Updated 8.14.08 at 4:35 p.m.


Instructions for Review of AYP Data and Submission of Appeals Excel Files
August 2008
Each section below includes a description of the file contents and instructions for how to enter data to appeal student level changes in the file.

( Indicates the beginning of the instructions for each type of file. 

( Indicates the end of the instructions for each type of file.

What to Do With 2008 Discrepancy Report for Appeals
This report will provide a summary of the number of students in each corrections data set and a list of students in each corrections data set. This provides you with a reference document when you work with the corrections files.
( Run the 2008 Discrepancy Report for Appeals in the ED.STATS portal in the 2007/08 Reports tab.
( Download the appeals data sets you need as determined by the 2008 Discrepancy Report. 

If your school tested any students in grades 3 – 8, you will need to download the following 3 files:

1. NoMatch_Gr3_8_Test_2008
2. NoMatch_Gr3_8_APSCN_2008
3. Matched_Gr3_8_2008
If your school had students who participated in algebra or geometry End of Course exam, or the grade 9 math alternate portfolio exam, you will need to download the following 3 files:

1. NoMatch_ AlgGeoGr9_Test_2008
2. NoMatch_ AlgGeoGr9_APSCN_2008
3. Matched_AlgGeoGr9_2008
If your school had students who participated in the Grade 11 Literacy exam, you will need to download the following 3 files:

1. NoMatch_Gr11Lit_Test_2008
2. NoMatch_ Gr11Lit_APSCN_2008
3. Matched_Gr11Literacy_2008
What to Do With NoMatch Test Files
The NoMatch Test files include students from the ACTAAP test file who reported your school LEA number, but were not found in your school’s APSCN enrollment data file. These are students who were tested, but were not indicated in your enrollment file as expected to be tested.  This is often the result of an error in coding the 10 digit student ID on the test or in APSCN. In some cases, the 10 digit student ID is blank or entered incorrectly. In a few cases, the LEA number reported on the test is incorrect and the student does not belong to your school. Because NORMES is unable to match these students in the APSCN file for your school, we are unable to determine if these students were expected to be tested at your school.  

(To Do: These students need to be correctly linked to APSCN information in order to provide the most accurate data for the AYP process. Please follow these instructions to make corrections.
1. Open the NoMatch_Test_2008.xls file(s) for your school. 

IMPORTANT: The data in columns A – M are protected. If you attempt to change data in these columns you will receive an error message. Cancel the message and the data will return to the original value.
2. Check to see if the unmatched students belong to your school. Review the SSN in Column C and the 10 Digit Unique ID in Column D, as well as the student name to determine if the student was actually enrolled in your school at the time of testing. Remember, you cannot change the information in columns A - M!!!!
a. Incorrect LEA. If the student was not enrolled in your school at the time of testing, then indicate the student has the wrong LEA number by inserting a 1 in Column N titled ‘Wrong_leanob’.  A 1 in Column N will result in the removal of this student’s test scores from your LEA. 
i. If you know the correct school LEA number for the student, insert it in Column O, titled ‘actual_leanob,’ and proceed to step 3.
ii. If you do not know the correct LEA number, leave Column O blank and proceed to step 3. 
b. Correct LEA. If the student was enrolled in your school at the time of testing, then the LEA number is correct. Proceed to step 3.

3. Check to see if the student SSN is missing or incorrect. Check the student’s SSN and name (if available) to determine if the SSN is correct for the student.
a. Correct SSN. If the SSN is correct then proceed to step 4. Do not put anything in Columns P or Q.
b. Incorrect SSN.
i. If the SSN is incorrect, insert a 1 in Column P, titled ‘wrong_SSN’.
ii. Insert the correct SSN for the student in Column Q, titled ‘actual_SSN,’ and proceed to step 4. 
· Note: Column Q (actual_SSN) will only allow you to enter 9 digits for a SSN.
· Note: Please do not include spaces or dashes in the SSN or the complete SSN will not be retained.
c. Missing SSN. If the SSN number is missing from Column C insert the student’s SSN into Column Q. Proceed to step 4.
i. Note: Column Q (actual_SSN) will only allow you to enter 9 digits for a SSN.

ii. Note: Please do not include spaces or dashes in the ID number.

