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Introduction and Overview

For over 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 taught in school.  It is the first ongoing
effort to obtain comprehensive and dependable
achievement data on a national basis in a uni-
form, scientific manner.  The purpose 
of NAEP is to gather information that 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 information about assessment
methods and materials and assisting those 
who wish to apply them at local, state, and
national levels.

The planning and development of NAEP began 
in 1964 with the appointment by the Carnegie
Foundation of the 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 America’s
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 
directed by the National Center for Education
Statistics (NCES) of the U.S. Department of
Education.  Since 1983, NCES has contracted
with the Educational Testing Service (ETS) for
the design, analysis, and reporting of NAEP data
and with Westat for sampling and data collection
activities.  Since 1989, National Computer
Systems (NCS) has been the materials 
distribution and processing subcontractor.  
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A. Summary Background of the National Assessment 
of Educational Progress (NAEP)
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The National Assessment Governing Board,
made up of representatives of state and local
education associations and the business com-
munity, 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; devel-
oping test specifications; designing the assess-
ment methodology; developing guidelines and
standards for data analysis and reporting; and
developing standards and procedures for inter-
state, regional, and national comparisons.  

Each learning area assessment is the product of
several years of work by many educators, schol-
ars, and laypersons from across the Nation.
Working in committee, these groups propose
general goals that they feel Americans should
achieve 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 to create measure-
ment instruments appropriate to the objectives.
When the exercises have passed extensive
review by subject matter specialists, measure-
ment experts, and laypersons, they are compiled
into booklets to be administered to national
probability samples of young people.

While the primary purpose of the Nation’s Report
Card is to document patterns and trends in stu-
dent achievement, the project also informs edu-
cational policymakers 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.  This legislation 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’s procedures guarantee the anonymity of
participants, as no student names are recorded
on the assessment booklets nor removed from
the schools.  Further, national assessment
results are reported on the national level and by
region of the country, not for districts, schools,
or individual students.  Only group statistics are
reported and they are broken down by gender,
race/ethnicity, and a host of variables that illumi-
nate students’ instructional experiences.  
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NAEP traditionally reported only on information
for the Nation as a whole and for geographic
regions of the country.  Many people maintained
that more detailed information would assist
efforts to improve American education.  Because
states have the primary responsibility for public
education, state-level data was seen as being
particularly useful.

In April 1988, Congress responded to these 
concerns by adding to the national assessment a
new component: the trial state assessment.
Under this component, states could volunteer to
participate in the program and would assume
responsibility for administering the assessments
within the state.  Trial state assessments were
conducted in 1990, 1992, and 1994 and were 

evaluated thoroughly.  Beginning with the 1996
assessment, the authorizing statute no longer
considered the state component “trial.”  

The grades and subjects assessed in the state
assessment are a subset of those in the national
assessment.  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.  States can also
monitor their own progress over time in the
selected subject areas.  The program began in
1990 with eighth-grade mathematics and
expanded to include eighth-grade mathematics
and fourth-grade reading and mathematics in
1992.  The following table shows the subjects
assessed at each grade since 1990.

Grade 4                          Grade 8  
1990 —— Mathematics 

1992 Reading and Mathematics Mathematics  

1994 Reading  ——  

1996 Mathematics Mathematics and Science  

1998 Reading Reading and Writing 

2000 Mathematics and Science Mathematics and Science  

B. The State Assessment Program

C
H

A
P

T
E

R
 1



4

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

★A sample of about 100-115 public schools per grade;  

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

★Assessments held during February with schools spread evenly throughout 
this 4-week period; 

★Assessments conducted by state/local staff trained in assessment procedures by NAEP; and

★A subsample of the assessment sessions observed by NAEP staff.  

C. Role of the Assessment Administrator
The assessment administrator is a school/district staff member who is responsible for all assess-
ment activities in one or more school(s).  These activities are listed on page 5 and each task is
described in detail in the sections that follow.  The assessment administrator should not be the stu-
dents’ teacher for the subjects being assessed.  Therefore, the students’ mathematics teacher may
not administer the mathematics session and the students’ science teacher may not administer the
science session.

A checklist of tasks for assessment administrators has been provided in Appendix A of this manual.
It can be removed for your convenience.



1 SD is defined as a student with a disability. 2LEP is defined as a student with limited English proficiency. 5

The Assessment Administrator’s Tasks

1. Attend the in-person training. 

2. Obtain the schedule for the 
assessment from the state 
coordinator (including the
assessment date and the num-
ber of  sessions in the school). 

3. Arrange for assistance on the
day of the assessment (optional).

4. Make arrangements for the 
assessment sessions.

5. Receive the Administration
Schedules from the state 
coordinator (listing the 
students to be assessed).

6. Receive and secure the
assessment booklets and
materials from NAEP.

7. Verify materials received and
request additional materials, 
if necessary.

8. Select a sample of newly
enrolled students. 

9. Review and update the
Administration Schedules and
identify students who cannot
be assessed.  

10. Distribute assessment 
questionnaires to appropriate
school staff and collect them
before the day of the assessment.

11. Make appropriate arrange-
ments for any SD1 or LEP2

student(s) requiring an
accommodation. Complete 
the top of the Administration
Schedule.

12. Prepare for booklet distribution. 

13. Notify teachers and students
about the assessments and
ensure that students attend
the appropriate sessions. 

1. Prepare the room. 

2. Prepare the booklets for 
the assessment.

3. Administer each session. 

4. Supervise each session. 

5. Conclude each session.

6. Protect the security 
of the assessment booklets 
and materials. 

Concluding the Assessment

1. Record the results 
of the session on the
Administration Schedules.  

2. Code the booklet covers. 

3. Prepare assessment 
materials for shipping. 

4. Pack assessment materials
and give them to the NAEP
representative, if present, 
or ship them according to
instructions.  

5. Schedule and conduct 
a makeup session, 
if necessary.   

6. Ship materials.

7. Be prepared to discuss 
the session with the NAEP
representative either 
in person or by telephone.   

8. Retain the school’s copies 
of the Administration
Schedules and Roster 
of Questionnaires. 

Preparing for the Assessment Conducting the Assessment

C
H

A
P

T
E

R
 1





Preparing for the Assessment 

C H A P T E R  2

Attend the In-Person Training
Assessment administrators are required to attend a 1-school-day training session 
in preparation for the assessment.  The locations of the training sessions have been

selected by the state coordinator and NAEP staff to be as convenient as possible.  Lunch will be pro-
vided.

State coordinators are responsible for informing assessment administrators of the time and place 
of training and for providing each person with a copy of this manual prior to training.  If you have
not been told the training date and location by the time you receive this manual, contact your state
coordinator.

The instructions and procedures in this manual apply to both fourth- and eighth-grade assessments.
Most of the examples in this manual show procedures using eighth-grade forms since many of the
forms used in the assessments are identical for the fourth and eighth grades. Any differences
between the grades and forms are noted when applicable. 

At the training session, the contents of this manual will be reviewed, so please read the manual
before attending and bring your copy with you. A training video and practice exercises will be used
to help teach the procedures and provide experience with the forms.

Obtain the Assessment Schedule from 
the State Coordinator
The state coordinator is responsible for scheduling the assessments in participating

schools and notifying assessment administrators about the schedule.  If you are not sure about the
date of the assessment in your school, the assessment date can be verified and the exact time can
be set at the assessment administrator training. 

A subset of the participating schools has been selected for a quality control visit by a NAEP 
representative.  The purpose of the quality control visit is to ensure that all assessment procedures
are being carried out in a uniform manner.  Since your school may be one of those selected for a
visit, you must not change the assessment date or time without first discussing it with the state
coordinator.  A NAEP representative will contact you a week before the scheduled assessment to
confirm the date, time, and location of the sessions in your school.

NOTE: If your school is unexpectedly closed on the scheduled assessment date due to a snow
storm, natural disaster, etc., do not hold the session on another day without discussing it with the
state coordinator or the NAEP representative.  Any sessions that need to be rescheduled must be
coordinated through the state coordinator or NAEP representative because the school may have been
selected for a quality control visit.

TASK 2

TASK 1
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Arrange for Assistance on the Assessment Day (Optional) 
Many assessment administrators who participated in the previous state assessments
indicated that having an assistant on the day of the assessment was very useful.  Having

an assistant available during the conduct of a science session would be particularly helpful.  The
assistant could help by distributing science kits, monitoring the students while they work with the
kits,  and assisting in the collection of materials and the cleanup process.  If an assistant is available,
you should give serious consideration to using this person.

Under no circumstances, however, may an untrained person take over the responsibilities 
of the assessment administrator.  It is mandatory that the person who was trained to administer
the NAEP assessment conduct the sessions and be in charge of the NAEP activities at the school.

Make Arrangements for the Assessment Sessions
After you have been informed about the scheduled date for the assessment by the 
state coordinator, your next task will be to notify school staff and arrange for appropriate

space.  The mathematics and the science assessment will each take approximately 90 minutes of the 
students’ time.  One-half of the students taking the science assessments will also be asked to 
complete the hands-on science task.  For this reason, when making arrangements for the science
session, be sure this classroom area has tables or flattop desks for the students.  This task will 
take selected eighth-grade students an additional 30 minutes and selected fourth-grade students 
an additional 20 minutes to complete.

Sample Size
In most schools, the NAEP assessment will involve two sessions of 30 students each,  one in mathe-
matics and one in science.  A student will be selected for either the mathematics or science session.
If there are 64 or fewer students in the sampled grade, all students will be selected to participate.  If
there are fewer than 20 students in the sampled grade, only one subject will be assessed in the school.

In a small number of schools in some states, more than one assessment session per subject will
be necessary in order to adequately represent the fourth- or eighth-grade population of the state.
Specific procedures for schools with multiple sessions are covered in Chapter 6.  However, the pro-
cedures described in this manual apply to each assessment session regardless of the number of
sessions in a school.

TASK 4

TASK 3
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Receive the Administration Schedules 
from the State CoordinatorTASK 5

Approximately 2 weeks before the
scheduled assessment in your school, the state
coordinator will mail you the Administration
Schedules with the names of the selected students.
These students represent a random sample of
students selected from the list of all grade-eligi-
ble students provided by the school or district.

The Administration Schedule is the central docu-
ment that will be used during the assessment to
keep track of the selected students.  When you
receive the Administration Schedules, they will
contain the name and birth date of each selected
student.  They may also include the student’s
sex, race/ethnicity, and homeroom or other
locating information if these items were provided
on the original list used to select the sample 
of students.

Examples of mathematics and science Admin-
istration Schedules appear on the following page.

Note that the NAEP school identification (ID)
number appears on the Administration Schedule.
This number is unique for each school and
should be used on all NAEP materials.

Note also that assessment booklets have been
assigned to the sampled students in column “K”
labeled “Original Booklet ID.”  The number print-
ed in this column opposite each student’s name
corresponds to the assessment booklet the 
student must receive.

The Administration Codes in column “0” are
used to record the student’s participation status
in the assessment and are further defined on
pages 73-75.

On the Science Administration Schedule, column
“C” labeled “Sci. Kit” assigns a science kit to
one-half of the selected students.  The science
kits are associated with particular booklet 
numbers and are discussed in detail on page 67.

The Administration Schedule is perforated so
that student names can be removed before it 
is sent to NAEP.  Due to NAEP’s confidentiality
policy, under no circumstances should a 
student’s name appear on any materials 
leaving the school.
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+

=

-

# Original Sample

School #:

Original session scheduled for:

Day/Date:

Pacific Islander

Alaskan Native

1 = White not Hispanic

2 = Black not Hispanic

3 = Hispanic Heritage

4 = Asian/

5 = American Indian/

6 = Other

available

participating

1 = Student not eligible
2 = Reduced price lunch

3 = Free lunch

4 = Information not

5 = Refused
6 = School not

For Use in Column “F” For Use in Column “G”

Time:

Day/Date:

Time:

Makeup session scheduled for:

Session Type:

School Name: Grade:

Administrator s Name:

ADMINISTRATION SCHEDULE

2000 State
Administration Schedule

Page 1

# New Enrollee Sample

Total in Sample

# Absent
(Hold Makeup if

4 or more absent)

# Assessed
(Original Session)

# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

Homeroom
or Other
Locator

Sci.
Kit Month

Birth Date Sex Race/
Eth.

If
Title I

If
SD

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

School
LunchYear 1=Male

2=Female

TO BE ASSESSED

+

= TOTAL ASSESSED

Session Number

Race/Ethnicity Codes

Student Name Original Booklet ID Admin. Codes

National School
Lunch Program

Column Indicators:   “A” “B” “C” “D” “E” “F” “G” “H” “I” “J” “K” “L” “N” “O”“M”

Bundle #’s Accommodations

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

19

19

19

19

19

19

19

19

19

19

19

19

19

19

Location: Location:

(Use for Admin Codes 71 & 73 in Math and Science)

ASSESSED IN ORIGINAL 

ASSESSED IN MAKEUP

ABSENT

10 = In session full time

11 = No responses in booklet

12 = In session part time

13 = Session incomplete

14 = Other, specify on cover

20 = In session full time

21 = No responses in booklet

22 = In session part time

23 = Session incomplete

24 = Other, specify on cover

40 = Temporary

41 = Long-term

42 = Chronic truant

43 = Suspended or expelled

44 = In school, did not attend

45 = Disruptive behavior

46 = Parent refusal

47 = Student refusal

48 = Other, specify on cover

OTHER
51 = Withdrawn

52 = Unassigned book (unused)

55 = Ineligible

56 = Not in sample

REASONS FOR EXCLUSION
60 = SD-cannot be assessed

61 = SD-required accom. not offered

62 = LEP-cannot be assessed

63 = LEP-required accom. not offered

64 = SD/LEP-cannot be assessed

65 = SD/LEP-required accom. not offered

66 = Other, specify on cover

ASSESSED WITH
ACCOMMODATIONS

71 = Bilingual booklet/Science glossary

72 = Bilingual dictionary

73 = Large-print book

74 = Extended time in regular session

75 = Read aloud in regular session

76 = Small Group

77 = One-on-one

78 = Scribe or use of computer

79 = Other, specify on cover

This form must be completed in #2 pencil. 
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Alphonso Evans

Nathen Fines

Tara Givens
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David Jones

Paul Lucas

Cathy Nunez
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Matthew Ryder

Dianne Smith
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0
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1

0

0

1
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0

1

1
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1

0
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1
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3

9

7

0

2

8

8

8

8

8

8

8

8

8

8

8

8

8

8
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6
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# Original Sample

School #:

Original session scheduled for:

Day/Date:

Pacific Islander

Alaskan Native

1 = White not Hispanic

2 = Black not Hispanic

3 = Hispanic Heritage

4 = Asian/

5 = American Indian/

6 = Other

available

participating

1 = Student not eligible
2 = Reduced price lunch

3 = Free lunch

4 = Information not

5 = Refused
6 = School not

For Use in Column “F” For Use in Column “G”

Time:

Day/Date:

Time:

Makeup session scheduled for:

School Name: Grade:

Administrator’s Name:

ADMINISTRATION SCHEDULE

2000 State
Administration Schedule

Page 1

# New Enrollee Sample

Total in Sample

# Absent
(Hold Makeup if

4 or more absent)

# Assessed
(Original Session)

# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

Homeroom
or Other
Locator

Sci.
Kit Month

Birth Date Sex Race/
Eth.

If
Title I

If
SD

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

School
LunchYear 1=Male

2=Female

TO BE ASSESSED

+

= TOTAL ASSESSED

Session Number

Race/Ethnicity Codes

Student Name Original Booklet ID Admin. Codes

National School
Lunch Program

Column Indicators:   “A” “B” “C” “D” “E” “F” “G” “H” “I” “J” “K” “L” “N” “O”“M”

Bundle #’s Accommodations

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

19

19

19

19

19

19

19

19

19

19

19

19

19

19

Location: Location:

(Use for Admin Codes 71 & 73 in Math and Science)

ASSESSED IN ORIGINAL 

ASSESSED IN MAKEUP

ABSENT

10 = In session full time

11 = No responses in booklet

12 = In session part time

13 = Session incomplete

14 = Other, specify on cover

20 = In session full time

21 = No responses in booklet

22 = In session part time

23 = Session incomplete

24 = Other, specify on cover

40 = Temporary

41 = Long-term

42 = Chronic truant

43 = Suspended or expelled

44 = In school, did not attend

45 = Disruptive behavior

46 = Parent refusal

47 = Student refusal

48 = Other, specify on cover

OTHER
51 = Withdrawn

52 = Unassigned book (unused)

55 = Ineligible

56 = Not in sample

REASONS FOR EXCLUSION
60 = SD-cannot be assessed

61 = SD-required accom. not offered

62 = LEP-cannot be assessed

63 = LEP-required accom. not offered

64 = SD/LEP-cannot be assessed

65 = SD/LEP-required accom. not offered

66 = Other, specify on cover

ASSESSED WITH
ACCOMMODATIONS

71 = Bilingual booklet/Science glossary

72 = Bilingual dictionary

73 = Large-print book

74 = Extended time in regular session

75 = Read aloud in regular session

76 = Small Group

77 = One-on-one

78 = Scribe or use of computer

79 = Other, specify on cover

This form must be completed in #2 pencil. 

Mark Atley

Betty Bates

Wes Block

Angela Burns

Nicki Campbell

Nancy Cordaro

Tim Dublin

Kimberly Frank

Carla Grahams

Paul Hernandez

Becky Hoecke

Daniel Jasmer

Sarah Kruger

Penny Lowe

0

0

0

1

1

0

0

0

0

0

1

1

0

0

4

2

6

0

1

9

1

5

7

9

2

0

1

6

8

8

8

8

8

8

8

8

8

8

8

8

8

8

6

6

6

6

6

6

7

6

6

6

6

6

6

6

20521
20522

110  000501  7

111  054006  9

112  006401  0

113  000043  8

114  073201  0

115  000841  2

116  000081  5

117  005301  1

118  000411  9

119  210001  6

120  005001  2

121  002407  7

122  000031  9

123  076206  0

20523

16B-100-1

Central Middle 8

30

YES

MA0801

MathSession Type:

Carol Johnson

NAEP school 
ID number

Enter
your name

here

Perforated to
remove

students’ names

Preassigned
booklet

ID numbers

Administration
Codes used to

identify students’
participation status

in column "M"

Science Kit
Indicators

10

Example of Mathematics and Science Administration Schedules
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Guidelines for Completing Control Documents
Since the Administration Schedules and other control documents are machine scannable, 
it is very important that these guidelines are followed:

★Use only No. 2 pencils;

★Print all information neatly within the boxes.  Numbers should be written clearly 
in the center and should not touch the sides of the boxes;

★Right justify all numerals entered in multicolumn blocks; and

★ Erase completely and clearly to correct entries.  Do not cross out or strike through 
numbers entered incorrectly.

Here are examples of acceptable writing styles for completing control documents:
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Receive Materials from NAEP and Secure 
the Assessment Booklets
Two weeks before the scheduled assessment, the NAEP contractor will mail the 

materials needed to conduct the assessment.  These materials will be delivered by the United 
Parcel Service (UPS) and should be received at the school at least 1 week before the assessment
date.  The boxes will be addressed to the assessment administrator by name and will be sent 
to the school’s address unless the state coordinator has informed NAEP that a different
name/address should be used.  You can verify the address to which the materials will be shipped 
at the training session.

Three boxes of assessment materials will be sent to every school conducting both the mathematics
and science assessments.  Each box will be labeled “Important Materials for NAEP Assessment.” 

The contents of the boxes are: 

★Box 1—mathematics session materials, plus general school materials;

★Box 2—science session materials; and

★Box 3—kits for hands-on science session.

Small schools conducting only one session will receive either one box (for mathematics) or two
boxes (for science) including the general school materials. Detailed lists of the materials you will
receive are on the following pages.

TASK 6
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Schools Conducting Fourth-Grade Assessments 
Will Receive the Following:

General Fourth-Grade School Materials
3 Packing lists (one for school materials plus

one for each session)
1 Preprinted Roster of Questionnaires

(Questionnaire Tracking Form)
1 Grade 4 School Questionnaire
101 SD/LEP Questionnaires
11 Supplemental SD/LEP Roster of

Questionnaires
8 Grade 4 Mathematics/Science Teacher

Questionnaires

2 Teacher notification letters
2 Supplemental shipping envelopes
1 School storage envelope
1 School postcard to be returned to NAEP 

at the end of the school year
1 Materials Request Form
1 Pickup Request Form
1 Return Shipment Instructions
2 Sealing tape strips
3 Return postage-paid shipping labels 

G
R

A
D

E
 

4
1 Schools in some states will receive 20 SD/LEP Questionnaires

and a supplemental SD/LEP Roster of Questionnaires.

2 Will be provided if your school is part of the sample that offers
accommodations.

3 An extra supply of some of the smaller items from the 
science kits will be included with your materials. These 
can be used to replace materials missing from the 
students’ kits.

For Each Fourth-Grade Mathematics
Session
1 “Testing in Progress—Do Not Disturb” sign
1 Timer
1 Pad of Student Appreciation Certificates
3 Sealed bundles of grade 4 mathematics

assessment booklets
1 Sealed bundle of grade 4 mathematics 

bilingual booklets with bilingual rulers2

1 Calculator poster
1 Mathematics poster
10 Rulers “R”
10 Set “X” (Blue)
10 Set “G” (Aqua)
16 Calculators
1 Pad Post-it notes
1 Blank Administration Schedule
2 Rubber bands

For School to Supply
★ No. 2 pencils for every selected student

For Each Fourth-Grade Science Session

1 “Testing in Progress—Do Not Disturb” sign
1 Timer
1 Pad of Student Appreciation Certificates
3 Sealed bundles of grade 4 science 

assessment booklets
1 Sealed bundle of grade 4 science accom-

modation bundles of booklets with glossaries2

1 Box of Science Kit “C” for accommodation
booklets (5 kits)2

1 Grade 4 Science Activity Brochure
1 Science Supplemental Materials Kit3

1 Pad Post-it notes
1 Blank Administration Schedule
1 Instructions for Administering Science Kits
1 Box of grade 4 science kits (18 kits)
2 Rubber bands



General Eighth-Grade School Materials
3 Packing lists (one for school materials plus

one for each session)
1 Preprinted Roster of Questionnaires

(Questionnaire Tracking Form)
1 Grade 8 School Questionnaire
101 SD/LEP Student Questionnaires
11 Supplemental SD/LEP Roster of

Questionnaires
8 Grade 8 Mathematics Teacher Questionnaires
8 Grade 8 Science Teacher Questionnaires

2 Teacher notification letters
2 Supplemental shipping envelopes
1 School storage envelope
1 School postcard to be returned to NAEP 

at the end of the school year
1 Materials Request Form
1 Pickup Request Form
1 Return Shipment Instructions
2 Sealing tape strips
3 Return postage-paid shipping labels 

1 Schools in some states will receive 20 SD/LEP Questionnaires
and a supplemental SD/LEP Roster of Questionnaires.

2 Will be provided if your school is part of the sample that offers
accommodations.

3 An extra supply of some of the smaller items from the 
science kits will be included with your materials. These 
can be used to replace materials missing from the 
students’ kits.

Schools Conducting Eighth-Grade Assessments 
Will Receive the Following:

G
R
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D

E
 

8

15

For Each Eighth-Grade Mathematics
Session
1 “Testing in Progress—Do Not Disturb” sign
1 Timer
1 Pad of Student Appreciation Certificates
3 Sealed bundles of grade 8 mathematics

assessment booklets
1 Sealed bundle of grade 8 mathematics 

bilingual booklets with bilingual
protractors/rulers2

1 Calculator poster
1 Mathematics poster
10 Protractors/Rulers “P”
10 Set “Y” (Tan)
10 Set “G” (Aqua)
16 Calculators
1 Pad Post-it notes
1 Blank Administration Schedule
2 Rubber bands

For School to Supply
★ No. 2 pencils for every selected student

For Each Eighth-Grade Science
Session
1 “Testing in Progress—Do Not Disturb” sign
1 Timer
1 Pad of Student Appreciation Certificates
3 Sealed bundles of grade 8 science 

assessment booklets
1 Sealed bundle of grade 8 science 

accommodation booklets with glossaries2

1 Grade 8 Science Activity Brochure
1 Science Supplemental Materials Kit3

1 Pad Post-it notes
1 Blank Administration Schedule
1 Instructions for Administering Science Kits
2 Rubber bands
1 Science Kit “C” for accommodation 

booklets (5 kits)2

1 Box of grade 8 science kits (18 kits)

C
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Verify Materials Received and Request 
Additional Materials, if Necessary
Assessment booklets will be packaged in bundles of 11 booklets.  Your shipment will

include 3 bundles of 11 booklets for each session scheduled in your school.  Shrink-wrapped with
each bundle will be a numbered bundle slip listing the 3-digit prefixes of the booklets contained in
that particular bundle.  These prefixes should correspond to those printed on the session’s
Administration Schedule as shown on the next page.

When you receive the boxes, open them and check that the bundle numbers that appear on the
Administration Schedules match those included in your shipment and that each sealed bundle 
contains 11 booklets. Do not open the sealed bundles.

Then, check the materials in your shipment against the packing lists to see that you have sufficient
supplies.  You should pay particular attention to the number of science kits you will need.  You will
receive 6 of each type of science kit, or a total of 18 kits for each science session.  The type of kit
each student is assigned is indicated on the Administration Schedule in column “C” labeled “Sci Kit.” 
The codes in column “C” represent the following kits:

To verify the number of kits you will need, please count the number of each kit type assigned to 
students to be assessed.  If more than six of any type is listed, you will need to order kits from
National Computer Systems (NCS).

To order additional materials or if some problem is discovered, a Materials Request Form will be
included in your shipment.  (A copy of this form is included in Appendix G.)  You may call or 
fax NCS at the following numbers:

★ The telephone number is 1-888-627-6237.  Be sure to have the Materials Request Form 
available when placing the call.

★ The fax number is 1-888-627-8842.  Be sure that the Materials Request Form is completely filled
out before faxing.

Save the packing lists for recordkeeping and the boxes for returning the shipment to NAEP.
Instructions for shipping materials back to NAEP are discussed in Chapter 5.

TASK 7

C Markers

D Powders

E Soil Tests

Unknown
Powder

Grade 4      Grade 8  
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# Original Sample

School #:

Original session scheduled for:

Day/Date:

Pacific Islander

Alaskan Native

1 = White not Hispanic

2 = Black not Hispanic

3 = Hispanic Heritage

4 = Asian/

5 = American Indian/

6 = Other

available

participating

1 = Student not eligible
2 = Reduced price lunch

3 = Free lunch

4 = Information not

5 = Refused
6 = School not

For Use in Column “F” For Use in Column “G”

Time:

Day/Date:

Time:

Makeup session scheduled for:

School Name: Grade:

Administrator’s Name:

ADMINISTRATION SCHEDULE

2000 State
Administration Schedule

Page 1

# New Enrollee Sample

Total in Sample

# Absent
(Hold Makeup if

4 or more absent)

# Assessed
(Original Session)

# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

Homeroom
or Other
Locator

Sci.

Kit Month

Birth Date Sex Race/
Eth.

If
Title I

If
SD

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

School

LunchYear
1=Male

2=Female

TO BE ASSESSED

+

= TOTAL ASSESSED

Session Number

Race/Ethnicity Codes

Student Name Admin. Codes

National School
Lunch Program

Column Indicators: “A” “B” “C” “D” “E” “F” “G” “H” “I” “J” “K” “L” “N” “O”“M”

Accommodations

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

19

19

19

19

19

19

19

19

19

19

19

19

19

19

Location: Location:

(Use for Admin Codes 71 & 73 in Math and Science)

ASSESSED IN ORIGINAL 

ASSESSED IN MAKEUP

ABSENT

10 = In session full time

11 = No responses in booklet

12 = In session part time

13 = Session incomplete

14 = Other, specify on cover

20 = In session full time

21 = No responses in booklet

22 = In session part time

23 = Session incomplete

24 = Other, specify on cover

40 = Temporary

41 = Long-term

42 = Chronic truant

43 = Suspended or expelled

44 = In school, did not attend

45 = Disruptive behavior

46 = Parent refusal

47 = Student refusal

48 = Other, specify on cover

OTHER
51 = Withdrawn

52 = Unassigned book (unused)

55 = Ineligible

56 = Not in sample

REASONS FOR EXCLUSION
60 = SD-cannot be assessed

61 = SD-required accom. not offered

62 = LEP-cannot be assessed

63 = LEP-required accom. not offered

64 = SD/LEP-cannot be assessed

65 = SD/LEP-required accom. not offered

66 = Other, specify on cover

ASSESSED WITH
ACCOMMODATIONS

71 = Bilingual booklet/Science glossary

72 = Bilingual dictionary

73 = Large-print book

74 = Extended time in regular session

75 = Read aloud in regular session

76 = Small Group

77 = One-on-one

78 = Scribe or use of computer

79 = Other, specify on cover

This form must be completed in #2 pencil. 

Mark Atley

Betty Bates

Wes Block

Angela Burns

Nicki Campbell

Nancy Cordaro

Tim Dublin

Kimberly Frank

Carla Grahams

Paul Hernandez

Becky Hoecke

Daniel Jasmer

Sarah Kruger

Penny Lowe

0

0

0

1

1

0

0

0

0

0

1

1

0

0

4

2

6

0

1

9

1

5

7

9

2

0

1

6

8

8

8

8

8

8

8

8

8

8

8

8

8

8

6

6

6

6

6

6

7

6

6

6

6

6

6

6

16B-100-1

Central Middle 8

30

YES

MA0801

MathSession Type:

Carol Johnson

Original Booklet ID

Bundle #’s
20521
20522
20523

110  000501  7

111  054006  9

112  006401  0

113  000043  8

114  073201  0

115  000841  2

116  000081  5

117  005301  1

118  000411  9

119  210001  6

120  005001  2

121  002407  7

122  000031  9

123  076206  0

SET Y

SET G

P=PROTRACTOR/RULER

T1-30 CALCULATORS

0
0

0
0

0
0

0
6

1
 -

 9

121

002

003

004

005

006

007

008

009

010

011

STATE/MAIN - GRADE 8

TYPE MATH

BUNDLE #  20522

SET Y

SET G

P=PROTRACTOR/RULER

T1-30 CALCULATORS

0
0

0
0

0
0

0
6

1
 -

 9

110  C

111  C

112  CP

113  CP

114  G

115  

116  YC

117  C

118  YC

119  CGP

120

SET Y

SET G

P=PROTRACTOR/RULER

T1-30 SCIENTIFIC

CALCULATOR

STATE/MAIN - GRADE 8

TYPE MATH

BUNDLE #  20521

132

STATE/MAIN - GRADE 8

TYPE MATH

BUNDLE #  20523

Example of an Administration Schedule 
with Corresponding Bundle Slips
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Select a Sample of Newly Enrolled Students
TASK 8 A New Enrollee Listing Form was 

sent to the school in the fall by the
state coordinator along with the instructions for
preparing a master list of students in the selected
grade.  The purpose of the New Enrollee Listing
Form is to keep track of all students who enrolled
in the selected grade after the master list was
prepared so that these students have a chance of
selection for the assessment.4 This form should
be kept at the school.  If your school does not
have the New Enrollee Listing Form, you will
receive another copy at the assessment adminis-
trator’s training session.

You will also receive the Instructions for
Sampling New Enrollees at training.  This form
(shown on the next page) provides the following
information:

★ The date, if known, that the master list of stu-
dents was created.  Students in the selected
grade who enrolled after that date should be
listed on the New Enrollee Listing Form;

★ The maximum number of students on the list
that, if exceeded, requires a telephone call to
the state coordinator; and

★ Two sets of line numbers used to select the
students for the mathematics and science 
sessions.

To carry out the sampling, simply follow the
instructions numbered 1-5.  

As indicated in the instructions, you assign a con-
secutive line number to each student on the list of
new enrollees and then use the designated line
numbers to identify the selected student(s).

Any newly enrolled students who are selected
must be added to the appropriate Administration
Schedule, and the necessary information must be
recorded.  These newly sampled students are
handled like any other selected students in
preparing for the assessment.

An illustration of this procedure is shown 
on the next few pages.

NOTE: The handwritten entries are only 
examples.  Every school will receive its own
unique set of instructions.

