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Nasoms NAEP

Summary of Activities for Public Schools
Long-Term Trend Assessment

What is NAEP?

The Mational Assessment of
Educational Progress (MAEF} is the
only nationally represemative,
continuing assessment of wha
America’s students know and can
do im school in o variety of key sub-
ject areas. Commonly known as the
Nation's Reporn Card, MAEP assess-
ments hive been administered
periodically since 1965, Full partici-
pation in NAEP by all selected
schools and students helps ansure
that MAEP will continue to provide
uniquely valuabde information on
the pedormance of American
students in a variety of subjects,

MAEP is mandated by the U, 5,
Congress and is administered by
the Mational Center for Education
Statistics (MCES), within the
Inztitute of Education Sciences at
the U5, Departmen of Education,
Policies for NAEP are set by the
National Assessment Governing
Board {(NAGE), whose members
are appointed by the Secretary of
Education.

NAEP s conducted in both public
amd nonpublic schools, Your
sthool has been selected as ome
of many schools across the coun-
Iry b rapresent the Mation in the
long-term trend assessment of
reading and mathematics of %
1%, and 17-year-old students,

This document provides a brief
overview of assessment plans and
the roles of participating schools
and school staff. NAEP State
Coordinators and MAEP field staff
will provide more detailed infor-
mation when they contact schools
1o discuss the assessment,

What is the long-term
trend assessment?

The long-term tremnd assessments
have remained substantially the
=same since their first adminEration,
whereas other NAEP assessmems
are pariodically revised or updated
to reflect the most current educa-
tional priorities, content, and
aszmessmeant methodology. Thus,
the long-term trend assessments
SEIVE 45 8 Consisten measure

of student progress in basic
achievernent over time.

The kong-term trend assessments in
resacling and mathematics are
designed o track changes in the
basic achievemnent of Amerca’s
wouth by manitoring trend lines firs
extablished in 1971 for reading and
in 1973 for mathematics. This year,
the long-term trend assessments
will be conducted in approximately
1,500 schools across the Natian,

When is the
assessment?

Azsesmments will be conducted
during the following time periods:
* Age 13:

October & - December 12, 2003
= Age O

January & - March 12, 2004
= Age 17:

March 15 - May 21, 2004
NAEFP fleld staff will conduct all

azmessments, and all materials will
be provided by NAEP.

What is involved for
school staff and students?

* There are three different session
types, each administered by a

NAEFP representative. All are
paper and pencil assessments,
but one involves a paced
sudictape, The NAEP represen-
tative will discuss the session
Ty and Space requinements
for your school when we call o
wisil prion 1o your scheduled
assessment date,

Azsessments Lake S0 minutes of
each student’s time,

Up 1o 120 students (depending
o the size of the school) ane
assessed in sessions of about 25
students each,

Designate a staff member to
servie a5 the school coordinatorn
1o assbst MAEP field staff with
in-school arrangements. School
coordinator responsi bilities are
located on the back of this
document.

NAEF endeavors to assess all
students sebected as a part of s
sampling process, including
students who are classified by
their echools as students with
disabilities (500 and/or as
English-language learners {ELL}
or limited English proficient
{LEP). The decision to exclude
any of these students is made by
school Salf, who, using NAEP
guidelines and each student's
Individualized Education Program
{IEP), dacide whather the studaent
can meaningfully be assessed.

The school stafl most Familiar
with sampled SOYLEP students
ane asked 10 complete the NAEP
SDAEP Questionnaire and
determine the appropriate
accommodation(s) needed, i any.
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What are the
responsibilities of the
NAEP staff?

The NAEP State Coordinator works
at your State Department of
Education and is responsible for the
following tasks for public schools:

+ Inform schools of their selection
for the long-term trend
assessment;

+ Provide schools with instruc-
tions for preparing a list of
age-eligible students;

+ Provide schools with informa-
tion about notifying parents of
the selected students; and

+ Respond to questions from the
school community throughout
the assessment period.

