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1.  INTRODUCTION AND OVERVIEW 

1.1 Summary Background of The National Assessment of Educational Progress (NAEP) 

For more than 30 years, information on what American students know and can do has been 
generated by the Nation’s Report Card, formally mandated by Congress as the National Assessment of 
Educational Progress (NAEP).  NAEP is a continuing, national survey of the knowledge and skill of 
young Americans in major learning areas usually taught in school.  It is the first, ongoing effort to obtain 
comprehensive and dependable achievement data on a national basis in a uniform, scientific manner.  The 
purpose of the national assessment is to gather information which will aid educators, legislators, and 
others in improving the education experience of youth in our country.  Its primary goals are to measure 
the current status of the educational attainments of young Americans and to report changes and long-term 
trends in those attainments.  Other goals include disseminating assessment methods and materials and 
assisting those who wish to apply them at local, state, and national levels.   

 
Planning and development of the National Assessment of Educational Progress began in 

1964 with the appointment by the Carnegie Foundation of an Exploratory Committee on Assessing the 
Progress of Education.  The specific tasks assigned to the Exploratory Committee included the 
development and testing of an all-inclusive methodology to assess the knowledge and skills of groups of 
American young people rather than of individuals.  With support from both the Fund for the 
Advancement of Education and the Ford Foundation, the Committee completed the developmental phase 
of the project in late 1968.   

 
NAEP has always been a unique cooperative undertaking of the education community and 

the federal government.  The program is funded by the U.S. Congress, directed by the National Center for 
Education Statistics of the Department of Education, and governed by an independent group.  The 
Assessment Policy Committee governed NAEP until 1988, when the National Assessment Governing 
Board (NAGB) was created by new legislation.   

 
The National Assessment Governing Board, made up of representatives of state and local 

education associations and the business community, makes policy decisions and provides overall 
direction to the program.  The board is responsible for selecting the subject areas to be assessed, including 
adding to those specified by Congress; identifying appropriate achievement goals; developing assessment 
objectives; developing test specifications; designing the assessment methodology; developing guidelines 
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and standards for data analysis and reporting; and developing standards and procedures for interstate, 
regional, and national comparisons.   

 
Each learning area assessment is the product of several years of work by a great many 

educators, scholars, and lay persons from all over the nation.  Working in committee, these people 
propose general goals they think Americans should be achieving during the course of their education.  
These goals are reviewed and discussed until a consensus is reached on objectives for each subject area.  
The objectives are then given to exercise (question) writers with the task of creating measurement 
instruments appropriate to the objectives.  When the exercises have passed extensive review by subject-
matter specialists, measurement experts, and lay persons, they are compiled into booklets to be 
administered to national probability samples of young people, and sometimes adults.   

 
While the primary purpose of the Nation’s Report Card is to document patterns and trends in 

student achievement, the project is also able to inform educational policy by collecting descriptive 
background information from students, teachers, and school administrators.  The authorizing legislation 
for NAEP dictates a careful and extensive process of background questionnaire design and development.  
It states that the purpose of NAEP is not “to authorize the collection or reporting of information on 
student attitudes or beliefs or on other matters that are not germane to the acquisition and analysis of 
information about academic achievement.”  The law further provides that no data shall be collected “that 
are not directly related to the appraisal of educational performance, achievements, and traditional 
demographic reporting variables, or to the fair and accurate presentation of such information.” 

 
NAEP procedures guarantee the anonymity of participants, as no student names are 

recorded on the assessment booklets nor removed from the schools.  The results of the national 
assessment are reported on the national level and by region of the country, not by school district, school, 
or individual student.  Only group statistics are reported, broken down by gender, race/ethnicity, and a 
host of variables that illuminate students’ instructional experiences.   

 
In 1988, Congress authorized the expansion of NAEP to permit reporting at the state level on 

a trial basis.  States volunteer for the state component and assume responsibility for data collection.  The 
state component of NAEP surveyed eighth-grade mathematics in 1990, eighth-grade mathematics and 
fourth-grade reading and mathematics in 1992, and fourth-grade reading in 1994 and eighth grade science 
and fourth and eighth grade mathematics in 1996.  With the 1996 assessment, the authorizing statute no 
longer considers the state component a “trial”.  In 1998, reading was assessed at the fourth and eighth 
grade levels, and writing was assessed at grade 8. The state assessment being conducted in 2000 involve 
science and mathematics at the fourth and eighth-grade levels. 
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These two components of NAEP, the national assessment and the state assessment are 
described in detail in Sections 1.2 and 1.3.   

 
In 1983, responsibility for management of NAEP was awarded to the Center for the 

Assessment of Educational Progress of the Educational Testing Service.  Since 1983, Westat has been 
responsible for sampling and field administration, usually as a subcontractor to ETS.  Since 1989 National 
Computer Systems has been the materials distribution and processing subcontractor. 

 
 

1.2 The National Assessment 

Since 1969, the national assessment has gathered information about levels of educational 
achievement across the country and reported findings at the national and regional levels.  The learning 
areas assessed are shown in Exhibit 1-1.  Reading, writing, math, and science have been surveyed most 
frequently.  All areas except career and occupational development have been periodically reassessed in 
order to detect changes in achievement.   

 
Three separate components of NAEP will be conducted during the 1999 – 2000 school year.  

(1) The national assessment will be conducted at three grade levels in mathematics and science and 
reading at grade 4.  The sample includes approximately 2,500 schools in 52 geographic areas called 
primary sampling units (PSUs) throughout the states and the District of Columbia.  The PSUs were 
selected by Westat to represent the nation as a whole.  Assessments are conducted in January through 
March.  (2) A field test of items to be used in the year 2001 national assessment in history and geography 
will be conducted at three grade levels during the months of January and February.  It involves 
approximately 300 schools in 50 PSUs.  (3) The state assessment will also be conducted this year.  (See 
Section 1.3) 

 
The national assessment is required by law (1) to provide fair and accurate information on 

the educational achievement of American students and (2) to ensure valid and reliable trend reporting.  
Achieving these two mandates often creates tension.  To maintain trend reporting requires that all 
procedures and materials remain the same from year to year.  Yet, there is competing pressure on the 
national assessment to be on the cutting edge of assessment and to be more closely aligned with 
instructional practices.  This tension has lead to the creation of two separate samples and staff:  one for 
the Long Term Trend and one for the main NAEP assessments.  This allows the procedures and the 
design to evolve while still maintaining trend. 



1-4 

Exhibit 1-1.  Assessment Timetable1 
 
 
Assessment Year School Year Learning Area Special Assessments 

01 1969-70 Science Citizenship Writing  
02 1970-71 Reading Literature  
03 1971-72 Music Social Studies  
04 1972-73 Science Mathematics  
05 1973-74 Writing Career and Occupational 

Development 
 

06 1974-75 Reading Art Basic Skills 
07 1975-76  Citizenship/Social Studies Basic Mathematics 
08 1976-77 Science Adult Assessment  

(Health, Energy, Reading 
and Science) 

Basic Life Skills 

09 1977-78 Mathematics Consumer Skills  
10 1978-79 Writing Art Music  
11 1979-80 Reading/Literature  
13 1981-82 Mathematics Citizenship/Social Studies  
15* 1983-84 Writing/Reading  
17 1985-86 Mathematics 

U.S. History 
Reading Science 

Literature 
Computer 
Competence 

19 1987-88 Mathematics 
Writing 

Reading 
Geography 

Science 
Civics 

 

21 1989-90 Mathematics 
Writing 

 Reading 
Science 

State Level 
Mathematics 

23 1991-92 Mathematics 
Science 

Writing Reading State Level 
Mathematics and 
Reading 

25 1993-94 Reading 
Writing 

History 
Mathematics 

Geography 
Science 

State Level Reading 

27 1995-96 Reading 
Writing 

 Mathematics 
Science 

State Level 
Mathematics and 
Science 

29 1997-98 Reading  Writing Civics State Level Reading 
and Writing 

30 1998-99 Reading 
Writing 

 Mathematics 
Science 

 

31 1999-2000 Mathematics Science Reading State Level Science 
and Mathematics 

                                                      
1 The long-term trend sample began in Year 15 with tape administered sessions surveying reading, mathematics and science.  The reading/writing 

print administered sessions of Year 15 were added to the Long Term trend in Year 17, so that the trend always involves these same subjects and 
session types. 
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For example, until 1983, eligibility for NAEP was determined by age alone.  Three age 
groups were assessed:  9-year olds, 13-year olds, and 17-year olds.  Beginning with the 1983-1984 
assessment, the project added samples of students in the fourth, eighth, eleventh, and twelfth grades to 
provide data on the achievement of grade as well as age groups.  The grades are the “modal” grades for 
the age samples; that is, the grade most students of the particular age attend, i.e., approximately 70 
percent of fourth graders are 9-years old.  From 1984-1996, both components of the national assessment 
included age as well as grade eligible students.  Beginning in 1996, main NAEP assesses grade eligible 
students only; that is, only students in the forth, eighth and twelfth grades, while trend NAEP will 
continue to assess age and grade-eligible students. 

 
The trend assessments were last conducted in the 1998-99 school year and will not be 

conducted again for a few years. 
 
In the 1999-2000 school year, the national assessment is beginning a yearly cycle of 

assessments.  The National Assessment Governing Board (NAGB) has published a schedule of 
assessments, both state and national, through the year 2010 (see Exhibit 1-2). 

 
For administrative purposes, national and field test assessments are conducted in different 

schools.  The schools in the sample have been selected for either the field test or national assessment of a 
particular grade.  A few schools have been selected for the assessment of more than one grade. 

 
Responsibility for the assessments in national sample schools belongs to one group of 

assessment supervisors while responsibility for field test assessments belongs to another group of 
supervisors. 

 
In order to reduce the burden on the participating schools, national assessment field staff do 

most of the work associated with the assessment.  Introductory contacts and meetings are held in the fall 
to explain the assessment procedures to school and district representatives and to set a mutually agreed-
upon assessment date.  The assessment supervisor visits the school to select the sample of students a week 
or two before the assessment.  The assessment sessions are conducted by national assessment field staff, 
called exercise administrators, under the direction of the assessment supervisor.  At the completion of the 
assessment in a school, field staff code the booklets and ship the completed materials to National 
Computer Systems, the processing subcontractor. 
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Exhibit 1-2.  NAEP Assessment Schedule 
 
 

YEAR NATIONAL STATE 

2000 
Mathematics 
Science 
Reading (4) 

Mathematics (4, 8) 
Science (4, 8) 

2001 U.S. History 
Geography  

2002 Reading 
Writing 

Reading (4, 8) 
Writing (4, 8) 

2003 
Civics 
Foreign 
Language (12) 

 

2004 Mathematics 
Science 

Mathematics (4, 8) 
Science (4, 8) 

2005 World History 
Economics  

2006 Reading 
Writing 

Reading (4, 8) 
Writing (4, 8) 

2007 Arts  

2008 Mathematics 
Science 

Mathematics (4, 8) 
Science (4, 8) 

2009 U.S. History 
Geography  

2010 Reading 
Writing 

Reading (4, 8) 
Writing (4, 8) 
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1.3 The State Assessment Program 

NAEP reports information for the nation as a whole and for geographic regions of the 
country.  Many people have maintained that more detailed information than is currently available from 
national assessment would assist efforts to improve American education.  Because states have the primary 
responsibility for public education, state-level data is seen as being particularly useful.   

 
In April 1988, Congress responded to these concerns by adding a new dimension, the trial 

state assessment Program, to the NAEP legislation.  Under this new federal project, states could volunteer 
to participate in the program and would assume responsibility for administration of the assessments 
within the state.  The grades and subjects assessed in the state component are a subset of those in the 
national component.  The program began in 1990 with eighth-grade mathematics and expanded to include 
eighth-grade mathematics and fourth-grade reading and mathematics in 1992.  In 1994 because of 
budgetary restraints only reading was assessed at the fourth-grade.  In 1996, eighth grade mathematics 
and science and fourth grade mathematics were assessed.  In 1998, reading and writing were assessed at 
grade 8 and reading only at grade 4.  In 2000, mathematics and science are being assessed at grades 4 and 
8.  After the assessments, states exercise the option to compare the knowledge and skills of their students 
with students in other states and in the nation. 

 
In each state volunteering to participate, the state assessment involves:   
 

 A sample of about 100 public schools per grade.   

 A sample of private schools proportional to the state’s private school enrollment. 

 A sample of about 30 students per subject, per school to yield approximately 2,500 
students assessed in each grade and subject.   

 State or local staff trained in assessment procedures by NAEP.   

 Assessments conducted during February with schools spread evenly throughout this 
four-week period.   

 Assessments conducted by state/local staff with a subsample of the assessment 
sessions monitored by NAEP staff.   

 
The state assessment component affects the field test to the extent that school and district 

personnel are more likely to be familiar with the state assessment.  Since that component requires greater 
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involvement of school staff and resources, it is important that schools realize that, for the field test, 
Westat is responsible for all data collection activities.  

 
 

1.4 Field Test for 2000 

As discussed earlier, assessments in the field test component of the 2000 study will involve 
the subject areas of history and geography at grades 4, 8, and 12.  Both subjects will be assessed in the 
same session.  Some students in the session will have a booklet in history some will have booklets in 
geography.   

 
The 2000 field test for the year 2001 national assessment will be conducted in January and 

February 2000.  In each school, generally two sessions will be held.  The items tested will replace items 
released publicly after previous assessments in these subjects. 

 
The NAEP data collection tool that guides and documents the administration of each 

assessment session is the Administration Schedule.  A separate Administration Schedule is used for each 
assessment session at each grade level.  Essentially, the Administration Schedule is a roster of the 
students selected to attend a particular session and also identifies the specific test booklet assigned to each 
student.  The preparation of the Administration Schedule begins at the time of sampling when the 
students’ names (and other information) are recorded, continues through the assessment when the 
Administration Schedule is used to distribute assessment materials to each student and to record 
“attendance” for the session, and concludes shortly after the assessment ends with a tally of the number of 
students participating in (or missing from) the assessment session.  These procedures are described in 
detail in Chapters 3 through 5 of this manual.  
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2.  PROJECT ACTIVITIES AND THE SUPERVISOR’S ROLE 

Chapter 2 provides an introduction to the schedule of project activities and your 
responsibilities and tasks as a NAEP supervisor.  This chapter also describes your assignment of schools 
and the materials you will use to conduct the assessments.  Finally, sections 2.9 – 2.11 outline the 
shipment of materials from NCS and Westat. 

 

 

2.1 Contacts to Date with Districts and Schools 

During the period from September to December 1999, five supervisors completed a number 
of tasks including securing cooperation and setting assessment schedules.  This group is referred to as the 
scheduling supervisors. 

 
The process of gaining cooperation of the schools selected for the 2000 NAEP assessments 

required a series of letters and contacts starting at the state and district level and concluding with 
individual schools.  The table below summarizes the project activities for the 2000 field test. 

 
1999 

Mid-August 
 

Letter to state test directors from Pascal Forgione, 
Commissioner of National Center of Education 
Statistics, announcing 2000 NAEP program. 
 

September 26-28 Scheduling supervisor training session. 
 

Mid-September Westat sent the following materials to the state 
coordinators and requested district contact or letter of 
endorsement from state: 
 
 Cover Letter; 

 Listings of schools selected for state and national 
field test; 

 Example letter to districts and schools; and 

 Mailing labels for districts. 
 

Late-September Westat or state office sent letter to District 
Superintendents encouraging participation in NAEP.  
Also included were list of district schools selected to 
participate and information materials. 
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1999 (continued) 
September 24- December 31 NAEP scheduling supervisors made the following 

contacts for each school in their region: 
 
 Contacted district Superintendents to review NAEP 

program and gained permission to contact selected 
schools; 

 After district permission was granted, supervisors 
mailed informational materials to school Principals; 

 Supervisor called school Principals after mailing 
was received to review NAEP program, secure 
cooperation, and identify school coordinator; and 

 Supervisor then contacted school coordinator to 
review NAEP program in detail and set assessment 
date. 

 
September 24- December 31 
 

While gaining cooperation from schools, the NAEP 
scheduling supervisors performed the following tasks: 
 
 Established a preliminary schedule of assessments 

for schools in each region; 

 Transmitted school cooperation and schedule 
information to Westat; and 

 Recruited Exercise Administrators (EAs) to assist 
with conducting the assessments. 

 
December 2-5, 1999 Assessment supervisor training. 

 
December 14 Westat will send cooperating schools a “confirmation 

packet” which contained: 
 
 Letter confirming the assessment date; 

 Instructions for preparing student lists; 

 Parental consent letters (if requested); and 

 Recent NAEP publications. 
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2000 
January 3- February 11 Assessment supervisor performs the following tasks: 

 
 Call school coordinator to set a sampling date at 

least one-week prior to assessment date.  At this 
time, review the requirements for selection of intact 
classrooms and student lists.  Answer any questions 
the school coordinator has about the assessment or 
sampling visit; 

 Train your Exercise Administrators (EAs); 

 At the sampling visit, select the intact classrooms, 
list these students on the Administration Schedule, 
and prepare and distribute assessment 
questionnaires; 

 Conduct the assessment sessions, collect the 
questionnaires, and pack and ship all assessment 
materials to NCS; 

 Enter assessment information into the Field 
Management System; and 

 Report regularly to your field manager. 
 

 
 
With approval from state test directors, the scheduling supervisors contacted districts, 

dioceses, and private schools in order to review the requirements of the 2000 field test assessments.  
During these conversations, scheduling supervisors reviewed in detail the school’s role in the assessment 
using the “Summary of NAEP Activities”. 

 
 

2.2 The Summary of NAEP Activities 

The Summary of NAEP Activities (Exhibit 2-1) is a one-page document that briefly defines 
the NAEP program and the school’s responsibilities in the assessment.  It is one of the materials sent to 
schools for review during the gaining cooperation phase.  This document was used in NAEP mailings and 
discussed with the school representatives when securing cooperation.  You should use it when you contact 
the school coordinator to review the steps that must be completed in preparation for the assessment. 

 
The first four paragraphs define the program, the subjects to be assessed in 2000, and the 

students eligible to participate. 
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Exhibit 2-1.  Summary of NAEP Activities 
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The next section describes what is involved for participating schools. Some additional 
information follows: 

 
 The field test assessment period is from January 10 through February 11, 2000.  The 

first week, January 3-10 will be used for sampling unless notified otherwise. 

 Two intact classrooms will be assessed in most schools.  If a school requests, we will 
do a random sample of grade-eligible students.  Typically the assessment will involve 
about 60 students.  If a school has only one classroom at the selected grade level, that 
classroom will be selected and all students in the grade will be assessed. 

 The assessment itself will require approximately 90 minutes to administer including 
the distribution and collection of materials.  Since NAEP generally requires more than 
one class period, arrangements must be made for student dismissal after the 
assessment is completed. 

 Questionnaires are distributed during the sampling visit and are collected on 
assessment day.  This year, there are four questionnaires NAEP will be using as 
appropriate: 

– Grade 4 U.S. History and World Geography Teacher Questionnaire; 

– Grade 8 U.S. History/World Geography Teacher Questionnaire; 

– Grade 4, 8, or 12 School Questionnaire; and 

– SD/LEP Questionnaire. 

 For grade 4, the teacher of the selected class taking the assessment will be the one to 
fill out the U.S. History/World geography Teacher Questionnaire.  At grade 8, the 
school coordinator will identify the social studies grade eight teachers of selected 
students to fill out the U.S. History/World Geography Teacher Questionnaires.  

 The principal or designee will be asked to complete a questionnaire about the school 
characteristics and policies. 

 Knowledgeable school staff will be asked to complete a SD/LEP Questionnaire for 
each sampled student identified as having a disability (SD) or classified as Limited 
English Proficient (LEP). 

 While the NAEP staff is responsible for most assessment activities, a school 
coordinator is needed to assist with in-school arrangements. 

 
During the preliminary contacts with the school, a school coordinator should have been 

designated by the principal to facilitate the NAEP assessments in the schools.  The school coordinator’s 
responsibilities are listed next.  They consist of five tasks.  The school coordinator should already have an 
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accurate overview of what is expected during the assessment period based on information from this 
document and previous telephone contacts with the NAEP scheduler. 

 
 

2.3 Importance of the School Coordinator 

The school coordinator assumes a significant role in the smooth functioning and successful 
completion of the NAEP assessments in each cooperating school.  Therefore, developing a good rapport 
with him or her is vital.  When the school coordinator is actively involved, attendance is higher and the 
assessments proceed more smoothly.  S/he knows the “personality” of the school, the most opportune 
time to schedule the assessments to yield the best attendance, the available locations where the sessions 
may be conducted, and the most productive way to notify students and their teachers of the assessment. 

 
 

2.4 NAEP Assessment Supervisors’ Responsibilities 

Although the school coordinator’s role is integral to your success in conducting the NAEP 
assessment, the ultimate responsibility for a successful assessment rests on your shoulders.  To 
summarize, your primary tasks during the January to February assessment period are as follows: 

 
 To make sure that all arrangements for the assessments are set; 

 To select the intact classrooms to be assessed and to complete the Administration 
Schedule(s); 

 To prepare and distribute all assessment questionnaires to the appropriate school staff; 

 To conduct the assessment sessions, collect the questionnaires, and pack and ship all 
assessment materials to NAEP; 

 To complete a School Worksheet and enter the data in the Field Management System 
for each school in your assignment; and 

 To regularly report the School Worksheet information and general progress to your 
field manager. 

 

These tasks are described in detail in the remaining chapters of this manual. 
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2.5 Your Assignment of Schools 

Each supervisor will be assigned a region of three to five PSUs containing a total of 
approximately 17 to 26 schools.  The assessment period begins on January 10 and must be completed by 
February 11. 

 
Region numbers have been assigned in such a way that they identify the type of assessment 

to be conducted.  These numbers are assigned in the following manner: 
 

REGION TYPE OF ASSESSMENT 

F01-F21 NAEP field test 

N01-N84 National NAEP 

 
 

2.6 School Folder 

At this training session, you will receive a School Folder (Exhibit 2-2), for each participating 
school.  The fronts of the folders have space for you to write information about the assessment.  The 
scheduling supervisor for each region assembled the school folders as they made their scheduling calls.  
The following three sections describe the materials in the school folders that you will need to use for 
sampling students and conducting assessments. 
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Exhibit 2-2.  School Folder 
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2.6.1 The PSU Log 

The PSU log (Exhibit 2-3) is a listing of cooperating and pending schools in your region (as 
of early-December), organized by district.  It includes: 

 
 District Information:  District name, superintendent’s name, address, and phone 

number. 

 School Information:  School name, principal’s name, address, and phone number. 

 NAEP ID Number 

 Selected Students/Subjects/Time Period:  This identifies the grade to be assessed, 
the number and type of session, and the time period for the field test assessments. 

 Disposition Code:  Disposition codes are used to specify the participation status of 
the school.  The log will only list schools that are cooperating (11) or pending (00). 

 Sample Date:  You will enter the sampling date after you and the school coordinator 
agree upon a mutually convenient time, about two weeks prior to the assessment date. 

 Assessment/Makeup Date:  An assessment date will be recorded for all cooperating 
schools.  This date should not be changed by NAEP unless requested by the school.  
Pending schools, of course, will not have an assessment date entered.  If a makeup 
date needs to be scheduled, enter that date in this column. 

 Shipment Date/Tracking Number:  After the assessment is completed, use this 
column to record:  (a) the date you shipped the school’s assessment materials back to 
NCS and (b) the tracking number of the package. 
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Exhibit 2-3.  The PSU Log 
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2.6.2 The School Control Form 

The School Control Form (Exhibit 2-4) was completed by the scheduling supervisor and 
provides additional information about the school including: 

 
 School Coordinator’s Name 

 Actual Grade Enrollment and Number of Classes 

 Year Round School:  Indicates if school is year round and if so, the percent of 
students in the sampled grade who are off track at any one time. 

 Assessment/Sampling Date:  The assessment date is recorded here.  There is also 
space for you to write in the scheduled sampling date. 

 Arrangements for the Assessment:  This may or may not have been filled in by the 
scheduling supervisor.  This area should be used to record the results of any 
discussion concerning specific arrangements for the assessment such as location (i.e., 
cafeteria, library, etc.) 

 Plans for Selecting Intact Classrooms:  This may or may not have been recorded by 
the scheduling supervisor.  This area should be used to record the results of any 
discussion concerning specific arrangements for selecting the classrooms participating 
in the assessment. 

 Student Lists:  This will have a check (√) in the box that indicates how the school 
will provide the listing of students.  There is also space to document any concerns or 
issues around sampling. 

 Comments:  Additional information about the school or assessment. 

 Parent Consent Letters:  If the school coordinator requested parental consent letters, 
the type of letter, quantity, and date required will be indicated here. 

 
Occasionally, a school is selected to participate in more than one grade assessment.  If this is 

the case, there will be two School Control Forms for the same school since there will be a different school 
identification number for each grade level.  Both forms should be completed.  Generally, all assessments 
in a school are conducted the same day, and the school coordinator serves for both grades. 
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Exhibit 2-4.  The School Control Form 
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2.6.3 Other Forms in the School Folder 

Along with the PSU log and School Control Form, will be the following 3 forms that will 
complete the school folder: 

 
 Results of Contact Forms:  These forms, completed by the schedulers, reflect the 

outcome of telephone contact at the district and school levels. 

 NAEP Refusal Forms:  If a district or school initially refused to participate but was 
later converted to cooperating, this form will be included in the folder.  This will alert 
you to any objections or concerns that the school initially expresses. 

 School Appreciation Certificate:  This certificate should be handed to the principal 
or school coordinator at the conclusion of the assessments, as a token of appreciation 
for the school’s participation. 

 
An example of each of the above forms can be found in Appendix A. 
 
 

2.7 Laptop Computer 

The next source of information about all of the schools in your assignment will be the laptop 
computer that will be provided at training.  Information about all of the schools within your region will be 
loaded onto your computer, including the school ID, the name and address of the school, the school 
coordinator, and the session information.  You will keep the computer throughout the field period, 
updating the information about the schools, entering information about the disposition of each scheduled 
assessment and the results of each session.  The use of the computer, including its care and the 
information you will be entering into it, are fully discussed in Chapter 8. 

 
 

2.8 The NAEP School ID 

Each school has been assigned a unique ID number by NAEP.  This number is used on all 
materials to identify the school and is the only unique school identifier. 

 
It will be useful for you to understand the composition of the NAEP School ID to assist in 

identifying the component of the sample for which each school in your assignment has been selected. 
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The NAEP School ID is composed of seven characters: 
 

XXX X XX X 
PSU Grade School ORIG/SUB 

 
 
The PSU number will begin with the region of the country as follows: 
 
6 = Northeast 
7 = Southeast 
8 = Central 
9 = West 
 
The second and third digits are sequential numbers across regions. 
 
The fourth digit indicates the grade for which the school has been selected as follows: 
 
1 = Grade 4 
2 = Grade 8 
3 = Grade 12 
 
The fifth and sixth digits are sequential school numbers (01-99). 
 
The seventh digit indicates the sample type and whether the school is an original or 

substitute selection. 
 
