
Overview of Contact Procedures 

Between December 16, 2002 through January 17, 2003, you must
contact each school in your assignment to confirm the assess-

ment date and schedule the preassessment visit or phone call. Instructions for
contacting your school are on page 4.9.  Your supervisor will FedEx the pre-
assessment packet at least 2 weeks before the assessment date. Once the pack-
et is received, you will either visit or phone the school coordinator. The decision
whether to visit or phone will be made by you and your supervisor.  This deci-
sion will usually be based on school size, school location, selected grade, and
number of students to be assessed.  Once you review the School Folders, you
can work with your supervisor to determine which schools would be better
served with an in-person visit or by a phone contact.  The purpose of this con-
tact is to do the following:

Review the contents of the preassessment packet and finalize assessment
arrangements;

Verify that parents have been notified; and

Answer any questions the school coordinator may have about the preassess-
ment materials or the assessment day.

Prepare for the Preassessment Visit

It is expected that about three-fourths of all schools will require
an in-person visit. You should begin setting these dates immedi-

ately after you and your supervisor determine which schools would be better
served with an in-person visit. When you speak with the school coordinator,
you should suggest dates that fit your assessment schedule.
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The school coordinator should allot up to 1 hour
for the visit.  The average length of time per school
will vary depending on the factors listed below:

The grade to be assessed. Grade 4 schools that
selected the take-all option (see Appendix D)
may require a longer visit. Grade 12 schools
will not complete questionnaires, so the visit
will be shorter.

The status of parental notification. You will need
to verify that the parents of selected students
have been notified about the assessment. If par-
ents of the selected students have not been
notified, you will need to work with the school
coordinator to ensure that parents are notified
about the assessment as soon as possible.

The more complete the Administration
Schedule, the shorter the visit. If the
Administration Schedule has a lot of missing
information, it will take longer to review and
gather the missing information.

The number of students with disabilities (SD) or
students with limited English proficiency (LEP).
You will need to work with the school coordina-
tor to determine whether each student identified
as SD and/or LEP on the Administration
Schedule can be assessed in the regular session
with or without accommodations, assessed in a
separate session, or cannot be assessed at all.
Therefore, if a school has many students with
an SD or LEP indicator, the visit will take longer.

Before the visit, make sure that you have an extra
supply of documents and questionnaires to bring
with you. Below is a list of materials you will
need to bring to the visit:

The School Folder; 

The correct Administration Schedule(s), Roster
of Questionnaires, and Instructions for
Sampling Newly Enrolled Students for that
school;

An extra School Questionnaire for the grade(s)
to be assessed;

Extra Teacher Questionnaires for the grade(s) to
be assessed;

Extra SD/LEP Questionnaires;

Extra NAEP Teacher Notification Letters;

If an eighth- or twelfth-grade school, extra
NAEP Student Appreciation Certificates;

Extra Sample Parent Notification Letters; 

Extra NAEP publications; 

The Contact Log for the school; and

Your manual.
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Use the Contact Log
to Document the
Preassessment Visit/Call

The Contact Log will be used to record all con-
tacts with the school coordinator. You will receive
a Contact Log for each of the schools in your area.
The results of each visit and call must be record-
ed in the school’s Contact Log and retained in the
School Folder. 

The first part of the Contact Log is divided into
Steps A through H.  Step A instructs you to con-
firm the school’s assessment date and schedule
the preassessment visit or call. In Step B, you
review the status of the School and Teacher
Questionnaires and determine whether additional
questionnaires are needed.  Step C instructs you
to verify the parental notification procedures that
are in place.  Step D instructs you to review the
Administration Schedule(s) with the school coor-
dinator. In Step E, you select a sample of newly
enrolled students using the Instructions for
Sampling New Enrollees. In Step F, you review

the status of the SD/LEP Questionnaires and
inquire whether additional students have been
classified as SD and/or LEP. In Step G, you lead
the school coordinator in identifying students
who require accommodations or must be exclud-
ed from the assessment. In Step H, session dates,
times, and locations are established and the
remaining arrangements are made for the assess-
ment day.

You should plan to visit or call the school coordi-
nator a few days after the school has received its
packet of NAEP materials. The packet will be
shipped via FedEx to the school coordinator at
least 2 weeks before the assessment date. You
should contact the school coordinator at the tele-
phone number printed on the Contact Log label.
If no number is given, call the main school num-
ber. Remember to record your attempts in the
Record of Calls on the back cover of the Contact
Log. If you have not made contact 1 week before
the assessment date, report this to your supervi-
sor immediately.

Task
3
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Organization of the Contact Log

The front cover of the Contact Log contains four sections. At the top left is a
label preprinted with the information you will use to arrange the assessments in
the selected school. The label contains the school ID number, the session num-
bers, and the date for the assessment. It also includes the information necessary
for locating the school: the school name, address, telephone number, and the
names of the principal and school coordinator.

To the right of the label is a section for entering your name, the date the pre-
assessment contact is completed, and the names of the assessment administra-
tors (AAs) available to conduct the assessments.

Chapter 4 Contacting Your Assigned Schools

4.4



The bottom half of the cover contains two boxes for entering scheduling infor-
mation about the assessment sessions. The first box, labeled Schedule for
Assessment Sessions, contains space for entering information about the original
sessions for which the school has been sampled. You can fill in the Session #
and Date columns before you make the preassessment contact by using the
information on the label. The # of Students,Time, and Location columns for
each session should be entered during the preassessment contact. After the
contact, you will fill in the last column with the name of the AA whom you
assign to administer the session.