Small School Procedure
Schools with fewer than 20 students in the 
grade will not have to go through the process 
of sampling new enrollees.  Any newly enrolled
fourth- or eighth-grade student would be 
automatically included in the assessment and
his/her name would be added to the Administration
Schedule.  The Instructions for Sampling New
Enrollees will simply have numbers 1 through 
10 indicated.

To ensure that you have sufficient materials, the
total number of students should not go above 33
for a session. If it does, call the state coordinator. 

4 In year-round schools, any fourth or eighth graders who will be off-track on the assessment date in February 
should not be included on the New Enrollee Listing Form.
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INSTRUCTIONS FOR SAMPLING NEW ENROLLEES
(New Enrollee Listing Form on Reverse Side)

2000 NAEP STATE ASSESSMENT

        If you did not maintain a list of newly enrolled students on the form provided in November, please use 

the back of this form to create a list of all students who enrolled in the selected grade after the master list of grade-

eligible students was prepared.  The steps for sampling from the list of newly enrolled students are:

School Name: _____________________________

School ID: ________________________________

1. Be sure the list includes all students who enrolled in grade _____ after the master list was 
prepared.

 The date on the master list is __________________________.

 Any student who has subsequently withdrawn from the school should be deleted from the list 
by lining through the name.

2. Assign line numbers to the students listed by numbering them consecutively.  Use column 1 
under the heading "For Sampling Only" for numbering the students.

3. If there are more than _______ students on the list, call your State Coordinator for directions 
before proceeding.

4. To identify the students selected for the mathematics assessment, enter an "M" (in column 2 
on the reverse) next to the line numbers listed below:

______, ______, ______, ______, ______, ______, ______, ______, ______, ______.

 To identify the students selected for the science assessment, enter an "S" (in column 2 on the 
reverse) next to the line numbers listed below:

______, ______, ______, ______, ______, ______, ______, ______, ______, ______.

 Ten line numbers have been provided.  This should be more than enough; in fact, you may only 
need to use the first few numbers.

5. After sampling is completed, copy the sampled student's name(s) and birth date(s) onto the 
appropriate Administration Schedule and complete the required demographic information.

 
(OVER)

8

32

2 5 8 11 14 18 21 24 27 30

6 7 10 13 16 19 23 26 29 32

Nov. 10, 1999

Central Middle School
16B-100-1

These numbers are unique to each school.

Example of Instructions for Sampling New Enrollees
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2000 NAEP STATE ASSESSMENT

New Enrollee Listing Form

Directions:

Please use the space below to list all students who enrolled in the selected grade after the original list of 

students was prepared.  The date is provided on the other side of this form.  If you need additional lines, you may 

copy this form.

FOR SAMPLING 

ONLY

(OPTIONAL) 1 2

Student s Name

First Initial Sex

Birth Date

Month/Year

Race/

Eth.

Line

#

Home

Room/

Locator

(X)

IF

TITLE I

(X)

IF

SD

(X)

IF

LEP

Selected

Student

M or SLast

Shanna Donaldson
Beth Warren
Michael Cree
Megan A. Davis

03/86
12/86
11/85

06/86

10
10
10
10

F
F
M
F

1
2
6
1

1
2 M
3
4

1. Be sure the list includes all students who enrolled in grade _____ after the master list was 
prepared.

 The date on the master list is __________________________.

 Any student who has subsequently withdrawn from the school should be deleted from the list 
by lining through the name.

2. Assign line numbers to the students listed by numbering them consecutively.  Use column 1 
under the heading "For Sampling Only" for numbering the students.

3. If there are more than _______ students on the list, call your State Coordinator for directions 
before proceeding.

4. To identify the students selected for the mathematics assessment, enter an "M" (in column 2 
on the reverse) next to the line numbers listed below:

______, ______, ______, ______, ______, ______, ______, ______, ______, ______.

 To identify the students selected for the science assessment, enter an "S" (in column 2 on 
the reverse) next to the line numbers listed below:

______, ______, ______, ______, ______, ______, ______, ______, ______, ______.

 Ten line numbers have been provided.  This should be more than enough; in fact, you may only 
need to use the first few numbers.

5. After sampling is completed, copy the sampled student's name(s) and birth date(s) onto the 
appropriate Administration Schedule and complete the required demographic information.

 

8

32

2 5 8 11 14 18 21 24 27 30

6 7 10 13 16 19 23 26 29 32

Nov. 10, 1999

School Name:

School ID:

(Instructions for Sampling New Enrollees on Reverse Side)

Central Middle School

16B-100-1

Example of Assigning Line Numbers and Identifying 
the Selected Student’s Session Type

20



15

16

17

18

19

20

21

22

23

24

25

26

27

28

15

16

17

18

19

20

21

22

23

24

25

26

27

28

15

16

17

18

19

20

21

22

23

24

25

26

27

28

Homeroom
or Other
Locator

Sci.

Kit Month

Birth Date Sex Race/
Eth.

If
Title I

If
SD

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

School

LunchYear
1=Male

2=Female
Student Name Original Booklet ID Admin. Codes

Column Indicators: “A” “B” “C” “D” “E” “F” “G” “H” “I” “J” “K” “L” “N” “O”“M”

19

19

19

19

19

19

19

19

19

19

19

19

19

19

(Use for Admin Codes 71 & 73 in Math and Science)

29

30

32

29

32

29

32

33 33

19

19
33

ASSESSED IN ORIGINAL 

ASSESSED IN MAKEUP

ABSENT

10 = In session full time

11 = No responses in booklet

12 = In session part time

13 = Session incomplete

14 = Other, specify on cover

20 = In session full time

21 = No responses in booklet

22 = In session part time

23 = Session incomplete

24 = Other, specify on cover

40 = Temporary

41 = Long-term

42 = Chronic truant

43 = Suspended or expelled

44 = In school, did not attend

45 = Disruptive behavior

46 = Parent refusal

47 = Student refusal

48 = Other, specify on cover

OTHER
51 = Withdrawn

52 = Unassigned book (unused)

55 = Ineligible

56 = Not in sample

REASONS FOR EXCLUSION
60 = SD-cannot be assessed

61 = SD-required accom. not offered

62 = LEP-cannot be assessed

63 = LEP-required accom. not offered

64 = SD/LEP-cannot be assessed

65 = SD/LEP-required accom. not offered

66 = Other, specify on cover

ASSESSED WITH
ACCOMMODATIONS

71 = Bilingual booklet/Science glossary

72 = Bilingual dictionary

73 = Large-print book

74 = Extended time in regular session

75 = Read aloud in regular session

76 = Small Group

77 = One-on-one

78 = Scribe or use of computer

79 = Other, specify on cover

1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P

This form must be completed in #2 pencil. 
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Eric Malone

Paul Mayne

Teresa Meyer

Amanda Newman

Beina Ortiz

Michael Popelka

Kate Ray

Amy Schloeter

Ryan Scott

Jason Tabbert

Dan Tesch

Jessica Trocke

Louis Walton

Chris Wray

Fran Zimmerman

0

0

0

0

1

0

0

0

1

1

0

0

0

0

1

7

3

9

0

1

6

9

1

0

2

3

6

8

8

8

8

8

8

8

8

8

8

8

8

8

8

8

7

6

6

6

5

7

6

6

6

6

6

7

6

6

1 0 8 6

124  000142  8

125  008651  4

126  000005  5

101  098008  4

102  000841  3

103  034002  9

104  004926  0

105  025003  4

106  008064  2

107  000761  5

108  019009  7

109  000385  2

110  039005  8

111  000297  2

112  030968  5

115  000297  2

116  030968  5

30 30

19

Beth Warren

113  000385  2

19

1 8 62 2 2
3131

114  039005  8
31

Mike Zurick 1 0 8 5

19

2000 NAEP STATE ASSESSMENT

New Enrollee Listing Form

Directions:

Please use the space below to list all students who enrolled in the selected grade after the original list of 

students was prepared.  The date is provided on the other side of this form.  If you need additional lines, you may 

copy this form.

FOR SAMPLING 

ONLY

(OPTIONAL) 1 2

Student s Name

First Initial Sex

Birth Date

Month/Year

Race/

Eth.

Line

#

Home

Room/

Locator

(X)

IF

TITLE I

(X)

IF

SD

(X)

IF

LEP

Selected

Student

M or SLast

Shanna Donaldson
Beth Warren
Michael Cree
Megan A. Davis

03/86
12/86
11/85

06/86

10
10
10
10

F
F
M
F

1
2
6
1

1
2 M
3
4

School Name:

School ID:

(Instructions for Sampling New Enrollees on Reverse Side)

Central Middle School

16B-100-1

21

Example of Adding Newly Sampled Student
to the Administration Schedule
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Review and Update the Administration Schedules and 
Identify Students Who Cannot Be AssessedTASK 9

As soon as the Administration
Schedules are received and sampling of newly
enrolled students is completed, you will need to
do the following:

A. Identify and Eliminate
Withdrawn and Ineligible
Students
Identify any students who have officially with-
drawn from the school by entering an
Administration Code of “51” (withdrawn) on the
Administration Schedule in column “M” labeled 

“Admin. Code.”  Then, draw a single line through
the student’s name up to the perforation.

Enter an Administration Code of “55” (ineligible)
in column “M” for any student not currently
enrolled in the selected grade who is listed on
the Administration Schedule.  Draw a line
through his/her name up to the perforation.

Once withdrawn and ineligible students have
been identified and eliminated from the
Administration Schedule, you do not need to
complete any other information for them on the
Administration Schedule.

21

22

23

24

25

26

27

28

21

22

23

24

25

26

27

28

19

19

19

19

19

19

19

19

19
29

30

31

32

29

30

31

32

33

19

19

19

19

19
33

1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P
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Printed in U.S.A. - STATE
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SCIENCE

SC0801     P2

104  004926  0

105  025003  4

106  008064  2

107  000761  5

108  019009  7

109  000385  2

110  039005  8

111  000297  2

112  030968  5

113  000385  2

114  039005  8

115  000297  2

116  030968  5

10

12

14

14

14

12

10

12

12

14

10

D

D

D

E

E

C

C

1

2

2

1

1

1

2

1

1

2

2

1

1

1

1

1

1

2

2 1

2 1

1

2

4

5

6

7

8

9

10

12

13

14

1

2

4

5

6

7

8

9

10

12

13

14

1

2

4

5

6

7

8

9

10

12

13

14

+

=

-

# Original Sample

School #:

Original session scheduled for:

Day/Date:

Pacific Islander

Alaskan Native

1 = White not Hispanic

2 = Black not Hispanic

3 = Hispanic Heritage

4 = Asian/

5 = American Indian/

6 = Other

available

participating

1 = Student not eligible
2 = Reduced price lunch

3 = Free lunch

4 = Information not

5 = Refused
6 = School not

For Use in Column “F” For Use in Column “G”

Time:

Day/Date:

Time:

Makeup session scheduled for:

School Name: Grade:

Administrator’s Name:

ADMINISTRATION SCHEDULE

2000 State
Administration Schedule

Page 1

# New Enrollee Sample

Total in Sample

# Absent
(Hold Makeup if

4 or more absent)

# Assessed
(Original Session)

# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

Homeroom
or Other
Locator

Sci.

Kit Month

Birth Date Sex Race/
Eth.

If
Title I

If
SD

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

School

LunchYear
1=Male

2=Female

TO BE ASSESSED

+

= TOTAL ASSESSED

Session Number

Race/Ethnicity Codes

Student Name Admin. Codes

National School
Lunch Program

Column Indicators: “A” “B” “C” “D” “E” “F” “G” “H” “I” “J” “K” “L” “N” “O”“M”

Accommodations

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

19

19

19

19

19

19

19

19

19

19

19

19

Location: Location:

(Use for Admin Codes 71 & 73 in Math and Science)

This form must be completed in #2 pencil. 

Mark Atley

Betty Bates

Angela Burns

Nicki Campbell

Nancy Cordaro

Tim Dublin

Kimberly Frank

Carla Grahams

Paul Hernandez

Daniel Jasmer

Sarah Kruger

Penny Lowe

0

0

1

1

0

0

0

0

0

1

1

0

0

4

2

0

1

9

1

5

7

9

2

0

1

6

8

8

8

8

8

8

8

8

8

8

8

8

8

6

6

6

6

6

7

6

6

6

6

6

6

16B-100-1

Central Middle 8

30

YES

MA0801

MathSession Type:

Carol Johnson

Original Booklet ID

Bundle #’s
20521
20522
20523

110  000501  7

111  054006  9

113  000043  8

114  073201  0

115  000841  2

116  000081  5

117  005301  1

118  000411  9

119  210001  6

121  002407  7

122  000031  9

123  076206  0

333

19Wes Block 0 6 6 112  006401  08 15

ASSESSED IN ORIGINAL 

ASSESSED IN MAKEUP

ABSENT

10 = In session full time

11 = No responses in booklet

12 = In session part time

13 = Session incomplete

14 = Other, specify on cover

20 = In session full time

21 = No responses in booklet

22 = In session part time

23 = Session incomplete

24 = Other, specify on cover

40 = Temporary

41 = Long-term

42 = Chronic truant

43 = Suspended or expelled

44 = In school, did not attend

45 = Disruptive behavior

46 = Parent refusal

47 = Student refusal

48 = Other, specify on cover

OTHER
51 = Withdrawn

52 = Unassigned book (unused)

55 = Ineligible

56 = Not in sample

REASONS FOR EXCLUSION
60 = SD-cannot be assessed

61 = SD-required accom. not offered

62 = LEP-cannot be assessed

63 = LEP-required accom. not offered

64 = SD/LEP-cannot be assessed

65 = SD/LEP-required accom. not offered

66 = Other, specify on cover

ASSESSED WITH
ACCOMMODATIONS

71 = Bilingual booklet/Science glossary

72 = Bilingual dictionary

73 = Large-print book

74 = Extended time in regular session

75 = Read aloud in regular session

76 = Small Group

77 = One-on-one

78 = Scribe or use of computer

79 = Other, specify on cover

111111

19Becky Hoecke 8 6 120  005001  2 551 2



Record any missing student information such 
as homeroom or other locating information 
(if needed) in column “B,” birth date in column
“D,” sex in column “E,” and race/ethnicity in 
column “F.” 

To record race/ethnicity, use the codes in the box
in the upper left-hand corner of the
Administration Schedule.  The race/ethnicity
codes are defined as follows:

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

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

B. Record Student Demographic Information Missing 
from the Administration Schedules

23

21

22

23

24

25

26

27

28

21

22

23

24

25

26

27

28

19

19

19

19

19

19

19

19

19
29

30

31

32

29

30

31

32

33

19

19

19

19

19
33

1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P
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Printed in U.S.A. - STATE
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SCIENCE

SC0801     P2

104  004926  0

105  025003  4

106  008064  2

107  000761  5

108  019009  7

109  000385  2

110  039005  8

111  000297  2

112  030968  5

113  000385  2

114  039005  8

115  000297  2

116  030968  5

10

12

14

14

14

12

10

12

12

14

10

D

D

D

E

E

C

C

1

2

2

1

1

1

2

1

1

2

2

1

1

1

1

1

1

2

2 1

2 1

1

2

4

5

6

7

1

2

4

5

6

7

+

=

-

# Original Sample

School #:

Original session scheduled for:

Day/Date:

available

participating

1 = Student not eligible
2 = Reduced price lunch

3 = Free lunch

4 = Information not

5 = Refused
6 = School not

For Use in Column “G”

Time:

Day/Date:

Time:

Makeup session scheduled for:

School Name: Grade:

Administrator’s Name:

ADMINISTRATION SCHEDULE

2000 State
Administration Schedule

Page 1

# New Enrollee Sample

Total in Sample

# Withdrawn & Ineligible

# Excluded

Sci.

Kit

If
Title I

If
SD

If
LEP

Accommodation Booklet ID # Adm
Co

School

Lunch

TO BE ASSESSED

Student Name

National School
Lunch Program

Column Indicators: “A” “C” “G” “H” “I” “J” “K” “L” “M

Accommodations

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

19

19

19

19

19

19

Location: Location:

(Use for Admin Codes 71 & 73 in Math and Science)

This form must be completed in #2 pencil. 

Mark Atley

Betty Bates

Angela Burns

Nicki Campbell

Nancy Cordaro

Tim Dublin

0

0

1

1

0

0

4

2

0

1

9

1

10 8

8

8

8

8

8

8

6

6

6

6

6

7

16B-100-1

Central Middle 8

30

YES

MathSession Type:

Carol Johnson

Original Booklet ID

Bundle #’s
20521
20522
20523

110  000501  7

111  054006  9

113  000043  8

114  073201  0

115  000841  2

116 000081 5

33

19Wes Block 0 6 6 112  006401  0 5

Pacific Islander

Alaskan Native

1 = White not Hispanic

2 = Black not Hispanic

3 = Hispanic Heritage

4 = Asian/

5 = American Indian/

6 = Other

For Use in Column “F”

Race/Ethnicity Codes

Pacific Islander

Alaskan Native

1 = White not Hispanic

2 = Black not Hispanic

3 = Hispanic Heritage

4 = Asian/

5 = American Indian/

6 = Other

For Use in Column “F”

Race/Ethnicity Codes

Homeroom
or Other
Locator

“B”

Month

Birth Date Sex Race/
Eth.Year

1=Male
2=Female

“D” “E” “F”

1

1

4

2

3

1

2

2

2

2

10

12

10

14

C
H

A
P

T
E

R
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24

Record in column “G” the students’ eligibility
status in the NSLP using these codes, which are
also printed on the Administration Schedule in
the upper left corner:

1  =  Student not eligible

2  =  Reduced price lunch

3  =  Free lunch

4  = Information not available

5  = Refused

6  = School not participating

Letters of authorization from the U.S.
Department of Agriculture for the release 
of these data is included in Appendix C
of this manual.

21

22

23

24

25

26

27

28

21

22

23

24

25

26

27

28

19

19

19

19

19

19

19

19

19
29

30

31

32

29

30

31

32

33

19

19

19

19

19
33

1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P 1 2 4 7 P
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Printed in U.S.A. - STATE
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SCIENCE

SC0801     P2

104  004926  0

105  025003  4

106  008064  2

107  000761  5

108  019009  7

109  000385  2

110  039005  8

111  000297  2

112  030968  5

113  000385  2

114  039005  8

115  000297  2

116  030968  5

10

12

14

14

14

12

10

12

12

14

10

D

D

D

E

E

C

C

1

2

2

1

1

1

2

1

1

2

2

1

1

1

1

1

1

2

2 1

2 1

1

2

4

5

6

7

8

9

10

1

2

4

5

6

7

8

9

10

+

=

-

# Original Sample

School #:

Original session scheduled for:

Day/Date:

Time:

Day/Date:

Time:

Makeup session scheduled for:

School Name: Grade:

Administrator’s Name:

ADMINISTRATION SCHEDULE

2000 State
Administration Schedule

Page 1

# New Enrollee S

Total in Sample

# Withdrawn & In

# Excluded

Sci.

Kit

If
Title I

If
SD

If
LEP

Accommodation Booklet ID #

TO BE ASSESSE

Student Name

Column Indicators: “A” “C” “H” “I” “J” “K” “L”

Accommodations

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

(Admin. Codes 51

(Admin. Codes 60

19

19

19

19

19

19

19

19

19

Location: Location:

(Use for Admin Codes 71 & 73 in Math and Science)

This form must be completed in #2 pencil. 

Mark Atley

Betty Bates

Angela Burns

Nicki Campbell

Nancy Cordaro

Tim Dublin

Kimberly Frank

Carla Grahams

Paul Hernandez

0

0

1

1

0

0

0

0

0

1

4

2

0

1

9

1

5

7

9

2

8

8

8

8

8

8

8

8

8

8

6

6

6

6

6

7

6

6

6

16B-100-1

Central Middle 8

30

YES

MathSession Type:

Carol Johnson

Original Booklet ID

Bundle #’s
20521
20522
20523

110  000501  7

111  054006  9

113  000043  8

114  073201  0

115  000841  2

116  000081  5

117  005301  1

118  000411  9

119  210001  6

33

19Wes Block 0 6 6 112  006401  0

1111

19Becky Hoecke 8 6 120  005001  2

Pacific Islander

Alaskan Native

1 = White not Hispanic

2 = Black not Hispanic

3 = Hispanic Heritage

4 = Asian/

5 = American Indian/

6 = Other

For Use in Column “F”

Race/Ethnicity Codes

Homeroom
or Other
Locator

“B”

Month

Birth Date Sex Race/
Eth.Year

1=Male
2=Female

“D” “E” “F”

1

1

4

2

3

available

participating

1 = Student not eligible
2 = Reduced price lunch

3 = Free lunch

4 = Information not

5 = Refused
6 = School not

For Use in Column “G”

National School
Lunch Program

School

Lunch

“G”

2

2

1

1

1

11

1

2

2

2

2

1

12

22

31

1

3

1

10

10

12

10

14

10

14

14

14

C. Code the Students’ Eligibility for the School Lunch 
Program (NSLP)



★ In column “H,” fill in the oval for any student
receiving Title I services.

★ In column “I,” fill in the oval for any student
identified as a 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.

★ In column “J,” fill in the oval for any student
classified as limited English proficient (LEP).

25

1

2

3

4

5

6

7

8

9

10

11

1

2

3

4

5

6

7

8

9

10

11

School #:

Original session scheduled for:

Day/Date:

Pacific Islander

Alaskan Native

1 = White not Hispanic

2 = Black not Hispanic

3 = Hispanic Heritage

4 = Asian/

5 = American Indian/

6 = Other

available

participating

1 = Student not eligible
2 = Reduced price lunch

3 = Free lunch

4 = Information not

5 = Refused
6 = School not

For Use in Column “F” For Use in Column “G”

Time:

Day/Date:

Time:

Makeup session scheduled for:

Session Type:

School Name: Grade:

Administrator’s Name:

ADMINISTRATION SCHEDULE

2000 State
Administration Schedule

Page 1

Homeroom
or Other
Locator

Sci.

Kit Month

Birth Date Sex Race/
Eth.

School

LunchYear
1=Male

2=Female

Race/Ethnicity Codes

Student Name Original Booklet ID

National School
Lunch Program

Column Indicators: “A” “B” “C” “D” “E” “F” “G” “K”

Bundle #’s Accommodations

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

19

19

19

19

19

19

19

19

19

19

Location: Location:

This form must be completed in #2 pencil. 

Mark Atley

Betty Bates

Wes Block

Angela Burns

Nicki Campbell

Nancy Cordaro

Tim Dublin

Kimberly Frank

Carla Grahams

Paul Hernandez

0

0

0

1

1

0

0

0

0

0

4

2

6

0

1

9

1

5

7

9

8

8

8

8

8

8
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115  000841  2

116  000081  5

117  005301  1

118  000411  9
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120 005001 2
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16B-100-1

Central Middle 8

Math
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2

2

2

2

1

2

2

1

1

1

4

2

3

1

1

2

3

2 1

2

2

1

1

1

1

1

1

3

If
Title I

If
SD

If
LEP

“H” “I” “J”

Carol Johnson

10

10

12

10

14

10

14

14

14

D. Fill in the Appropriate Ovals for “If Title I,” “If SD,” 
and “If LEP”
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Distribute Assessment Questionnaires to Appropriate
School Staff and Collect Them Before the Day 
of the Assessment

TASK 10

The NAEP assessment includes the following three types of questionnaires to be completed by
school staff:

★A School Questionnaire to be completed by the school principal or other administrator.

★An SD/LEP Questionnaire for each sampled student who has a disability or is classified 
as LEP, whether or not she or he will be assessed.  The school staff member most 
knowledgeable about the student should complete this questionnaire.

★A short Teacher Questionnaire for the mathematics and science teachers of the grade 
being assessed.

The assessment materials sent to the school will include the following quantities of 
the questionnaires:

If you anticipate needing more of these forms, you may obtain more at training.  If, after training,
you discover that you do not have a sufficient supply of any of the questionnaires, call NCS at 
1-888-627-6237 or use the Materials Request Form in Appendix G to request additional questionnaires.

All questionnaires should be prepared and distributed as soon as the NAEP shipment is received 
to allow time for the staff to complete the questionnaires before the day of the assessment.  
All questionnaires should be completed using a No. 2 pencil and should be returned with the 
assessment booklets to NAEP.

You will receive a Roster of Questionnaires to keep track of the questionnaires distributed 
at the school.

5 Schools in some states will receive 20 SD/LEP Questionnaires.

1 School Questionnaire

8 Grade 4 Mathematics/Science 
Teacher Questionnaires

10 SD/LEP Student Questionnaires5

Grade 4  Schools
1 School Questionnaire\

8 Grade 8 Mathematics
Teacher Questionnaires

8 Grade 8 Science 
Teacher Questionnaires

10 SD/LEP Student Questionnaires5

Grade 8  Schools



School
Questionnaire

(School Characteristics and Policies)

Q-072

Use a #2 pencil to complete this questionnaire.

SCHOOL #

Return the completed questionnaire to the

NAEP School Coordinator by                    .

2000
Grade 8

DO NOT USE
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According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection 
of information unless such collection displays a valid OMB control number. The valid OMB control 
number for this information collection is 1850-0628. The time required to complete this information 
collection is estimated to average 15 minutes per response, including the time to review instructions, 
search existing data resources, gather the data needed, and complete and review the information 
collection. If you have any comments concerning the accuracy of the time estimate(s) or 
suggestions for improving this form, please write to: U.S. Deparment of Education, Washington, 
D.C. 20202-4651. If you have comments or concerns regarding the status of your individual 
submission of this form, write directly to: Information Management and Compliance Division, U.S. 
Department of Education, 600 Independence Avenue, SW, Washington, D.C. 20202-4651.

A project of the Office of Educational Research and Improvement.
This report is authorized by law (P.L. 103-382, 20 U.S.C. 9010).  While you 
are not required to respond, your cooperation is needed to make the results 
of the survey comprehensive, accurate, and timely.  The information you 
provide is being collected for research purposes only and will be kept strictly 
confidential.  O.M.B. NO. 1850-0628¥ Approval Expires 06/30/2000
Mark Reflex® by NCS EM-0xxxxx-001-1:xxxxxx    Printed in U.S.A.

®
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II.  SD/LEP Questionnaire

I.  School Questionnaire

Distributed to:

Student Booklet ID Number Questionnaire ID Number

II.  SD/LEP Questionnaire

Questionnaire ID Number
(Barcode ID# on Cover)

I.  School Questionnaire

Di ib d T

This form must be 
completed in #2 Pencil. 

Returned

Yes No
SCH

Dr. Garcia

STATE NAEP 2000 - Grade 8
Roster of Questionnaires

(School, SD/LEP, and Teacher Questionnaire Tracking Form)

NAEP

The Nation's
Report Card

2000

NAEP

The Nation's
Report Card

2000

07
2 

- 0
00

00
1 -

 2

Wed., Feb. 2

1 6 B 1 0 0 1 

Dr. Garcia

A. School Questionnaire
The School Questionnaire is designed 
to collect information about school 
characteristics, staff, and instructional
programs.  The principal or someone 
designated by the principal should 
complete it.

As shown in this example, the 10-digit ID
number from the lower left-hand corner 
of the questionnaire should be recorded 
at the top of the Roster of Questionnaires
in Section I.  Note that the first three digits
are preprinted.  Also record the name 
of the person to whom it was given. 

On the questionnaire cover, affix a Post-it
note with that person’s name. Enter the
school ID number and the date by which
it should be completed and returned in 
the appropriate boxes.
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B. SD/LEP Questionnaire
The SD/LEP Questionnaire collects important information about the nature of a student’s disability or
language proficiency.

For every student identified on the Administration Schedule as SD and/or classified as LEP, an
SD/LEP Questionnaire must be filled out by the staff member most knowledgeable about that stu-
dent.  A questionnaire should be completed regardless of whether or not the student will be
assessed.  Preparation of this questionnaire is described and illustrated on the following pages.

Complete the
Questionnaire Cover 

Materials Needed:

★Administration Schedule

★SD/LEP Questionnaires

★Post-it notes

★No. 2 pencil

Begin with the first student identified on the
Administration Schedule as SD/LEP.  Write the
student’s name and the name of the school staff
member most knowledgeable about this student
on a Post-it note and place it on the front cover
of an SD/LEP Questionnaire.  Record all of the
information about the student from the
Administration Schedule onto the questionnaire
cover; that is, the NAEP school ID number,
grade, birth date, sex, race/ethnicity, and a “Y”
(yes) or “N” (no) to indicate SD and LEP status.
Then, in the box labeled “Student Booklet ID,”
enter the ID number of the booklet assigned to
that student on the Administration Schedule,
columns “K” or “L.” (See page 51 for more
detail.) Next, on the questionnaire cover, record
the date the questionnaire should be completed
and returned. For tracking purposes, space is
provided in the upper right corner of the ques-
tionnaire cover to record the student’s line num-
ber and session number.  Recording this infor-
mation is optional.

Record SD/LEP  
Questionnaire
Information on the 
Roster of Questionnaires

Materials Needed:

★Administration Schedule

★SD/LEP Questionnaires

★Roster of Questionnaires

★No. 2 pencil

For each student identified as SD or LEP on the
Administration Schedule, fill out one line of the
roster with the following information:

★Student’s name;

★Name of the staff member to whom the 
questionnaire will be given;

★Assessment booklet ID assigned to the 
student from column “K” or “L” on the
Administration Schedule; and

★ The ID number from the SD/LEP 
Questionnaire assigned for that student.  
(The “095” prefix is preprinted.)

STEP 2STEP 1
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072 - -
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095 –

Student’s Name

II.  SD/LEP Questionnaire

I.  School Questionnaire

Distributed to:

Student Booklet ID Number
(Column “K” or “L” on Admin. Schedule)

Questionnaire ID Number
(Barcode ID # on Cover)

II.  SD/LEP Questionnaire

Questionnaire ID Number
(Barcode ID# on Cover)

I.  School Questionnaire

Distributed To
(Staff Name)

This form must be 
completed in #2 Pencil. 

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-
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Returned

Yes No

Returned

Yes No

--SCHOOL #:

SCHOOL NAME:

CITY/STATE:

Kimberly Frank Ron Grove 1 1 7 0 0 5 3 0 1 1 0 0 0 2 9 8 7

1
Central Middle
New Bedford, MA

6 B 1 0 0 1

0 0 0 0 0 1 2Dr. Garcia

Instructions for Preparing
SD/LEP Questionnaires

For each student identified on the 
Administration Schedule as SD and/or 
classified as LEP, you will need to do 
the following:

1. Write the student's name and the
name of the school staff member
most knowledgeable about the
student on a Post-it and place it
on the front cover of an SD/LEP
Questionnaire.

2. Copy the NAEP School ID, 
student demographic
information, SD/LEP status and
the assessment booklet ID
number from the Administration
Schedule onto the cover of the
Questionnaire.

3. On this roster, write the student's
name and the staff member to
whom the questionnaire will be
given.  Record the 10-digit
assessment booklet ID number,
and the SD/LEP Questionnaire 
ID onto the Roster.

If more that 14 SD/LEP 
Questionnaires are distributed, use 
the Supplemental SD/LEP Roster.

01
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06

07

08

09

STATE NAEP 2000 - Grade 8
Roster of Questionnaires

(School, SD/LEP, and Teacher Questionnaire Tracking Form)

NAEP

The Nation's
Report Card

2000

Step 1:  Complete Post-it and
              Questionnaire Cover

Step 2:  Record SD/LEP 
              Questionnaire Information 
              on the Roster of Questionnaires

2000
SD/LEP

Questionnaire

Admin. Schedule Line #________ from Session #________

SCHOOL #

Grade Birth Date Sex R/E SD LEP

Student Booklet ID
(from column K or L on Administration Schedule)
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Year 1 = Male

2 = Female

Q-095

Use a #2 pencil to complete this questionnaire.

To be completed by the staff member most knowledgeable

about a student identified as SD and/or LEP.

If Student with a Disability (SD):

If Limited English Proficient (LEP):

Return to NAEP School Coordinator by .

PAGES

2, 3 - 8

2, 9-13

®

1

0

Wed, Feb. 2

8 MA0801

1001B61

8 0 5 8 6 2 1 N Y

1 7 0 0 5 3 0 1 1

NAEP

The Nation's
Report Card

2000

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection 

of information unless such collection displays a valid OMB control number. The valid OMB control 

number for this information collection is 1850-0628. The time required to complete this information 

collection is estimated to average 15 minutes per response, including the time to review instructions, 

search existing data resources, gather the data needed, and complete and review the information 

collection. If you have any comments concerning the accuracy of the time estimate(s) or 

suggestions for improving this form, please write to: U.S. Deparment of Education, Washington, 

D.C. 20202-4651. If you have comments or concerns regarding the status of your individual 

submission of this form, write directly to: Information Management and Compliance Division, U.S. 