1 = Original 
2 = In-district substitute 
3 = Out of district substitute 
4 = Other school offered by district 
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2.9 Shipment of Materials to Supervisors 

Assessment materials are shipped to supervisors from both NCS and Westat.  NCS will ship 
all booklets and required session materials, while Westat will ship general supplies.  The schedule of 
shipments is as follows: 

 

Supplies From Ship Date 

School Folders Westat Distribute at Training 

Sampling Materials NCS Distribute at Training 

Bulk Supplies Westat December 9, 1999 

Session and Bulk Supplies NCS December 16, 1999 

 
 
 

2.10 Materials from NCS 

2.10.1 Sampling Materials from NCS 

The first things you will receive from National Computer Systems are the materials needed 
for the sampling visit.  These materials will be sent to you immediately after training so that you can 
organize them prior to the start of your sampling visits.  You will receive control documents for all of the 
schools in your region.  These documents are briefly described below. 

 
 

2.10.1.1 The Administration Schedule 

This document is the primary control document used to record information about each 
assessment.  Each session has an Administration Schedule with pre-printed school and session-level 
information.  You will use the Administration Schedule during your sampling visit to pre-assign booklets.  
Exhibit 2-5 shows an example of an Administration Schedule with its pre-printed information.  Specific 
instructions for preparing an Administration Schedule are found in Chapter 4. 
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Exhibit 2-5.  Administration Schedule 
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2.10.1.2 Assessment Questionnaires 

Supervisors will prepare, distribute, and collect all assessment questionnaires.  This year, 
NAEP will be using four types of questionnaires: 

 
 Grade 4 U.S. History/World Geography Teacher Questionnaire; 

 Grade 8 U.S. History/World Geography Teacher Questionnaire; 

 Grade 4, 8, or 12 School Questionnaire; and 

 SD/LEP Questionnaire. 

You will keep track of these documents on the Roster of Questionnaires. 
 
 

2.10.1.3 Roster of Questionnaires 

The purpose of the Roster of Questionnaires is to assist you in keeping track of the school 
staff to whom the questionnaires are distributed.  There are three different versions of the roster, one for 
each grade.  An example of the grade 4 roster is shown in Exhibit 2-6. 

 
This roster also accounts for the distribution of the SD/LEP Questionnaires and the School 

Questionnaire.  There will also be a Supplemental SD/LEP Roster available for schools with a large 
number of students for whom SD/LEP Questionnaires are provided. 

 
Detailed information and specific instructions on preparing the forms and distributing the 

questionnaires is given in Chapter 4. 
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Exhibit 2-6.  Grade 4 Roster of Questionnaires 
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2.10.2 Session Materials/Bulk Supplies from NCS 

The second mailing you will be receiving from NCS will contain materials that are used in 
conducting the assessments.  This will consist of bundles of assessment booklets, ancillary materials for 
math sessions and bulk supplies.  These materials are briefly described below. 

 
 

2.10.2.1 Bundles of Assessment Booklets 

The booklets for each session that you conduct will be packaged in separate boxes.  
Assessment booklets will be shrink-wrapped in bundles of 11 and you will receive three per scheduled 
session.  Packed with each bundle will be a numbered Bundle Slip listing session information and the first 
three digits of the booklet ID numbers contained in that particular bundle.  The letter representing each 
ancillary item required for a booklet will be printed on the Bundle Slips, to help further with your 
preparation.  Each Bundle Slip will have an ID number that matches those preprinted in the upper left 
corner of the Administration Schedule.  For each session, be sure to check that the ID number on the 
Bundle Slip matches the bundle ID numbers on the Administration Schedule (Exhibit 2-7). 

 
In addition, your bulk shipment of supplies from NCS will contain three extra bundles of 11 

booklets each for each session type for each grade.  To account for booklets used from your overage 
supply, you need only to record the 10-digit booklet ID number on the session Administration Schedule 
when a booklet is needed from this extra supply.   

 

Never use bundles for any session other than the ones specified on the Administration 
Schedule. 

 
 

2.10.2.2 Assessment Booklets 

Each booklet contained within a bundle has an alphanumeric code in the upper right corner.  
Numerals identify the booklet number.  Letters that precede the numeral identify the booklet type:  H 
(history) and G (geography).  All geography assessment booklets will require the use of additional 
materials not contained in the booklets themselves.  Letters that follow the numeral identify additional, or 
ancillary, materials to be handed out with the booklets. 
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Exhibit 2-7.  Administration Schedule with Bundle ID Numbers 
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Exhibit 2-8 shows an example grade 4 booklet cover.  Book G401RA is a math booklet for 
which a student must receive a ruler designated by R, and a world atlas designated by the letter A.   

 
To distinguish among grade levels, booklet covers are printed in different colors: 
 

 Grade 4 booklet covers are printed in blue ink;  

 Grade 8 in brown ink; and 

 Grade 12 in charcoal color. 

 
A summary of assessment book numbers by grade level, assessment types, and the materials 

required for each assessment type is shown in Exhibit 2-9. 
 
It is very important that you treat each assessment booklet as a secure item – preferably they 

should not be seen by anyone other than the students who complete them.  For a complete discussion of 
the safeguards that must be taken with the booklets, see Appendix B. 

 
Exhibit 2-10 shows an example of the session packing list that will be included in each box 

of session materials. 
 
Each shipment to a supervisor will contain a master packing list in box 1 of the shipment 

(see Exhibit 2-11).  This document will list in sequential order, by box number, the boxes for each school 
session included in the shipment.  Also, each box will include a separate packing list.  You will need to 
inspect these boxes and identify any missing materials as soon as possible.  If any materials are missing, 
NCS should be notified immediately so that a supplemental shipment can be arranged. 

 
The additional world geography materials are discussed in detail in section 5.6. 
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Exhibit 2-8.  Example Booklet Cover – Grade 4 World Geography 
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Exhibit 2-9.  Summary of Assessment Booklets (for Supervisor Manual) 
 
 

Grade Subject Booklet Numbers Additional materials 

History H501 
H502 
H503 
H504 
H505 
H506 

None  
 
 
 

4 
Geography G401RA 

G402R 
G403AR 
G404RA 
G405R 
G406AR 

A = Atlas 
R = Rulers 

History H501 
H502 
H503 

None  
 
 
 

8 
Geography G401RA 

G402R 
G403AR 

A = Atlas  
R = Rulers 

History H501 
H502 
H503 
H504 

None  
 
 

12 
Geography G401RA 

G402R 
G403AR 

A = Atlas  
R = Rulers 
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Exhibit 2-10.  Session Packing List 
 
 

Grade 4 Field Test I Session Materials Packing List 
Ship To:   Lincoln Elementary  Seq#         2 

   
  Method:     UPS 
  
  Date:         1/9/00 

   
NAEP School #:    101-101-1  Session Type: History/Geography I 

  
Grade:   04  Session #:  H10401   

  
Assessment Date:   01/06/2000 Accom:      YES 

  
Qnty Units Inventory #  Description 

3 Bundle(s) NA02000078 *Gr4 History/Geography Books Type 1 (00001 - 00003) 

20 Each NA00000325 *Rulers “R” 

1 Each UPSARS UPS ARS Return Labels 

   

   

   

   

   

   

   

   

   

   

* ITEMS THAT MUST BE RETURNED 

  NCS USE ONLY: 

    Date Opened: _______________ 

    Emp. ID: _________________ 

    To Be Assessed: _____________ 

    Total Assessed: _____________ 

  



 

2-25 

Exhibit 2-11.  NCS Master Packing List 
 
 

Master Packing List 

Ship To: SUPERVISOR ONE REGION # 1  Page: 1 
    
  Method: UPS 
    
  Date: 1/9/00 

      
School # School Name  Session Session # Seq. # Box # 

       
999-104-0 Marlton City Elementary Hist/Geo Type 1 H10401 00001 

     
999-104-0 Marlton City Elementary Hist/Geo Type 2 H20401 00002 

     
999-201-0 Williams Middle School Hist/Geo  HG0801 00007 

     
999-201-0 Williams Middle School Hist/Geo HG0802 00008 

     
999-309-1 Kennedy High School Hist/Geo HG1201 00009 

     
999-309-1 Kennedy High School Hist/Geo HG1202 00010 
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2.10.3 Bulk Supplies from NCS 

There is a limited number of remaining materials that you will need from NCS.  These items 
will all be packed in bulk, that is, not packed for specific sessions that you are to conduct.  Exhibit 2-12 
shows the NCS Bulk Supply List that will be included in your shipment. 

 
Among the materials included in your bulk supplies from NCS will be No. 2 pencils.  Only 

the pencils provided in your supplies should be used by students to record their responses in the 
assessment booklets.  Each student will receive one NAEP pencil to use during the assessment and to 
keep afterwards as a thank-you gift for participating.  As you distribute the booklets, you will hand each 
student a No. 2 pencil.  You should keep a reserve of extra pencils at the front of the room in case a 
student requires another pencil during the session.  It is your responsibility to make sure that you have 
enough NAEP pencils for each session (i.e., one per student plus extras). 

 
Also included in your bulk supplies from NCS will be the rulers and world atlases. 
 
The bulk supplies from NCS will contain: 
 

 Extra Bundles of Assessment Booklets 

 Extra Rulers 

 World Atlases 

 Timers and batteries 

 Pencils 

 Rubberbands 

 “Do Not Disturb” Signs 

 Sealing Tape 

 Tape Dispenser 

 USPS Express Mail Labels  

 Supplemental Shipping Envelope to NCS 
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Exhibit 2-12.  NCS Bulk Supply List 
 
 

Bulk Supply List 

Ship To: SUPERVISOR 1 REGION # 1  Seq# 1 
   
  Method: UPS 
   
  Date:  1/9/00 

Qty. Units Inventory #  Description 
1 Each NA00000392 *Tape Dispenser 
3 Roll(s) NA00000391 *Sealing Tape Rolls 
5 Each NA00000391 *Digital Timer 
5 Each NA00006325 *Laminated “Do Not Disturb” Sign 

16 Each NA00000018 *AA Batteries 
20 Each NA00000325 *Rulers “R” 
25 Each NA02000063 *World Atlas “A” 
50 Each NA00000336 Supplemental Shipping Envelope 

200 Each NA00000305 Rubberbands 
1440 Each NA00004300 *#2 Pencils 

5 Each NA00006325 *Laminated “Do Not Disturb” Sign 
3 Bndl(s) NA02000078 *Gr4 History/Geography Books Type 1 (000001-000003) 
3 Bndl(s) NA02000079 *Gr4 History/Geography Books Type 2 (000101-000103) 
3 Bndl(s) NA02000080 *Gr8 History/Geography Books (000201 - 000203) 
3 Bndl(s) NA02000081 *Gr12 History/Geography Books (000301-000303) 

10 Each NA00009999 *USPS Express Mail Label 
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Additional supplies can be ordered from NCS as needed.  All e-mail requests for NCS 
should be sent to your field manager.  Please include number of needed items with a complete 
description of the item, the date needed, and the address for delivery.  If you have access to a fax 
machine, complete the NCS Materials Request Form (Exhibit 2-13), fax to NCS at 888-627-8842 
and fax to your field manager as well.  If needed by the next day, phone in with request by calling 
888-627-6237.  Cut-off time for next day delivery is 3:30pm CST. 

 
 

2.11 Materials from Westat 

As stated earlier, school folders containing PSU logs, School Control Form, Results of 
Contact, and Appreciation Certificate for each school in your region, will be given out at training.  The 
following supplies will be shipped to you immediately following training: 

 
 Publications: 

– What is NAEP Brochure 

– Summary of NAEP Activities 

– Information for Principals 

– Demonstration Booklets - 3 types – one per grade 

– The NAEP Guide 

– Recent NAEP Publications 

 Sampling Materials: 

– Table of Random Starting Numbers 

– Sampling Number Worksheet 

– Instructions for Preparing Student Lists 

– NAEP Storage Envelopes 

– Inclusion Criteria 

– Supervisor Checklist 
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Exhibit 2-13.  NCS Materials Request Form 
 

MATERIALS REQUEST FORM 
2000 NAEP Field Test- Grades 4, 8, 12 

 

Fax Number:  1-888-627-8842 *Phone Number:  1-888-NCS-NAEP 

 (627-6237) 

 
Date:    Date Needed:    

Supervisor Name:    Region #:    

Ship To Address:    
                 STREET ADDRESS (Do not use a P.O. Box)            CITY, STATE, ZIP CODE 

Phone Number: (         ) _________ - _________________________ 
 
 
MATERIALS: 
Quantity Units Description Quantity Units Description 
 Bndl of 11 Grade 4 History/Geo I Test Books   Each Rulers 
 Bndl of 11 Grade 4 History/Geo II Test Books  Each World Atlas 
 Bndl of 11 Grade 8 History/Geo Test Books  Each Timer 
 Bndl of 11 Grade 12 History/Geo Test Books  Each AA Batteries 
 Each Grade 4 School Questionnaire - FT  Each Supplemental Shipping Envelope 
 Each Grade 8 School Questionnaire - FT  Each USPS Express Mail Return Labels 
 Each Grade 12 School Questionnaire - Ft  Roll Sealing Tape 
 Each Grade 4 History/Geography TQ - FT  Each Tape Dispenser 
 Each Grade 8 History/Geography TQ - FT  Each Rubber bands 
 Each Grade 12 History/Geography TQ - FT    
 Each SD/LEP Questionnaire - FT    
 Each Grade 4 Roster of Questionnaires - FT    
 Each Grade 8 Roster of Questionnaires - FT    
 Each Grade 12 Roster of Questionnaires - FT    
 Each SD/LEP Supplemental Roster - FT    
 Each Administration Schedule  FT- Blank    
      
 
 
Miscellaneous: 
 
  
 
  
 
  
 
 
TO BE COMPLETED BY NCS: Order Entered by: __________________________________  
    Shipment Sent: ___________________________________ 
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– Special Situation Form 

– School Worksheet 

– Teacher Notification Letters 

– Post-It Notes 

– Student Appreciation Certificates 

– Press Release 

– Parent Letter #1 

– Parent Letter #2 

 Assessment Materials: 

– Session Scripts 

– “Destroy by” Postcard 

– Session Debriefing Forms 

– School Debriefing Forms 

 EA Materials: 

– EA Manual 

– Personnel Packets 

– Pay Rates 

– EA Identification Badge 

– EA Assessment Information Forms 

– Post Assessment EA Training Exercises 

– Classroom Management Video 

– EA Video 

 Materials 

– Supervisor T&Es and Envelopes 

– Trip Expense Report 

– Blank School Folders 
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– FedEx Supplies 

– NAEP Envelopes 

– Pencil Sharpener 

– Stapler 

 
The bulk materials from Westat will contain a bulk supply packing list in Box 1 of the 

shipment (See Exhibit 2-14).  There will be space on the packing list for you to mark each item as you 
inventory it.  Please inspect each box carefully.  If you are missing materials, e-mail your field manager 
with request. 

 

Additional supplies can be ordered from Westat as needed.  All requests should be E-
mailed to your field manager.  Please include number of needed items, the date needed, and the 
address for delivery.  Cut-off time for next day delivery is 4:00 EST. 

 
In Emergencies Only, you may call the NAEP line at Westat (1-800-283-6237) for 

supply requests. 
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Exhibit 2-14.  Westat Bulk Supply Packing List 
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3.  EXERCISE ADMINISTRATORS 

3.1 Exercise Administrators Recruited for Your Region 

You will supervise an exercise administrator (EA) in each of the PSUs in your region.  The 
responsibilities of EAs include: 

 
 Assisting with pre-assessment activities such as student sample selection and 

preparing Administration Schedules and assessment booklets; 

 Conducting assessment sessions using prepared scripts; and 

 Completing the various post-assessment activities such as accounting for all the 
materials used in the session, recording the results of the session on the 
Administration Schedule, and booklet cover coding. 

 
Information about EAs recruited in each PSU will be included in a folder which will be 

handed out at training.  The scheduling supervisors who began work in September were assigned the task 
of recruiting a sufficient number of EAs for each PSU, without formally hiring any for areas in which 
they will not be working.  Although the supervisors were asked to provide you with an adequate number 
of EA candidates who are available during the field period, we wanted to leave the final hiring decisions 
to the supervisors who will have to work with that staff. 

 
Therefore, it will be your responsibility to meet with the EAs who have been recruited, make 

final decisions on their hiring, and complete the administrative procedures required for their hiring.  It 
will then be your responsibility to train the EAs.  To prepare you for this, we will review the EA training 
procedures at the training session.  To ensure that all EAs are uniformly and thoroughly trained for the 
position, we have developed a training script.  The script discusses each of the steps in conducting the 
assessments and introduces each of the materials that the EAs will use.  The script will be reviewed at the 
supervisor training session and then you will use it for your training.  In addition, copies of a training 
exercise will be provided so that your EAs can get experience in completing some of the major tasks that 
they are expected to perform – tallying the results of the assessment and coding the demographic 
information that is copied from the Administration Schedules to the booklet covers. 

 
EA candidates should be provided with a copy of the EA Manual and told to read it before 

they are trained.  Thus, the material in the script will serve as a review rather than an introduction to the 
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material.  You will also be provided with a video that presents information on classroom management as 
well as one that prepares EAs for the administration of the assessment. 

 
There are two tasks you should have EAs do as part of their training.  The first and most 

important is to have EAs read the script aloud to be sure they are able to read comfortably and without 
faltering. 

 
The second is to administer the post-assessment exercise (that you completed at training) in 

which EAs complete the Administration Schedule and code the front covers of completed booklets.  If 
EAs are not able to perform one or the other of these tasks to your satisfaction, consider a review of the 
relevant portion of training, or using an EA primarily for the task(s) in which s/he is most adept.  
Although this may not always be possible depending on your scheduling, at least it will provide you with 
preliminary observations as to your EAs’ strengths and weaknesses. 

 
 

3.1.1 Supervision of EAs 

You will be responsible for the quality of work performed by your EAs.  If possible, you 
should have your EAs assist you in conducting an assessment session prior to conducting one on their 
own.  Observe the first few assessment sessions conducted by each EA.  After each session you observe, 
you and your EA should review the EA’s performance.  At this time, you should decide whether any 
retraining is necessary.  You should also review, on a regular basis, the coding of completed booklets as 
well as the completion of the session Administration Schedule so that omissions or errors may be called 
to the EA’s attention and corrected. 

 
You are responsible for assessment activities in the school and represent NAEP to the 

school.  Should any special situations occur, it is important that you be there.  In addition, this allows for 
ongoing observation and quality control of each EA’s work. 

 
 

3.1.2 Using EAs Effectively 

In each PSU, a lead EA should be identified.  The lead EA should accompany you on 
sampling visits to large schools.  This will provide an opportunity for the school to become familiar with 
a person other than yourself.  The presence of an additional trained person will further reassure the school 
of our efficiency, expedite the sampling process, and reduce the amount of time spent in the school.  This 
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is especially helpful should you need to conduct a makeup session in the school on a day when you have 
activities scheduled at another school.  (In this instance, you should assign your lead EA to conduct the 
makeup while you supervise originally scheduled sessions at another school.) 

 
 

3.1.2.1 Planning the EA’s Schedule 

The number of EAs hired for a given area varies depending on the assessment workload and 
schedule.  EA assignments should accommodate the scheduling in each PSU in your area.  Remember 
that in addition to conducting the sessions, EAs should be available to assist you with sampling activities, 
including preparing NAEP Student Appreciation Certificates, Assessment Notification Letters for 
Teachers, and questionnaires for distribution.  Review your assessment of schools and the number of 
sessions in each school.  Generally, you should hire two EAs, one should go with you to schools, the 
other is a backup if the first one is unable to attend a session. 

 
Prior to determining EA schedules, you should thoroughly review the sampling and 

assessment schedule in your assignment and estimate the amount of time necessary to complete each 
PSU.  Then, formulate an EA schedule based on the particular week’s schedule for sampling visits and 
assessments in the PSU.  Keep in mind that EAs will travel locally, are reimbursed for local travel only 
using their own cars, and are paid only for hours worked, including travel time, up to eight hours a day. 

 
So that EAs will be available when you need them, you should give each of your EAs a 

schedule during the third week in January.  Review these schedules with your field manager to be sure 
you have sufficiently staffed the assessments in a school. 

 
 

3.1.2.2 Importance of Communication Between You and Your EAs 

It is important that you clearly communicate instructions to your EAs and then observe that 
instructions are being followed.  Since you are ultimately responsible for the caliber of work in your 
assignment, you must correct inaccurately performed procedures immediately to ensure that the highest 
quality of work is being performed by your EAs. 

 
Make sure that EAs understand their scheduled assignments and that you expect them to 

arrive at the school on assessment day no later than one hour before the first session is scheduled to begin.  
You must provide clear instructions on where and at what time you will meet at the school, how you will 
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notify them in case of a school closing due to inclement weather, what session you expect them to 
conduct in the school, and specific directions to the school.  An EA Assessment Information Form has 
been developed for this purpose (Exhibit 3-1).  You will complete one form for each EA assigned to 
conduct a session in a school.  On the form you will record: 

 
 The school name and NAEP ID; 

 School address and phone number; 

 The assessment date and time; 

 The session type assigned to the EA; 

 The room where the session will be held; 

 The school coordinator’s name; 

 Directions to the school and where to park once they arrive at the school; 

 School policy for dismissing students from the session; and 

 Any other pertinent information, such as how to handle persistently disruptive 
students, students who become ill during the assessment, and students who arrive after 
the session has begun. 

 

3.2 Hiring EAs 

Although the EAs were recruited in the fall, they were not formally hired.  It will be your 
responsibility to hire the EAs and complete the paperwork.  Since EAs will be employees of Westat, they 
must complete employment forms, which will be part of your supervisor supplies.  The forms that are 
required will vary depending on whether or not the candidate has worked for Westat in the past. 

 
 

3.2.1 New Westat Employees 

All new employees must complete the following forms: 
 

 Westat Application Form (Supervisor fills in section 13 – “For Field Recruiter’s 
Use:”) – (Exhibit 3-2) 

 Westat Fieldworker Agreement Form (“Provisions for Employment as Exercise 
Administrator”; give EA two copies – one to be signed and kept, the other signed and 
all pages returned.) 
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Exhibit 3-1.  EA Assessment Information Form 
 
 
Supervisor:    EA:    

Phone Number:    Region:    
 
 

NAEP EA’S ASSESSMENT INFORMATION 

SCHOOL:    ID #:    
 
ADDRESS:    
 
  
 
PHONE #:    
 
SCHOOL COORDINATOR:    
 
ASSESSMENT DATE:    TIME:    
 
SESSION TYPE:    ROOM:    
 
 
DIRECTIONS TO SCHOOL:    
 
  
 
  
 
  
 
  
 
 
PARKING:    
 
  
 
  
 
  
 
 
OTHER INFORMATION (when and where to meet supervisor, arrival time, etc.):    
 
  
 
  
 
  
 
 

***REMEMBER – ARRIVE ONE HOUR BEFORE ASSESSMENT TIME*** 
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Exhibit 3-2.  Westat Application Form (Page 1 of 4) 
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Exhibit 3-2.  Westat Application Form (Page 2 of 4) 
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Exhibit 3-2.  Westat Application Form (Page 3 of 4) 
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Exhibit 3-2.  Westat Application Form (Page 4 of 4) 
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 Westat Field Employee Personnel Form (Three-part NCR form; EA completes top 
half; verify that all three copies are legible, print your name in Section B as 
supervisor, and return all three copies intact so that the office can complete the bottom 
half of form.)-(Exhibit 3-3) 

 Federal Income Tax Form W-4 (Completed, filled out and signed.) 

 State Income Tax Form (Either the state’s own form or a generic form supplied by 
Westat; if state does not have income tax, a generic state form must still be completed 
stating that.) 

 Employment Eligibility Verification, Form I-9 (Exhibit 3-4).  (Supervisor must 
complete Section 2, record document information and sign form; submit photocopies 
of documents – one from Col. A or one from each Col. B and Col. C; please read back 
of form carefully, especially instructions for completing Section 2.) 

 FBI Background Check Information.  The fingerprint card must be filled out as 
indicated on the accompanying directions.  Every EA must submit their fingerprints 
which will be forwarded by Westat to the FBI for a background check unless they 
eave already submitted their fingerprints to Westat on  previous study. 

 
 

3.2.2 Former Westat Employees 

All former Westat employees must complete the following forms that are required for every 
project: 

 
 Westat Fieldworker Agreement Form (see above) 

 Westat Field Employee Personnel Form (see above) 

 
NOTE:  If a former employee has not worked for Westat within the past six months, he/she 

must also complete a new Federal Income Tax Form (W-4) and State Income Tax Form. 
 
Please send forms in as a complete packet for an EA, preferably before sending in the EA’s 

first time sheet.  EAs cannot be paid if the appropriate employment documents are not submitted or are 
incompletely filled out.  You, as the supervisor, are responsible for reviewing all employment 
documents to be sure they are complete and signed before sending them to Westat.  Incomplete 
documents will be returned to you, possibly delaying payment to EAs. 
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Exhibit 3-3.  Westat Field Employee Personnel Form 
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Exhibit 3-4.  Employment Eligibility Verification, Form I-9 (Page 1 of 3) 
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Exhibit 3-4.  Employment Eligibility Verification, Form I-9 (Page 2 of 3) 
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Exhibit 3-4.  Employment Eligibility Verification, Form I-9 (Page 3 of 3) 
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At training, you will provide your EAs with a supply of Interviewer Time and Expense 
Reports (T&Es).  You are responsible for ensuring that they understand the instructions in their EA 
Manual for filling them out.  The EA Manual indicates that each EA is to submit a T&E to you after 
completing it each Wednesday.  You are then responsible for reviewing the completed T&Es and 
approving them by signing in the Payroll Authorization box in the lower right-hand corner.  (A checklist 
for what to look for in reviewing your EA’s T&Es will be discussed in the chapter on Administrative 
Procedures in this manual.) 
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4.  PRE-ASSESSMENT ACTIVITIES 

This chapter describes the various tasks you will complete during your sampling or pre-
assessment visit.  Specifically, this chapter gives you:  step-by-step instructions for selecting the intact 
classroom or random sample of students, preparing the Administration Schedule, preparing and 
distributing teacher, SD/LEP and School Questionnaires, and the criteria NAEP uses for providing 
accommodations in the assessment. 

 
After training, but before the assessment date, the following tasks must be accomplished for 

each school in your assignment.  A reasonable schedule would be to contact schools that are scheduled 
during the first two weeks in January when you leave training.  The rest of your schools should be 
contacted in early-January. 

 
 

4.1 Calling the School Coordinator 

After the training session, you will begin contacting the school coordinator in each of the 
schools in your assignment.  The purpose of this call is to: 

 
 Introduce yourself to the school coordinator as the NAEP assessment supervisor; 

 Confirm the assessment date set by the scheduling supervisor; 

 Schedule a sampling visit date and review the activities that will take place during the 
sampling visit; 

 Answer any questions the coordinator may have about the assessment, selecting intact 
classes, or preparing the list of students; and 

 Obtain directions to the school. 

