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NH-IBSAS  

NH Input Based School Accountability System 

 

Please read this information before you begin.   

Starting here will save you time and effort in the long run. 

 

If anyone has questions or needs assistance, please contact: 

 

Deb Wiswell, Administrator for Accountability  

New Hampshire Department of Education. 

Phone: 603-271-3828 

Email: DWiswell@ed.state.nh.us. 

Fax: 603-271-7381 

 

 

Purpose of the User’s Guide 

This guide is designed to help you with the data collection and entry processes 

for the New Hampshire Input Based School Accountability System (IBSAS), in 

accordance with RSA 193:E: http://www.gencourt.state.nh.us/rsa/html/XV/193-

E/193-E-3-b.htm 

 

 

How to Use this Guide 

This guide contains instructions for gathering, entering, storing, and maintaining 

data.  Examples of key screens are show to help guide the user through the 

data entry process. 

 

Before you begin, you may want to start a notebook where you can keep 

copies of the printed narratives and compile hardcopies of the evidence 

referenced in the survey. It will also be a place to keep notes on the process.  

Especially this first year, your feedback is very important to the NHDOE.   

 

Minimum Standards for School Approval 

This survey asks each school to demonstrate that it is providing an opportunity 

for an adequate education by establishing that it met certain school approval 

standards (mostly curricular areas).  The complete text of those standards can 

be found at: 

http://www.education.nh.gov/legislation/documents/306_adopted.pdf 

 

mailto:mmccaffrey@ed.state.nh.us
http://www.gencourt.state.nh.us/rsa/html/XV/193-E/193-E-3-b.htm
http://www.gencourt.state.nh.us/rsa/html/XV/193-E/193-E-3-b.htm
http://www.education.nh.gov/legislation/documents/306_adopted.pdf
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PLEASE NOTE:  THE CONCORD SCHOOL DISTRICT WAS USED TO CREATE SOME 

 OF THE EXAMPLES IN THIS GUIDE.  THIS IS NOT CONCORD SCHOOL DISTRICT    

DATA, BUT COMPLETELY FICTITIOUS DATA USED TO ILLUSTRATE THE EXAMPLES.     

 

 

 

 

 

 

 

3 Easy Steps to Gaining Access to the Adequacy Survey 

 

1.  The Adequacy Survey is housed in the secure Education Statistic System (ESS).  

To gain access to the system, use the myNHDOE log-in process at 
https://my.doe.nh.gov/myNHDOE .   

 

If you have not already done so, each school-based user will need to create a 

username and password.  This is simple and straightforward and should look 

familiar to anyone who has set up a web-based account.  If you need help, the 

process for creating your username and password is explained in the New 

Hampshire Department of Education myNHDOE User Manual. You can access 

the manual from the myNHDOE log-in page or by clicking 
https://my.doe.nh.gov/myNHDOE/Documentation/User%20Manual.pdf 

 
2.  Enter your username and password and click on the “Login to System” 

button. This brings up a screen where you can select the Adequacy Survey. (See 

SCREEN 1) Once selected, the ESS screen will appear.  (See SCREEN 2). Your sign-

on will automatically send you to the correct district and school(s). 

 
3.  The survey requests your contact information, (See SCREEN 4) once "Saved", 

you will be directed to the first part of the Adequacy Survey. (See SCREEN 5)  

 

 

 

 

 

 

 

 

https://my.doe.nh.gov/myNHDOE
https://my.doe.nh.gov/myNHDOE/Documentation/User%20Manual.pdf
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SCREEN 1 

 

 

 

Getting Started 

 

Your NHDOE Single Sign-on will automatically grant you access to the 

appropriate District.   
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As depicted in SCREEN 2, this user has been directed to the Concord School 

District because the user name and password is associated with the Concord 

District. 

 

Once you click on the green arrow you will be sent to the next page. 

 

 

 

 
 

SCREEN 2 

 

 

 

 

 

The next screen will differ slightly with each user.   
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SCREEN 3A depicts the screen as seen by the Superintendent, or District 

Administrator who has access to all the schools in the district. 

 

 

 

 

 

 
 

SCREEN 3A 
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SCREEN 3B depicts the screen as seen by Principal or School Administrator who 

has access to a single school in the district. 

 

 

 

 

 

 

 

 

 

 

 

SCREEN 3B 
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With SCREEN 4 you are asked to enter basic contact information.  Simply fill in 

the required information and click on Save (located below the email address). 

 

Note the "Current Status" line.  Once you have started the form, this will change 

to, "Started".  When you have completed all the forms and have submitted them 

to the Superintendent, this will change to, "Ready for Superintendent Approval". 