A project of the Office of Educational Research and Improvement.

This report is authorized by law (P.L. 103-382, 20 U.S.C. 9010).  While you 

are not required to respond, your cooperation is needed to make the results of 

the survey comprehensive, accurate, and timely.  The information you provide 

is being collected for research purposes only and will be kept strictly 

confidential.  O.M.B. NO. 1850-0628¥ Approval Expires 06/30/2000

Kimberly Frank
Ron Grove
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+
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# Original Sample

School #:

Original session scheduled for:

Day/Date:

Pacific Islander

Alaskan Native

1 = White not Hispanic

2 = Black not Hispanic

3 = Hispanic Heritage

4 = Asian/

5 = American Indian/

6 = Other

available

participating

1 = Student not eligible
2 = Reduced price lunch

3 = Free lunch

4 = Information not

5 = Refused
6 = School not

For Use in Column “F” For Use in Column “G”

Time:

Day/Date:

Time:

Makeup session scheduled for:

Session Type:

School Name: Grade:

Administrator’s Name:

ADMINISTRATION SCHEDULE

2000 State
Administration Schedule

Page 1

# New Enrollee Sample

Total in Sample

# Absent
(Hold Makeup if

4 or more absent)

# Assessed
(Original Session)

# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

Homeroom
or Other
Locator

Sci.

Kit Month

Birth Date Sex Race/
Eth.

If
Title I

If
SD

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

School

LunchYear
1=Male

2=Female

TO BE ASSESSED

+

= TOTAL ASSESSED

Session Number

Race/Ethnicity Codes

Student Name Original Booklet ID Admin. Codes

National School
Lunch Program

Column Indicators: “A” “B” “C” “D” “E” “F” “G” “H” “I” “J” “K” “L” “N” “O”“M”

Bundle #’s Accomodations

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

19

19

19

19

19

19

19

19

19

19

19

19

19

Location: Location:

(Use for Admin Codes 71 & 73 in Math and Science)

ASSESSED IN ORIGINAL 

ASSESSED IN MAKEUP

ABSENT

10 = In session full time

11 = No responses in booklet

12 = In session part time

13 = Session incomplete

14 = Other, specify on cover

20 = In session full time

21 = No responses in booklet

22 = In session part time

23 = Session incomplete

24 = Other, specify on cover

40 = Temporary

41 = Long-term

42 = Chronic truant

43 = Suspended or expelled

44 = In school, did not attend

45 = Disruptive behavior

46 = Parent refusal

47 = Student refusal

48 = Other, specify on cover

OTHER
51 = Withdrawn

52 = Unassigned book (unused)

55 = Ineligible

56 = Not in sample

REASONS FOR EXCLUSION
60 = SD-cannot be assessed

61 = SD-required accom. not offered

62 = LEP-cannot be assessed

63 = LEP-required accom. not offered

64 = SD/LEP-cannot be assessed

65 = SD/LEP-required accom. not offered

66 = Other, specify on cover

This form must be completed in #2 pencil. 
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Nancy Cordaro
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Kimberly Frank
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Daniel Jasmer
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Penny Lowe
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0

0

0
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0
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8

8
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119  210001  6

120  005001  2

121  002407  7

122  000031  9
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Central Middle 8
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2 4
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2

1
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1

1
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ASSESSED WITH

ACCOMMODATIONS
71 = Bilingual booklet/Science glossary

72 = Bilingual dictionary

73 = Large-print book

74 = Extended time in regular session

75 = Read aloud in regular session

76 = Small Group

77 = One-on-one

78 = Scribe or use of computer

79 = Other, specify on cover

Carla Grahams
9 9

19 8

1

2

2

1

1

2

2

1

1

2

3

2

2

1

0 7 3 118  000411  9

55
11

9

1 1

2 1

2 2

2 3
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1

Carol Johnson

Thurs./Feb 3
8:05
Rm 121
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6

1

1

1
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C. Grade 4 Mathematics and Science Teacher Questionnaires
There is one combined Mathematics and Science Teacher Questionnaire at grade 4. The fourth-
grade teacher questionnaire has three parts. The first part is a section on background characteristics
and educational training and is completed by all teachers. Part two surveys the teacher’s instruction-
al practices in mathematics and part three surveys the teacher’s instructional practices in science.
Teachers will be asked to complete the mathematics or the science section. Teachers who teach both
subjects will be asked to complete both sections.

All teachers who teach fourth graders mathematics and science should be asked to fill out a 
questionnaire. Any teacher who gives additional fourth-grade mathematics and/or science instruction
should also be included.

If only one subject is being assessed in your school, teachers of that subject should be asked to fill
out the questionnaire.

Identify the Teachers of the Subjects to be Assessed 
and Prepare the Teacher Questionnaires
Materials Needed:

★Roster of Questionnaires

★ Grade 4 Teacher Questionnaires

★Post-it notes

★No. 2 pencil

Using the Roster of Questionnaires, create a list of all teachers who teach fourth graders mathemat-
ics and science and record this information under “Teacher’s Name.”  Next, take a Mathematics and
Science Teacher Questionnaire and record on the roster in the column labeled “Mathematics/Science
Teacher Questionnaire ID” the unique 10-digit ID number from the questionnaire you will give to the
first teacher (the “062” prefix is printed on the roster).

On the front cover of the questionnaire, enter the date the questionnaire should be completed and
returned.  Record the NAEP school ID number and the two-digit teacher number from the Roster of
Questionnaires.  Grid-in the section on the questionnaire designating which part(s) the teacher
should complete. If the teacher teaches both mathematics and science, grid both ovals. Next, write
the teacher’s name on a Post-it note and affix it to the front cover of the questionnaire. 

Continue this process for the remaining teachers listed on the Roster of Questionnaires.

It is critical that the two-digit teacher number be accurately recorded from the roster on to the 
questionnaire cover.  On assessment day, you will use the roster to record the teacher names and
corresponding teacher numbers on the board.  Students will be asked to record on their booklet
cover the teacher number from whom they take the subject being assessed.  

30
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Example of Preparing a Grade 4 Mathematics 
and Science Teacher Questionnaire

01

02

03

04

05

06

07

08

09

10

11

12

13

14

01

02

03

04

05

06

07

08

09

10

11

12

13

14

III.  Teacher Questionnaire

Teacher’s Name
Mathematics

NCS Use Only

15

16

17

15

16

17

NAEP 2000 OMB #xxxx-xxxx Expires x/xx

SCHOOL #:

Te
ac

he
r 

#

NCS® IM
Printed in U.S.A. - Gr 4 State Roster

Subject

III.  Teacher Questionnaire

062-

062-

062-

062-

062-

062-

062-

062-

062-

062-

062-

062-

062-

062-

Teacher Questionnaire ID

-

-

-

-

-

-

-

-

-

-

-

-

-

062-

062-

062-

-

-

-

Returned

Yes No

MATHEMATICS/SCIENCE Instructions for Preparing Mathematics
and Science Teacher Questionnaires

All fourth-grade teachers who teach the subjects being assessed 
should be asked to fill out a Mathematics/Science Teacher 
Questionnaire.  Any teacher who gives additional fourth-grade 
mathematics and/or science instruction should also be included.
To assign a questionnaire you will need to do the following:

1. Under "Teacher's Name" create a list of all fourth-grade
teachers who teach mathematics and/or science.  Under the
"Subject" column, grid the appropriate subject oval.  If the
teacher teaches both mathematics and science, grid both ovals.

2. Next, take a Mathematics/Science Teacher Questionnaire and
record the unique 10-digit ID number in the "Teacher
Questionnaire ID" column (the first 3-digits have been
preprinted on the Roster).

3. On the front cover of the questionnaire, enter the date the
questionnaire should be completed, the NAEP School ID, and
the corresponding 2-digit teacher number.  Fill in the section on
the questionnaire designating which part(s) the teacher should
complete.  If the teacher teaches both mathematics and science,
grid both ovals.

4. Next, write the teacher's name on a Post-it, and affix it to the
cover of the Questionnaire.

5. Continue this process for the remainder of the teachers listed.

Science

--1 6 A

David Bauer 1-0 0 3 9 5 5

1 0 0 1

Sara Marshall
Bryan Jones
Cathy Willis

Edward Brown

6

Mathematics and Science
Teacher

Questionnaire
Q-062

2000
Grade 4
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David Bauer

State

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection 

of information unless such collection displays a valid OMB control number. The valid OMB control 

number for this information collection is 1850-0628. The time required to complete this information 

collection is estimated to average 15 minutes per response, including the time to review instructions, 

search existing data resources, gather the data needed, and complete and review the information 

collection. If you have any comments concerning the accuracy of the time estimate(s) or 

suggestions for improving this form, please write to: U.S. Deparment of Education, Washington, 

D.C. 20202-4651. If you have comments or concerns regarding the status of your individual 

submission of this form, write directly to: Information Management and Compliance Division, U.S. 

Department of Education, 600 Independence Avenue, SW, Washington, D.C. 20202-4651.

A project of the Office of Educational Research and Improvement.

This report is authorized by law (P.L. 103-382, 20 U.S.C. 9010).  While you 

are not required to respond, your cooperation is needed to make the results 

of the survey comprehensive, accurate, and timely.  The information you 

provide is being collected for research purposes only and will be kept strictly 

confidential.  O.M.B. NO. 1850-0628¥ Approval Expires 06/30/2000

Mark Reflex® by NCS EM-0xxxxx-001-1:xxxxxx    Printed in U.S.A.

Use a #2 pencil to complete this questionnaire.

Return the completed questionnaire to the

NAEP School Coordinator by                    .Wed, Feb. 2

1 6 A 1 0 0 0 11

Please complete the following parts of this questionnaire:

Teacher Background

Mathematics Instructional Information

Science Instructional Information

Page 3

Page 8

Page 10

Part I

Part II (A&B)

Part III (A&B)
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D. Grade 8 Mathematics and Science Teacher Questionnaire
There are two different eighth-grade Teacher Questionnaires: one for mathematics teachers and one
for science teachers. The first part of each questionnaire is a section on background characteristics
and educational training. The remainder of each questionnaire surveys the teacher’s instructional
practices, as they pertain to the subject being assessed.

All teachers who teach eighth graders mathematics will be asked to fill out the Mathematics Teacher
Questionnaire, and teachers who teach eighth graders science will be asked to fill out the Science
Teacher Questionnaire.  Only if someone teaches eighth graders both subjects will they be asked to
complete both questionnaires. 

Identify the Teachers of the Subjects to be Assessed
and Prepare the Teacher Questionnaires
Materials Needed:

★Roster of Questionnaires

★Grade 8 Teacher Questionnaires

★Post-it notes

★No. 2 pencil

Using the Roster of Questionnaires, create a list of all teachers who teach eighth graders the 
subjects being assessed and record this information under “Teacher’s Name.”  Next, take the 
appropriate Mathematics or Science Teacher Questionnaire and record the unique 10-digit ID 
number in the “Teacher Questionnaire ID” column.  The 3-digit prefix is printed on the roster.

On the front cover of the questionnaire, enter the date the questionnaire should be completed and
returned.  Record the NAEP school ID number and the two-digit teacher number from the Roster 
of Questionnaires.  Next, write the teacher’s name on a Post-it note and affix it to the front cover 
of the questionnaire. 

Continue this process for the remaining teachers listed on the Roster of Questionnaires.

It is critical that the two-digit teacher number be accurately recorded on the roster and questionnaire
cover.  On assessment day, you will use the roster to record the teacher names and corresponding
teacher numbers on the board.  Students will be asked to record on their booklet cover the teacher
number and class period in which they take the subject being assessed.  
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Example of Preparing a Grade 8 Mathematics 
Teacher Questionnaire6

6 This exhibit illustrates the procedure for preparing a Mathematics Questionnaire. However, the same procedures
are followed when preparing a Science Questionnaire.
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SCIENCE Instructions for Preparing Mathematics
and Science Teacher Questionnaires

All eighth-grade teachers who teach the subjects being 
assessed should be asked to fill out a Mathematics 
and/or Science Teacher Questionnaire.  To assign a 
questionnaire you will need to do the following:

1. Under "Teacher's Name" create a list of all

eighth-grade mathematics and science teachers

2. Next, take the appropriate Mathematics or
Science Teacher Questionnaire and record the
unique 10-digit ID number in the "Teacher
Questionnaire ID" column (the first 3-digits
are preprinted).

3. On the front cover of the Questionnaire, enter 
the date the questionnaire should be completed,
the NAEP School ID, and the corresponding
2-digit teacher number.

4. Next, write the teacher's name on a Post-it, and
affix it to the cover of the Questionnaire.

5. Continue this process for the remainder of the
teachers listed.
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According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection 

of information unless such collection displays a valid OMB control number. The valid OMB control 

number for this information collection is 1850-0628. The time required to complete this information 

collection is estimated to average 15 minutes per response, including the time to review instructions, 

search existing data resources, gather the data needed, and complete and review the information 

collection. If you have any comments concerning the accuracy of the time estimate(s) or 

suggestions for improving this form, please write to: U.S. Deparment of Education, Washington, 

D.C. 20202-4651. If you have comments or concerns regarding the status of your individual 

submission of this form, write directly to: Information Management and Compliance Division, U.S. 

Department of Education, 600 Independence Avenue, SW, Washington, D.C. 20202-4651.

A project of the Office of Educational Research and Improvement.

This report is authorized by law (P.L. 103-382, 20 U.S.C. 9010).  While you 

are not required to respond, your cooperation is needed to make the results 

of the survey comprehensive, accurate, and timely.  The information you 

provide is being collected for research purposes only and will be kept strictly 

confidential.  O.M.B. NO. 1850-0628¥ Approval Expires 06/30/2000
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Use a #2 pencil to complete this questionnaire.

Return the completed questionnaire to the

NAEP School Coordinator by                    .Wed, Feb. 2
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E. Collect All Completed Questionnaires

Distribute all the School, SD/LEP and Teacher
Questionnaires as soon as you have prepared
them and arrange to collect them before the day
of the assessment.

Completed questionnaires should be collected by
the day before the assessment so that they can
be shipped on assessment day with the other
assessment materials.  The roster has space for
you to keep track of the questionnaires by filling
in the “Yes” grid in the “Returned” column.

If a questionnaire was not returned, please 
make every attempt to get it back (completed)
from the appropriate staff person.  If a 
questionnaire has not been completed by 
the day of the assessment, use a prepaid
Supplemental Shipping Envelope to return it
upon its completion.

When you collect the questionnaires, be sure 
to remove the Post-it notes from the front 
covers since NAEP does not want any materials
with names to leave the school.
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Prepare for Booklet Distribution
TASK 11

C
H

A
P

T
E

R
 2

Materials Needed:

★ Administration Schedule

★ Post-it notes

Experience has shown that preparing
materials in advance for booklet 
distribution will save time on assess-

ment day.

Working from the Administration
Schedule, record the name and

10-digit booklet ID number of
each student on a Post-it note,
keeping them in Administration

Schedule order.  Since a
booklet ID number has been

assigned 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.  This will
assist in accounting for all assessment booklets.
Then, clip the Post-it notes together with the
Administration Schedule until assessment day.
After opening the bundles on assessment day,
you will affix the prepared Post-it notes to each
of the assigned booklets, as described on 
page 58.

CAUTION: Since the Post-it note contains the 
student’s name and booklet ID, you will remove
it before handing the booklet to the student.
Post-it notes must be destroyed at the conclusion
of the session to preserve confidentiality.
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Notify Teachers and Students about the Assessment and
Ensure that Students Attend the Appropriate SessionTASK 12

It is very important that all students
who have been selected to participate attend the
assessment sessions.  We recommend that stu-
dents and their teachers be notified of the time
and location of the sessions a few days before
the assessment.  You may use materials provid-
ed by NAEP or any other material or method you
believe would be effective in notifying teachers,
students, and parents.

NAEP provides an Assessment Notification Letter
for Teachers (shown on the following page). 
The letter briefly explains the state assessment
and should be accompanied by a list of selected
students, such as a copy of the Administration
Schedule so that teachers will know which of
their students are selected for the assessment.



Assessment Notification Letter for Teachers

Anne Dolan

Carol Johnson

February 3, 2000 8:05          Room 121      Math

February 3, 2000 10:05         Room 121      Science
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TO:

FROM:

SUBJECT: 2000 NAEP State Assessment

The National Assessment of Educational Progress (NAEP) is a congressionally mandated
survey designed to measure the current status of the educational achievement of young
Americans and to report changes and long-term trends at the national and regional levels.
In 1988, Congress added a new dimension to NAEP, authorizing a state-level assessment.
The state component of NAEP has been re-authorized for 2000 to assess mathematics 
and science at fourth grade and eighth grade.  Our state and school are participating 
in this assessment.

A sample of our students was selected by NAEP staff.  It is very important that every
selected student attend the assessment session.  Attached is a list of these students.  We
would greatly appreciate your help in making sure that these students attend their session
on time.

The mathematics and science assessment(s) will take about 90 minutes.  Half of the 
students participating in the science assessment will take an additional 20-30 minutes to
complete a hands-on science task.  The assessments are scheduled for:

DATE: TIME: LOCATION:      SUBJECT:

(1)

(2)

For more information about NAEP, please visit the web site at:  

http://nces.ed.gov/nationsreportcard

Thank you.
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In addition, NAEP supplies Student Appreciation
Certificates.  These certificates inform students
of the time and location of the assessment and
also thank them in advance for participating.
You will be supplied with sufficient quantities to
provide one certificate to each sampled student.

You will receive two pads of Student
Appreciation Certificates (one blue and one red).
By using one color for each subject, students
can be directed to a specific room for the
assessment by referring to the color of 
their certificate. 

______________________
Gary W. Phillips, Acting Commissioner,
National Center for Education Statistics
U.S. Department of Education

Certificate of Appreciation

Presented to __________________________________________

for participating in the 

National Assessment of Educational Progress

Date: _______________________

Time: _______________________

Location: _______________________

The Nation's 
Report Card

(Student’s name)
Mark Atley

February 3, 2000
8:05
Room 121

In response to requests from some schools, NAEP has prepared a Parent Information Letter (shown
on the next page) that explains the assessment and its importance.  If your school requires parental
notification, you may use or modify the letter as you see fit.
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January 2000

Dear Parent:

The National Assessment of Educational Progress (NAEP), an ongoing survey of what young
Americans know and can do in various academic subjects taught in school, will be given 
in about 100 schools in each participating state in 2000.  This school has been selected to
participate in NAEP, and your child is one of about 30 students, per subject, who has been
randomly selected to participate.

The subjects to be assessed in 2000 are mathematics and science in the fourth grade and
eighth grade.  NAEP will take approximately 1 1/2 hours to administer.  All responses are 
confidential.  No results are ever reported to or about individual students or schools.  
The names of students who take part are not recorded on any of the assessment materials 
that leave the school, and your child’s grades or progress in school will not be affected 
by participating.

NAEP asks students questions about the subject matter and also about their background,
school experience, and what teachers teach in the classroom.  Student responses to these
background questions allow NAEP to report data to the state by the type of school, sex,
race/ethnicity, teachers’ emphases, and other factors related to learning.  Individual student
responses are never reported and student names are never removed from the schools.

If you would like more information about the 2000 assessment, NAEP has developed 
a Demonstration Booklet that contains samples of the types of mathematics and science 
questions, as well as the general background questions, that students are asked.  To see 
the Demonstration Booklet that NAEP has provided, please contact the school principal.  
For more information about NAEP, please visit the web site at http://nces.ed.gov/
nationsreportcard.

NAEP is an important activity that keeps us, as parents, citizens, and educators, informed
about what American students are learning.  We want you to know that we appreciate the
participation of each child who is selected.

Sincerely,
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A. Who Are Students with
Disabilities?

Students with disabilities are students who need 
specially designed instruction to meet their
learning goals.  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.  Students with disabilities will have
an IEP, an Individualized Education Plan, which
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 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 under the
protection 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. 

B. Who are Limited English
Proficient Students?

There is no common operational definition used
by states to identify LEP students.  A term that is 
sometimes used is “English Language Learner”
recognizing that these students are in the
process of acquiring English language skills and
knowledge.  Unlike disabilities, which usually are
permanent, limited English proficiency is
considered to be a transitional state.  At some
point, the student will no longer be LEP, or at
least will be able to receive instruction and be
assessed entirely in English.

The LEP student population is very diverse; 
they come from many different language, home,
and educational backgrounds.  Although about
three-quarters of all LEP students have Spanish
as their language background, approximately 25
percent come from a great number of other
language backgrounds.  In addition to great
language diversity, LEP students have diverse
educational experiences and differing amounts 
of prior exposure to English.  Some have good
literacy skills and school experiences in their
native language, others have received some or
all instruction in English, and others have poor
skills and experiences in both English and their
native language.
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C. Use the NAEP Criteria to Determine if a Student with a Disability
or Limited English Proficiency Can be Assessed
NAEP is a timed assessment administered in English to groups of students.  The intent is to include
all selected students.  However, some students with disabilities and some students with limited
English proficiency may not be able to participate under these conditions.  The original list from
which the sample was selected included all students in the grade, regardless of whether or not they
could participate.  NAEP has developed strict criteria that all schools around the country should use
whenever the assessibility of a selected student is in doubt.  For the assessment to be comparable
within states and across states, strict adherence to these criteria is very important.  

Some SD and/or LEP students require accommodations to participate in testing programs.  NAEP
supports inclusion and permits the vast majority of accommodations.  In 2000, one-half of the
schools in NAEP will be allowed to offer accommodations as described in this chapter.  This is
because the 2000 assessment will be used to link past assessments to report trends in mathematics
and science achievement.  During previous mathematics and science assessments, accommodations
were not allowed.  Dividing the school sample in half is a way to balance the need to report on
trends in mathematics and science with the new, more inclusive, assessments that allow for testing
with accommodations.  In this way, trends over time in achievement levels can be accurately
reported, and NAEP is able to be more inclusive by allowing half of the schools to offer
accommodations.

To determine if your school is part of the sample that offers accommodations, refer to the box in the
upper left corner of the Administration Schedule labeled “Accommodations.”  This box will indicate
either a “YES” or “NO.”  At the assessment administrator training, you will receive the appropriate
Criteria for Inclusion for your school.  These criteria will also indicate whether accommodations
should be offered in your school.  Criteria for schools that will be allowed to offer accommodations
are shown on the following pages.  Section F describes these accommodations in greater detail.



Criteria For Including Students with Disabilities and Students 
with Limited English Proficiency in NAEP Assessments

NAEP has developed strict criteria for all schools around the country to use wherever 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 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 he or she 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 mathematics
or science without that accommodation.

2. 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 mathematics or science instruction primarily in English for less
than 3 school years including the current year, AND

★ The student cannot demonstrate his or her knowledge of mathematics or science in English
even with an accommodation permitted by NAEP.

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 also pertain to this decision.

★Students with disabilities:  Questions 3 and 10 through 17.

★Students with limited English proficiency:  Questions 20, 21, and 26 through 30.

WHEN IN DOUBT, INCLUDE THE STUDENT.
SEE BACK FOR FURTHER EXPLANATION AND LIST OF THE OFFERED ACCOMMODATIONS.
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Further Explanations for LEP Students

The phrase “less than 3 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 mathematics or
science instruction primarily in English for 3 or more years and those who are in their third
year;

★ Include without any accommodation all other LEP students who can demonstrate their
knowledge of mathematics or science without an accommodation; 

★ Include and provide accommodations permitted by NAEP to other LEP students who can
demonstrate their knowledge of mathematics or science only with those accommodations; and

★ Exclude LEP students ONLY if they cannot demonstrate their knowledge of mathematics or
science even with an accommodation permitted by NAEP.

Accommodations Most Frequently Offered by NAEP 

Mathematics Sessions Science Sessions

★Bilingual booklet ★ Glossary in Spanish

★Bilingual dictionary ★ Bilingual dictionary

★ Large-print booklet ★ Large-print booklet

★ Extended time in regular session ★ Extended time in regular session

★Read aloud in regular session ★ Read aloud in regular session

★Small group ★ Small group

★One-on-one ★ One-on-one

★Scribe or use of computer – used to ★ Scribe or use of computer – used to
record answers record answers

★Other – format or equipment ★ Other – format or equipment 
accommodations such as a sign accommodations such as a sign
language translator, amplification language translator, amplification 
devices, or magnification equipment devices, or magnification equipment

44

Criteria (Continued)



D. Code SD/LEP Students Who are Unable to Participate 
in the Assessment on the Administration Schedule
Once the SD/LEP status of the sampled students
has been recorded, you will review the list of
selected students and determine if anyone
cannot be included according to these criteria.
Consult the school staff member most
knowledgeable about each SD/LEP student on
the Administration Schedule.  Ask the staff
member to review the criteria to determine the
student’s assessibility.  A group of questions in
the SD/LEP Questionnaire pertain to this
decision as well.  The question numbers appear
at the bottom of the criteria on page 43.

At training, you will receive a Demonstration
Booklet that includes the types of questions 
that students will be asked.  If the staff member
would like more information about the items 
in the booklet before making the decision, you
may show him/her the Demonstration Booklet
with the sample questions. For any student 
who cannot be assessed, enter one of the
“REASONS FOR EXCLUSION” codes in column
“M” of the Administration Schedule.  The
reasons for exclusion (which also are printed 
on the Administration Schedule) include the
following codes.

60 = SD – cannot be assessed

61 = SD – required accommodation not offered

62 = LEP – cannot be assessed

63 = LEP – required accommodation not offered

64 = SD/LEP – cannot be assessed

65 = SD/LEP – required accommodation 
not offered

66 = Other, specify on cover

Codes 60, 62, and 64 apply to students whose
IEP states they cannot be tested or whose
cognitive functioning is so limited that they
cannot be tested even with an accommodation.
Codes 61, 63, and 65 apply to students requiring
an accommodation that NAEP does not permit.

Next, draw a single line through the student’s
name, being sure not to obscure the name.  Do
not line through any information for this student
beyond the perforation, as shown below.
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E. Complete the Top of the Administration Schedule
Fill in the day, date, time, and location of the
session.  In the summary box, enter the
number of:

★Newly enrolled students sampled 
(# New Enrollee Sample);

★Students who are officially withdrawn
from school or who are ineligible 
(# Withdrawn & Ineligible); and

★Students who cannot be included 
(# Excluded).

To determine the number of students to be
assessed:

1. Add the number of newly enrolled
students sampled (# New Enrollee
Sample) to the number in the original
sample (# Original Sample) and enter the
total on the “Total in Sample” line.

2. Subtract the number of students
withdrawn/ineligible and the number
excluded from the “Total in Sample” and
enter the difference as the number “TO
BE ASSESSED,” as shown here.

1

+

=

-

# Original SampleSchool #:

Original session scheduled for:

Day/Date:

gible
lunch

“G”

Time:

Location:

Day/Date:

Time:

Location:

Makeup session scheduled for:

Session Type:

School Name: Grade:

Administrator s Name:

ADMINISTRATION SCHEDULE Page 1

# New Enrollee Sample

Total in Sample

# Withdrawn & Ineligible

# Excluded

Homeroom
or Other
Locator

Special

Study Month

Birth Date Sex Race/
Eth.

If
Title I

If
SD

If
LEP

Accommodation Booklet ID #
(Use for Admin Codes 71 & 73 in Math and Science)

Admin.
Code

School

LunchYear
1=Male

2=Female Teacher# Per#

TO BE ASSESSED

+

=

Original Booklet ID

ol
m

“B” “C” “D” “E” “F” “G” “H” “I” “J” “K” “L” “M” “N” “O”

16B-100-1

Central Middle School

Carol Johnson

Thurs/Feb. 3
8:05
Rm 121

8

30

31

2

1

1

82

Math

2000 State
Administration Schedule

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held
(Admin. Codes 60-66)

(Admin. Codes 51 & 55)

If your school will not be offering
accommodations, please continue 
with Chapter 4 on page 53.

If your school will be offering
accommodations, continue with page 47,
“Accommodations Offered by NAEP.”



F. Accommodations Offered by NAEP
Only students with disabilities and students with limited English proficiency may receive
accommodations in NAEP assessments AND the accommodations each receives must be specified
in his/her IEP or routinely used in testing the student.  The most commonly provided
accommodations are listed below and described on the following pages.  Other accommodations will
be permitted if they do not affect the text or jeopardize the security of the assessment items.  If you
have any questions regarding providing accommodations, please contact your NAEP state
supervisor.

Session Admin.
Type Code Accommodations  

Math 71 Bilingual booklet1 NAEP provides bilingual booklet.
72 Bilingual dictionary School provides bilingual dictionary.
73 Large-print booklet1 NAEP provides booklet for schools to enlarge.
74 Extended time in regular session
75 Read aloud in regular session
76 Small group
77 One-on-one
78 Scribe or use of a computer School provides.
79 Other2

Science 71 Glossary in Spanish1 NAEP provides science booklet and glossary.
72 Bilingual dictionary School provides bilingual dictionary.
73 Large-print booklet1 NAEP provides booklet for schools to enlarge.
74 Extended time in regular session
75 Read aloud in regular session
76 Small group
77 One-on-one
78 Scribe or use of a computer School provides.
79 Other2

1 An accommodation booklet will need to be assigned and the new booklet ID number should be noted on the Administration Schedule.
The accommodation booklets are not simpler or easier booklets. One of the regular booklets was chosen for translation and another 
for enlarging.

2 Other accommodations (such as earphones for hearing impaired, signers for the deaf, magnifying equipment, translators) 
will be allowed if provided by the school and specified in the student’s IEP.
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Brief Descriptions of the Accommodations Most Frequently Provided:
★Bilingual mathematics booklet (Admin. Code

71) - NAEP has a bilingual mathematics
booklet available for students whose IEP
requires one.  Designated schools will receive
up to five booklets in their shipment.  If you
will need more than five, call NCS at 1-888-
627-6237.  When this booklet is open,
generally one page will be in Spanish, and the
facing page will contain the same
directions/questions, but in English.  The
exception to this rule is when a series of
questions relates to a graph or other figure.
All such questions in the series are presented
in Spanish first (and may go on to the facing
page).  Then, the series is repeated in English.
Students will be able to answer on either the
Spanish or English side; they will not be
penalized if they answer some questions in
Spanish and others in English.

Because the directions are read out loud in
Spanish, students using bilingual books will
need additional time and should be
administered in separate sessions.  These
assessments will require a separate testing
space, which presumably will be a regular
classroom.  The school may choose to run
consecutive sessions, so it may be possible to
use the same classroom; otherwise, they may
move the bilingual session into another space.
You should ascertain this before the
assessment day.

You should have someone at the school who
is proficient in Spanish read the Spanish
script. This script will be packaged with the
bilingual mathematics booklets. Information
on conducting a separate accommodation
session using the bilingual script can be
found in Appendix D. 

★Glossary of science terms in Spanish
(Admin. Code 71) - NAEP has developed an
English-Spanish glossary of the science terms
used in the science sessions.  You will have a
small supply and can order more from NCS
(1-888-627-6237).  Only LEP students who
have received instruction primarily in English
for less than 3 full school years and whose
IEP requires using either a Spanish language
test, word list, or glossary should be offered
the glossary.  Students receiving the glossary
will receive an accommodation booklet and a
science kit and may need extended time.

★Bilingual dictionary (Admin. Code 72) - The
student may use his/her bilingual dictionary
or one provided by the school if his/her IEP
requires one.  (NAEP will not provide bilingual
dictionaries.)

★ Large-print booklet (Admin. Code 73) - If the
student’s IEP requires testing with large-print
materials or magnifying devices, a specific
mathematics and science booklet is available
for you to enlarge.  This mathematics and
science booklet can be requested by calling NCS
at 1-888-627-6237.



★ Extended time in regular session (Admin. Code
74) - Any student whose IEP requires an
extended-time accommodation may be
assessed during the regular session.  He or
she will be timed with the others but will be
told that following the session, he or she may
go back and continue working on the
cognitive sections.  The only limit for
extended time is that the student may not take
more than three times the regular time
allocated for a particular section of the
booklet.