 
Begin to make these calls in order by assessment date so that you are calling the schools with 

the earliest assessment dates first.  You should attempt to make as many of these calls during the week of 
January 3, 2000 as possible.  In a few instances, assessments were scheduled during the week of 
January 3, 2000 when no other date could be negotiated.  These calls should be made immediately after 
training from home. 
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Unless the school requested a specific date, your School Control Form will not indicate a 
sample date or only will reflect the suggested week for the sampling visit.  It is important to allow at 
least a week, whenever possible, between the completion of the sampling and the beginning of the 
assessment.  Schools often need a few days to notify teachers and students (and sometimes, parents) about 
the assessment, and to allow for distribution and completion of questionnaires and parent letters.  All 
questionnaires should be completed by assessment day and shipped back to NCS with the other 
assessment materials so that they can be processed on the tight field test schedule. 

 
Be sure to carefully review the notes recorded on the Results of Contact Form and on the 

School Control Form for information about the school’s preferences for sampling dates, scheduling and 
location of assessment sessions, etc. and any other special requests and concerns.   

 
It is important to review the activities that will take place during the visit, the amount of time 

you expect to be at the school, and how the school should prepare for the visit.  Make sure that the 
coordinator understands how many sessions are scheduled, the session types, how the sample will be 
drawn (i.e., that the school will select two intact classes), how many students we hope to assess in the 
school, and the space requirements.   

 
Review the requirements for the class enrollment lists that you will need and answer any 

questions that the coordinator may have regarding the assessment or sampling.  Most questions at this 
stage will probably concern the school’s role in preparing the one or two class enrollment lists. 

 
You may find it helpful to refer to the instruction sheet for preparing the list of students from 

the selected classrooms which was mailed to each school in mid-December along with their confirmation 
letter.  See Exhibit 4-1. 

 
 

4.2 Preparing to Visit the School 

Sampling activities begin on January 3, 2000 and continue throughout the field period.  
Approximately one week before each scheduled assessment, you will visit the school to review the 
sample of students, prepare an Administration Schedule for each session to be conducted, and prepare and 
distribute teacher questionnaires and the School Questionnaire. 
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Exhibit 4-1.  Instructions for Preparing Student Lists 
 
 
A. Instructions for Preparing a List of Students from the Classroom(s) Selected: 

1. Using the format below, please prepare a list of ALL students enrolled in the selected classroom(s) using the most current enrollment records 
available. 

2. Include on the list students who typically may be excluded from other testing programs (such as some students with disabilities or limited English 
proficiency). 

3. Provide the name and birth date for each student listed.  Additional information will be needed at the time of the assessment.  If you prefer, you 
may provide this additional information when you prepare the student list(s). 

4. The list may be computer-generated or prepared manually.  The bottom of this form shows a sample format you should use to prepare the list(s). 

5. When the NAEP Supervisor visits s/he will ask the school to use NAEP criteria to identify students who should not be included in the assessment 
or may require accommodations. 

6. Please keep the list of students at the school until the NAEP Supervisor arrives for the sampling visit. 

B. Additional Information Required for Students in Selected Classroom(s) 

1. This additional information will be required for each student in the selected classroom(s): 

 Homeroom or other locator 

 Sex 

 Race/ethnicity, using these codes: 
 

1 =   White, not Hispanic:  A person having origins in any of the original peoples of Europe [except Spain], North Africa, 
 or the Middle East. 

2 =  Black, not Hispanic:  A person having origins in any of the Black peoples of Africa. 

3 =  Hispanic:  A person of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish [but not  Portuguese] 
culture of origin, regardless of race. 

4 =   Asian or Pacific Islander:  A person having origins in any of the original peoples of the Far East, Southeast Asia,  the Indian 
Subcontinent, or the original peoples of the Pacific Islands.  These areas include, for example, China,  Japan, India, Korea, the 
Philippine Islands, Samoa, and Hawaii. 

5 =  American Indian or Alaskan Native:  A person having origins in any of the original peoples of North America and 
 who maintains cultural identification through tribal affiliation or community recognition. 

6 =  Other:  A person who identifies with more than one of the first five categories or has a background other than the  ones listed. 

 If SD - Student with a disability (SD) or having an Individualized Education Plan (IEP) or equivalent classification (such as 504) for 
reasons other than being gifted and talented. 

 If LEP - classified by the school as limited English proficient. 

C. Format to Use When Preparing Student List(s) 

 
Student’s Name 

First Initial Last 

Birth Date 

Month/Year 

Home 

Room/ 

Locator 

 

 

Sex 

 

Race/ 

Eth. 

(X) 

IF 

SD 

(X) 

IF 

LEP 
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The following points were considered when supervisors developed the sampling schedules 
during the fall: 

 
 Since many supervisors prefer to set their own sampling schedule, firm appointments 

were made only when a school requested one.  In other cases, school coordinators 
were told that the supervisor would set the appointment during the initial phone call 
during the week of January 3-10.  School coordinators were informed that sampling 
would occur about one week before the assessment date.  Your School Control Form 
will detail the arrangements made. 

 PSUs tend to be geographically separate.  To minimize travel time and expense, all 
sampling and assessing activities should be completed in a PSU before moving on to 
another. 

 A few days for sampling in each PSU were built into the schedule but it will be 
necessary to continue sampling after assessments begin.  You should have no trouble 
sampling a nearby school after a morning assessment. 

 Leaving a full week between sampling and assessing is not as critical during the field 
test.  Schools can notify students, parents, and teachers of the assessment as soon as 
they determine which intact classes will participate.  Any requested parent notification 
letters were mailed to the school in the mid-December confirmation packet. 

 Time allocation for sampling visits to field test schools should be less than for regular 
assessment years and approximately the same for all schools regardless of size or 
selected grade because of the factors listed below: 

– Most schools have volunteered two intact classes thus negating the paperwork of 
random sampling. 

– Teacher/period linkage to students listed on the Administration Schedule will not 
be the basis for assignment of teacher questionnaires. 

– In most instances student notification will be by verbal announcement or 
distribution of parent informational letters by the teacher of the selected 
classroom. 

– Title 1 and School Lunch Program status will not be collected. 

– Use of intact classes may result in reduced need for separate accommodations’ 
sessions. 

– It is anticipated that preassessment activities in two or three schools can be 
completed in one day if they are in close geographical proximity. 

 
Before the sampling visit, make sure that you have enough of the documents and forms you 

will need for that school.  For example, check to be sure that you have the correct Administration 
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Schedule(s) for that school, a School Questionnaire for the grade(s) being assessed, sufficient quantities 
of SD/LEP Student Questionnaires, teacher questionnaires, NAEP Student Appreciation Certificates, 
copies of the SD/LEP criteria, and Assessment Notification Letters for Teachers.  Include also two copies 
of the Information for Principals brochure and two copies of the appropriate grade level Demonstration 
Booklets – one for the principal and one for the school coordinator. 

 
Phone the school coordinator a day or two before the preassessment visit to confirm the 

arrangements and to ensure that the class enrollment lists will be ready upon your arrival. 
 
 

4.3 Arriving at the School 

At training, you will be provided with a NAEP Identification Badge.  Any time you (or 
your EAs) are in a school, you must be sure to wear this badge.  In some schools security has been 
significantly increased both upon entry and once in the school.  Many states now have laws requiring 
anyone who works in the schools to have background checks.  For the field test, all supervisors and EAs 
will need to complete a background check.  When the background check is completed, you will receive a 
letter that should be kept with you at all times. 

 
Whenever possible plan for your assistant to arrive at the school at the same time as you.  

Meet in the parking lot and enter the school together.  Always check in at the main office.  Many schools 
require that you sign in and out.  Be prepared to ask for the school coordinator by name. 

 
 

4.4 Reviewing Assessment Plans with the School Coordinator 

Your first task upon arrival is to briefly review the assessment activities with the school 
coordinator.   

 
Give the school coordinator two copies of the Information for Principals brochure and two 

copies of the Demonstration Booklet.  Explain that the one set should be passed on to the principal for use 
in addressing questions about NAEP, the background questions, uses for NAEP data, and other concerns 
parents and staff might raise.  The Demonstration Booklet may be shown to parents and teachers who 
want more information about the types of questions NAEP asks.  Explain that all background questions 
are printed in the Demonstration Booklet.  Any portion(s) of the Demonstration Booklet may be 
photocopied.  Providing copies of these resource materials and explaining their use early in your visit 
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should minimize the number of questions you receive and reassure the coordinator that s/he and the 
principal can address any concerns that arise. 

 
Try to actively involve the school coordinator in the assessments as much as he or she is 

willing to be involved.  Suggest that we would like him or her to be present at least at the beginning of the 
assessment if not periodically throughout.  Obviously, this may not be possible if multiple sessions are 
conducted simultaneously.  However, the presence of either the coordinator or other high-level school 
official will not only facilitate optimum attendance, but will also demonstrate to students the school 
administration’s commitment to NAEP.  The presence of a school official is also extremely beneficial 
from the perspective of classroom control. 

 
Consult with the school coordinator about making appropriate space available for the 

assessments.  A typical session will require desks for up to 30 students and a desk or small table for you 
or your EA.  It is important to keep in mind that high traffic locations such as cafeterias, libraries, and 
hallways may not be conducive to optimum testing conditions (although such space is often used for 
NAEP assessments). 

 
Emphasize to the coordinator the importance of ensuring that each selected student attends 

the session type for which s/he was sampled.  Also, discuss the necessity of conducting makeup 

sessions whenever fewer than 90 percent of the students attend! 
 
A Supervisor Checklist (Exhibit 4-2) has been developed to remind you of additional issues 

that need to be discussed with the school coordinator during your sampling visit.  You will have copies of 
this checklist in your supplies.  Filling out this form is optional.  Doing so, however, will structure your 
initial meeting with the coordinator and give you the information you and your EAs will need to work as 
independently and efficiently as possible. 

 
 

4.5 Sampling Intact Classrooms 

In general, you will work with the school coordinator to select intact classes of grade-eligible 
students.  In rare exceptions to this rule, a school may have requested that a random sample be selected. 
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Exhibit 4-2.  Supervisor Checklist (Page 1 of 2) 
 
 

2000 NAEP FIELD TEST 
SUPERVISOR CHECKLIST – PLANNING FOR THE ASSESSMENT 

School Name:   NAEP School ID:  
     
School Coordinator:   Assessment Date:  
 
Assessment Locations: 
 
 
Session #:   Location:   Time:  
        
Session #:   Location:   Time:  
        
Session #:   Location:   Time:  
        
Which intact classrooms are selected?    
 
Number of minutes in class periods?    
 
Who will identify the students who should be excluded or accommodated?    
 
   
 
Who will complete the School Questionnaire?    
  
If grade 8, who will receive History/Geography Teacher Questionnaire?  
 (Social studies teacher[s] of selected students.) 
 
     
  (Name)   (Name) 

 
     
  (Name)   (Name) 

 
How to notify students of assessment and number of copies needed? 
 
 Student Appreciation Certificates:    
 
 Teacher Notification Letters (Give Copies):    
 
 Parental information necessary:    
 
Okay to photocopy Administration Schedules in school?   
(Will reimburse for copies made and will leave master copy with school coordinator)    
 
Where will the NAEP school envelope be stored between sampling visit and day of assessment?   
 
  
 
Is it possible to have teacher in room to introduce NAEP?  (Sets tone)    
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Exhibit 4-2.  Supervisor Checklist (Page 2 of 2) 
 
 
How to handle: 
 
 Latecomers?    
 
 Persistently disruptive students?    
 
 Students who may become ill during assessment?    
 
 Dismissal of students after assessment:    
 
Do classrooms have emergency call button?    
 
Pre/post-assessment location for NAEP staff to work?    
 
   
 
How to obtain information about school cancellation?    
 
Where should NAEP staff park?    
 
What school entrance to use on assessment day?    
 
NOTES:    
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Our reasons for selecting intact classrooms are to make the sampling process as easy for the 
schools as possible.  However, it is important that the students assessed represent a cross-section of the 
student body.  The requirements for all session types are: 

 
 A class of 25-30 grade-eligible students should be selected for each assessment 

session; and 

 Students should not be grouped by ability in the subject area being assessed. 

 
Although specific classes to be selected for the field test were not always identified during 

the preliminary contact, NAEP’s sampling requirements and the school’s structure were discussed.  If a 
school was not able to meet our requirements or if the school preferred an alternative method of sampling, 
this was recorded on the School Control Form (SCF).  Please review the sampling information on the 
SCF and discuss any questions you have with your field manager before you leave the training session. 

 
Guidelines for class selection are as follows: 
 

 You and the school coordinator can mutually agree upon a class that fits the two 
criteria listed above.  This selection process is not intended to be scientific.  For 
example, you may simply choose an eligible class that starts at the time the school 
coordinator would like to begin the assessment. 

 If class sizes are generally fewer than 30 students, check the size of homeroom 
classes.  They are usually larger than other classes and rarely grouped by ability of the 
student.  If you are unable to find a class of at least 25, the school coordinator may 
simply “pull” a few students from another class. 

 Students may be grouped by ability in a class as long as it is not the assessment 
subject.  For example, an honors English class is acceptable for the history and 
geography assessment. 

 If you are unable to find classes with enough students and/or that are not grouped by 
ability in the subject areas to be assessed, you and the school coordinator may decide 
that selecting a random sample of students from a list of all grade-eligible students is 
the most convenient option for the school.  If this is the case, use a Random Number 
Table to draw a sample of students following the rules outlined in the following 
section. 
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If the school coordinator offers an option you are unsure about, call your field manager.  In 
some cases, the only alternative may be to use intact classrooms grouped by ability level.  You will record 
this information on the Special Situation Form and report it to your Westat field manager.  (See Section 
4.13 for an exhibit of the Special Situation Form) 

 
Since this is a field test and intact classes will be sampled, we will assess all students in 

these selected classes regardless of their age or grade.  We will also assess students added by the school 
after the Administration Schedule has been prepared. 

 
Should one of your schools request that a random sample of students be drawn, instructions 

are given in the following section. 
 
 

4.5.1 How to Select a Systematic Random Sample of Students 

To select a random sample of students, you will need the list of grade-eligible students 
provided by the school, the Table of Random Starting Numbers (Exhibit 4-3), a Sampling Number 
Worksheet, and a calculator. 

 
Before using the Table of Random Starting Numbers to select the sample of students, you 

will need to review the list of grade-eligible students.  Verify with the school coordinator that the list is 
current, that is, withdrawn students have been crossed off and newly enrolled students added.  If 
necessary, clarify confusing markings and partially erased or crossed-off names.  We have asked that the 
schools provide full student names and the month and year of birth for each student.  Additionally, some 
lists may contain sex, race/ethnicity, and student locating information. 

 
The birth month/year was requested at this stage to distinguish individuals with the same 

name.  If this birth month/year has not been provided and an individual is sampled who has the same 
name as someone else on the list, you will need to record some distinguishing characteristic of the 
sampled student to identify him/her for the school.  This occurrence should be extremely rare. 

 
Next, in the left margin, number the students sequentially from “1” to the total number of 

students on the list (Exhibit 4-4).  It is extremely important that you number the lines correctly.  Although 
this is a simple task, we have found on other surveys that this can be a primary source of errors in 
carrying out sampling. 
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Exhibit 4-3.  Table of Random Starting Numbers (Page 1 of 2) 
 
 

TABLE OF RANDOM STARTING NUMBERS 
              

Sampling             
Interval Random Starting Numbers 

              
1 - 1 1 1 1 1 1 1 1 1 1 1 1
2 - 2 2 1 2 1 1 1 2 1 1 2 1
3 - 2 2 1 1 3 1 3 3 2 1 3 2
4 - 2 4 1 2 3 3 4 2 3 3 3 2
5 - 5 5 1 5 1 5 4 2 4 4 1 3
6 - 2 6 6 4 5 1 3 2 3 6 2 5
7 - 6 3 4 2 5 5 3 3 6 4 6 4
8 - 6 6 1 8 5 3 4 1 6 1 6 8
9 - 5 1 9 4 6 4 7 3 1 8 5 5

10 - 10 9 2 5 2 3 9 8 2 5 7 10
11 - 1 2 8 7 2 5 7 7 4 11 5 4
12 - 4 10 11 4 11 11 2 6 2 8 12 7
13 - 11 4 6 8 8 5 10 12 12 2 3 2
14 - 8 7 8 7 14 5 3 9 1 7 11 11
15 - 10 13 6 15 9 11 11 10 5 11 4 6
16 - 16 8 4 13 8 3 2 16 14 12 16 13
17 - 4 11 3 3 7 9 2 13 17 5 10 17
18 - 17 6 11 6 10 5 10 12 6 17 10 15
19 - 6 2 3 15 6 5 2 6 15 1 2 4
20 - 20 14 1 14 8 5 13 14 17 9 10 6
21 - 7 14 4 6 19 9 14 15 1 10 11 11
22 - 22 2 10 20 13 14 22 7 10 16 9 8
23 - 11 18 4 19 23 1 17 15 12 7 14 10
24 - 21 13 5 8 7 17 2 9 4 24 6 20
25 - 14 5 14 7 15 5 12 21 24 15 6 5
26 - 4 21 10 22 2 10 21 16 13 20 5 23
27 - 22 26 5 26 4 17 7 16 17 12 4 8
28 - 6 11 5 14 16 12 13 4 5 7 26 16
29 - 3 29 10 20 5 9 10 28 12 8 22 7
30 - 9 11 22 4 29 24 15 25 5 12 29 2
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Exhibit 4-3.  Table of Random Starting Numbers (Page 2 of 2) 
 
 

              
31 - 6 18 4 5 28 24 15 26 19 1 8 23 
32 - 9 5 28 12 29 15 9 11 32 17 20 19 
33 - 19 19 1 21 13 6 28 17 22 12 31 4 
34 - 12 15 23 33 26 6 9 7 10 7 22 11 
35 - 8 7 30 29 27 4 12 16 25 29 25 30 
36 - 34 19 15 7 35 28 10 7 17 9 28 24 
37 - 29 34 22 32 27 4 35 10 13 33 2 18 
38 - 6 37 34 22 22 19 1 32 31 37 31 27 
39 - 2 27 1 34 15 38 21 33 37 22 2 30 
40 - 8 14 30 40 12 33 4 20 30 33 34 1 
41 - 20 12 2 15 7 38 32 2 2 32 27 39 
42 - 9 9 14 34 25 11 39 13 16 8 23 26 
43 - 9 4 31 14 11 7 14 12 36 31 18 19 
44 - 8 24 23 20 2 24 9 25 8 15 3 7 
45 - 5 41 10 7 42 33 16 25 11 24 10 32 
46 - 17 12 2 2 1 7 16 20 6 40 43 22 
47 - 13 12 12 5 25 26 9 35 46 13 17 14 
48 - 33 43 39 26 29 44 23 35 44 11 11 19 
49 - 27 36 30 47 14 35 18 2 47 1 48 16 
50 - 30 45 38 41 34 46 21 4 24 22 4 30 
51 - 30 35 48 40 37 1 36 36 49 21 25 1 
52 - 2 36 41 16 23 40 3 15 40 11 20 47 
53 - 45 11 53 7 10 45 48 5 29 12 32 32 
54 - 41 20 47 35 49 53 49 49 45 14 39 44 
55 - 6 14 43 18 29 6 11 46 6 19 13 20 
56 - 46 28 34 39 50 36 56 9 55 47 36 13 
57 - 2 3 17 11 10 38 15 22 22 55 1 8 
58 - 21 5 54 44 10 18 53 3 23 32 1 21 
59 - 7 52 16 49 26 45 31 43 6 59 40 47 
60 - 37 59 2 8 49 19 8 41 51 24 52 8 
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Exhibit 4-4.  Numbering the Student List 
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Before you begin sampling, you will need to recheck the numbering of students.  If a 
mistake is discovered and the list is small, it can be renumbered.  On larger lists, you will want to use the 
following techniques to correct the error and create a useable numbering scheme. 

 
There are two basic errors that could be made: 
 

 Missing a Number:  If one or more numbers are missed, simply assign the number(s) 
to the last one (or more) names on the list.  A simple example of 10 students is shown 
below: 

Line Student Name Birth Date 

1 Omar Allen 6/83 

2 Chris Archer 6/83 

3 Tyler W. Bailey 2/83 

4 Cathy J. Block 8/84 

6 Betty O. Boice 10/82 

7 Thomas Bonnie 9/83 

8 Greg Campbell 4/83 

9 Angela Collins 5/83 

10 Nicole Crosby 12/82 

11 David Eagen 11/83 

 
 Number is Used Twice:  If one or more numbers are used twice, simply erase the 

duplicate number and assign the number that follows the last number assigned.  This 
concept is illustrated by the following simplified example: 

Line Student Name Birth Date 

1 Omar Allen 6/83 

2 Chris Archer 6/83 

3 Tyler W. Bailey 2/83 

3 Cathy J. Block 8/84 

4 Betty O. Boice 10/82 

5 Thomas Bonnie 9/83 

6 Greg Campbell 4/83 

7 Angela Collins 5/83 

8 Nicole Crosby 12/82 

9 David Eagen 11/83 

5 

10 
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IF THERE ARE FEWER THAN 35 STUDENTS ON THE LIST AND THERE WILL 
BE ONLY ONE ASSESSMENT SESSION IN THE SCHOOL ALL STUDENTS ARE 
AUTOMATICALLY IN THE SAMPLE AND ASSIGNED TO THAT SESSION. 

 
Otherwise, you will use the following procedure to select a systematic, random sample of 

students: 
 

 Using your calculator, divide the total number of eligible students by the number of 
students you want to select. 

For example, if there are 155 eligible students listed on the list provided by the 
school, and you want to conduct 2 sessions of 30 students, you would divide 155 by 
60. 

 The result is the “sampling interval”.  In the example above, the sampling interval 
would be 2.58.  (155 – 60 = 2.58) 

 Round off this number to a whole number.  Remember that if the number after the 
decimal is greater than 5, you should round up and if the number after the decimal is 
less than 5, you should round down.  If the number after the decimal is exactly equal 
to 5, then odd numbers (before the decimal) should be rounded up and even numbers 
rounded down. 

 
In the example above, the sampling interval (2.58) would be rounded to 3. 
 
Other examples are: 
 

Sampling interval: Rounded to: 

12.65 13 

25.43 25 

14.50 14 

13.50 14 

 
 Using the Table of Random Starting Numbers (Exhibit 4-3), find the sampling interval 

in the column labeled “Sampling Interval”.  Then find the first available number in the 
row to the right of the sampling interval.  This is the random starting number for this 
school.  Line through the number on the Table so that you do not use it again. 

 The random starting number is the first number selected.  Circle this number on the 
Sampling Number Worksheet.  (Exhibit 4-5) 
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Exhibit 4-5.  Sampling Number Worksheet 
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 Using the calculator, add the sampling interval to the random starting number.  This is 
the second number selected.  Circle this number on the Worksheet. 

 Continue to add the sampling interval to the previously selected number, and to record 
it on the Worksheet, until you have exceeded the number of students listed. 

NOTE:  On most calculators, just pressing the equals’ sign can do this.  In the 
example, if the random starting number from the Table of Random Numbers were 2, 
adding the interval of 3 to it successively would yield:  2,5,8,11,14,17,etc.  This can 
be done simply by entering:  2 + 3, then “=“, “=“, “=“, etc. 

 Once you have reached or exceeded the number of students listed, you have finished 
identifying the sample of line numbers you will use to select the students. 

 Select the students by circling the line numbers you previously assigned next to the 
students’ name, in the left-hand margin. 

 Assign students to sessions. 

– If you are selecting a sample for only one session in the school, the numbers 
you have listed on the worksheet are the line numbers for the students to be 
selected for that session. 

– If you are selecting a sample for two or more sessions, then the next step is to 
associate line numbers, (selected students) with sessions.  Since the students 
may be listed in some non-random order, you cannot just assign the first 30 
selected students to the first session, the next 30 to the second session, etc. 

Instead, alternate the assignments to sessions so that the first student selected 
for assessment is assigned to session 1, the second student to session 2.  If there 
are only 2 sessions, the third student would be assigned to session 1. If there are 
three or more sessions, the third student would be assigned to session 3, etc.  
The following example shows how to assign selected students to 3 sessions: 
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NOTE:  It may be useful to highlight the names of the selected students in 
different colors, by session, to distinguish them. 

 The next step is to prepare the Administration Schedules for the sessions to be 
conducted.  Each Administration Schedule for a school has a pre-printed Session #.  
BE CAREFUL WHEN TRANSFERRING THE NAMES OF STUDENTS FOR 
A PARTICULAR SESSION TO THE APPROPRIATE ADMINISTRATION 
SCHEDULE.  Students assigned to Session 1 on the Student List must be listed on 
the Administration Schedule for session #1. 

 
The Sampling Number Worksheet should be returned to Westat with the School Control 

Form. 
 
Student Lists should be placed in the NAEP Storage envelope (Exhibit 4-6) and given to the 

school coordinator.  Schools are asked to retain their copies of NAEP materials until the end of the school 
year, at which time they may be destroyed.  (This is explained more in Section 6.6). 
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Exhibit 4-6.  NAEP Storage Envelope 
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4.6 Recording Information on the Administration Schedule 

Once you and the coordinator have identified the students to be included in the assessment, 
your next step is to record their names on the Administration Schedule. 

 
 

4.6.1 Guidelines for Recording Information on the Administration Schedule 

Since the Administration Schedule as well as other control documents is machine-scannable, 
it is very important that only a No. 2 pencil be used and any information entered is printed neatly and 
cleanly within the boxes.  Numbers should be written clearly and should not touch the sides of the 
shaded boxes. 

 
The numbers 1, 4, 7, and 9 can be especially problematic if not written clearly.  As 

illustrated below, a “1” should be indicated by a clean straight line; the numeral “4” must be open at the 
top; a “7” should be clearly indicated with no serif; and the numeral “9” should have a closed top. 

 
Numerals entered in multi-column blocks should be right justified and zero-filled.  Only 

erasures are to be used to correct entries.  They must be complete and clean.  Do not cross out or strike 
through numbers entered incorrectly. 

 
Shown below are examples of acceptable and unacceptable writing styles for completing 

control documents. 
 
The following are ACCEPTABLE writing styles: 
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The following examples are UNACCEPTABLE due to edges touching the sides of the boxes 
and extraneous loops on characters: 

 

 
 
 

4.6.2 Completing the Administration Schedule 

As mentioned, the Administration Schedule is the central document that will be used before, 
during, and after the assessment to keep track of the selected students.  The middle top box of the 
Administration Schedule has been pre-printed with the school’s name, NAEP ID #, grade, and session 
type.  You must fill in the day, date, time, and location of the assessment session.  You will also enter the 
name of the EA who will conduct the session.  (Exhibit 4-7) 

 
The next step is to list the students selected for that particular session.  CAREFULLY 

TRANSFER THE INFORMATION FOR EACH STUDENT ASSIGNED TO THAT SESSION 
FROM THE STUDENT LIST.  AS THE BOOKLET ID #S ARE PRE-PRINTED FOR A 
PARTICULAR SESSION, YOU MUST USE THE CORRECT ADMINISTRATION SCHEDULE 
FOR THE SELECTED SESSION. 
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Exhibit 4-7.  Administration Schedule with Assessment Information Filled In 
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Copy the student’s name, homeroom, grade, sex, and birth date, onto the Administration 
Schedule.  Use the Race (ethnicity) Codes in the upper left-hand corner to fill in the “Race” column.  Fill 
in the ovals in the appropriate columns for any student who is Limited English Proficient (LEP) or who is 
classified as having a Student Disability (SD).  To be sure no errors have been made in transferring names 
from the list of sampled students to the Administration Schedule, and as a last check, count the names on 
the Administration Schedules and compare this to the number of students on the original list. 

