Once schools sign up, they will receive an email for each of the four steps of the assessment

administration process. Each email will contain a link to the step’s corresponding web page.

Step 1: NAEP Program — a link to this page will be emailed to schools once they register for
the web site.

Step 2: The Student Sample — a link to this page will be emailed to registered schools soon
after they agree to participate. This page will contain information about sampling students,
sending in student lists, and a link to E-File.

Step 3: Preparing for NAEP — a link to this page will be emailed to schools three weeks prior
to the assessment date. This page will provide information about preassessment activities.

Step 4: Assessment Day — a link to this page will be emailed two weeks prior to the
assessment date. This page will provide information about what will happen on assessment day.

Step 5: After the Assessment — a link to this page will be emailed one week after the
assessment. This page will provide schools information about how the results are scored,
analyzed, and reported.

The districts and diocese of each participating Catholic school will also be informed of the MySchool

service, and, if they choose, can have access to their schools’ web sites.

23

2.3.1

MySchool Web Site

What is the MySchool Web Site?

The MySchool web site was first introduced to schools participating in the 2001 assessment. Its

purpose is to provide schools with a convenient way to access specific and personalized information about their

assessment. Over 40 percent of the schools used the web site last year to obtain information about NAEP. The

following comments from those schools reflect how well the web site worked for users:

“In my busy days it’s hard to remember everything, the web site served as an excellent reminder.”

“It is helpful to get questions answered on my own time restrictions.”

“The web site is great. It is very organized and helpful. All of my questions and concerns were answered on the

site.”

The MySchool web site has been enhanced for the 2004 assessment to give even more detailed

information about NAEP and the assessments. This year, schools can send their list of students via E-File on the

web site, rather than mail or fax the list to NAEP.
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2.3.2 Registering for MySchool

Schools and dioceses can register for MySchool web site by going to www.mynaep.com and entering

their up to 12-digit MySchool Registration ID number as the user name and “register” as the password. Each

school’s MySchool Registration ID number can be found in the SCS on the School Edit screens.

Immediately after schools and/or dioceses register, an email will be sent to them with their personal
user name and password. All users only need to register once, and an unlimited number of diocese and school staff

can register for access to the MySchool web site.

233 MySchool Information for Contacting Dioceses

During their initial contact with the dioceses, gaining cooperation supervisors described the MySchool
web site and asked diocese representatives if they would like to have access to the web pages for the schools in
their diocese. Diocese representatives interested in MySchool were directed to register by following the steps listed
on the Summary of Activities and in the MySchool Brochure. The diocese MySchool ID number appears on the
listing that indicates the schools selected for NAEP. After typing in the MySchool Registration ID number, the
diocese representative must complete a short registration form that will ask for an email address. As soon as the
registration form is submitted, an email will be sent out with their personal user name and password to enter at the

login screen (Exhibit 2-4).

Once logged on, dioceses can select the school they wish to see from the drop-down box at the top of

the screen. They can access the MySchool web site throughout the assessment period.

Some dioceses may be concerned that schools who do not have Internet email or who do not access
the web site will be “missing out” on information. If so, you should assure dioceses that all schools will receive
information through the NAEP representative and in the materials we normally send out. We want schools to access
the web site so the information about NAEP is available at a time that is most convenient for them and to enhance

communication between NAEP and schools.
2.34 MySchool Information for Contacting Schools
During your contact with the school principal or school coordinator, you should briefly describe the

MySchool web site and ask the principal if he/she has access to the MySchool web site. If someone would like
access to MySchool, they will need to register by going to www.mynaep.com and typing in the up to 12-digit

MySchool Registration ID number at the Login box and “register” at the Password box then click the “SUBMIT”

2-8


http://www.mynaep.com/�
http://www.mynaep.com/�

button. You should remind the principal or school coordinator of his/her up to 12-digit MySchool Registration 1D

number, and where it is located.

The school coordinator and the principal are the two staff members that may be most interested in
accessing the MySchool pages; however, other school staff can and should be encouraged to register at anytime

during the assessment period. Exhibit 2-5 shows an example of Steps 1 and 2 of the MySchool web site.

2.3.5 The MySchool Web Site and the SCS

Certain fields in the MySchool web site will come directly from the information you enter/update in

the SCS. These fields are in red in the SCS:

] MySchool Name;
[ School Coordinator;
n Principal;

n School Address;

[ Phone Number;
n Enrollment; and
n Assessment Date and Time.

It is very important that this information is entered accurately because the way it is entered is exactly

how it will appear on the web page.
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Exhibit 2-4. Example of MySchool Site Registration Process

Iem-o u@chlpms&me--ela SR ]

T |t ot

I5 this your School?

partwrd 1o bege




Exhibit 2-5. Example of MySchool Steps 1 and 2

o~ -&%Ehool

WELCOME Anytown Elementary School

1 NAEP 2003-04 2z The Student Sample

2 Preparing for NAEP 4 Assessment Day

the Assessment

Mvhat is NAEP?