When a student requires extended time, it is
important that the total time the student took
for the cognitive sections be recorded on the
front cover of the student’s booklet.  Record
the amount of time used in the three columns
of the “ADMIN USE ONLY” box on the
booklet cover.  Note that you should zero-fill
these boxes.  The following is an example of
the mathematics booklet cover for a student
who took 60 minutes to complete the
cognitive sections.  If the student did not use
extra time, record the regular time allowed for
the cognitive sections in these boxes.

★Read aloud in regular session (Admin. Code
75) - A student whose IEP requires read aloud
will be instructed to raise his or her hand if he
or she needs a word, phrase, or sentence
read aloud.

★Small group (Admin. Code 76) - A separate
session may be held for a student who is
easily distracted or who has other difficulties
in a large group setting, if his/her IEP requires it.

★One-on-one (Admin. Code 77) - Some
students may have IEPs that require testing in
a one-on-one environment.  If that student
regularly works with a facilitator provided by
the school, that person should be there for
the assessment.

★Scribe or use of computer (Admin. Code 78) -
If a student’s IEP requires the use of a scribe
or computer to record answers under regular
testing situations, it will be allowed for the
NAEP assessment.

★Other, specify on cover (Admin. Code 79) -
Some accommodations not listed above may
be required by the IEP of the 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 NAEP
state supervisor for guidance.  If you use an
accommodation that is not one of those listed
here, you would use Admin. Code 79 to
indicate “other.”  After the session, note on
the front cover of the booklet the type of
accommodation offered.

ADMIN USE ONLY

0 0 0

9 9 9
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Students who are accommodated sometimes
use more than one accommodation.  For
example, a student requiring one-on-one testing
may also require extended time or help
recording answers.  For this reason, NAEP
developed codes that are the “primary” and the
“acceptable additional” accommodations we

expect will be used.  This means that only one
Administration Code will be used even though a
student may be receiving several accommodations.
For any student who requires extended time as a
secondary accommodation, you will need to
record the total amount of time used for the
cognitive sections as described on page 49.

Admin. Code Primary Accommodation Acceptable Additional Accommodations

71 Bilingual booklet/Spanish Extended time; usually small  
glossary group or one-on-one for bilingual booklet

72 Bilingual dictionary Extended time

73 Large-print booklet Magnifying equipment; extended time; 
usually 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 Extended time; help recording 
answers; read aloud

78 Scribe or use of computer Extended time

79 Other (Specify on cover)



G. Procedures for Offering Accommodations
If after reviewing the criteria and list of allowable accommodations knowledgeable school staff
determine that an SD/LEP student will require an accommodation in order to be included in NAEP,
you will need to do the following:

★Record the Administration Code identifying the accommodation required in column “M” of the
Administration Schedule.  

★ If the accommodation is a bilingual or large-print booklet in a mathematics session, or a Spanish
glossary or large-print booklet in a science session, you will need to assign an accommodation
booklet to the student.  Included in the packet of accommodation booklets is a Bundle Slip listing
the ID numbers of the enclosed booklets.  You should assign the booklets in the order in which
they are listed on the Bundle Slip.

★ To assign an accommodation booklet to the student, record the ID number from the Bundle Slip
on the Administration Schedule in column “L” (Accommodation Booklet ID).  This booklet is now
assigned to the student requiring an accommodation instead of the booklet preassigned on the
Administration Schedule. An example of assigning an accommodation booklet is shown on the
following page.

★ The student’s booklet number on the cover of the SD/LEP Questionnaire should be the
Accommodation Booklet ID (Column “L”) for a student assigned an accommodation booklet.

★Make the appropriate arrangements for assessment day.  If you are holding a small group or one-
on-one session, you should make arrangements for a room for the assessment and for the
appropriate school staff to be available, if possible.  For example, if a staff member routinely
works with a selected SD/LEP student, this person may administer a small group or one-on-one
session, even though he or she did not attend the in-person training session.  Guidelines for
conducting a separate session are included in Appendix D.  These guidelines should be reviewed
by the trained assessment administrator and any other staff person who will administer a separate
accommodation session.  Further information about conducting separate accommodation
sessions is included on page 61.

★Although separate accommodation sessions are preferably scheduled for the same day as the
original session, this may not always be possible.  If it cannot be held on the same day, make all
attempts to schedule the accommodation session(s) for the same school week.

★Change the accommodations Administration Code to the appropriate absent Administration Code
(40 - 48) if the student is absent on assessment day. 
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Example of Assigning an Accommodation Booklet



Conducting the Assessment

C H A P T E R  4

Prepare the Room
Erase the blackboards and, if
necessary, conceal any school

materials that would assist the students.  You
may want to post the “Testing in Progress - 
Do Not Disturb” sign outside the room.

Then set out the following supplies:

★ This manual;

★ The sealed bundles of assessment booklets
and a pair of scissors to open the bundles;

★ If your school will offer accommodations,
the packet of accommodation materials;

★ The Administration Schedule for the session;

★ The Roster of Questionnaires;

★Prepared Post-it notes;

★Sharpened No. 2 pencils (provided 
by the school); and 

★ The timer.

For the mathematics session, you will need:

★ The calculators;

★ The additional materials (e.g., rulers, protractors,
geometric shapes, manipulative kits);

★Calculator poster; and

★Mathematics poster.

Included with your supplies will be two posters
to be used in the mathematics assessments.
One is a picture of the calculator that NAEP 

provides and is used for demonstrating the
examples in the instructions.  The other gives an
example of an extended response question and
how it should be answered.  Both posters should
be hung up in the front of the room before the
students have assembled.  

For the science session you will need:

★Science kits; 

★ Instructions for Administering Science Kits;

★Pail to collect approximately 1-2 cups of
waste water.

While preparing the room, you will need to
write on the board1:

★ The NAEP school ID;

★Subject area;

★ Teacher names; and

★Corresponding two-digit teacher number. 

This information can be found on the Roster 
of Questionnaires.  At the beginning of the
assessment, the script will instruct the students
to record the 2-digit number of their teacher and
the NAEP School ID on their booklet covers.
Eighth-grade students will also be asked to
record the period number of the subject being
assessed on their booklet covers. Students who
do not take mathematics or science at the same
time every day should be instructed to use
Monday’s  schedule. 

TASK 1

53
1If you are testing in a room without a board, you should make arrangements to have a portable board or easel in place.
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Prepare the Booklets for the Assessment
The following directions apply to both subjects.  Differences between the two
subjects are noted when applicable.

A. Open the Bundles of Booklets

Bundles are not to be opened until shortly before the session begins.  If a NAEP representative is
not at your school 45 minutes before the session is scheduled to begin, open the bundles of
booklets and proceed.  If a NAEP representative is at your school, the bundles must be opened in
this person’s presence.  Be sure to open the bundles in the order indicated on the Administration
Schedule.

Note that each booklet has a code in the upper right corner.  All mathematics booklets begin with
the letter “M” and all science booklets begin with the letter “S.”  The letters are followed by the
booklet number.

The letters that follow the numerals on mathematics booklets identify the additional required
materials. The letter that follows the numeral on the science booklet identifies the science kit
associated with that booklet.  

Also, below the science booklet number you will find the name of the science kit. Examples of
mathematics and science booklets are shown on the following pages.

TASK 2
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Session Additional 
Grade Type Material

Math P = Protractor/Ruler
C = Calculator
Y = Set “Y” (tan)
G = Set “G” (aqua)

Science Kit C = Markers
Kit D = Powders
Kit E = Soil Tests
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Materials Needed:

★Administration Schedule

★Booklets

★Prepared Post-it notes

★Mathematics sessions: Additional
materials

Verify that the booklet numbers match 
those printed on the Administration
Schedule.  (If they do not match, call NCS 
at 1-888-627-6237 for assistance.)  Then,
affix the Post-it note for the first student on
the top booklet.  Make sure that the student’s
name on the Post-it note and the ID number
on the booklet match those recorded on 
the Administration Schedule.

The upper right corner of each booklet has
space for you to record the student’s line
number from the Administration Schedule.
Recording the line number will expedite
putting the booklets in order after the
session, but you are not required to enter it.

At this time, for the mathematics sessions,
you should also insert the appropriate
additional materials, except calculators,
which will be handed out separately.  The
appropriate materials can be determined by
the letters following the booklet ID and
should be inserted between the cover and
the first page of the booklet.

Set the booklet face down and continue
affixing Post-it notes until each student on
the Administration Schedule has been
assigned a booklet.  An example of this
process is shown on the next page.

If a student or his/her parents refuse
participation in advance of the session, write
“student refusal” or “parent refusal” on the
Post-it, affix it to the front cover, and set the
booklet aside.  Booklets assigned to
withdrawn, ineligible, and excluded students
should be labeled as such and also 
set aside.

When you have finished affixing the Post-it
notes to the booklets, turn the stack right
side up so that the booklets are in
Administration Schedule order.

Prepare the Accommodation
Booklets (if applicable)

If you have assigned an accommodation
booklet to a student, you will need to open
the sealed bundle of accommodation
booklets and remove the booklet.  Record on
the original booklet assigned to that student
an Administration Code of “52” (unused) and
set the original booklet aside.  Affix the Post-
it note prepared for the student to the cover
of the accommodation booklet and put it in
order with the other booklets.  If you are
conducting a small group or one-on-one
session at a later time, affix the Post-it notes
and set those booklets aside.

B. Prepare the Assessment Booklets
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Example of Preparing Assessment Booklets for Distribution2

2 This exhibit illustrates the procedure for preparing mathematics booklets. However, this same procedure applies 
to preparing science booklets.
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C. Prepare the Science Kits

Materials needed:

★Administration Schedule

★Science kits

You will receive 18 science kits with your materials.  One-half of the students participating in the
assessment will complete one of the three hands-on science tasks.  Each science kit will be
packaged in a Ziploc plastic bag and labeled with the grade and the name of the task.    The letters
found in the “Sci. Kit” column of the Administration Schedule indicate the kit each student should
receive.  An example of a science kit label and corresponding science kit indicator is shown below.

To prepare the kits for distribution, separate them into three groups by type.  The distribution and
administration of the science kits will be discussed later in this chapter.
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A. Use the Scripts 
in Regular Sessions
Grade 4 schools will use the scripts in Appendix
E and grade 8 schools will use the scripts in
Appendix F to administer the session.  Each
grade has a script for the mathematics session
and a separate script for the science session.
The scripts include the following:

★ Introduction to the assessment;

★ Instructions for distributing booklets;

★ Instructions to the students for coding the
NAEP school ID, teacher number, and at grade
8, class period, on the booklet cover;

★Directions from the booklets that are read to
the students;

★ Instructions to the students for responding to
extended open-ended questions;

★Directions on the use of the science kits or
instructions on the use of the calculators; and

★ The timing of each section.

The script must be read WORD FOR WORD (but
with expression) to ensure that all sessions are
administered uniformly.  The only liberty you
may take with the script is the very first line,
which reads “Hello.  My name is _______.”  
If you feel more comfortable not introducing
yourself to students who may already know you,
you may omit this line.  The remainder of the
script must be read verbatim, without additions
or deletions.

Note that in the script, the instructions to you,
the assessment administrator, are in BOLD,
CAPITAL letters.  Do not read these to the students.

Begin the session by reading the introduction
from the script.

B. Conducting Separate
Accommodation Sessions,
if Applicable
When administering small group or one-on-one
sessions, administrators may make some minor
modifications to the script.  Since there are so
few students, you may want to shorten or
simplify the introductory statements depending
on the students with whom you are working.
The timing of the sections may also be less
stringent.  For instance, extended time is
assumed, so you may give students extra time, if
needed.  Conversely, students may finish before
the allotted time.  If after encouraging them to
review their answers, the students indicate that
they are finished with the section, you may move
on to the next section.  The basic rule to keep in
mind for all sessions is that you cannot provide
assistance to the students, with the exception of
the general background section and making sure
they understand how to record answers.

Guidelines for conducting separate sessions are
included in Appendix D.  These guidelines should
be reviewed by any staff member conducting a
separate accommodation session.

C. Use the Bilingual Script 
in Accommodation Sessions, 
if Applicable
If you are conducting a separate accommodation
session using the bilingual mathematics booklet,
you should have someone at the school who is
proficient in Spanish read the Spanish script.
This script is packaged with the bilingual
booklets.  

61

Administer the Session
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D. Distribute the Booklets
After the introduction, the script instructs you to
ask the students to clear their desks.  Then,
distribute the assessment booklets, reading the
students’ names in the order listed on the
Administration Schedule.  Record the attendance
status of each student by entering a “✔” for
present or “A” for absent above the diagonal line
in the “Atten. √/A” column on the Administration
Schedule.  If a student is absent, record an “A”
on the Post-it note on the booklet cover as well
and place it to the side to avoid handing an
assigned booklet to the wrong student.  At the
conclusion of the assessment, you will enter the
appropriate Administration Code for each
student in the column labeled “Admin. Code.”
Remove the Post-it note before handing the
booklet to the student.

Give the student a sharpened No. 2 pencil along
with the booklet.

If a student shows up for a session but his/her
name is not on the Administration Schedule, the
student may have been selected for the other
session.  Therefore, you should have the other
session’s Administration Schedule, or a copy of
it, available.  Check the schedule for the other
session and, if the student’s name is on it, tell
him/her the time and place of the correct
session. 

If the student’s name does not appear on either
Administration Schedule, she or he is not in the
sample and should be sent back to class.

If four or more students listed on the
Administration Schedule are not present after
you have checked in all students who have
arrived, wait a few minutes before beginning the
session.  Consider having your assistant try to
locate the missing students.  However, do not
under any circumstances allow another student
to substitute for a student on the Administration
Schedule who is absent from the session.

E. Instructions for Using
Calculators in Mathematics
Sessions
After the students have received their booklets,
they will be asked to look at the instructions on
the back cover for using the calculator.

These instructions will be reviewed with all
students.  Your supplies will include 16
calculators for a session of 30-33 students.  This
will be sufficient to conduct the session because
only a fourth of the students use the calculator
in each section of the booklet.  However,
students will need to share calculators for review
of the instructions.  Your script will guide you
through the instructions, how students share
calculators for the practice, and how to use both
mathematics posters.



F. Code the NAEP School ID
Number, Teacher Number, and
Class Period (Grade 8 only) 
on the Booklet Cover 
The script instructs the students to enter the
NAEP school ID number and teacher number 
on the booklet covers.  Eighth-grade students
will also be asked to record the period number
during which they take the subject being
assessed. The school ID and teacher number
comes from the Roster of Questionnaires and
should be written on the board before the
students arrive.

If the students do not take mathematics or
science at the same period every day, instruct
them to use Monday’s schedule. 

G. Directions and Timing 
for the Sections
Next, the script instructs the students to read the
directions about how to record responses.

The content of the cognitive sections varies from
book to book, while the background sections are
the same.

The sections are timed and students work
independently.  The end of each section has a
stop sign to alert students that they are at the
end of the section.  You will tell the students
when to stop work on a section and when to
begin the next section.  If they finish a section
early, students may review their work in that
section only.

Students may NOT go back to previous sections
or work ahead in the booklet.

In grade 4 sessions, you will read aloud all of the
question and answer choices in the general
background section. In grade 8, you will only
read aloud the first question to students in
mathematics sessions and students in science
sessions will read all the background questions
to themselves.  The scripts contain all of the
questions you are to read aloud.

If students ask questions, you may answer their
questions about the general background section
only. Use the Grade 4 or Grade 8 Background
Question-by-Question Specifications found in
Appendices E and F to answer these questions.
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Grade 4 Mathematics Booklets
The sections of the mathematics booklets are shown here.

Grade 4 Science Booklets

The sections of the science booklets are shown here.

Section 1 General Student Background Questions Read Aloud

Section 2 Mathematics Background Questions 6 minutes

Section 3 Mathematics Items 15 minutes

Section 4 Mathematics Items 15 minutes

Section 5 Mathematics Items 15 minutes

Section 6 Mathematics Motivation Questions Up to 2 minutes

Section 1 Science Items 20 minutes

Section 2 Science Items 20 minutes

Section 3 General Student Background Questions Read Aloud

Section 4 Science Background Questions 7 minutes

Section 5 20 minutes
(1/2 of the students will complete this section)
Hands-on Tasks
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Grade 8 Mathematics Booklets
The sections of the mathematics booklets are shown here.

Grade 8 Science Booklets

The sections of the science booklets are shown here.
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Section 1 Science Items 30 minutes

Section 2 Science Items 30 minutes

Section 3 General Student Background Questions 5 minutes

Section 4 Science Background Questions 7 minutes

Section 5 30 minutes

Section 1 General Student Background Questions 5 minutes

Section 2 Mathematics Background Questions 5 minutes

Section 3 Mathematics Items 15 minutes

Section 4 Mathematics Items 15 minutes

Section 5 Mathematics Items 15 minutes

Section 6 Mathematics Student Motivation Questions Up to 2 minutes

(1/2 of the students will complete this section)
Hands-on Tasks
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If a booklet requires a calculator, a large “C” will
appear on the booklet cover in the upper right-
hand corner next to the book number.  (See page
56-57 for examples of booklet covers.)

Students are to have a calculator for only those
sections of the booklet that require one.  Not all
booklets require a calculator and only a fourth of 
the students will need a calculator at any one
time.  At the beginning of each section of a
booklet that requires a calculator, a page of
calculator instructions will appear with the
statement:  “YOU WILL NEED A CALCULATOR
FOR THIS SECTION.”

Since it is very important that students have a
calculator only when working in a section that
requires it, calculators must be distributed and
collected from individual students at the
beginning of each mathematics section (i.e., the
third, fourth, and fifth sections of the booklets).

In addition to the instructions and the “C” on the
booklet cover, a “C” appears on the outside
corner of each page of a section if a calculator is
required (as shown below).  The purpose of the
“C” is to allow you or your assistant to walk
around the room and glance at the student’s
booklet and know whether the student should, or
should not, be using a calculator.  

The rules for the use of protractors/rulers and
additional mathematics materials are less
stringent.  They are given to students at the
beginning of the session.  A student who
receives a booklet requiring their use may keep
the protractor, ruler and/or the additional
material until the end of the session.  Each
section requiring these materials reminds the
students to use them when answering the
questions in that section.  An “R,” “P,” “G,” “X,”
or “Y” also appears at the outside corner of each
page of the section so you can be sure that the
student has a protractor, ruler, or the
manipulative for that section.

SECTION 5

YOU WILL NEED A CALCULATOR FOR THIS SECTION.

REMEMBER: You will have to decide whether to use the calculator. For some questions using 
the calculator is helpful, maybe even necessary, but for other questions the calculator may not
be helpful. After each question indicate whether you used the calculator.

CP Section 5

H. Additional Mathematics Materials
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I. Administer the Science Kits
One-half of the students taking the science
assessment will be dismissed after Section 4 is
completed.  The script will instruct you to
dismiss all students who do not have a letter
indicator in Column “C” (labeled “Sci. Kit.”) of
the Administration Schedule (See the following
page for an example.)  After those students are
dismissed, you will proceed with Section 5.

At the beginning of Section 5, the script will
instruct you to distribute the science kits. As
described on page 60, each kit will be packaged
in a Ziploc plastic bag and labeled with the 
grade and name of the task. The kits should be
separated by type. You will deliver the science
kits to the students in their seats by asking all
those assigned to each kit to raise their hands.
Then distribute the correct kit to all students
who raised their hands, checking to make sure
they are receiving the correct kit. Continue this
process with the next kit until each student has
received the appropriate kit.

Next, the directions instruct the students to
verify that the contents of the kit are complete 
by using the diagram provided in their booklets.  
If a student identifies any missing or broken
materials, use the Science Supplemental
Materials Kit or any unused kit of the same 
type to replace the item(s).

The Instructions for Administering Science Kits
is a summary of each hands-on science task and
is included with the shipment of assessment
materials.  The summary includes a description
of the task; the contents of the kit; any
hazards/safety precautions; and questions
students may ask and responses to those
questions.  You may not assist students with any
questions other than those listed in the
summary.  You should review the summary for
each task before the day of the assessment.
While students are working with the kits,
circulate around the room to verify that they are
working independently and are following safety
procedures.  The students perform the
experiments and are instructed to record their
observations and answer the questions in their
booklets.  You are not responsible for scoring or
evaluating the students’ performance.

Be sure to have available extra paper towels in
case of spills (each kit using a liquid will come
with two paper towels), a pail to collect
approximately 1-2 cups of waste water, and the
large plastic bag for collecting waste. 
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1

2

3

4

5

6

7

8

9

10

11

12

13

14

1

2

3

4

5

6

7

8

9

10

11

12

13

14

+

=

-

# Original Sample

School #:

Original session scheduled for:

Day/Date:

Pacific Islander

Alaskan Native

1 = White not Hispanic

2 = Black not Hispanic

3 = Hispanic Heritage

4 = Asian/

5 = American Indian/

6 = Other

available

participating

1 = Student not eligible
2 = Reduced price lunch

3 = Free lunch

4 = Information not

5 = Refused
6 = School not

For Use in Column “F” For Use in Column “G”

Time:

Day/Date:

Time:

Makeup session scheduled for:

Session Type:

School Name: Grade:

Administrator’s Name:

ADMINISTRATION SCHEDULE

2000 State
Administration Schedule

Page 1

# New Enrollee Sample

Total in Sample

# Absent
(Hold Makeup if

4 or more absent)

# Assessed
(Original Session)

# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

Homeroom
or Other
Locator Month

Birth Date Sex Race/
Eth.

If
Title I

If
SD

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

School

LunchYear
1=Male

2=Female

TO BE ASSESSED

+

= TOTAL ASSESSED

Session Number

Race/Ethnicity Codes

Student Name Original Booklet ID Admin. Codes

National School
Lunch Program

Column Indicators: “A” “B” “D” “E” “F” “G” “H” “I” “J” “K” “L” “N” “O”“M”

Bundle #’s Accommodations

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

19

19

19

19

19

19

19

19

19

19

19

19

19

19

Location: Location:

(Use for Admin Codes 71 & 73 in Math and Science)

ASSESSED IN ORIGINAL 

ASSESSED IN MAKEUP

ABSENT

10 = In session full time

11 = No responses in booklet

12 = In session part time

13 = Session incomplete

14 = Other, specify on cover

20 = In session full time

21 = No responses in booklet

22 = In session part time

23 = Session incomplete

24 = Other, specify on cover

40 = Temporary

41 = Long-term

42 = Chronic truant

43 = Suspended or expelled

44 = In school, did not attend

45 = Disruptive behavior

46 = Parent refusal

47 = Student refusal

48 = Other, specify on cover

OTHER
51 = Withdrawn

52 = Unassigned book (unused)

55 = Ineligible

56 = Not in sample

REASONS FOR EXCLUSION
60 = SD-cannot be assessed

61 = SD-required accom. not offered

62 = LEP-cannot be assessed

63 = LEP-required accom. not offered

64 = SD/LEP-cannot be assessed

65 = SD/LEP-required accom. not offered

66 = Other, specify on cover

ASSESSED WITH
ACCOMMODATIONS

71 = Bilingual booklet/Science glossary

72 = Bilingual dictionary

73 = Large-print book

74 = Extended time in regular session

75 = Read aloud in regular session

76 = Small Group

77 = One-on-one

78 = Scribe or use of computer

79 = Other, specify on cover

This form must be completed in #2 pencil. 

Sara Andrews

Brent Collins

Tanya Dillin

Alphonso Evans

Nathen Fines

Tara Givens

Maria Gonzolas

David Jones

Paul Lucas

Cathy Nunez

Lisa Peters

Steve Roma

Matthew Ryder

Dianne Smith

0

0

0

1

1

0

0

1

0

0

0

0

1

1

9

5

2

1

0

6

1

2

2

3

9

7

0

2

8

8

8

8

8

8

8

8

8

8

8

8

8

8

6

6

6

5

6

6

5

7

6

6

7

6

6

6

16B-100-1

Central Middle

Carol Johnson

8

30
Science

10040
10041 YES

201  000293  4

202  005241  1

203  006922  1

204  093569  2

205  210021  3

206  05497   1

207  00213   5

208  04002   2

209  00008   8

210  00185   0

211  00342   1

212  09781   2

213  00063   4

214  00542   6

10042

11

11

11

10

10

13

14

13

12

12

10

12

14

SC0801

2

1

1

1

2

2

1

2

1

1

2

1

1

6

2

1

3

1

3

3

1

2

1

2 2

2 2

1

2

3

4

5

6

7

8

9

10

11

12

13

14

Sci.

Kit

“C”

C

D

E

D

C

E

0

30

1

0

29

10:05
Rm 121

Thurs./Feb. 3

2

3

2

1

5 1

D

1

1

1

1

1

1

1

1

Example of Science Kit Indicator Column 
on Administration Schedule
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Supervise the Session

A. How to Handle Latecomers
Ask students arriving during booklet distribution
to wait at the front of the room while you finish
distributing the booklets.  Then check the
students in, give each student his/her assigned
booklet and a pencil and ask him/her to be
seated.

In the mathematics session, no student may be
admitted once you have begun the calculator
instructions.

In the science session, no student may be
admitted once the students have begun reading
the booklet directions.  Students who arrive after
this point should be counted as absent and
instructed to return to their classrooms.

B. Rules for Supervising the
Session
You must observe the following rules while the
assessment is under way:

1. Except for the General Background Section of
the booklet (Section 1 in mathematics and
Section 3 in science booklets), you may not
help students answer assessment questions.
You may not provide any specific information,
answers, or instructions about any question,
or assist in reading or spelling.  The best
response to such a request is, “I’m sorry, I
can’t answer any questions.  Just do the best
you can.”

2. However, you need to be sure that all students
understand how to record answers in the
booklets, so you may explain where or how to
record answers.  

3. 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 may
encourage him or her to go back and review
his or her work in that section only.

4. Since the completed booklets will be partially
scored by machine, only No. 2 pencils may be
used, and students must fill in ovals
completely with heavy black marks.  Students
should be sure erasures are complete and
neat.  There should not be any stray marks in
the answer spaces or on the timing tracks of
the booklet.

For open-ended items, which are not machine
scored, students may make corrections by
crossing out words rather than erasing.

The booklets should not be folded or bent.
Do NOT put paper clips or permanent
gummed labels on the booklets.

5. Students may not use scratch paper.  There is
enough white space on the pages of the
booklets for the students to show all of their
work, and it is important that they do so.

TASK 4
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6. Students are not required to participate in the
assessment, however, all students should be
encouraged to do so.  If a student refuses to
participate, either before or during the
session, respond by saying that his/her
answers are important because she/he
represents many other students in the state.
If the student refuses after beginning a
booklet, collect the booklet and write
“Refused” on the front cover and enter the
appropriate code (12 – in session part time)
on the Administration Schedule.

7. Students should leave the session only in an
emergency situation.  If a student cannot
complete the session (e.g., she/he has
become ill), collect the booklet and record the
reason the student left the session on the
booklet cover.  If a student leaves and returns,
record on the booklet cover the section
number when the student left and the section
number when the student returned.  In either
case, the student would be coded “12 – in
session part time.”

8. Rarely, a student may discover a defective
booklet after beginning to work.  If so, replace
the booklet with another of the same book
number (i.e., M106C, M107G, etc.), if
possible.  Explain the problem and record the
new booklet ID number in any open space on
the front cover of the defective booklet.  If
another booklet of the same type is not
available, the student should continue working
in the defective one.  Write a note on the front
cover explaining the situation.

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

10. Finally, observers should be limited to a few
school staff members.  Observers should
stand quietly in the back of the room or
circulate without interfering with the
assessment.  No photographs of any kind
may be taken.  This is to ensure the
confidentiality of students and to ensure
standardized assessment procedures.

To accommodate media requests for
information, your state coordinator has been
provided with a press release.  Any further
requests for information about NAEP may be
referred to Steven Lazer at Educational Testing
Service (ETS).  Mr. Lazer may be reached 
toll-free at 1-800-223-0267.

C. Additional Rules for
Supervising the Hands-On
Science Section
In your science shipment, you will receive
Instructions for Administering Hands-On Science
Tasks. These instructions provide you with a list
of questions students may ask and appropriate
responses. 



Conclude the Session
Collect the booklets and materials,
making sure that you have

accounted for them all.  Since you are asked to
return the booklets in Administration Schedule
order, the easiest method is to call each student
by name in that order to turn in his/her booklet.
When you have accounted for all booklets and
materials, release the students according to your
school’s policy.

Protect the Security of
Assessment Booklets
and Materials

Since many of the assessment items are used
from one assessment to another to measure
trends in performance, the assessment items
must remain secure.  However, security is not
secrecy.  NAEP makes available to schools, staff,
and interested parties, a Demonstration Booklet
containing the background questions and other
nonsecure items. Each assessment administrator
will be provided with two copies of the Demon-
stration Booklet, one for him/her to keep and
another for the school principal.  These copies
may be shared with anyone interested in the
study, including other teachers, administrators,
and the parents of students selected for the
assessment. The Demonstration Booklets 
may be copied.

However, do not give assessment booklets to
anyone other than the students involved in the
assessment.  If any school staff members ask to
see the assessment booklets, they may look at
UNUSED booklets only.  They may NOT copy
questions from the unused booklets or examine
booklets completed by the students.  They may
not take booklets from the room.

Each booklet must be accounted for, whether
used or unused.  The assessment may be
seriously jeopardized if any booklets are lost 
or misplaced.

Student names must not be written on the cover
of or inside any assessment booklet.  Students’
names should never leave the school on any
NAEP materials.

TASK 6

TASK 5
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Concluding the Assessment

C H A P T E R  5

Record the Results of the Session
on the Administration Schedule
After accounting for all assessment booklets, record the appropriate Administration

Codes on the Administration Schedule in column “M.”  The codes are grouped according to student
participation status and are also listed on the right-hand side of the Administration Schedule.  The
codes must be assigned accurately.  The guidelines for using them are listed below.

TASK 1

73

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.,
restroom, 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 codes 
10-13 (e.g., the discovery of a page
missing from a booklet).  Explain fully 
on the booklet cover.

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.,
restroom, student refusal after starting
booklet).

23 = Makeup session incomplete.  Specify the
reason.  Use this code when the makeup
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 codes
20-23 (e.g., the discovery of a page
missing from a booklet)  Explain fully on
the booklet cover.
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Absent Student Codes
40 = Temporary absence (less than 2 weeks).  Student is temporarily not in school  

due to illness, disability, or excused absence.

41 = Long-term absence (2 weeks or more). Student has been absent from school 2 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 teacher.

45 = Disruptive behavior. Student was in school but not notified of assessment because 
of disruptive behavior.

46 = Parent refusal. Parent officially notified school that he or she refuses 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 codes 40-47.  
Specify reason on the booklet cover (e.g., student came to room after session started).

Other Student Codes
51 = Withdrawn. Student is no longer enrolled in the school.

52 = Unassigned booklet. Use this code for any booklet not used because the booklet 
was not assigned to a student.  If a student is assigned an accommodations booklet, the
original preassigned booklet should receive this code.

55 = Ineligible. Use this code for a student who was not eligible for the assessment 
(e.g., not in the grade being assessed or 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 not sampled 
but was assessed at the convenience of the school.

Reasons for Exclusion
Record the reason any student with a disability or limited English proficiency was unable to be
included in the assessment.

60 = SD-cannot be assessed.  Apply to any student whose IEP states he or she cannot be tested or
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whose cognitive functioning is so limited that the student cannot be included in the assessment
even with an accommodation.

61 = SD-required accommodation not offered.  Apply to any student requiring an accommodation
that NAEP does not offer.

62 = LEP-cannot be assessed.  Apply to any student whose IEP states he or she cannot be tested or
whose cognitive functioning is so limited that the student cannot be included in the assessment
even with an accommodation.

63 = LEP-required accommodation not offered. Apply to any student requiring an accommodation
that NAEP does not offer.

64= SD/LEP-cannot be assessed.  Apply to any student whose IEP states he or she cannot be
tested or whose cognitive functioning is so limited that the student cannot be included in the
assessment even with an accommodation.

65 = SD/LEP-required accommodation not offered.  Apply to any student requiring an
accommodation that NAEP does not offer.

66= Other, specify on cover.  Student excluded for some other reason. Write an explanation on the
student’s booklet cover.

Students Assessed with Accommodations
Students assessed with special accommodations should always be assigned these codes instead of
codes 10-14 or codes 20-24.