 
Administration Schedules are pre-printed with 33 Booklet ID Numbers.  If a session has 

more than 33 students selected, you will need to assign additional booklets to these students using a blank 
Administration Schedule from your bulk supplies.  If you need to use additional assessment booklets from 
your bulk supplies, remember to assign the booklets, in sequence, using the next available Booklet ID 
Number as listed on the Bundle Slip.  If we knew ahead of time that a school wanted to assess additional 
classes, the extra sessions were added to the FMS and assessment booklets and pre-printed 
Administration Schedules were included in the school shipment. 

 
After you have listed the selected students on the Administration Schedule, enter the total 

number of students sampled for the session in the columns “TOTAL IN SAMPLE” on the Administration 
Schedule.  Then discuss with the school coordinator how to obtain any missing information such as 
race/ethnicity, SD or LEP.  The coordinator may instruct you to go to school records or may prefer to fill 
in this information for you. 

 
When you have completed the SD/LEP Questionnaires and identified any students who 

should be excluded from the assessment, you will be able to complete the first column of this box this box 
by entering the # Withdrawn & Ineligible, and the # Excluded, then subtracting those numbers from the 
Total in Sample to get the number TO BE ASSESSED.  See Exhibit 4-7 for an example of an 
Administration Schedule complete with the session and student information discussed above. 

 
 

4.7 Preparing Post-it Notes 

Since student names are never written on assessment booklets, Post-it notes are used to make 
sure that each booklet is assigned to the correct student.  These notes are affixed to the booklet cover prior 
to the session, and removed and destroyed after the session. 

 



 

 4-24

While at the school for the sampling visit, you may prepare the Post-it notes.  (On 
assessment day, you will affix them to the booklets.) 

 
 Working from the Administration Schedule, write the student’s name and ten-digit 

assessment booklet ID number for each student scheduled to be assessed on a Post-it 
note, keeping them in Administration Schedule order.  Since a booklet ID number has 
been preassigned to every sampled student, a Post-it note should be prepared for 
every student listed on the Administration Schedule, including those students who 
will not be assessed. 

 Then, if you prepare the Post-it notes before assessment day, clip the Post-it notes 
together by session and leave them at the school with the Administration Schedule and 
Roster in the NAEP Storage Envelope until assessment day. 

 

4.8 Assessment Questionnaires 

4.8.1 Overview 

The NAEP assessment includes four types of questionnaires to be completed by school staff.  
This section describes how to prepare and distribute them.  The questionnaires are: 

 
 SD/LEP Questionnaire (See Exhibit 4-8):  The SD/LEP Questionnaire should be 

completed by a knowledgeable staff member for each sampled student identified as 
having an IEP (Individual Educational Program) or equivalent classification or 
classified as LEP (Limited English Proficient). 

 Teacher Questionnaire (See Exhibit 4-9):  The Teacher Questionnaire is intended to 
survey the teaching practices of teachers of sampled students in each of the subject 
areas to be assessed – history and geography; classroom teachers at grade 4 and social 
studies teachers at grade 8. 

 School Questionnaire (See Exhibit 4-10):  This questionnaire, formerly called the 
School Characteristics and Policies Questionnaire, is a multi-page document designed 
to gather information about the school’s instructional programs, school staffing, and 
school demographics. 

 
In addition to the above questionnaires, the field test includes a pilot study of fourth-grade 

teachers completing a teacher questionnaire using a computer connected to the Internet.  This pilot is 
discussed in Section 4.8.6. 
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Exhibit 4-8.  SD/LEP Questionnaire 
 

 



 

 4-26

Exhibit 4-9.  Grades 8 Teacher Questionnaires 
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Exhibit 4-10.  School Questionnaire 
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4.8.2 The Roster of Questionnaires 

To assist you in keeping track of the school staff to whom the questionnaires are distributed 
and when they are returned, you will complete an additional control document, the Roster of 
Questionnaires.  One roster will be used at each grade to keep track of all three types of questionnaires.  
In addition, a supplemental roster will be used to record additional SD/LEP Questionnaires if a school has 
more than 14 students (or more than 32 students at grade 12) for whom a questionnaire has been assigned. 

 
The Rosters of Questionnaires are color-coded as follows: 
 

 Roster of Questionnaires Teacher Questionnaires 

Grade 4 Blue Blue 

Grade 8 Brown Brown 

Grade 12 Charcoal  

 

All questionnaires and rosters must be completed using a No. 2 pencil. 
 
The following sections describe how to prepare and distribute questionnaires and the 

procedures for keeping track of questionnaires distributed in a school, using the Roster of Questionnaires. 
 
 

4.8.3 Completing SD/LEP Student Questionnaire 

For every student identified on an Administration Schedule as having a disability and/or an 
IEP or equivalent classification and/or classified as LEP, an SD/LEP Student Questionnaire must be filled 
out by the student’s teacher or other knowledgeable staff member.  The SD/LEP Questionnaire should not 
be completed for withdrawn, ineligible, and not-in-sample students classified as SD and/or LEP and for 
students who have an IEP classification because they are “Gifted and Talented.”  QUESTIONNAIRES 

SHOULD BE PREPARED FOR ALL OTHER SAMPLED SD/LEP STUDENTS REGARDLESS 
OF WHETHER THEY WILL BE ASSESSED.  This process is described below: 

 
 Using the Administration Schedule information, prepare an SD/LEP Questionnaire for 

EVERY SD and LEP student as follows: 

– On the SD/LEP Questionnaire: 

1. Write the student’s name on a Post-it note and affix to the cover. 
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2. Enter the school ID number. 

3. Enter the student’s demographic data in the boxes.  

4. In the box that says Student Booklet ID, enter the student’s originally 
assigned booklet ID number from Column I of the Administration 
Schedule. 

– On the Roster of Questionnaires for the SD/LEP Questionnaire, enter: 

1. Student’s name 

2. The school staff person to whom the questionnaire will be given 

3. Student booklet ID number from Column I on the Administration 
Schedule 

4. SD/LEP questionnaire ID number 

 Give the questionnaire(s) to the school coordinator and discuss the need to get them 
back as soon as possible, on the same day if the appropriate staff person can complete 
them while you are there.  This will give you a chance to discuss any accommodations 
that might be necessary.  Otherwise, if there is a chance that some students will 
require accommodations, you should call the school coordinator before the assessment 
to determine if any accommodation sessions will need to be held, since this could 
affect your schedule or the size of the EA staff you will need. 

 
In some schools, the number of students for whom SD/LEP Student Questionnaires are 

produced is greater than the number of rows allowed on the Roster of Questionnaires (there is room for 14 
students on this year’s grades 4 and 8 rosters and 32 on the grade 12 roster).  Rather than using a blank 
roster from your bulk supplies, there is a Supplemental Roster that can be used in these circumstances.  
Since this occurs most often in areas with a high number of recent immigrants who speak a foreign 
language, if you are going into a school in such a community, you should be sure to include the 
supplemental rosters in the supplies you bring to the school.  The form is used in the same way as the 
regular roster; it is simply provided if more lines are needed to record the students who are assigned these 
questionnaires. 

 
When you collect the questionnaires, be sure to remove the students’ names from the 

front covers since NAEP does not want any materials with names to leave the school.  You will 
record the returned questionnaires on the Roster of Questionnaires for SD/LEP Student Questionnaires, 
by filling in the oval under “Yes” in the “Returned” column.  Fill in the “No” oval in the “Returned” 
column for any questionnaires not returned in the booklet shipment. 
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4.8.4 Preparation of Teacher Questionnaires 

In field test schools for grade 4, teachers of the intact classes selected for the assessment will 
be asked to fill out the grade 4 Teacher Questionnaire.   

 
For grade 8, the school coordinator will be asked to identify the social studies teachers of the 

grade 8 selected students to receive questionnaires.  If they teach more than one eighth grade social 
studies class, they are asked at the beginning of Part 3 of the Teacher Questionnaire to pick a single one 
of their classes to use as the basis for answering the questions. 

 
Teachers are asked to complete the questionnaires in order that teachers’ instructional 

practices can be linked to student achievement data.  As the NAEP supervisor, you are responsible for 
preparing and distributing these questionnaires. 

 
There is one teacher questionnaire at grades 4 and 8 numbered in the following way: 
 

 Subject Areas Questionnaire ID No. Prefix 

Grade 4 History/geography 083 

Grade 8 History/geography 084 

 
Once you and the school coordinator have identified those teachers who will receive 

questionnaires, you will complete the following steps to assign the questionnaires and complete the 
Roster of Questionnaires. 

 
 Record the teacher’s name on the first line of Section III of the Rosters of 

Questionnaires for grade 4 and grade 8.  Notice that the grade 4 and grade 8 rosters 
automatically assign a teacher number to each entry. 

 For both grades, leave the ovals under the subject column blank.   

 Record the two-digit teacher number on the Administration Schedule in the column 
labeled “Teacher #” (Col. J) opposite the students’ name.  (You will not record 
anything in column k, “Per #”.) 

 Taking the appropriate grade level questionnaire, record on the roster, in the column 
labeled “Teacher Questionnaire ID #”, the last seven digits of the ID number from the 
questionnaire you will give to the teacher.  The first three digits of the questionnaire 
ID number are preprinted on the roster.  The questionnaire ID number is printed on 
the barcode in the lower left-hand corner of the questionnaire. 
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 On the front cover of the teacher questionnaire, record the NAEP school ID number 
and teacher number from the Roster of Questionnaires.  Write the teacher’s name on a 
Post-it note and affix it to the front cover. 

 Fill in the section of the questionnaire cover designating the date the questionnaires 
should be returned to the coordinator.  Enter the date of the school day, one day prior 
to the scheduled assessment, to insure that they will be ready for you on assessment 
day. 

 Include with each questionnaire a copy of the What is NAEP brochure and recent 
NAEP publications from your bulk supplies.  These documents provide some 
background on NAEP, the importance of teachers’ input to NAEP, and how the data 
are used. 

 Give the questionnaires to the school coordinator for distribution and collection. 

 
As completed teacher questionnaires are returned, you will fill in the ovals in the “Returned” 

column on the roster.  For recordkeeping purposes, it is preferable that all questionnaires are shipped with 
the booklet shipment.  However, if any questionnaires remain at the school after assessment day, leave a 
supplemental shipping envelope with the school coordinator so that the completed questionnaires can be 
returned directly to NCS.  It is not necessary to include anything else in the envelope to identify the 
questionnaires, since you recorded the school ID on these questionnaires and on the label on the 
Supplemental Shipping Envelope. 

 
Since this is a field test, NCS must score the materials as quickly as possible so that input on 

the booklet items and teacher questionnaires for 2001 is informed.  Whenever possible, collect the 
questionnaires on assessment day or pick them up when you are in the area.  Questionnaires returned in 
the supplemental envelopes tend to arrive too late for processing. 

 
 

4.8.5 The School Questionnaire 

The School Questionnaire (formerly called the School Characteristics and Policies 
Questionnaire) is designed to collect information about the school staff and instructional programs.  It is 
to be completed by the principal or someone designated by the principal. 

 
The NAEP school identification number must be recorded on the front cover of the 

questionnaire. 
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The 10-digit identification number from the lower left-hand corner of the questionnaire 
should be recorded on the Roster of Questionnaires.  The three-digit prefix for the School Questionnaire 
will be pre-recorded for each grade as shown below: 

 
Questionnaire ID No. Prefix 

Grade 4: 080 

Grade 8: 081 

Grade 12: 082 

 
If a school is sampled for assessments at two grade levels, then the principal will be asked to 

complete two School Questionnaires.  Each School Questionnaire must be recorded on a separate roster.  
Since most of the information recorded in the School Questionnaire will be the same, you should assist by 
copying the answers to identical questions onto the other questionnaire and having the principal complete 
only the questions unique to each grade-specific questionnaire. 

 
 

4.8.6 Special Study 

It should not come as a surprise that NAEP is looking to the future and thinking about using 
computers as a way of collecting data.  The 2000 NAEP field test presents a good opportunity to take a 
small step in this direction, namely with teacher questionnaires.  The aim is to get fourth-grade teachers 
who do NOT teach students in the assessment to complete a teacher questionnaire using a computer 
connected to the Internet.  Exhibit 4-11 shows a handout that you can give to the school coordinator and 
to fourth-grade teachers that briefly explains this pilot study. 

 
This special study will only be conducted in schools selected for the fourth-grade 

assessment.  When you meet with the school coordinator during the sampling visit, after you have 
identified the fourth-grade classes that will participate in the assessment, you should inquire if there are 
other fourth-grade classes.  If there are, it is those other fourth-grade teachers that we would want to get 
involved in the computer-based questionnaires.  Briefly explain this pilot to the coordinator.  You can ask 
the coordinator if he/she wants to invite the other teachers to participate, or offer to talk with them 
yourself.   
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Exhibit 4-11.  
 
Exhibit 4-11 shows a handout that you can give to the school coordinator and to fourth-grade teachers that 
briefly explains this pilot study. 
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Using a school computer or their personal computer at home, the teachers will link up to a 
special Web site containing the questionnaire.  After they have completed the questionnaire, they will be 
offered a thank you gift for participating in this special study.  The instructions for selecting the gift will 
be on the web site with the questionnaire. 

 
In every fourth-grade school, you should prepare teacher questionnaires and distribute them 

as discussed earlier.  This special study should not interfere nor replace that set of procedures.   
 
 

4.9 Determining Who Should be Assessed 

4.9.1 Overview of the Process 

The next step in the sampling process is to determine who should be assessed.  NAEP’s 
intent has always been to assess and report on all American students.  In meeting that goal, NAEP 
emphasizes the inclusion of students with disabilities and limited English proficiency and offers a number 
of accommodations designed to include as many students as possible. 

 
The process of determining which students should be assessed is outlined in the steps below: 
 

 If the information has not already been recorded on the Administration Schedule, fill 
in the circle in the column labeled “If SD” for any student who has a disability; that is, 
has an Individualized Education Plan (IEP), or equivalent classification, for reasons 
other than being gifted and talented.  In the “If LEP” column, the circle should be 
filled in for any student classified as limited English proficient by the school.  Make 
sure that the school coordinator understands that we want all students with a disability 
or an IEP (or equivalent) or classified as LEP to be identified regardless of whether 
they will be assessed. 

 Prepare a SD/LEP Student Questionnaire, which should be completed by a 
knowledgeable school staff member, for every student identified as SD or LEP on the 
Administration Schedule, regardless of whether they will participate in the 
assessment. 

 The next step, as described in Section 4.9.2, is for the appropriate school personnel to 
determine if any of the students identified as SD or LEP cannot participate in the 
assessment based on the criteria described on the instruction sheet.  As indicated, 
whenever there is doubt about whether to include a student, the student should be 
included. 

 Once school staff has identified students who cannot participate in the assessment, this 
should be indicated by lining through the student’s name and locator information on 
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the Administration Schedule.  None of the information beyond the perforation on the 
Administration Schedule should be lined through.  Then, in the column labeled 
“Administration Code” the reason for excluding the student from the assessment 
should be coded using the appropriate two-digit code as follows: 

 
Code Reason for exclusion 

60  SD – cannot be assessed. 

61  SD – required accommodation not permitted. 

62  LEP – cannot be assessed. 

63  LEP – required accommodation not permitted. 

64  SD/LEP – cannot be assessed. 

65  SD/LEP – required accommodation not permitted. 

66  Other – specify on cover. 

 
 

4.9.2 Using the Criteria 

After you have prepared the Administration Schedules listing the students sampled for each 
session, you will give them to the school coordinator along with the “Criteria for Including Students with 
Disabilities and Students with Limited English Proficiency in NAEP Assessments” (Exhibit 4-12). 

 
The instructions focus school staff on that small subset of students who may not be capable 

of participating in the assessment.  If a student does not have an IEP or an equivalent classification, or is 
not classified as limited English proficient, she/he should be included in the assessment.   

 
Historically, of SD/LEP students, about half have always been included in NAEP.  

Therefore, it is expected that many, if not most, SD/LEP students can be assessed in standard NAEP 
administrations without accommodations or adaptations.  It is further estimated that up to 80 percent of 
the students who have been excluded in the past could be included with minor modifications to the 
assessment.  Since some of these modifications will be available, it is expected that very few students will 
be excluded in these sessions. 
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Exhibit 4-12.  Criteria for Including Students with Disabilities and Students with Limited English  
 (Page 1 of 2) 
 
 
2000 Field Test – NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS 
 

CRITERIA FOR INCLUDING STUDENTS WITH DISABILITIES AND STUDENTS 
WITH LIMITED ENGLISH PROFICIENCY IN NAEP ASSESSMENTS 

 NAEP has developed strict criteria which all schools around the country should use whenever there is doubt 
about the assessability of a selected student.  For the assessments to be comparable within states and across states, it 
is very important that all schools adhere to these criteria. 

 
1. Students with Limited English Proficiency 

A student who is identified on the Administration Schedule as limited English proficient (LEP) and who is a 
native speaker of a language other than English should be included in the NAEP assessment unless: 

 The student has received U.S. history, geography, or social studies instruction primarily in English for 
less than three school years including the current year, AND 

 The student cannot demonstrate his or her knowledge of U.S. history or world geography in English 
even with the accommodations permitted by NAEP. 

2. Students with Disabilities 

A student identified on the Administration Schedule as having a disability (SD), that is, a student with an 
Individualized Education Plan (IEP) or equivalent classification, should be included in the NAEP 
assessment unless: 

 The IEP team or equivalent group has determined that the student cannot participate in assessments 
such as NAEP, OR 

 The student’s cognitive functioning is so severely impaired that s/he cannot participate, OR 

 The student’s IEP requires that the student be tested with an accommodation that NAEP does not 
permit, and the student cannot demonstrate his or her knowledge of U.S. history or world geography 
without that accommodation. 

3. Consult with School Staff 

The decision regarding whether any of the students identified as SD or LEP cannot be included in the 
assessment should be made in consultation with knowledgeable school staff.  The following questions in the 
SD/LEP Questionnaire pertain to this decision as well: 

 Students with disabilities:  Section A, Questions 1 through 13. 

 Students with limited English proficiency:  Section B, Questions 14 through 21. 

 
WHEN THERE IS DOUBT, INCLUDE THE STUDENT. 

SEE BACK FOR FURTHER EXPLANATION 
AND LIST OF PERMITTED ACCOMMODATIONS. 
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Exhibit 4-12.  Criteria for Including Students with Disabilities and Students with Limited English 
 (Page 2 of 2) 
 
 

FURTHER EXPLANATION FOR LEP STUDENTS 

 The phrase “less than three school years including the current year” means 0, 1, or 2 school years.  Therefore, 
in applying the criteria, you should perform the following: 

 
 Include without any accommodation all LEP students who have received U.S. history, geography, or social 

studies instruction primarily in English for three years or more and those who are in their third year; 

 Include without accommodation all other LEP students who can demonstrate their knowledge of U.S. history 
and world geography without accommodation;  

 Include and provide accommodations to other LEP students who can demonstrate their knowledge of U.S. 
history and world geography only with an accommodation permitted by NAEP; 

 Exclude LEP students ONLY if they cannot demonstrate their knowledge of U.S. history and world 
geography even with an accommodation permitted by NAEP. 

 
 
 

ACCOMMODATIONS PERMITTED BY NAEP 
IN U.S. HISTORY AND WORLD GEOGRAPHY 

The purpose of the National Assessment of Educational Progress (NAEP) is to measure what all American 
students know and can do in subjects taught in school.  The intent is to include all sampled students in the NAEP 
assessment.  For this reason, NAEP includes the following accommodations for students who usually receive them 
in testing situations: 

 
 Large print – the preassigned NAEP booklet may be enlarged with equipment at the school. 

 Extended time (in regular session) – student is allowed extra time to complete items during the regularly 
scheduled session. 

 Read aloud (in regular session) – the NAEP administrator may read aloud all or part of the booklet to the 
student during the regularly scheduled session. 

 Small group – a separate session may be held with a limited number of students. 

 One-on-one – the student may be administered the assessment on a one-on-one basis. 

 Scribe or use of computer – permitted during a regular session if it is required by the student’s IEP. 

 Other – other acceptable accommodations include a sign language translator, a microphone worn by the 
administrator, and a magnifying instrument. 
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Ideally, you would meet with the school coordinator to apply the appropriate criteria to the 
SD/LEP students identified on each Administration Schedule.  The school coordinator may have no 
trouble identifying those SD/LEP students who cannot be assessed.  In some cases, a special education or 
bilingual education teacher may need to be consulted, particularly when it comes to determining how the 
student should be accommodated. 

 
You will need to know not only which students will be included in the assessment, but also 

whether any of these students require an accommodation so that you can make appropriate arrangements 
both with the school and your EAs. 

 
NAEP cannot provide all possible accommodations and adaptations, nor will all SD and LEP 

students be offered accommodations.  If a student has an IEP, the IEP must require an accommodation in 
testing, or the school must routinely provide it when testing the student, and that accommodation must be 
offered by NAEP for the accommodation to be permitted2.  Similarly, LEP students will be assessed with 
an accommodation or adaptation only if it is the way they are usually tested and it is an accommodation 
offered by NAEP (as described in the criteria). 

 
This means that you and the school coordinator will need to work closely with the student’s 

special education, bilingual education, and/or classroom teacher to decide which students should receive 
accommodations and what they should receive.  Two series of questions in the SD/LEP Questionnaire 
relate directly to these determinations. 

 
For students with IEPs (or the equivalent) and who are to be assessed in sessions offering 

accommodations, question 8 asks whether any accommodations or adaptations are used for achievement 
testing for the student.  (See Exhibit 4-13.)  If the answer is “YES” questions 9-12 ask which ones are 
used for achievement testing.  This combination of questions identifies the only students who may 
receive accommodations/adaptations and the specific accommodations or adaptations they may receive.  
Note that the list of accommodations in Q9-12 is quite extensive and includes some things that NAEP 
does not provide.   

 

                                                      
2 Students with an “equivalent classification,” such as Section 504 of the Rehabilitation Act, may or may not have a plan that specifies 

accommodations for testing.  If not, NAEP will provide accommodations only if the school routinely provides them when testing the students. 
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Exhibit 4-13.  Questions from SD/LEP Questionnaire regarding IEP Accommodations (Page 1 of 2) 
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Exhibit 4-13.  Questions from SD/LEP Questionnaire regarding IEP Accommodations (Page 2 of 2) 
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For Limited English Proficient (LEP) students, the relevant questions are 14-21.  
(Exhibit 4-14).  Question 15 asks how many years, including the current year, has the student been 
receiving academic instruction primarily in English.  If the answer is 3 years or more (response “d” or 
“e”), the student is to be included in the assessment without any accommodation or adaptation.  If the 
answer is less than 3 years or “I don’t know,” then questions 19-21 determine whether the student could 
participate in the assessment and, if so, the accommodations or adaptations that are used for achievement 
testing with the student.  Only students classified as LEP, who have received instruction primarily in 
English for less than 3 years, may be accommodated.  Note, however, that the language accommodations 
that are offered by NAEP are limited. 

 
 

4.10 Providing Accommodations and Adaptations 

4.10.1 Overview 

For purposes of this manual, we use the term “accommodation” to refer to modifications in 
the testing environment or administration procedures, such as allowing extra time, testing in small groups 
or one-on-one, etc.  The term “adaptation” refers to changes in the assessment booklet itself, such as a 
native-language version, a Braille version, or a large-print version.  

 
If the school usually provides accommodations, NAEP will allow them if they do not 

interfere with the intent of the assessment.  If you have any questions about the acceptability of 
accommodations provided by the school, call your field manager. 
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Exhibit 4-14.  Questions from SD/LEP Questionnaire regarding LEP Accommodations  
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4.10.2 Accommodations Allowed by NAEP  

The following table shows the full-range of accommodations offered by NAEP in 2000, and 
the specific session types in which they are permitted: 

 

Accommodation History/Geography 

Large-print booklet (school-provided equipment) Yes 

Extended time in regular session Yes 

Read aloud in regular session Yes 

Small-group administration Yes 

One-on-one Yes 

Scribe or use of computer Yes 

Bilingual dictionary (provided by school) Yes 

Other, specify Yes 

 
These accommodations are defined as follows: 
 
Large-print booklet – If a student’s IEP stipulates that s/he should be assessed with a large-

print booklet, you will enlarge an assessment booklet using the school’s copying machine. 

 
Extended time – Some students may not react well under pressure or may have a disability 

that requires them to take longer than other students to complete tasks.  When extended time is the 
primary accommodation, it is for this reason.  In addition, extended time is often a secondary 
accommodation; for example, it is assumed for students who use large-print booklets and may be 
specified for some LEP students who otherwise are assessed with the English-language booklets.   

 
Students for whom extended time is the primary accommodation may be assessed within the 

regular assessment session.  If so, they will be told that they can take longer to finish the assessment and 
can return to sections they have not finished at any time.  The only limitation on extended time is that the 
time allocated for a particular section of the booklet cannot be more than three times the length of the 
regular section.3 

In all instances in which students are given extended time, it is important that the total 
number of minutes that they took for the cognitive sections (i.e., history or geography items) be recorded 
                                                      
3 It is very unlikely that students will require much more time than the regular session because of the difficulty of the items and because NAEP is 

not “speeded.” 
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on the booklet cover in the three “Admin Use Only” boxes as shown below.  In this example, the students 
took a total of 75 minutes for the cognitive items.  Note that you should zero-fill the boxes. 

 
If a student finishes early, the minimum time recorded should be the time allowed for the 

cognitive section. 

 
Read aloud – Some students require some words, phrases, or sentences to be read to them.  

Generally, these students will be in a regular session, but will be told ahead of time that if they need 
something read to them to raise their hand.  The administrator will quietly read the word, phrase, or 
sentence to the student as requested.  This accommodation is not allowed in reading sessions. 

 
Small-group sessions – These sessions will be conducted for students who have difficulty in 

a large-group setting.  (For every 5 students requiring this accommodation, a separate session is 
recommended.) 

 
One-on-one – Some students with physical disabilities may not be able to write their 

responses to the questions.  They may take tests with the aid of a facilitator who records their responses 
for them, and perhaps reads questions to them.  If the school provides a facilitator who works regularly 
with the student, it is preferable that the facilitator be available for the assessment.  Otherwise, if the 
student can take a standardized test as long as someone is there to record his/her answers and/or read 
questions to him/her, an EA can serve as the facilitator.   
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Scribe or use of computer – If a student’s IEP requires the use of a scribe or computer for 
recording answers under regular testing situations, it will be allowed for the NAEP assessment.  However, 
the student will not be allowed to use the spell-check function on the computer. 