Schedule for Assessment Sessions

Session # # of Students Date Time Location AA
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The second box labeled Schedule for Separate Accommodation Sessions con-
tains space for entering information about any separate accommodations ses-
sions that will be scheduled in the school.  It is filled in during the preassess-
ment contact based on the information the school coordinator provides about
students whose Individualized Education Plans (IEPs) require that they be
assessed in small group settings or one-on-one.  The bilingual mathematics
book requires a separate session as well.

When it has been completed, the cover of the Contact Log will act as a summary
of assessment activities in the school and a quick reference for determining
staffing needs.
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Schedule for Separate Accommodation Sessions

Subject Accommodation # of Students Date Time Location AA



Session Assessment Status

1 nn All Scheduled Assessments Completed
2 nn All Scheduled Assessments Not Completed (Explain)

Record of Telephone Calls

Date Time Spoke With: Result

The back cover of the Contact Log is divided into four sections. The top section,
labeled Record of Telephone Calls, is a chart for entering the results of all 
telephone calls to the school. It is often helpful for you to see when a school
coordinator was available for previous calls when trying to reach him/her a 
second time.
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The section labeled Session Assessment Status will be completed at the end of
the assessment. Here you will document whether all scheduled assessment ses-
sions were completed. You should do this by placing a check mark in the box next
to the 1 when all sessions have been completed. 

If all sessions have not been completed and you do not expect to be able to
complete them, place a check mark in the box next to the 2 and give a full
explanation.



In the section labeled Makeup Session Status, you will indicate whether a
makeup was required and if so, whether or not one was completed.

Makeup Session Status

STATUS DATE(S)

1 nn Not Required
2 nn Required and Completed
3 nn Required But Not Completed

Explain: 

Check
one 4

In the section labeled Shipping and Tracking Info, enter the date when the
school material was shipped to NCS Pearson following the assessment. Then,
on the lines labeled Tracking Number(s), affix the tracking number stickers from
each UPS label used on shipments from this school.

Shipping and Tracking Info

SHIP DATE #1 SHIP DATE #2

Tracking Number(s):
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The first page of the Contact Log provides you with two checklists of tasks to
complete.  The first checklist, shown below, lists the tasks to complete prior to
the confirmation call.  

The second checklist, shown below, lists the tasks to complete prior to the pre-
assessment contact.
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Conduct Confirmation Phone Call and Schedule
Preassessment Contact

From December 16 through January 17, you must contact each school in your
assignment to confirm the assessment date and schedule the preassessment
visit or phone call.  During this phone call, you should follow the script that is
on page 3 of the Contact Log and appears below.

Step
A
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You should contact the schools in your area with the earliest assessment date
first.  The confirmation phone call should take no longer than 5 minutes per
school, so all of your phone calls should be completed within a few days.  If a
school coordinator is hard to reach, or if a school is on winter break, you should
attempt to reach them the week of January 13.  All of the confirmation phone
calls must be completed by January 17, 2003.

The assessment date is printed on the cover of the Contact Log.  At this stage, it
is very unlikely that the school will want to change an assessment date. If the
school coordinator wants to change the date, your response will depend on
your schedule. If you cannot agree on a date when you can cover the assess-
ment with your staff, tell the school coordinator you will need to check with
your supervisor. This will give you time to review your schedule with your
supervisor and determine what other options are available.

During this call, it is possible, but highly unlikely, that the school coordinator
will inform you that the school no longer wishes to participate in the assess-
ment. If you encounter this situation, do not try to resolve the matter. Tell the
school coordinator that you need to discuss the matter with your supervisor
and someone will get back to him/her. 

Although we ask the school coordinator to allow up to 1 hour for the visit, you
may need to be at the school longer than an hour, depending on the other
school staff members whom you may need to get information from such as
special education teachers regarding student accommodations.

If you are conducting a visit, you must call the school coordinator 2 days before
the visit to verify that the preassessment packet has been received. If, at that
time, he/she has not received the package, you should describe what it looks
like. If the package still cannot be located, you should get the tracking informa-
tion from your supervisor and call the school coordinator back with the date
and time of delivery and the name of the person who signed for it. If, for some
reason, the package still cannot be located, verify the school coordinator’s ship-
ping address and contact your supervisor to arrange to have the preassessment
packet resent.  If there is not enough time to resend the package, bring it with
you when you conduct the preassessment visit.  
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Review Status of School and Teacher
Questionnaires (Grades 4 and 8 Only)

The next step of the preassessment call or visit will guide you through review-
ing the status of the School and Teacher Questionnaires. (The status of the
SD/LEP Questionnaires will be covered later in the call or visit.)  You should be
prepared to answer any questions the school coordinator has about determin-
ing which teachers should receive Teacher Questionnaires. At grade 4, teachers
who teach reading and/or math are asked to fill out a Teacher Questionnaire. At
grade 8, teachers who teach English are asked to complete a Reading Teacher
Questionnaire and teachers who teach math are asked to complete a Math
Teacher Questionnaire. The School and Teacher Questionnaires can be complet-
ed in the hard-copy version or online by following the instructions provided on
the questionnaire covers.

