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CRFCRF

CRF = Class Roster File = The informationCRF  Class Roster File  The information 
about each individual student and their 
associated teacher and class. 
How you set up your data two weeks
before testing begins is how it will come out 
of the Reports site. 
One student takes one test, but multiple 

h h d ’ lteachers can see that students’ results.
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So, for the End-of-Term Reports: , p
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Grade 3: 
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Mr Runaround has multiple reportsMr. Runaround has multiple reports, 
separated by grade level.

Mr. King, the regular education 
t h l h t f hiteacher only has one report for his 
whole class.
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Each of those teachers have accessEach of those teachers have access 
to that students’ test results. 
They will also be able to see past testThey will also be able to see past test 
results.
Th ll t ti t d i thThey see all testing events during the 
term, not just Math if they teach Math. 



Mr. Heilman, Algebra 65316-2Mr. Heilman, Algebra 65316 2 Dr. Robkin, Art Fund. 20236-1Dr. Robkin, Art Fund. 20236 1

CommunicationCommunication

Communication with your CRFCommunication with your CRF 
Coordinator is Critical
CRF Coordinator tries to anticipateCRF Coordinator tries to anticipate 
how you want your staff or your 
administrative team to see the resultsadministrative team to see the results.
They are not mind readers!! 

Communication. . . . continuedCommunication. . . . continued

How will you/your school use the dataHow will you/your school use the data 
from the tests? 
Who will use the Data?Who will use the Data? 
How should that data be arranged for 
th t l i l ?the most logical use? 

Administrator help is needed to 
anticipate the users. p



Too Much Information?Too Much Information? 

It is much better to have too muchIt is much better to have too much 
information and too many options 
than too fewthan too few.  

P t ti l R t I d bPotential Roster Issues caused by 
Not Enough Information: 

Not all students are rostered
Not all teachers have a “class”

Not All Students RosteredNot All Students Rostered

Yes, you can add students after a roster is , y
submitted by using the Test Administrator 
Application or TAA.  Usually your CRF 
coordinator and/or your tech coordinatorcoordinator and/or your tech coordinator 
has this right.
But Be careful If the student hadBut. . . Be careful.  If the student had 
previous test data, that data is not 
automatically pulled together. 
Data Repair Request or DRR is necessary 
to correct the problem.   

Not all teachers have a “class”Not all teachers have a class  

If you add students through TAA, theIf you add students through TAA, the 
correct teacher and class may not be 
listed.  You must assign students to at least 
one teacher, so sometimes a teacher will 
end up with additional students.  
One way to correct this before the CRF is 
submitted is to have a “pretend” class for 
those students Use the name of thethose students. . . Use the name of the 
school psychologist or a reading teacher, 
etcetc.  

Another Headache. . .Another Headache. . . 

Only teachers with classes willOnly teachers with classes will 
receive passwords to view the data at 
the end of testing If they do not havethe end of testing.  If they do not have 
a class, you can assign them a 
school-wide password such as youschool wide password, such as you 
would for a principal or a counselor.  
The question is how much informationThe question is how much information 
do you want that person to have 
access to?access to? 



Download CRF TemplateDownload CRF Template

Each testing season, download a newEach testing season, download a new 
CRF Template.  

Check to see which fields you will need 
to retrieve from your student data y
management system. 

Set up a download from the SDMS

Student Data ManagementStudent Data Management

Student name, number, birth date,Student name, number, birth date, 
gender, grade.
Teacher name, number, locationTeacher name, number, location 
(unique number for multiple locations)
Class name, number, section—someClass name, number, section some 
numbers may need to be combined in 
the spreadsheet. p
Necessary information can be 
downloaded from your SDMS and y
placed in NWEA’s spreadsheet.



Specifics –ElementarySpecifics Elementary 

All Elementary students rostered onceAll Elementary students rostered once 
with their homeroom/classroom 
teacherteacher
Special Education, English Language 
Learners Title I Reading Specialists’Learners, Title I, Reading Specialists  
caseload are rostered separately
C tl d t t fCurrently we do not roster for 
Music/Art/PE, but we could. 

Specifics – Middle and High 
S h lSchools

Roster each student with eachRoster each student with each 
teacher for each hour of their day. 
Eliminate Study Hall Sports ClubsEliminate Study Hall, Sports, Clubs
Roster Special Education, ELL, any 
th t lother group separately.  

School Counselors sometimes want 
information for planning sessions with 
students. 



During Testing WindowDuring Testing Window

Monitor classes for duplicate tests.Monitor classes for duplicate tests. 
Determine most accurate result

Only one test per season is “kept”Only one test per season is kept  
NWEA computers decide which score is 
more valid, based on Standard Deviation
Not determined by higher score or date 
of test

Submit Data Repair Request DRR if 
necessary.

Data Repair RequestsData Repair Requests

Change GradeChange Grade
Change School
Change StudentChange Student 
Change Test Duration
Change Test Event DateChange Test Event Date
Duplicate Student 
Delete Test EventDelete Test Event

SUBMIT AS THEY HAPPEN OR IN A GROUP 
BY SCHOOL. UPLOAD FILES NWEA.ORG.BY SCHOOL.  UPLOAD FILES NWEA.ORG.

After Test Window Closes:  
Di t ib tiDistribution

Elementary Teachers print and distributeElementary Teachers print and distribute 
their own reports, usually at 
Parent/Teacher Conferences.
Middle School and High School reports are 
mailed, often with report cards or progress 
reports. 



Tricks that help with distributionTricks that help with distribution

Because of the way MS/HS isBecause of the way MS/HS is 
rostered by teacher (multiple), to 
obtain just one copy of each report forobtain just one copy of each report for 
parents, I roster all students in one 
grade level to one person (generallygrade level to one person (generally 
myself).  It’s also easier to find one 
student if you don’t know which classstudent if you don t know which class 
they are in. 

User Names/PasswordsUser Names/Passwords

Only staff included in the CRF will get a user name y g
and password for the current testing season.  
These user names and passwords may change
with each testing seasonwith each testing season. 
MAP coordinators may create school-level user 
names for Principals, School Counselors, School 
Psychologists or others who need access to all 
students in a particular school.  These user names 
and passwords do not change with each testingand passwords do not change with each testing 
season. 

Questions?Questions? 