71 = Bilingual booklet/Science glossary. Extended time is assumed.  Students using the bilingual
booklet are usually in small group or one-on-one sessions.  

72 = Bilingual dictionary.  Extended time is assumed.

73 = Large-print booklet. Extended time is assumed.  Use of special equipment such as a
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.

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 is acceptable.
Directions/questions read aloud is acceptable.

78 = Scribe or use of computer.  Used to record student answers.  Extended time is assumed.

79 = Other, specify on booklet cover.
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Complete the Administration
Schedule
It is very important that the summary
information at the top of the Administration
Schedule be recorded accurately.  

A. Enter the Number Absent
On the line 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 number includes students
who are absent on assessment day, who refused
to participate (either before the session or in the
session but before receiving a booklet), and
students who arrived at the session too late to
participate.  It does not include withdrawn,
ineligible, or excluded students.

B. Enter the Number Assessed
On the line labeled “# Assessed (Original
Session),” enter the number of students who
were present for the assessment and received 
a booklet.1 Students who attended the session,
received a booklet, but later refused or did not
record any answers should be included as
assessed.  This number should also include
any students assessed separately in an
accommodation session.

C. Verify Totals
Check to make sure that you have accounted for
all students by adding the number absent to the
number assessed.  This total should equal the
number to be assessed, as shown here.

+

=

-

# Original Sample

2000 State
Administration Schedule

1

# New Enrollee Sample

Total in Sample

# Absent
(Hold Makeup if

4 or more absent)

# Assessed
(Original Session)

# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

TO BE ASSESSED

+

= TOTAL ASSESSED

Session Number

Original Booklet ID Admin. Codes

“J” “K” “L” “N” “O”“M”

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

(Use for Admin Codes 71 & 73 in Math and Science)

30

MA0801

31

2

1

10
  2

26

820

1 Very rarely, a student who is not in the sample may be included for the school’s convenience.  These students are not included 
in the assessment summary counts on the Administration Schedule.  Their booklets receive an Administration Code of “56 (Not In
Sample).” If an assessed student is determined later to have been ineligible, the counts for “# Withdrawn or Ineligible,” “TO BE
ASSESSED,” and “# Assessed” should be changed and the booklet given an Administration Code of “55.”
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D. Schedule a Makeup Session,
if Necessary
If four or more students were absent (not
counting student and parent refusals), you must
schedule a makeup session as described in Task
5 in this chapter. Only one makeup session will
be held for each subject.

E. Enter Total Assessed
If fewer than four students were absent, you will
not need a makeup session.  Enter the number
assessed on the “TOTAL ASSESSED” line to
complete the Administration Schedule, as
shown below.

+

=

-

# Original Sample

2000 State
Administration Schedule

1

# New Enrollee Sample

Total in Sample

# Absent
(Hold Makeup if

4 or more absent)

# Assessed
(Original Session)

# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

TO BE ASSESSED

+

= TOTAL ASSESSED

Session Number

Original Booklet ID Admin. Codes

“J” “K” “L” “N” “O”“M”

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

(Use for Admin Codes 71 & 73 in Math and Science)

30

MA0801

31

2

1

10
  2

26

820

620
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Code the Booklet Covers
There must be a booklet for every
student listed on the Administration

Schedule regardless of whether the student was
assessed.  The front covers of all assigned
booklets must be coded completely and
accurately.  All of the information to be coded on
the booklets, except teacher and period number,
comes from the Administration Schedule.
Therefore, it is helpful if the booklets are
arranged in that same order.  If the booklets for
assessed students were collected in
Administration Schedule order, you only need to
add back in the original booklets assigned to
accommodated students, the absent, refusal,
withdrawn, ineligible, and excluded students.  
As you code information from the Administration
Schedule, always confirm that the ID number on
the booklet matches the ID number on the
Administration Schedule.

If a student was assigned an accommodation
booklet, the original preassigned booklet with an
Administration Code of “52” does not need any
other information recorded.  The cover of the
accommodation booklet should be completely
filled in, including the appropriate Administration
Code, 71-79 or 40-48, if the student was absent.
Place the accommodation booklet in the stack
behind the booklet originally assigned to
the student.  

For any student offered the extended time
accommodation, verify that the time the student
used to complete the cognitive sections was
entered and gridded in the “ADMIN USE ONLY”
box on his/her booklet cover, even if the student
did not take extra time.  

The booklets that were not assigned to students
must be accounted for as well.  On each
Administration Schedule, enter a “52”
(unassigned book) in column “M” for every
booklet that was never assigned to a student.
The front cover of any unused booklet from an
open bundle must also be marked with an
Administration Code of “52;” there is no need to
enter any other information on those booklet
covers.  If you are left with an unopened bundle
of booklets, breaking the seal in order to mark
those booklets unused is not necessary.

The information to be coded on the booklet
covers is shown on the following page.  If the
students did not record the NAEP school ID
number during the session you will need 
to do so.  

An example of a coded booklet cover can be
found on page 80.

If a makeup session is needed, set aside the
booklets and materials for the absent students,
holding them for the makeup as described in
Task 5 of this chapter.  These booklets will be
coded after the makeup session.

TASK 2
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Box

School #

Teacher

Period

Birth Date

Sex

R/E

NSLP

Title I

SD

LEP

Admin. Code

Codes

Students enter information on booklet cover.  If
this information is not entered, you will need to
record it.

Students record this information.

Students record this information (grade 8 only).

Two digits for the month and four digits for
year, for example:  “06-1986.”

1 = Male
2 = Female

1 = White not Hispanic
2 = Black not Hispanic
3 = Hispanic Heritage
4 = Asian/Pacific Islander
5 = American Indian/Alaskan Native
6 = Other

1 = Student not eligible
2 = Reduced price lunch
3 = Free lunch
4 = Information not available
5 = Refused
6 = School not participating

Y = Yes
N = No

Y = Yes
N = No

Y = Yes
N = No

As listed on pages 73-75

Code Information on the Front Cover of the Booklet

Content

Seven-digit NAEP school ID
number

Teacher number

Period number

Student’s birth date

Student’s sex

Student’s race/ethnicity

Student’s participation status
in the National School Lunch
Program

Receiving Title I services

Student with a disability, an
Individualized Education Plan,
or equivalent classification

Limited English proficient

Student’s participation status
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BOOK
M110C

SECTION
1 BM1

2 MB1

Admin. Schedule Line #______

3 M4

4 M5

5 M8

2000
Grade 8

SCHOOL #

Birth Date Sex R/E NSLP Title I SD LEP Admin
Code

DO NOT USE

0 0 0

9 9 9

1

2

3

4

5

6

7

8

1

2

3

4

5

6

7

8

1

2

3

4

5

6

7

8

ADMIN USE ONLY

0 0 0

9 9 9

1

2

3

4

5

6

7

8

1

2

3
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Prepare Assessment Materials for Shipping
If you need to hold a makeup session because four or more students (not including
refusals) were absent from an original session, schedule the makeup and prepare the

materials as described in Task 5.

If your school does not require a makeup session (i.e., fewer than four students were absent from a
session), prepare all assessment materials for shipment to NAEP immediately after the session.

TASK 3

A. The Administration
Schedules
Make copies of both sides of the completed
Administration Schedules for your records.  The
Administration Schedules are perforated so that
you can detach the column of student names.
After the names have been removed, you will 
be left with an 8 1/2” x 11” sheet.  Ship the
original Administration Schedules to NAEP 
after detaching the student names.  Keep the
copies of the Administration Schedules and 
the detached lists of names in the NAEP
Storage Envelope.

If the NAEP representative is at your school,
you will also need to give him/her a copy of the
completed Administration Schedules, with
student names detached.

B. Complete the Roster 
of Questionnaires
If any questionnaires have not been returned,
make a last effort to collect them.  On the
roster, fill in the appropriate grids under the
heading “Returned” to indicate those
questionnaires that are being returned in the
shipment and those that are not.  Use the
prepaid Supplemental Shipping Envelope for
mailing questionnaires collected after the
materials have been shipped back to NAEP.

Make a complete copy of the Roster of
Questionnaires for your records.  Then, detach
the teachers’ and students’ names along the
perforation.  Enclose the original, without
names, with your shipment of materials.

If the NAEP representative is at your school,
you should also make a copy of the roster
without names for this person.
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C. Keep Materials on File
Please keep the completed copies of the roster and Administration Schedules and the tear-off
portions with names in the NAEP Storage Envelope until the end of the school year or June 1, 2000,
whichever comes first.  A postcard will be included in your shipment from NAEP.  After you have
disposed of the NAEP materials at the end of this school year, please complete and return the
postcard indicating that the materials have been destroyed.  This is done to provide further
assurance that the confidentiality of the students who participated in NAEP will be maintained.

Pack and Ship Assessment Materials
All assessment materials should be repacked in their original boxes and returned to
NAEP.  You are responsible for preparing the materials for shipping.  

Unused science kits should be returned in the box in which they were sent.  Please be sure to put
some padding in the box to prevent the materials from breaking in transit.  Materials from any of the
used kits can be kept by the school.  The shipment from NAEP will include information about ways
to use the leftover science materials.  This information is contained in the Science Activities Booklet.
The other document with information about the science tasks, the Instructions for Administering the
Hands-on Science Tasks, must be returned with the booklets.  All used and unused packages of
mathematics manipulatives should also be returned with the mathematics materials.

If a NAEP representative is at your school, this person will ship the materials to NAEP.  If there is no
NAEP representative at your school, you must ship the materials.  Complete instructions for packing,
labeling, and shipping the materials to NAEP are included in your shipment and are described in the
following section.2

TASK 4

2 Instructions for packing and shipping materials for American Samoa, Guam, the Virgin Islands, and DoDDS schools will be discussed at
assessment administrator training.  A separate Return Shipment Diagram will be included in those shipments from NAEP.



                        Box 1                  Box 2                                  Box 3   
Science Session                          Math Session                       Science Kits

1. Using the boxes in which the materials were sent to you, place the materials in their original box according to the layout
as shown in the diagram above.

2. Use the pillow pack for filler, then close and seal the boxes using the tape provided by NAEP or any other sealing tape.
3. Place the prepaid and preaddressed "UPS Authorized Return Service" (A.R.S.) label provided in your school materials,

on each box being returned.  Cover the original UPS label with the A.R.S. label.  Do not cover the red label.  See
diagram below.

4. The A.R.S. label is scannable and cannot be photocopied.  Do not make any alterations to the label except to mark the
number of boxes.  On the "Box ___ of ___" line, see diagram, fill in the number sequence of the boxes being returned.
For example, BOX 1 of 3, BOX 2 of 3, etc.  These numbers are important because it helps confirm that all boxes are
received at NCS.

          A.R.S. Label

Arranging For Pickup
• If UPS normally picks up or delivers packages to your school, they will pick up the boxes for return to NCS.  Place the

boxes in the designated pickup area in your school.
• If UPS does not make regular stops at your school, fax the "Pickup Request Form" (Appendix H), using the following

toll-free number: 1-877-899-3493 or call UPS at 1-800-PICK-UPS (1-800-742-5877).
• If additional assistance is needed, please call NCS at 1-888-627-6237, toll-free, and arrangements will be made for you.

FOR MAKEUP SESSION(S) NOT HELD IN THE SAME SCHOOL WEEK AS THE ORIGINAL SESSIONS:
• If you conducted a math makeup session: Return all makeup materials in the box in which you received the science kits along 

with any unused kits.  Place the calculators not needed for the makeup with the original session materials.
• If you are conducting a science makeup session: Use the box in which you received the science kits to return the booklets

 and any unused kits.
After the makeup session, follow the directions on this page for returning the materials to NCS.

Packing List and Timer

Administration Schedule

Booklets Used in Math Session in
Administration Schedule Order

Miscellaneous Items –  Unused
Bilingual Books, Rulers,  Math
Manipulatives, Do Not Disturb

Sign etc.

Roster of Questionnaires
Completed Questionnaires

Miscellaneous Items – Mailing
labels, Supplemental Shipping

Envelopes, Do Not Disturb sign,
Unused Questionnaires, Unused

Accommodation books, Instructions
for Science Kits, etc.

Packing List and Timer

Administration Schedule

Booklets Used in Science Session in
Administration Schedule Order

Calculators
Unused

Science Kits

Original
UPS Label
(White)

(Red) NCS Label

DO NOT COVER.

Cover this label with
A.R.S. label

Name: Mrs. Anne Washington     10A1011
Company: Lincoln Elementary School
Street: 123 Jefferson Avenue
City:  Hartford   State: CT   ZIP Code:  00220

National Computer Service
2510 N Dodge St
Iowa City        IA 52245

A.R.S.

Box ____ of
Box ____

UPS 2nd Day Air

TRACKING NUMBER

1Z  659  01W  38  1000

Enter the Box #
and Total # of
Boxes being

Returned
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Return Shipment Instructions
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Starting at the Bottom of the
Science Box, Pack:

1. Miscellaneous items (unused questionnaires,
unused accommodation booklets and
materials, Instructions for Administering
Science Kits, Do Not Disturb sign,
Supplemental Shipping Envelope, extra
mailing labels);

2. Science booklets in Administration 
Schedule order;

3. Science Administration Schedule;

4. Completed questionnaires and Roster 
of Questionnaires; and

5. Packing lists and timers.

Starting at the Bottom of the
Mathematics Box, Pack:

1. Miscellaneous items (unused questionnaires,
unused bilingual booklets, ruler/protractors,
additional math materials, Do Not Disturb
sign);

2. Mathematics booklets in Administration
Schedule order;

3. Mathematics Administration Schedule;

4. Calculators; and

5. Packing list and timers.

The packing lists (placed on top) can be used to
verify that you have included all the materials.

Close and seal the box using the tape provided
by NAEP or any other packing tape.  You will
receive a prepaid UPS label to use when
returning materials to NAEP.  Call 1-800-742-
5877 (1-800-PICK-UPS) to arrange for UPS to 

pick up the package at the school.  This
telephone number is also printed on the label.  
If UPS normally picks up or delivers packages 
to your school, place the boxes in the designated
pickup area in your school and UPS will pick up
boxes for return to NCS.  If UPS does not make
regular stops at your school, fax the “Pickup
Request Form” using the following toll-free
number:  1-877-899-3493 or call UPS at 
1-800-PICK-UPS (1-800-742-5877).  A copy of
the Pickup Request Form was in your supplies
and a copy can be found in Appendix H. 

If additional assistance is needed, please call
NCS at 1-888-627-6237, toll-free, and
arrangements will be made for you.  There will
be no charge to you for shipping these materials.  

On the next page is an example of a prepaid
shipping label.  If the label is not preprinted,
complete it by entering the date, your name, the
school name with the NAEP ID number, school
address, and telephone number.  Place the new
shipping label over the original label with your
school’s address.  DO NOT remove or obscure
the bar codes or other information on the red
label that says “Important Materials for NAEP
Assessment”.  DO remove any other extraneous
labels.

Write the shipping label tracking information on
the inside cover of this manual.  Also, be sure to
keep your copy of the shipping label in the
School Storage Envelope.  If a NAEP representative
is at your school, he or she will keep the copy of
the shipping label.

If you are responsible for shipping the box, it
must be sent as soon as possible and no later
than the day after the assessment.3 Do not
delay the shipment of assessment booklets in
order to wait for completed questionnaires to be
returned.  Questionnaires that are returned to
you after the shipment has been sent back to
NAEP should be mailed in the Supplemental
Shipping Envelope.

3 The only exception to this rule is when a makeup session will be held during the same week as the original session as discussed 
in the next section.
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Example of a Prepaid UPS Label to Use 
When Returning Materials to NAEP

NATIONAL COMPUTER SYSTEMS

2510 N DODGE ST

IOWA CITY IA 522459555
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Schedule and Conduct a Makeup Session, 
if NecessaryTASK 5

A. Schedule the Makeup Session
If four or more students were absent from the original mathematics or science session, a makeup
session must be held.

Student and parental refusals must be counted as absences on the Administration Schedule but not
in determining the need for a makeup.

It is important that the makeup session be held as soon after the original session as possible,
preferably within the same school week.  If a NAEP representative was present at the original
session, she or he must attend the makeup session as well.  Therefore, it is important to schedule
the makeup session in coordination with the NAEP representative.

Once the makeup session is scheduled, record the day, date, time, and location in the box at the top
of the Administration Schedule, as shown here.  The same Administration Schedule will be used for
the original and makeup sessions.

1

2

3

4

6

7

8

=

-
cheduled for:

2000 State
Administration Schedule

Total in Sample
# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

If
Title I

If
SD

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

TO BE ASSESSED

= TOTAL ASSESSED

Session Number

Original Booklet ID Admin. Codes

“H” “I” “J” “K” “L” “N” “O”“M”

Report Card

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

(Use for Admin Codes 71 & 73 in Math and Science)

ASSESSED IN ORIGINAL 

ABSENT

10 = In session full time

11 = No responses in booklet

12 = In session part time

13 = Session incomplete

14 = Other, specify on cover

40 = Temporary

41 = Long-term

42 = Chronic truant

43 = Suspended or expelled

44 = In school, did not attend

45 = Disruptive behavior

46 = Parent refusal

47 = Student refusal

48 = Other, specify on cover

OTHER
51 = Withdrawn

110  000501  7

111  054006  9

112  006401  0

113  000043  8

114  073201  0

115  000841  2

116  000081  5

MA0801

5 1

√

√

√

√

√

1 0

1 0

1 0

1 0

1 0

ASSESSED IN MAKEUP
20 = In session full time

21 = No responses in booklet

22 = In session part time

23 = Session incomplete

24 = Other, specify on cover

5

0 A2

Makeup Date

Feb. 7, 2000

Grid if
Makeup Held
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Procedures for handling assessment materials
depend on whether the makeup session will
occur during the same school week as the
original session or at a later time.

1. If the makeup session will occur during the
same school week as the original session,
hold all assessment materials for shipment
to NAEP until after the makeup session.  In
this case:

★ Put the materials used in the original
session in the original session box.

★ Collect the booklets and any required
materials, such as the timer and the
“Testing-Do Not Disturb” sign to be
used in the makeup session, and place
them on top of the original session
materials.

★ Protect the security of these materials.
Give them to the NAEP representative if
one attended the original session.  The
original Administration Schedule and
the Roster of Questionnaires with
names, however, must remain at the
school.

2. If the makeup session cannot be held
during the same school week as the original
session, ship the materials from the original
session immediately.  Ship materials from
the makeup session separately after the
makeup is conducted.  Keep a prepaid
return shipping label  and a box from your
shipment of supplies to return the makeup
materials.  In this case:

★ If you are conducting a mathematics
makeup session, keep enough
calculators for that session.  Return the
calculators not needed for the makeup
with the original session materials.
Return all makeup materials in the box
in which you received the science kits
along with any unused kits.

★ If you are conducting a science
makeup session, use the box in which
you received the science kits to return
the booklets from the makeup session
and any unused kits.

★ Set aside the materials needed for the
makeup (the preassigned booklets for
the absent students, any required
materials, the timer in bubble wrap,
and the “Testing-Do Not Disturb” sign).

★ Photocopy the packing lists and keep
the originals with the materials for the
makeup session.  

★ Photocopy both sides of the
Administration Schedule, folding it at
the perforation so that the names will
not be copied and include the copies in
the first shipment.  The original
Administration Schedule should remain
intact and at the school until the
makeup session is conducted.

★ Pack all materials from the original
session according to the instructions in
Task 4.  Enclose in this shipment the
assigned and unassigned booklets 
(i.e., those not needed for the makeup
session), the Roster of Questionnaires
without names (or a copy if all
questionnaires have not been
returned), all questionnaires, the copy
of the Administration Schedule
(without student names), and the copy
of the packing lists.

★ Ship the box to NAEP within 1 day 
of the original session.

★ If the original session was attended by
a NAEP representative, this person will
keep the materials needed for the
makeup session (except for the
Administration Schedule with the
students’ names and Roster of
Questionnaires if all questionnaires
have not been returned) and will ship back
the materials from the original session.

87

B. Prepare Assessment Materials
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C. Conduct the Makeup Session and Complete 
the Administration Schedule

Make every attempt to get the students who
were absent to attend the makeup session.
Conduct the makeup session following the same
procedures as used in the original session.  Use
the Administration Schedule from the original
session and enter the results of the makeup
session as follows:

1. Grid in the “Makeup Held” oval and enter 
the date of the makeup session.

2. Mark students attending the makeup session
by putting a checkmark below the diagonal
line in the “Atten. (√/A)” column and
recording the appropriate Admin. Code 
(e.g., 20 - 24) in the “Admin. Code” column
as shown here.

1

2

3

4

6

7

8

=

-
cheduled for:

2000 State
Administration Schedule

Total in Sample
# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

If
Title I

If
SD

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

TO BE ASSESSED

= TOTAL ASSESSED

Session Number

Original Booklet ID Admin. Codes

“H” “I” “J” “K” “L” “N” “O”“M”

Report Card

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

(Use for Admin Codes 71 & 73 in Math and Science)

ASSESSED IN ORIGINAL 

ABSENT

10 = In session full time

11 = No responses in booklet

12 = In session part time

13 = Session incomplete

14 = Other, specify on cover

40 = Temporary

41 = Long-term

42 = Chronic truant

43 = Suspended or expelled

44 = In school, did not attend

45 = Disruptive behavior

46 = Parent refusal

47 = Student refusal

48 = Other, specify on cover

OTHER
51 = Withdrawn

110  000501  7

111  054006  9

112  006401  0

113  000043  8

114  073201  0

115  000841  2

116  000081  5

MA0801

5 1

√

√

√

√

√

1 0

1 0

1 0

1 0

1 0

ASSESSED IN MAKEUP
20 = In session full time

21 = No responses in booklet

22 = In session part time

23 = Session incomplete

24 = Other, specify on cover

5

0 A
√2

Makeup Date

Feb. 7, 2000

Grid if
Makeup Held
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3. Complete the box at the top of the
Administration Schedule:

★ Enter the number of students assessed
in the makeup session on the 
“# Assessed (Makeup Session)” line.

★ Add the numbers assessed in the
original and makeup sessions to obtain
the “TOTAL ASSESSED.”

The box at the top of the Administration
Schedule, after the makeup session has been
completed, is shown here.  Note that you do not
change any of the counts for the original
session.

Reminder: Students assessed in separate
accommodation sessions should be counted
with the “# Assessed (Original Session)” and
not the “#Assessed (Makeup Session).”

+

=

-

# Original Sample

State
on Schedule

# New Enrollee Sample

Total in Sample

# Absent
(Hold Makeup if

4 or more absent)

# Assessed
(Original Session)

# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

Accommodation Booklet ID # Admin Atten

TO BE ASSESSED

+

= TOTAL ASSESSED

Session Number

“K” “L” “N” “O”“M”

EP

on's
Card

00

Makeup Date

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

30

MA0801

01

31

2

1

028

04

24

03

027

Feb. 7, 2000

89
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D. Code the Booklet Covers
Code the booklet covers for students invited to
the makeup session as described on page 79 of
this chapter.

E. Copy the Administration
Schedule and Roster of
Questionnaires
Make a copy of the complete Administration
Schedule and Roster of Questionnaires for your
records.  Then, detach the student names along
the perforation.  A copy (with student names
detached) should be given to the NAEP
representative if he or she attends the makeup
session.  Ship the originals (without names) to
NAEP.

F. Pack and Ship All Materials
If the makeup session was held during the same
school week as the original session, then all
assessment materials will be packed and
shipped together, as described in Task 4.

If the makeup session will be held in the week
after the original session, the materials used in
the makeup session must be shipped via UPS
immediately after the makeup is held.  Follow the
directions on page 83 to return the makeup
materials to NCS.  (The materials from the
original session should have been sent to NAEP
immediately after that session.)  The second
UPS label included in your supplies should 
be used for returning the makeup materials.
Please be sure to record the date, your name,
the school’s name and address, and the NAEP
school ID number on the label.  Keep your copy
of the shipping label in the School Storage
Envelope.  

If a NAEP representative is at your school for the
makeup session, that person will ship the
materials.  If a NAEP representative is not at
your school, you are responsible for shipping the
materials within a day of the makeup session.
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Ship Materials Used in Accommodation Session Held After
Original Session
If a separate one-on-one or small group session is scheduled for later in the same

school week as the original session, you should hold the entire NAEP shipment until after the
accommodation session is conducted.  After the accommodation session, place the accommodation
booklet behind the student’s preassigned booklet in the stack (which should be in Administration
Schedule order).  Follow the packing procedures as described in Task 4.  If a NAEP representative
visited your school for the original session, he or she will return to the school to observe the
accommodation session.

If the accommodation session was not held during the same school week as the original session, set
aside the materials needed for the accommodation session and ship the original session materials
back to NAEP.  You should follow the procedures described in Task 5, Sections B, D, E, and F.

Be Prepared to Discuss the Sessions 
with the NAEP Representative
After the sessions, the NAEP representative will discuss the sessions with you to obtain

your comments and suggestions for the planning of future assessments.  If the NAEP representative
did not attend your sessions, he or she will call you within 3 days after the scheduled assessment
date to review the sessions and to obtain your suggestions and comments.

Retain the School’s Copies of the Administration Schedules
and the Roster of Questionnaires
Retain the school’s copies of the Administration Schedules and the Roster of

Questionnaires in the NAEP Storage Envelope until the end of the school year.  Since questions may
arise when the shipment of materials is received by NAEP, it is important that you have your copies
of the forms available for reference.

Please remember to mark your calendar to dispose of the materials on June 1, 2000, or the end of
your school year, whichever comes first.  Return the postcard to indicate that this has been done.

TASK 8

TASK 7

TASK 6

9191
91





Special Procedures for Schools with a Large Sample of Students

C H A P T E R  6

A. Overview

As previously mentioned, in most schools,
approximately 30 to 32 students have been
selected for each session.  In some schools,
however, to represent the fourth- and eighth-
grade student population of the state adequately,
the sample of students must be much larger
(i.e., 60 or more students per subject).  This
happens most frequently in states with fewer
than 100 schools with the fourth- and eighth-
grade.  In addition, a few large schools in other
states will have a sample of students
substantially larger than 30 per subject.

In those schools with a larger sample, students
must still be assessed in sessions of 30 to 32
students and the procedures described in this
manual apply to each of these sessions with the
modifications noted in this chapter.

Sessions may be held simultaneously or
consecutively.

B. Preparing for the Assessment
(Chapter 2)

Attend an In-Person
Training 
Every session in the school must be

administered by an assessment administrator
who has attended the in-person training.
Therefore, there must be enough trained
assessment administrators to accommodate the
schedule of sessions in the school.  If any
sessions are scheduled to run concurrently, a
sufficient number of assessment administrators
must be trained.

Obtain the Assessment
Schedule from the 
State Coordinator

The time of each assessment session must be
established with the state coordinator.  It can
only be changed after consultation with the state
coordinator or a NAEP representative.

Arrange for Assistance
on the Day of the
Assessment (Optional)

The same recommendation applies to each
session.

Make Arrangements 
for the Assessment
Sessions

School staff should be notified about the
assessment and appropriate space should 
be reserved.

Receive the
Administration
Schedules from the
State Coordinator

One Administration Schedule for each session
will be sent to the school.  Administration
Schedules will be numbered according to the
number of sessions required in the school.  

TASK 5

TASK 4

TASK 3

TASK 2

TASK 1
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Receive Materials from
NAEP and Secure the
Assessment Booklets

Three boxes will be sent to a school for each set
of assessments (a set is one mathematics and
one science session).  For each additional set of
assessments to be conducted in your school,
you will receive three additional boxes.

Verify Materials
Received and Request
Additional Materials, 
if Necessary 

Follow the procedures described to verify and
request any additional materials.

Select a Sample of
Newly Enrolled Students
One List of Newly Enrolled Students

is required for the school.  If newly enrolled
students are sampled for the assessment, they
may be added to any one of the Administration
Schedules for the subject for which they were
selected and asked to attend that particular
session.  However, you should not add more
than three students to any session, to ensure
that there will be an adequate number of
booklets in every session.

Review and Update the
Administration
Schedule and Identify 
Students Who Cannot 
Be Assessed

Review and update each Administration
Schedule according to the described procedures.

Distribute Assessment 
Questionnaires to
Appropriate School Staff
and Collect Them Before
the Day of the Assessment

Prepare a Roster of Questionnaires for the
school.  If you need more space to list additional
Teacher or SD/LEP Questionnaires, you can call
NCS at 1-888-627-6237 to request an additional
roster.  The procedure for requesting materials
from NAEP is described on page 16.

To facilitate the distribution of questionnaires,
prepare and then distribute all questionnaires for
a given teacher or other school staff member.  
A staff member may have several SD/LEP
Questionnaires to complete.

Prepare for Booklet
Distribution
Follow the procedures described to

prepare booklets for distribution.  

Notify Teachers and 
Students of the
Assessment and Ensure 
that Students Attend 
the Appropriate Session

The same procedures apply for each session.  

TASK 12

TASK 11

TASK 10

TASK 9

TASK 8

TASK 7

TASK 6



C. Students with Disabilities
and Students with Limited
English Proficiency (Chapter 3)

Follow the criteria and procedures to determine
if an SD or LEP student can be assessed.

D. Conducting the Assessment
(Chapter 4)
It is critical that each session be administered
according to the procedures.  

E. Concluding the Assessment
(Chapter 5)

Record the Results of
the Session on the
Administration Schedule

Complete the Administration Schedule for each
session according to the procedures.  

Code the Booklet Covers
The assessment administrator for
each session should review and

complete the booklet cover coding according to
the procedures.

Prepare Assessment
Materials for Shipping
All procedures apply. 

Pack and Ship
Assessment Materials
Assessment booklets and

Administration Schedules should be prepared for
shipping according to the procedures.

Label the boxes 1 of __, 2 of __, etc.,
corresponding to the number of boxes that you
are returning.  

Schedule and Conduct 
a Makeup Session, 
if Necessary

Determine whether a makeup session is
necessary for each session.  That is, if four or
more students are absent from a session, a
makeup session is required.

If a makeup session is required for more than
one of the original sessions in a particular
subject, the makeup sessions can be combined.
The assessment administrator who conducts the
makeup session will set aside the materials
required, including the preassigned booklets, the
appropriate Administration Schedules, and all
assessment materials.  If the makeup session is
held during the same school week as the original
sessions, ALL materials will be held and shipped
together.  After the makeup session, materials
from the original session and the makeup
session must be combined for shipping.

If the makeup session is held during the next
school week, only the materials needed for the
makeup should be held and all other materials
must be shipped to NAEP.  All makeup materials
should then be shipped together.

TASK 5

TASK 4

TASK 3

TASK 2

TASK 1
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96

Ship Materials Used 
in Accommodation
Session Held After 
Original Session

Follow the same procedures for shipping
materials if an accommodation session is
conducted after the regular session.

Be Prepared to Discuss
the Sessions with the
NAEP Staff Representative

The NAEP representative will discuss the
assessment with the assessment
administrator(s) as described.

Retain the School’s
Copies of the
Administration 
Schedules and the 
Roster of Questionnaires

The same procedure applies.

TASK 8

TASK 7

TASK 6



Checklist for Assessment Administrators

A P P E N D I X  A

A1

Questions?
Call your state coordinator or the NAEP hot line at 1-800-283-6237.

Need More Materials?
Call NCS at 1-888-627-6237 or fax NCS at 1-888-627-8842.

Schedule Page

Two Weeks Before the Assessment:

When You Receive the Administration Schedules 
from the State Coordinator:
❑ Select a sample of newly enrolled students, if any.  . . . . . . . . . . . . . . . . . . . . . . . . . . .18-21

Review and update the Administration Schedules as follows:

❑ Eliminate any students who have officially withdrawn from school.  . . . . . . . . . . . . . . . . .22

❑ Record all the student information, including homeroom or other locating information 
(optional), birth date, sex, race/ethnicity, the student’s participation status in the National 
School Lunch Program (using codes from the Administration Schedule), whether the 
student is receiving Title I services, is classified as SD, and/or is LEP. . . . . . . . . . . . . .23-25

When You Receive the NAEP Materials:
❑ Review the contents of the NAEP assessment materials in the shipment.  Be sure 

that the bundles of booklets are not opened until 45 minutes before the assessment.  .13-17

❑ Verify materials received and request additional materials  . . . . . . . . . . . . . . . . . . . . . . . .16

Prepare and distribute questionnaires to appropriate school staff as follows:

❑ School Questionnaire to the principal . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .27

❑ SD/LEP Questionnaire(s) to the school staff member most knowledgeable about 
each student identified as having a disability and/or limited English proficiency  . . . . . .28-29

❑ Teacher Questionnaire to each math and/or science teacher in the school (Grade 4)  . .30-31
(Grade 8)  . .32-33
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A2

Review Procedures for Students with Disabilities or Limited
English Proficiency and Update the Administration Schedule:

Use the NAEP Criteria (distributed at training) to determine if a student with a disability or limited
English proficiency can be assessed.