Step
B

If the school coordinator indicates enough questionnaires were received, circle
1 for Yes and proceed to the next question.  If the school coordinator indicates
that additional questionnaires are needed, circle 2 for No, and record the addi-
tional number needed in the box provided.  If you are at the school, you should
have an extra supply of questionnaires with you so you can leave them with
the school coordinator.  If you are on the phone, after the call mail the addition-
al questionnaires to the school coordinator. You will have extra Teacher
Questionnaires to use for this purpose in your bulk supplies. Prior to providing
the additional questionnaires, you will need to prepare the covers for distribu-
tion. You will also need to enter the questionnaire ID number on the Roster as
described on pages 4.15-4.17.
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If the school coordinator indicates the Teacher Questionnaires have not been dis-
tributed, circle 2 for No and read the prompt urging him/her to distribute them as
soon as possible. Next, remind the school coordinator to collect the question-
naires by the assessment day and to place the completed Roster of
Questionnaires in the NAEP Storage Envelope.

If the school coordinator indicates that the School Questionnaire has not been
distributed, circle 2 for No and read the prompt urging him/her to do so as
soon as possible.

The remainder of this step provides instructions on how to prepare question-
naire covers, fill in the Roster of Questionnaires, and distribute questionnaires
to appropriate staff. 

Roster of Questionnaires

The school coordinator will receive a Roster of Questionnaires (shown on the
following page) 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 con-
tains 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
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School Questionnaire

The School Questionnaire is designed to
collect information about school character-
istics, staff, and instructional programs. The
principal or someone designated by the
principal should complete it. During the
preassessment visit or call, you will need
to ask if the questionnaire was given to the
appropriate person.

The example on this page shows a com-
pleted School Questionnaire and Roster.
When the school coordinator receives the
School Questionnaire, you or your 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.

When you collect the completed question-
naire (discussed in more detail on page
6.47), you will need to record how the ques-
tionnaire was completed in the Returned
column on the Roster. If the school coordi-
nator wrote the name of the person com-
pleting the questionnaire on the removable
label (as shown in the top left of this exam-
ple), you will need to remove the label prior
to shipping the material back to NCS
Pearson. If there is any information missing
from the cover or Roster, you will need to
enter it after the assessment.
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Teacher Questionnaires

There are three Teacher Questionnaires: one for
fourth-grade reading and math teachers, one for
eighth-grade math teachers, and one for eighth-
grade English teachers. All teachers in the select-
ed grade will be asked to complete a question-
naire. The first part of each questionnaire is a sec-
tion on background characteristics and education-
al training. The remainder of each questionnaire
surveys the teacher’s instructional practices. The
example on the next page shows a completed
Grade 8 Reading Teacher Questionnaire cover 
and Roster. 

When schools sent in their student lists in the fall,
they also included the number of teachers who
teach math and reading or English. Your supervi-
sor assigned and mailed questionnaires accord-
ing to that number. Prior to mailing the question-
naires, your supervisor recorded the unique eight-
digit ID number for each questionnaire in the
Teacher Questionnaire ID # column on the Roster.
On the questionnaire cover, your supervisor
recorded the two-digit teacher number, the school
ID number, the information for completing the
questionnaire online, and the date the question-
naire is to be returned to the school coordinator.

The school coordinator will write the name of the
teacher who received the corresponding Teacher
Questionnaire under Teacher’s Name on the
Roster. If the school coordinator chooses, he/she
can use the removable label affixed to the ques-
tionnaire cover to write the name of the teacher
who was given the questionnaire, as shown in the
example on the next page.  

When you collect the completed questionnaires
on assessment day (discussed in more detail on
page 6.47), you will need to record how each
questionnaire was completed in the Returned col-
umn on the Roster.  If the school coordinator
wrote the name of the person completing the
questionnaire on the removable label (as shown
on the following page), you will need to remove
the label prior to shipping the material back to
NCS Pearson.  If there is any information missing
from the cover or Roster, you will need to enter it
after the assessment.
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Verify That Parents/Guardians Have Been Notified about NAEPStep
C
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Enter Parent Notification Information in the SCS

The next step of the preassessment call or visit will guide you through review-
ing the status of parental notification.  The No Child Left Behind Act requires
that the parents of students selected for NAEP assessments be notified that
their child has been selected and that participation is voluntary.  The manner in
which parents are notified will be determined by states, districts, or schools. In
the fall, public schools received a Sample Parent Notification Letter from the
NAEP State Coordinator, and nonpublic schools received the letter from your
supervisor. A copy of the Sample Parent Notification Letter was also included in
the preassessment packet sent to the school coordinator. Schools can adapt the
Sample Parent Notification Letter to satisfy the No Child Left Behind require-
ment and any parental notification requirements of the district and school.   

Prior to the visit or call, you will need to review the School Control System
(SCS) to see if the State Coordinator or supervisor has recorded any informa-
tion regarding the parent letters.  If not, you must collect the following informa-
tion from the school coordinator:

The date the parent notifications were sent out;

How the parents were notified (mail, newsletter, sent home with students,
etc.);

If the notice was given to sampled students or all eligible students; 

How many notifications were sent; 

How many parents refused; and

If a copy of the parent letter was received.  You must keep the dated copy of
the parent letter in the School Folder.  

Participating schools must provide you with a dated copy of the parent letter
before the assessment can be conducted.