 

 

 

 

 

 

 

 

SCREEN 4 

 

 

 

 

SCREEN 5A begins the actual input form.  You will note the tabs. They follow the 

sections in the School Approval Standards, which may be found with this link: 

http://www.education.nh.gov/legislation/documents/306_adopted.pdf 

 

 

The user may choose three possible responses to each statement: 

http://www.education.nh.gov/legislation/documents/306_adopted.pdf
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Yes - which means that you are in agreement with the statement. 

 

No - which means that you are not in agreement with the statement.  Please 

note a "No" response will require additional explanation - See SCREEN 6. 

 

Other - Which means that you meet the standard in some other way that you 

believe is appropriate.  When "other" is selected, you will be presented with a 

pop-up box that requires that you explain how you meet the standard in some 

other manner.  

 

By clicking on the various tabs the user can navigate through the entire survey.  

You can also access this manual and a How-To Video from this screen. 

 

 

 

SCREEN 5A 

 

 

You will note that the first tabs deal with how you maintain your school year.  

Whether you count days or hours, be sure to enter an “other” response on the 
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system that you do NOT use and indicate N/A or a statement about how you 

calculate your school year. 

 

Screen 5B illustrates the response to the School Year (Days)standards, where a 

school uses the School Year (Hours) option. 

 

 

 
 

SCREEN 5B 

 

 

 

 

 

 

 

 

It is important to note that NONE OF THE INFORMATION IS SAVED UNTIL THE Save  

is clicked.   
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Just as in any work with computers, it is a good idea to you save your work often.  

The survey times out after 30 minutes of inactivity.  However, saving or entering 

anything, starts the clock over again. 

 

 

 

 

SCREEN 6 

 

 

 

 

All standards require supporting documentation or “evidence”.   

Some examples of documentation are: excerpts from school district policy, 

excepts from student guides, relevant portions of  the school's program of 

studies,  curriculum guides, links to appropriate documentation on district's or 

school's web site, school calendar and schedules, etc.   

 

All "No" responses require an explanation as to why the school does not meet 

the standard. 
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Note:  Both the “Evidence” and the "Other" boxes, allow the user to cut and 

paste information from other documents. 

 

 

 

 

SCREEN 7 

 

 

The "Other" selection is provided to allow for explanations of how the school is 

meeting the requirement in a manner that is believed to be appropriate and in 

keeping with the school approval standard.   

 

Each alternative means of meeting the standard will be reviewed by DOE 

personnel to determine whether or not the standard has been met.  

 

Please write your response in a complete sentence beginning with your school 

name as it will automatically be transferred into the School Narrative 

immediately following the appropriate standard.   
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Once the survey has been completed, or at any time during the process, you 

may view and/or print the narrative.   However, it is very important that you click 

on the Save link PRIOR to viewing or printing the narrative. (See SCREEN 8A).  

 

If the information is properly saved, a message will be displayed.  (See SCREEN 

8B). The narrative is created as a result of your responses. 

 

 
 

SCREEN 8A 

 

 

 

 
 

SCREEN 8B 

  



NH-IBSAS 

Users’ Guide  

Input Based School Accountability System 

 

NHDOE - Accountability for the Opportunity for an Adequate Education - June 2010 13 

 SCREEN 9 is an excerpt from a sample narrative.  

 

When you create your narrative, the footer will contain information about the 

survey contact, and the date and time the narrative was created. 

 

 

 

 
 

 

SCREEN 9 

 

 

If at any time you need to review the School Approval Standards or the NH 

Curriculum Frameworks, you can click on the appropriate icon at the top of the 

screen.  There is also a video manual that can be accessed at the top of the 

page.
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Once the survey is completed at the school level, the school administrator clicks 

on the "Current Status" link (See SCREEN 10A) and is presented with a pop-up for 

submission to the Superintendent for review. (SCREEN 10B)  If it is ready, click in 

the box next to: "Yes, submit this survey for review!", and then click the "Submit" 

button. 

 

 
 

SCREEN 10 A 

 

 

 
 

SCREEN 10 B 

 

 

Forms that are ready for approval by the Superintendent will show, "Ready for 

Superintendent Approval” in "Current Status".  See SCREEN 11.   
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When the principal chooses to “submit”, an email will automatically go to the 

Superintendent letting him know that your survey is ready for review. 

 

 

 
SCREEN 11 

 

 

The Superintendent will see "Current Status" as shown in SCREEN 12 when the 

form is ready for review and approval. 

