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Checklist Before You Begin Working on Preassessment Tasks

This document includes information to assist you with completion of the tasks in the NAEP Assessment Management
System (AMS). If you find that you need more information about any item in this checklist or any task described in this
guide, please contact the State Coordinator of NAEP and International Assessments, Dr. Regina Lewis, at
Regina.Lewis@maine.gov or 207-530-1355.

When you receive your assessment date in November, please verify that there are no conflicts with the NAEP
assessment date that was emailed and is listed for your school in the NAEP AMS. If the assessment date needs to be
changed, email Regina.Lewis@maine.gov as soon as possible. If the assessment date does work for your school, please
place the NAEP assessment date on your school calendar.

As a reminder, NAEP field staff will administer the NAEP on your assessment date using devices that NAEP
representatives will bring to your school. Your staff will not need to administer the assessment to your students. Please
try to complete each of the NAEP preassessment tasks within the suggested timeframes. Finishing them on time helps to
ensure a smooth testing experience for students and reduces the likelihood of any disruptions. There are tutorial videos
in the upper left-hand corner of each of the NAEP AMS pages for each task. You are encouraged to watch these videos
before you begin each task.

For most schools, there will be up to 50 students in grades 4 and/or 8 randomly selected by the National Center for
Education Statistics (NCES) to participate in your school’s NAEP assessment. Each selected student will take either a math
or reading assessment, and there will be both reading and math assessments interspersed in assessment sessions. The
NAEP AMS Assessment Logistics task will allow you to determine the timing and location of your two-hour assessment
sessions and separate location accommodated session(s) (if needed), based on what works best for your students’
schedules.

The sections in this guide are organized in the chronological order that they should be completed. Please work through
these tasks in order and be sure to complete them by or before the timeframe indicated for each task. Please also note
that some of the first tasks, including Register a NAEP AMS School Coordinator Account and Enter School and Grade
Information, have already been completed by nearly all Maine schools.

The Preassessment Activities section begins on page 7. Most Maine schools should begin working through this and the
following sections beginning in early December. Please be aware that if any field in the NAEP AMS says “missing,” it
means that there is information to come that still needs be entered.

In January, the Maine DOE Assessment Team will upload an updated list of enrolled students in the selected grade(s) for
each school. This procedure is designed to allow for the sample of students selected to participate in the NAEP to better
represent the entire population of Maine’s students in grades 4 and 8. As a result, between one and five more students
may be added to the list of previously selected students to participate at your school. If so, an Add New Students task
will appear in the NAEP AMS; please complete the preassessment tasks for these students, as well.

This instructional guidance document contains the most current information and guidance available. Should there be

changes within the NAEP AMS, updated guidance and instructions will be provided, as necessary.

. __________________________________________________________________________________________________________|
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Register a NAEP AMS School Coordinator Account and Enter School and
Grade Information

Date Window for Activity: September to November

Estimated time to complete this section: 10 minutes

Information you will need to complete the steps in this section:

This task is already completed for nearly all Maine schools.

] Your school’s yearly events calendar for January through March.

[0 The number of students in your school that are enrolled in the grade selected for NAEP.
[0 The dates that your winter break begins and ends.

Step-by-step directions:

1. If you have already registered your school coordinator account but have not yet entered your selected grade
enrollment count/winter break dates, skip to step 6. If you have already registered your school coordinator account
and entered your grade enrollment count and winter break dates (this is the case for most schools), skip this section
and move to the Preassessment Activities section.

2. You will receive an automated email from naep-ams@naepnpd.org inviting you to register a NAEP AMS account.
Click on the blue Activate AMS Account link in the email. If you do not see the account activation email in your
inbox, send an email to Regina.Lewis@maine.gov to request an activation email be sent to you.

NOTE: It is important that you activate the link as soon as possible, as the account invitation will expire after

30 days.
3. You will be asked to set up a password. Click on “Set up” to 2
create your password. Follow the password requirements and NAEP
click “Next” after entering your password twice. Set up security methods Py
@ name@email.com Password requirements:
* At least 15 characters
Security methods help protect your NAEP AMS ' ﬁrl‘mu\':);':f::;:&ger
account by ensuring only you have access. « Anumber
« Asymbol
+ Passwords can’t be the same as
your last 24 passwords
@® Password « Atleast2 hours must have

== Choose a password for your account elapsed since you last changed
your password
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A

4. Federal requirements stipulate the use of multifactor authentication (MFA) for K
NAEP accounts. By default, your email account will be set up to receive a security NALP
. . . . . . o (@)
code via email each time you log in. Although not required, during registration, \amm)
you may also choose to set up an additional MFA security method to receive
your security code via a mobile device. You may choose either Google Set up security methods
Authenticator or Okta Verify by clicking “Set up” under either choice, or you may iﬁﬁﬂﬂiﬁ'Sﬁ:ﬁfﬁﬁ;ﬁﬁ?ﬁﬁi;??;Z_AMS
click “Continue” to use only automated emails as your secondary multifactor
authentication. If electing to use the Google Authenticator or Okta Verify, you
will need to install the applicable app on your mobile device. If you choose to
continue to only receive automated emails for your secondary authentication
method, you will not have the option to use either Google Authenticator or Okta Q o
Verify after this initial setup.

name@email.com

Optional:

* Google Authenticator

Setup -

5. After completing your account activation, you will be directed to the NAEP AMS

where you will be prompted to retrieve your security code after logging in with
your newly created username and password. If you set up Google Authenticator

or Okta Verify, you will first be prompted to select how (email or app) you will receive your security code after you
log in. You must then complete the AMS Data Security Agreement, which will only appear the first time you log in.

Assessment Management System

i Email
pa-d I

ATIONAL ASSLSSMEN
OF EDUCATIONAL

then

name@email.com

Check your email and enter the single-use security code
below. Enter the verification code in the text box.

Select from the following options Assessment Management System
Request your single-use security code to be sent via email

Email to this address:
Select i
name@email.com name@email.com

Security code

e Google Authenticator Get Security Code

then

Assessment Management System DATA SECURITY AGREEMENT

Vansgemens iy

oyt ey

s
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6. Afteryou login, you will see your school’s summary page. Bookmark https://naep.ams.naepnpd.org/ for easy access.
7. Your school’s name will be listed in the upper left-hand corner. Beginning in November, the assessment date for your

Schoo

Assessment date: February 1, 2024

School Coardinatar Assessment Planning Meeting: Technalogy Coardinator Assessment Planning Meeting: Not scheduled

Provide School Characteristics
School Information ~

Please review and update any missing or inaccurate information.

The NAEP team uses this information to plan assessments. Sthool nsme School 36

Diswict DErcn
Website hrtp:/ /. schoolC40000300036.westststudies.com B
, Phone: (555) 123-4567 {5 Assessment date: 02/01/2024 £ Grade: 4 [ Subjects: Math & reading

Physical address Mailing address

136 School Drive
Scheolville, TS 12345

Not answered

0% Show on Google Maps & £ Show local weather forecast © show local time &

Select Edit to update the \'nfurmat\on@

school will be listed in smaller font beneath your school’s name and underneath the School Information header. If
the assessment date needs to be changed, email Regina.Lewis@maine.gov as soon as possible to begin the process

of finding a new assessment date. If the assessment date does not need to be changed, please place the NAEP
assessment date on your school calendar.

Please check your school’s name, physical address, and phone number to ensure that they are accurate. If any of the
information in the School Information section is inaccurate, click the Edit button at the bottom right-hand corner of
the School Information tile to update the information.

8. Complete the Grade 4 or 8 Information section by clicking Edit in the lower right-hand corner of the Grade

Information tile; entering how many students are enrolled in the selected grade at your school, as well as the dates
your winter break begins and ends; and then clicking Save.