The information you will collect in the Contact Log regarding parent/guardian
notification must be entered in the SCS after the contact is complete.  Refer to
the SCS User’s Guide for further instructions on entering the status of parental
notification in the SCS.
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Complete the Administration Schedule 

The next step of the preassessment visit or call requires you to review the
Administration Schedule with the school coordinator. In the fall, schools were
asked to include each student’s name, birth date, sex, and SD/LEP status on the
lists that were sent to NAEP. Therefore, you should only have to obtain the fol-
lowing missing student information from the school coordinator and record it
on the original blue Administration Schedule: 

Homeroom or other locating information (refer to Appendix D if you are
assessing a grade 4 take-all school);

Race/ethnicity;

National School Lunch Program (NSLP) status;

Title I status; and 

New enrollee status. 

NOTE: Some schools will provide this information on their student lists in the
fall. For these schools, you will only need to verify that the student information
is correct.

Step
D
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The remainder of this step provides details about
how to record information in each column of the
Administration Schedule.

Record Student Information
Missing from the 
Administration Schedule

You will need to record homeroom or other locat-
ing information in column B, race/ethnicity in col-
umn J, NSLP status in column K, Title I status in
column L, and new enrollee status in column M.

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 or Pacific Islander: A person having ori-
gins 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, India, Korea, the Philippine Islands,
Samoa, and Hawaii.

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

6=Other: A person who identifies with more than
one of the first five categories or has a back-
ground other than the ones listed.
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Code the Students’ Eligibility for the NSLP

You will need to obtain from the school coordinator and record the students’
eligibility status in the NSLP in column K labeled School Lunch. The NSLP
codes are printed on the Administration Schedule in the upper left-hand corner
and are listed below. 

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

A letter from the U.S. Department of Agriculture authorizing the release of the
NSLP data is sent to the school coordinator in the preassessment packet and is
included in Appendix B of this manual.
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3 In year-round schools, any student who will be off-track on the assessment date should not be included on the New Enrollee 
Listing Form.

Fill in the Box for Title I Status

You will record a 1 in column L for any student
receiving Title I services; record a 2 for any stu-
dent who is not receiving Title I services. If a
school has a school-wide Title I program, you will
record a 1 for each student.

Fill in the Box for 
New Enrollee Status

A New Enrollee Listing Form is included in the
preassessment packet.  The purpose of the New
Enrollee Listing Form is to keep track of all stu-
dents who enrolled in the selected grade after the
master list was prepared so that these students
have a chance of selection in the assessment.3

All students selected in the original sample in the
fall will have a 2 in column M indicating they are
part of the original sample of students.  Any stu-
dent who enrolled since the original list of stu-
dents was submitted to NAEP or any student who
was inadvertently left off the original list will be
sampled to determine whether or not the student
should be added to the Administration Schedule.   

You will record a 1 in column M for each student
selected from the new enrollee sample and added
to the Administration Schedule.  The new enrollee
sampling process is described on pages 4.26-4.29.

Identify and Eliminate Withdrawn



Chapter 4 Contacting Your Assigned Schools

4.24

and 
Ineligible Students

Next, during the preassessment contact, you will need to ask the school coordi-
nator to identify any students who have officially withdrawn from the school or
who are not currently enrolled in the selected grade. 
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Students who have withdrawn or are ineligible should have the following
entered on the Administration Schedule:

Administration Code of 51 (withdrawn or graduated) in column P for any stu-
dents who have officially withdrawn from the school. Then, draw a single line
through the student’s name up to the perforation; or

Administration Code of 55 (ineligible) in column P for any student not cur-
rently enrolled in the selected grade. Then, draw a line through his/her name
up to the perforation. 

No other information needs to be completed for those students identified as
withdrawn or ineligible.
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Select Sample of 
Newly Enrolled Students

The next step of the preassessment call or visit
requires you to select a sample of students who
have enrolled since the original list was prepared.
You will begin by asking whether the school coor-
dinator has kept a list of newly enrolled students,
and if not, you will ask him/her to create one.
School coordinators were sent a New Enrollee
Listing Form in their preassessment packet. 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
in order for these students to have a chance of
selection for the assessment. New enrollees
include students selected to participate from the
New Enrollee Form, either because they enrolled
after the original list was prepared OR they were
inadvertently left off the original list.

You will need to select a sample of newly enrolled
students during the preassessment visit or call
using the Instructions for Sampling New
Enrollees. Your supervisor will include a unique
set of Instructions for Sampling New Enrollees in
each School Folder. This form (shown on the next
page) provides the following information:

The date, if known, the master list of students
was created.  Students in the selected grade
who enrolled after that date or who were inad-
vertently left off the master list 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
your supervisor; and

A set of line numbers used to to select the stu-
dents for the assessment.

Step
E
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Example of Instructions for Sampling New Enrollees
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Example of Assigning Line Numbers and 
Identifying the Selected Students
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Example of Adding Selected Student 
to the Administration Schedule

You will record the name, demographic information, and a 1 in column M for
each student selected from the New Enrollee Listing Form on the
Administration Schedule.  
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If the total number of newly enrolled students is less than the lowest number
on the Instructions for Sampling New Enrollees, then no students will be select-
ed and you should skip to Step F.

The remainder of this step provides instructions on completing Step E in the
Contact Log.