The Mational Assessment of Educational Progress (MAEF) is the only
nationally representative, continuing assessment of what Armerica's
studerts know and can do in school in 2 variety of key subject
aress. Cormrmonly known as the Mation's Report Card, MAEPR
assessrments have been adrinistered pericdically since 1969, Full
participation in MAEP by all the selected schools and students helps
ensure that HMAEP will continue to provide uniquely valuable
inforrmation on the performance of Arnerican studerts in a variety of
subjects.

MAEP is mandated by the U5, Congress and is adrministered by the
M ational Center for Education Statistics (MCES ), within the Institute
of Education Sciences at the LS. Department of Education. Policies
for MAEP are set by the Mational Assessrient Soverning Board
[(MASE), whose members are appointed by the Secretary of
Education,

MAEP is conducted in both public and nonpublic schools. vour school
has been selected as one of many schools across the country to
represent the Mation in the long-term trend assessment of reading
and rmathermatics of 2-, 13-, and 17-year- old students,

The long-term trend assessroerts in reading and math are designed
to track changes in the basic achiew ermert of Arnerica's vouth by
rmonitoring trend lines first established in 1971 for reading and in
1973 for matheratics, This year. the long-term trend assessments
will be conducted in approximately 1,500 schoals acrass the Mation,

|Assessment Information

+ All assessrnents will be conducted by MAEP field staff and
materials will be provided by MAER

# Studerts in your school have been selected to take the age 9
assessment betw een January S and March 12, 2004, In schoaols
participating in the age 9 assessrmert, MAEP will assess all eligible
studerts up to a Mmaximmurm of 122, Each student will be assessed
in either reading or mathermatics.

EMMME&&W
The MAEP State Coordinator works at vour State Departrment of

Education., Read what vour State Coordinator, Susan Jones, has ta
=zay about the MAEP assessrment:

Wealcome schools and thanbs Ffor participating? Fhere are & lot of
Fckivities cver the next few months and this website is desigred bo
walk pou bhrough eachk one. I pou have anyp questions, feal Hee o
conta ot e Monday through Friday, 8:30 AM - £:00 BM st

Susan fones
Depzrtrnent of Education
£58 Saukh Streat
Washingten, OC 20000
Fhora: 333-225-5555
Fax: 333-222-5400
susapiones@ama il cons

IlA.ssessmen t Timeline

You are hers
k.

Afartha

Tha HAES SEar
the

Chck to see timelne as a full-size wvieww

!Chat

Ask questions and learn more sbout MAEP and this vear's
assessrent in our featured chat:

Cafabrating the Nationa! Assassnant
of Educational Prograssi

Peggy G Carr the Associste Commmissioner For the Mational Center
for Education Statistics, will host this important discussion,

[Your Information

Below is information w & have for your school’s assessment. vou
rmay updste this information if anything has changed.

School Harme Artown Elermnertary School

Principal K.aren Srnith

Address 123 Main Strest

Wy ashington, CoZ 20000

Phone Murnber 333-234-4455

MAE P ID Murmnber 081-456-1

Sessions to be conducted 2 Reading’Mathernatics

Fge to be assessed S year-olds

Azzessrment D ate January Z3, 2004

!Lin.ks of Interest

Below are sorme of the popular web tools on the Hation’s Report
Card web site, To browse the links below, you will leave this site,
Use the BACK button at the top of vour screen to return to this
page.

See the latest information about the subjects being assessed in
MAEP this year and brow se through the reports from prewvious
wears, Wisit the reading and mathematics pages on the M ation's
Report Card web site.

Use the NAEP Data Tool provides you with tables of detailed results
frorm previous MAEP assessments, The data are based on
inforrmation gathered from the students, teachers, and schools that
participzted in NAER

The HAEP Questions Tool provides easy access to MAEP questions,
student responses, and scoring guides that are released to the
public.

The HAEP State Profiles present key data about each state's student
and school population and its NAEP testing history and results, The
profiles also contain links to other sources of information on this
weh site, including the most recent state report cards for all
available subjects.

!How Can We Help Youwu?

+ Find more information about contackting MAER,

+ Change wour My School password,

+ Report a technical problem or send HMAEP feedback abouk the web
site.