Grade 4 Information

How many students are enrolled in grade 47 Not answered

When does winter break begin in December? Not answered

When does winter break end in January? Not answered,

Select Edit to update the mfurmatmn@

9. If you have already sent the name and email address of the person who is designated to be your school’s NAEP

school coordinator, you should see the person’s contact information listed in the School Coordinator row in the
School Team tile.
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School Team

Name Position Contact Info Invite/Edit

Dawson, Mindy School Princips! %G 555-333-1234

scatstudies.com 9

Sehasl SDEL Specialist < e

Seudant Infarmatian Specislist _ e
Look at the icons under the Invite/Edit column for the School Coordinator position/account role and take the
appropriate action associated with the icons as described below:

An account invitation email has been sent, but the person has not yet clicked on the Activate AMS Account link
to register their account. Please check to ensure the email address for the person is correct and remind the person to
look for their registration email (which could be in a spam folder) and register their account.

e An invitation email has not yet been sent to the person. Click the plus icon, and enter the first name, last name,
phone number, and email address in the Invite Team Member window. Then, click the blue Send Invitation button.
You should then check with the person to ensure they receive the email and register their account.

@ The person has successfully registered their NAEP AMS account.

The school coordinator account has access to complete all NAEP tasks for your school. There MUST be a school staff
member with a registered NAEP School Coordinator account, regardless of whether the principal and/or another
staff member is designated as the NAEP school coordinator. The other

. . . . . Edit Team Member
account roles listed in the school team tile are for optionally delegating P e r—r—

specific tasks to other staff members. More information about these ..
account roles will be described later in this guide.

If you are a principal and would like to designate yourself as your school’s

NAEP school coordinator, click on the o icon to the right of the principal’s
row, and then click the toggle to the left of where it says, “Principal is school

coordinator.” Then, click Save.

NAEP DEVICE: REVISED JANUARY 5, 2026 6



Preassessment Activities

Date Window for Activities: Early December to Your Assessment Planning Meeting

The Preassessment Activities section will appear at the top of your school’s NAEP AMS landing page beginning in early
December. This section provides a quick guide to which sections of the NAEP AMS are missing information. You can
check here to see which sections of the NAEP AMS need attention and which are complete.

Preassesament Activities .
" = ! Preassessment Activities

Mow that the student sample Is avallable, preassessment activizies can be compleed in the AMS. This summary ne port wil
show the stanes of each activicy. All activiies should be rompleted before the assessment planning meeong AssEssrnent Planning Meeting dale r'l Not scheduled

ok Mnairy i Sodenity Crzeryshe it
Prowide Student information: Shodent Demographics
Provide Student Information: 50 and EL Students
Informacion &

Ao New Sudents

Demagraphic
auzlatie for all

Aszessment Lagkstios seleced siudents

Matify Paren|

Manage Questianna

After you complete a section, you should note a green circle in the “Completed” column for that section.
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Schedule Assessment Planning Meeting

Date Window for Activity: Early December to Early January

Estimated time to complete this section: 5 Minutes

Information you will need to complete the steps in this section:
1 Access to your school’s calendar and your schedule of meetings and events will be helpful for this task.

This task will appear in the NAEP AMS school page in early December. Please complete this task to schedule your
assessment planning meeting sooner rather than later for ease of scheduling, as available times/days are provided in the
order that they are requested.

Step-by-step directions:

1. Schedule your assessment planning meeting with your NAEP field staff assessment coordinator by clicking on
Schedule Assessment Planning Meeting, as shown below.

Schadule Assessmant
- £ resaitativ :
Planning Meeting Meeting between NAEP representative and school

[ Virtual meeting link:

| ey |

Did thiz meeting happen? (@) K & N

Did this meeting happen?

5 a falloweup meeting nesded? (@) n

2. You will see a calendar and a list of available times. First, select your preferred date; then, select your preferred time.
Then, click on the blue Confirm button. Finally, review your scheduled meeting day and time, and then click Schedule
meeting.

Select a Date & Time .
e i e Schedule meeting
1:30PM

‘Your NAEP representative will send a Zoom link for this
200 Bl date and time.

230PM Thursday, January 4 Date

300 PM
9:00 AM - 10:00 AM Time zone EST

330PM
Not Assigned

200 PM

School 26 Schoal

&« Bac { Schedule meeting ¥,

If you prefer, you can also schedule by email or phone with your NAEP representative, who will then enter the meeting
date/time in the NAEP AMS. Once the meeting is scheduled, your NAEP representative will send you a confirmation
email with a Microsoft Teams link for the meeting. You should complete all sections of the NAEP AMS before your
scheduled Assessment Planning Meeting. If you arrive at the Assessment Planning Meeting with sections of the NAEP
AMS still incomplete, the NAEP representative will review the completed sections with you and then schedule a follow-
up meeting to review the remaining sections after they are finished.

. __________________________________________________________________________________________________________|
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Provide Student Information Tasks

Review and Verify List of Students Selected for NAEP

Date Window for Activity: Early December to Before Your Assessment Planning Meeting

Estimated time to complete this section: approximately 2 hours
Information you will need to complete the steps in this section:
[ Use your student information system (Infinite Campus, PowerSchool, etc.) to generate a list of students who are
enrolled in the grade selected to participate in the NAEP (grade 4 or 8). The list of students must include the
student’s Maine Student ID, first name, last name, grade, month of birth, year of birth, gender, IEP status (eligible or

ineligible), Multilingual Learner status (eligible or ineligible), 504 Plan status (eligible or ineligible, plus special
education eligibility), race/ethnicity, and student zip code.

*Students may only be determined ineligible for the NAEP if they are eligible for the Alternate Assessments or if they are
a newly arrived Multilingual Learner who has been enrolled in U.S. schools for less than one (1) full academic year before
the scheduled NAEP reading assessment date and determined as being exempt from the administration.*

Please contact State Coordinator of NAEP and International Assessments Regina Lewis at Regina.Lewis@maine.gov or
207-530-1355 if a student who receives 100 percent virtual/online instruction, and who does not receive in-person
instruction, is selected for the NAEP.

Step-by-step directions:

1. Scroll down to the Provide Student Information section of the NAEP AMS. Click to download and read the Maine
Inclusion Policy for Students with Disabilities and the Maine Inclusion Policy for Multilingual (English) Learners. These
documents include important guidance for student inclusion and the permitted NAEP assessment accommodations
for students with IEPs, 504 Plans, and students who are Multilingual (English) Learners. Then, click the Manage
button.

Provide Student Information

Provide Student Information Missing info

Inclusion policy for Students with ditabilities Download L

Inclusion policy for English learner Download

Selected Nt participating
Student demographics Missing info

B students missing information

Students with disabilities and English learners
“:“"‘5 with English learners B Students with sccommodations [l Exclusions
isabilities
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2. Click on the Student Demographic Information tab to view the list of selected students. If there is missing
demographic data for any student, the column header will be red. You can scroll down to find the missing data
highlighted in red (as shown below). You may export the student list as an Excel file or PDF by clicking the
appropriate Export button. (The left Export button exports to a PDF file, and the right Export button exports to an

Excel file.) Please be sure to handle the files and any printouts as confidential student information.
=

School 37

O Se—— [rr—

e © e o

3. Scroll to the bottom of the screen to click on the All link to the right of - Lt
Show—in the lower left-hand corner of the screen. The default view is
only 10 students. NAEP school coordinators typically find it helpful to see O
all students selected for the NAEP on one screen.

Mormizer of rows: 50

4. Review all demographic data for the students. You can use the filters above the table to look only at specific records
(e.g., to view only students taking a reading assessment). To edit an individual student record, click on the pencil icon
on that row.

Stidents with Disabiiies (SD) & English Learnecs (C1)

5. After you have clicked on the edit button in a student record, the categories currently selected for that student are
displayed in green. You may need to scroll down to select the Participation Status. To change any of the student
demographic designations, click on a new category for the student, and then click on Save at the bottom of the
record.

