Preparing A Student Data File for TEEMSS2

The following document explains how to create a Student Data File. We've also attached a sample Excel spreadsheet. We need a list of all of the students with whom you plan to participate in the TEEMSS2 research and administer pre- and post-tests. Include only those students for whom you have collected consent forms to participate in the research study. The student consent forms were mailed to you in the package with your consultant service agreement - if you need another copy let us know.

Important note: We are asking for a variety of demographic data about your students. Some teachers have had problems obtaining or getting their administration to release some of this data. If this is the case, provide all the information that you can, and indicate in your file which information you were unable to provide (as opposed to being left blank because of not being applicable). We may be able to reassure your administration about our measures of confidentiality, and the project's approval from our nationally certified Human Subjects Institutional Review Board, and obtain that data from you at a later time. The issue of confidentiality is also why we are keeping your students' identities anonymous, and only identifying them by ID.

You will probably not be entering all of this information by hand.  In most cases, you will be able to pull this information from your student management system and import it into a file format that we can accept, although some of the information may need to be entered by hand. The Student Data File can sometimes be generated by exporting data from a computerized student-scheduling package like SASI or Schoolmaster.  Please send your SDF either as an Excel spreadsheet, or as delimited text. We recommend exporting student data to Excel because it is easy to use and, in most cases, you can “copy and paste” your way to a successful Student Data File.

E-mail your completed Student Data File to Shari Siebeneck at SuccessLink: shari@successlink.org
The following describes each column of the Student Data File (see the attached SDFSample):

1. Student ID Number
We want to keep your students' identities anonymous. However, we need each student to have a number, so that we can match pre-tests and post-tests for the same student, and so we can match students with the demographic data you provide. So we are asking you to assign each of your students an ID number. Number your students sequentially: 1, 2, 3, etc. You must keep a record of the IDs you assign so that you can match students with the ID numbers when you get the student ID stickers, which you will use to label the pre and post-tests and the permission slips.

2. D.O.B (Date of Birth)

3. Gender (M or F)

4. Ethnicity (1 digit)
Please use the following ethnicity code:

0 - N/A

1 - Native American/Alaskan

2 - Asian/Pacific Islander

3 - Black

4 - Hispanic

5 - White

6 - Other

5. Grade 
The student's grade level.

6. Class 
Use this column to represent the student's class, if you teach more than one class. Use whatever format you like (e.g., "science 4," "1st period," etc.)

7. Teacher
Your full name (if you write it once we can fill the rest of the column for you)

8. Special Code 1
Special code 1 refers to standardized testing - Use "special ed exempt" if the student is usually exempt from taking standarized tests. If possible, they should still take our test; the special code will just let us know why the test score might be low. Use "special ed modify" if the student is allowed some accomodation or modification while taking standardized tests (e.g., more time, someone to help read the questions to them, etc.).  Similarly, use "ESL exempt" if the student is exempt from standardized tests because of language issues. Use "Other Invalidation" is the student is exempt from standardized tests for some other reason.

If a student is special ed, but still takes standardized tests without modification, then don't mark them as any special code.

Special Code 1
        Code        Key      

            2      ESL Exempt

            4      Special Ed Exempt

            5      Special Ed Modify          

            6      Other Invalidation                      

* If you have different special ed codes that your school uses for special ed or other, and are not sure how to translate, then use them in this column and include a definition of each code.

9. Special Code 2
Please use this column to provide information about free/reduced lunch program and/or Title 1, if you track this data.
Special Code 2
        Code        Key      

            2      Free Lunch

            3      Reduced Lunch

4 Title 1

5 -not used-

6 both Free Lunch and Title 1 (code 2 + code 4)

7 both Reduced Lunch and Title 1 (code 3 + code 4)  

10. Special Code 3
Please use this column to provide information about TAG (talented and gifted) or equivalent, if you track this data.

Special Code 3

        Code        Key      

            1      TAG (Talented and Gifted) or equivalent