4. Check to see if the student 10 digit unique ID is missing or incorrect. Check the student’s 10 digit Unique ID and name (if available) to determine if the it is correct for the student.
a. Correct Unique ID. If the Unique ID is correct then proceed to step 5. Do not put anything in Columns R or S.

b. Incorrect Unique ID.
i. If the Unique ID is incorrect, insert a 1 in Column R, titled ‘wrong_UniqueID.’
ii. Insert the correct 10 digit unique ID for the student in Column S titled ‘actual_UniqueID,’ and proceed to step 5. 

· Note: Column S (actual_UniqueID) will only allow you to enter 10 digits for a unique ID. This is the state Unique ID or Triand ID. 

· Note: Please do not use district ID numbers for SSN or state Unique ID.

c. Missing Unique ID. If the Unique ID number is missing from Column D, insert the student’s Unique ID into Column S. Proceed to step 4.

i. Note: Column S (actual_UniqueID) will only allow you to enter 10 digits for a unique ID. This is the state Unique ID or Triand ID.
ii. Note: Please do not use district ID numbers for SSN or state Unique ID.

5. Appealing Student Demographic Information.
a. Check the demographic information reported on the test.

b. If you wish to appeal the status of a student on any demographic category, place a 1 in Column U, titled ‘appeal_flag,’ and enter the demographic value from Table 1 in the correct appeal column (columns W-AB). Appropriate justification should be provided in your appeal for any requested changes.
i. NOTE: Please use the correct value indicated for each demographic column. Spelling is important in race. Misspellings, abbreviations or inconsistencies in the demographic values will delay the AYP process. 
Table 1.Correct Form of Values for Each Column

	Appeal_Race
Enter the Number Only
	Appeal FRLP
	Appeal
LEP
	Appeal SPED
	Appeal Mobility

	1=Asian

2=African American

3=Hispanic

4=Native American

5=Caucasian

6=Other
	0 = Not a Free or Reduced Lunch Student

1 = Free or Reduced Lunch Student
	0 = Not LEP

1 = LEP
	0 = Not a Student with Disabilities

1 = Student with Disabilities
	0 = Not Mobile        (student enrolled on or before October 1)

1 = Mobile


c. To request inclusion of students that are Fluent English Proficient (FEP) for two additional years in the LEP subgroup, place a 1 in Column AC, titled IncludeFEP_2yrs_inLEP.

d. To request inclusion of students that have been released from Special Education services in the students with disabilities subgroup, place a 1 in Column AD, titled Incl_rel_SPED_2yrs_inSPED.

6. Saving the file: Save the file as an Excel file or .xls by making sure the Save as type: listed in your ‘Save as’ Dialogue is an Excel option. 

a. Save the file as 
9999999_NoMatch_Gr3_8_Test_2008.xls (insert your LEA number in place of 9999999!!!) or 9999999_NoMatch_AlgGeoGr9_Test_2008.xls or 9999999_NoMatch_Gr11Lit_Test_2008.xls as appropriate to the data. 
Please note that you need to have your LEA number in the file name!
(
What to Do With NoMatch APSCN Files
The NoMatch APSCN files include students from the APSCN enrollment files for your school LEA number who were not found in your school’s test data file. In some cases, student unique IDs are incorrect or missing on the test and thus cannot be matched. In other cases, the student unique IDs are incorrect or missing in the APSCN data file. In a few cases, the student was not tested and thus a test result is not in the test file. Because these students cannot be matched to test data, NORMES is unable to determine if the student information is correct.
· The students in NoMatch APSCN who were tested under a missing or incorrect student unique ID or SSN need to be linked with their test results in order to provide the most accurate data for the AYP process. 

· The students in NoMatch APSCN who were not tested, and have an approved reason for not being tested, need to be removed from the students who were expected to be tested.  Failure to do so can result in low Percent Assessed Rates, precluding Safe Harbor Eligibility.

· The students in NoMatch APSCN who were not tested, and do not have a valid reason for not testing, will count against the schools’ Percent Assessed value.

(To Do: 
Please follow these instructions to make corrections.