. __________________________________________________________________________________________________________|
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o VL

gk bearenes Might need

vew L s, Py L o M, R B wrie e o ialie

to scroll
down to see

6. The enroliment data used to select students did not include 504 Plan information. Please carefully check your list of
students with 504 Plans to ensure students with 504 Plan accommodations receive those accommodations for the
NAEP. If a student has a Section 504 Plan and requires one or more testing accommodations, change the Student
with a Disability status to Yes, 504. If a student has a Section 504 Plan and does NOT require a testing
accommodation, leave the Student with a Disability status as No, not SD. You will later click on the Students with
Disabilities (SD) & English Learners (EL) to enter the 504 Plan, IEP, and Multilingual (English) Learner (EL) information,
including designating their accommodations.

7. For Multilingual (English) Learner (EL) classification, a student is Yes, EL, if they currently qualify for English language
development; No, not EL, if they do not qualify; or No, Formerly EL, if they exited EL status in the past four years and
are in monitoring status. You may add EL accommodations using the instructions in the next section.

8. Learner status refers to whether a student participates in distance learning. The options are: 100% full-time in
person; Hybrid Virtual Learner; and Full-time Virtual Learner. NCES expects to assess both full-time in-person
learners and hybrid virtual learners, and so those students will remain on the student list. NCES does not assess full-
time virtual learners in the NAEP, so those students will not be included on the final list of participating students.
When the Learner status is set to Full-time Virtual Learner, the Participation Status for the student is automatically
changed to Not Participating.

9. “Displaced student” refers to a student who has been displaced due to a natural disaster such as a wildfire and is
temporarily attending the school. This category is set to No by default, but it should be updated to Yes for any
displaced students attending school.

10. The default Participation Status for students is Participating. As stated earlier, you may need to scroll down on the
screen to see the Participation Status options. If a student is no longer enrolled at your school, is listed incorrectly, is
enrolled but does not actually attend classes at the school, or whose parents/guardians have not granted permission

. __________________________________________________________________________________________________________|
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for them to take the assessment—please select the Not Participating choice and provide the reason why the student

is not participating. Then, click Save.

Participation stat:
Participating ~* Not Participating

Select why student is not pa

n the assessment

7 NotEnralled ~ Enrolled but never attends ) Student listed in error Artends all
campus virtually
EWn . = MNotin selected grade e =
* Does notattend any = Student listed more than » Full-time virwal
academic classes on ance learner
Student deceased campus
Foreign exchange student » Homeschodled and
receives limited senvices on
campus
Long-term
ilinessfhomebaund

~ Click the tile that
) smdent ez corresponds to the
. ?;gsﬂt;gggi;gﬂdg reason_t!le s_tudent is not
participating before
clicking Save.

Parent Refusal

o D

. __________________________________________________________________________________________________________|
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Complete Students with Disabilities and Multilingual (English) Learners Information

Date Window for Activity: Early December to Before Your Assessment Planning Meeting

Estimated time to complete this section: approximately 2 hours

Information you will need to complete the steps in this section:

Information Needed to Include Students with Disabilities (SD):
The category that best describes the student’s disability. The following categories are used by the Individual with
Disabilities Education Act (IDEA):
e Specific learning disability
e Hearing impairment/deafness (Deaf or Hard of Hearing)
e Visual impairment/blindness (Visual Impairment Including Blindness)
e Speech or language impairment (Speech and Language Impairment)
o Intellectual disability (Cognitive Impairment)
e Emotional disturbance (Emotional Impairment)
Orthopedic impairment (Physical Impairment)
Traumatic brain injury
Autism (Autism Spectrum Disorder)
o Development delay (Early Childhood Developmental Delay)
e Other health impairments
The degree of the student’s disability:
e Mild, Moderate, Profound/Severe, or Don’t Know
Grade-level performance for the subject to be assessed:
e At or Above Grade Level, One Year Below Grade Level, Two or More Years Below Grade Level, Not Receiving
Instruction in the NAEP-Tested Subject, or Don’t Know
How to take the NAEP?:
e  With Accommodation
e  Without Accommodation
e Do Not Test (Note: This only applies for students who meet or met participation criteria for the Multi-State
Alternate Assessment [MSAA].)
(If appropriate) The universal design elements and accommodations each student needs to access the NAEP. (Note:
Please refer to the Maine NAEP 2026 Inclusion Policy for Students with Disabilities for a list and descriptions of NAEP-
allowed accommodations.)

Information Needed to Include Multilingual (English) Learners (EL):
e Primary language:
o Spanish
o Other (specify)
e Years of academic instruction in English:
o Not Receiving Instruction in English, Less Than One Year, One to Two Years, Two to Three Years, More
Than Three Years, or Don’t Know
e Grade-level performance in the subject to be assessed:
o At or Above Grade Level, One Year Below Grade Level, Two or More Years Below Grade Level, Not
Receiving Instruction in the Subject, Don’t Know
e Each student’s English proficiency for reading, writing, speaking, and listening:
|
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o No Proficiency, Beginning, Intermediate, Advanced, Don’t Know
e How to take the NAEP?:
o With Accommodation
o Without Accommodation
o Do Not Test (Note: This only applies for students who have been enrolled in U.S. schools for less than one
full academic year AND cannot access NAEP with accommodations.)
o (If appropriate) The universal design elements and accommodations each student needs to access the NAEP.
(Note: Please refer to the Maine NAEP 2026 Inclusion Policy for English Learners for a list and descriptions of
NAEP-allowed accommodations.)

There are two options to Complete SD/EL Student Information for students sampled by NAEP.
(1) The school coordinator designates one or more persons most familiar with how students with disabilities (SD) and
Multilingual (English) learners (EL) are tested; or

(2) The school coordinator enters this information into the NAEP AMS.
Instructions for these options are described below:

OPTION 1: Give Access to SD and/or ML (EL) Specialists

1. Optional: To designate a specialist to enter the SD and/or EL information, log into the NAEP AMS and scroll down
until you see the School Team tile. Click on the plus sign in the School SD/EL Specialist.

Manage Team
g School Team ~

Assign staff to work with the NAEP team on assessment

details.

Name Position Contact Info Invite/Edit

School Principal

® &

Nguysn, Nina School Coordinator 5355-333-1234

NinaNguyen@schoolF30000200037.westatstudies.com

School SD/EL Spedialist £
@

Student Infarmation Specialist

® &

®s

2. Enter the contact information for your SD or EL specialist and click the Send Invitation button.
Invite Team Member

First Name Last Name Prefix

Firstnme LastName

Phene Number Extension

%, 555-555-1212

3. Check with the staff you designated as SD or EL specialist to ensure they received the account invitation email and
help them register an account using a process similar to what was described in the Register a NAEP AMS School

Coordinator Account section of these instructions. Please provide the specialist with the set of Option 2 instructions
below.
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OPTION 2: School Coordinator Enters SD and ML (EL) Information into the NAEP AMS

1. Scroll down to the Provide Student Information section of the AMS. If you haven’t already done so, click to download
and read the Maine Inclusion Policy for Students with Disabilities and the Maine Inclusion Policy for English Learners.

These documents include important guidance for including students and for the accommodations allowed for the
NAEP. Then, click “Manage.”

Provide Student Information

Provide Student Information Missing info
NAEP uses this information te provide students with

‘accommedations and report results for student inciusion policy for Students with abilties  pownload &
demagraphic groups.
inclusion policy for English learner. Download &
selected Not participating
Student demographics & Missing info

B Students missing information

Students with disabilities and English learners & Missing info

Students with

English learners @ students with accommodations [l Exclusions
disabilities

2. Click on the Students with Disabilities (SD) & English Learners (EL) tab to view the list of selected students. If there is
a student sampled for the NAEP who is SD and/or EL and who is not listed in this section, you must return to the
Student Demographic Information section and update the SD or EL status there.

