
File Naming for Classes/Assessments/Administrations 

Check 4 Learning  
 
1) File Naming for Classes 

● For All Students 
○ Elementary: Level.Grade.Content.Teacherfirstinitiallastname (e.g. 

D.03.R.Ejenkins) 
○ Secondary: For each class period: 

Level.Grade.Content.Period.Teacherfirstinitiallastname ( e.g. D.11.S.07.asmith) 
● Within the Classroom: Level.Grade.Content.Teacherfirstinitiallastname.Classname (e.g. 

C.03.R.Ejenkins.Hal) 
  
2) File Naming for Assessments 

● Classroom: Level.Grade.Content.Month.Teacherfirstinitiallastname.Testname (e.g. 
C.05.S.Mar.Ejenkins.??) 

● District/Building: Level.Grade.Content.Month.Testname (e.g. D.08.R.Sep.?? or AL.04.M.Dec.??) 

  
3) File Naming for Administrations 

● Classroom: Level.Grade.Content.Month.Teacherfirstinitiallastname.Administrationname 
(e.g. C.05.S.Mar.Ejenkins.TreasuresU4) 

● District/Building: Level.Grade.Content.Month.Administrationname (e.g. D.08.R.Sep.Benchmark or 
AL.04.M.Dec.Common) 

  

 Level 

o   D = District 

o   SCH, SCE, SCC, LNH, LNE = Building 

o   C = Classroom 

Grade 

o   00 = Kindergarten 

o   01, 02, 03, etc = Grades 

Content 

o   R = Reading 

o   W = Writing 

o   M = Math 

o   S = Science 

o   SS = Social Studies 

o   ART = Art 

o   MUS = Music 

o   IT = Industrial Technology 

o   FCS = Family Consumer Science 

o   PE = PE and Health 

o   WL = World Language 

o   BUS = Business 

 

Period (Secondary Only) 

o   00, 01, 02, etc 

Month (for administration of the assessment) 

o   First three letters 

Teacher First Initial Last name 

o   For example, cdumas or dbehrends or 

bmccracken 
Test Name 

o   Whatever you want 

Administration Name 

o   Benchmark, Common, Classroom, Unit, 

etc 
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