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When the school coordinator receives the SD/LEP
Questionnaires, your supervisor will have entered
the following information on each SD/LEP
Questionnaire cover:

The NAEP School ID;

The date the questionnaire is to be returned;

The 10-digit student booklet ID (from the
Administration Schedule);

The student’s demographic information (from
the Administration Schedule); 

The student’s line number and session num-
ber (from the Administration Schedule); and

The name of the student for whom the 
questionnaire needs to be completed (on 
the removable label).

Your supervisor will have entered the following 
in Section II of the Roster;

The student’s name;

The 10-digit booklet ID (from the
Administration Schedule); and

The SD/LEP Questionnaire ID (from the
SD/LEP Questionnaire cover).

On assessment day, you will need to shade in the
appropriate oval in the Returned column on the
Roster. You will also need to remove the label
bearing the student’s name from the question-
naire cover prior to shipping the material back to
NCS Pearson. If there is any missing information
from the cover or Roster, you will need to enter it
after the assessment.

Verify Assessment 
Materials

After each preassessment call, 
ACs will need to check the session boxes they
received for that school, gather any additional
material from the bulk supplies, and request
additional material, if necessary. It is important 
to verify school materials immediately after each
preassessment call, so you will have time to
request and receive additional supplies from 
NCS Pearson and/or Westat.
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Example of an Administration Schedule 
with Corresponding Bundle Slips
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*Only in grade 12 Session Type A schools is 
a distinction made between public and private
school bundles. The materials for grade 12 public
schools and private schools are identical; the 
only difference is the proportion of reading and

writing boklets in the bundle. Therefore, if you
need additional booklets for grade 12, Session
Type A schools, be sure you check if the school 
is public or private, so you can pull from the 
correct bundle type (RW or PR).

Materials for Type A Reading/Writing Sessions

Grade 8 

Quantity Item

2 Bundles Grade 8 Reading/Writing Booklets 
(17 per bundle; 34 total booklets)

2 Sets Grade 8 Writing Ancillary Items

1 Set No. 2 Pencils (35 per set)

1 Sign Testing in Progress—
Do Not Disturb

2 Rubber Bands

34 Preprinted Student ID Labels

1 UPS A.R.S. 2-Day Return Label

Grade 12 Public Schools*

Quantity Item

2 Bundles Grade 12 Reading/Writing
Booklets (Public) (17 per bundle; 
34 total booklets)

25 Grade 12 Writing Brochures “D”

3 Social Security Instructions “S”

As Needed The Arch “O”

1 Set No. 2 Pencils (35 per set)

1 Sign Testing in Progress—
Do Not Disturb

2 Rubber Bands

34 Preprinted Student ID Labels

1 UPS A.R.S. 2-Day Return Label

Grade 4 

Quantity Item

2 Bundles Grade 4 Reading/Writing Booklets 
(13 per bundle; 26 total booklets)

2 Sets Grade 4 Writing Ancillary Items

1 Set No. 2 Pencils (35 per set)

1 Sign Testing in Progress—
Do Not Disturb

2 Rubber Bands

26 Preprinted Student ID Labels

1 UPS A.R.S. 2-Day Return Label

Grade 12 Private Schools* 

Quantity Item

2 Bundles Grade 12 Reading/Writing
Booklets (Private)(17 per bundle; 
34 total booklets)

25 Grade 12 Writing Brochures “D”

3 Social Security Instructions “S”

As Needed The Arch “O”

1 Set No. 2 Pencils (35 per set)

1 Sign Testing in Progress—
Do Not Disturb

2 Rubber Bands

34 Preprinted Student ID Labels

1 UPS A.R.S. 2-Day Return Label
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Materials for Type B Reading/Math Field Test Sessions

Materials for Type C Reading Special Study

Grade 4 

Quantity Item

2 Bundles Grade 4 Math/Reading Spiral
Bundle (13 per bundle;
26 total booklets)

10 Grade 4 Set "X"

10 Grade 4 Math Set "G"

10 Rulers "R"

10 Calculators TI-108 "C"

1 TI-108 Calculator Poster

1 OE Math Poster Gr4

1 Set No. 2 Pencils (35 per set)

1 Sign Testing in Progress—
Do Not Disturb

2 Rubber Bands

26 Preprinted Student ID Labels

1 UPS A.R.S. 2-Day Return Label

Grade 8 

Quantity Item

` 2 Bundles Grade 8 Math/Reading Spiral 
Bundle (17 per bundle; 
34 total booklets)

1-2 Metro Guide “M”