Stugent Demographic formatise EOSEACL RIS DL (0| & LREER LERTETLATL|
iy St [ s ] et o
] et [ Bt 3
Vet itk
o o ks
L Stanrny SuleLl S (10 & Bl _:1- Atvpreeginien, Sxhnd C1am (L]
aghiads bearmsans (1L}

Pt 8 Lt ¥ s ok, Pl N, Mg . Wliisdn Sk Mrieed dat [T @
[ L e, o 0

3. You can choose to export the SD & EL list as an Excel file or a PDF by clicking the appropriate Export button. The left
Export button exports to a PDF file, and the right Export button exports to an Excel file. Please be sure to handle the

files and any printouts as confidential student information. To edit an individual student record, click on the pencil
icon on that row.

Studert Demogrash < Informat an Students with Disabilities (SD] & English Learners (EL)

Flars  clear O sl > [ [m} s [ Aseomemadations
0 selecisd| Export 2/ Export [
How ta take
Line# Student Subject Detalls Aceommedatians Seheol Staf Edit
naEP
105 Arsi2Lasl2 Reading Mo, s 50 & Yos, EL Flissing st Wissing d esing Missing data ®
teasoz cats. Missing data,
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For Students with Disabilities: Without Accommodations

For an SD record: Select the appropriate choices for IDEA categories, Degree of Disability, and Grade-Level
Performance in the SD Details section for each student. If a student does not require accommodations to access the
NAEP, select Without Accommodations, which will reveal the universal design elements available to all students.
Then, click on Continue at the bottom of the record, and click Save on the next screen to confirm.

SD Details

Select ol applicatie IDEA c: adedevel performance.

IDEA cat "= that appiy) level performance in Wath \
Specificleamingdsabiliy)  Inelectusldisabilty  Hearingimpairment/deafness  Auism Speechor irment Acor  Twoor

ininjuy  Developmentsl delay (sge Goryounge)  Visualimpairment/ blindness  Other heith impairment (Specify]

Not receiving instruction in this subject  Dorit knows /

select how Noah Morris s} ssed on the NAEP Math assessment
2 Donottest

Universal Design Elements are available to all students

~ Zeeming  Individual Testing Experience .~ Directions Resd Aloud/Text- .+ Directions.
Eriorges s coret sz up Al st et drcty with e R o
i (20 te defat dice thrush srbuds e 2 racors we tertospmecn Suertc canrain thei b sty
mremage size o the sreer. Doms dmractions. s im0 gt dectons expared o
e Crosmuatad sccommocdstions: fdhe The ==
= == [E————— [ ———— Crozustied secemmodstons:
S et e sopat st st e o e e Sent it et b st ko
Mogieston scemmmacetin Greup sccammedaicn, Oy e Zpoech, Gemeracrectons s resd I sdvance ot hey may ack fo
v [ == Tk sy
= [ ——
Crozsusteed sccommadstins: The MAER et st ol et i o
[T ———— [ ——————
afthe zoaming too anc ot e

coment rgerhan 2
s thedefnt texmsge woc or
they o oot cnlrged scectthe
referencene Msgricanen,

forackitonsl
aetais), iz UD€ 2 e foncien.
s the Al anc Contrucus

—r—

2z descnbeatn e OE
 Read slowd Terto-Spech o Uses & Computer/Teblet to + Color Theming v Serstcwork/Highlighter
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For Students with Disabilities: With Accommodations

If a student requires accommodations to access the NAEP, select With Accommodations, which will reveal the
universal design elements available to all students and the list of available accommodations. Scroll down to select
the accommodations that the student requires to access the NAEP. Click Yes to the, “Does the list include all
accommodations the student needs for the NAEP Math assessment?” question, and then click Continue.

Select how should be assessed on the NAEP Math assessment

— —
Universal Design Elements are available to all students
& C rO

 Zoaming / Individual Testing Experience  Directions Read AlowdText-  Directions
Erarges e ot e up e v ity with e R A Ferrer i
i (20 tedetast i hraugh et o e A reciors are e Seuceres con et had st ary.
e e — — W e
e e Cresmalked secommedstins: e osmvasedsczemmasions: The i
e udent needs  group cmafer than [ ——" s
‘eqption edie Sekect the 25 code the Separcée Location,Simall seect some or i the tex fo fext-to- Schoots shoakd et o stecents incwr
P e Grup sccarmmadation. Ony stdents e, Genowdvectins aeresd sk thatthey mayazk or
s e codedae Locsuonsmat s —— lenicaton snd nectins
e [ ———
Crezsuhed sceemmadspens: e NAEP et s il szt m g
nace oA s e mater gz
ofthe s foo anc e Ful ke
content largerhan
e the et teve msge e e
ey et al oot enarget et e
ragfeston.
[ ————
Sccommodstan for scctonsl
etals). T UCE = s faction
& the Mgt and Cantracus
Y —r—
oz descrbe n e WOE
 Read alouTexttoSpeech . Uses 2 Gomputer/Tabiet o < Seratenwork/Hignlighter
{Engish) - Occasional o Respond capabilty
il Al st respond o sevoes. i ettt i vt
Sers e e o e b Fihighn on e soremn.
[ ———
oz
0k st he MSTER Text o
Spoech TS} desgrared sport.

Haaring Impaired Version of
the Tes

High Contrast for Visusly
Students

~

Al auiitoey conter s closed s eruis
ianed. cormpatibie with high cartras.

e

Response in Sign Languzge
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NAEP Math

If an accommodation on a student’s IEP, 504 Plan, or EL plan needed for state assessments is not listed, select No
to the, “Does the list include all accommodations the student needs for the NAEP assessment?” question to see
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a list of less common accommodations and a list of accommodations not allowed on NAEP.

Daoes the list include all accommodations needs for the NAEP Math assessment?

VES
Select any additional accommodations that John Knott needs for the NAEP Math assessment.

Fiexible scheduling/Time of day Read aloud 10 self or requires a whisper phone Requires a snack or water during testing.  Tast blod sugar and disbetic needs

The following accommodations are not allowed by NAEP.

If there is still an accommodation in a student’s IEP, 504 Plan, or EL plan that is not listed that the student needs
for taking summative assessments, click No to answer the question, “Does the list include all accommodations
the student needs for the NAEP assessment?” Then, contact the State Coordinator of NAEP and International
Assessments, Regina Lewis, at Regina.Lewis@maine.gov or 207-530-1355 to determine whether the

accommodation can be provided on the NAEP and what next steps to take. Please keep in mind that the
requested accommodation should be something that the student is familiar with and part of their instructional

Does the, gt require an accommodation that is not listed?
. @
Contact your i atnull for i about the ility of additional ions on NAEP: With the guidance of your state coordinator, list each additional accommodation in the boxes below. These requests will be reviewed, and you will be natified of final accommodation decisions via email.

Next, you will confirm the accommodations selected for the student. Some accommodations must be provided
by a school staff member; if one of these is selected, enter the staff member’s name and email address. The
accommodations that must be assisted by a school staff member include: Scribe; Directions Only Presented in
Sign Language; Presentation in Sign Language; Response in Sign Language; Familiar Person Present in Testing
Room; and Cueing to Stay on Task. After reviewing the selected accommodations, click Save.

Accommodations
Review

/e

]

i ame i
0] =

Fiekdis required. Fild s requirad Optionzl

For Multilingual (English) Learners: Without Accommodations

For an EL record: Select the appropriate choices for Primary Language, Years of academic instruction in English,
Grade-level performance, and English proficiency in the SD Details section for each student. If a student does not
require accommodations to access NAEP, select “Without Accommodations,” which will reveal the universal
design elements available to all students. Then click on “Continue” at the bottom of the record.