You may not know the date the master list was prepared.  If the school coordi-
nator has not maintained the form, circle 2 for No and read the prompt asking
that a list of new enrollees be prepared. If you are visiting the school and the
school coordinator cannot complete the New Enrollee Listing Form before you
leave, arrange to call back to complete the sampling of newly enrolled students.
It is important that the sampling be done as soon as possible so that the school
coordinator has adequate time to notify any selected students, their parents,
and teachers. 

If the school coordinator reports there are no new enrollees, this is equivalent
to completing the procedure. Circle 3 for No new enrollees and skip to Step F.
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In the fall, grade 4 schools with 120 or fewer students were given the option of
assessing all their students, rather than a selected sample of 62 students.  Any
schools that selected the take-all option will be noted on the label on the front
cover of the Contact Log. In these cases, you will not need to select a sample of
newly enrolled students, rather, you will just add any new enrollees to the
Administration Schedule for their classroom.

Here you or the school coordinator will consecutively number the list of stu-
dents in column 1. Then, you or the school coordinator will indicate which stu-
dents have been selected by assigning an X in column 2.

When the sampling is complete, you will add the names of the selected stu-
dents to the Administration Schedule as indicated on page 4.29.
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As described on page 4.19, the No Child Left Behind Act requires that the parents
of selected students be notified that their child has been selected and that partici-
pation is voluntary.  You must ensure the parents/guardians of the selected newly
enrolled students have been notified about NAEP.  Once this information is col-
lected, you must enter it in the SCS as described in the SCS User's Guide.

Review Status of SD/LEP Questionnaires

The next step of the preassessment visit or call requires you to ask
the school coordinator if there are any students whose SD and/or LEP classifica-
tion has changed since the fall and review the status of the SD/LEP
Questionnaires. 

At Question 1, ask the school coordinator if there are any students on the
Administration Schedule who have new SD and/or LEP classifications or who
are no longer classified as SD and/or LEP.  

Step
F



Chapter 4 Contacting Your Assigned Schools

4.33

Some schools may use terms other than "students with disabilities" and "limit-
ed English proficiency." You may want to ask if there are any "special education
students" or "English language learners." If the school coordinator repeats that
there are no students with these classifications, skip to Step H.

Fill in the Boxes for Final SD Code and Final LEP Code 

If any students have changed classifications, you will need to enter either a 1 or 2
in column G labeled Final SD Code or column I labeled Final LEP Code as shown
in the exhibit below.  For example, if a student was classified as LEP in the fall,
there will be a 1 in column H.  If during the call, the coordinator indicates that the
student is no longer classified as LEP, you will record a 2 in column I.
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Your supervisor sent one SD/LEP Questionnaire for each student identified as
SD and/or LEP on the Administration Schedule.   During the call or visit, you
should check that the school coordinator has a sufficient supply of SD/LEP
Questionnaires so that every student with a classification of 1 in columns F, G,
H, and I will have a questionnaire completed by a designated school staff mem-
ber.  You will give, or in some cases mail, the school coordinator an SD/LEP
Questionnaire for any student who is being classified as SD or LEP for the first
time. You will have extra SD/LEP Questionnaires to use for this purpose in your
bulk supplies. Prior to providing the additional questionnaire(s), you will need
to prepare the covers for distribution. You will also need to enter the student’s
name, 10-digit booklet ID, and SD/LEP Questionnaire ID on the Roster as
described on pages 4.35-4.36. 

If the school coordinator has received SD/LEP Questionnaires but indicates that
they have not been distributed, circle 2 for No and read the prompt reminding
him/her to do so. If the school coordinator does not have the required number
of SD/LEP Questionnaires to complete, circle 2 for No and make a note next to
the question with the date the questionnaires will be shipped. You should
remind the school coordinator that you will need all completed questionnaires
the day of the assessment.
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Preparing the SD/LEP Questionnaire for Distribution

The remainder of this step provides instructions on how to prepare SD/LEP
Questionnaire covers, fill in the Roster of Questionnaires, and distribute ques-
tionnaires to appropriate staff. 

When schools submitted their original student lists in the fall, they indicated
which students had an SD and/or LEP classification. 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 student. A questionnaire should be completed for each student,
regardless of whether or not that student will be assessed. Any student who is
no longer classified as SD and/or LEP will not need an SD/LEP Questionnaire
filled out for him/her. The SD/LEP Questionnaire can be completed online or in
the hard-copy version. The online questionnaire is located on the MySchool
web site at www.mynaep.com. 

Your supervisor should have prepared the questionnaire(s) as described below
and illustrated on the following page. When the school coordinator receives the
SD/LEP Questionnaires, your supervisor will have entered the following infor-
mation on each SD/LEP Questionnaire cover:

The NAEP School ID;

The date the questionnaire should 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 number (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).

When you collect the completed questionnaires on assessment day (discussed
in more detail on page 6.47), you will need to record how each questionnaire
was completed in the Returned column on the Roster. You will also need to
remove the label bearing the student’s name from the questionnaire cover prior
to shipping the material back to NCS Pearson. If there is any information miss-
ing from the cover or Roster, you will need to enter it after the assessment.
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Example of Preparing an SD/LEP Questionnaire
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Determine Student Accommodations 
with School Staff

Next, you will review the list of SD/LEP students with the school coordinator to
determine which students can be assessed in the regular session with or with-
out accommodations, assessed in a separate session, or not assessed at all.