 
Bilingual dictionary – If a student has a bilingual dictionary that s/he normally uses, s/he 

may use it during the assessment. 
 
Other, specify – There may be some accommodations that are not listed above but that may 

be required by students sampled for the assessment.  For instance, some hearing-impaired students may 
require the administrator to wear a small microphone or a deaf student may require a sign language 
interpreter.  These types of accommodations are also allowed by NAEP.  If a student in your school 
requires an accommodation that has not been mentioned and you have some doubt as to whether to allow 
the accommodation, call your field manager. 

 
 

4.10.3 Organizing Special Accommodation Sessions 

From the point of view of test developers, it is preferable that standard and nonstandard 
administrations be held separately so that there is no impact of one on the other.  However, it can be 
argued that the intent of mainstreaming and providing accommodations is to include all students with 
their peers.  Therefore, they should be assessed alongside their peers. 

 
Working with the school coordinator, and perhaps the special education teacher and 

bilingual education teacher, you will need to decide for each student how best to provide the 
accommodations and adaptations that are required.  A key consideration is how the school usually tests 
the student.  If the student and his/her classmates are used to the accommodations being provided within 
the classroom, then we will follow the same procedure.   

 
The type of setting you will need for separate accommodated sessions will depend upon the 

number of students to be assessed.  In most cases, you should be able to use a much smaller space than 
will be used for the “regular” assessment.  If the school regularly provides these types of 
accommodations, they probably already have a suitable space designated for that use.  Once you’ve 
determined the number of students who will be assessed separately, discuss the situation with the school 
coordinator.  If any of your assessments are to be conducted in rooms other than regular classrooms, you 
should see the room while you are there for your sampling visit.  In this way, you can determine whether 
the space is adequate, and, if not, discuss the situation further with the coordinator. 
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The school is also likely to be concerned about the time requirements for the additional 
assessments.  Sessions that are scheduled for students whose IEPs stipulate that they need “extended 
time” could run two to three times longer than the usual session.  (Students will not be allowed to go 
beyond three times the regular length of the assessment, so there is an upper boundary for the length of 
time such a session might take.)  The timing for the one-on-one administrations should be about the same 
as a regular session but could also run longer. 

 
If the student’s IEP stipulates that a trained facilitator must be used when that student is 

participating in a standardized test, we will ask the school to provide this person to work with the student 
for NAEP.  The student’s facilitator could be a counselor in the school, an aide, or any other individual 
trained to work with such students.  Usually, there is one person in the school who works with the 
student, and a level of comfort is built up between the student and that person.  Therefore, we want the 
school to have that same person available to the student who participates in the assessment.  If the school 
indicates that person would not be available or the school does not want to use that person for the NAEP 
assessment, then we will not assess that student.  However, if you are told that the student can be assessed 
as long as there is a facilitator and it does not need to be a specific individual, then you can use one of 
your EAs to serve as the facilitator, and you or another EA can conduct the assessment.  Even if the 
student is working with a facilitator, either you or one of your EAs must be in attendance at all times. 

 
Another variation you might encounter in students’ IEPs is that they can be assessed only in 

small groups (rather than a classroom setting) or that the assessment must be conducted in shorter 
sessions, rather than having the student complete the whole assessment in one sitting.  This last procedure 
is frequently employed for students with Attention Deficit Disorder (ADD).  You will have to work with 
the coordinator to determine the parameters on these assessments (i.e., how many students can be 
assessed as a small group? how many different sessions need to be administered for an individual student? 
etc.).  The school should be able to provide space for the conduct of these assessments; frequently carrels 
or small offices where there are very few distractions are used. 

 
If a student needs frequent breaks or multiple testing sessions, NAEP will provide this as 

long as the testing does not extend beyond the time you were planning to be in the school.  Therefore, the 
testing should take only one day but could involve multiple sessions during that day. 
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4.11 Notifying Students, Teachers, and Parents 

In December, parent notification letters were mailed to the schools that requested them.  
During your initial meeting with the school coordinator, you should determine whether the school 
requires your assistance with the preparation and distribution of these letters.  An EA may be assigned to 
address and sort the letters if the school requests. 

 
Should a school decide during the sampling visit that notification letters are needed, you will 

have copies of the various letters in your bulk supplies.  Appendix C of this manual also contains a copy 
of each of the available letter types. 

 
Selected students and their teachers must be informed about the assessment session as well.  

It is critical that during the sampling visit you discuss with the school coordinator the best way of 
informing students and teachers about the assessment.  Unless a student response rate of 90 percent is 
attained across like session types, makeup sessions will have to be scheduled.  This generally means that 
in a session of 30 students, the absence of only 4 students will necessitate a makeup session.  Therefore, it 
is critical that you work closely with the school coordinator to ensure that every student sampled for 
NAEP who is in school on the day of the assessment shows up for the session at the appropriate time. 

 
Your supplies will include Student Appreciation Certificate Pads (Exhibit 4-15) and 

Assessment Notification Letters for Teachers (Exhibit 4-16).  The Assessment Notification Letter for 
Teachers briefly explains NAEP and can be accompanied by a list of students or a set of Student 
Appreciation Certificates.  At the fourth grade, where students change classes infrequently, the 
Assessment Notification Letter accompanied by a list of students usually is sufficient to inform teachers 
of the students sampled for the assessment. 

 
Past experience has proven that the use of student appointment cards (i.e., Student 

Appreciation Certificates) at grades 8 and 12 yields higher attendance on assessment day.  Complete the 
Assessment Notification Letter for the appropriate teachers and Student Appreciation Certificates for all 
students indicating the time, date, and location of the assessment session, sort by class or homeroom and 
either give them to the school coordinator for distribution, or, if appropriate, offer to distribute them in the 
teachers’ mailboxes yourself. 

 
Some schools have said that a letter to the students explaining the assessment and 

encouraging their participation might produce a better response.  An example of such a letter is presented 
in Exhibit 4-17.  You may make copies of this sample letter to offer schools as you see appropriate. 
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Exhibit 4-15.  Student Appreciation Certificate 
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Exhibit 4-16.  Assessment Notification Letter for Teachers 
 
 
 

Date:  ______________________________ 
 

 
 
TO:   
 
FROM:   
 
SUBJECT: National Assessment of Educational Progress 
 

The National Assessment of Educational Progress (NAEP) is a congressionally mandated survey 
designed to measure the current status of educational attainments of young Americans and to report 
changes and long-term trends in those attainments at the national and regional levels.  It is the first 
ongoing effort to obtain comprehensive and dependable achievement data on a national basis in a 
uniform, scientific manner. 

 
Your district and school are participating in this study.  We have selected students and developed 

an assessment schedule in collaboration with the school.  Students from your classes are scheduled to 
attend the following sessions: 

 
 

SESSION #  DATE  TIME  LOCATION 

       

       

       
 
 
It is very important to the results of the study that every student selected for NAEP attends the 

correct session.  Please see the attached list of students to determine the session that a student must attend.  
We would greatly appreciate every effort that you could make to see that students attend sessions on time. 

 
Thank you very much for your cooperation. 
 

/bkp 
Attachment 
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Exhibit 4-17.  Sample Letter to Students 
 
 

 
Sample Letter to Students 

 
 
 

Dear Student: 
 

Our school has been asked by the National Assessment of Educational Progress (NAEP) to 
participate in this year’s assessment field test of US history and world geography.  NAEP is also referred 
to as “The Nation’s Report Card” and is charged by Congress with the task of reporting the academic 
performance of America’s school children.  Only 350 schools nationwide have been asked to participate. 

 
You have been randomly selected to represent our school by taking part in this 90 assessment.  The 

purpose of this letter is to inform you of this program and to ask for your participation.  It is an important 
and worthwhile endeavor which will benefit education in general.  Neither your name nor your individual 
performance on the assessment will be made public and participation will not affect your grades in any 
way. 

 
Your teacher will be notified and you will be given a pass to show your teachers if necessary. The 

assessment will be held as follows: 

 

       

 Location  Date  Time  
 
I greatly appreciate your full cooperation by agreeing to do your best on the assessment. 
 
Please share this information with your parents.  Feel free to let me know if you have any 

questions. 
 
Thank you for your consideration of my request. 
 

Sincerely, 
 
 
 
 
Principal 
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4.12 Preparing the School Worksheet 

The School Worksheet is a summary document that consolidates information about the 
scheduling of the sessions in a school and records information on the results of the assessment.  This is a 
working document for your use in calculating the student response rate across sessions of like subject 
areas (for example, reading) to determine if a makeup session needs to be scheduled. 

 
The School Worksheet will be filled out in stages.  The identifying information at the top 

may be filled out before you go to the school.  After you have selected the sample of students and 
prepared the Administration Schedules in a school, items a-e should be filled in for each of the sessions 
(see Exhibit 4-18). 

 
Items f-h can be filled in after the school coordinator has reviewed the list and determined 

whether any students have withdrawn or should be excluded and you have completed the accounting at 
the top of the Administration Schedule through “TO BE ASSESSED.”  The remainder of the School 
Worksheet will be filled in after the sessions are complete. 

 
 

4.13 Using the Special Situation Form 

A Special Situation Form (Exhibit 4-19) has been developed and is included in your 
shipment from Westat.  This form must be completed any time an assigned session is not scheduled 
and/or held or any other irregularity occurs during the sampling process or during assessment. 
 

Example situations requiring completion of the Special Situation Form include the 
following: 

 
 You are unable to select for assessment intact classrooms that meet the established 

guidelines, i.e., you must use classrooms grouped by ability in the subject area being 
assessed. 

 The school decides you can conduct only one of the two assigned sessions. 

 A scheduled session cannot be held for any reason, such as insufficient materials or 
unavailable staff, not as many students in the school as expected. 

 Race/Ethnicity or other demographic data cannot be collected. 

 Background section or particular questions cannot be administered. 
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Exhibit 4-18.  The School Worksheet 
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Exhibit 4-19.  Special Situation Form 
 
 

NAEP – 2000 
SPECIAL SITUATION FORM 

 
SCHOOL ID _____________________________          DATE _________________________________ 
SUPERVISOR ___________________________          ASSESSMENT DATE ____________________ 
FIELD MANAGER _______________________ 
 

The expected number of sessions/students to be conducted/assessed in this school has been 
altered as noted below: 
 

 School has fewer classes than number of sessions assigned. 
 School wanted to assess all grade-eligible students. 
 School wanted to do fewer sessions than number assigned. 
 Other situation, (describe)______________________________________________________________ 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
Resolution:  Please describe the outcome of the situation checked above.  Indicate what sessions were 
                     dropped/added and the number of students actually assessed.  Please include as much 
                     relevant information as possible. 
 
_____________________________________________________________________________________ 
_____________________________________________________________________________________
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
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 Materials for sessions other than those assigned and held are received and shipped 
back unused. 

 The link between student and booklet number has been broken for one or more 
students in a session. 

 A session is interrupted or cut short for reasons such as emergency evacuation or too 
little time to finish. 

 
Be sure to provide as much detail as possible about the situation.  Keep a copy for your 

records and send the original to your field manager. 
 
 

4.14 Completing Sampling Activities 

4.14.1 Meeting with the Coordinator 

After all sampling and questionnaire preparation activities have been completed, you will 
meet with the school coordinator to transfer assessment materials and to confirm arrangements for 
assessment day.  Items you should confirm include: 

 
 Time and location of each session 

 Time, location, and any school assistance required for separate accommodations 
sessions. 

 Availability of work space before and after assessment. 

 Distribution of student, teacher, and parent notification materials. 

 Distribution of school, teacher, and SD/LEP Questionnaires. 

 Plan for determining school closing or delay due to weather concerns on assessment 
day. 
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4.14.2 The NAEP Storage Envelope 

Place the original lists of students, Administration Schedule(s), completed Post-it notes, and 
all Rosters in the NAEP Storage Envelope (Exhibit 4-6).  Record on the envelope the date when these 
materials can be destroyed and staple the card to be returned after the materials have been destroyed and 
your business card on the envelope in case anyone at the school has any questions.  June 1 or the end of 
the school year is shown as the date that the materials can be destroyed.  Give the NAEP Storage 
Envelope to the school coordinator to hold until assessment day.  Be sure you know where and with 

whom this envelope is being kept since you will need to retrieve it in order to conduct your 
assessments. 

 
 

4.14.3 Completing the Cover of the School Folder 

Because you are leaving many of the assessment documents at the school, it is important that 
you complete the section labeled “Sessions” on the cover of the school folder before leaving the school.  
Include any extra accommodations sessions.  This information is necessary so that you can determine the 
number of EAs required and can provide each EA with the information he/she needs to prepare for the 
assessment. 

 
Also note any additional materials you will need to add to the school shipment from your 

bulk supplies. 
 
 

4.14.4 The EA’s Assessment Form 

Prepare and distribute an EA Assessment Form (Exhibit 4-20) for each EA who will assist 
you in the school on assessment day.  Be sure to consider any separate accommodations sessions when 
making EA assignments.  Accurately record school name, address, telephone number, name of school 
coordinator, assessment date and time, session type and location within the school, directions to the 
school, parking instructions and any notes about special arrangements you may have made with the 
school.  Note any preassessment tasks such as preparing Post-it notes that must be performed before the 
assessment. 
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Exhibit 4-20.  EA Assessment Information Form 
 
 
Supervisor:    EA:    

Phone Number:    Region:    
 
 

NAEP EA’S ASSESSMENT INFORMATION 

SCHOOL:    ID #:    
 
ADDRESS:    
 
  
 
PHONE #:    
 
SCHOOL COORDINATOR:    
 
ASSESSMENT DATE:    TIME:    
 
SESSION TYPE:    ROOM:    
 
 
DIRECTIONS TO SCHOOL:    
 
  
 
  
 
  
 
  
 
 
PARKING:    
 
  
 
  
 
  
 
 
OTHER INFORMATION (when and where to meet supervisor, arrival time, etc.):    
 
  
 
  
 
  
 
 

***REMEMBER – ARRIVE ONE HOUR BEFORE ASSESSMENT TIME*** 
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Preparing and distributing detailed EA Assessment Forms insure that EAs have all the 
information they need to perform their tasks punctually, efficiently, and independently.  The result means 
less intrusion for the school and less stress for supervisor and EAs on assessment day. 
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5.  CONDUCTING THE ASSESSMENT 

Chapters 5 and 6 of this manual will guide you through the full range of activities for which 
you and your EAs are responsible while in the school on assessment day.  Chapter 5 begins with 
procedural issues such as checking in with school personnel and preparing the materials for the 
assessment, while subsequent sections address issues associated with all aspects of the actual 
administration of assessment sessions including:  distributing the assessment booklets, using the session 
scripts, and general rules for monitoring the session.  This chapter also contains rules and guidelines on 
how to conduct a session with accommodations and adaptations. 

 
 

5.1 Preparing for the School’s Assessment 

Preparation for the assessment begins before you arrive at the school on assessment day. 
 

 If it has been more than a week since you visited the school to draw the sample, you 
should call the school coordinator a few days prior to the assessment to confirm the 
date and time, to review the assessment activities, and to make sure that the Teacher, 
SD/LEP, and School Questionnaires have been distributed. 

 Review the School Folder to ensure that you bring the correct materials for the 
sessions scheduled to be conducted. 

 Review the Supervisor Checklist. 

 Double-check that you have the correct box(es) of materials from NCS for the school 
as well as any additional required materials that you will need.  Verify that the session 
booklets are for the correct grade and that the bundle #s match those on the School 
Administration Schedule. 

 Review with your EAs the Assessment Information Form.  Be sure they have 
directions to the school and know when and where to meet prior to entering the 
school. 

 Make sure that you have the correct session scripts. 

 
REMINDER: If additional materials are needed, call NCS (1-888-NCS-NAEP) no later 

    than 3:30 PM Central Standard Time (CST) for overnight delivery. 
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5.2 Professional Attire 

Professional behavior and dress is required at any time you are working in a school.  In her 
book, Successful Subbing, Carol Fuery talks about the notion that, as we live in a progressively visual 
world, in about 10 seconds students can form an expectation about your ability to handle a class, based 
solely on your appearance.  Clothing is one of the most important aspects in effectively taking charge of a 
classroom and establishing authority.  Suggested attire for women is a suit, tailored dress with a blazer, or 
a blazer and a skirt.  For men, a suit and tie or dress trousers with a sports jacket and tie is appropriate.  
The colors that have proven themselves best for establishing authority are navy blue, maroon, gray, and 
black.  In other words, the more conservatively you dress without looking overly stuffy, the better.  A 
word about shoes – particularly for women.  Low-heeled, comfortable shoes are preferred.  Also, make 
sure that the heels on your shoes are properly maintained to avoid making excess noise as you walk 
around the room.  Experienced NAEP staff tend to walk slightly on tiptoe to minimize the amount of 
noise and to remain as inconspicuous as possible while monitoring a session. 

 
 

5.3 Reporting to School on the Day of the Assessment 

 On the day of the assessment you and your EAs should plan to arrive at the school at 
least one hour before the first session is scheduled to begin. 

 Be sure that you have your background clearance letter and you and your EAs wear 
your NAEP Identification Badges while at the school. 

 When you arrive at the school, you must first check in at the school office, identify 
yourself and introduce your EAs, and explain why you are there. 

 Then, locate the school coordinator to obtain the storage envelope containing the 
Administration Schedules, Roster and Post-it notes for the scheduled sessions.  If 
concurrent sessions are being conducted, you will need to photocopy one set of the 
session Administration Schedules for each person conducting a session. 

 Confirm with EAs how and at what time the school wants students to be returned to 
their classes at the end of the session (for example, whether they should be returned as 
soon as the session is over or wait until the class period is changing). 

 Confirm with EAs instructions on how to handle persistently disruptive students, 
students who become ill during the session, and students who arrive after the session 
has begun. 
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5.4 Assessment Materials 

Distribute copies of the Administration Schedules to EAs along with assessment materials 
they will need to conduct their assigned session.  These materials are: 

 
 For Each Session 

– Bundles of booklets 

– Script 

– Timer 

– Post-it Notes 

– No. 2 Pencils 

– “Testing in Progress-Do Not Disturb” sign 

– Session Debriefing Form 

 Additional Materials: 

– Rulers 

– World Atlas 

 
You should use the time before the session(s) as efficiently as possible.  Being organized and 

prepared before the session will allow ample time for you and the EAs to prepare the booklets for 
distribution, to set up the room for the assessment, and for you to better deal with any last-minute 
situations that may arise. 

 
As mentioned previously, assessment materials will be packed by session.  Booklets for each 

session type will be shrink-wrapped in 3 bundles of 11.  You will receive enough bundles of booklets for 
the expected number of students for each session scheduled in the school.  In addition, your bulk 
shipment will contain 3 extra bundles of booklets for each grade and subject. 

 
Packed with each bundle will be a numbered Bundle Slip listing session information and the 

prefixes of the booklet ID numbers contained in that particular bundle.  The bundle numbers will match 
those preprinted on the Administration Schedule in the box in the upper-left corner.  The booklet ID 
prefixes listed on the Bundle Slip will also match the prefixes of the booklet ID numbers preprinted on 
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the session Administration Schedule.  See Exhibit 2-7 on page 2-20 for an example.  Never use booklets 

for any session type other than the one specified on the Administration Schedule. 
 
NOTE: In the past, it has been observed that some supervisors have brought Swiss Army 

knives into the schools to open their boxes and bundles.  In light of the recent publicity that has arisen 
from students being found with “weapons,” we must insist that if boxes are to be opened in the schools, 
you must use a pair of scissors to do this.  Please do not embarrass yourself or NAEP by being confronted 
for carrying something that the school could classify as a weapon. 

 
 

5.5 Preparing the Assessment Booklets for Distribution 

On assessment day, you (and/or your EAs) will affix the prepared Post-it notes to the 
appropriate session booklets as described below: 

 
 Using the prepared Post-it notes and the Administration Schedule, begin with the first 

student listed on the Administration Schedule.  Open the first bundle and affix the 
Post-it note bearing the student’s name and booklet ID number to the cover of the first 
booklet in the stack.  Make sure that there is agreement between the ID # on the 
Administration Schedule, the booklet cover, and what you have recorded on the Post-
it note.  This will ensure you distribute the correct pre-assigned booklet to each 
student. 

In the upper-right corner of each booklet you will find space to record the line number 
from the Administration Schedule.  If you choose to, you may enter each student’s 
line number in this space to facilitate the distribution and collection process. 

 After you affix the Post-it note, check the Administration Code on the Administration 
Schedule.  If, in the column labeled “Admin. Code,” a “60-66” (Excluded), “51” 
(Withdrawn), “55” (Ineligible), or “46” (Parent Refusal) has been recorded, set the 
booklet aside.  If the student has been excluded or is withdrawn, a single line should 
already be drawn through the student’s name.  The line should not extend past the 
perforation. 

 Repeat steps 1 and 2 for each student listed on the Administration Schedule.  As they 
are prepared, the booklets should be stacked face down to keep them in 
Administration Schedule order. 

 Band together the booklets for any excluded or withdrawn students and any 
unassigned booklets.  They should be kept banded together (i.e., separated from) but 
remain with the bundle of booklets for the session. 

 Turn over the stack of booklets to be used in the session.  Place any additional 
materials required for each booklet (as noted in the following section) inside the front 
cover of the booklet. 
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 Then, band the booklets to be used in the session together and place the session 
Administration Schedule on top of the stack.  The booklets are now ready for 
distribution. 

 

5.6 Preparing Other Assessment Materials 

5.6.1 Rulers and World Atlases 

All of the geography booklets will require a ruler and some will use a world atlas.  You will 
need to insert the rulers in the appropriate booklets prior to the assessment.  The atlases, which will be in 
your bulk supplies, will be handed out with the appropriate assessment booklets on the day of the 
assessment.  At the end of the assessments, the script will direct you to collect all manipulatives.   

 
NOTE:  If you find it easier, you may choose to insert the rulers in the front cover the night 

before the session.  If you do, double-check the materials during the process of applying the Post-it notes 
the morning of the session. 

 
 

5.6.2 No. 2 Pencils 

Only No. 2 pencils should be used by students to record their responses in the assessment 
booklets.  Once again, NAEP pencils will be provided and should be left with the students after the 
assessment.   

 
As booklets are distributed, a No. 2 pencil will be handed to each student.  A reserve of extra 

pencils should be kept at the front of the room in case a student needs another pencil.  It is your 
responsibility to make sure that you have enough sharpened pencils with intact erasers for each session. 

 
 

5.7 Preparing the Assessment Room 

When you arrive at the testing room, check that there are enough desks for the number of 
students scheduled for the session; if not, notify the school coordinator. 
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It is important that the desks be arranged so that all students can easily see you and so that 
you can readily see each student.  If at all possible, avoid having students face potential sources of 
distraction such as windows, doorways, etc., and if you can help it, don’t seat students facing each other. 

 
Hang the “Testing - Do Not Disturb” sign on the door. 
 
Erase the blackboards and, if possible, conceal all school materials that may assist students 

(e.g., spelling charts).  As a courtesy, you should check with the classroom teacher before erasing 
anything from the blackboard.  If you cannot get permission directly from the teacher before you erase the 
board, be sure to copy everything that you will erase onto a pad of paper.  Following the session, you will 
need to restore the board to its original state. 

 
Once the room has been properly arranged, set out the supplies you will use for the session.  

Make sure that you have the booklets and other assessment materials ready for the session and that you 
are confident of how they will be distributed.  Be sure you know how to call the school office from the 
classroom in the event of an emergency. 

 
 

5.8 The School’s Role in the Assessment 

Encourage the coordinator (or other school staff) to monitor at least part of every session.  
His/her presence will help the students see that the school’s administration feels the national assessment is 
important and, hopefully, the students will take the assessment more seriously. 

 
Stress with the coordinator the importance of insuring that each student appears for the 

assessment and discuss the necessity of conducting makeup sessions if enough students do not attend.  As 
discussed before, previous NAEP studies have defined the most successful methods for locating students.  
If possible, obtain permission to use one or more of the location methods listed below: 

 
 Call students to the session over the public address system. 

 Request the coordinator or a runner goes room to room to call students. 

 The coordinator also should be available to call the students that do not appear for the 
session. 
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5.9 Students’ Arrival at the Assessment Room 

Your presence and demeanor as an authority figure should be exercised as soon as the 
students begin to arrive.  Your effectiveness as an administrator will be predicated largely on your ability 
to convey to the students what is expected of them immediately upon their arrival at the testing room.  
Remember that organization and preparedness are the keys to effective classroom management.  
Appendix D describes some classroom management techniques for all three grade levels. 

 
Although not always possible, you should attempt to enlist assistance from school personnel 

to introduce the NAEP assessment to students.  It will help considerably if a school staff member is 
present to assist you, particularly someone with some “clout” in the school, such as the principal or school 
disciplinary person.  We have also found that if school staffs are able to help monitor the session, their 
presence helps keep disruptive behavior to a minimum and the students’ behavior on task. 

 
Your ability to impart an air of “with-it-ness”, as one researcher calls it (Cangelosi, 1988), is 

critical.  You must be aware of everything that is going on in the classroom.  As an example, you may be 
able to demonstrate your awareness of class dynamics by either separating, or seating near you, students 
who appear especially likely to cause disruption.  The manner in which you carry yourself, the use of 
direct eye contact and facial expressions all communicate confidence and an air of authority.  By focusing 
your eyes directly on individual students, you communicate interest in them and assign an importance to 
the task in which they are engaged.  Also, smiling at students when you’ve caught their eyes conveys an 
interest in them as individuals and facilitates an atmosphere of respect and cooperation. 

 
One way to establish your authority immediately is to stand close to the door as students 

arrive.  If the students come in singly or in small groups, check off the students’ names as they enter.  

However, do not create a line of students waiting to enter the classroom – this is likely to cause a 
disruption in the hallway and will annoy school administrators.  If the students come too quickly, you 
can at least take the opportunity to seat students where you want them, separating potential 
troublemakers. 

 
If you have checked in all students, but several students on the Administration Schedule are 

not present, wait a few minutes before beginning the session.  Ideally, a school staff member will be 
present who can assist in locating missing students who are in school that day.  While you are waiting, 
you may informally ask those present if the missing students are absent from school.  If it is determined 
that the missing students are in fact absent, or five minutes elapses beyond the time the session was to 
begin, proceed with the assessment. 
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Before beginning the script, instruct students to place all of their belongings directly under 
their desks.  It is important that the aisles are not obstructed to allow mobility through the classroom. 

 
 

5.10 Using the Script to Conduct the Session 

After all students have been seated, you must conduct the session by following the 
appropriate script for the grade level being assessed. 

 
You should be thoroughly familiar with the session script and be able to read it fluently.  The 

script should be read word for word (but with expression) to ensure that all sessions are administered 
identically throughout the country. 