. __________________________________________________________________________________________________________|
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For English Learners: With Accommodations

If a student requires accommodations to access the NAEP, select With Accommodations, which will reveal the
universal design elements available to all students and the list of available accommodations. Select the
accommodations that the student requires to access NAEP. You may need to scroll down to see all
accommodation choices. Once you have selected the accommodations in the English learner plan, click Yes to
indicate all accommodations have been selected, and then click Continue.

!f‘

1

|
|
1

I

T@ e &

If an accommodation on state or classroom assessments that a student typically accesses is not listed, select No
to the, “Does the list include all accommodations the student needs for the NAEP assessment?” question to see
a list of less common accommodations and a list of accommodations not allowed on NAEP.

. __________________________________________________________________________________________________________|
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Does the list include all accommodations needs for the NAEP Math assessment?

YES

Select any additional accommodations that John Knott needs for the NAEP Math assessment.

Fiexible scheduling/Time of day Read aloud to seif or requires  whisper phane Requires a snack or water during testing + Test bloed sugar and diabetic needs

The following accommodations are not allowed by NAEP.

Next, you will confirm the accommodations selected for the student. Some accommodations must be provided
by a school staff member; if one of these is selected, enter the staff member’s name and email address. After
reviewing the selected accommodations, click Save.

e

. __________________________________________________________________________________________________________|
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For Students with Disabilities or English Learners Who Should Be Excluded from the NAEP:

Do not administer the NAEP. Maine DOE policies stipulate that the only reasons students may be excluded from taking

the NAEP include:

e The student’s IEP specifies that the student will take the alternate assessment in the coming spring.

e The student has English learner status and has lived in the country for less than one year and is exempt from
participating in the NAEP reading assessment.

If a student meets one of the two specific criteria above:

Make sure you are in the Student Demographic Information tab.

Watch the tutorial video Review additional resources Check student demographics
——
Student Demographic Information Students with Disabilities (SD) & English Learners (EL)
Filters  Clear 2 [ subject [] Gender [ Racefethnicity > [ soreL > [[] Participation status
Category Changeto
0 selected y Export Export
Student with
. . Gender and Birth - e Learner statu
O Line # Subject Race/Ethnicity disabilities (SD) &
Monthvear Ny stude
English learners (EL)
1 Reading Male White, not Hispanic No, not D & No, not 100% full-time
O Dec-2013 EL No

Click on the edit button to the right of the student.

wo
17 FramelGLnamels  Reading Wale American Indian Mo, notSD&No, not  100% full- particpatng @)
00071976 2010 or Alaska Natlve, £ time in =
not Hispanic person
N
13 Ename?3 Lname?3 Math Male Americanindian  Ves, IEP & o, not EL 0081 participating
. 0000071983 Dec-2010 or Alaska Native, time in
not Hispanic person
No
12 Frame28Lname28  Reading Female White, not No,notSD&No,net  100% full- Particpatng @)
00071988 Nou-2009 Hispanic EL time in
person
Ne
20 Fname8 Lnames Math Female White, not No.notSD&No,not  100% full- Partidpating @
. 0000071968 oct2010 Hispanie EL time in

Click on the Not Participating choice under the Participation Status header; scroll down to click on the Student with a
Disability Meets (or Met) Participation for the Alternate State Assessment tile or the English Learner Enrolled in U.S.
Schools for Less Than One Year Prior to the NAEP Assessment tile; click Continue. Again, the choices might not be visible
until you scroll down.

Participation s
Barticipstind, | Nt Particpating.

Select why student is not participating in the assessment

©) Not enrolled at school e attends o arrar O Parentrefusal O Stwdent refusal ¢ School or state refusal © Swdentwith a disability O Englishleamer
= Wisndrawn * Notinselected grade * Parentnotifisd and * Stucent notfied and * 5chooi notfisd and * Meets ormes) *  Enrolied in US schools
. G * Dossnotavendany * Stusent i more than refused NAEP tasting refused NAEP tasting rafused NAER testing participation for the for ez than oneyear
= Expelled academic classes on altemate state prior to the
= Student deceased campus assessment. assessment
« Foreign excnange = Home schooled and

cudene recenves imited

senvices on campus

Long-term
lineshomebound  ©
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You will now be navigated to the SD and/or EL Details page. Enter the SD and/or EL details, if that information has not
already been entered. Make sure that Do Not Test is selected, along with the reason why the student cannot take the
NAEP. Please ensure that this reason matches the reason provided on the previous page. Then, click continue.

SD Details

—

o
IDEA categories (seiect 2l thas 257) Degresof Gradelevel performance in Math
disabilicy
- i impai Gesfess  Awmism Speschor! 2 ator One year o Twos
Profound/Sersre
Traumsticoraininiry  Developmentsl celay (sge S oryounger)  Visualimpairment bimdness  Other heaith impairment (Gpecty)  Donizknow Notreceiving instruction in s subject  Dontknow
+ Modersiz

-
5.
EL Details
Primary Language ‘Years of academic instruction in English English proficiency in reading.
— I —
s
English proficiency in speaking.
g
S
oty s
e
=
Select how Ruth Doherty should be assessed op. P Math assessment
i m
s -
ir  year pri ‘Other Reason
>

If you select Do Not Test and Other Reason, you will receive a follow-up email or call from Regina Lewis, State
Coordinator of NAEP and International Assessments. If you wish to reach out proactively to determine whether this
reason is allowable, email Regina.Lewis@maine.gov or call 207-530-1355.

Click save to confirm the information you entered. You should now see Meets (or Met) Participation Criteria for the
Alternate Assessment or Enrolled in U.S. Schools for Less Than One Year Prior to the NAEP Assessment in the student’s
participation status column in the Student Demographic Information tab.

. __________________________________________________________________________________________________________|
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Assessment Logistics

Date Window for Activity: Early December to prior to the assessment window

Estimated time to complete this section: 1 hour

Information you will need to complete the steps in this section:

[0 School start and end times on assessment day, class schedules, and knowledge of what rooms will be in use, and
which rooms might be available

Step-by-step directions:

1. Scroll down to the Assessment Logistics section of the NAEP AMS. Then, click Manage.

Assessment Logistics Missing info

Where should the NAEP team park? Whiere will the school coordinator be before the assessment?

Missing
5 Mat answered & Hoe answened January 2%
[Field staff only]: Where should the team meet before the assessmem? How will students be dismissed [select option|? Artiesl
@ Mat answered DA Kot answered Time

2. The first school start and end time section asks you to enter the start and end times of the school day on your
assessment date. To enter the times, click Edit.

School start and end time

Provide school start and end times so Start time End time
NAEP representatives can compare them -
to each group's start time. ® @ @

School start times should be between Select Edit to update the information. @
6:00 AM and 3:59 PM. End times should

be between 6:00 AM and 5:59 PM.

3. Enter the start time and location for each test session in the Schedule Groups section. Click on the Edit button. A
pop-up window will appear where you enter the test session start time and location. Enter the information and click
Save.

Enter a start time and select a location for Group A.

Select the clock icon to enter a start time

08:00 AM ©

Schedule Groups

Add the location(s) where the NAEP assessment will be conducted.
Select alocation that can support
. ——————————— Schedule Groups Requirements for selecting location(s) are as follows

access point and sustain the minimum Assign a location and start time for each group in the table. Students need up to 2 hours to take the assessment. ~ The preferred room is on the first floor or accessible by elevator.
requied bandwidh of S Mbps downlosd Select  location or locations available for t east 2 hours to ensure allstudents, including students vith extended  ~ There Is access o electrcal outlets or a power source.
speed and 2 Mbps upload speed. time, have enough time to complete the assessment. — Review the room layouts PDF for examples of room setup options,
" . . Room 203
Group Number of Students Start Time Location Edit v
Group A 25 8:00 AM Room 203

Group B 2 10:15AM Room 203 -

4. After saving the start time and location for the test sessions, you mayh adjust student assignments to each session,
as NCES randomly assigns students to groups (which are displayed in Student Group Details). You may want to
change the default setting from viewing only 10 students at a time to viewing all students to help you determine
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your student groups. You may also want to drop down the Sort By menu to have students displayed by student
name, subject, or accommodations to help make group selections easier.