NAEP field staff members are
employed by an NCES contractor
and will perform the following
tasks:

¢ Select a sample of students from
the list of age-eligible students;

+ Visit the school coordinator
to finalize assessment
arrangements;

+ Bring all assessment materials
to the school on the scheduled
day; and

+ Conduct the assessments.

What are the school
coordinator’s
responsibilities?
Initially, the school coordinator

is responsible for completing the
following tasks:

1. Schedule the assessment.

The school coordinator works
with the NAEP representative to
arrange a convenient date for
the assessment.

. Provide the NAEP staff with a
list of eligible students.

Soon after the school is contact-
ad about the assessment, the
school coordinator receives
instructions for preparing a list

of the students in the age group.
Most schools may choose
between submitting the list elec-
tronically through the MySchool
web site and submitting the list
in hard copy to the NAEP staff.
All student names are always
kept confidential. Individual
student names, responses, and
scores are NEVER reported.

. Inform parents.

By law, parents of children
selected to participate in NAEP
must be informed before the
administration that their child
may be excused from participa-
tion for any reason, is not
required to finish the assess-
ment, and is not required to
answer all test questions. The
NAEP State Coordinator or NAEP
field representative will provide
a sample letter to use for this
purpose that schools may use
as is or adapt as they see fit.

A few weeks before the
assessment date, the school
coordinator is responsible for
the following tasks:

4. Assist with the final preparations
for the assessment.

Preparations include the following:

+ Determine how to include SD/LEP
students in the assessment
according to NAEP criteria; and

* Provide student demographics
for sampled students including
the Title | pragram and National
School Lunch Program (NSLP)
status.

. Arrange for suitable space
for the assessment session(s)
within the school.

The school coordinator reserves
classroomis) or ather location(s),
where assessments can be
administered under appropriate
conditions. Sessions are sched-
uled concurrently or consecu-
tively, depending on which is
more convenient for the school.

. Notify teachers and students
about NAEP.
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The school coordinator follows
the usual school procedures in
notifying the selected students
and their teachers of the assess-
ment date, time, and location.
NAEP provides a sample letter.

. Distribute and collect the
assessment questionnaires.

The school coordinator distrib-
utes and later collects the
SIYLEP Questionnaires from the
teachers of sampled SD or LEP
students. The NAEP field staff
collect completed questionnaires
on assessment day.

On the assessment date, the
school coordinator is responsi-
ble for the following task:

. Ensure that students attend the
session.

The school coordinator should be
available before the assessment
start time to ensure that students
attend the sessions. The school
coordinator andfor teachers of
the selected students are
encouraged to remain in the
room during the assessment.
NAEP field staff conduct the ses-
sion(s} and bring all assessment
materials to the school. It is very
important that attendance rates
be as high as possible to avoid
the need for makeup sessions.

Where can | find more
information?

In addition to contact with your
NAEP field staff representative, the
MySchool web site is a valuable
source of information. To register
for the MySchool web site, follow
the instructions listed below:

* Goto Www.mynaep.com;

+ Enter your NAEP ID as the user
name; and

+ Enter the word "REGISTER" as
the password.

You also may access the NAEP
web site at http:/nces.ed.gov/
nationsrepaortcard for general
information and sample NAEP
assessment questions..




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.

L] Step 1: NAEP 2003-2004 — a link to this page will be emailed to schools once they
register for the web site.

n 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 (for age 9 & 17
schools only). After schools send in their list of students, this page will change to give
information about school’s pre-assessment activities.

L] Step 3: The Confirmation Call — a link to this page will be emailed.

L] Step 4: Assessment Day — a link to this page will be emailed one week prior to the
assessment date. It will give information about what will happen on assessment day.

L] Step 5: Thank you and Future Events — a link to this page will be emailed within
one week after the assessment. This page will give 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.

2.3.2 Registering for MySchool

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

entering their 12-digit MySchool registration number at the Login box and “REGISTER” at the password
box. Each school’s MySchool Registration ID can be found in the SCS on the School Edit screens.