 

 
SCREEN 12 
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The Superintendent is presented with two choices:  Submit the form to NHDOE or 

Return it to the principal for correction, review, more detail, etc.  See SCREEN 13.   

Our suggestion to Superintendents is to read through the tabs (or narrative) 

noting yes’s, no’s, others, and evidence.  An open Word document on your 

desktop may be helpful for jotting down thoughts. If you choose to review the 

narrative, any questions not answered or answered as “no” will show up in red 

See SCREEN 9. 

 

Note: Each time the Superintendent views or comments in the submission box 

below that more data needs to be entered, an email is sent to the Principal.  For 

this reason, we suggest that the survey in its entirety be reviewed before sending 

comments to the Principal. (Just a suggestion.) 

 

 

 
 

SCREEN 13 

 

 

Once the Superintendent submits the form to NHDOE, it is locked from further 

changes, unless returned to the Superintendent by the NHDOE for corrections, 

additions, clarification, etc. 

 

When the Superintendent submits the survey forms to the NHDOE, all further 

changes are locked out.  The NHDOE cannot alter the survey forms.  However, 

NHDOE personnel may RETURN the forms to the district for further action such as 
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clarification, additional information, missing data, etc.  Once reviewed, you will 

receive notification of your approval status. 

 

When the survey forms are returned from the NHDOE, they become "unlocked" 

and changes may be made by school and district personnel.  An email 

notification will also be sent. 

 

Once your information is filled in the first year, it will be saved so that in future 

years, the information will need only to be updated. 

 

RSA 193:E states that (a) The commissioner shall require school officials to submit 

a narrative explanation detailing how the school has complied with each of the 

standards included in the opportunity for an adequate education. The school 

principal and school district superintendent shall certify in writing that the 

responses submitted are accurate. 

  (b) The commissioner shall review the responses to each school's self-

assessment required under this section and shall verify that the responses comply 

with the standards included in the opportunity for an adequate education. 

(c) Schools that successfully demonstrate that they provide the opportunity for 

an adequate education through the input-based school accountability system 

for any year beginning with the 2009-2010 school year shall be required by the 

commissioner to resubmit the narrative explanations at least once every 2 years.  

(d) Schools that are unable to demonstrate that they provide the opportunity for 

an adequate education through the input-based school accountability system 

for the 2009-2010 school year, or for any year thereafter, shall be required by the 

commissioner to resubmit the narrative explanations annually until such 

demonstration has been made.  

 

Roles and Responsibilities of Key Personnel 

 

Principal—the principal is key to this process.  It is suggested that the principal 

identify key individual(s) to help identify the evidence and responses required. 

The principal assures accuracy of the information by reviewing the data prior to 

submission to the Superintendent. 

 

Superintendent- The final step in the process is review by the Superintendent.  

The Superintendent may either return the form to the principal for further review 

and/or corrections, or submit the form to the NHDOE for approval. 

 

Both Principals and Superintendents have read and write capabilities in this 

survey.  The DOE has Read Only access.  
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CAUTION 

The system is designed so that data entry may occur over multiple sessions 

therefore giving you the ability to enter data at your convenience.  However, 

this convenience comes with a caveat.  Once data is entered on a page the 

user must select “Save” to have the data saved.  Leaving an entry page 

without choosing the “Save” button will result in the loss of any data entered 

on that page during that session.  Closing the browser without choosing 

“Save” will result in the loss of any data entered after the last save. If you do 

not save periodically, the system may time-out on you and you will lose your 

entered data.  Information may be corrected or changed until the user has 

finalized the data by hitting the “Submit” button. (See SCREEN 10B)  At this 

point, the data entry screens will no longer be available to the school 

administrator.  The survey information is locked once the Superintendent 

verifies it by submitting it to NHDOE. 

 

 

 

Instructions in a Nut Shell 

 
1. Log onto https://my.doe.nh.gov/myNHDOE and enter your username and 

password. Select Accountability for the Opportunity for an Adequate Education.  

 

2. Enter your data. Data entry may occur over multiple sessions.  

 

3. Finalize your data by selecting the "Started" and “Submit” button. See SCREENS 10A 

and B. 

 

4. Superintendent reviews completed surveys.  If approved, the Superintendent 

submits final form to NHDOE.  

 

We hope that we have created a survey that is simple and straightforward and 

minimizes the amount of time and effort required by schools to respond to the 

legislation.  In this first year of compliance, the DOE would appreciate any and 

all feedback.   

 

Send comments and/or suggestions to:  Deb Wiswell at dwiswell@ed.state.nh.us. 

https://my.doe.nh.gov/myNHDOE