❑ Identify excluded students and students requiring accommodations using 
the Criteria for Inclusion.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .42-45

❑ Prepare for accommodations, as necessary.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .47-52

Complete the top of the Administration Schedule.

❑ Fill in the number of students to be assessed at the top of the Administration Schedule. . .46

A Few Days Before the Assessment:

❑ Prepare for booklet distribution;  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .35

❑ Notify teachers and students of the date, time, and location of the sessions  . . . . . . . .36-39

The Day Before the Assessment:
❑ Collect all questionnaires and be sure that all names have been removed 

from the front covers  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .34

❑ Update the Roster of Questionnaires. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .34

On Assessment Day:
❑ Prepare the room by checking the number of desks and removing or covering any 

distractions in the room.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .53

❑ Hang the mathematics posters  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .53

❑ Record the NAEP School ID, subject area, teacher names and corresponding IDs
on the board  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .53 

45 Minutes Before the Scheduled Assessment Time:
❑ Set out the assessment materials  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .53

❑ Open the sealed bundles of booklets  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .55

❑ Prepare the booklets by affixing the Post-it notes  . . . . . . . . . . . . . . . . . . . . . . . . . . . .58-59

❑ For math sessions, insert the math manipulatives and other materials, as required.  . . . . .58

❑ For science sessions, prepare the Science Kits  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .60



A3

During the Session:
❑ Read the script verbatim as you conduct the session, adhering carefully to the timing 

of sections and the distribution and collection of materials  . . . . . . . . . . . . . . . . . . . . .61-71

❑ Distribute the science kits at the appropriate time, assigning them according to the letter 
specified in the “Sci. Kit” column . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .67

❑ Observe the rules for supervising the session.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .69-70

At the End of the Session:
❑ Collect the booklets and materials, making sure that you have accounted for them all. 

Protect the security of assessment booklet and materials.  . . . . . . . . . . . . . . . . . . . . . . . .71

Immediately Following the Assessment:
❑ Complete the information on the Administration Schedule and record 

the number of students assessed and absent. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .73-77

❑ If a makeup session is needed, set aside the booklets and materials needed 
for the makeup session.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .77

❑ Code the front covers of the assessment booklets.  . . . . . . . . . . . . . . . . . . . . . . . . . . .78-80

❑ Complete the Roster of Questionnaires.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .81

❑ Make a complete copy of the Administration Schedules and Roster of Questionnaires 
to be kept at the school.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .81

❑ Detach the names from the Administration Schedules and Roster of Questionnaires.  . . . .81

❑ Pack all materials according to the instructions.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . .82-85

❑ (Monitored Sessions) Give the NAEP representative the sealed box for shipping.  . . . . . . .82

❑ (Monitored Sessions) Immediately after preparing the box for shipping, discuss 
the assessment with the NAEP representative.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .91

❑ (Unmonitored Sessions) Ship the box to NAEP headquarters as soon as possible 
and no later than 1 day after the assessment.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .84

❑ (Unmonitored Sessions) Receive a telephone call from the NAEP representative 
within 3 days of the session to discuss the assessment.  . . . . . . . . . . . . . . . . . . . . . . . . .91

June 1, 2000 or End of the School Year:
❑ Dispose of the NAEP Storage Envelope and its contents.  . . . . . . . . . . . . . . . . . . . . . . . . .91

❑ Mail postcard to NAEP to indicate that materials have been destroyed.  . . . . . . . . . . . . . . .91
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A4

GLOSSARY

Administration Schedule The central document used to keep track of selected 
students.

Assessment Administrator School or district staff member appointed to attend the 
training, administer the assessment, and be responsible for
all NAEP activities in the school.

ETS Educational Testing Service (ETS) is responsible for the 
design, analysis, and reporting of NAEP data.

IEP Individualized Education Plan.

LEP Limited English proficiency.

NAEP National Assessment of Educational Progress.  NAEP 
is a continuing national survey of American students.

New Enrollee Listing Form Used to create a list of newly enrolled students in the 
sampled grade.

NCES NAEP is directed by the National Center for Education 
Statistics (NCES) of the U.S. Department of Education.

NCS National Computer Systems (NCS) is the material 
distribution and processing subcontractor.

Roster of Questionnaires Used to keep track of the questionnaires distributed 
at the school.

School Questionnaires Usually completed by the school principal and is designed 
to collect information about the school characteristics, 
staff, and instructional programs.

SD Student with a disability.

SD/LEP Student with a disability and/or limited English proficiency.

State Coordinator Person appointed by the state department of education to 
coordinate NAEP activities in the state.

Title I A federally funded assistance program.

Westat Contractor responsible for NAEP sampling, data collection 
and quality control monitoring activities.
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+
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-

# Original Sample

School #:

Original session scheduled for:

Day/Date:

Pacific Islander

Alaskan Native

1 = White not Hispanic

2 = Black not Hispanic

3 = Hispanic Heritage

4 = Asian/

5 = American Indian/

6 = Other

available

participating

1 = Student not eligible
2 = Reduced price lunch

3 = Free lunch

4 = Information not

5 = Refused
6 = School not

For Use in Column “F” For Use in Column “G”

Time:

Day/Date:

Time:

Makeup session scheduled for:

Session Type:

School Name: Grade:

Administrator s Name:

ADMINISTRATION SCHEDULE

2000 State
Administration Schedule

Page 1

# New Enrollee Sample

Total in Sample

# Absent
(Hold Makeup if

4 or more absent)

# Assessed
(Original Session)

# Assessed
(Makeup Session)

# Withdrawn & Ineligible

# Excluded

Homeroom
or Other
Locator

Sci.
Kit Month

Birth Date Sex Race/
Eth.

If
Title I

If
SD

If
LEP

Accommodation Booklet ID # Admin.
Code

Atten.
(✓/A)

School
LunchYear 1=Male

2=Female

TO BE ASSESSED

+

= TOTAL ASSESSED

Session Number

Race/Ethnicity Codes

Student Name Original Booklet ID Admin. Codes

National School
Lunch Program

Bundle #’s Accomodations

NAEP

The Nation's
Report Card

2000

Makeup Date
Grid if

Makeup Held

(Admin. Codes 51 & 55)

(Admin. Codes 60-66)

19

19

19

19

19

19

19

19

19

19

19

19

19

19

Location: Location:

(Use for Admin Codes 71 & 73 in Math and Science)

ASSESSED IN ORIGINAL 

ASSESSED IN MAKEUP

ABSENT

10 = In session full time

11 = No responses in booklet

12 = In session part time

13 = Session incomplete

14 = Other, specify on cover

20 = In session full time

21 = No responses in booklet

22 = In session part time

23 = Session incomplete

24 = Other, specify on cover

40 = Temporary

41 = Long-term

42 = Chronic truant

43 = Suspended or expelled

44 = In school, did not attend

45 = Disruptive behavior

46 = Parent refusal

47 = Student refusal

48 = Other, specify on cover

OTHER
51 = Withdrawn

52 = Unassigned book (unused)

55 = Ineligible

56 = Not in sample

REASONS FOR EXCLUSION
60 = SD-cannot be assessed

61 = SD-required accom. not offered

62 = LEP-cannot be assessed

63 = LEP-required accom. not offered

64 = SD/LEP-cannot be assessed

65 = SD/LEP-required accom. not offered

66 = Other, specify on cover

ASSESSED WITH
ACCOMMODATIONS

71 = Bilingual booklet/Science glossary

72 = Bilingual dictionary

73 = Large-print book

74 = Extended time in regular session

75 = Read aloud in regular session

76 = Small Group

77 = One-on-one

78 = Scribe or use of computer

79 = Other, specify on cover

This form must be completed in #2 pencil. 

Mark Atley

Betty Bates

Wes Block

Angela Burns

Nicki Campbell

Nancy Cordaro

Tim Dublin

Kimberly Frank

Carla Grahams

Paul Hernandez

Becky Hoecke

Daniel Jasmer

Sarah Kruger

Penny Lowe

0

0

0

1

1

0

0

0

0

0

1

1

0

0

4

2

6

0

1

9

1

5

7

9

2

0

1

6

8

8

8

8

8

8

8

8

8

8

8

8

8

8

6

6

6

6

6

6

7

6

6

6

6

6

6

6

20521
20522

110  000501  7

111  054006  9

112  006401  0

113  000043  8

114  073201  0

115  000841  2

116  000081  5

117  005301  1

118  000411  9

119  210001  6

120  005001  2

121  002407  7

122  000031  9

123  076206  0

20523

16B-100-1

Central Middle 8

30
Math

YES

MA0801

Column Indicators:   “A” “B” “C” “D” “E” “F” “G” “H” “I” “J” “K” “L” “N” “O”“M”

A5

Reference Guide to the Administration Schedule

Column Description Page Reference

A Student Name 9
B Homeroom or Other Locator 23
C Science Kit Indicator Do Not Use
D Birth Date 23
E Sex 23
F Race/Ethnicity 23
G School Lunch 24
H Title I 25
I SD (Student with a Disability) 25
J LEP (Student with Limited English Proficiency) 25
K Original Booklet ID 9
L Accommodation Booklet ID 51-52
M Admin. (Administration) Code 73-75
N Atten. (Attendance) 62
O Admin. (Administration) Codes 73-75
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Materials Schedule

B1

When will my school receive the list of
selected students/Administration Schedules?

The state department of education will mail them
to you no later than 2 weeks before the
assessment date.

When will my school receive other assessment
materials?

Schools will receive the assessment booklets
about 1 week before the scheduled assessment
date.  Assessment administrators who have not
received the materials by 1 week before the
assessment should call NCS (National Computer
Systems) toll-free at 888-627-6237.

If we are short materials when we receive our
shipment, what do we do?

You have several options if you are missing
materials.  You can call NCS on their toll-free
number 888-627-6237 or use the Materials
Request Form in your shipment to fax a request
to NCS.  If you are calling in a request rather
than faxing it, you should have the Materials
Request Form available when placing the call.

What is the purpose of asking for free and
reduced price lunch information?

Congress now requires NAEP to report
information on the socioeconomic status of
students who participate in the assessment.
Information from the National School Lunch
Program is being collected because it is
considered the most effective means to 
provide this information without violating 
the student’s privacy.

Free and reduced price lunch information is
confidential.  What authority do I have for
releasing this information?

The U.S. Department of Agriculture has provided
a letter of support to the U.S. Department of
Education, which agrees to the release of school
lunch information.  A copy of this letter is made
available to states and districts to review and is
included in the Assessment Administrator
Manual.  The confidentiality of each child is
maintained as the names of the students are not
included on any of the assessment materials that
leave the school.

What is the definition of Title I?

Title I, formerly Chapter I, is the largest federally
supported program in education.  Its purpose is
to assist economically and educationally
disadvantaged students in achieving
academically at the same level as their peers.

What is the definition of 504?

Five-O-Four (504) is an equivalent classification
for an Individualized Education Plan, or IEP, that
is used by some states or districts where 504
legislation is in effect.

How do I code students if my school is a
designated Title I school?  Do I code all
students or only those who actually would
qualify under normal rules?

If your school is designated as a Title I school
and Title I funds are used for remediation of all
students, you should code all students as
receiving Title I services.

If remediation is offered in math and/or reading
to selected students, you should code only those
students who actually receive Title I services.

Frequently Asked Questions

A P P E N D I X  B

B1
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B2

How do we handle a homebound student or a
student who is assigned temporarily to an
alternative school, but whose attendance
record is kept by our school?

If a student is selected for the assessment 
and is homebound or in an alternative school
and cannot be brought into the school for the
assessment, you should code the student as
absent.  In the event a makeup is needed, this
student would not be considered available 
for makeup.

What if you are double-checking the ID
numbers after the session and something
doesn’t match?

Make corrections if you can.  If you cannot
determine where the mix-up occurred, write an
explanation in any open space on the front cover
of the booklet.

How long will this whole thing take?

For students, it is expected that each assessment
will take 11/2 hours of student time.

In addition, 50 percent of the students taking the
science assessment will be asked to complete a
hands-on science task.  These tasks will take an
additional 20 minutes for grade 4 and 30
minutes for grade 8.

For the Assessment Administrator, it will take an
additional hour before the assessment and about
the same amount of time after the assessment to
complete recordkeeping and do the packing.

Why does the script have to be read 
word-for-word?

Assessment administrators are required to read
the script word-for-word for uniformity.  This is
to ensure that all assessments are conducted the
same way.  Failure to do so may invalidate the
results of the study.

What do I do if a student refuses to answer
some of the background questions?

Students should be encouraged to answer the
background questions.  The information
provides valuable information about education
indicators not available though other sources.
Often they have a concern about confidentiality.
Assuring them about this will be helpful.  As
participation is voluntary, students should not 
be pressured into responding if they continue 
to refuse.

If school is closed due to inclement weather 
or other causes on the assigned date, do I
administer the assessment on the next date
school is in session or reschedule on another
date of my choosing?

Since 25 percent of the schools have been
selected randomly for an anonymous school
visit, assessment dates should only be changed
after consulting with the state coordinator, NAEP
state supervisor, or the NAEP representative
assigned to your school.

Why is a makeup required if more than four
students are absent?

NAEP has relied on makeup sessions to give
every selected student a chance to participate
and to keep average participation rates well over
90 percent.  If participation rates are low, the
reliability and validity of the study may be
jeopardized.  Schools should make every attempt
to conduct a makeup session, if one is needed.

If six students were absent in the original
session and I scheduled a makeup, but only
two students attended, would I schedule
another makeup?

No.  NAEP procedures call for only one makeup
session to be held.  Those students not
attending the makeup session would be coded
as absent.



B3

What do I do if I find a page is missing in 
an assessment booklet after the session 
has begun?

Printing errors occur rarely.  If there is another
booklet of the same type, the student can be
given the new booklet.  Both booklet numbers
would be entered onto the Administration
Schedule and the problem noted on the booklet
covers.  The booklets should be placed together
when returned.

If a booklet of the same type is not available, the
student should continue working in the booklet
and the problem noted on the booklet cover.

Why are only half of the students in science
doing the hands-on part of the assessment?

The hands-on component of the NAEP
assessment provides valuable information that
cannot be obtained by a paper and pencil
assessment.  The study has been designed to
provide reliable and valid data in the most cost-
effective way possible.  Due to this, only half of
the students need to take the hands-on portion
of the science assessment.

How long will it take staff members to
complete the teacher questionnaire?  SD/LEP
questionnaire?  School questionnaire?

Teacher Questionnaire:         About 10 minutes

SD/LEP Questionnaire:         About 10 minutes

School Questionnaire:          About 30 minutes

What do I do if a teacher refuses to complete a
questionnaire?
Collect the questionnaire assigned to the teacher
and note the circumstances on the cover.  In the
“Returned” column on the Roster of
Questionnaires, code the questionnaire for this
teacher number as “Yes” for returned.  

How much time will it take for me to complete
all the various tasks assigned to an
Assessment Administrator?
Attending the training, conducting the
assessment, and all tasks associated with the
assessment will take a total of 2 to 4 days during
January and February.
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Materials Schedule

C1

Letters from U.S. Department of Agriculture 

A P P E N D I X  C

C1

United States Food and 3101 Park Center Drive
Department of Consumer Alexandria, VA
Agriculture Service 22302-1500

February 4, 1999

Mr. C. Kent McGuire
Assistant Secretary
U.S. Department of Education
Office of Educational Research and Improvement
FB-400 Maryland Avenue, S.W.
Washington, D.C.  20202

Dear Mr. McGuire;

The confidentiality of information about children eligible for free and reduced
price meals under the National School Lunch Program (NSLP) has long been a
sensitive issue for us at the Department of Agriculture.  There have been many requests
through the years for information about children eligible for free and reduced price
meals.  Many of these requests were from Federal and State education programs.  Free
and reduced price school meal eligibility information does not come under the purview
of the Family Educational Rights and Privacy Act, since it is not part of an education
record.

Previously, program operators were only permitted to release aggregate information
about children eligible for free and reduced price meals.  Congress amended the National
School Lunch Act (42 U.S.C. 1758), which is the authorizing legislation for the NSLP, to
now allow limited disclosure of a child's free and reduced price meal eligibility status.
Additionally, the statute also specifies civil and criminal penalties for unauthorized
disclosure by the determining agency of the recipient agency.

Prior to issuance of a final regulation, we are authorizing the State agency, school food
authority, school, child care institution or Summer Food Service Program sponsor that
makes the free and reduced price meal or free milk eligibility determination to disclose
free and reduced price eligibility information to the extent authorized by the statute.  We
are pleased to provide you a copy of the guidance we recently issued to implement the
disclosure provision in the statute.  We encourage you to share the guidance with your
associates and others who may be interested in this policy.  We also have enclosed the
pertinent part of the statute for your review.

Please note that although the statute permits limited disclosure of free and reduced
price eligibility information, the decision on whether to disclose information that will
identify children as eligible for free and reduced price meals or free milk is at the
discretion of local school and program operators.  

Please do not hesitate to contact us if you have any questions on the use of eligibility
information.

Sincerely,

Shirley R. Watkins
Under Secretary
Food, Nutrition and Consumer Services

Enclosures
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C2

I. What information may be disclosed permissibly without consent?

(The term "persons directly connected" in this section includes Federal, State and local program operators responsible for 
program administration or program compliance and their contractors.)

A. Disclosing names and eligibility status in accordance with the NSLA.
Determining agencies may disclose, without consent, participants' names and eligibility status (whether they are eligible for
free meals or free milk or reduced price meals) to persons directly connected with the administration or enforcement of the
following programs:

1. Federal education programs, such as Title I and the National Assessment of Educational Progress.

2. State health or State education programs provided the programs are administered by a State agency or a local 
education agency.

Representatives of State or local education agencies evaluating the results and compliance with student assessment
programs would be covered only to the extent that the assessment program was established at the State, not local
level.

3. Federal, State, or local means-tested nutrition programs with eligibility standards comparable to the National School
Lunch Program (i.e., food assistance programs to households with income at or below 185 percent of the Federal
poverty level, such as the Food Stamp Program or a State or local nutrition program).

NOTE: To receive the full document about disclosure of NSLP information, call 1-800-283-NAEP (6237).

The Healthy Meals for Healthy Americans Act of 1994, P.L. 103-448, amended Section
9(b)(2)(C) of the National School Lunch Act (NSLA) (42 U.S.C. 1751(b)(2)(C)) to allow,
without consent, limited disclosure of information about free and reduced price meal or
free milk eligibility. The disclosure limitations apply to all the Child Nutrition Programs.
The statute also specifies a fine of not more than $1,000 or imprisonment of not more than
1 year, or both, for unauthorized disclosures of free and reduced price meal or free milk
eligibility information.
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Administering Accommodations in Separate Sessions

A P P E N D I X  D

D1

The National Assessment of Educational Progress (NAEP) is an ongoing national survey that
examines the knowledge and skills of American youth.  The purpose of NAEP is to gather information
that helps educators, legislators, and others to continuously improve education in our country.

Thank you for assisting the identified students(s) with disabilities (SD) and student(s) with limited
English proficiency (LEP) in participating in NAEP.  Your primary role is to administer the assessment
session and clarify directions for the student.  In order to truly assess the students’ knowledge, it is
important for you to refrain from giving and/or prompting answers.

Here are some basic guidelines to keep in mind:

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 General Background section of the assessment, the
directions, and the recording of answers.

Answer specific student questions noted in the Instruction for Administering Science Kits.

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 non-verbally 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 printed 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, he or she should remain in the 
regular session.

If you have any questions about administering this assessment to students with disabilities or limited
English proficiency, please call 1-800-283-NAEP (6237).
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For Your Notes

We are interested in your comments about using accommodations on NAEP.  Please convey your
reactions to the NAEP contact (assessment administrator) in your building.

Here are the questions she or he will ask you:

★ Overall, how would you say this session went?  Would you say very well, satisfactorily, or
unsatisfactorily?  If it went unsatisfactorily, please explain.

★ What is your relationship to the student(s) in this separate session?

★ Did the “Administering 2000 NAEP” instructions provide enough information to adequately
administer the assessment?

★ Do you have any additions or revisions that you would recommend on the handout?

★ What else would have made your role as an administrator of the separate session easier?

Thank you for your assistance.

Accommodations Used in the 2000 NAEP

Primary Accommodation Acceptable Additional Accommodations

Bilingual booklet/Spanish glossary Extended time; usually small group or one-on-one
for bilingual booklet.

Bilingual dictionary Extended time

Large-print booklet Magnifying equipment;  extended time; 
usually small group or one-on-one.

Extended time in regular session

Read aloud in regular session

Small group Extended time; read directions/questions 
aloud

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

Scribe or use of computer Extended time

Other (Specify on cover)
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Grade 4 Session Scripts & Question-by-Question Specifications
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Grade 4 Mathematics Session Script

[NOTE: INSTRUCTIONS TO THE ASSESSMENT ADMINISTRATOR ARE IN BOLD CAPITAL LETTERS
AND SHOULD NOT BE READ TO THE STUDENTS.]

Introduction

Hello.  My name is (YOUR NAME).  Today you will be participating in a special study on American
education.  The study is called the National Assessment of Educational Progress, and it involves
thousands of students your age from schools across the country.  To make sure that all students
receive the same instructions, I will be reading them to you from this script.

The National Assessment of Educational Progress is sponsored by the U.S. government.  Its goal is
to find out what students your age know and can do in different school subjects.  In the next 90
minutes, you will be asked to show how well you can do mathematics.  You will also be asked
questions about yourself and your school experience.

When the study is over, your answers will be combined with information from other students all over
the country.  The results will help government leaders, school administrators, and teachers to
determine what students are learning.  Because the study will have an impact on schools and
students all over the country, we hope that you will do the best that you can.

Distribute Materials

Now I would like to give you the things you will be using.  Before I hand out your materials, please
clear your desks.  As I call your name, please come forward to get a booklet and pencil.  After you
get your booklet, turn it face up on your desk and do not open it until I tell you to.  Please do not
bend or fold back your booklet at any time.  If you need another pencil after we begin, please raise
your hand.

READ STUDENTS’ NAMES FROM ADMINISTRATION SCHEDULE.  DISTRIBUTE BOOKLETS,
PENCILS, AND OTHER MATERIALS.  RECORD A “✔“ OR “A” IN THE “ADMIN. USE ONLY”
COLUMN OF THE ADMINISTRATION SCHEDULE.  DOUBLE-CHECK THAT EACH STUDENT’S NAME
AND BOOKLET ID ON THE ADMINISTRATION SCHEDULE MATCH THOSE ON THE POST-IT AND ON
THE BOOKLET.  REMOVE THE POST-IT BEFORE GIVING MATERIALS TO STUDENTS.
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Some of your booklets have sections where you will need to use a ruler or other materials to answer
the questions.  If so, remove them now from inside the front cover of your booklet. If you have a
packet labeled “G”, put it to one side. If you have a packet labeled “X” containing ten numbered
squares and a paper strip, remove the set of numbered squares from the packet. (SHOW PACKET
AND SET OF SQUARES.) Fold the ten squares along the perforations, and separate them. Then put
the squares back into the packet. Now put the materials to one side while we review some
instructions.

Calculator Instructions

Now look at the calculator instructions on the back of your booklet.  Some of your booklets require
using a calculator provided by the National Assessment.  I will give some of you calculators to use
as we go through these instructions now.  Then, the rest of you will get a chance to practice using a
calculator.

DISTRIBUTE CALCULATORS TO EVERY OTHER STUDENT.  DO NOT ADMIT ANY MORE STUDENTS
TO THE SESSION.

There is a picture of the calculator at the bottom of the cover of your booklet to show the location of
the buttons you will need to use.  (SHOW LOCATION ON BACK COVER). If you have used a
calculator before, you should find this one easy to use.  If you have not used a calculator before, the
following directions will be helpful.

1. Turn on the calculator by pressing ON/C.  Do not cover the solar cell.  You should see a zero.  If
you do not, raise your hand.

DEMONSTRATE ON POSTER AND SAY:

2. To enter 16:  You should push 1, then push 6.  You should see 16.

Does everyone have 16 on the calculator? IF NO, REVIEW THE STEPS AGAIN.

3. Now push ON/C twice.  You should see a zero.  Pushing the ON/C button twice “clears” or
“erases” the numbers you put in the calculator.

DEMONSTRATE ON POSTER AND SAY:

4. To enter one dollar twenty-five cents:

First push 1. 

Then press the decimal point. 

Then press the 2 and the 5. 

You should see 1.25. 

Does everyone have 1.25?  IF NO, REVIEW THE STEPS AGAIN.
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Push ON/C twice to clear the calculator.

DEMONSTRATE ON POSTER AND SAY:

5. To divide 8 by 4:

First press 8. 

Then press the division key.

Then press 4, followed by the equals key.

Does everyone have 2?  IF NO, REVIEW THE STEPS AGAIN.

Push ON/C twice to clear the calculator.

DEMONSTRATE ON POSTER AND SAY:

6. To compute 42 minus 12:

First press 4 and then 2. 

Then press the subtraction or take-away key.

Then press 1 and then 2. 

Finally, press the equals key.

Does everyone have 30?  IF NO, REVIEW THE STEPS AGAIN.

Always remember to push ON/C twice before you start each problem.

Now give the calculator to the person next to you so he or she can practice using it.

REPEAT CALCULATOR INSTRUCTIONS.

When to Use the Calculator

After the examples, the instructions tell you when to use the calculator.  Most of you will be given a
calculator to use for at least one part of your booklet.  If you are given a calculator, you will have to
decide when to use it.  For some questions, using the calculator is helpful, but for other questions,
the calculator may not be helpful.  After each question, you will be asked to indicate whether you
used the calculator.

Before we begin, please pass the calculators to the front.

COLLECT CALCULATORS.

G
R

A
D

E
 

4

A
P

P
E

N
D

IX
 E



E4

Coding the Booklet Cover

WRITE THE SCHOOL’S NAEP ID NUMBER FROM THE ROSTER ON THE CHALKBOARD. Please turn
your booklet over.  Write this number (REPEAT NUMBER) in the boxes labeled “School number.”

WRITE THE TEACHER NAMES AND ID NUMBERS FROM THE ROSTER ON THE CHALKBOARD.
Next, write the number of your mathematics teacher in the boxes labeled “Teacher number.”

Before we review the directions in the booklet, look at the example question on this poster.  Some
questions in the assessment, like this one, (POINT TO POSTER) may require 5 minutes or more for
you to think about and answer.  Think carefully about the question and write a complete answer.  Be
sure to show all of your work.  If you have any questions, raise your hand.

Booklet Directions

Now, open your booklet to the directions on the first page.  Read them to yourself as I read them out
loud.

TURN PAGE, READ DIRECTIONS AND SAMPLE QUESTIONS VERBATIM.
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Background Section

Is everyone ready to begin Section 1?  I am going to read the questions in Section 1 to you.  Listen
while I read each question, then answer them in your booklet.  Turn the page to the beginning of
Section 1, which looks like this.

TURN PAGE AND SHOW SECTION 1.  READ QUESTIONS AND ANSWER CHOICES VERBATIM AND
SLOWLY.
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Timing Booklet Sections

The rest of the booklet you will read to yourself.  I cannot answer questions or explain words to you.
If you don’t know a word, try to sound it out to yourself.

If you need to work out the answers to math problems, you may use the blank spaces in your book.

SECTION 2:
Now turn to the beginning of Section 2.  You will have 6 minutes to answer the questions in this
section.  SET TIMER FOR 6 MINUTES. Please begin. START TIMER.

AFTER 6 MINUTES, SAY: Please stop.

SECTION 3:
Look at the beginning of Section 3.  If you see the calculator instructions and the statement, “You
will need a calculator for this section,” raise your hand.  DISTRIBUTE CALCULATORS, CHECKING TO
MAKE SURE THAT CORRECT STUDENTS GET CALCULATORS.

You will have 15 minutes for Section 3.  SET TIMER FOR 15 MINUTES.  Please begin.  START TIMER.

AFTER 15 MINUTES, SAY: Please stop.  If you have a calculator, raise your hand and I will collect it.
COLLECT CALCULATORS.

SECTION 4:
Look at the beginning of Section 4.  If you see the calculator instructions and the statement, “You
will need a calculator for this section,” raise your hand.  DISTRIBUTE CALCULATORS.

You will have 15 minutes for Section 4.  SET TIMER FOR 15 MINUTES.  Please begin.  START TIMER.

AFTER 15 MINUTES, SAY: Please stop.  Raise your hand if you have a calculator and I will collect it.
COLLECT CALCULATORS.

SECTION 5:
Look at the beginning of Section 5.  If you see the calculator instructions and the statement, “You
will need a calculator for this section,” raise your hand.  DISTRIBUTE CALCULATORS.

You will have 15 minutes for Section 5.  SET TIMER FOR 15 MINUTES. Please begin.  START TIMER.

AFTER 15 MINUTES, SAY: Please stop.  Raise your hand if you have a calculator and I will collect it.
COLLECT CALCULATORS.

SECTION 6:
Now turn to the beginning of Section 6.  SET TIMER FOR 2 MINUTES. You will have 2 minutes for
this section.  Please begin.  START TIMER.
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Ending the Session

WHEN ALL STUDENTS HAVE FINISHED SECTION 6 BUT AFTER NO MORE THAN 2 MINUTES, SAY:
Please stop working and close your booklet.  If you have a packet of materials, please place the
materials back in the bag.  I will collect the booklets, pencils, and materials now. COLLECT
BOOKLETS, PENCILS, AND MATERIALS.

THANK STUDENTS AND DISMISS THEM ACCORDING TO SCHOOL POLICY.
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Grade 4 Science Session Script

[NOTE: INSTRUCTIONS TO THE ASSESSMENT ADMINISTRATOR ARE IN BOLD CAPITAL LETTERS
AND SHOULD NOT BE READ TO THE STUDENTS.]

Introduction

Hello.  My name is (YOUR NAME).  Today you will be participating in an important study on
American education.  The study is sponsored by the Department of Education of the U.S.
government.  It is called the National Assessment of Educational Progress and is sometimes called
the Nation’s Report Card.  You may hear about the study on T.V. or read about it in your newspaper.
Its goal is to find out what students your age know and can do in different school subjects.

You and your school have been specially selected to be a part of the study.  Thousands of other
students your age from schools across the country will also be involved.  To make sure that all
students receive the same instructions, I will be reading the instructions to you from this script.  In
the next 90 minutes, you will be asked to show how much you know and understand about science.
You will also be asked questions about yourself and your school experience.  

Your name will not be connected to any of the work you do here today.  No one in the school will see
your answers, and you will not receive a grade on this work.  When the study is over, your answers
will be combined with information from other students all over the country.  The results will help
government leaders, school administrators, and teachers determine what students are learning.
Because the study will have an impact on schools and students all over the country, we hope that
you will do your very best.

Distribute Materials

Now I would like to give you the materials you will be using.  Before I hand these out, please clear
your desks.  As I call your name, please come forward to get a booklet and pencil.  After you get
your booklet, remove the yellow Post-it note with your name and place it on one corner of your
desk.  Then turn the booklet face down on your desk and do not open it until I tell you to.  Please do
not bend or fold back your booklet at any time.  If you need another pencil after we begin, please
raise your hand.

CALL STUDENTS’ NAMES FROM ADMINISTRATION SCHEDULE, DISTRIBUTE BOOKLETS, PENCILS
AND OTHER MATERIALS.  RECORD A “✔” OR “A” IN THE “ADMIN. USE ONLY” COLUMN OF THE
ADMINISTRATION SCHEDULE.  DOUBLE-CHECK THAT THE STUDENT’S NAME AND BOOKLET ID
ON THE ADMIN. SCHEDULE MATCHES THAT ON THE POST-IT AND ON THE BOOKLET.  REMOVE
POST-IT BEFORE GIVING MATERIALS TO STUDENTS.
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Coding the Booklet Cover
Please turn your booklet over. 