Immediately after schools and/or dioceses register, an email will be sent 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 to access the MySchool web site.

2.33 MySchool Information for Contacting Dioceses

During your initial contact with the dioceses, you should briefly describe the MySchool web
site and ask the diocese representative if he/she would like to have access to the web pages of the schools
in their diocese. If he/she would like access to MySchool, he/she will need to register by following the

steps on the Summary of Activities and in the MySchool Brochure. The diocese MySchool ID number is
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on the listing that will be sent that indicates the schools selected for NAEP. Once he/she types in the 12-
digit ID number, he/she will be prompted to 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 will be able to 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 and to enhance communication between NAEP and schools.

234 MySchool Information for Contacting Schools

During your contact with the school principal, 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 type in the 12-digit
MySchool Registration ID number at the Login box and “REGISTER” at the Password box then click the
“SUBMIT” button. You should remind the principal of his/her 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

2-9


http://www.mynaep.com/�

] School Coordinator
L] Principal

n School Address

n Phone Number
] Enrollment
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

Explurer
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Is this your School?
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Exhibit 2-5. Example of MySchool Steps 1 and 2

A School

WELCOME Anytown Elementary School

2 The Student Ssmpls

3 Praparing for NAEP

4 Assessment Day n o After the Assessment

¥ihat is NAEFP”

Tha Hationsl s srrment of Educalionsl Progress (HAE D) i3 tha anly
naticnally reprezentative, continuing azse e rk what Armarica’s
mudarte krow snd can do in echeol in s veristy of key subject
arwas, Correreardy kRow noas the Hation's Report Card, HAER

ad ded srmenti have been adminiater ed pariodically sinca 19%4% Full
participation in HAIP by all the relected schoolr and students helpe
AL TE TRt MAE P will contine to provide uniguely valusble

-M; rration on the parforrance of Arerican students in o varfaty of
mubi scta.

HAER iz reandated by the U3, Congrass and |5 sdrmérstered by the
Hational Canter for Education Statiatica (MNCES ), within the Inatitute
of [ducation Sciences st the U5 Depsrtment of §ducsticn, Poicies
For HAEP sra St Dy the Mationsl Asfessrrant Goyerrang Bosrd
:-I;::EB]. whade frarnbard ara agpointed by the Secratary of

ation.

MHAER i conduwchad in both public snd ronpuibc schools, Your sohood
had baan selacted a1 cra of many schasls adrods thea sountry b=
raprasent the MHation in the longterm trand arresmmrant of resding
snd Pnsthernstics of 9-, 13-, snd 1 7-pasr- old sudents,

Tha long-tarm trend sssessrmants in resding snd math sre dergred
&o track changes in the basic schievermaent of Ammenca's youth by
s tow g trand lines first astablished in 1971 for rasdireg ard in
197 % for mathamatics. Thia yesr, the long trand a2

will b conducted in spproximstsly 1,500 schooles scroes tha Mstion.

Assessment Inforrmation

= &l adaes srmants will be corductad by HAEP flald staff and
rnstarisle w ill be provided by HAD R

= Stwsderts in your school have been seleched to t ake the sge 7
&d dad dfvant batw san Janusry S and March 12, 2004, In schaals
participating in the sgs 9 sarrssorent, HALR will srzess sl sligibls
students up bo & Mmasirmamn of 128, Each student will be seoes sed
i @ithar rasdirg o methennetics,

A Wiord frorm youwur NAERP State Coordinator

Thae HAEP State Coprdinator works st your State Deparbrrent of
Educstion. Rasd ¥hat your Stete Coordinetor. Susen Jomed . has boe
ray sbout tha HAEP szzessrment:

Walcome schools and thanhs for particioatingl Thare are o fobt of
acbiviias ovar tha pack faw monbhs sad this wabska /5 dasignad bo
walh oo through asch ona. IFf pou bsva soyp quartions, fasl fes bo
e rtEct pee Mondey throwgh Fridsy, 8030 Ak - £ 00 PR s