Student Group Details
Group A: 25 student(s) rotat: 6B
» otal:
NAEP has assigned each student taking Group B: 25 student(s)
the assessment to a group. Students who
will not be taking NAEP will not appear in
the table.

A
You can make updates to student groups —
edit button to switch the students. e —

Students taking NAEP with extended time Line # Student Subject Accommodations Group
should be placed in the group that allows

ample time for their accommodation.
1 First name 6, First name 6 Math &0 A

26 Last name 1, First name 1 Math - B
2 Last name 16, First name 16 Math EXT.BRK... @ A

27 Last name 17, First name 17 Math = [

Show: 10 25 f 50 rows

To adjust a student’s group assignment, click on the pencil icon of the student’s row. Then, select the preferred group

3 Last name 2, First name 2 Reading - A

and click Save.

Edit the group assignment below for First name 6 First name 6 | F320031
| Line #1

Assigned Graun

Back Q

Note: If a student receives an accommodation that requires testing in a separate location, your NAEP representative
will ask you for details about where and when to test the student during your Assessment Planning Meeting. The
NAEP representative will enter the details in the NAEP AMS, and you will be able to view the information about these
additional test sessions in the NAEP AMS after the meeting.

5. The remainder of the Assessment Logistics section asks a series of questions about your plans for assessment day. To
complete this section, click the Edit button for each question:

e Do NAEP representatives need to follow any specific health or safety protocols when administering the
assessment to students at your school?
o If Yes, please provide the specific health and safety protocols at your school.

o  Where should the NAEP team park?

e How are staff notified of school delays or closures?

e What are the procedures for checking in at the school?

o  Where should the NAEP team meet the school coordinator upon arriving at the school?

e  Where should the NAEP team unload their equipment?

e  What is the school's cell phone, smartwatch, and other electronic device policy during testing?

o Options: Cell phones, smartwatches, and other electronic devices are not allowed in the testing location;
Cell phones, smartwatches, and other electronic devices must be turned off and placed with students'
belongings; or there is a no device policy.

e What is the protocol for restroom breaks?

e Are school staff available to be in the room during the assessment?

. __________________________________________________________________________________________________________|
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e Who is the contact for emergency situations (name and phone number)?

e Are there any scheduled interruptions (e.g., fire drill)?

e What is the protocol for emergency situations?

o How will Certificates of Community Service be distributed? (grades 8 and 12 only)

o Options: The school will print certificates for the NAEP team to give to students; the school will print
and/or share certificates with students; or the school will not offer certificates.

e How will students be dismissed?

o Options: Dismiss as a group once the last student has finished (students with extended time or late
arrivals will be dismissed later, if needed); or dismiss students as they finish but no earlier than 70
minutes after students begin the assessment.

e Where should students be sent after the assessment?
e How will Extended Time students be dismissed?

e Where can the team meet with the school coordinator after the assessment?

. __________________________________________________________________________________________________________|
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Notify Parents/Guardians

Date Window for Activity: Early December to One Week Prior to the Assessment

Estimated time to complete this section: 1 hour

Documents you will need to complete the steps in this section:

L1  An electronic version of a template your school or district’s letterhead

1 The Maine specific version of the parent/guardian letter or translation downloaded from the Maine DOE National
and International Assessments webpage (located under the NAEP drop-down).

Step-by-step directions:

1. Proceed to the Maine DOE NAEP and International Assessments webpage.

2. Select the National Assessment of Educational Progress dropdown. Scroll down to the heading “parent letters,” and
select the version(s) of the letters you will need to send out to the parents of the students selected for the NAEP at
your school.

3. Edit the contact information and your school’s deadline for parents/guardians to send a written communication of
refusal on behalf of their student. You may set the date for any time; however, it must be least one day before the
scheduled assessment date. Next, enter either the principal or school coordinator’s contact information as the
person to whom the communication should be sent.

4. Print the version(s) of the letters necessary for the parents/guardians of the selected students. If you need a
translation in a language other than those posted on the National and International Assessments webpage, contact

the State Coordinator of NAEP and International Assessments, Regina Lewis, at Regina.Lewis@ maine.gov or 207-530-

1355 as soon as possible with the request. You may also contact Regina Lewis, if you would like to receive a
Microsoft Word version of the parent/guardian notification letter.

5. Inthe Certify Parent/Guardian Notification Section of the NAEP AMS, you will be asked to enter the date you sent
the notification (the date cannot be entered in advance) and type in your name to certify that notification is
complete. You will also be asked if you notified the parents/guardians of any newly selected students. Click the Edit
button in this section to enter this information.
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6. Finally, in the Parent/Guardian Notification Details section, select the method used to notify parents/guardians and
indicate whether you notified the parents/guardians of all students in the sampled grade or sampled students only.

Parent/guardian notification details

Hg gnts/guardians notified Pargg gigps who received the letter

Select how were parents/guardians notified Select parent/guardians who received the letter

Add New Students

Date Window for Activity: Early January to Three Days Prior to the Assessment Planning Meeting

Estimated time to complete this section: 15-30 minutes

Information you will need to complete the steps in this section:

NAEP requires an update to the list of students enrolled at your school in January of 2026 within the selected NAEP
grade(s). The State Coordinator of NAEP and International Assessments, Reigna Lewis, will upload updated student
records in the Maine NEO Database during the first week in January to add any students who moved into your school to
the list of students who could be selected for NAEP since the October count day. Please contact the person at your
school or district responsible for uploading changes to student records to your student information system to ensure
all student enrollment changes are submitted and completely up to date prior to the first week of January.

Once this upload has been completed, you will receive an automated email alerting you to log into the NAEP AMS to
review the updated student list. The Add New Students task will require you review and approve the updated student
list. Review and approval of the updated students list is due at least THREE DAYS PRIOR to the assessment planning
meeting scheduled with your NAEP field staff assessment coordinator, but it is recommended that you complete this task
as soon as possible.

Step-by-step directions:

1. Scroll down to the Add New Students section of the NAEP AMS and click on Manage.

Add New Students

Add New Students Missing info ~
The NAEP state coordinator will create and import a complete
list of all currenthy z.?nr:ol ed g-rade 4 sn.!da"ls .a( your s-:hoo.l. - Add New Students available Jan32
NAEP compares this list against the original list submitted in 28 B
ne if re new students. St . . . =
e —— .hen‘? e e et State Unique Student ID New Moldavia Student Identification Mumber, 10 digits
students have an opportunity to be selected for the
T il A il w o Reported grade 4 Student list
assessment. You will receive an email with instructions after 3 g ; Add New Students methed Review Current List
the current list has been imported. enroliment provider

Select Manage to add new stude

2. Scroll down to where it says, “Show: 10 25 All of X rows” under the list of students in the Review Current List tile. Click All to
show all students in the list to ensure you do not miss seeing any student in the list.

Show: 10 25 O-’ 32 rows
o N
Add student + Print student list
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3. Review the list of students in the selected grade. If any students are not on the list that should be listed for the
selected grade, click the Add student button. Enter the student’s birth month, birth year, first name, last name, and
State Student ID. Students who are on the list but who are not enrolled can be designated as ineligible. The student
must be selected by changing their status to Ineligible — Not Enrolled at School in the Student Demographic
Information page during the Review and Verify List of Students Selected for NAEP task.

