() Science

[ English/Language arts

[ Social studies

() Vocational/Technical

] World language

[} Music or Art

() Another subject (e.g., phys. ed., ESL)

Save

Clicking on the “?” next to Status in the table header opens the following modal pop-up:

Teacher Status

If a teacher row has a (Needs Review = status:
Please review the teacher’s information to ensure that it is accurate and complete.

« If the information is correct, confirm the teacher’s information with .
« If a correction needs to be made, edit the teacher’s information with n

« If the person listed is not a teacher at this school this school year, remove the teacher with

Click here for important information about other staff that may teach at this school.

If a teacher row has a status:
This teacher’s information is correct and is ready to be submitted as part of your school's teacher list.

A teacher’s status becomes Complete when:

« The teacher was confirmed using
o The teacher was added directly using this form, or

« The teacher’s information was edited.

If a teacher has a status:

This teacher was marked for deletion and will not be included with your teacher list when you submit.

If this teacher has been removed by mistake, they may be restored to your teacher list with .

Close




Respondents in schools without a pre-populated list are able to enter their teacher information onto the
Summary page:

National Teacher and Principal Survey United States®

NTPS Respondent Portal C

2023-24 School Year ——— Buegu
Main Menu Teacher Listing Form Contact Us Save and Continue Later

Enter Teacher Information Upload an Excel File

Click here for important information about the other staff that may teach at this school (e.g. itinerant teachers, substitute teachers, librarians, principals)

Click "Add Teacher" to enter the information for each teacher in your school into the table below. Once you have completed your teacher list, click on “Submit”.

10 teachers per page ~ Filter by subject ~ } [ Filter by status ~ ] + Add Teacher

Teacher Name

Ml Lastll Suffix Teacher E-mail Address Tl Subject(s) taught Status ( 7 ) Actions

Showing teachers 0-0 of 0 + Add Teacher

Number of Teachers
Complete: 0
Needs Review: 0

OMB No.: 1850-0598
OMB Expiration Date:

Accessibility | Security

Clicking on the “Upload an Excel File” directs the respondent to the Upload File page. If they have entered
teacher information, they receive the following warning message:

You are about to change your data submission method. Any data you hawe already entered

cannot be transferred when you switch submission methods. After the switch, please be sure
to re-enter the teacher data you have already provided. Do you wish to proceed?

¥es Ho
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TLF Page: TLF Contact

National Teacher and Principal Survey United States®

NTPS Respondent Portal CenSUS

2023-24 School Year — Bureau

S 4
Main Menu Contact Us

Contact Information

Please provide your name, title, e-mail address and work telephone number in case we have follow-up questions about any of your responses.

Name:

| |

Title:

| |

E-mail Address:

| |

Work Telephone Number:

L § b B |

How much time did it take to complete your teacher list, not counting interruptions?

B minutes to complete the teacher list

OMB No.: 1850-0598

Accessibility Security
OMB Expiration Date:
TLF Page: Thank You
Mational Teacher and Principal Survey United States®

NTPS Respondent Portal ce nSUS

2023-24 School Year

Main Menu Teacher orm Contact Logout

Thank you for your participation!

This is official confirmation that as of Thursday, May 19, 2022, 18:01:09, your teacher information has been received by the U.S. Census Bureau. This
information will be used to select a sample of teachers to complete the NTPS Teacher Questionnaire. Survey invitations for the selected teachers will be
mailed to your school in four to six weeks. The survey invitation will also be e-mailed to selected teachers for whom an e-mail address was provided.

You may check the status of your school's questionnaires on the Main Menu. Please remind the approprizte staff to complete the Principal

Questionnaire and the School Questionnaire, if necessary.

OMB Mo.; 1B50-05%8
OMB Expiration Date;

Accessibility | Securily
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