L ren Fonar

& rErrant of Foducation
FEE Sowkh Straat
Waihington, OO 20000
Phons: IIFTIIEEEE
Fuw; FRI-FIT-EE0P
S 8 A @ SR I 2O

lAssessment Timeline

CHok o SEe Timeine a8 & flladde s

|Chat

Ak quastions snd lesm rors sbout NAE R srd this yeers
i Arvvant ih our fastuced chat

Calabreting tha NEtions! A Qe rrnmsnt
off Edy cirtion #f Progres it

Faggy G. Caar, the Arrociste Cormmmicronaer for the Hstionsl Cartar
for Educstion Statistics. w il host this importent disowssion,

:YOLH" (fabielagataialolsl

Balow i3 irforrmaticn w a have for youw dchool’s aisessmant. You
sy i mrpthing has changed.

Hchool Harme st o i E et aey Schaool

Princip sl Haran Sroth
iddy @i § LT3 Masn Strast

W ail P e, OO0 20000
EEF-T5d- 4488

Phuaiia H urviliar

HAE P [0 Hurnbar L - S L
Saasiong o b ¢ ordoesbed 2 Raradingy’ Mstharvatics
Ao e e sssess ed S yaar-obkds

Aszmairrmnt O ate Jarvpnry 29, 2004

;Lfn.ks of Interast

Below are soma of the popular web tocls on the Hation's Feeert
Card wab gite, To beow sa the links babow , you «ill lesye thiz site
Usa thae BACK Button st the bop of your scraen to returh to this
Page.

Saw the |stest informastenn shout the subd ects being sssassed in
HAEP thii yasr and brow sa through the reports from pravious
yesrr Wikt the pgading snd pages on the Hation's
Raport Card wab site

Uzs the HALE Dates Togl provides you with tables of detsiled resultz
Frorn pravicus HAEP sssasements. The dets e based on

irdor Pevalion gathered frorm the students, teschars, and schools that
participated in HAER

Tha HAE P Cyaitions Tool provides sssy scoess ©o HAER quastions,
studert responses. and scoring guides that sre releaased to tha
public.

The HAE P Stebe Drofilas prasart hey dets shot asch stete's studaerd
and schasl population and its HAEP tasting history and results. Tha
profilar slpo contsin links to cthas pourcas of informmation cn thie
wab site. including the moost recent fiate report cards for sl
avadlable subdects.

Huw Cary We Help Yoo s

= Find mors inforrmation sbewt contacting HARR
« Changs your My Schodl Dafgword,
= Raport & tachnicsl probler or send HAEP fasdbschk sbou the webs

2-12




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

My
"t ={eiplel=]

WELCOME Anytown Elementarv School

3 Aassessment Day T After the Asse sssveeni

STEFE = MNAEP 2003 -04 ¢ Praparing fos A EP

ﬁtuu‘unt Sarryalireg
'B-:lell =il paed o prwl-d- Nlliﬂ‘ itk @ ligt of all ,bud-n'h --r-ull-:l
sgs being &ooereed. ligt sy be sn Bxcsl flae

i J-‘u.-—--‘m (for as --mn!: - mge ® wnd AT oedy), h---d c-upy
typad, or cormputers gener sted, sa netnscted balow,

= all EeFils submizsions rmurt be meds no |ster then
Moy arrbas L, TO00,

& If you are not E=Filing, & NAELRP repres snt stive w il vist yowr ochool
2 A wakid bafors P sdsass rvard Ui @ arvla Troes thoe liay of
rbudants you preper e

Howvw Do | Send Ny List of Students
Tharas are 2 opticns for rending in vour list of students;

L. Prapara s herdoopy Hek from youwr school records computar
ollow g the HAEE Iostouctions for Preoaciom e Heedc oo
& HAE P repressntative wil mik your school
rreant B0 arvphe Tr oot b et yom

Z. Prapa oy € xcal file from your school records e
dakata cllcas g tha HAEP Ingtouctions for Pracsrico an Electesnlc
arnd subrrdt your list be E-fling balow.