The following pages show the Criteria for Inclusion that schools should use
whenever there is doubt about the assessability of a selected student. The origi-
nal list of students from which the sample was selected included all students in
the grade, regardless of whether or not they could participate.

The school coordinator should use the Criteria to identify students whose IEPs
specify that they receive an accommodation for standardized tests similar to
NAEP. NAEP’s intent is to assess every student possible; therefore, when there is
doubt, the student should be assessed. Beyond this, do not attempt to answer
questions about the application of the Criteria to SD or LEP students or specific
accommodations not covered by the Criteria. Instead, you or the school coordi-
nator should contact your field manager or the NAEP hotline at 800-283-6237.

Step
G



Chapter 4 Contacting Your Assigned Schools

4.38

Criteria for Inclusion of SD/LEP Students

2003 NAEP

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 whenever there is doubt about
the assessability of a selected student.  For the assessments to be comparable within states and across
states, it is very important that all schools adhere to these criteria.

1. Students with 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 assess-
ments 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 reading or mathematics
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 assess-
ment unless:

• The student has received reading or mathematics instruction primarily in English for less than
3 school years including the current year, AND

• The student cannot demonstrate his or her knowledge of reading or mathematics 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 8 through 14. 

• Students with limited English proficiency:  Questions 16, 17, and 21 through 24.

WHEN THERE IS DOUBT, INCLUDE THE STUDENT.

SEE BACK FOR FURTHER EXPLANATION 
AND LIST OF THE OFFERED ACCOMMODATIONS.
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Criteria for Inclusion of SD/LEP Students (continued)

2003 NAEP

FURTHER EXPLANATION 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 reading or mathematics
instruction primarily in English for 3 years or more and those who are in their third year;

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

• Include and provide accommodations permitted by NAEP to other LEP students who can demon-
strate their knowledge of reading or mathematics only with those accommodations; and

• Exclude LEP students ONLY if they cannot demonstrate their knowledge of reading or mathemat-
ics even with an accommodation permitted by NAEP.

ACCOMMODATIONS MOST FREQUENTLY OFFERED BY NAEP

Reading Sessions

• Large-print booklet (73)

• Extended time in regular session (74)                

• Small group (76)

• One-on-one (77)

• Scribe or use of a computer – used to record
answers (78)

• Other – format or equipment accommodations
such as a sign language translator, amplifica-
tion devices, or magnification equipment if
provided by the school (79)

Mathematics Sessions

• Bilingual booklet (71)

• Bilingual dictionary (72)

• Large-print booklet (73)

• Extended time in regular session (74)

• Read aloud in regular session (75)

• Small group (76)

• One-on-one (77)

• Scribe or use of computer – used to record
answers (78)

• Other – format or equipment accommoda-
tions such as a sign language translator,
amplification devices, or magnification
equipment if provided by the school (79)
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Enter Administration Codes for
SD/LEP Students Who Require
Accommodations

During the visit or call, you will need to enter an
Administration Code for all students who require
an accommodation. This code will indicate the
specific accommodation the student is to receive
on assessment day. The Administration Codes for
students who require accommodations are print-
ed on page 4.44 and are also printed in column R
of the Administration Schedule. 

In all NAEP schools, accommodations will be
offered, as necessary, for students with disabili-
ties or limited English proficiency. The accommo-
dation(s) each student receives must be specified
in his/her IEP or routinely used in testing the stu-
dent. These accommodations include but are not
limited to the following: extended time, one-on-
one testing, small group testing, reading aloud to

the student (not available in the reading assess-
ment), bilingual dictionary (not available in the
reading assessment), use of a scribe or computer
to record answers, bilingual booklets (not avail-
able in the reading assessment), and large-print
booklets. Students who require certain types of
accommodations may need to use a special
accommodation assessment booklet. Brief
descriptions of the accommodations most fre-
quently provided by NAEP are provided on pages
4.42-4.44.

School coordinators were sent a list of the accom-
modations allowed by NAEP and those allowed by
the state on state tests to help them determine
appropriate student accommodations for NAEP. An
example of this list is shown on the next page. You
should refer to this list when discussing student
accommodations with the school coordinator. 
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Example of NAEP and State Accommodations Chart

Accommodation NAEP STATE OMEGA

Presentation Format

Explanation of directions Yes Yes
Oral reading in English Yes No
Oral reading in native language No No
Person familiar to student administers test Yes No
Translation directions No No
Translation of test into native language No No
Bilingual version of test Yes (mathematics only) Yes
Repeat directions Yes Yes
Large print Yes Yes
Bilingual dictionary Yes (except for reading) Yes

Setting Format

Alone in study carrel Yes Yes
Administer test in separate room Yes Yes
With small groups Yes Yes
Preferential seating Yes Yes
Special lighting Yes Yes
Special furniture Yes Yes

Timing/Scheduling

Extended testing time (same day) Yes Yes
More breaks Yes Yes
Extending sessions over multiple days Yes Yes

Response Format

Braille writers Yes Yes
Word processors or similar assistive device Yes Yes
Write directly in test booklet Yes Yes
Tape recorders No Yes
Scribes Yes Yes
Answer orally, point or sign an answer Yes Yes
One-on-one administration Yes Yes

