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Dear Coordinator: 

 

 
Here's an update on what to expect in December. 

 
AP® Coordinator Tutorial 

 

Are you new to your role as AP Coordinator? Visit the AP 
Coordinator Tutorial, a set of brief videos that gives an overview of 
your responsibilities before, during, and after the exam 
administration. The tutorial has been updated for the 2013-14 
school year.  
  

 
December Checklist 

 

Look for Important 2014 AP Exam Administration 
Publications 
This month, most participating AP schools can expect to receive 
copies of the 2013-14 AP Coordinator's Manual (.pdf/4.61MB) and 
the 2013-14 Bulletin for AP Students and Parents (.pdf/627KB), as 
well as important policy information. Please take some time to 
familiarize yourself with these materials, making note of AP 
Program changes and items that might need follow-up. Distribute 
the Bulletin to all AP students and encourage them to read it. On 
exam day, all students must agree to the policies and procedures in 
the Bulletin.  
 
Note: The Bulletin for AP Students and Parents will be sent in a 
mailing separate from the AP Coordinator's Manual. 

Get Ready for AP Studio Art 
The Digital Submission Web application will become available in 
mid-January. AP Studio Art teachers and AP Coordinators at 
schools with AP Studio Art programs will receive an email from AP 
at that time indicating that the application is available. How you first 
access the Web application will vary depending on whether you 
have used the application in previous years. If you've used the 
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application in the past, you should use your existing account 
credentials when you sign in this year.  
 
View this demo for more information about access procedures, and 
remember that you may need to pass access information on to your 
teachers. You can also find a digital submission timeline for AP 
Coordinators on the AP Studio Art Exams page.  
 
Reminder: AP Studio Art Exams are ordered separately from other 
exams on the AP Exam Ordering website. This helps schools 
expecting a significant increase in the number of AP Studio Art 
students this year. (Before your school's AP Studio Art Exam order 
is placed, the number of student portfolios that can be set up in the 
Digital Submission Web application is limited to the number of 
exams ordered last year, plus 10 percent for growth.)  

AP Chinese and Japanese Exams on CD 
Detailed exam administration policies and procedures for AP 
Chinese and Japanese Exams, including hardware and software 
requirements and setup instructions, are available in the 2013-14 
AP Coordinator's Manual (.pdf/4.61MB). If you are administering 
these exams, please review this information carefully and share it 
with appropriate technical staff. See page 99 of the manual for 
information about required headsets. If you have any students who 
plan to take these exams with accommodations, please contact 
Services for Students with Disabilities as soon as possible to help 
ensure that appropriate accommodations will be available.  
 
Note: AP Chinese and Japanese Exam CDs will not run on the 
Windows 2000 operating system.  

AP Potential™ 
Later this week, AP Potential will launch with 2013 PSAT/NMSQT® 
results. After logging in and entering your access code, you will be 
able to choose whether to generate reports based on the 2011, 
2012, or 2013 PSAT/NMSQT administration. Rosters can also be 
generated based on the 2012 or 2013 PSSS (Preliminary SAT 
Scoring Service) administration. Access codes will be emailed to 
principals and AP Coordinators at 2013-14 participating AP 
schools, and will also appear on the PSAT/NMSQT Roster of 
Scores. District AP Potential access codes will also be emailed to 
the attention of district officials.  
 
AP Potential is currently unavailable until the launch. If you have 
any questions, please call Customer Support at 212-713-8066.  

Organizing Your AP Exam Administration Workshop 
If you attended the Organizing Your AP Exam Administration 
Workshop, please note the following clarification:  
 
In the 2013 Organizing Your AP Exam Administration Workshop, 
slide 93 (Preparing Exam Rooms) states that one of the room setup 
requirements is "one student per table, five feet from other students 
(unless scrambled format is used)." Please note that schools are 
permitted to seat more than one student at a table as long as 
students are seated at least five feet apart and all students are 
facing the same direction. The seating plans on slide 96 and the 
information on pages 47–48 in the 2013-14 AP Coordinator's 
Manual (.pdf/4.61MB) reflect the official AP seating policy. We 
apologize for any confusion this may have caused.  

      

Jan 
31 

  

AP Course Audit Update  
If you are your school's designated AP Course Audit 
administrator, remember that the following must be  
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  completed by Jan. 31:  

• Renewal of previously authorized AP courses 
for the 2013-14 school year.  