;Q-\JL“':S-IJ'Ur va Hagardirng Your Stiicant Lists

Manie Lake & rorent and o et tha Follow irng quaiticns sl
your schood and studsnt list. Who will prepars the herdcopy oF
wlectronic studert list for your school?

T I
B |

Eraile |

Cratee Nt o fille s curesn i
LR L e e s ]
Ee this o yosr-rourad schaol® FND 'I

IF wo, v at percentage of I
e -"‘I.Iﬂ-'lh wrill b off-beack N
ey e v olade

=il

Thiz processs il take just & few mmnutess, Onos you click on the button
balow , you ey send your file. vou will bes ssked & senies of gquastions
to halp HAEP mhstch the codes on your rtudsnt brts to the codes thet
HAE P e,

Yazma ¢ ey g lop snd cat et froer e lheee you are St srepticve dr g this
S,

Bafore you begin this process, you mset snee sr the guerticne
g g B oUE Ptudent Nt

¥ you have sny questions, csll the HAEP Tedhnicsl Support Hotline st
WO P 6 TT batw ssn 700 & snd G000 porn. §setarn Tieme.

E-Filer 3tly

A Vo frorm Yowr ANAEFP State Coordinstor

Fand w hat your SEsts Coordinstor, Sussn Joree, hes (o eey shout
I = Fali g

Four studant brts sre dos by Movarmbar I, 2007 . Faal fes to contact
mra i o anE Quartions sbowt MAE S

R
Dapsrtroant of Fdocabor
EEE Stk s:-z.--ttr
Wiy gribaere, OO0 3OO
Eleerram FRF-FTT-EEEL
F ! BT -F 2T - RO
A e e A v, S

A S ST e Ty lirra
st SCp Frare

[Ty —
i i

TN e e Foellomi e v

[Chat

Ak questions snd lesn mors sbout the sampling process and
proc edures for selecting schools srd studart s i our Festured chat

M (8 Bha NAEE fanvple datarminad?

Faith Fust, the Westet Oirector of HAEPR Sarmpling and Statisic sl
Sparstions, wiil homt & Srcusrion on HAEP ssempling msthode.

Emur Iy P r T FrEs T r T

Balow ir irformmation we have for your school’s sossssrmaent. “row
rremy gt m Dh (DB rotion iF snything b o gad.

5 oo | M s et o r ll-lrr-r\t-l'z = chool

Prire ip = Fomran S rrath
Adde TR 1Z3 Main Street

Washington, DC 20000
e e N vk BER- TRA- AT

HAE P DL M el O, -4 -2,

Sernions to bae conducted = P i rr £ P kv sl

A to b S aed By olde

g g et O st Jmraney T, SO0

e m oo e s
= Tha 5 i i & tworpege docurment thet

Briafly dafines the HAE P roge s, snd the role s of et opating
schools snd school mafi

= Tha
e Ao v
arhad in thin ya

cortaing studesnt back ground
arnplas of the sublect quemions sirniler to thass
r's &3 s Bt

= By law,: parents of childran selacted to paticipate in HAELF reaast
b irdor nrad el ore the s dendrd ke st on thst thei chikd [
- ol Froers g ar v For ary resson. s ot reguired to finish
Erwnt, snd iE ok reguired £0 anEwer any et Qusrtion.
provide schools with = o oy o

adapt a5 remces sy

[Eraguantiy Askad Questions

W@m@u@m

* pALF has daffer entr sece’sthocily codes thoan row sckrrol sy stens
mwmmmnmu-m&-

= Why does HAELE mtd_}studtm Lo et CruaE e, Croo . i CrickCloni e

- ancall Lo b ar e, g b sitbde st . Griar te the ssos ook’

- mm&mmmu&n&mmmmmm

o Car Ve Hedo Youw?
= Fird s g inforrmation sbout contect ng Naip
= r

Shenoe vour My School pereward,
= Haport & Lachical problary o samnd HAE P fpadiack sboo the
wab mte.
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