Exhibit 2-5. Example of MySchool Steps 1 and 2 (continued)

o~ -"kg{:hool

WELCOME Anytown Elementary School

i WY 1 NAEP Zo03-04 | 2 The Student Sample

3 Preparing for NAEP 4 Assessment Day 5 After the Assessment

!Student Sampling

EMA essment Timeline

Schools will neaed to provide MAEP with a list of all students enrolled
at the age being assessed. The list may be an Excel file submitted
wia Internet (for assessments st age 2 and 17 only), hard-copy
typed, or computer-gensrasted. as instructed below.

= all E-File submissions must be made no later then
Movermber 1, 2003,

= If you are not E-Filing, a NAEP representative will visit your school
2 to 4 wecks before the assessrment to sample from the list of
students vou prepare,

i >

There are 2 options for sending in your list of students:

1. Prepare a hardcopy list from vour school records computer
database following the MMER Instructions for Preparing & Hardcop
List of Studerts (PDFE) A MAEP representative will visit gour school
Z2-4 wesks before the assessment to sample from the list vou
prepars.

2. Prepare an Excel file from your school records cormputer
database following the MAEP Instructions for Preparing an Electranic
List of Studert=s (POF) and submit vour list be E-filing balow.

Flease take a moment and cormmplete the follow ing questions about
wour school and student list. Who will prepare the hardcopy or
electronic student list for yvour school?

M anmee: |

(MM DDAYYYT)
Is this a year-round school 2 IND vI
If so, what percentage of I
the students will be off-t-ack L

on the assessment date?

|E-File:

This process will taks just 5 few rhinutes. Once you dick on the button
below, you may send your file, vou will be asked a series of quastions
to help MAEPR rastch the codes on wour studert lists tothe codes that
MAEP uses.

You can stop and restart from w here you are st angticee during this
process,

Before you begin this process, you roust answ er the questions
regarding your student lists,

If you have any questions, call the NAEP Technical Support Hotline =t
800-283-6237 betw een 7:00 a.m. and 5:00 p.ro. Eastern Time.

E-File <

Read w hat your State Coordinator, Susan Jones, has to say about
E-Filing:

Sra

Four studant lists sre due by Nevembear I, 2005 . Feal free o contact
pre i pou any questions about NAES.

Sussn Joneas
Depsrtrment of Educastion
£55 South Strest
Waskington, DC 20000
Phomna: F3F-222-5555
Fex: 333 -222-5F00

T e

You are here
w

Click to see timelne as a fullsize wview

[Char

Ask questions and learn fmore about the sampling process and
procedures for selecting schools and students in our featured chat:

HHow is ke WAEP sample deternnined?

Keith Rust, the westat Director of MAEP Sampling and Statistical
Operations, will host a discussion on MAEF sampling methods,

LﬁlL:Liﬂchmﬂ.tiQn—
Below is irforriation we hawve for vour school’s assessment. oo
ray updstethis informistion if anwthing has changed.

School Marme Anytown Elermentary School

Principal F.aren Srhith

1232 Main Strect
waszhington, DC Z0000

Address

Phone N urnber 333-234-4455

MAE P I Murmnber 021 -4 5&-1

Sessions to be conducted 2 Feading/Mathermatics

sge to be assessed 9 vear olds

Aszsessrrent Date Jdsmuary 29, 2004

!H‘esources

» The Summary of MAEP Activities is a two-page document that
briefiy defines the HAEP pragram, and the roles of participating
scheals and schoal staff

» The Demonstration Booklet contains student background
questions and exarnples of the subject questions similar to those
asked in this pear's assessrnent.

* By law, parents of children selected to participate in HAEP must
be irforrmed before the administration that their child Fsy be
excused from participation for any reason, is nok required to finish
the assessrment, and is not reguired to answer any test question.
MAEP will provide schools with a Sample Parent Letter to modify or
adapt a5 necessary.

o vvhat is sampling?  wWh for MAEPR
Sssessrnents?

iz sampling necessar

* what is E-Filing? How does E-Filing work?

* Can MAER use s filethst contains studert ID narmes instead of the
namnes of the student?

o vhy iz Microsoft Excel the only file format accepted?

+ My school’s sustem identifies students who have o disabilike (S07
and/or those who have lionited English proficiency (LEP]. we do
not have a code for the students who are not classified as S0 or
LER. I= that Ok?

MAEP has different racef ethnicity codes than mmw schoal systermn
uses. Do vou have to use the HAEP racef/ethnicity codes in the
student file?

+ wwhy doss MAEP need studert informiation mow , and not claser o

the assessment date?

* If we send cur student list now . what about any New students wha
enrall in the grads, or who withdraw, prior o the assessment?

+ wvhat other options do we have to provide our student list, if we do
not use E-Filing?

!HDW Can Ve Help Yo

+ Find more inforrmstion about contacting MAER

+ Change vour My School passward.

» Report a technical problerm or send MAER feedback about the
web site.
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