Add a new student *
Birth month First name Middle name 3 a
e ——
Ma Y
), 0
Optional
Birth year
MNew Moldavia Student Identification Number, 10 characters
@ 1426489753
Oprio

4. Once you have determined the student list is accurate, click the Submit button.
Smith, Frank May-2015

Show: 10 25 Al of32rows

Select Submit to finish your revi

5. Review the Check for Duplicate Students section to check for duplicated students. If there are students listed in this
section, answer the questions listed for the students.

!':}\\e-:l-c for Duplicate Students

@riginal list Current list Is this the same student?
t .

6. If new students are selected to participate in the NAEP, they will be listed in the New Students section. You may click
on All New Students to see which new students were selected and which new students were not selected.

New Students

Haines, Kniee

4 new students selected to take NAEP

« Piease go to the Provide Student Information section and add missing information for each newly selected student.
« Update the Notify Parents/Guardians section after you notify their parents/guardians about their selection.
= Match new students to their teachers in the Manags Questionnaires page.

Sehyisessss——e

New Students Birth Month/Year State Unique Student ID Status

Dog, Jane Jan-2015 - Selected

Ernie, Bert Jul-2015 4569873125 Selected
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If new students are added, you will need to complete tasks in the other NAEP AMS sections that require individual
student information (Provide Student Information: Student Demographic Information and Students with Disabilities
and English Learners, Assessment Logistics, and Manage Questionnaires). You must also verify that the student’s
parents/guardians are notified in the Notify Parents/Guardians section.
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Manage Questionnaires
Date Window for Activity: Mid-January to Late January

@ Estimated time to complete this section: one hour

Information you will need to complete the steps in this section:

1 If you are not the lead administrator for your school, check with your school’s lead administrator to determine the
name and email address of the school staff who will complete the school survey for the school.

[0 Forgrades 4 and 8 only: Student rosters of all math and reading (ELA) classes for the selected grade that includes
student names, teacher names, and teacher email addresses

Step-by-step directions:
1. Scroll down to the Manage Questionnaires section of the NAEP AMS. Then, click Manage.

Manage Questionnaires Manage Questionnaires Missing info ~

Identify school staff members to complete online

NAEP questionnaires. School Questionnaire

0 0

Teacher Questionnaire

[ Not started [ In progress @ completed
Not started In progress

Missing teachers
49 students are missing teachers.

0

Completed

Select Manage to identify and monitor questionnaire respondsnt@

2. The school principal’s contact information appears in the Manage School Questionnaire section. You can designate

another staff person to complete the optional school survey by clicking on the @ icon. When you have the correct
name and email address displayed, click Send. The system will send two emails: one with a link to access the
guestionnaire and the second with an access code that will be required to be entered after the link is clicked.

Manage School Questionnaire - Name LastName.
Identify a respondent for the school : :
questionnaire.
Name Email address Status Send link & password Edit Coac

Monitor school questionnaire completion. & emai
Select the send button 16 resend the

e Schwann, Mirabel @ MirabelSchwann@westatstudies.com e
i : Emall not sent

3. For school selected for grades 4 and 8 only: In the Manage Teacher Questionnaires section, designate all teachers
who teach math and reading (ELA) in your selected grade as students’ teacher of record to complete the voluntary
teacher surveys by clicking on the icon to add the teachers’ contact information. Enter the first name, last
name, the applicable subject(s) for each the teacher (math, reading [ELA], or both), and email address, and then click
Save. Repeat this process until you have added all teachers in the selected grade who are teachers of record for
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students in your school’s selected grade. Do not click Send until you have matched teachers to students as described
below. Responses to the questionnaires are confidential and anonymized. The responses provide context for
reporting and interpreting NAEP results and allow researchers to examine factors associated with academic
achievement.

Add a teacher to complete the teacher questionnaire.

Name

First Na l Last Name
Subje
Manage Teacher Questionnaires . Math  Reading
Please select one or more subjects for this teacher.

Identify Reading and Math teachers, who teach O search [ A SortbyTeacher D X v/ Export [}
grade 8 students, to complete the teacher

questionnaires.

Contact Info
Monitor teacher questionnaire completion. Select Name & Subject & Email address & Status & Send link & password Edit
the Send button to resend the questionnaire link @ Email

and password after you have matched each
teacher to a student In the table below. Testerson, Test Math @ brianlloyd_fi@yahoo.com lloydb@michigan.gov
Email not sent

Reading

Show: (10 1rows

—

For school selected for grades 4 and 8 only: Match selected students with their teachers by scrolling down to the
Match Students with Teachers section. Click the Choose Category drop-down menu to select Teacher; click the drop-
down Teacher menu; and click the Save button to select the first teacher on your list.

Match Students with Teachers

Review each student and match them to their

Missing teachers
teacher.

49 students are missing teachers. To identify a teacher, select the Edit button or select multiple rows and use the Choose category menu to identify a
teacher for multiple students.

’ £ Search ‘ ’ A Sort by Line # X I
.
Teacher XN ' smith, Fred (Math) X\ ’ Save
~——
O Line # ~ Student £ Subject & Teacher & Identify teacher
O 1 Firstname 6, First name & Math Testerson, Test @

For school selected for grades 4 and 8 only: Click the Sort By menu to select Sort by Student or Sort by Subject—
whichever may be easier. Scroll down to the bottom of the page to click All to the right of Show, so that the table
displays rows for all students. You will need to scroll down to reach the bottom of the table.

D 10 Last name 50, First name 50

Show: = 10 25 of 50 rows
Teacher X\ l I smith, Fred (Math) X\ ]

For school selected for grades 4 and 8 only: Click on the checkbox to the left of each student for the selected
teacher of record in the subject the student has been assigned, then click the Save button at the top of the table.
Repeat this step for all math and reading teachers of record for your school’s selected grade. There should be no
students without an assigned teacher.
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l L search l l A Sort by Student X v l

Teacher X l i Smith, Fred (Math) X

-] Line# & Student ~ Subject & Teacher & Identify teack

1 First name 6, First name 6 Math Testerson, Test @

26 Last name 1, First name 1 Math Not identified @

2 Last name 16, First name 16 Math p— @

27 Last name 17, First name 17 Math p— @

O 3 Last name 2, First name 2 Reading Not identified @
©

28 Last name 21, First name 21 Math o —

7. For school selected for grades 4 and 8 only: Once you have all teachers of record for reading (ELA) and math in the
selected grade assigned to students, click the Send button in each teacher’s row in the Manage Teacher
Questionnaires section to send the emails with the questionnaire link and password.

Manage Teacher Questionnaires

A
Identify Reading and Math teachers, who teach O search l l A SortbyTeacher D X Export [3)
grade 8 students, to complete the teacher Y
questionnaires.
Monitor teacher questionnaire completion. Select Name & Subject & Email address & Status & Send link & password Edit

the Send button to resend the questionnaire link

and password after you have matched each
teacher to a student in the table below. Testerson, Test Math @ brianlloyd_fi@yahoo.com Send @
Email not sent Sk

o Reading

Smith, Fred Math @ lloydb@michigan.gov
e o
-
Storm, Sue Readin; @ brianlloyd01@gmail.com
g ydo1@g Email not sent @ @

Show: (10 3rows

Add Teacher+

8. You will see the status of the questionnaires in the Manage Questionnaires section of your school’s NAEP AMS page.
You can resend the emails with the questionnaire link and password by returning to the Manage School
Questionnaire or Manage Teacher Questionnaires section and clicking the Send button at any time, as needed. You
and the school principal will receive status report emails until all the questionnaires have a status of Completed.