 
NOTE:  There are two different scripts for administering the grade four sessions.  The script 

that is used must match the version of the race/ethnicity question(s) that appears in the student’s booklets 
in Section 1.  Each fourth grade bundle of booklets will be labeled with the “session type”.  For those 
labeled HISGEO1, you will use session script type 1.  You will use the session script type 2 for bundles 
labeled HISGEO2. 

 
The sections of the script are described below. 
 
 

5.10.1 Introduction 

All scripts begin by introducing you and the national assessment to the students and by 
giving a quick overview of the session. 

 
 

5.10.2 Booklet Distribution 

After the introduction, the script instructs you to distribute the booklets and other materials if 
you have not done so already.  There are two ways to distribute these materials: 

 
 After students have been seated and you read the script introduction, call each student 

in Administration Schedule order and hand him/her a pre-assigned booklet with any 
additional required materials inside the cover, and a pencil. 
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OR 
 

 Before the students arrive, place a pre-assigned booklet (with the Post-it note bearing 
the student’s name and booklet ID number) with additional required materials inside 
the cover and a pencil on each desk according to your seating plan for the students 
scheduled for assessment.  As students arrive at the classroom, ask them to find the 
booklet with their name and to be seated at that desk.  This procedure works 
particularly well for a large session. 

 
Review with your EAs how the materials are to be distributed based on the type and size of 

the session. 
 
Record the attendance status of each student by entering a “ “ (check mark) for present or 

“A” for absent in the “Administrator Use Only” column on the Administration Schedule.  At the 
conclusion of the assessment, you will enter the appropriate Administration Code for each student in the 
column labeled “Admin. Code.” 

 
Booklet distribution is an opportune time to demonstrate your expectations of the students’ 

behavior and to establish a proactive (as opposed to reactive) demeanor in the classroom.  You should use 
this opportunity to your advantage by being well organized, well prepared and by working quickly and 
efficiently to exercise your authority and control of the classroom. 

 
Don’t waste time!  The booklet distribution process, no matter how large the session size, 

should take no more than 10 minutes. 
 
Ask students who arrive during booklet distribution to wait at the front of the room while 

you finish distributing the booklets.  Then, check each student in, give him/her the correct booklet and a 
pencil and direct the student where to be seated. 

 
 

5.10.3 Booklet Directions 

The booklet directions are on the first 1 or 2 pages of the assessment booklet and reprinted in 
your script for all grade 4 sessions.  You will read the booklet directions aloud in sessions, grades 4, 8, 
and 12. 

 
 



 

 5-10

5.10.4 Additional Materials 

Students are instructed to remove the ruler from the cover of the booklet and put it and the 
atlas on the corner of their desk until the booklet directions instruct them to use them. 

 
 

5.10.5 Background Section (Section 1) 

Section 1 of each booklet contains general background questions beginning with a 
race/ethnicity question.  You will read all of the general background questions to the fourth graders.  In 
sessions involving grades eight and twelve, the students will read all of the background questions to 
themselves and you will time the section for 5 minutes. 

 
As noted above, this field test includes a field test of two new versions of the race/ethnicity 

question.  Thus, there are two scripts for administering the fourth-grade assessment.  Be sure that you use 
the type 1 script for the bundles of booklets identified as type HISGEO1 and use the type 2 script for the 
bundles of booklets identified as type HISGEO2. 

 
 

5.10.6 Subject Area Sections (Sections 2 and 3) 

The timing of the booklet sections varies by grade.  The session script provides instructions 
for the timing of each section.  Exhibit 5-1 is a timing chart for each session being administered in the 
field test. 

 
A timer included with your supplies will be used to time the sections accurately.  It is 

important that you are thoroughly familiar with the timer and its operation prior to conducting sessions.  
Practice using the timer and ensure that your EAs are familiar with the timers before your first assessment 
is conducted. 

 
For the field test, you will not be able to answer any questions students may have in this 

section except questions on how to record their answers. 
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Exhibit 5-1.  Session Timing 
 
 

GRADE SECTION TIMING 

 
 

4 

 Booklet directions 
1. General Background Questions 
2. Cognitive (history/geography) 
3. Cognitive (history/geography) 
4. Race/ethnicity Bridging Quest. and 

questions on computer use 
 

Administrator reads 
Administrator reads 
25 minutes 
25 minutes 
Read R/E question(s) & time 
remainder for 11 minutes 
 

 
 

8 and 12 

 Booklet directions 
1. General Background Questions 

Directions for Sections 2 & 3 
2. Cognitive  (history/geography) 
3. Cognitive (history/geography) 
4. Race/ethnicity Bridging Quest. and 

questions on computer use 
 

Administrator reads 
5 minutes 
2 minutes 
25 minutes 
25 minutes 
Gr. 8 - 8 minutes; 
Gr. 12 - 9 minutes 
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5.10.7 Booklet Section 4 

Section 4 begins with a version of the race/ethnicity question and continues with several 
questions on students’ use of computers.  In grade four, you will read the race/ethnicity question and then 
you will time the section for 11 minutes, as the students will work on the remaining questions themselves.  
In grades eight and twelve, the students will work on all of the questions by themselves as you time the 
section.  Timing for eighth grade is eight minutes, for twelfth grade it is for 9 minutes since there are 
more questions. 

 
This section is introduced with the following: 
 

Sometimes the way a question is asked can make a difference.  Please 
answer the next question [2 questions] even though you’ve already 
answered questions like it [them] earlier today. 

 
You should read through the question by question specifications for this section and 

encourage your EAs to do so as well.  Students will undoubtedly ask why they have to answer “the same 
question again.”  To many students, the question in Section 4 will seem “exactly” the same as the one 
they answered in Section 1.  However, as noted in the Q X Qs, they are not exactly the same.  Other than 
the obvious minor wording changes, both of the versions of the race/ethnicity question being tested now 
allow a person to select more than one answer.   

 
 

5.11 Monitoring the Session 

During the session, it is the responsibility of you and your EAs to ensure that students are 
working in the correct booklet section.  The only way this can be adequately accomplished is by quietly 
walking up and down the aisles during the session.  Studies have shown that the closer the physical 
proximity of the teacher to the student, the more likely that the student will remain on task.  You should 
continually move through the classroom during the session (a good reason why the aisles need to be 
clear).  Occasionally, stand at the rear of the room so you can observe the students inconspicuously. 

 
Students will be using many different versions of the test booklets and the sections are 

spiraled, so the possibility of collusion among students is minimal.  In general, it is important to 
discourage any such attempts by continually walking up and down the aisles during the session.  At the 
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same time, you will check that students are working in the correct booklet section and are neither behind 
nor ahead of where they should be. 

 
Paperwork should be done after the conclusion of the session.  You should inform your 

EA where to meet to edit the booklets and to complete other paperwork. 
 
 

5.11.1 General Rules for Supervising the Session 

 You may not answer any questions once the students have begun working. 

– You may not provide any specific information, answers or instructions about 
any question, or assist in reading or spelling.  Although you cannot provide 
answers, we are interested in the questions students ask.  Please listen carefully 
to the questions.  The best response is, “I’m sorry, I can’t answer any questions.  
Just do the best you can.”  If the student indicates that s/he does not know a 
word used in the assessment, you can suggest that s/he “Re-read the question 
and try to sound out the word you don’t understand.” 

– When the students are working on the subject area sections of the booklet, you 
may provide assistance only in showing how and where to record answers. 

 As students are working, you should walk around the room to see that they are 
working in the appropriate section of the booklet.  If a student finishes a section early, 
you should encourage him/her to go back to review the work in that section only. 

 Since the completed booklets will be scored by machine, students may use only No. 2 
pencils to record answers.  For multiple-choice questions, ovals must be completely 
filled in with heavy marks.  There should be no unintentional stray marks. 

– Erasures must be complete and neat.  For constructed-response items, students 
may make corrections by crossing out works rather than erasing if they choose 
to do so. 

– Booklets should never be folded or bent.  Do NOT put paper clips or permanent 
gummed labels on the booklets. 

 Be sure fourth-grade students have used the restroom before the session begins! 

 Students should leave the session only in an emergency situation. 

– If a student leaves and returns, record on the booklet cover the section number 
during which the student left, the section number during which the student 
returned, and the reason the student left the session.  Also, remember to give 
that student an Administration Code of “12,” meaning that s/he was only in the 
session for part of the time. 
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– If a student cannot complete the session (e.g., s/he has become ill), collect the 
booklet and other materials and record on the booklet cover the reason the 
student left the session.  NEVER give any student any medication for any 
reason. 

– Occasionally a student may request to leave the session before it is over for 
reasons other than illness or needing to use the restroom; s/he may need to get 
somewhere in the school (such as sports practice or a class activity) and feel 
concerned about being late.  If a student asks to leave, but is not refusing to 
participate, try to determine the reason for the request.  Make an effort to 
persuade the student to remain in the session and tell them the time remaining. 

– Students who are concerned about being late for other activities may be 
instructed to explain to their teachers that they have been participating in 
NAEP, and that the teacher can contact the school coordinator for verification.  
You may consider writing a “To Whom it May Concern” note on a NAEP 
Student Appreciation Certificate for the students to take to their next activity.  
However, students who will miss transportation if they remain in the session 
may be excused. 

– A student may be asked to leave the session by a teacher or school official.  If 
this occurs, quietly try to determine the reason the student is being asked to 
leave and, if possible, try to obtain permission for the student to complete the 
session. 

– If the student has completed the booklet and has been allowed to leave before 
the end of the session, it is not necessary to make a notation on the booklet 
cover. 

– If a school official identifies a student as unable to meaningfully participate in 
the assessment and s/he cannot be accommodated, do not try to obtain 
permission for the student to complete the session.  Note on the Administration 
Schedule that the student was excluded.  Assign an SD/LEP Questionnaire for 
the student, have the staff member most knowledgeable about the student 
complete it, and record the appropriate information on the Roster of 
Questionnaires. 

 Students are not required to participate in the assessment; however, all students should 
be encouraged to do so.  If a student refuses to participate, tell the student that his/her 
answers are very important because they represent many other students across the 
nation.  Explain that the results will have no effect on their grade.  Encourage the 
student to begin or complete the booklet and make the best possible effort to answer 
the questions.  If the student continues to refuse, collect the booklet and materials and 
instruct him/her to return to class.  Remember to note “Student Refusal” on the 
booklet cover.  If the student has not started the assessment, give the student an 
Administration Code of “48” on the Administration Schedule.  If the student begins 
the assessment and then refuses to continue, assign an Administration Code of “12” to 
indicate s/he was in the session part-time. 

Discussions between you and a student who refuses to participate should be kept as 
quiet as possible; that is, do not try to discuss this issue with a student from the front 
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of the classroom.  We want to ensure that other students are not influenced by a 
student who wishes to refuse. 

 If a student discovers a defective booklet after beginning to work, replace the booklet 
with another booklet of the same number (i.e., G401, etc.) if possible.  Record the new 
Booklet ID number on the front cover of the defective booklet and write the new 
booklet ID above the defective ID on the Administration Schedule.  When collecting 
the booklets, put the defective booklet inside the front cover of the newly assigned 
booklet. Assign an Administration Code of 14 on both booklets and the 
Administration Schedule. 

If a booklet of the same number is not available and the defect is minor, for instance, 
one page missing in only one section, have the student continue in the defective 
booklet.  When the booklets are collected, be sure to write a note on the front cover 
explaining the problem and assign an Administration Code of 14. 

 Note on the front cover any other unusual circumstances regarding the assessment 
of a student. 

 The number of observers, if any, from the school should be limited.  They should 
stand quietly in the back of the room or circulate without interfering with the 
assessment.  No photographs of any kind may be taken, to ensure the confidentiality 
of students and to ensure standardized assessment procedures. 

 Appendix D includes successful classroom management techniques for grades 4, 8, 
and 12, and should be reviewed by supervisors and EAs before administering 
sessions. 

 

5.11.2 Problem Situations 

You should anticipate specific problem behaviors before they happen and determine how 
you will handle them in advance.  Although the exception rather than the rule, there may be occasions 
where you are called upon to deal with inappropriate or disruptive behavior.  Prompt and decisive 
management of such behavior is important in avoiding its continuation and “modeling” by others. 

 
It is important to recognize that one of the immediate goals of inappropriate student behavior 

is to attract attention in the hope of gaining recognition among peers.  Understand that from a student’s 
perspective, you will be a perfect vehicle for attaining this goal.  Don’t be a victim!  Avoid being verbally 
challenged or you will find yourself in a weakened position to effect any kind of classroom control.  
Adopt a proactive rather than reactive stance; anticipate potential problem situations and know how you 
will handle them if they do occur.  Otherwise, you will find yourself constantly putting out fires rather 
than preventing them. 
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Off-task behavior should be dealt with directly and without overreacting, in a calm, but firm 
tone of voice (Emmer et al., 1984): 

 
 If a student is working on the wrong section of the booklet, you could say 

something such as, “You should be working in Section 2 now.”  Continue to stand 
near the student until you see that s/he is working on the correct section.  Often, a 
gentle reminder of the correct section will suffice as an effective prompt. 

 If the behavior is of a more disruptive nature, such as sustained loud talking or 
rudeness, walk calmly to the student’s desk, and firmly, yet quietly, inform the 
student that the behavior is unacceptable.  Sometimes the use of a gesture such as a 
finger to the lips or a head shake is enough to prompt appropriate on-task behavior; 
sometimes it is not.  If not, be sure to convey the inappropriateness of the behavior in 
a positive manner by saying something like, “I’m sure you don’t mean to be rude, but 
you are disturbing the rest of the class.”  If necessary, add “I would really appreciate it 
if you would help me out and save your conversation until this session is finished.”  
Continue to stand near the student’s desk.  When appropriate behavior is 
demonstrated, approach the student and thank him/her for cooperating.  The 
encounter should be brief, positive, and respectful. 

 If the disruptive behavior persists, you must take care not to exacerbate the problem 
and disturb others who are trying to work.  Remain calm.  Take two deep breaths, then 
act.  Remember, focus on the behavior, not on the student.  Again, the use of direct 
eye contact and physical proximity to the student cannot be overemphasized.  
However, it may sometimes be necessary to seek the immediate assistance of school 
personnel.  If you feel that the situation is getting out of control, don’t be afraid to use 
the office call button and ask for assistance. 

 If a student becomes ill during the session, seek assistance from school personnel.  
Remember that this is an embarrassing situation for the student, so make every effort 
not to add to the student’s discomfort and handle the matter with as little disruption as 
possible.  Be sure to note the disruption on the student’s booklet and assign the 
appropriate Administration Code. 

 If a student becomes emotionally upset during the session:  Occasionally, a 
student, particularly in the lower grades, may feel so overwhelmed that s/he will begin 
to cry.  Be understanding but do not reinforce the behavior by giving the child 
excessive attention or sympathy.  You might suggest that the student skip the question 
that is bothering him/her, and to come back to answer it later.  Telling the student that 
we don’t expect him/her to know everything may lessen the anxiety.  It may be 
helpful to ask a friendly classmate to accompany him/her to get a drink of water.  If 
the crying is seriously disruptive, seek assistance from school personnel.  Remember 
to note the incident on the student’s booklet. 

 
It is equally important to recognize that not every inappropriate behavior warrants a response 

from you.  For example, whispering can safely be ignored if it is of short duration.  It is best to either 
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respond immediately and decisively to a behavior if it becomes disruptive or to ignore it completely if 
you determine it is inconsequential. 

 

Students who complete the section before time is called should be encouraged to review 
their work in that section only.  They should not work on homework or a on a non-NAEP activity. 

 
 

5.12 Concluding the Session 

At the end of the session, collect all materials except the No. 2 pencils.  Students may keep 
the pencils as a “thank you” for participating.  Thank the students and dismiss them according to the 
school’s preference.  If time allows, you should call the students in Administration Schedule order to 
bring their booklets and assessment materials to you so that you can check the booklet ID number once 
again. 

 
You will collect the rulers and atlases prior to dismissing the students. 

 
If time is particularly short, you may stand at the door and release a student after s/he gives 

you a booklet and any other assessment materials.  You must account for all booklets and assessment 
materials.  (Be sure to retrieve Testing – Do Not Disturb signs.) 

 
Regardless of the collection procedure you choose, you must strive to maintain control of the 

classroom because students will be anxious to leave once the assessment is over. 
 
NAEP is interested in feedback from the students, so if you have a few minutes before you 

are scheduled to dismiss the students, ask the students what they thought about the assessment and 
materials.  Take notes on the responses and include them in the comments section on the Session 
Debriefing Form.  If time does not allow for this type of interaction, dismiss the students as usual. 

 
 

5.13 Conducting Sessions with Accommodations and Adaptations 

You are likely to encounter only a small number of students with disabilities in any one 
school.  Discuss with the school coordinator the nature of each child’s disability and then consult the 
relevant section of Appendix E for a brief description of the disability and suggestions for working with 
these students in testing situations.  If the opportunity presents itself, find out how the teacher works with 
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the child.  Some additional procedures are needed to accommodate these students in a testing situation, 
but many are similar to those you will use with other students.  It is unlikely that you will be testing 
children with severe cognitive or physical disabilities; their IEPs will probably specify that they should 
not participate in assessments such as NAEP or they may not have achieved the requisite reading skills 
needed to participate. 

 
Suggestions for working with special needs students include: 
 

 Encourage effort, not results; 

 Concentrate on the individual, not his/her disability; 

 Treat students with disabilities as normally as possible; do not assume you must do 
things for them; 

 Do not lower your expectations; 

 Ask that a teacher familiar with the student be present at the assessment session; 

 Remember that disability-related information is confidential; school personnel may be 
reluctant to release information.  Emphasize the confidentiality procedures of NAEP 
and assure school personnel that you will keep any information received about 
particular students confidential; and 

 Only use accommodations specified in students’ IEPs or routinely used in testing the 
student; use of accommodations unfamiliar to students may hurt their performance 
rather than help it. 

 
 

5.13.1 Staffing Issues 

Whether accommodating students in the original session or in special sessions, it is 
important that you or the EA be comfortable in working with special needs children.  Obviously someone 
with a special education background would be ideal.  An experienced teacher, particularly at the 
elementary level, should be familiar with reading aloud quietly and with determining when and how to 
encourage students. 

 
Since NAEP staff is unfamiliar to the students in the assessment, it will be important to build 

rapport with them before beginning one-on-one, small group, and read-aloud accommodations.  Discuss 
the best ways to do this with the school coordinator, or, if possible, each student’s teacher.  It may be that 
the teacher will come with the student to the assessment room and will introduce the EA, quietly 
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explaining that the EA is there to help.  Perhaps the EA could go to the student’s classroom before the 
assessment begins.  During the assessment, the EA needs to be alert to the student’s needs without 
hovering or focusing entirely on that student.  Whatever is done, we certainly do not want to do anything 
that will embarrass or single the student out in a negative way. 

 
We do want the student to feel comfortable and to know what to expect in the assessment 

situation.  If she/he is getting extended time, she/he should be told so before the session begins and that 
this means that she/he can stay later or return to sections not finished during the assessment.  Similarly, 
“read-aloud” students should be seated away from the other students and told that the reason is so that the 
other students will not be disturbed by “my reading with you.” 

 
If students are being accommodated as part of the original session, then the EA 

administering the session will need additional help.  Depending on the nature of the accommodations, an 
additional EA for every 3-5 accommodated students might be necessary.  Each extra EA should know in 
advance the names of the students with whom they will be working and, obviously, the nature of the 
accommodation. 

 
 

5.13.2 Using Scripts in Accommodation Sessions 

Our previous experience with accommodations has shown that the scripts that we use in the 
standard sessions do not work in small group and one-on-one separate administrations.  Instead, the EA 
should use a more informal “chatty” style.  The following checklist identifies points the EA should make 
before beginning the directions to Section 1: 

 
 Introduce yourself, telling the child how happy we are that she/he can help us with 

this national study. 

 Explain that some of the work may be like work she/he has done before and some 
may be very different. 

 We are trying to find out what students don’t know as well as what they do know.  So, 
she/he should not worry if she/he does not know everything.  No grades will be given 
and his/her work will not be seen by anyone at the school. 

 We know that she/he will do the very best that she/he can, and we really appreciate it. 

 Tell the student that you cannot help and cannot tell if answers are correct. 

 Ask if the student has any questions. 
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 Begin Section 1. 

 
The following are some guidelines in what is and is not allowed when conducting 

accommodations sessions: 
 

 
 You May: 

– Make minor modifications to the script to shorten or simplify the introductory 
statements. 

– Encourage the student(s) to review his/her answers upon completion. 

– Answer student questions regarding the directions and the recording of 
answers. 

– Allow the student(s) to use accommodations/adaptations on the assessment if 
they have been deemed necessary.  A list of approved accommodations for 
NAEP has been printed on the following page. 

 You May NOT: 

– Provide assistance on assessment items.  Students may look for validation on 
certain items; you may not indicate verbally or nonverbally your 
recommendations.  Instead you are encouraged to remind them to answer the 
questions to the best of their ability. 

– Allow any student to use accommodations/adaptations on the assessment that 
are not indicated in his/her IEP, that are not approved by NAEP, or that are not 
normally used by the student during testing.  A list of approved 
accommodations for NAEP is on the following page. 

 
The following are not considered accommodations and may be offered to students: 
 

 Students may take a break between sections. 

 The assessment may be scheduled to start at any time. 

 Recording answers directly in the test booklet is expected of all assessment 
participants.  If this is considered an accommodation in a particular student’s IEP, s/he 
should remain in the regular session. 

 
Small group and one-on-one sessions present another problem.  That is that these students 

often are used to receiving acknowledgment when they have answered a question correctly.  They will 
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look to you and ask, “Is this the right one?”  You cannot give any indication of what the right or wrong 
answer is.  It will be tempting, but, of course, we cannot help these students in this way any more than the 
other students.  You may want to remind the student that you told him/her at the beginning of the session 
that you are not allowed to say if an answer is right or wrong.  Encourage the student to record an answer 
and move on to the next question. 

 
 

5.13.3 Administration Codes – Assess with Accommodations 

After the assessment, you will use the Administration Codes listed below to indicate the 
status of these accommodated students.  In many cases, a student who receives one accommodation 
actually is receiving multiple accommodations; for example, it is assumed that a student who is assessed 
one-on-one or in a small group will also receive extended time.  Therefore, the following codes contain 
the additional, paired accommodations we anticipate would be used.  Thus, only one code number will be 
needed for each of these students, even though they possibly will be receiving multiple accommodations. 

 
 

5.13.4 Administration Codes - Assessed with Accommodations 

Code 

 

Primary Accommodation 

 

Usual Additional Accommodations 

 

72 Bilingual dictionary  

73 Large-print booklet Extended time, special equipment such as 
magnifying equipment.  These sessions are 
usually conducted in a small group or one-on-
one. 

74 Extended time in regular session  

75 Read aloud in regular session  

76 Small group Extended time; read directions/questions 
aloud. 

77 One-on-one administration Extended time; read aloud; help recording 
answers 

78 Scribe or use of computer Extended time 

79 Other; specify on booklet cover  
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Of course, if a student to be accommodated is absent or refuses to participate, you would use 
the appropriate absent or refusal Administration Code. 
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6.  POST-ASSESSMENT ACTIVITIES 

After dismissing students from the assessment, you and your EAs will need to complete a 
number of tasks before leaving the school.  Sections 6.1 through 6.6 instruct you on how to complete the 
Administration Schedule(s) and School Worksheet, assessment booklet covers, and arrange for makeup 
sessions, if necessary.  Section 6.7 provides you with instructions for packing and shipping completed 
materials to NCS.  A discussion of some of the quality control procedures NCS will use to review your 
work concludes this chapter. 

 
 

6.1 Account for all Materials Used 

Your EAs are responsible for returning to you all of the NAEP materials following the 
assessment(s) in a school.  As the assessment supervisor, you are responsible for reviewing these 
materials, checking to make sure that everything is complete and accounted for, and verifying that the 
booklet cover coding is done properly.  Every NAEP booklet (used and unused) must be accounted for 
and returned to NCS; none will be left in schools or thrown away for any reason.  NCS has a record of 
every booklet, including where it was sent and when it was returned.  You are responsible for making 
sure that every booklet assigned to you is used correctly and returned in good condition to NCS.  Only by 
maintaining rigid control over the booklets will you protect your accountability. 

 
The supervisory “edit” of assessment materials encompasses a number of tasks.  It does not 

involve correcting students’ work.  The supervisor should do the following: 
 

 Double-check that you have an assessment booklet for every booklet ID number listed 
on the Administration Schedule.  Be sure that all unused booklets from the session are 
accounted for. 

 Verify that the required information from the Administration Schedule has been coded 
on the front cover of each booklet.  Front covers of booklet IDs assigned an 
Administration Code of “51” through “56” need not be coded. 

 If a student did not attend an entire assessment session, make sure the circumstances 
are fully documented on the front cover of the booklet and the appropriate 
Administration Code is assigned.  When writing notes on the booklet covers, do not 
write on timing tracks or close to any demographic boxes. 

 Double-check that you have a completed SD/LEP Questionnaire for each student 
indicated on the Administration Schedule as “SD” and/or “LEP.” 



 

 6-2

 Make arrangements to collect the teacher questionnaires that have not been returned.  
If any teacher questionnaires haven’t been returned by the end of the assessment, plan 
to stop by in a few days to pick it up or leave a supplemental shipping envelope with 
the school coordinator so the completed questionnaire can be returned directly to 
NCS.  Be sure the School Questionnaire has been collected from the principal or 
designee. 

 Inspect the physical condition of each booklet, Administration Schedule, 
Questionnaire, and Roster, making sure that any stray marks that would interfere with 
scanning have been erased. 

 

6.2 Complete the Administration Schedule 

6.2.1 Enter the Administration Codes 

After accounting for all materials used during the session, record on the Administration 
Schedule the appropriate codes in column “J” labeled “Admin. Code.”  The codes are grouped according 
to student participation status and must be assigned accurately.  Booklets unassigned to students should 
be coded “52” on both the Administration Schedule and booklet cover.  There must be an 

Administration Code entered for every booklet. 
 
At the conclusion of the assessment, if it hasn’t already been done so, you will need to obtain 

information from the school coordinator concerning the reasons for any student’s absence from the 
session(s).  The codes and guidelines for using them are listed on the following pages. 

 

ASSESSED STUDENTS – ORIGINAL SESSION 

10 = Assessed in original session – in session full-time 

11 = Assessed in original session – in session full-time, but no responses in booklet 

12 = In original session part-time.  Student left and did or did not return.  Specify the reason on 
the booklet cover (e.g., student refusal after starting booklet). 

13 = Original session incomplete.  Specify the reason.  Use this code when the session was 
interrupted and no student was able to complete the booklet (e.g., fire drill). 

14 = Other, specify on cover.  Use this code for any situation that is not covered by the other 
assessed student codes 10 – 13 (e.g., the discovery of a page missing from a booklet).  Explain 
fully on the booklet cover. 
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ASSESSED STUDENTS – MAKEUP SESSION 

20 = Assessed in makeup session – in session full-time 

21 = Assessed in makeup session – in session full-time, but no responses in booklet 

22 = In makeup session part-time.  Student left and did or did not return.  Specify the reason on 
the booklet cover (e.g., student refusal after starting booklet). 