Other Accommodations Provided for 
State Assessment but not for NAEP

Braille edition of assessment No Yes
Audio tape administration of assessment No Yes
Calculator No Yes
Abacus No Yes
Arithmetic tables No Yes
Graph paper No Yes
Responses in native primary language No Yes
Thesaurus No Yes
Spelling and grammar checking software and devices No Yes
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Accommodations Most Frequently
Provided by NAEP 

Bilingual mathematics booklet (Admin. Code
71) – NAEP has special bilingual mathematics
booklets available for students whose IEP
requires one. When a bilingual booklet is open,
generally one page will be in Spanish and the
facing page will contain the same
directions/questions 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 book-
lets will need additional time and should be
administered the assessment in separate ses-
sions. During the preassessment visit or call,
you should arrange to have someone at the
school who is proficient in Spanish read the
Spanish script unless you have a bilingual team
member. This script will be packaged with the
bilingual mathematics booklet. You will need to
request bilingual booklets from NCS Pearson
on an as-needed basis immediately following
the preassessment visit or call. You must
account for all bilingual booklets that you
request from NCS Pearson.

The bilingual booklet accommodation is only
available to students who are being assessed
in math. Therefore, if a student requires a bilin-
gual booklet as an accommodation, you must
first check the subject column C on the
Administration Schedule to be sure the student
has an M (math) next to his/her name. If the
student does not have an M, then he/she must
be coded with a 63 (LEP- Required accommoda-
tion not offered) or a 65 (SD and LEP- Required
accommodation not offered).

Bilingual dictionary (Admin. Code 72) – For a
math session, an LEP student may use his/her
own bilingual dictionary or one provided by the
school if his/her IEP requires one. (NAEP will
not provide bilingual dictionaries.) The school
coordinator should enter a note on the appoint-
ment card to remind the student to bring the
bilingual dictionary to the session.

The bilingual dictionary is only available to stu-
dents being assessed in math.Therefore, if a stu-
dent requires a bilingual dictionary as an accom-
modation, you must first check the subject col-
umn C from the Administration Schedule to be
sure the student has an M (math) next to his/her
name. If the student does not have an M, then
he/she must be coded with a 63 (LEP- Required
accommodation not offered) or a 65 (SD and
LEP- Required accommodation not offered).

Large-print booklet (Admin. Code 73) – For stu-
dents whose IEP requires testing with large-
print materials or magnifying devices, NAEP
has special large-print booklets available for
each grade and subject. 

You will need to request large-print booklets
from NCS Pearson on an as-needed basis
immediately following the preassessment visit
or call. For each large-print booklet requested,
NCS Pearson will package the large-print book-
let together with the same booklet in regular
size print in a zip-lock bag. You will need to
send back both booklets in the zip-lock bag
after the assessment has been completed.

Extended time in regular session (Admin. Code
74) – Some students may not react well under
pressure or may have a disability that requires
them to take longer than other students to com-
plete tasks. Any student whose IEP requires an
extended-time accommodation may be assessed
during the regular session. He/she will be timed
with the others but will be told that he/she may
go back and continue working on the cognitive
sections following the session. 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.4

Read aloud (of questions and answer cate-
gories in math booklets, only).  The read-aloud
accommodation can be administered in three
different ways, depending on the student’s IEP
requirements.  

— Read aloud in regular session (Admin. Code
75) – Some students require some words,
phrases, or sentences to be read to them. In
most cases, a student whose IEP requires
read aloud will be assessed in a regular

4 It is unlikely that students will require much more time than the regular session allows because of the difficulty of the items and
because NAEP is not a “speeded” test.
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session but will be instructed ahead of time
by you to raise his/her hand if he/she needs
a word, phrase, or sentence read aloud. You
will quietly read text to the student as
requested. A student who requires the read-
aloud accommodation in a regular session
will use his/her originally assigned booklet.

— Small group (Admin. Code 76) – Other stu-
dents will require major portions of the
booklet read aloud to them. In these cases,
it is better to assess these students together
in a small group so that other students are
not disturbed by your reading aloud.

In a small group, all students who require a
read-aloud accommodation will be given the
same booklet version number for ease of
administration. For these cases, NAEP has
special read-aloud/small group booklets to
use in math small group sessions. Read-
aloud/small group booklets will be prepack-
aged in bundles of five booklets. If there is
only one student who requires the read-
aloud accommodation, use the student’s
originally assigned booklet. When there is
more than one student, you should take the
necessary number of booklets from the read-
aloud/small group accommodation booklet
bundles. The original booklet and the special
read-aloud booklet for each student must be
accounted for and returned to NCS Pearson.
You will receive bundles of read-aloud/small
group booklets in your bulk supplies from
NCS Pearson. If additional booklets are
needed, call NCS Pearson to request them.

— One-on-one (Admin. Code 77) – In other
cases, a student who requires the read-
aloud accommodation will need to be
assessed in a one-on-one setting, as speci-
fied in his/her IEP. In such a case, use the
student’s originally assigned booklet. 

Reading directions aloud, when asked, so that
students understand where and how to record
their answers is NOT an accommodation,
should not be recorded, and is allowed with all
students and both subjects.

If a student selected for mathematics requires
the read-aloud accommodation (for questions
and answer categories), you will need to be sure
to assign the Administration Code for the way in

which the accommodation was administered:
read aloud in regular session (75), read aloud in
small group (76), or read aloud one-on-one (77).