Manage Questionnaires Missing info
School Questionnaire
3 0 B Not started

Teacher Questionnaire

Not started In progress
prog B3 Not started [ nprogress [ Completed

Completed

. __________________________________________________________________________________________________________|
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Support Assessment Activities

Date Window for Activity: Early December to One Week Before Assessment

Estimated time to complete this section: 30 minutes

Background information related to the steps in this section:

The following information will help you to maximize student participation in the NAEP. To meet the statewide 95%
participation requirement of the NAEP, the NAEP team must ask to schedule a makeup session at any school with fewer
than 90 percent of the expected students participating in the assessment. Schools with larger numbers of absent
students selected for the NAEP will be prioritized over schools with smaller numbers.

To help students remember their NAEP date, time, and location, Student Appointment Cards are available to print to
distribute to students.

To assist with informing teachers about the administration of NAEP and notifying them of which students should be
excused from class to participate in the NAEP assessments, the Teacher Notification Letter and/or Listing of Sampled
Students can be downloaded from the NAEP AMS, printed, and distributed to teachers.

Step-by-step directions:

1. Scroll down to the Support Assessment Activities section of the NAEP AMS.

Support Assessment Activities ~

Teacher Notfication Lemer @ Engish () Spani

+
List of Participating Students @ Engiish ( Downioad
L

Student Appaintment Cards (@ English () Spenish  Download

2. Click to download the Teacher Notification Letter in English or Spanish to view the automatically generated
notification and decide if it will be a useful tool for you. You are not required to use the Teacher Notification

Letter.

NA’(P NAEP 2025

TEACHER NOTIFICATION LETTER

Date: 10:25/2024

O Teachers of Grade 3 Smdenss
FROM:  MAEPrepresentative
SUBJECT: National Assessment of Educations] Progress (NAED)

Thank you for the excellent work that you and your students have invested in Jeaming and achievement. We are pleased that smdents from your school have been selected to represent thousands of stdents acToss our country by perticipating in the Netional Ass ‘Educations 1 Progress

This assessment monitors what U.S. smadents know and can do in key subject areas at the elementary, middle, and hizh school levels. Sinca 1069, NAEP has provided U.S. edacators and the public with relisble profiles of smudent achisvemen. This is possible bacmuse of dedicated teachers like you who support and paricipats in this assessmenr
Please take note of the anached lists, which contain the names of the selected stadenrs and their group. Tt s critical to the results of the smdy that all smdents selectes for NAEP aitend the correct group on ime. We appreciate your assistance.

‘Each NAED assessment group will take 2 hows, including trensition time and directions. The groups are scheduled as follows

GROUP DATE TIME LOCATION
Grow A Tuesday, Fetruary 11, 2025 8:00 AM ‘Foom 203
Grow B Tuesday, February 11, 2025 10:15 AM ‘Room 203

Please contact your school's NAEP coordinator for additions] information shout the assessment For additionsl information, sample questions, NAEP publications, and classroom dats fools, visit the NAEP website hitpr/nces.ed gov/stionsreportcard’.

W look forward to werking with you. Thank you, agsin, for helping us show the world the achievement of our nation's students by yoar support of NAEP - The Nation's Report Card.

3. Click to download the List of Participating Students. This is the final list of students expected to participate in the
NAEP on assessment day. You can give the List of Participating Students to teachers to inform them of which
students will participate in the NAEP. The Homeroom column will only have information if that data was included
in the student list submitted to NCES for sampling.

. __________________________________________________________________________________________________________|
NAEP DEVICE: REVISED JANUARY 5, 2026 33



NAEP 2025 List of Participating Students

School Mame: School 10
Group: A
Assessment Location: Library
Assessment Time 09:00

Siudent Name Homeroom

First name 6, First name 6

Last name 1, First name 1

Last name 16, First name 16

Last name 17, First name 17

Last name 2, First name 2

Last name 21, First name 21

Last name 22, First name 22

Last name 28, First name 28

4. Click to download Student Appointment Cards in English or Spanish. If you choose to print the student
appointment cards, they will print out with six appointment cards per page. The location, time, and cell phone
policy you selected in Assessment Logistics are included on the appointment cards. These appointment cards can
be used as hall passes to and from the NAEP testing location, if hall passes are required.

Example:

ﬁ Appointment for

NAEP First name 6, First name 6

Tl on

Tuesday, February 11, 2025
Please go to Room 203 at 8:00 AM

Bring the earbuds or headphones you use with your device to
use when completing the assessment.

If necessary, bring your device fully charged and the power
cord.

Cell phone and other electronics policy: Cell phones,
smartwatches, and other electronic devices must be turned
off and placed with your belongings.

You can bring a book to read if you finish early.

Group: A

ﬁ Appointment for

NAEP Last name 16, First name 16

o on

Tuesday, February 11, 2025
Please go to Room 203 at 8:00 AM

Bring the earbuds or headphones you use with your device to
use when completing the assessment.

If necessary, bring your device fully charged and the power
cord.

Cell phone and other electronics policy: Cell phones,
smartwatches, and other electronic devices must be turned
off and placed with your belongings.

You can bring a book to read if you finish early.

Group: A

Appointment for
Last name 2, First name 2

on

Tuesday, February 11, 2025
Please go to Room 203 at 8:00 AM

Bring the earbuds or headphones you use with your device to
use when completing the assessment.

If necessary, bring your device fully charged and the power
cord.

Cell phone and other electronics policy: Cell phones,
smartwatches, and other electronic devices must be turned
off and placed with your belongings.

You can bring a book to read if you finish early.

Group: A

ﬁ Appointment for

NAEP Last name 22, First name 22

o on

Tuesday, February 11, 2025
Please go to Room 203 at 8:00 AM

Bring the earbuds or headphones you use with your device to
use when completing the assessment.

If necessary, bring your device fully charged and the power
cord.

Cell phone and other electronics policy: Cell phones,
smartwatches, and other electronic devices must be turned
off and placed with your belongings.

You can bring a book to read if you finish early.

Group: A
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Additional Before, During, and After Assessment Day Information

Before the Assessment

e Approximately one week before the assessment, your NAEP representative will remind you to access
the Support Assessment Activities section and to distribute these materials to teachers as needed:
o Teacher Notification Letter
o List of Sampled Students
o Student Appointment Cards

e NAEP representatives will arrive 90 minutes before the scheduled assessment.

e The State Coordinator of National and International Assessments, Regina Lewis, may accompany the
NAEP representatives to observe the assessment as a measure of technical assistance and quality
assurance. Regina Lewis will notify the school principal and the NAEP representatives in advance.

e NAEP representatives will park and follow the instructions provided in Assessment Logistics. NAEP
representatives will wear NAEP identification badges and adhere to the school policies regarding
checking in.

e NAEP representatives will be responsible for preparing the assigned testing room(s) for the assessment.

e If you would like your students to experience a sample NAEP assessment prior to your school’s
assessment date, the NAEP Questions Tool (https://www.nationsreportcard.gov/nqgt/searchquestions)
allows you to create sample tests for students using questions that have been administered in previous
NAEP years. If interested, please contact the State Coordinator of NAEP and International Assessments,
Regina Lewis, at Regina.Lewis@maine.gov for step-by-step instructions on how to use this tool.

During the Assessment

e NAEP representatives will ask any school staff remaining in the testing room to sign an Affidavit of
Nondisclosure to ensure the NAEP assessment is kept secure.

e NAEP representatives are asked to adhere to the session scripts—verbatim—to ensure the uniform
administration of NAEP across schools and states.

e NAEP representatives will follow the policies for student cell phones, emergencies, etc., as entered in
Assessment Logistics.

After the Assessment

e Your NAEP representative will meet with you briefly to ask for your feedback about assessment day and
to store NAEP materials that include student names in a secure location. Please keep the NAEP
materials in a secure place at your school until the end of the school year, and then destroy the NAEP
materials in a secure manner. Questions regarding how to destroy secure materials can be sent to
Regina.Lewis@maine.gov.
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