23 = Makeup session incomplete.  Specify the reason.  Use this code when the session was 
interrupted and no student was able to complete the booklet (e.g., fire drill). 

24 = Other, specify on cover.  Use this code for any situation that is not covered by the other 
assessed student codes 10 – 13 (e.g., the discovery of a page missing from a booklet).  Explain 
fully on the booklet cover. 

ABSENT STUDENT CODES 

40 = Temporary absence (less than two weeks).  Student is temporarily not in school due to 
illness, disability, or excused absence. 

41 = Long-term absence (two weeks or more).  Student has been absent from school two weeks or 
more due to an illness or disability. 

42 = Chronic truant.  Student attends school occasionally, if ever. 

43 = Suspended or expelled from school.  Includes in-school suspension. 

44 = In school, did not attend session.  Use if student was known to be in school on day of 
assessment but, for example, was not released by a teacher. 

45 = Disruptive behavior.  In school, but not notified of assessment because of disruptive 
behavior. 

46 = Parent refusal.  Parent officially notified school that s/he refused to allow student to 
participate in the assessment. 

47 = Student refusal.  Student refused to participate in the assessment before being given an 
assessment booklet. 

48 = Other, specify on cover.  Use this code for any absence not covered by other codes.  Specify 
reason on the booklet cover (e.g., student came to room too late after session started). 
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OTHER STUDENT CODES 

51 = Withdrawn.  Student is no longer enrolled at the school. 

52 = Unassigned book (unused).  Use this code for any booklet not used because the booklet was 
not assigned to a student. 

55 = Ineligible.  Use this code when told after the session began that the student was not eligible 
for the assessment (e.g., foreign exchange student).  Explain fully on the booklet cover how 
you determined the student was ineligible. 

56 = “Not in Sample” (NIS) student.  Use this code for any student who was assessed at the 
convenience of the school. 

REASONS FOR EXCLUSION 

60 = SD.  Student cannot be included in the session due to a  mental or physical disability. 

61 = SD.  Student with a disability who requires an accommodation that NAEP does not permit. 

62 = LEP.  Student cannot be included in the session due to limited proficiency in the English 
language. 

63 = LEP.  Student with limited proficiency in English who requires an accommodation that 
NAEP does not permit. 

64 = SD/LEP.  Student cannot be included in the session due to a mental/physical disability and 
limited English proficiency. 

65 = SD/LEP.  Student who has a mental/physical disability and limited English proficiency who 
requires an accommodation that NAEP does not permit. 

66 = Other, specify.  Student cannot be included in the session for some other reason. Specify the 
reason on the booklet cover. 
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STUDENTS ASSESSED WITH ACCOMMODATIONS 

72 = Bilingual dictionary.  Supplied by school. 

73 = Large-Print Booklet. Extended time is assumed.  Use of special equipment such as 
magnifying device is acceptable.  Usually these sessions are small group or one-on-one. 

74 = Extended Time in Regular Session. 

75 = Read Aloud in Regular Session.  (Do not use in a reading session) 

76 = Small Group. Extended time is assumed.  Directions/questions read aloud is acceptable. 

77 = One-on-one.  Extended time is assumed.  Assistance in recording answers and/or reading 
aloud directions/questions is acceptable. 

78 = Scribe or use of computer. 

79 = Other, Specify on Booklet Cover. 

NOTE: FOR STUDENTS ASSESSED WITH SPECIAL ACCOMMODATIONS, THESE 
CODES SHOULD ALWAYS BE USED INSTEAD OF CODES 10-14 OR CODES 20-
24.  IF AN ACCOMMODATED STUDENT IS ABSENT ON ASSESSMENT DAY AND 
NOT ASSESSED, USE AN ABSENT CODE FOR THE ADMIN. CODE. 
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6.2.2 Complete the Summary Information Box on the Administration Schedule 

After assigning the appropriate Administration Codes, complete the Administration 
Schedule by recording information on attendance in the summary information box at the top of the 
Administration Schedule. 

 
It is very important that the summary information is accurately recorded as follows: 
 

 On the lines labeled “# Withdrawn And Ineligible,” enter the total number of selected 
students who have withdrawn from school between the time of sampling and the 
actual assessment plus the total number of students who are ineligible. 

 On the lines labeled “# Excluded” enter the total number of selected students who 
were excluded from the assessment by the school. 

 On the lines labeled “# To Be Assessed” enter the remaining number of students after 
the withdrawn/ineligible and excluded students have been subtracted from the total in 
sample. 

 On the lines labeled “# Absent” enter the total number of students who were to be 
assessed but who did not participate in the assessment session at all.  This includes 
students who reported to the session but refused to participate and students who 
arrived at the session too late to participate.  It does not include withdrawn or 
excluded students.   

 On the lines labeled “# Assessed (Original)” enter the actual number of students less 
“Ineligible” students who were present for the assessment and received a booklet.  
Students who attended the session and received a booklet but did not record any 
answers are included in this category. 

 If a makeup session is to be held, wait until after the makeup to finish filling out the 
Administration Schedule.  Then enter the number of students assessed on the lines 
labeled “# Assessed (Makeup).” 

 After both the original and makeup sessions have been held, on the lines labeled 
“Total Assessed”, enter the total number of eligible students who were actually 
assessed in the original and makeup sessions.  This number equals the number of 
students “To Be Assessed” minus the total number of students counted as absent. 

Exhibit 6-1 shows a completed Administration Schedule. 
 



 

 6-7

Exhibit 6-1.  Completed Administration Schedule 
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6.3 Complete the School Worksheet 

The School Worksheet is the central document that you will use to report the results of the 
assessment in a school and determine the need for makeup sessions.  The laptop computers will be used to 
transmit the School Worksheet information after the assessments are completed at a school.  The 
worksheet can be used to record the results of each session while at the school, and that information can 
then be entered in the NFS after you have left the school.  However, to ensure that there is a backup, we 
would like you to submit the hard-copy version of the form as well. 

 
The School Worksheet will be filled out in stages.  The identifying information at the top, 

such as School name, School ID#, school coordinator, your name, and region could be filled in before you 
go to the school for the sampling visit.  In the column labeled “SESSION #,” record the preprinted 
session number that appears on the Administration Schedule. 

 
 Items A-D should be filled in during the pre-assessment activities after you have 

scheduled the assessment sessions with the school coordinator.  These items include 
the date, time, and place of session, as well as the EA who will be responsible for 
conducting the assessment session. 

 Items E-J on the School Worksheet will be filled in from the Summary Box at the top 
of the Administration Schedule.  This information must be checked to be sure it is 
reported accurately and properly.  To make sure the numbers are correct, count the 
number of students to be assessed, excluded, withdrawn/ineligible, and absent as 
listed on the Administration Schedule.  The number of students assessed and the 
number of students absent must equal the number of students to be assessed. 

 For item K on the worksheet, you must calculate a response rate for the sessions.  If 
there is more than one grade being assessed at the school, you will need to calculate 
the response rate at each grade.  To calculate the response rate, divide the # 
ASSESSED (item J) by the # TO BE ASSESSED (item H).  In other words, the 
number of students who attended the session(s) is divided by the number of students 
invited.  This number should be rounded up to the next whole number if .5 or greater 
and rounded down if .4 or less.  A completed worksheet is presented in Exhibit 6-2. 

 For item I (Makeup Needed?), enter “Y” if attendance falls below the required 
percentage (89% or less), otherwise, enter an “N”. 

 If a makeup session is held, complete items A-D and item J.  It is only necessary to 
record the number of students actually assessed in a makeup session, not the number 
invited or absent (these columns have been shaded). 
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Exhibit 6-2.  Completed School Worksheet 
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To determine the final results in the school, the number assessed in makeup sessions should 
be added to the number assessed in the original session and the resulting number recorded in the 
“TOTAL” column.  The “# TO BE ASSESSED” and the “# ABSENT” should be recorded in the 
“TOTAL” column as well. 

 
 

6.4 Makeup Sessions 

The national assessment attempts to obtain the highest possible student response rates.  The 
students who are absent from school on the day of the assessment are the only students who should be 
missing from the session.  All selected students who are in attendance are extremely important to NAEP.  
Always attempt to learn from the school about all selected students who do not appear for an assessment 
session. 

 
If the attendance at a session is 89% or less, a makeup session will have to be held. 
 
You will compute the response rate on the School Worksheet and determine if a makeup 

session will be necessary at the school. 
 
Students who refused to attend the original session (or whose parents refused to allow them 

to participate) will not be invited to a makeup session.  These refusals are counted as absences in 
calculating the attendance rate, but these students should not be invited to a makeup session.  One round 
of makeup sessions will be held in each school (i.e., additional makeup sessions should not be scheduled 
for low attendance at initial makeup sessions).  All makeup sessions should be scheduled and conducted 
before you leave the PSU.  You should work with the school coordinator in arranging the makeup 
sessions and notifying the students of the time and location.  You may send your lead EA to conduct a 
makeup session.  Since student and teacher names must not leave the school, you will place all copies of 
Administration Schedules, Rosters, and Post-it® notes in the NAEP Storage Envelope until the makeup 
session.  However, assessment booklets and other NAEP materials must be removed from the 
school.  Retain all assessment materials for the school until the session is completed. 
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6.4.1 Complete the Administration Schedule After a Makeup Session 

In the event that a makeup session is required in a school, you will use the original 
Administration Schedule for the makeup session.  After the makeup is held: 

 
 Grid the “makeup held” bubble and record the date in the box at the top of the 

Administration Schedule. 

 Enter the Administration Code for participating students using codes   “20” - “24” OR 
“72” - “79” as appropriate on the Administration Schedule and on the student’s 
booklet cover. 

 Enter “# assessed, makeup,” and “total assessed” in the Summary Box at the top of the 
Administration Schedule. 

 Add the number assessed in the makeup session to those already assessed on the 
School Worksheet, and compute new totals. 

 Complete the booklet covers and enter the Administration Code for absent students 
who did not attend either the original or makeup session. 

 
 

6.5 Booklet Cover Coding 

There must be an assessment booklet for every ID number listed on the Administration 
Schedule.  Your EAs are responsible for coding all student information on the cover of each booklet used. 

 
Most of the information to be coded on the booklets comes directly from the Administration 

Schedule.  Therefore, all the session booklets should be sorted in the order in which they appear on the 
Administration Schedule.  Entering the student’s line number in the space provided in the upper 
corner of the booklet is particularly useful in verifying that the booklets are in the correct order.  
There should be one booklet for each selected student regardless of whether or not they were assessed.  If 
the booklets were collected after the assessment in the same order as they appear on the Administration 
Schedule, you will need to insert the unused booklets for absent, excluded, ineligible, and withdrawn 
students in their original order. 

 
There must be a code for all of the required information on the cover of the assessment 

booklets except booklets with Administration Codes of “51 – 56”.  As you code information from the 
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Administration Schedule, always confirm that the booklet ID number matches the identification number 
for that student on the Administration Schedule. 

 
Record the NAEP school ID on the booklet cover.  Then, enter the other information which 

directly corresponds to that on the Administration Schedule.  Listed below are the items that must be 
transferred from the Administration Schedule to the booklet cover.  An example of a coded booklet cover 
is shown in Exhibit 6-3. 

 
 

Booklet Cover Item Description Column from 
Admin. Schedule 

SCHOOL # NAEP school ID number – 

TEACHER # Two-digit teacher number from Roster of 
Questionnaires 

J 

PERIOD # Leave these boxes blanks – 

BIRTH DATE Month (numeric) and year D 

SEX 1 = male; 2= female E 

R/E Race/ethnicity F 

SD Y (yes) or N (no) Individualized Education Plan 
OR Student with Disability 

G 

LEP Y (yes) or N (no) Limited English Proficient H 

ADMIN. CODE Administration Code describing the student’s 
participation status 

L 
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Exhibit 6-3.  Coded Booklet Cover 
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6.6 Leaving the School 

At the end of the day’s assignment, make sure that you account for all unused booklets (or 
bundles) in their original wrapping as well as completed booklets.  Be sure you have also gathered your 
other supplies (timer and other assessment materials).  Any Post-it notes with student or teacher names 
must be thrown away.  Student names on the Administration Schedule and teacher or student names on 
the Roster of Questionnaires must be left at the school. 

 
In case questions or concerns about the assessment arise in the future, you must do the 

following before leaving a school: 
 

 Make a set of copies of pages 1 and 2 of the completed Administration Schedules and 
Roster of Questionnaires to be left at the school in the NAEP Storage Envelope. 

 Then, at the perforation, tear off the students’ names from the original Administration 
Schedules and the teachers’ names from the original Rosters. 

 Place the names along with the complete set of document copies in the NAEP Storage 
Envelope (see Exhibit 4-4) to be left at the school. 

 The original documents (without names) will be mailed back to NCS with the other 
assessment materials from the school. 

 Record the NAEP school ID on the “Destroy by . . .” postcard (Exhibit 6-4) and staple 
it to the front of the NAEP Storage Envelope along with your business card.  

 Give the NAEP Storage Envelope to the school coordinator and explain that the 
contents of the envelope should be retained until June 1, 2000 or the end of the school 
year, whichever comes first.  At that time, the contents should be destroyed and the 
“Destroy by . . .” postage-paid postcard completed and mailed.  Suggest that the 
school coordinator write a reminder on the school calendar to complete this activity. 

 
The supervisor should always attempt to give this envelope to the school coordinator and let 

him/her know the sessions went well and that we appreciate their cooperation.  If the supervisor is unable 
to see the school coordinator before leaving the school, leave the NAEP Storage Envelope with the school 
secretary and call later to confirm that the school coordinator has the envelope and to extend our 
appreciation for the school’s cooperation.  

 
Also, leave the School Appreciation Certificate with either the school coordinator or the 

school principal as a token of appreciation from NAEP. 
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Exhibit 6-4.  “Destroy by…” Postcard 
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Meet with your EAs to discuss their next assignment.  You should also use this meeting to 
answer any questions your EAs may have, discuss or report problems, and to replace or restock materials 
as needed.  It may be helpful to take a few minutes before this meeting to list items or questions you want 
to discuss with them. 

 
 

6.7 Shipping Materials to NCS 

All assessment materials for a school must be returned to NCS in the same shipment using 
the boxes in which the materials were sent to you.  The materials should be packed in the following order: 
(see diagram below) 

 
 On the bottom of the box designated as Box 1, place any miscellaneous items being 

returned; 

 Next, all assessment booklets, used and unused, in Administration Schedule order 
(with the first bundle of booklets being on the top of the stack of booklets); 

 Next, Administration Schedule(s); 

 Then, place all questionnaires; 

 Then, the Roster of Questionnaires; and 

 At the top of the shipment, place the packing list that accompanied the session 
shipment from NCS (Exhibit 6-5). 

 If there are other sessions, pack each box in the same manner, except that there will 
not be any questionnaires or a roster. 

 

Packing List 

Roster of Questionnaires 
Completed Questionnaires 

Administration Schedule 

History and geography books in 
Administrative Schedule order 

Session in Administration 
Schedule Order 

Miscellaneous Items 
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Exhibit 6-5.  Session Packing List 
 
 

Grade 4 Field Test I Session Materials Packing List 
Ship To:   Lincoln Elementary  Seq#         2 

   
  Method:     UPS 
  
  Date:         1/9/00 

   
NAEP School #:    101-101-1  Session Type: History/Geography I 

  
Grade:   04  Session #:  H10401   

  
Assessment Date:   01/06/2000 Accom:      YES 

  
Qnty Units Inventory #  Description 

3 Bundle(s) NA02000078 *Gr4 History/Geography Books Type 1 (00001 - 00003) 

20 Each NA00000325 *Rulers “R” 

1 Each UPSARS UPS ARS Return Labels 

   

   

   

   

   

   

   

   

   

   

* ITEMS THAT MUST BE RETURNED 

  NCS USE ONLY: 

    Date Opened: _______________ 

    Emp. ID: _________________ 

    To Be Assessed: _____________ 

    Total Assessed: _____________ 
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Use the filler material that was originally in the box and seal the box using the tape provided 
by NCS or other strong sealing tape.   

 
Place the prepaid and preaddressed United Parcel Service Authorized Return Service (UPS 

ARS) label provided with each of your session materials, on each box being returned.  Cover the original 
UPS label with the ARS label.  Do not cover the peach color label.  See the diagram below. 

 
If you are staying at a hotel and if UPS normally picks up or delivers packages to the hotel, 

they will pickup the boxes for return to NCS.  Place the boxes in the designated pickup area in the hotel.  
If you are at home or in a hotel/motel that does not have scheduled UPS pick up, you can do either of the 
following to schedule a pick up: 

 
 Call UPS at 800-742-5877 (800-PICK-UPS). 

 Fax the UPS Pickup Request Form 877-899-3493. 

 
If additional assistance is needed, call NCS at 888-627-6237 and arrangements will be made 

for you. 
 
An example of the UPS ARS return label supplied by NCS is shown in Exhibit 6-6. 
 
Since you will be shipping completed assessment materials, by session and school, back to 

NCS in the original boxes, you must be careful not to cover up the peach Inbound Barcode label NCS 
has applied to the upper left corner of each box.  This barcode allows for immediate receipt verification 
and update at NCS.  Please do not remove any other extraneous labels on the boxes. 
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Exhibit 6-6.  UPS ARS Label 
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IMPORTANT:  ENTER THE DATE SHIPPED AND TRACKING NUMBER ON 
YOUR PSU LOG, SCHOOL FOLDER, AND THE COMPUTER! 

 
Due to the need to process materials quickly, you will be required to ship materials within 

24 hours after all assessments are completed in a school.  If a makeup session is required, you will 
secure all assessment materials for that school until the makeup session has been conducted.  To repeat, 
do not leave assessment materials in a school overnight.  Remember that all completed session 
materials for a school must be shipped together.  Individual sessions for a school may not be returned in 
more than one shipment. 

 
 

6.8 Debriefing Forms 

Two forms have been developed to help us gather information about the assessments in your 
assignment.  By accurately completing these forms, we will have a better sense of what we should expect 
to encounter in 2001 and will modify our procedures accordingly. 

 
There is a School Debriefing Form (Exhibit 6-7) which will be completed for each school in 

your assignment.  This form includes sections on the number of sessions in a school, the conduct of the 
assessment, session materials, and any other comments or observations you may have about NAEP. 

 
The Session Debriefing Form (Exhibit 6-8) must be completed for each session held in the 

school.  You or the EA who conducted the session should complete the session level form.  For Question 
1A, you should estimate the number of students who seemed to be finished well before you called time, 
and those who seemed to be hurrying to try to finish a section.  Information for Question 5 should be 
recorded during the session so that you don’t forget any questions students asked.  While we are not able 
to answer student questions, (except how to record their answers,) it is critical that we know what 
questions students have.  This information, along with the scored items will determine which items will 
be used in 2001 and how other items will be modified for 2001.  Please record students’ questions and the 
booklet type and item number of the assessment questions students ask about.  Also, please list all words 
students do not understand. 
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Exhibit 6-7.  School Debriefing Form (Page 1 of 3) 
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Exhibit 6-7.  School Debriefing Form (Page 2 of 3) 
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Exhibit 6-7.  School Debriefing Form (Page 3 of 3) 
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Exhibit 6-8.  Session Debriefing Form (Page 1 of 4) 
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Exhibit 6-8.  Session Debriefing Form (Page 2 of 4) 
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Exhibit 6-8.  Session Debriefing Form (Page 3 of 4) 
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Exhibit 6-8.  Session Debriefing Form (Page 4 of 4) 
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6.9 Quality Control and Observation 

ETS and Westat home office staff will visit the supervisors occasionally while they are 
conducting assessments.  These field visits provide an opportunity to observe how procedures are 
working and how assessments are being carried out, as well as how well EAs are trained and supervised.  
In addition to observing a session, the observer will: 

 
 Observe the administration of sessions; 

 Conduct a quality check on how accurately certain data on assessed students were 
transferred from the Administration Schedule to the cover page of each assessment 
booklet; 

 Elicit from school officials any suggestions they might have for procedural changes 
that could make the school’s role in the national assessment easier to carry out; and 

 Determine if the assessment adversely affected school activities. 

 
This quality check is an integral and necessary part of national assessment’s quality control 

program and is primarily designed to obtain an overall evaluation of how well the field procedures are 
being performed by all field staff and to guide corrective actions.  The supervisor is, of course, 
responsible for implementing procedures properly in each school; therefore, any problems found during 
these quality checks will be discussed with the supervisor.  As supervisor, you are responsible for 
communicating any problems with sessions, procedures, or materials to your field manager.  Any 
significant problem should be reported immediately so that we are able to take action before the problem 
intensifies.  A Special Situation Form (see page 4-48) must be completed any time an assigned session is 
not held or any other irregularities occur.  Be sure to provide as much detail as possible.  Keep a copy for 
your records and send the original to your field manager. 

 
Another component of Westat’s quality control program involves telephone follow-up with 

approximately 10% of the schools in the assessment.  Your field manager is responsible for contacting 
some of the schools in your assignment a few days after the assessment to administer a short telephone 
follow-up evaluation. 
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6.9.1 Review of Assessment Materials Received by NCS 

In previous sections, we discussed the procedures the supervisors are to follow when editing 
booklets and shipping materials.  When these materials get to NCS, receipt clerks will thoroughly review 
each shipment as it arrives.  The clerks follow a standard set of specifications to determine if: 

 
 ID numbers match those on the Administration Schedule; 

 Entries on the cover of each completed booklet are admissible and correctly coded; 

 All assessment booklets are accounted for; 

 A copy of the Administration Schedule and Roster (without names) is included; 

 The physical condition of the Administration Schedules, assessment booklets, 
questionnaires, and rosters is such that these materials can be machine scanned; 

 The School Questionnaire, SD/LEP Student Questionnaires, and teacher 
questionnaires are transmitted as reflected on the roster; and 

 The shipment is packed correctly. 

 
If errors are detected which cannot be resolved at NCS the field manager will be notified and 

the supervisor will be called and asked to correct the errors (which can sometimes involve returning to the 
school).  A memo on errors discovered will be sent to Westat by NCS.  Errors will be discussed with the 
supervisor so that corrective action can be taken. 

 
Westat will also receive daily reports on shipments received back from the field, so that 

supervisors who are not shipping promptly can be identified. 
 

Delays in shipping cannot and will not be tolerated. 



 

 

APPENDIX A 

Results of Contact Forms 
NAEP Refusal Forms 

School Appreciation Certificate 

















 

 

APPENDIX B 

The Security of Assessment Materials and Confidentiality Issues 



B-1 

B.  THE SECURITY OF ASSESSMENT MATERIALS AND CONFIDENTIALITY ISSUES 

In order to protect the confidentiality of NAEP participants and assessment materials as 
guaranteed by its authorizing statute, specific guidelines should be observed as described in the following 
sections. 

 
Generally, NAEP’s policy has been not to show actual assessment booklets to anyone except 

the participating students.  This is because even though NAEP releases approximately one-half of the 
items administered each year, security of the unreleased items, which are used to measure change over 
time, is of utmost importance.  Further, in order to preserve the students’ confidentiality, under no 
circumstances will materials with students’ answers be shown to anyone.  However, “security is not 
secrecy.”  A demonstration booklet that contains example background questions and sample items for 
each subject in the assessment has been developed.  Each assessment supervisor will be supplied with 
copies of this booklet and will give one copy to the school coordinators as they make their sampling 
visits.  Generally speaking, this should take care of any requests from principals, teachers, and parents 
who wish to see examples of the kinds of questions that will be asked.  If any individual or small group of 
individuals insist on seeing the actual booklets to be used in the assessment, notify your field manager.  
Within the limits of staff and resources, NAEP will make arrangements to have a meeting, at which time 
any of these groups may view the materials.  During the assessment, school officials may look at unused 
booklets, but they may not keep or photocopy the booklets. 

 
Requests from state legislatures, school boards, or other community groups, should be 

directed to your field manager.  The field manager may call upon the home office for support in 
responding to these requests.  State officials, Westat, and/or ETS may hold a meeting with the concerned 
community members to discuss NAEP. 

 
Superintendents or school principals may wish to publicize participation in NAEP, either in 

the local press or in a school newsletter.  A press release explaining NAEP has been prepared.  You will 
be provided with a supply of press releases in your Westat supplies to be offered to school officials for 
their use.   

 
There is also the possibility that representatives of local news media will ask you for 

information about the National Assessment and the local school’s involvement.  All such inquires should 
be referred to school officials who are responsible for handing out any press releases.  If a reporter wants 
more information, refer them to Doug Rhodes at the Educational Testing Service at 1-800-223-0267, 
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as indicated on the press release.  UNDER NO CIRCUMSTANCES ARE SUPERVISORS OR EAs 

TO MAKE COMMENTS REGARDING NATIONAL ASSESSMENT FOR PUBLICATION OR 
BROADCAST.  This is to ensure that a uniform statement on the National Assessment is being presented 
in all parts of the country. 

 
Occasionally, district/school personnel or the media has requested to photograph or 

videotape NAEP sessions.  UNDER NO CIRCUMSTANCES WILL NAEP PERMIT 

VIDEOTAPING OR PHOTOGRAPHS TO BE TAKEN OF ANY PART OF AN ASSESSMENT.  
Also, newspaper or broadcast reporters and photographers are not permitted to observe a NAEP session.  
These restrictions are based on the following concerns: 

 

1. A key strength of NAEP is that the assessment procedures are standardized; that is, 
the assessment is administered under uniform procedures.  Obviously, television 
lighting, zooming camera lenses, or journalists arriving for interviews would alter 
this uniform setting. 

2. NAEP booklets contain items to be used in future assessments.  Just as these booklets 
may not be removed from the room or photocopied, they may not be photographed. 

3. Last and certainly not least in importance, the confidentiality of students participating 
in NAEP is guaranteed, and the presence of cameras would seriously jeopardize that 
guarantee. 

 

NO ASSESSMENT SESSION MAY BE HELD IF MEDIA ARE PRESENT AT THE 
SESSION. 

 
Media coverage of NAEP after the assessment is completed is the prerogative of local 

school officials.  You should leave all arrangements and/or interviews to the school officials who grant 
the media permission to enter the school. 

 
Before, during, and after the assessment, NAEP booklets must remain confidential; items 

can neither be photographed nor copied by hand.  To accommodate the needs of the media without 
disrupting the assessment, ETS will make available both a videotape and photographs, simulating the 
assessment, upon request. 

 
NAEP field staff faced with the unannounced presence of film crews or reporters should 

reason with reporters, note the availability of the simulated photos and videotape, and explain the above-
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mentioned reasons why media are not permitted to attend the NAEP sessions.  Reporters can be referred 
to Doug Rhodes at ETS (1-800-223-0267) for further information. 

 
The confidentiality of study participants is guaranteed by the same statute authorizing the 

National Assessment of Educational Progress.  While NAEP does not require parental notification vis-à-
vis its authorizing statute, we will abide by the dictates of district and/or school policy regarding this 
issue.  The issue of obtaining parental consent will already have been discussed with the school 
coordinator and noted as such on the School Control Form and on the Results of Contact Forms.  In 
December, schools will have been mailed copies of the appropriate parental notification letters, if 
requested, along with their assessment date confirmation letter.  Bilingual forms (i.e., Spanish/English) of 
parental letters will be available upon request.  Copies of the parental notification letters may be found in 
Appendix C.   