WRITE THE SCHOOL’S NAEP ID NUMBER FROM THE ROSTER ON THE CHALKBOARD. Write this
number (REPEAT NUMBER) in the boxes labeled “School number.”

WRITE THE SCIENCE TEACHER NAMES AND ID NUMBERS FROM THE ROSTER ON THE
CHALKBOARD. Next, write the number of your science teacher in the boxes labeled 
“Teacher number.”

Booklet Directions

Now, open your booklet to the directions on the first page which looks like this.  SHOW DIRECTIONS
ON THE NEXT PAGE OF THIS SCRIPT. Read the directions to yourself as I read them out loud.

READ DIRECTIONS, EXAMPLES, AND ANSWERS VERBATIM AND SLOWLY.  DO NOT ADMIT ANY
MORE STUDENTS TO THE SESSION.
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This assessment contains many questions that require you to write an answer in your own words.
You may get partial credit even if your answer is not complete.  Therefore, it is important for you to
try to answer every question even if you think you do not know the correct answer or if you do not
know the entire answer.  You may print your answers or write your answers in cursive.

Timing Booklet Sections
In the first two sections, and in Section 5 for those who have that section,  I cannot answer
questions or explain words to you.

Remember, I will tell you when to stop work on each section and when to go to the next section.

SECTION 1:
SET TIMER FOR 20 MINUTES. Now, turn the page to the beginning of Section 1.  You will have 20
minutes for this section.  Carefully read the directions and then begin working.  Please begin.
START TIMER.

MONITOR STUDENTS, MAKING SURE THEY ARE WORKING IN THE CORRECT SECTION OF THEIR
BOOKLETS.  

AFTER 20 MINUTES, SAY: Please stop.  

SECTION 2:
SET TIMER FOR 20 MINUTES. Now turn to Section 2. 

You will have 20 minutes for Section 2.  Carefully read the directions and then begin working.
Please begin.  START TIMER.  

MONITOR STUDENTS, MAKING SURE THEY ARE WORKING IN THE CORRECT SECTION OF THEIR
BOOKLETS.

AFTER 20 MINUTES, SAY:  Please stop.

SECTION 3:
Now, please turn the page to the beginning of Section 3.  Read the directions to yourself as I read
them aloud.
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The questions in Sections 3 and 4 ask about you, your home, and your school.  Your responses to
these questions will be kept confidential.  No one will know how you answered these questions
because your name will not appear on the assessment booklet nor will it be taken out of the school.
These questions are being asked so that parents, teachers, administrators, and community leaders
can better understand the relationship between students’ experiences and how much students have
learned.  This information will be used to help improve the way students are taught.

The beginning of Section 3 looks like this.  SHOW FIRST PAGE OF SECTION 3 IN THIS SCRIPT. 
I am going to read the questions in Section 3 to you.  Listen while I read each question, then answer
in your booklet.  

READ QUESTIONS AND ANSWER CHOICES SLOWLY AND VERBATIM.
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SECTION 4:
SET TIMER FOR 7 MINUTES. Now turn to the beginning of Section 4.  You will have 7 minutes to
finish this section.  Please begin. START TIMER.

AFTER 7 MINUTES, SAY: Please stop.

COLLECT BOOKLETS AND PENCILS, THANK AND DISMISS STUDENTS NOT PARTICIPATING IN
HANDS-ON SCIENCE TASK.  TO REMAINING STUDENTS, SAY:

Turn to the directions page, which looks like this (SHOW NEXT PAGE OF SCRIPT). Read the
directions to yourself as I read them out loud.

TURN PAGE, READ DIRECTIONS SLOWLY AND VERBATIM.
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SECTION 5:
Now turn to the beginning of Section 5.  I am going to distribute the materials you will need for the
next section.  After you get your materials, return to your seat and do not begin working until I tell
you to.  Look at the top of the first page of Section 5.  If you see the word “SEEDS,” please raise
your hand.

DISTRIBUTE “SEEDS” TO ALL STUDENTS WHO HAVE RAISED THEIR HANDS, CHECKING TO MAKE
SURE THEY ARE RECEIVING THE CORRECT KIT.  CONTINUE DISTRIBUTING THE “UNKNOWN
POWDER” AND “MARKERS” KITS.

AFTER ALL KITS HAVE BEEN DISTRIBUTED, READ THE DIRECTIONS BELOW.

Look at the directions on page 1 of Section 5.  Read them to yourselves as I read them out loud.

You have been given a bag with some things in it that you will work with during the next 20 minutes.
Take all of the things out of the bag and put them on your desk.  Now look at the picture below.  Do
you have everything that is shown in the picture?  If you are missing anything, raise your hand and
you will be given the things you need.

USE COMPONENTS FROM THE SCIENCE SUPPLEMENTAL MATERIALS KIT TO REPLACE ANY
MISSING OR DEFECTIVE PARTS IN STUDENTS’ KITS.

Even though the substances you will be using are not hazardous, they are chemicals.  You should
not taste or smell them.  If safety goggles are included in your kit, please put them on before you
begin the activity.  

Now please turn to page 2 of Section 5 in your booklet.  You will have 20 minutes to complete this
last section.  SET TIMER FOR 20 MINUTES. Please begin. START TIMER.

AFTER 10 MINUTES, SAY: You have 10 minutes left to work in this section.  

AFTER 20 MINUTES, SAY: Please stop.  Turn to the last page of Section 5.  Follow the instructions
in the section labeled “Cleaning Up.”  Use paper towels to wipe up any spills, set aside any liquid
waste materials, and place all kit materials back into the large plastic bag.  All of your materials will
be collected from you.

COLLECT SCIENCE KITS AND WASTE MATERIALS.

I will collect the booklets and pencils from you now.

COLLECT BOOKLETS AND PENCILS.  
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Ending the Session
THANK STUDENTS AND DISMISS THEM ACCORDING TO SCHOOL POLICY.
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Grade 4 Mathematics Question-by-Question Specifications

Assessment Administrators may answer questions that fourth graders have about the general
background questions in Section 1. The questions in Section 1 form an important part of the
analysis of results and NAEP wants to obtain the most accurate responses possible.

To assist you in answering students’ questions, each question in the background section is repeated
below with an explanation of what information the question is attempting to obtain from the
students.

If a student feels a question in Section 1 is too personal, stress confidentiality. If that doesn’t work,
tell the student s/he does not have to answer the question.

Some of the background questions may present difficulty to students who are not living with their
mother and father at home. Below are guidelines which can be applied in these situations.

★ Questions that refer to mother or father apply to students’ natural or adoptive parents or
guardians. Answers to questions about newspapers, encyclopedia, etc., should be based on the
resources available in the home of their natural or adoptive parents or guardians.

★ For students living in foster homes, questions which refer to mother or father apply to their
foster parents. Answers to questions about newspapers, encyclopedia, etc., should be based on
the resources available in the foster home.

★ For students living in an orphanage, questions which refer to mother or father should not be
answered, and it should be noted in the outside margin of the page that the student is living in
an orphanage. Answers to questions about newspapers, encyclopedia, etc., should be based on
the resources available in the orphanage.

1. Which best describes you?

A White (not Hispanic)

B Black (not Hispanic)

C Hispanic (“Hispanic”means someone who is from a Mexican, Mexican American, Chicano, 
Puerto Rican, Cuban, or other Spanish or Hispanic background.)

D Asian or Pacific Islander (“Asian or Pacific Islander”means someone who is from a Chinese, 
Japanese, Korean, Filipino, Vietnamese, or other Asian or Pacific Island background.)

E American Indian or Alaskan Native (“American Indian or Alaskan Native” means someone 
who is from one of the American Indian tribes, or one of the original people of Alaska.)

F Other (specify) _______________________________
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Help students as much as necessary with this question. Never tell the student his or her
race/ethnicity. Help explain the options to the student. The following are guidelines for difficult
situations.

★ If the student doesn’t know race/ethnicity. The AA should ask the student which category best
describes the student’s background. If the student tells the AA that s/he is a particular group
such as “Navajo,” “Irish,”or “Japanese,” the AA may suggest an appropriate response category,
e.g., American Indian, White, or Asian.

★ If student picks two categories. If a student says that s/he is two categories, perhaps because
the mother fits into one category and the father into another, ask the student to try to pick the
one category that best describes him or her. If the student cannot decide, have the student fill in
the oval next to “Other” and write in two categories. The AA may help the student with spelling.

★ If the student says s/he is American. Ask the student that besides being American to select the
category that best describes him or her.

The following provides guidance for the response categories.

White: A person having origins in any of the original peoples of Europe (except Spain), North Africa,
or the Middle East.

Black: A person having origins in any of the Black peoples of Africa.

Hispanic: A person of Mexican, Puerto Rican, Cuban, Central or South America, or other Spanish
(but not Portuguese) culture or origin, regardless of race.

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 Pacific Islands. This area includes, for example,
China, Japan, Korea, the Philippine Islands, and Samoa.

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

Other: People who identify with more than one of the first five categories or have a background
other than the ones listed.
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2. If you are Hispanic, what is your Hispanic background?

A I am not Hispanic.

B Mexican, Mexican American, or Chicano

C Puerto Rican

D Cuban

E Other Spanish or Hispanic background

The following provides some terms used by Hispanics to describe themselves:

★ Mexican, Mexicano, Mexican American, Chicano

★ Puerto Rican, Puertorriqueno, Boricua

★ Cuban, Cubano 

★ Other Latin American, Latino, Hispanic or Spanish descent

3. How long have you lived in the United States?

A All my life

B More than 5 years but not all my life

C 3-5 years

D Less than 3 years

At this question we want the student to include only the number of years he or she has lived within
the 50 states, the District of Columbia, and U.S. territories. We are interested in the total number of
years, whether continuous or not.

4. How often do the people in your home speak a language other than English?

A Never

B Sometimes

C Always

This question focuses on the language used by people in the student’s home, excluding the student.
It asks how often people in the student’s home speak a language other than English, so a student
from an English-speaking home should pick the first option, “Never.” The student should not count
occasional use of another language by someone in his family because that person is practicing a
language for school, travel, etc.
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5. Does your family get a newspaper regularly?

A Yes

B No

C I don’t know.

Getting a newspaper “regularly”is defined as currently subscribing to a daily newspaper or
purchasing a daily newspaper at least 4 or 5 days each week. If the only newspaper published in the
area is a weekly, “regularly”is defined as getting it on a subscription basis or purchasing it at least 3
out of every 4 weeks. Newspapers obtained in school are not to be included in this question. Getting
only the Sunday paper of a daily paper, even if on a regular basis, does not meet the 4-5 days a
week definition of “regularly”and does not qualify as a “Yes” response.

6. Is there an encyclopedia in your home?

A Yes

B No

C I don’t know.

An encyclopedia is any reference source of a general nature, either printed or computerized. It does
not have to be a whole set of books or more than one volume. A single good comprehensive
reference would qualify as a positive response to be counted toward the total. This does not include
a dictionary or a world almanac or other yearly publications.

7. Are there more than 25 books in your home?

A Yes

B No

C I don’t know.

Any book, hard or soft back, that is published as a book will qualify as a “Yes” response. This does
not include periodicals, magazines, comic books, etc.

8. Does your family get any magazines regularly?

A Yes

B No

C I don’t know.

Getting any magazines “regularly” is defined as currently subscribing to a weekly or monthly
magazine or purchasing one “regularly:” that is, 3 out of every 4 weeks if the magazine is a weekly
and at least 10 months a year if the magazine is a monthly.
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9. How much television do you usually watch each day?

A None

B 1 hour or less

C 2 hours

D 3 hours

E 4 hours

F 5 hours

G 6 hours or more

This question refers to the average amount of time spent per day watching television programs and
watching videocassettes on television outside of school. If the student says the number of hours he
or she watches TV varies from day to day, the student should pick an average number of hours a
day over any given week.

10. How much time do you usually spend on homework each day?

A I don’t usually have homework assigned.

B I have homework but I don’t usually do it.

C 1/2 hour or less

D 1 hour

E More than 1 hour

This question refers to any time spent on homework, during study hall, during free time at school, at
home, etc.

11. About how many pages a day do you have to read in school and for homework?

A More than 20

B 16-20

C 11-15

D 6-10

E 5 or fewer

This question refers to the number of pages of reading that is typically assigned each day across all
subject areas to be completed in class or as homework.
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12. How many days of school did you miss last month?

A None

B 1 or 2 days

C 3 or 4 days

D 5 to 10 days

E More than 10 days

This question refers to the number of full days of school the student missed last month for any
reason, e.g., illness, skipped, sports event, extracurricular events, family vacation. However, missing
school days due to snow or other weather conditions when the school is closed should not be
included in the answer to this question. “Last month” is defined as the month prior to the month the
student is taking the assessment. For example, if the student is taking the assessment in February,
last month refers to January. The student should give his or her “best guess” as to the number of
days missed. 

13. Within the past two years, how many times have you changed schools because you changed
where you lived?

A None

B 1

C 2

D 3 or more

The purpose of this question is to gauge student mobility. A change in the school that the student
attends should be counted only if that change was a result of the student also changing where
he/she has lived.

14. How often do you discuss things you have studied in school with someone at home?

A Almost every day

B Once or twice a week

C Once or twice a month

D Never or hardly ever

This question refers to any kind of discussion that the student has with someone about school work
or anything studied in school.
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15. How often do you use a computer at home for schoolwork?

A Almost every day

B Once or twice a week

C Once or twice a month

D Never or hardly ever

E There is no computer at home.

This question refers to using a computer at home for any kind of school work. Computers used in
schools or libraries should not be included in determining the answer to this question.

16. Do you use the Internet at home?

A Yes

B No

Student should answer “Yes” if s/he has access to any dial-up service from a computer at home.
Student should answer “No” if computer access at home is confined to use of programs on the
home computer (hard, floppy, CD-ROM, or other local drives or any type of local network/LAN, even
if these programs were obtained from the Internet via a computer elsewhere.  Note that the question
asks only about computers in the home, so access to the Internet on a library, school, or other,
public computer terminal does not qualify for a “Yes” answer here. Similarly, access at a friend’s or
relative’s home or place of employment does not qualify as a “Yes” answer to this question.

17. How safe do you feel at school?

A Very safe

B Somewhat safe

C Somewhat unsafe

D Very unsafe

This question refers to feelings regarding physical safety at school. The question is meant to assess
feelings about safety in school buildings and on school grounds, and not in neighborhoods
surrounding schools.
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Grade 4 Science Question-by-Question Specifications

Assessment Administrators may answer questions that fourth graders have about the general
background questions in Section 3.  The questions in Section 3 form an important part of the
analysis of results and NAEP wants to obtain the most accurate responses possible.

To assist you in answering students’ questions, each question in the background section is repeated
below with an explanation of what information the question is attempting to obtain from the
students.

If a student feels a question in Section 3 is too personal, stress confidentiality.  If that doesn’t work,
tell the student s/he does not have to answer the question.

Some of the background questions may present difficulty to students who are not living with their
mother and father at home.  Below are guidelines which can be applied in these situations.

★ Questions that refer to mother or father apply to students’ natural or adoptive parents or
guardians.  Answers to questions about newspapers, encyclopedia, etc., should be based on the
resources available in the home of their natural or adoptive parents or guardians.

★ For students living in foster homes, questions which refer to mother or father apply to their
foster parents.  Answers to questions about newspapers, encyclopedia, etc., should be based on
the resources available in the foster home.

★ For students living in an orphanage, questions which refer to mother or father should not be
answered, and it should be noted in the outside margin of the page that the student is living in
an orphanage.  Answers to questions about newspapers, encyclopedia, etc., should be based on
the resources available in the orphanage.

1. Which best describes you?

A White (not Hispanic)

B Black (not Hispanic)

C Hispanic (“Hispanic” means someone who is from a Mexican, Mexican  American, Chicano,
Puerto Rican, Cuban, or other Spanish or Hispanic background.)

D Asian or Pacific Islander (“Asian or Pacific Islander” means someone who is from a Chinese,
Japanese, Korean, Filipino, Vietnamese, or other Asian or Pacific Island background.)

E American Indian or Alaskan Native (“American Indian or Alaskan Native” means someone
who is from one of the American Indian tribes, or one of the original people of Alaska.)

F Other (specify) ____________
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Help students as much as necessary with this question.  Never tell the student his or her
race/ethnicity.  Help explain the options to the student.  The following are guidelines for difficult
situations.

★ If the student doesn’t know race/ethnicity. The AA should ask the student which category best
describes the student’s background.  If the student tells the AA that s/he is a particular group
such as “Navajo,” “Irish,” or “Japanese,” the AA may suggest an appropriate response category,
e.g., American Indian, White, or Asian.

★ If student picks two categories. If a student says that s/he is two categories, perhaps because
the mother fits into one category and the father into another, ask the student to try to pick the
one category that best describes him or her.  If the student cannot decide, have the student fill in
the oval next to “Other” and write in two categories.  The AA may help the student with spelling.

★ If the student says s/he is American. Ask the student that besides being American to select the
category that best describes him or her.

The following provides guidance for the response categories.

White: A person having origins in any of the original peoples of Europe (except Spain), North Africa,
or the Middle East.

Black: A person having origins in any of the Black peoples of Africa.

Hispanic: A person of Mexican, Puerto Rican, Cuban, Central or South America, or other Spanish
(but not Portuguese) culture or origin, regardless of race.

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 Pacific Islands.  This area includes, for example,
China, Japan, Korea, the Philippine Islands, and Samoa.

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

Other: People who identify with more than one of the first five categories or have a background
other than the ones listed.



2. If you are Hispanic, what is your Hispanic background?

A I am not Hispanic.

B Mexican, Mexican American, or Chicano

C Puerto Rican

D Cuban

E Other Spanish or Hispanic background

The following provides some terms used by Hispanics to describe themselves:

★ Mexican, Mexicano, Mexican American, Chicano

★ Puerto Rican, Puertorriqueno, Boricua

★ Cuban, Cubano

★ Other Latin American, Latino, Hispanic or Spanish descent

3. How long have you lived in the United States?

A All my life

B More than 5 years but not all my life

C 3-5 years

D Less than 3 years

At this question we want the student to include only the number of years he or she has lived within
the 50 states, the District of Columbia, and U.S. territories.  We are interested in the total number of
years, whether continuous or not.

4. How often do the people in your home speak a language other than English?

A Never

B Sometimes

C Always

This question focuses on the language used by people in the student’s home, excluding the student.
It asks how often people in the student’s home speak a language other than English, so a student
from an English-speaking home should pick the first option, “Never.”  The student should not count
occasional use of another language by someone in his family because that person is practicing a
language for school, travel, etc.
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5. About how many books are in your home?

A None

B 1–10 (Few)

C 11–25 (Enough to fill one shelf)

D 26–100 (Enough to fill one bookcase)

E More than 100 (Enough to fill several bookcases)

Any book, hard or soft back, that is published as a book will qualify as a “Yes” response.  This does
not include periodicals, magazines, comic books, etc.

6. Does your family get a newspaper regularly?

A Yes

B No

C I don’t know.

Getting a newspaper “regularly” is defined as currently subscribing to a daily newspaper or
purchasing a daily newspaper at least 4 or 5 days each week.  If the only newspaper published in the
area is a weekly, “regularly” is defined as getting it on a subscription basis or purchasing it at least 3
out of every 4 weeks. Newspapers obtained in school are not to be included in this question.
Getting only the Sunday paper of a daily paper, even if on a regular basis, does not meet the 4-5
days a week definition of “regularly” and does not qualify as a “Yes” response.

7. Is there an encyclopedia in your home?

A Yes

B No

C I don’t know.

An encyclopedia is any reference source of a general nature, either printed or computerized.  It does
not have to be a whole set of books or more than one volume.  A single good comprehensive
reference would qualify as a positive response to be counted toward the total.  This does not include
a dictionary or a world almanac or other yearly publications.



8. Does your family get any magazines regularly?

A Yes

B No

C I don’t know.

Getting any magazines “regularly” is defined as currently subscribing to a weekly or monthly
magazine or purchasing one “regularly:” that is, 3 out of every 4 weeks if the magazine is a weekly
and at least 10 months a year if the magazine is a monthly.

9. On a school day, about how many hours do you usually watch TV or videotapes outside of
school hours?

A None

B 1 hour or less

C 2 hours

D 3 hours

E 4 hours

F 5 hours

G 6 hours or more

This question refers to the average amount of time spent per day watching television programs and
watching videocassettes on television outside of school.  If the student says the number of hours he
or she watches TV varies from day to day, the student should pick an average number of hours a
day over any given week.

10. How much time do you usually spend on homework each day?

A I don’t usually have homework assigned.

B I have homework but I don’t usually do it.

C 1/2 hour or less

D 1 hour

E More than 1 hour

This question refers to any time spent on homework, during study hall, during free time at school, 
at home, etc.
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11. How many hours of additional reading do you do each week on your own outside school, NOT
in connection with school work?

A None

B 1-2 hours

C 3-4 hours

D 5-6 hours

E 7-8 hours

F 9-10 hours

G More than 10 hours

This question refers to the number of hours of non-school-related reading a student does each
week.  For the purposes of this question, “additional reading” includes the reading of books,
magazines, newspapers, and other similar materials.

12. How many days of school did you miss last month?

A None

B 1 or 2 days

C 3 or 4 days

D 5 to 10 days

E More than 10 days

This question refers to the number of full days of school the student missed last month for any
reason, e.g., illness, skipped, sports event, extracurricular events, family vacation.  However,
missing school days due to snow or other weather conditions when the school is closed should not
be included in the answer to this question.  Last month is defined as the month prior to the month
the student is taking the assessment.  For example, if the student is taking the assessment in
February, last month refers to January.  The student should give his or her “best guess” as to the
number of days missed.



13. Since you started first grade, how many times have you changed schools, not counting when
you were promoted to the next grade?

A None

B 1

C 2

D 3 or more

The purpose of this question is to gauge student mobility.  A change in the school that the student
attends should be counted only if that change was a result of the student also changing where
he/she has lived.

14. How often do you discuss things you have studied in school with someone at home?

A Almost every day

B Once or twice a week

C Once or twice a month

D Never or hardly ever

This question refers to any kind of discussion that the student has with someone about school work
or anything studied in school.

15. How often do you use a computer at home for schoolwork?

A Almost every day

B Once or twice a week

C Once or twice a month

D Never or hardly ever

E There is no computer at home.

This question refers to using a computer at home for any kind of schoolwork.  Computers used in
schools or libraries should not be included in determining the answer to this question.
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16. Do you use the Internet at home?

A Yes

B No

Student should answer “Yes” if s/he has access to any dial-up service from a computer at home.
Student should answer “No” if computer access at home is confined to use of programs on the
home computer (hard, floppy, CD-ROM, or other local drives or any type of local network/LAN), even
if these programs were obtained from the Internet via a computer elsewhere.  Note that the question
asks only about computers in the home, so access to the Internet on a library, school, or other,
public computer terminal does not qualify for a “Yes” answer here.  Similarly, access at a friend’s or
relative’s home or place of employment is not grounds for an answer of “Yes” to this question.

17. How safe do you feel at school?

A Very safe

B Somewhat safe

C Somewhat unsafe

D Very unsafe

This question refers to feelings regarding physical safety at school.  The question is meant to assess
feelings about safety in school buildings and on school grounds, and not in neighborhoods
surrounding schools.



Grade 8 Session Scripts & Question-by-Question Specifications
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F1

Grade 8 Mathematics Session Script

[NOTE: INSTRUCTIONS TO THE ASSESSMENT ADMINISTRATOR ARE IN BOLD CAPITAL LETTERS
AND SHOULD NOT BE READ TO THE STUDENTS.]

Introduction

Hello.  My name is (YOUR NAME).  Today you will be participating in a special study on American
education.  The study is called the National Assessment of Educational Progress, and it involves
thousands of students your age from schools across the country.  To make sure that all students
receive the same instructions, I will be reading them to you from this script.

The National Assessment of Educational Progress is sponsored by the U.S. government.  Its goal is
to find out what students your age know and can do in different school subjects.  In the next 90
minutes, you will be asked to show how well you can do mathematics.  You will also be asked
questions about yourself and your school experience.

When the study is over, your answers will be combined with information from other students all over
the country.  The results will help government leaders, school administrators, and teachers to
determine what students are learning.  Because the study will have an impact on schools and
students all over the country, we hope that you will do the best that you can.

Distribute Materials

Now I would like to give you the materials you will be using.  Before I hand out your materials,
please clear your desks.  As I call your name, please come forward to get a booklet and pencil.  After
you get your booklet, turn it face up on your desk and do not open it until I tell you to.  Please do
not bend or fold back your booklet at any time.  If you need another pencil after we begin, please
raise your hand.

READ STUDENTS’ NAMES FROM ADMINISTRATION SCHEDULE.  DISTRIBUTE BOOKLETS,
PENCILS, AND OTHER MATERIALS.  RECORD A “✔“ OR “A” IN THE “ADMIN. USE ONLY”
COLUMN OF THE ADMINISTRATION SCHEDULE.  DOUBLE-CHECK THAT EACH STUDENT’S NAME
AND BOOKLET ID ON THE ADMINISTRATION SCHEDULE MATCH THOSE ON THE POST-IT AND ON
THE BOOKLET.  REMOVE POST-IT BEFORE GIVING MATERIALS TO STUDENTS.
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Some of your booklets have sections where you will need to use a protractor/ruler or other materials
to answer the questions.  If so, remove them now from inside the front cover of your booklet.

If you have a packet labeled “Y” containing a set of ten squares, a workmat, a paper strip, and a
triangle labeled Q, remove the set of squares, fold along the perforations, and separate the ten
squares.  Then put all materials back into the packet.

Please put any materials you have to one side for now while we review some instructions.

Calculator Instructions

Now look at the calculator instructions on the back of your booklet.  Some of your booklets require
using a calculator provided by the National Assessment.  I will give some of you calculators to share
as we go through these instructions now.

DISTRIBUTE CALCULATORS TO EVERY OTHER STUDENT.  DO NOT ADMIT ANY MORE STUDENTS
TO THE SESSION.

If you have a calculator now, use it to work the example.  If you do not, watch me as I show how to
use the calculator.

First, take the calculator lid off.  Notice that inside the lid is a card explaining some of the calculator
functions.  SHOW CARD.

To turn the calculator on, press ON/AC. POINT TO POSTER.

To clear the calculator, press ON/AC once or CE/C twice. POINT TO POSTER.

You should see a zero when you press either of these keys.  Any questions?

Let’s work the first example on the back of your booklet:  4 x 7.3÷2.

DEMONSTRATE ON POSTER AND SAY:

To solve this problem:

★ Enter 4, press the multiplication key .

★ Enter 7.3, press the division key .      

★ Enter 2, press the equals key .

Did everyone get 14.6? IF NO, REVIEW PROBLEM AGAIN.

Clear the calculator by pressing ON/AC.

x
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The second example is the quantity (80-14) x 6.  This problem can be solved in one of two ways
because of the parentheses.

DEMONSTRATE ON POSTER AND SAY:

The first way is as follows:

★ Enter 80, press the subtraction key .       

★ Enter 14 and press the equals key .  You should get 66.

★Next, press the multiplication key, and enter 6.

★ Finally, press the equals key to get the answer 396.

Did everyone get that answer?  IF NO, REVIEW PROBLEM.

Clear the calculator and give it to the person sitting next to you.

DEMONSTRATE ON POSTER AND SAY:

The second way to work this example is as follows:

★Press the left parenthesis key . The parenthesis will not show in the calculator display.

★ Enter 80, press the subtraction key , and enter 14. 

★Press the right parenthesis key .  You should get 66.

★ Then press the multiplication key ,  and enter 6.

★ Finally press the equals key to get the answer 396.

Did everyone get that answer?  IF NO, REVIEW PROBLEM.

Clear the calculator by pressing ON/AC.

Example 3 is the square root of 29.

DEMONSTRATE ON POSTER AND SAY:

To solve this problem, enter 29, then press the 
square root key .

The answer is 5.3851648.  Did everyone get that answer?
IF NO, REVIEW PROBLEM.

Clear the calculator.

x

=

=

-

x

=

-
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The last example is pi.

DEMONSTRATE ON POSTER AND SAY:

Press the pi key and you should see the answer 3.1415927.  

Any questions?

When to Use the Calculator

After the examples, you will see these instructions on when to use the calculator.  Each booklet has
several parts.  Most of you will be given a calculator to use for one or more parts.  If you are given a
calculator, you will have to decide when to use it.  For some questions using the calculator is helpful,
maybe even necessary, but for other questions the calculator may not be helpful.  After each
question, you will be asked to indicate whether you used the calculator.

If you have questions during the assessment, you can refer to the quick reference card on the lid of
your calculator.  Also, these instructions and examples are repeated at the beginning of each
calculator section.

Put the lid back on your calculator and pass it to the front.

COLLECT CALCULATORS.

Coding the Booklet Cover

WRITE THE SCHOOL’S NAEP ID NUMBER FROM THE ROSTER ON THE CHALKBOARD. Please turn
your booklet over.  Write this number (REPEAT NUMBER) in the boxes labeled “School number.”

WRITE THE TEACHERS’ NAMES AND ID NUMBERS FROM THE ROSTER ON THE CHALKBOARD.
Next, write the number of your mathematics teacher in the boxes labeled “Teacher number.”

Next, write the class period number that you take mathematics in the boxes labeled “Period number.”
If the class period number is only one digit, zero-fill by writing a zero in the first box.  For example, if
you take mathematics in third period, write “zero three.”  

Before we review the directions in the booklets, look at the example question on this poster.  Some
questions in the assessment, like this one, (POINT TO MATH POSTER) may require 5 minutes or
more for you to show your work and explain how you figured out the answer to the question.  You
may use drawings, words, and numbers to explain your answer.  Your answer should be clear
enough so that another person could read it and understand your thinking.  It is important to show
all of your work.  If you have any questions, raise your hand.
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Booklet Directions

Now, open your booklet to the directions on the first page.  Read the directions to yourself as I read
them out loud.

TURN PAGE, READ DIRECTIONS AND SAMPLE QUESTIONS VERBATIM.
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Background Section

Please turn to Section 1 on the next page.  The section number appears on the top outside edge of
each page.

This part has 20 questions.  Mark your answers in your book.  Fill in only one oval for each question.

1. Which best describes you?  READ CATEGORIES AND WORDS IN PARENTHESES.

A White (not Hispanic)

B Black (not Hispanic)

C Hispanic (“Hispanic” means someone who is from a Mexican, Mexican American, Chicano, 
Puerto Rican, Cuban, or other Spanish or Hispanic background.)

D Asian or Pacific Islander (“Asian or Pacific Islander” means someone who is from a 
Chinese, Japanese, Korean, Filipino, Vietnamese, or other Asian or Pacific Island 
background.)

E American Indian or Alaskan Native (“American Indian or Alaskan Native” means someone 
who is from one of the American Indian tribes, or one of the original people of Alaska.)

F Other (specify)

Timing Booklet Sections

SECTION 1:
Answer the rest of the questions in Section 1 on your own.

SET TIMER FOR 5 MINUTES. You will have 5 minutes for the rest of this section.  Please begin.
START TIMER.

AFTER 5 MINUTES, SAY: Please stop.

SECTION 2:
Now turn to the beginning of Section 2.  You will have 5 minutes for this section. SET TIMER FOR 5
MINUTES. Please begin.  START TIMER.

AFTER 5 MINUTES, SAY: Please stop.

The next three sections of your booklet contain mathematics questions.
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SECTION 3:
Look at the beginning of Section 3.  If you see the calculator instructions and the statement,  “You
will need a calculator for this section,” raise your hand.  DISTRIBUTE CALCULATORS, CHECKING TO
MAKE SURE THAT CALCULATOR INSTRUCTIONS APPEAR AT THE BEGINNING OF THIS SECTION
OF THE STUDENT’S BOOKLET.

You will have 15 minutes for Section 3. SET TIMER FOR 15 MINUTES. Please begin.  START
TIMER.

AFTER 15 MINUTES, SAY: Please stop.  If you have a calculator, raise your hand and I will collect it.
COLLECT CALCULATORS.

SECTION 4:
Look at the beginning of Section 4.  If you see the calculator instructions and the statement, “You
will need a calculator for this section,”  raise your hand.  DISTRIBUTE CALCULATORS.

You will have 15 minutes for Section 4.  SET TIMER FOR 15 MINUTES. Please begin.  START
TIMER.