1. Open the NoMatch_APSCN_2008 file(s) for your school.
IMPORTANT: The data in columns A – L are protected. If you attempt to change data in these columns you will receive an error message. Cancel the message and the data will return to the original value.
2. Check to see if the unmatched students belong to your school. Review the SSN in Column C and the 10 Digit Unique ID in Column D, as well as the student name to determine if the student was actually enrolled in your school at the time of testing. Remember, you cannot change the information in columns A - L!!!!
b. Incorrect LEA. If the student was not enrolled in your school at the time of testing, then indicate the student has the wrong LEA number by inserting a 1 in Column M, titled ‘Wrong_leanob.’  A 1 in Column M will result in the removal of this student’s test scores from your LEA. 

i. If you know the correct school LEA number for the student, insert it in Column N, titled ‘actual_leanob,’ and proceed to step 3.

ii. If you do not know the correct LEA number, leave Column N blank and proceed to step 3. 

c. Correct LEA. If the student was enrolled in your school at the time of testing, then the LEA number is correct. Proceed to step 3.

3. Check to see if the student SSN  is missing or incorrect. Check the student’s SSN and name (if available) to determine if the SSN is correct for the student.
a. Correct SSN. If the SSN is correct then proceed to step 4. Do not put anything in Columns O or P.

b. Incorrect SSN. If the SSN is incorrect insert a 1 in Column O, titled ‘wrong_SSN.’
i. Insert the correct SSN for the student in Column P, titled ‘actual_SSN,’ and proceed to step 4. 

· Note: Column P (actual_SSN) will only allow you to enter 9 digits for a SSN.

· Note: Please do not include spaces or dashes in the SSN or the complete SSN will not be retained.

c. Missing SSN. If the SSN number is missing from Column C insert the student’s SSN into Column P. Proceed to step 4.

i. Note: Column P (actual_SSN) will only allow you to enter 9 digits for a SSN.

ii. Note: Please do not include spaces or dashes in the ID number.

4. Check to see if the student 10 digit unique ID is missing or incorrect. Check the student’s 10 digit Unique ID and name (if available) to determine if the it is correct for the student.
a. Correct Unique ID. If the Unique ID is correct then proceed to step 5. Do not put anything in Columns Q or R.

b. Incorrect Unique ID. If the Unique ID is incorrect insert a 1 in Column Q, titled ‘wrong_UniqueID.’
i. Insert the correct 10 digit unique ID for the student in Column R, titled ‘actual_UniqueID,’ and proceed to step 5. 

· Note: Column R (actual_UniqueID) will only allow you to enter 10 digits for a unique ID. This is the state Unique ID or Triand ID. 

· Note: Please do not use district ID numbers for SSN or state Unique ID.

c. Missing Unique ID. If the Unique ID number is missing from Column D, insert the student’s Unique ID into Column R. Proceed to step 4.

i. Note: Column R (actual_UniqueID) will only allow you to enter 10 digits for a unique ID. This is the state Unique ID or Triand ID..

ii. Note: Please do not use district ID numbers for SSN or state Unique ID.
5. Not Tested and Reason Not Tested. In some cases, students in the APSCN enrollment file were not required to be assessed for a valid reason. In these cases, the student may be removed from the enrollment file provided sufficient evidence exists to remove the student from enrollment.
a. If the student was enrolled at your LEA, had a correct SSN or unique Id, but was not tested, enter a 1 in column S titled ‘Not_Tested.’ 
b. Removing students from enrollment. If student was not tested, enter a Reason Code in Column V, titled ‘Reason_Not_Tested.’ The codes for Reason Not Tested are given below in Table 2.
Table 2. Reason Not Tested Codes

	Not Tested Code
	Reason

	1
	Absent  ALL test days, including make-up

	2
	Expelled/suspended

	3
	Extended hospitalization or documented fragile medical condition

	4
	Homebound

	5
	Incarcerated

	6
	Juvenile detention

	7
	Moved to a different state—documentation provided in appeal

	8
	Residential treatment

	9
	Incorrectly coded to tested algebra, geometry or grade 11 literacy course code

	10
	Withdrew from school during testing—documentation provided in appeal

	11
	1st Year LEP student exempted from test

	 12
	 Algebra, geometry or grade 11 literacy student tested in prior year

	13
	Other


iii. There may be other circumstances where students were not required to be tested (code 13). Please see Arkansas Accountability Plan section 2.3 or contact the ADE for clarification If this is the case for one or more of your students please include a SHORT description of the valid reason in column U titled ‘Note.’  
iv. Students without a reason not tested code or students without a note for reason not tested code 13 will not be considered in appeal for a valid reason not tested.
6. Appealing Student Demographic Information.
a. Check the demographic information reported in the file.