 
 

 The Grassley Amendment 

The issue of whether the Grassley Amendment pertains to NAEP has been raised as it 
applies to required parental consent.  The Grassley Amendment to the General Education Provisions Act 
of 1994 provides that students shall not be required, without prior parental consent, to submit to a survey, 
analysis, or evaluation that reveals various categories of personal information.  It is NAEP’s position that 
the Grassley Amendment does not apply to the background questions used in connection with NAEP 
because none of the questions asks for, or is intended to elicit, information in any of the personal 
information categories enumerated in the statute.  Those categories are as follows: 

 

1. Political affiliations; 

2. Mental or psychological problems; 

3. Sex behaviors and attitudes; 

4. Illegal, anti-social, self-incriminating and demeaning behavior; 

5. Critical appraisals of other individuals with whom respondents have close family 
relationships; 

6. Legally recognized privileged or analogous relationships, such as those of lawyers, 
physicians, or ministers; or 

7. Income (other than that required by law to determine eligibility for participation in a 
program or for receiving financial assistance under such program). 
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NAEP background questions generally relate to socioeconomic status (for example students 
may be asked if English is their first language, whether their family receives a daily newspaper, how 
many books are in the home) but DO NOT concern any of the subjects enumerated in the amendment; 
therefore, the statute does not apply and parental consent is not required in order for the student 
background questions to be asked. 
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D.  REVIEW OF CLASSROOM MANAGEMENT TECHNIQUES 

Having knowledge of technical information is only half the battle in accomplishing a 
successful test administration.  Particularly for "outside" test administrators like yourselves, practical 
considerations such as how to effectively take charge of a classroom and how to manage inappropriate 
classroom behavior assume equal importance in the outcomes of the assessment. 

 
Literature on effective classroom management consistently states that it does not occur by 

accident.  A well organized administrator who is equipped to handle any and all situations will be more 
effective than one who ventures into the classroom ill-prepared.  In your role as a NAEP representative or 
"outside" administrator, you will be looked upon by students as an authority figure not unlike that of a 
substitute teacher (we all know how horrific an experience that can be!).  It is therefore in your best 
interest to anticipate, prepare, and organize to the greatest extent possible prior to and on assessment day.  
The guidelines provided here have been borne out by both research and field experience and are presented 
to help you accomplish a successful assessment. 

 
In the event that you are unfamiliar with youngsters in the age range we are assessing, the 

following overview will provide some insight into the special challenges at each grade to help you 
prepare mentally.  Helpful hints are offered whenever possible, based on effective procedures used by 
experienced NAEP supervisors. 

 
 

D.1 Fourth Grade Assessments 
 

It is important to understand the elementary school child's strengths and limitations.  
Developmentally, fourth graders are engaged in a period of rapid brain growth.  They are at the age where 
they develop attachments; they attach themselves to routines and, in school, attach themselves to a single 
teacher.  They can also be very territorial, so if the assessment is being conducted in their room, it is best 
to let the children assigned to that room sit at their own desks.  They tend to worry about others using 
their things if they see someone else sitting in their seat. 

 
Fourth graders are usually anxious to please others, especially grown-ups and need to be 

shown a great deal of respect.  They ask many questions, want to be sure they are doing things correctly, 
and like rewards for a job well done. 
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While this enthusiasm is delightful to deal with, it can also be time consuming.  A good 
approach to take  is to talk with the entire class before the session begins.  Stress that they were "picked" 
for this assessment and that they should try to do their very best.  Let them know that not everyone may 
be working on the same thing, and that it may take some longer to finish than others so "we will all be 
helpers by remaining quiet when we are finished." 

 
This age group will ask to use to the restroom more than any other.  Hopefully, the teacher 

has reminded them to use the facilities just before the test starts.  If not, you should check to make sure 
that they do have this opportunity prior to the start of the session.  If, however, a child asks to be excused 
during the session, ask if he or she can wait for just a few minutes especially if it is toward the end of the 
session.  If not, dismiss the student as quietly as possible.  Remember that the power of suggestion is 
tremendous within this age group and you could soon have a long line of students wanting to leave. 

 
Occasionally a child will feel so threatened or frustrated that he or she will begin to cry -- 

this can be very unnerving.  Gently try to find out what the problem is, bearing in mind that if the child is 
afraid of you, he or she may just cry harder if you approach him/her.  This is one of the best examples of 
why it is good to have a teacher stay in the room.  Visibility of the teacher provides reassurance to the 
students. 

 
Also, provide reassurance if students cannot answer all of the questions by saying 

something like, "Just do the best you can to answer each question."  We want them to try to respond to 
every question so we get an accurate evaluation of what they know. 

 
When the session is over, remember to praise them for a job well done. 
 
In case you need to hold these students for any length of time when the session is over, one 

way to sustain their attention is to play a game with them.  Consider playing a popular, updated version of 
"Simon Says".  Have all students stand and face you.  Then, make a movement, such as putting your 
hands on your shoulders.  Make another movement such as putting your hands on your head.  Students 
should put their hands on their shoulders.  When you make the next movement, such as putting your 
hands on your knees, students should put their hands on their shoulders, and so on.  Play continues in this 
manner with the students always being one movement behind you.  If a student makes a wrong move, 
he/she sits down.  Continue until you have a winner.  That person then becomes the leader. 
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D.2 Eighth Grade Assessments 
 

Many districts refer to the schools that their 8th graders attend as “Middle Schools.”  
Whether they are called Middle, Junior High, or Intermediate, they are all good definitions for this 
“caught-in-the-middle” group.  This group exemplifies a period of social growth; academics are not high 
on their agenda.  Students at this age no longer feel they are children, but they have a long way to go to be 
adults. 

 
Eighth graders are very aware of their peers.  They like being part of a group, at the same 

time expressing their individuality through hair styles and dress.  They want to be treated as adults, but 
are still easily offended or embarrassed by even the most inconsequential remark. 

 
This age group responds to a sense of fair play and humor.  Use this to your advantage. 
 
As you are ready to begin the session, you may find that eighth graders want answers to 

questions like, “Why are we taking this test?” or “Will this count toward my grade?”  Although these 
questions are already addressed in the script, they may need to be discussed in a little more depth prior to 
the start of the session. 

 
Be honest with them about what is happening.  Explain to them how they were chosen or 

what will happen if the session runs over.  If a session is going to run into another academic period, 
explain to the students that they will be excused from their next class.  If the session will run into a recess 
or lunch break, you need to be aware of this ahead of time and inform students how this will be handled.  
Students at this level do not like to be deprived of their “free time.” 

 
Addressing their concerns shows respect and does a lot to boost your credibility and gain 

their respect.  Answer questions that are reasonable, but control the amount of time spent on this type of 
activity. 

 
If you must confront disruptive behavior, do so in a decisive manner.  If a student is unruly 

and you feel unable to comfortably control the situation, don’t be afraid to seek assistance!! 
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D.3 Twelfth Grade Assessments 
 

High school seniors are the most difficult group to notify of the assessment and have attend 
the sessions.  There are many reasons for this.  High school seniors are not always on campus for the 
entire day.  Many have enough credits to graduate without having to take a first or last period class.  
Others may be on some type of job experience program where they may only spend one period a day on 
campus.  Members of an athletic team may often be absent because of scheduling conflicts with a sporting 
event.  Although every effort is made to schedule the NAEP assessment around these conflicts, it is not 
always possible.  Schedules at this grade level seem to change frequently and without warning and 
sometimes even school counselors are unaware of the latest changes.   

 
Another reason why some students do not attend our sessions is that sometimes the school 

personnel have not informed them of the assessment or have not released them from their other 
commitments.  Some teachers do not want their students missing their class for any reason.  Even if 
students are aware that they are supposed to be at the assessment, if their teacher will not release them, 
they will not challenge that decision.  If you are aware that a situation like this is occurring, 
diplomatically (and expeditiously) try to enlist the support of the school administration staff. 

 
Our job is to assess as many sampled students as possible.  At this grade level, that is indeed 

a challenge. 
 
Even more difficult is to know when to begin a session.  You must not inconvenience those 

who showed up by making them wait for others.  If there is a public address system in the school and a 
general announcement is made to refresh the memories of those invited, you may wait a few additional 
minutes for them to respond.  You should not, however, wait until every absent student has had a chance 
to be tracked down.  Even more so than eighth graders, twelfth graders do not like to be deprived of their 
free time and will get up and walk out if a session runs into their lunch break or continues after the 
closing bell. 

 
Questions from seniors are direct and to the point (e.g., "Do I have to take this test?", 

"What's in it for me?").  Remind them that their school has agreed to participate and that each of them was 
selected to represent many students across their state as well as nationwide. 

 
Once you begin the session, you will find that this group knows the "system."  You will be 

able to read the script with little or no interruption.  Your biggest headache will be students who want to 
work ahead of the current section.  Constant monitoring is necessary to keep this from happening. 
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It also helps to remind them at the beginning of the session that they will be in the room for 
the full allotted time and cannot leave early.  For many of their other exams this may not be the case, so 
you will need to make this very clear. 

 
At all grade levels if time allows after the session is finished, ask the students their 

impression of the assessment--was it easy?, hard?, too long? fun?....This will show your interest in their 
opinions and reinforce the importance of NAEP. 
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E.  ASSESSING STUDENTS WITH DISABILITIES 
 
 

E.1 Who are Students with Disabilities? 
 

Students with disabilities are students who need specially designed instruction to meet their 
learning goals.  Students with disabilities should be viewed as students first, then as students with 
disabilities.  In most ways they will be more like their non-disabled peers than different from them.  They 
are likely to be nonexceptional in all characteristics other than those related to their disability.     

 
About one in ten students nationwide has a disability; approximately 5.5 million students in 

the United States receive special education.  These students range from those with mild to those with 
severe disabilities, from those with physical to cognitive disabilities.  Federal law currently recognizes 13 
disability categories including autism, deaf-blindness, deafness, hearing impairment, mental retardation, 
multiple disabilities, orthopedic impairment, other health impairment, emotional disturbance, learning 
disability, speech or language impairment, traumatic brain injury, and visual impairment.  Some students 
may have more than one disability although they may be labeled as primarily having a "learning 
disability"; for example, a student with a learning disability may also have a speech or language 
impairment.  Labeling of students with disabilities, that is, calling a student learning disabled, speech 
impaired, mentally retarded, and the like is becoming less common; as a result, some students will not be 
specifically classified in their student files.  However, the various disability labels tend to be used by 
teachers, counselors, and other school people out of habit.  When discussing these students, therefore, it is 
best to refer to them as students with disabilities or exceptional students.  Although school staff may use 
the word "handicapped", the preferred terminology is "student with a disability."   

 
The Individuals with Disabilities Education Act (IDEA) is the federal legislation that 

guarantees a free appropriate public education to all students ages 3 through 21 with disabilities; you may 
hear this legislation referred to by its previous name, the Education of the Handicapped Act (EHA), or the 
key public law associated with special education, P.L. 94-142.  States determine whether students are in 
need of special education and use diverse terminology to refer to students with disabilities.  Some use 
terms such as learning handicapped, socially maladjusted, educable mentally retarded, physically 
impaired, etc.  All of these students will have an IEP, an individualized education plan, that guides their 
special education instruction.   

 
Students who are not eligible to receive special education services under IDEA may receive 

services as a result of section 504 of the Rehabilitation Act.  This legislation provides individuals with 
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disabilities ("any person who has a physical or mental impairment which substantially limits a major life 
activity, e.g., learning") with protection against discrimination in all federally-assisted programs and 
activities.  Often such students have temporary physical problems or suffer from illnesses that have not 
progressed to a point wherein they need special education.  Some students with attention deficit disorder 
(ADD) or attention deficit hyperactivity disorder (ADHD) receive services due to the protections of 
section 504 while others receive special education services.  Students receiving services under section 504 
may or may not have an IEP or a similar document, depending on state or local requirements.    

 
You are likely to encounter only a small number of students with disabilities in any school.  

Discuss with the School Coordinator the nature of the child's disability and then consult the relevant 
section below for a brief description of the disability and suggestions for working with these students in 
testing situations.  If the opportunity presents itself, find out how the teacher works with the child.  Some 
additional procedures are needed to accommodate these students in a testing situation, but many are 
similar to those you will use with other students.  It is unlikely that you will be testing children with 
severe cognitive or physical disabilities; their IEPs will probably specify that they should not participate 
in assessments such as NAEP or they may not have achieved the requisite reading skills needed to 
participate.   

 
Suggestions for all students with disabilities: 
 

 Encourage effort not results [students with disabilities are accustomed to receiving 
direct response to their activities, e.g., whether or not an answer is correct].   

 Concentrate on the individual, not his/her disability. 

 Treat students with disabilities as normally as possible; do not assume you must do 
things for them. 

 Do not lower your expectations for students who have disabilities. 

 Ask that a teacher familiar with the student be present at the assessment session. 

 Remember that disability-related information is confidential; school personnel may 
be reluctant to release information.  Emphasize the confidentiality procedures of 
NAEP and assure school personnel that you will keep any information received about 
particular students confidential.   

 Only use accommodations specified in students' IEPs; use of accommodations 
unfamiliar to students may hurt their performance rather than help it. 

 
 



E-3 

E.2 Students with Learning Disabilities 
 

Half of the students with disabilities across the country are classified as having a learning 
disability.  These students have an academic problem in one or more areas; they are not achieving at a 
level consistent with their ability.  The problems these students experience in learning are very 
heterogeneous.  The National Joint Committee for Learning Disabilities (1988) defines learning 
disabilities as: 

 
  "a general term that refers to a heterogeneous group of disorders manifested by 

significant difficulties in the acquisition and use of listening, speaking, 
reading, writing, reasoning, or mathematical abilities.  These disorders are 
intrinsic to the individual, presumed to be due to nervous system dysfunction, 
and may occur across the life span.  Problems in self-regulatory behaviors, 
social perception, and social interaction may exist with learning disabilities 
but do not by themselves constitute a learning disability.  Although learning 
disabilities may occur concomitantly with other handicapping conditions (for 
example, sensory impairment, mental retardation, serious emotional 
disturbance) or with extrinsic influences (such as cultural differences, 
insufficient or inappropriate instruction), they are not the result of those 
conditions or influences". 

 
A child with a learning disability in reading may have word recognition, comprehension, or 

reading habit problems.  A child with a learning disability in math may have problems in writing 
numbers, abstract reasoning, and memory (Harding, McCormick, and Harding, 1994).  Many times 
students with learning disabilities also have speech-language impairments.  The IEPs of students with 
learning disabilities may note they need extended time to complete assessments or oral administration of 
the test instrument. 

 
Suggestions for working with children with learning disabilities: 
 

 Use simple vocabulary in giving instructions and in your communication with 
students.  When possible, break directions down into steps. 

 Encourage and praise students. 

 Before reading directions aloud, make sure each student in on the correct page.  Have 
each student demonstrate understanding of the directions. 

 Repeat instructions several times. 

 Visually demonstrate instructions when possible, e.g., physically fill in a bubble on 
the chalkboard. 
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 Some students have severe test anxiety.  Acknowledging this fact and your 
appreciation that the students are trying to do their best often relieves some of the 
tension. If a student complains of a stomach ache, first ask if the student if he or she 
is nervous about the test.  Sometimes suggesting a few deep breaths and some 
calming words will do the trick.  

 Speak to the School Coordinator about any medications the students may be taking.  
Have they received the medication at a time that will enable the students to do their 
best work on the test?  Do they need to eat within a certain amount of time after 
taking the medication?  Will this conflict with the test? 

 Some students are able to read better when they place a blank sheet or strip of paper 
under the line that they are reading.  Another simple trick to block out unnecessary 
visual material is to place a piece of paper with a window cutout that is the 
approximate size of either one problem or 2 to 3 lines of material.  

 Since many of these students will also have a communications disorder, use the 
related suggestions in section 4.0 below. 

 
 

E.3 Students with Emotional/Behavioral Disabilities 
 

Students with emotional/behavioral disabilities are characterized by behavioral or emotional 
responses to school programs so different from appropriate age, culture, or ethnic norms that the 
responses adversely affect educational performance, including academic, social, vocational or personal 
skills.  This disability is more than a temporary condition; that is, it is not the result of an expected 
response to stressful events in the environment (Forness and Knizer, 1990).  These students may exhibit 
environmental conflict (aggression-disruption, hyperactivity, and social maladjustment) and/or personal 
disturbance (anxiety-depression and social incompetence) (Achenbach and Edelbrock, 1989).  IEPs for 
these students may specify individual or small group administration of the assessment. 

 
Suggestions for working with students with emotional/behavioral disabilities: 
 

 If students are coming into the room for the assessment, greet the students at the door 
with a handshake and good eye contact.  This establishes control, professionalism, 
and a friendly attitude. 

 If students are taking the test in their own classroom, have them sit at their own desk. 

 Some students have severe test anxiety.  Acknowledging this fact and your 
appreciation that the students are trying to do their best often relieves some of the 
tension. If a student complains of a stomach ache, first ask if the student if he or she 
is nervous about the test.  Sometimes suggesting a few deep breaths and some 
calming words will do the trick.  
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 Speak to the School Coordinator about any medications the students may be taking.  
Have they received the medication at a time that will enable the students to do their 
best work on the test?  Do they need to eat within a certain amount of time after 
taking the medication?  Will this conflict with the test? 

 During the test, observe all of the students closely.  It is easier to prevent disruptions 
than to stop a problem.  Stand a few feet away from a student with wandering eyes. 
Assess whether a teary-eyed student needs reassurance or water to break the tension. 

 Reinforce appropriate behavior and ignore or mildly punish inappropriate behavior.  
Use reinforcement before punishment. 

 Use extra patience with these students. 
 
 

E.4 Students with Communications Disorders 
 

Communications disorders include both speech and language disorders that impact on the 
exchange of ideas, feelings, and information.  Common communications disorders include stuttering, 
impaired articulation, or voice impairment.  Children with language disorders show language deficits in 
one or more of the systems of language, i.e., phonology, morphology, syntax, semantics, or pragmatics.  
Speech disorders are problems of oral language; these include voice disorders (deviations in voice pitch, 
loudness or quality), articulation disorders (defective or nonstandard speech sounds), and fluency 
(stuttering) disorders.  While many children have only a communications disorder, students with other 
primary disabilities such as learning disabilities and physical impairments often also have 
communications disorders.  IEPs for students with communications disorders may not specify any special 
accommodations for achievement testing if the assessment includes no verbal responses; however, both 
verbal and written instructions may be specified. 

 
Suggestions for working with students with communications disorders: 
 

 If you are reading test items aloud, when there is a blank in the stem of the question, 
do not say the word "blank".  This tends to confuse students.  Either pause for one or 
two seconds or say "MMMMM".  

 Keep directions simple and provide repetitions to maximize understanding. 

 Match your verbal communications with your attitudes, feelings, or intentions 
expressed by your tone of voice, facial expressions, and body language. 

 Encourage students to ask questions if they do not understand instructions. 
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 Do not talk over a student with stuttering problems, wait until the student finishes 
his/her statement before speaking.  Beware of body language that might show 
impatience as well. 

 Listen carefully to individuals with speech difficulties; most often they understand 
you  more than their expressions may indicate. 

 If you are uncertain as to when or how to assist a person with a disability, ask "Do 
you need help?  How can I help?"   

 
 

E.5 Students with Physical and Health Impairments 
 

These students have orthopedic or health impairments that impact their educational 
performance.  Physical impairments include such orthopedic and muscular impairments as cerebral palsy, 
muscular dystrophy, spina bifida, spinal cord injury, spinal muscular atrophy, limb deficiency, and 
juvenile rheumatoid arthritis.  Common health impairments include asthma, allergies, epilepsy, juvenile 
diabetes, hemophilia, cystic fibrosis, sickle cell anemia, cardiac conditions, cancer, and AIDS.  IEPs of 
these students may specify that assistance will be needed in recording answers or that medication will 
need to be taken prior to the testing situation. 

 
Suggestions for working with students with physical or health impairments: 
 

 Make sure the child is comfortable.  Ask the School Coordinator about positioning 
the student.  What is the appropriate seating position?  Are the desks and chairs or 
seating arrangement optimal for the student? 

 Ask the School Coordinator if the student has health problems that affect stamina.  
Does the student's IEP state that the student tires easily and needs to work in short 
segments of time? 

 Check with the School Coordinator to determine if any of the students have seizure 
disorders.  If yes, identify the nurse or trained individual to be called if the student 
should have a seizure.  

 If you are uncertain as to when or how to assist a person with a disability, ask "Do 
you need help?  How can I help?"   

 When speaking to someone in a wheelchair in a one-to-one situation, place yourself 
at his/her level. 

 A wheelchair is personal property; do not lean or hang on someone's wheelchair. 

 Speak to the School Coordinator about any medications the students may be taking.  
Have they received the medication at a time that will enable the students to do their 
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best work on the test?  Do they need to eat within a certain amount of time after 
taking the medication?  Will this conflict with the test? 

 Make sure the room to be used for the assessment is accessible to students in 
wheelchairs and others with physical impairments. 

 Don't be overly sensitive to words like "heard" or "seen." 
 
 

E.6 Students with Hearing Impairments 
 

There are two types of hearing:  deaf and hard-of-hearing.  A person with deafness cannot 
successfully process linguistic information through hearing, with or without a hearing aid.  A person who 
is hard of hearing has some residual hearing such that he/she can process linguistic information through 
hearing, usually with a hearing aid (Conference of Executives of American Schools for the Deaf, 1975).  
Some students with hearing impairments may be able to speak; others may not.  IEPs of these students are 
likely to specify that the student needs to speechread, needs a sign language interpreter, and/or needs a 
hearing aid to participate in achievement testing. 

 
Suggestions for working with students with hearing impairments: 
 

 Ask the School Coordinator how the child receives information, e.g., speechreading, 
hearing aid, interpretation, etc. 

 Remember to stand where students can read your lips or seat students accordingly. 

 Do not speak too loudly, especially if students are wearing hearing aids. 

 Avoid visual distractions, such as wearing jewelry, that draw attention away from 
your lips. 

 Refrain from standing with your back to a window or bright light source; it puts your 
face in a shadow and makes speechreading difficult. 

 Do not speak while moving around the room or writing on the board. 

 Write instructions on the chalkboard or distribute copies of directions. 

 Ask students with hearing impairments to repeat instructions to make sure they 
understand them. 

 Do not be overly sensitive to words like "heard." 
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 On the day of the testing, ask the School Coordinator to double check the students to 
make sure that each student has their necessary supplies. Do they have their hearing 
aids, FM devices, or any other devices that are listed on the student's IEP? 

 If provided by the school, a system such as the FM assistive listening device is very 
helpful for students with hearing impairments.  Generally, the teacher needs to be 
within 200 feet of the student.  The FM device creates a listening situation that is 
comparable to the teacher's being only 6 inches from the student's ear at all times.  
Remember to turn on the listening device as you begin a new set of instructions and 
to turn off the listening device after you have given the group instructions.  
Otherwise, if you talk to someone else during the test, the message will also be 
whispered to the student with the hearing impairment. 

 
 

E.7 Students with ADD/ADHD 
 

Attention deficit disorder (ADD) is a neurobiological disability, frequently characterized by 
inappropriate degrees of inattention, impulsiveness, and hyperactivity (CH.A.D.D., 1992).  It is estimated 
that ADD affects 3% to 5% of the school-age population or about 2.5 to 3.0 million children in the United 
States.  ADD may occur with or without hyperactivity.  Characteristics associated with attention deficit 
hyperactivity disorder (ADHD) include fidgeting with hands or feet or squirming in a seat, difficulty in 
remaining seated, being easily distracted by extraneous stimuli, blurting out answers to questions, 
difficulty in following through on instructions from others, shifting from one uncompleted activity to 
another, talking excessively, interrupting or intruding on others, not seeming to listen to what is being 
said, and losing things.  Characteristics of ADD without hyperactivity include daydreaming, internally 
preoccupied, confused or lost in thought, appears apathetic or unmotivated, is sluggish or slow moving, 
and staring.  ADD is present in students with varying degrees of severity, and typically children are not 
equally disordered across all situations.  Students with ADD will work to get something stimulating, 
action-oriented or novel, to get out of or away from something repetitious or boring, and for attention 
(negative or positive) (CH.A.D.D., 1992).  The IEPs of students with ADD or ADHD often note they 
need small group testing, extended time, and testing in short periods. 

 
Suggestions for working with students with ADD/ADHD: 
 

 Provide structure for the testing situation and maintain it throughout the period. 

 Use shorter work periods, if possible, to avoid desk fatigue; have students stretch 
between sections of the test. 

 Provide motivation for the student's participation. 
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 Use positive reinforcers. 

 Enclosed rather than open classrooms are recommended to reduce distractions. 

 Ease transitions between sections of the test by providing clear directions and cues. 

 Seat the students away from distractions. 

 Ask the School Coordinator or teacher if the student recognizes "time to begin work" 
cues, responds to attention-getting devices, and recognizes an established "secret-
signal" to remind him/her that he/she is off-task; if so, use these where feasible. 

 Use visual references for giving instruction such as writing on the blackboard. 

 Make eye contact with the student before giving instructions. 
 
 

E.8 Students with Visual Impairments 
 

Most individuals with visual impairments have some vision; only about 15% are completely 
blind (O'Donnell and Livingston, 1991).  Visual acuity (clarity) and visual field (area seen) are the two 
criteria usually used to describe the quality of one's vision.  Federal law defines a child with visual 
impairments as one who has a visual impairment that even with correction affects educational 
performance.  Three types of students with visual impairments are identified for educational purposes.  A 
student who is blind learns only through tactile or auditory mechanisms.  A student with low vision is 
severely visually impaired with correction but can increase visual functioning through optical aids, non-
optical aids, and environmental modifications and/or techniques.  The visually limited student has limited 
vision under normal circumstances, and can benefit from adaptation such as special lighting, corrective 
lenses, and the like.  The IEPs of students with visual impairments are likely to specify that large print or 
Braille versions are needed for the student to participate in testing; optimal lighting conditions may also 
be mentioned. 

 
Suggestions for working with student with visual impairments: 
 

 Lighting may be an issue.  Some students are light sensitive and will see best with 
low level desk lighting.  Other students need full lighting.  When possible, check 
with teachers or have the student select the seat where lighting is the best. 

 Orient students with visual impairments to the testing environment, i.e., acquaint 
them with the physical features in the room. 
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 On the day of the testing, ask the School Coordinator to double check the students to 
make sure that each student has their necessary supplies. Do they have their 
eyeglasses, large display calculators, computers, Braille typewriters, large print 
materials, or any other devices that are listed on the student's IEP? 

 Read any written instructions to the student. 

 Be sure to stand in the center of the child's field of vision.  Check with the School 
Coordinator on the student's particular field of vision. 

 Do not be oversensitive to words like "seen." 
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