10 Grade 8 Set "Y"

10 Grade 8/12 Set "G"

10 Protractor/Rulers "P"

15 Calculators TI-30 "C"

1 TI-30 Calculator Poster

1 OE Math Poster Gr8

1 Set No. 2 Pencils (35 per set)

1 Sign Testing in Progress—
Do Not Disturb

2 Rubber Bands

34 Preprinted Student ID Labels

1 UPS A.R.S. 2-Day Return Label

Grade 4, 8, or 12 Material 

Quantity Item

2 Grade 4, 8, or 12 Reading 
Booklets (13 per bundle for 
grade 4, 17 per bundle for 
grades 8 and 12.)

6 Social Security Instructions “S”
(Grade 12 Only)

1 Set No. 2 Pencils (35 per set)

1 Sign Testing in Progress—
Do Not Disturb

2 Rubber Bands

26 or 34 Preprinted Student ID Labels

1 UPS A.R.S. 2-Day Return Label
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Material for Type D Math Special Study

Grade 4 Material 

Quantity Item

2 Bundles Grade 4 Math Bundle 
(17 per bundle; 34 total booklets)

10 Grade 4 Set "X"

10 Grade 4 Math Set "G"

10 Rulers "R"

30 Calculators TI-108 "C"

1 TI-108 Calculator Poster

1 OE Math Poster Gr4

1 Set No. 2 Pencils (35 per set)

1 Sign Testing–Do Not Disturb

2 Rubber Bands

34 Preprinted Student ID Labels

1 UPS A.R.S. 2-Day Return Label

Grade 8 Material 

Quantity Item

2 Bundles Grade 8 Math Bundle 
(17 per bundle; 34 total booklets)

5 Grade 8 Set "Y"

5 Grade 8/12 Set "G"

5 Protractor/Rulers "P"

30 Calculators TI-30 "C"

1 TI-30 CalculatorPoster

1 OE Math Poster Gr8

1 Set No. 2 Pencils (35 per set)

1 Sign Testing–Do Not Disturb

2 Rubber Bands

34 Preprinted Student ID Labels

1 UPS A.R.S. 2-Day Return Label



Check School Materials

Assessment booklets will be packaged in
bundles of 13 booklets for grade 4 and 17 book-
lets for grades 8 and 12. Each box will contain two
bundles of booklets. A numbered Bundle Slip will
be shrink-wrapped with each bundle. The five-
digit Bundle # on the slip should match the five-
digit number printed in the Bundle # box in the
upper left of the Administration Schedule.

Each Bundle Slip will list the three-digit prefixes
of the booklets contained in the bundle. These
prefixes should match the prefixes printed on 
the Administration Schedule, as shown on the
next page. The slip will also show the types 
of additional materials needed for booklets in 
the bundle.

After the completion of each preassessment call,

open the school’s session box(es) and check that
the bundle numbers on the Administration
Schedule(s) match those included in the ship-
ment. Do not, under any circumstance, open the
sealed bundles until the day of the assessment.

Then, check the materials in your shipment
against the packing lists and Administration
Schedule to see that you have sufficient supplies. 
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General Bulk Supplies from NCS Pearson