b. If you wish to appeal the status of a student on any demographic category, place a 1 in Column T, titled ‘appeal_flag,’ and enter the demographic value from Table 1 in the correct appeal column (columns W-AB). Appropriate justification should be provided in your appeal for any requested changes.
i. NOTE: Please use the correct value indicated for each demographic column. Spelling is important in race. Misspellings, abbreviations or inconsistencies in the demographic values will delay the AYP process. 

c. To request inclusion of students that are Fluent English Proficient (FEP) for two additional years in the LEP subgroup, place a 1 in Column AC, titled ‘IncludeFEP_2yrs_inLEP.’
d. To request inclusion of students that have been released from Special Education services in the students with disabilities subgroup, place a 1 in Column AD, titled ‘Incl_rel_SPED_2yrs_inSPED.’
7. Saving the file: Save the file as an Excel file or .xls by making sure the Save as type: listed in your ‘Save as’ Dialogue is an Excel option. 

7. Save the file as 
9999999_NoMatch_Gr3_8_APSCN_2008.xls (insert your LEA number in place of 9999999!!!) or 
9999999_NoMatch_AlgGeoGr9_APSCN_2008.xls or 9999999_NoMatch_Gr11Lit_APSCN_2008.xls as appropriate to the data. 

Please note that you need to have your LEA number in the file name!
(
What to Do With Matched Files

The matched files include students from the ACTAAP test file who were able to be matched with their ID information from the APSCN enrollment file. 
IMPORTANT: The data in columns A – M are protected. If you attempt to change data in these columns you will receive an error message. Cancel the message and the data will return to the original value.
( To Do: The APSCN demographics are provided in the ‘Matched Files’ for your review. 

1. Review the student demographic information. Check:

a. APSCN Student Race

b. APSCN Free and Reduced Lunch Status

c. APSCN Limited English Proficiency Status

d. APSCN Special Services Status

e. APSCN Mobility Status
2. Delete all student rows that will not have an appeal flag for demographics or for inclusion in LEP or students with disabilities. 

3. If you wish to appeal the status of a student on any demographic category, place a 1 in Column O, titled ‘appeal_flag,’ and enter the demographic value from Table 1 in the correct appeal column (columns Q-V). Appropriate justification should be provided in your appeal for any requested changes.

a. NOTE: Please use the correct value indicated for each demographic column. Spelling is important in race. Misspellings, abbreviations or inconsistencies in the demographic values will delay the AYP process. 

b. To request inclusion of students that are Fluent English Proficient (FEP) for two additional years in the LEP subgroup, place a 1 in Column W, titled ‘IncludeFEP_2yrs_inLEP.’
c. To request inclusion of students that have been released from Special Education services in the students with disabilities subgroup, place a 1 in Column X, titled ‘Incl_rel_SPED_2yrs_inSPED.’
8. Saving the file: Save the file as an Excel file or .xls by making sure the Save as type: listed in your ‘Save as’ Dialogue is an Excel option. 

4. Save the file as 
5. 9999999_Match_Gr3_8_2008.xls(insert your LEA number in place of 9999999!!!) or 
9999999_Match_AlgGeoGr9_2008.xls or 
9999999_Match_Gr11Lit_2008.xls as appropriate to the data. 

Please note that you need to have your LEA number in the file name!
(
Final Step: 
( To Do:  
1. Prior to submitting your appeals data sets:
a. Submit all data sets on SEPARATE WORKSHEETS. If all data sets are pasted into the same excel worksheet, the data corrections will not be usable. Workbooks with separate spreadsheets in the same workbook file are acceptable, but separate files of single worksheets are preferred. If you send data in a single workbook, then indicate this in your email message!
2. Submit Appeals Data Sets to NORMES--Submit to the following email address: normests@uark.edu 
a. NOTE: Include the LEA number and ‘Appeals Data’ in the subject line of the email. 

(
If the above directions do not cover a particular circumstance for a school: 
Questions regarding the data corrections process, the data sets, data entry, etc. should be directed to NORMES help-line at 866-287-0508. 

Questions regarding policies related to determining Adequate Yearly Progress (Which students are counted? Do homebound students count, etc.) should be directed to Dr. Charles Watson at the ADE (501-682-4474).
NOTE: Appeals contained in these data files do not make changes in the APSCN system. To ensure data accuracy in the future, please make sure students’ information is corrected in the APSCN system. Appeals in these data files will not result in changes in the testing company reports. Corrections will only be used for AYP purposes.
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