AFTER 15 MINUTES, SAY: Please stop.  Raise your hand if you have a calculator and I will collect it.
COLLECT CALCULATORS.

SECTION 5:
Look at the beginning of Section 5.  If you see the calculator instructions and the statement, “You
will need a calculator for this section,” raise your hand.  DISTRIBUTE CALCULATORS.

You will have 15 minutes for Section 5.  SET TIMER FOR 15 MINUTES. Please begin.  START
TIMER.

AFTER 15 MINUTES, SAY: Please stop.  Raise your hand if you have a calculator and I will collect it.
COLLECT CALCULATORS.

SECTION 6:
Now turn to the beginning of Section 6.  SET TIMER FOR 2 MINUTES.  You will have 2 minutes for
this section.  Please begin.  START TIMER.

Ending the Session

WHEN ALL STUDENTS HAVE FINISHED SECTION 6 BUT AFTER NO MORE THAN 2 MINUTES, SAY:
Please stop working and close your booklets.  If you have a packet of materials, please place the
materials back in the bag.  I will collect the booklets, pencils, and materials now. COLLECT
BOOKLETS, PENCILS, AND MATERIALS.

THANK STUDENTS AND DISMISS THEM ACCORDING TO SCHOOL POLICY.
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Grade 8 Science Session Script

[NOTE: INSTRUCTIONS TO THE ASSESSMENT ADMINISTRATOR ARE IN BOLD CAPITAL LETTERS
AND SHOULD NOT BE READ TO THE STUDENTS.]

Introduction

Hello.  My name is (YOUR NAME).  Today you will be participating in an important study on
American education.  The study is sponsored by the Department of Education of the U.S.
government.  It is called the National Assessment of Educational Progress and is sometimes called
the Nation’s Report Card.  You may hear about the study on T.V. or read about it in your newspaper.
Its goal is to find out what students your age know and can do in different school subjects.

You and your school have been specially selected to be a part of the study.  Thousands of other
students your age from schools across the country will also be involved.  To make sure that all
students receive the same instructions, I will be reading the instructions to you from this script.  In
the next 2 hours, you will be asked to show how much you know and understand about science.
You will also be asked questions about yourself and your school experience.  

Your name will not be connected to any of the work you do here today.  No one in the school will see
your answers, and you will not receive a grade on this work.  When the study is over, your answers
will be combined with information from other students all over the country.  The results will help
government leaders, school administrators, and teachers determine what students are learning.
Because the study will have an impact on schools and students all over the country, we hope that
you will do your very best.

Distribute Materials

Now I would like to give you the materials you will be using.  Before I hand these out, please clear
your desks.  As I call your name, please come forward to get a booklet and pencil.  After you get
your booklet, turn it face down on your desk and do not open it until I tell you to.  Please do not
bend or fold back your booklet at any time.  If you need another pencil after we begin, please raise
your hand.

READ STUDENTS’ NAMES FROM ADMINISTRATION SCHEDULE.  DISTRIBUTE BOOKLETS,
PENCILS, AND OTHER MATERIALS.  RECORD A “✔“ OR “A” IN THE “ADMIN. USE ONLY”
COLUMN OF THE ADMINISTRATION SCHEDULE.  DOUBLE-CHECK THAT EACH STUDENT’S NAME
AND BOOKLET ID ON THE ADMINISTRATION SCHEDULE MATCH THOSE ON THE POST-IT AND ON
THE BOOKLET.  REMOVE POST-IT BEFORE GIVING MATERIALS TO STUDENTS.
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Coding the Booklet Cover

WRITE THE SCHOOL’S NAEP ID NUMBER FROM THE ROSTER ON THE CHALKBOARD. Please turn
your booklet over.  Write this number (REPEAT NUMBER) in the boxes labeled “School number.”

WRITE THE SCIENCE TEACHER NAMES AND ID NUMBERS FROM THE ROSTER ON THE
CHALKBOARD. Next, write the number of your science teacher in the boxes labeled “Teacher
number.”

Now write the class period number that you take science in the boxes labeled “Period number.”
If the class period number is only one digit, zero-fill by writing a zero in the first box.  For example, if
you take science in third period, write “zero three.”

Booklet Directions

Now, open your booklet to the directions on the first two pages.  Read them to yourself as I read
them out loud.

READ DIRECTIONS AND SAMPLE QUESTIONS VERBATIM AND SLOWLY.  DO NOT ADMIT ANY
MORE STUDENTS TO THE SESSION.
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This assessment contains many questions that require you to write an answer in your own words.
You may get partial credit even if your answer is not complete.  Therefore, it is important for you to
try to answer every question even if you think you do not know the correct answer or if you do not
know the entire answer.

Timing Booklet Sections

There are a total of 4 or 5 different sections in each of your booklets.  Remember, I will tell you when
to stop work on each section and when to go to the next section.

SECTION 1:
SET TIMER FOR 30 MINUTES. Now, turn the page to the beginning of Section 1.  You will have 30
minutes for this section.  Carefully read the directions and then begin working.  START TIMER.

MONITOR STUDENTS, MAKING SURE THEY ARE WORKING IN THE CORRECT SECTION OF THEIR
BOOKLETS.  

AFTER 30 MINUTES, SAY: Please stop.  

SECTION 2:
SET TIMER FOR 30 MINUTES. Now turn to Section 2. You will have 30 minutes for Section 2.
Carefully read the directions and then begin working.  START TIMER.  

MONITOR STUDENTS, MAKING SURE THEY ARE WORKING IN THE CORRECT SECTION OF THEIR
BOOKLETS.

AFTER 30 MINUTES, SAY: Please stop.

SECTION 3:
Now, please turn the page to the directions for Sections 3 and 4.  Read the directions to yourself as I
read them out loud.
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The questions in Sections 3 and 4 ask about you, your home, and your school.  Your responses to
these questions will be kept confidential.  No one will know how you answered these questions
because your name will not appear on the assessment booklet nor will it be taken out of the school.
These questions are being asked so that parents, teachers, administrators, and community leaders
can better understand the relationship between students’ experiences and how much students have
learned.  This information will be used to help improve the way students are taught.

SET TIMER FOR 5 MINUTES.  You will have 5 minutes to answer the questions in Section 3.  Please
begin.  START TIMER.

AFTER 5 MINUTES, SAY: Please stop.

SECTION 4:
SET TIMER FOR 7 MINUTES. Now turn to the beginning of Section 4.  You will have 7 minutes to
finish this section.  Please begin.  START TIMER.

AFTER 7 MINUTES, SAY: Please stop.

COLLECT BOOKLETS AND PENCILS, THANK AND DISMISS STUDENTS NOT PARTICIPATING IN
HANDS-ON SCIENCE TASK.  TO REMAINING STUDENTS, SAY:

Turn the page in your booklets to the Directions, which look like this.  SHOW NEXT PAGE IN SCRIPT.
Read the directions to yourself as I read them out loud.  

TURN PAGE, READ DIRECTIONS SLOWLY AND VERBATIM.
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SECTION 5:
Now turn to the beginning of Section 5.  I am going to distribute the materials you will need for the
next section.  After you get your materials, return to your seat and do not begin working until I tell
you to.  Look at the top of the first page of Section 5.  If you see the words “MARKERS,” please
raise your hand.

DISTRIBUTE “MARKERS” TO ALL STUDENTS WHO HAVE RAISED THEIR HANDS, CHECKING TO
MAKE SURE THEY ARE RECEIVING THE CORRECT KIT.  CONTINUE DISTRIBUTING THE
“POWDERS” AND “SOIL TESTS” KITS.

AFTER ALL KITS HAVE BEEN DISTRIBUTED, READ THE DIRECTIONS BELOW.

Look at the directions on page 1 of Section 5.  Read them to yourself as I read them out loud.

For this task, you have been given a kit that contains materials that you will use to perform an
investigation during the next 30 minutes.  Please open your kit now and use the following diagram to
check that all of the materials in the diagram are included in your kit.  If any materials are missing,
raise your hand and the administrator will provide you with the materials you need.

USE COMPONENTS FROM THE SCIENCE SUPPLEMENTAL MATERIALS KIT TO REPLACE ANY
MISSING OR DEFECTIVE PARTS IN STUDENTS’ KITS.

Even though the substances you will be using are not hazardous, they are chemicals.  You should
not taste or smell them.  If safety goggles are included in your kit, please put them on before you
begin the activity.  

Now please turn to page 2 of Section 5 in your booklet.  You will have 30 minutes to complete this
last section.  SET TIMER FOR 30 MINUTES. Please begin.  START TIMER.

AFTER 15 MINUTES, SAY:  You have 15 minutes left to work in this section.  

AFTER 30 MINUTES, SAY: Please stop.  Turn to the last page of Section 5.  Follow the instructions
in the section labeled “Cleaning Up.”  Use paper towels to wipe up any spills, set aside any liquid
waste materials, and place all kit materials back into the large plastic bag.  All of your materials will
be collected from you.

COLLECT SCIENCE KITS AND WASTE MATERIALS.  

I will collect the booklets and pencils from you now.  COLLECT BOOKLETS AND PENCILS.  

Ending the Session

THANK STUDENTS AND DISMISS THEM ACCORDING TO SCHOOL POLICY.
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Grade 8 Mathematics Question-by-Question Specifications

Assessment Administrators may answer questions that eighth graders have about the general
background questions in Section 1. The questions in Section 1 form an important part of the
analysis of results and NAEP wants to obtain the most accurate responses possible.

To assist you in answering students’ questions, each question in the background section is repeated
below with an explanation of what information the question is attempting to obtain from the
students.

If a student feels a question in Section 1 is too personal, stress confidentiality. If that doesn’t work,
tell the student s/he does not have to answer the question.

Some of the background questions may present difficulty to students who are not living with their
mother and father at home. Below are guidelines which can be applied in these situations.

★ Questions that refer to mother or father apply to students’ natural or adoptive parents or
guardians. Answers to questions about newspapers, encyclopedia, etc., should be based on the
resources available in the home of their natural or adoptive parents or guardians.

★ For students living in foster homes, questions which refer to mother or father apply to their
foster parents. Answers to questions about newspapers, encyclopedia, etc., should be based on
the resources available in the foster home.

★ For students living in an orphanage, questions which refer to mother or father should not be
answered, and it should be noted in the outside margin of the page that the student is living in
an orphanage. Answers to questions about newspapers, encyclopedia, etc., should be based on
the resources available in the orphanage.

1. Which best describes you?

A. White (not Hispanic)

B Black (not Hispanic)

C Hispanic (“Hispanic” means someone who is from a Mexican, Mexican American, Chicano,
Puerto Rican, Cuban, or other Spanish or Hispanic background.)

D Asian or Pacific Islander (“Asian or Pacific Islander” means someone who is from a Chinese,
Japanese, Korean, Filipino, Vietnamese, or other Asian or Pacific Island background.)

E American Indian or Alaskan Native (“American Indian or Alaskan Native” means someone
who is from one of the American Indian tribes, or one of the original people of Alaska.)

F Other (specify)
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Help students as much as necessary with this question. Never tell the student his or her
race/ethnicity. Help explain the options to the student. The following are guidelines for difficult
situations.

★ If the student doesn’t know race/ethnicity. The AA should ask the student which category best
describes the student’s background. If the student tells the AA that s/he is a particular group
such as “Navajo,” “Irish,” or “Japanese,” the AA may suggest an appropriate response category,
e.g., American Indian, White, or Asian.

★ If student picks two categories. If a student says that s/he is two categories, perhaps because
the mother fits into one category and the father into another, ask the student to try to pick the
one category that best describes him or her. If the student cannot decide, have the student fill in
the oval next to “Other” and write in two categories. The AA may help the student with spelling.

★ If the student say s/he is American. Ask the student that besides being American to select the
category that best describes him or her. The following provides guidance for the response
categories.

White: A person having origins in any of the original peoples of Europe (except Spain), North Africa,
or the Middle East.

Black: A person having origins in any of the Black peoples of Africa.

Hispanic: A person of Mexican, Puerto Rican, Cuban, Central or South America, or other Spanish
(but not Portuguese) culture or origin, regardless of race.

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 Pacific Islands. This area includes, for example,
China, Japan, Korea, the Philippine Islands, and Samoa.

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

Other: People who identify with more than one of the first five categories or have a background
other than the ones listed.
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2.   If you are Hispanic, what is your Hispanic background?

A I am not Hispanic.

B Mexican, Mexican American, or Chicano

C Puerto Rican

D Cuban

E Other Spanish or Hispanic background

The following provides some terms used by Hispanics to describe themselves:

★ Mexican, Mexicano, Mexican American, Chicano

★ Puerto Rican, Puertorriqueno, Boricua

★ Cuban, Cubano

★ Other Latin American, Latino, Hispanic, or Spanish descent

3. How long have you lived in the United States?

A All my life

B More than 5 years but not all my life

C 3-5 years

D Less than 3 years

At this question we want the student to include only the number of years he or she has lived within
the 50 states, the District of Columbia, and U.S. territories. We are interested in the total number of
years, whether continuous or not.
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4. How often do the people in your home speak a language other than English?

A Never

B Sometimes

C Always

This question focuses on the language used by people in the student’s home, excluding the student.
It asks how often people in the student’s home speak a language other than English, so a student
from an English-speaking home should pick the first option, “Never.” The student should not count
occasional use of another language by someone in his family because that person is practicing a
language for school, travel, etc.

5. How far in school did your mother go?

A She did not finish high school.

B She graduated from high school.

C She had some education after high school.

D She graduated from college.

E I don’t know.

In the absence of a natural or adoptive mother or female guardian, this question applies to the
female in the student’s home who is responsible for the day-to-day care of the student; that is, a
stepmother, a grandmother, some other adult female relative, or an unrelated person, such as a
foster mother. If the student spent or spends time living with both a biological mother and a
stepmother, we need the information on whomever the student has lived with the most in his or her
lifetime. If the female parent figure is absent from the home, the student should still answer to the
best of his or her knowledge about the education of that female parent figure.

Option B, “She graduated from high school,” refers to receiving a high school diploma or receiving
a GED or High School Equivalency.  Option C, “She had some education after high school,” refers to
participation in any type of post-secondary education, e.g., vocational, technical or business school,
2-year or four-year college or university, or service academy. Option D, “She graduated from
college,” refers to having a degree (e.g., B.A., B.S.) from a 4-year college, university, or service
academy program. Students whose mother (or female parent figure) started but did not complete a
4-year program should fill in option C, not option D.  If the student’s mother is currently in school,
the student should code the category for the highest level of schooling the mother has ¨ at the time
of the assessment.
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6. How far in school did your father go?

A He did not finish high school.

B He graduated from high school.

C He had some education after high school.

D He graduated from college.

E I don’t know.

Follow the same guidelines used in prior question except apply them to the student’s father or
stepfather.

7. Does your family get a newspaper regularly?

A Yes

B No

C I don’t know.

Getting a newspaper “regularly” is defined as currently subscribing to a daily newspaper or
purchasing a daily newspaper at least 4 or 5 days each week. If the only newspaper published in the
area is a weekly, “regularly” is defined as getting it on a subscription basis or purchasing it at least 3
out of every 4 weeks. Newspapers obtained in school are not to be included in this question. Getting
only the Sunday paper of a daily paper, even if on a regular basis, does not meet the 4-5 days a
week definition of “regularly” and does not qualify as a “Yes” response.

8. Is there an encyclopedia in your home?

A Yes

B No

C I don’t know. 

An encyclopedia is any reference source of a general nature, either printed or computerized. It does
not have to be a whole set of books or more than one volume. A single good comprehensive
reference would qualify as a positive response to be counted toward the total. This does not include
a dictionary or a world almanac or other yearly publications.
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9. Are there more than 25 books in your home?

A Yes

B No

C I don’t know.

Any book, hard or soft back, that is published as a book will qualify as a “Yes” response. This does
not include periodicals, magazines, comic books, etc.

10. Does your family get any magazines regularly?

A Yes

B No

C I don’t know.

Getting any magazines “regularly” is defined as currently subscribing to a weekly or monthly
magazine or purchasing one “regularly:” that is, 3 out of every 4 weeks if the magazine is a weekly
and at least 10 months a year if the magazine is a monthly.

11. How much television do you usually watch each day?

A None

B 1 hour or less

C 2 hours

D 3 hours

E 4 hours

F 5 hours

G 6 hours or more 

This question refers to the average amount of time spent per day watching television programs and
watching videocassettes on television outside of school. If the student says the number of hours he
or she watches TV varies from day to day, the student should pick an average number of hours a
day over any given week.
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12. How much time do you usually spend on homework each day?

A I don’t usually have homework assigned.

B I have homework but I don’t usually do it.

C 1/2 hour or less

D 1 hour

E More than 1 hour

This question refers to any time spent on homework, during study hall, during free time at school, at
home, etc.

13. About how many pages a day do you have to read in school and for homework?

A More than 20

B 16-20

C 11-15

D 6-10

E 5 or fewer

This question refers to the number of pages of reading that is typically assigned each day across all
subject areas to be completed in class or as homework.

14. How many days of school did you miss last month?

A None

B 1 or 2 days

C 3 or 4 days

D 5 to 10 days

E More than 10 days

This question refers to the number of full days of school the student missed last month for any
reason, e.g., illness, skipped, sports event, extracurricular events, family vacation. However, missing
school days due to snow or other weather conditions when the school is closed should not be
included in the answer to this question. “Last month” is defined as the month prior to the month the
student is taking the assessment. For example, if the student is taking the assessment in February,
last month refers to January. The student should give his or her “best guess” as to the number of
days missed.
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15. Within the past two years, how many times have you changed schools because you changed
where you lived?

A None

B 1

C 2

D 3 or more

The purpose of this question is to gauge student mobility. A change in the school that the student
attends should be counted only if that change was a result of the student also changing where
he/she has lived.

16. How often do you discuss things you have studied in school with someone at home?

A Almost every day

B Once or twice a week

C Once or twice a month

D Never or hardly ever

This question refers to any kind of discussion that the student has with someone about school work
or anything studied in school.

17.  How often do you use a computer at home for schoolwork?

A Almost every day

B Once or twice a week

C Once or twice a month

D Never or hardly ever

E There is no computer at home.

This question refers to using a computer at home for any kind of school work. Computers used in
schools or libraries should not be included in determining the answer to this question.
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18. Do you use the Internet at home?

A Yes

B No

Student should answer “Yes” if s/he has access to any dial-up service from a computer at home.
Student should answer “No” if computer access at home is confined to use of programs on the
home computer (hard, floppy, CD-ROM, or other local drives or any type of local network/LAN), even
if these programs were obtained from the Internet via a computer elsewhere.  Note that the question
asks only about computers in the home, so access to the Internet on a library, school, or other
public computer terminal does not qualify for a “Yes” answer here.  Similarly, access at a friend’s or
relative’s home or place of employment does not qualify as a “Yes” answer to this question.

19. How safe do you feel at school?

A Very safe

B Somewhat safe

C Somewhat unsafe

D Very unsafe

This question refers to feelings regarding physical safety at school. The question is meant to assess
feelings about safety in school buildings and on school grounds, and not in neighborhoods
surrounding schools.

20. How much education do you think you will complete?

A I will not finish high school.

B I will graduate from high school.

C I will have some education after high school.

D I will graduate from college.

E I will go to graduate school.

F I don’t know.

In this question, “school” refers to any kind of formal education the student plans to obtain (trade
schools, professional schools, and other similar institutions should be included). If students plan
after high school to enter a trade or professional school, they should select option C, “I will have
some education after high school.” Students planning to attend college should not choose this
option, even if they plan to attend a trade school and college. Finally, the military should not, in and
of itself, be counted as further schooling.
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Grade 8 Science Question-by-Question Specifications

Assessment Administrators may answer questions that eighth graders have about the general
background questions in Section 3.  The questions in Section 3 form an important part of the
analysis of results and NAEP wants to obtain the most accurate responses possible.

To assist you in answering students’ questions, each question in the background section is repeated
below with an explanation of what information the question is attempting to obtain from the
students.

If a student feels a question in Section 3 is too personal, stress confidentiality.  If that doesn’t work,
tell the student s/he does not have to answer the question.

Some of the background questions may present difficulty to students who are not living with their
mother and father at home.  Below are guidelines which can be applied in these situations.

★ Questions that refer to mother or father apply to students’ natural or adoptive parents or
guardians.  Answers to questions about newspapers, encyclopedia, etc., should be based on the
resources available in the home of their natural or adoptive parents or guardians.

★ For students living in foster homes, questions which refer to mother or father apply to their
foster parents.  Answers to questions about newspapers, encyclopedia, etc., should be based on
the resources available in the foster home.

★ For students living in an orphanage, questions which refer to mother or father should not be
answered, and it should be noted in the outside margin of the page that the student is living in
an orphanage.  Answers to questions about newspapers, encyclopedia, etc., should be based on
the resources available in the orphanage.

1. Which best describes you?

A White (not Hispanic)

B Black (not Hispanic)

C Hispanic (“Hispanic” means someone who is from a Mexican, Mexican American,  Chicano,
Puerto Rican, Cuban, or other Spanish or Hispanic background.)

D Asian or Pacific Islander (“Asian or Pacific Islander” means someone who is from a Chinese,
Japanese, Korean, Filipino, Vietnamese, or other Asian or Pacific Island background.)

E American Indian or Alaskan Native (“American Indian or Alaskan Native” means someone
who is from one of the American Indian tribes, or one of the original people of Alaska.)

F Other (specify) ____________
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Help students as much as necessary with this question.  Never tell the student his or her
race/ethnicity.  Help explain the options to the student.  The following are guidelines for 
difficult situations.

★ If the student doesn’t know race/ethnicity. The AA should ask the student which category best
describes the student’s background.  If the student tells the AA that s/he is a particular group
such as “Navajo,” “Irish,” or “Japanese,” the AA may suggest an appropriate response category,
e.g., American Indian, White, or Asian.

★ If student picks two categories. If a student says that s/he is two categories, perhaps because
the mother fits into one category and the father into another, ask the student to try to pick the
one category that best describes him or her.  If the student cannot decide, have the student fill in
the oval next to “Other” and write in two categories.  The AA may help the student with spelling.

★ If the student says s/he is American. Ask the student that besides being American to select the
category that best describes him or her.

The following provides guidance for the response categories.

White: A person having origins in any of the original peoples of Europe (except Spain), North Africa,
or the Middle East.

Black: A person having origins in any of the Black peoples of Africa.

Hispanic: A person of Mexican, Puerto Rican, Cuban, Central or South America, or other Spanish
(but not Portuguese) culture or origin, regardless of race.

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 Pacific Islands.  This area includes, for example,
China, Japan, Korea, the Philippine Islands, and Samoa.

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

Other: People who identify with more than one of the first five categories or have a background
other than the ones listed.
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2. If you are Hispanic, what is your Hispanic background?

A I am not Hispanic.

B Mexican, Mexican American, or Chicano

C Puerto Rican

D Cuban

E Other Spanish or Hispanic background

The following provides some terms used by Hispanics to describe themselves:

★ Mexican, Mexicano, Mexican American, Chicano

★ Puerto Rican, Puertorriqueno, Boricua

★ Cuban, Cubano

★ Other Latin American, Latino, Hispanic or Spanish descent

3. How long have you lived in the United States?

A All my life

B More than 5 years but not all my life

C 3-5 years

D Less than 3 years

At this question we want the student to include only the number of years he or she has lived within
the 50 states, the District of Columbia, and U.S. territories.  We are interested in the total number 
of years, whether continuous or not.
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4. How often do the people in your home speak a language other than English?

A Never

B Sometimes

C Always

This question focuses on the language used by people in the student’s home, excluding the student.
It asks how often people in the student’s home speak a language other than English, so a student
from an English-speaking home should pick the first option, “Never.”  The student should not count
occasional use of another language by someone in his family because that person is practicing a
language for school, travel, etc.

5. How much education did your mother receive?  (“Mother” can be a mother, stepmother, or
female guardian.)

A She did not finish high school.

B She graduated from high school.

C She had some education after high school.

D She graduated from college.

E I don’t know.

In the absence of a natural or adoptive mother or female guardian, this question applies to the
female in the student’s home who is responsible for the day-to-day care of the student; that is, a
stepmother, a grandmother, some other adult female relative, or an unrelated person, such as a
foster mother.  If the student spent or spends time living with both a biological mother and a
stepmother, we need the information on whomever the student has lived with the most in his or her
lifetime.  If the female parent figure is absent from the home, the student should still answer to the
best of his or her knowledge about the education of that female parent figure.

Option B, “She graduated from high school,” refers to receiving a high school diploma or receiving
a GED or High School Equivalency.  Option C, “She had some education after high school,” refers to
participation in any type of post-secondary education, e.g., vocational, technical or business school,
2-year or 4-year college or university, or service academy.  Option D, “She graduated from college,”
refers to having a degree (e.g., B.A., B.S.) from a 4-year college, university, or service academy
program.  Students whose mother (or female parent figure) started but did not complete a four-year
program should fill in option C, not option D.  If the student’s mother is currently in school, the
student should code the category for the highest level of schooling the mother has completed at the
time of the assessment.
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6. How much education did your father receive?  (“Father” can be a father, stepfather, or male
guardian.)

A He did not finish high school.

B He graduated from high school.

C He had some education after high school.

D He graduated from college.

E I don’t know.

Follow the same guidelines used in prior question except apply them to the student’s father or
stepfather.

7. About how many books are in your home?

A None

B 1-10 (Few)

C 11-25 (Enough to fill one shelf)

D 26-100 (Enough to fill one bookcase)

E More than 100 (Enough to fill several bookcases)

Any book, hard or soft back, that is published as a book will qualify as a “Yes” response.  This does
not include periodicals, magazines, comic books, etc.

8. Does your family get a newspaper regularly?

A Yes

B No

C I don’t know.

Getting a newspaper “regularly” is defined as currently subscribing to a daily newspaper or
purchasing a daily newspaper at least 4 or 5 days each week.  If the only newspaper published in the
area is a weekly, “regularly” is defined as getting it on a subscription basis or purchasing it at least 3
out of every 4 weeks.  Newspapers obtained in school are not to be included in this question.
Getting only the Sunday paper of a daily paper, even if on a regular basis, does not meet the 4-5
days a week definition of “regularly” and does not qualify as a “Yes” response.

F35

A
P

P
E

N
D

IX
 F



F36

G
R

A
D

E
 

8

9. Is there an encyclopedia in your home?

A Yes

B No

C I don’t know.

An encyclopedia is any reference source of a general nature, either printed or computerized.  It does
not have to be a whole set of books or more than one volume.  A single good comprehensive
reference would qualify as a positive response to be counted toward the total.  This does not include
a dictionary or a world almanac or other yearly publications.

10. Does your family get any magazines regularly?

A Yes

B No

C I don’t know.

Getting any magazines “regularly” is defined as currently subscribing to a weekly or monthly
magazine or purchasing one “regularly:” that is, 3 out of every 4 weeks if the magazine is a weekly
and at least 10 months a year if the magazine is a monthly.

11. On a school day, about how many hours do you usually watch TV or videotapes outside 
of school hours?

A None

B 1 hour or less

C 2 hours

D 3 hours

E 4 hours

F 5 hours

G 6 hours or more

This question refers to the average amount of time spent per day watching television programs and
watching videocassettes on television outside of school.  If the student says the number of hours he
or she watches TV varies from day to day, the student should pick an average number of hours a
day over any given week.



G
R

A
D

E
 

8

12. How much time do you usually spend on homework each day?

A I don’t usually have homework assigned.

B I have homework but I don’t usually do it.

C 1/2 hour or less

D 1 hour

E More than 1 hour

This question refers to any time spent on homework, during study hall, during free time at school, at
home, etc.

13. How many hours of additional reading do you do each week on your own outside school, NOT
in connection with school work?

A None

B 1-2 hours

C 3-4 hours

D 5-6 hours

E 7-8 hours

F 9-10 hours

G More than 10 hours

This question refers to the number of hours of non-school-related reading a student does each
week.  For the purposes of this question, “additional reading” includes the reading of books,
magazines, newspapers, and other similar materials.
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14. How many days of school did you miss last month?

A None

B 1 or 2 days

C 3 or 4 days

D 5 to 10 days

E More than 10 days

This question refers to the number of full days of school the student missed last month for any
reason, e.g., illness, skipped, sports event, extracurricular events, family vacation.  However,
missing school days due to snow or other weather conditions when the school is closed should not
be included in the answer to this question.  Last month is defined as the month prior to the month
the student is taking the assessment.  For example, if the student is taking the assessment in
February, last month refers to January.  The student should give his or her “best guess” as to the
number of days missed.

15. Since you started first grade, how many times have you changed schools, not counting when
you  were promoted to the next grade?

A None

B 1

C 2

D 3

E 4

F 5

G 6

H 7 or more

The purpose of this question is to gauge student mobility.  A change in the school that the student
attends should be counted only if that change was a result of the student also changing where
he/she has lived.
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16. How often do you discuss things you have studied in school with someone at home?

A Almost every day

B Once or twice a week

C Once or twice a month

D Never or hardly ever

This question refers to any kind of discussion that the student has with someone about schoolwork
or anything studied in school.

17. How often do you use a computer at home for schoolwork?

A Almost every day

B Once or twice a week

C Once or twice a month

D Never or hardly ever

E There is no computer at home.

This question refers to using a computer at home for any kind of schoolwork.  Computers used in
schools or libraries should not be included in determining the answer to this question.

18. Do you use the Internet at home?

A Yes

B No

Student should answer “Yes” if s/he has access to any dial-up service from a computer at home.
Student should answer “No” if computer access at home is confined to use of programs on the
home computer (hard, floppy, CD-ROM, or other local drives or any type of local network/LAN), even
if these programs were obtained from the Internet via a computer elsewhere.  Note that the question
asks only about computers in the home, so access to the Internet on a library, school, or other
public computer terminal does not qualify for a “Yes” answer here.  Similarly, access at a friend’s or
relative’s home or place of employment is not grounds for an answer of “Yes” to this question.
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19. How safe do you feel at school?

A Very safe

B Somewhat safe

C Somewhat unsafe

D Very unsafe

This question refers to feelings regarding physical safety at school.  The question is meant to assess
feelings about safety in school buildings and on school grounds, and not in neighborhoods
surrounding schools.

20. How much education do you think you will complete?

A I will not finish high school.

B I will graduate from high school.

C I will have some education after high school.

D I will graduate from college.

E I will go to graduate school.

F I don’t know.

In this question, “school” refers to any kind of formal education the student plans to obtain (trade
schools, professional schools, and other similar institutions should be included).  If students plan
after high school to enter a trade or professional school, they should select option C, “I will have
some education after high school.”  Students planning to attend college should not choose this
option, even if they plan to attend a trade school and college.  Finally, the military should not, in
and of itself, be counted as further schooling.
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PICKUP REQUEST FORM

UPS AUTHORIZED RETURN SERVICE (A.R.S.) 
FAX FORM

1. Place a pre-addressed A.R.S. return label on each box being returned. UPS WILL NOT TAKE
PACKAGES WITHOUT A.R.S. LABELS.

2. If you are using the boxes in which the materials were sent to you, cover the original UPS label with
the A.R.S. label.

3. THE A.R.S. LABELS ARE SCANNABLE AND FOR THAT REASON, MAKE NO ALTERATIONS
TO THE LABEL.  UPS WILL NOT ACCEPT A.R.S. PACKAGES WITH ALTERED LABELS.

4. If you need additional labels do not photocopy labels. UPS will not accept packages with photocopied
A.R.S. labels. If you need additional A.R.S. labels, call NCS customer service at 1-888-627-6237 to
request additional labels.

Arranging for Pickup.

∑ If UPS normally delivers or picks up packages to your school, they will pick up the boxes for return to
NCS.  Place the boxes in the designated pickup area in your school.

∑ If UPS does not make regular pickups at your school, you can fax the Pickup Request form to UPS
using this toll-free number

1-877-899-3493 or call UPS at 1-800-PICK-UPS (1-800-742-5877) 

∑ If you are unable to fax the form, call NCS at 1-888-627-6237, toll-free, and they will arrange for
pickup of your materials.

Write the number of boxes being returned and date available below, then fax to UPS for Pickup

Pickup Request Form
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H1

Pickup Materials from: 
Contact Person:                                     Telephone: 

Address:

How Many A.R.S./Two Day Air Packages  ______

Date Packages will be available for pickup   _____/_____/_00_
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