Quantity Item

1 Tape Dispenser

3 Rolls Sealing Tape 

8 Digital Timer and Batteries

25 Supplemental Shipping Envelope

50 Rubber Bands

3 Signs Testing–Do Not Disturb

25 Materials Request Form

25 UPS ARS Fax Form

2 Sets No. 2 Pencils (35 per set)

Bulk Math Supplies from NCS Pearson

Quantity Item

2 Grade 4 Calculator Poster

2 Grade 8 Calculator Poster

2 Grade 4 OE Math Poster

2 Grade 8 OE Math Poster

25 Rulers "R"

25 Protractor/Ruler "P"

25 Grade 4 Math Set "X"

25 Grade 8 Math Set "Y"

25 Grade 4 Math Set "G"

25 Grade 8 Math Set "G"

30 Grade 8 Scientific Calculators 
TI-30 "C"

20 Grade 4 Simple Calculators 
TI-108 "C"

Bulk Reading/Writing Supplies from 
NCS Pearson

Quantity Item

20 Grade 4 Writing Brochure "A"

24 Grade 8 Writing Brochure "B"

25 Grade 12 Writing Brochure "D"

3 Letter from Lilex "Q"

3 Letter from TX8 "F"

3 Old Tree "T"

3 City Scenes "H"

3 Very Unusual Day "I"

3 Letter from MZ3 "J"

3 Animal Adventure "W"

3 Cartoon Story "U"

3 Backpack "E"

3 Dream Weekend "L"

3 Tower "N"

3 The Arch "O"

3 Metro Guide "M"

6 S. S. Card Instructions "S"
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Bulk Booklets from NCS Pearson

Quantity Item

2 Bundles Grade 4 Session Type A
Reading/Writing Booklets

2 Bundles Grade 4 Session Type B 
Reading/Math Booklets

2 Bundles Grade 4 Session Type C 
Reading Special Study Booklets

2 Bundles Grade 4 Session Type D 
Math Special Study Booklets

2 Bundles Grade 8 Session Type A 
Reading/Writing Booklets

2 Bundles Grade 8 Session Type B 
Reading/Math Booklets

2 Bundles Grade 8 Session Type C 
Reading Special Study Booklets

2 Bundles Grade 8 Session Type D 
Math Special Study Booklets

2 Bundles Grade12 Session Type A 
Public Reading/Writing Booklets

2 Bundles Grade12 Session Type A 
Private Reading/Writing Booklets

2 Bundles Grade 12 Session Type C 
Reading Special Study Booklets

32 Bundles Read-Aloud Booklets for Writing
and Math Sessions Types A, B,
and D (5 booklets per bundle)
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Pages 3.30–3.32 list the materials in each 
session box.

Publications

Summary of NAEP Activities – Public

Summary of NAEP Activities – Private

Information for Principals

Demonstration Booklets 

My School Web Site brochures and folders

Mathematics Frameworks

Reading Frameworks

Writing Frameworks

Multiple Challenges

Forms and Materials

NAEP Storage Envelopes

“Destroy by” Postcards

Student ID Labels (blank)

Student Appreciation Certificates

Press Release for Regular and Field Test 
Sessions

Session Scripts (one copy)

Administrative Materials

T&Es and Envelopes*

Trip Expense Reports

Blank School Folders

AA Identification Badges*

AA Assessment Information Forms

*You should distribute these items to the AAs in your team.
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Check Bulk Supplies

The remaining materials that you will
receive will be general or bulk supplies. Most of
these materials will come from NCS Pearson, but
some will come from Westat. You will need to
use the timers and sealing tape from your bulk
supplies for every assessment. The other materi-
als are additional materials for you to use if you
will need extra for your sessions. Your bulk sup-
plies will include a supply of read-aloud accom-
modation booklets. However, you will need to
order large-print and bilingual math booklets
from NCS Pearson on an as-needed basis. 

The bulk supplies you will be receiving from NCS
Pearson are listed below and on the following
pages.
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Example of Assessment Information Form
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The bulk supplies you will be receiving from
Westat are listed below.

Request Additional Materials,

if Necessary
As an AC, you are responsible for checking that
there are a sufficient number of materials for 
each assessment in your area. If you discover that
you need additional material, you should first use
the extra materials sent in your bulk supplies. If
you deplete your bulk supplies or if you need to
request accommodation booklets, you should
contact NCS Pearson. First complete the Materials
Request Form that is included in your bulk sup-
plies. You may then call, fax, or email NCS
Pearson:

The telephone number for NCS Pearson is 
1-888-627-6237

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

Email NCS Pearson at ncsnaep@ncs.com

If you need additional materials that are listed
under Westat bulk supplies, email your supervisor
with the exact name and quantity of the material
you are requesting. You should also include the
address to which the materials should be shipped.

Plan Assessment
Schedule for the
Assessment
Administrators

As an AC, you are responsible for scheduling and
supervising the AAs in your assessment team.
Typically, there are one to three AAs per team but
this number varies depending on the assessment
workload and schedule in a given area.

You are responsible for formulating a schedule for
each AA on your team.  You should work with
your supervisor to develop a schedule that suffi-
ciently staffs the assessment in each school.  You
should give each AA a schedule at the AA training
in January.  This schedule will need to be
reviewed and possibly revised upon completion
of the preassessment call.  

This year, 80 percent of all schools are assigned
two sessions.  This will require you to conduct
one session and an AA to conduct the other ses-
sion.  The schools with two sessions includes:

All Session Type A grade 8 public schools;

Two-thirds of Session Type A grade 4 public
schools; and

Many of the private schools in all session types. 

In the remaining 20 percent of schools, one 
to four sessions are expected. If your area has 
multiple schools with three or more sessions, an
additional AA will be added to the team. If your
area has a few schools with three or more ses-
sions, there are "troubleshooter AAs" available to
assist you with the assessment administration as
needed. You should talk with your supervisor if
you discover that you will need additional staff.
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