• The initial online submission of materials for all 
2013-14 AP courses. This includes the syllabus 
and the AP Course Audit form.  

Visit the AP Course Ledger to view AP courses 
authorized for the 2013-14 academic year.  

Information for Administrators about the New Physics 
Courses 
A new resource, Planning for the New AP Physics Courses 
(.pdf/325KB), is now available to help school and district 
administrators implement the new AP Physics 1 and AP Physics 2 
courses starting next fall. For more information about the new 
courses, which will replace AP Physics B in the 2014-15 school 
year, visit Advances in AP.  

The Muscogee (Creek) Nation Johnson O'Malley 
Program 
The Muscogee (Creek) Nation Johnson O'Malley Program 
announced the passage of tribal legislation, NCA 13-252, to assist 
students with the cost of Advanced Placement® course and exam 
fees. This legislation, titled "Advanced Placement Incentive," will 
provide an opportunity for Muscogee (Creek) students throughout 
the United States to apply for funding to cover the full cost of AP 
Exams for any AP course the student is taking. 
 
Additional information regarding the legislation, guidelines, and the 
application is available at Johnson O'Malley Academic Incentive. If 
you have questions, contact the Johnson O'Malley Program at 918-
732-7840 (phone), 918-732-7844 (fax), or kchupco@mcn-nsn.gov.  

   
  

 
Professional Development Opportunities 

 

     

Feb 
15 

  

Encourage Your Teachers to Apply for a 
2014 AP Fellows Scholarship  
Tell your teachers about the AP Fellows scholarships, 
which are awarded to AP teachers at schools where 50 
percent or more of the student population consists of 
underrepresented minority or low-income students. 
Each recipient will receive $1,000 to attend a College 
Board-endorsed AP Summer Institute. Visit Achieving 
Equity for more information. The application deadline is 
Feb. 15, 2014.  

  

Save the Date for the 2014 AP Annual Conference 
The 2014 AP Annual Conference will take place July 9–13 in 
Philadelphia. The AP Annual Conference is the largest gathering of 
the AP and Pre-AP® communities, AP teachers, Coordinators, 
middle school teachers, and administrators from across the United 
States and throughout the world. For more information, visit AP 
Annual Conference 2014. Registration opens in January.  

Get Time-Saving Ideas at an AP Coordinator 
Workshop 
These workshops are free in the United States and are designed to 
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help new and less experienced Coordinators learn how to 
effectively manage their schools' AP Exam administrations. Use the 
Institutes and Workshops Search to find an AP Coordinator 
workshop in your region.  

Encourage Teachers to Become AP Readers 
Encourage your AP teachers to lend their expertise at the annual 
AP Reading, where they can meet colleagues, exchange ideas, 
and discover new teaching approaches. The AP Program is 
accepting applications for AP teachers to serve as AP Readers in 
June 2014. Readers are particularly needed for Computer Science, 
Human Geography, Spanish Language and Culture, and World 
History. Visit Become an AP Exam Reader for more information on 
how to apply.  

Online Professional Development for AP Chemistry 
Teachers 
AP Chemistry Online Professional Development is now available to 
support teachers. In AP Chemistry: Transitioning to Inquiry-Based 
Labs, participants will develop an understanding of inquiry and its 
place in the classroom, analyze how traditional labs differ from 
inquiry-based labs, and investigate a system they can use to modify 
traditional labs to make them inquiry-based.  
 
In a future course, Introduction to AP Chemistry, participants will 
learn about the redesigned course and curriculum framework and 
explore tools for syllabus development. Developed by AP staff, 
subject matter experts, and AP teachers, AP Chemistry online 
professional development is offered online with 24/7 access. 
Courses are self-paced, enabling later review and reinforcement. 
For more information, visit AP Chemistry Online Professional 
Development. 
 
Thank you for all that you do to provide college-level opportunities 
for your students. Please note that there will be no AP Coordinator 
Newsletter next month. In mid-January, AP Coordinators and the 
additional authorized staff members listed on 2013-14 AP 
Participation Forms will receive an email from the AP Program with 
their schools' AP Exam ordering access codes.  

    
  

Sincerely,  
 
Advanced Placement Program 
 
Next AP Coordinator Newsletter: Feb. 4, 2014 
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