
Review Your Manual and 
Attend the In-Person Training

Before attending the in-person training, you will need to careful-
ly review this manual in its entirety so that you will be prepared to attend the
training session.  The in-person training session will give an overview of your
tasks as an assessment administrator (AA).  However, you are responsible for
learning the details associated with each task.  In addition, the procedures for
completing your timesheet (described on pages 5.1-5.11) will not be covered at
the in-person training.  You should bring any questions you may have to the
training session so they can be discussed with the trainer or your supervisor.  

The in-person training will combine a multimedia presentation, group discus-
sions, and practice exercises to help teach the procedures and provide experi-
ence with the forms and materials. It will also give you the opportunity to
become acquainted with your supervisor and AC and the other assessment
teams in your state. At the training session, the contents of this manual will be
reviewed, so please bring it with you.

Understand the
Assessment Materials

The Administration Schedule

The Administration Schedule, shown on page 3.3, is the central docu-
ment that will be used during the assessment to keep track of the selected students.
As part of the NAEP sampling process, your supervisor and AC prepared an
Administration Schedule for each session. An important part of your job is to record
the results of each session you conduct on the Administration Schedule. Only stu-
dents whose names appear on the Administration Schedules may participate in the
assessment (except if the school requires a nonsampled student to participate).
When you receive the Administration Schedules, they will contain each selected stu-
dent’s name, birth date, sex, and indicators of student with disability (SD) and/or lim-
ited English proficiency (LEP) status. They may also include the student’s homeroom
or other locating information, race/ethnicity, and an indication of the student’s eligi-
bility for the National School Lunch Program (NSLP)1 and Title I services.2

The NAEP School ID Number appears at the top center of the Administration
Schedule. This number is unique for each school and should be used on all
NAEP materials for that school.
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1 The National School Lunch Program (NSLP) is a Federally assisted meal plan that provides low-cost or
free lunches to eligible students.

2 Title I, formerly Chapter 1, assists economically and educationally disadvantaged students in achieving
academically at the same level as their peers.

            



The Session Number appears at the top left and
top right of the Administration Schedule. The first
two letters indicate the subject(s) being assessed.
There will be an RM for Reading/Math Sessions in
grades 4 and 8 public schools and a PR for
Reading/Math Sessions in grades 4 and 8 nonpub-
lic schools. All grade 12 schools will use the ses-
sion indicator RM. Next to the subject indicators
will be two numerals—04, 08, or 12—this is the
grade indicator. The last two numerals are used to
identify the session because there may be more
than one session in a school. For example, a
grade 4 public school with three sessions would
have three Administration Schedules: one
Administration Schedule for session RM0401, the
second for session RM0402, and the third for ses-
sion RM0403.

Column B, labeled Homeroom or Other Locator, is
used to locate the students on assessment day. 

Although sessions contain both reading and math
assessments, each student will be assessed in
only one subject. Therefore, column C, labeled
Line #/Subject, is used to indicate the subject of
each student’s assessment booklet. There will
either be an R for Reading or an M for Math in this
column. This is important because there are addi-
tional materials associated with certain booklet
numbers, which are discussed in detail on pages
4.6-4.7. School staff will also refer to this subject
indicator when determining student accommoda-
tions.

Column D, labeled Birth Date, is used to record
each student’s month and year of birth.

Column E, labeled Sex, is used to record each stu-
dent’s sex. 

Column F, labeled SD, is used to record each stu-
dent’s disability status. 

Column G, labeled Final SD Code, will be used to
record a student’s SD status if it has changed from
what was originally recorded on the
Administration Schedule. 

Column H, labeled LEP, is used to record each stu-
dent’s limited English proficiency status. 

Column I, labeled Final LEP Code, will be used to
record a student’s LEP status if it has changed
since it was originally recorded on the
Administration Schedule.

Column J, labeled Race/Eth., is used to record
each student’s race/ethnicity. 

Column K, labeled School Lunch, is used to record
each student’s eligibility status in the National
School Lunch Program (NSLP). 

Column L, labeled Title I, is used to record each
student’s Title I status. 

Column M, labeled New Enrollee, will be used to
identify each student selected from the list of new
enrollees.

In column N, labeled Original Booklet ID #, assess-
ment booklets have been assigned to each select-
ed student. The number printed in this column
opposite each student’s name corresponds to the
assessment booklet the student must receive. This
number is used to track the booklet from the time
it leaves the warehouse until it is returned and
processed. All booklets must be accounted for
throughout the assessment process.

Column O, labeled Accommodation Booklet ID #, will
be used when a student identified as SD or LEP must
be reassigned a special accommodation booklet.

Following the session, you will use column P,
labeled Admin. Code, to record each student’s par-
ticipation status. The two-digit Admin. Codes or
Administration Codes used in this column are list-
ed along the right-hand side of the Administration
Schedule in column R. The Administration Codes
are further defined on pages 4.37-4.40.

On assessment day, you will use column Q,
labeled Atten., to indicate whether a student was
present or absent for the assessment.

The Administration Schedule is perforated, so stu-
dent names can be removed before it is sent to
NAEP. Due to NAEP’s pledge of confidentiality, under
no circumstances should a student’s name appear
on any assessment materials leaving the school. 
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Subjects School Type Grade Session 

Reading/Math Public 4,8 RM

Reading/Math Nonpublic 4,8 PR

Reading/Math Public/ Nonpublic 12 RM
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Roster of Questionnaires

Your AC is provided with a Roster of
Questionnaires to keep track of the questionnaires
distributed at the school. There are two versions
of the Roster—one for fourth grade and one for
eighth grade. The front of the Roster contains the
tracking information for the School Questionnaire
and up to 14 SD/LEP Questionnaires. The back of
the Roster contains the tracking information for

the Teacher Questionnaires. In addition to 
these two versions of the Roster, there is a
Supplemental SD/LEP Roster. This is used in
schools that have more than 14 SD/LEP
Questionnaires to distribute.

The instructions for distributing the School,
Teacher, and SD/LEP Questionnaires are printed
on the right side of the Roster.
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Grade 8 Roster of Questionnaires



School Questionnaire

The School Questionnaire is
designed to collect information about
school characteristics, staff, and instruc-
tional programs. The principal or someone
designated by the principal should com-
plete it. 

The example on this page shows a com-
pleted School Questionnaire and Roster.
When the school coordinator receives the
School Questionnaire, your AC or supervi-
sor will have already completed most of
the information on the cover and Roster. As
shown in this example, the seven-digit ID
number from the lower left-hand corner of
the questionnaire should have been record-
ed in Section I of the Roster. The question-
naire should have the school ID number
and information for completing the ques-
tionnaire online recorded on the cover.

On the assessment day, the AC will collect
the completed questionnaire and record
how the questionnaire was completed in
the Returned column on the Roster. If the
school coordinator wrote the name of the
person completing the questionnaire on the
removable label (as shown in the top left of
this example), the AC will need to remove
the label prior to shipping the material back
to NCS Pearson. 
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