The read-aloud accommodation, in all three
forms, is NOT allowed with reading booklets.
Therefore, if a student requires read aloud as
an accommodation, you must first check the
subject column C on the Administration
Schedule to be sure the student has an M
(math) next to his/her name. If the student does
not have an M, then he/she must be coded with
a 61 (SD- Required accommodation not offered)
or a 63 (LEP- Required accommodation not
offered) or a 65 (SD and LEP- Required accom-
modation not offered).

Small group (Admin. Code 76) – A separate ses-
sion may be held for students who are easily dis-
tracted or who have other difficulties in a large
group setting, if their IEPs require it. The most
common small group will be made up of stu-
dents who require the read-aloud accommoda-
tion in a separate session (as described above).

One-on-one (Admin. Code 77) – Some students
have IEPs that require testing in a one-on-one
environment. These students may have physical
disabilities impeding their ability to write
responses to the questions. They may take tests
with the aid of a facilitator who records their
responses for them and perhaps reads ques-
tions to them. If a student regularly works with
a facilitator provided by the school, then that
person should be available for the assessment.
Otherwise, you can serve as the facilitator.
Remember that in reading sessions, the ques-
tions and passages cannot be read to the stu-
dent.

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 test-
ing situations, it will be allowed for the NAEP
assessment. However, the student will not be
allowed to use the spell-check function on the
computer. The student will need to use his/her
own computer or one provided by the school.
NAEP will not provide computers.

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-
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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 as long as the school can provide the
required equipment and/or personnel. If a stu-
dent requires an accommodation that has not
been mentioned and you have some doubt as to
whether to allow the accommodation, you
should call your supervisor for guidance. After
the session, note on the front cover of the book-
let the type of accommodation offered.

NOTE: Unless a scribe or use of computer is
required, recording answers directly in the test
booklet is expected of all assessment participants
and is not considered an accommodation for
NAEP. If this is a required accommodation in a

particular student’s IEP, then he/she should remain
in the regular session as long as no other accom-
modation is required for the student.

Administration Codes for SD/LEP
Students Who Require Multiple
Accommodations

Students who are accommodated sometimes use
more than one accommodation. For example, a stu-
dent requiring one-on-one testing may also require
extended time or help recording answers. For this
reason, NAEP has developed codes for the primary
and the acceptable additional accommodations we
expect will be used. This means that only one
Administration Code will be used for the student
even though he/she may be receiving several
accommodations, as shown in the chart below.

Accommodations Most Frequently Provided by NAEP

Admin. Primary Acceptable Additional 
Code Accommodation Accommodations

71 Bilingual booklet (math only) Extended time; usually small group
or one-on-one 

72 Bilingual dictionary (math only) 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 (math only) 

76 Small group Extended time; read aloud (math only) 

77 One-on-one Extended time; help recording answers; 
read aloud (math only) 

78 Scribe or use of computer Extended time

79 Other – includes format or equipment 
accommodations such as a sign 
language translator, amplification 
devices, or magnification equipment 
(if provided by the school)  
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Complete Step G in the Contact Log

If you are visiting the school and the school coordinator has not identified the
students who require an accommodation, you should ask if the teacher most
knowledgeable about the students is available to speak with you.  If you are on
the phone, you should arrange to call the school coordinator back to complete
Step G. Record call back information on your calendar and skip to Step H.

It is extremely important that you learn about any separate accommodation
sessions at the time of the preassessment visit or call so that you can arrange
for enough AAs to be present to cover all sessions.

By "separate," we mean small group or one-on-one sessions that will be con-
ducted outside of a regular session. Questions in this step are designed to iden-
tify whether the school will conduct separate sessions, and if so, how many.
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For this question, you should go through each Administration Schedule and
point out the students with a 1 in columns F, G, H, or I, indicating they are SD
and/or LEP. For each student you will need to know what accommodations, if
any are needed, and enter the information in the chart on the following page.

Before the preassessment visit or call, you should prefill columns 1 and 2 with
the information on the Administration Schedule(s). The script prompts you to
review each Administration Schedule with the school coordinator and discuss
each student with an SD and/or LEP designation of 1 for Yes. As each student
with a classification of SD and/or LEP is discussed, enter the appropriate infor-
mation in columns 3 through 6 on the chart provided, taking care to check col-
umn 4 if the student must be assessed one-on-one or in a small group setting.

As you finish one Administration Schedule, move sequentially to the next.
When all Administration Schedules have been reviewed and the chart 
completed, ask the school coordinator to wait for a minute while you compute
the number of separate sessions that will be required. Plan a separate session
for each student requiring a one-on-one administration. Unless there is an
unusually large number of students requiring "small-group" administration, you
can plan on one separate session for all of these students. Calculate the total
number of separate sessions needed, enter the number in the box provided at
the bottom of the page, and record each session in the chart provided on the
cover of the Contact Log. If possible, plan for separate sessions to be held after
the regular sessions, so that AAs already scheduled in the school can conduct
the separate session.
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Enter Administration Codes for SD/LEP Students 
Who Cannot Be Assessed

If the school coordinator determines any SD/LEP student cannot be assessed
and therefore needs to be excluded from the assessment, you must enter one
of the REASONS FOR EXCLUSION codes in column P of the Administration
Schedule. The reasons for exclusion (which also are printed on the
Administration Schedule) include the following Administration 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 and LEP – Cannot be assessed

65 = SD and LEP – Required accommodation not offered

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 offer or allow.

After entering an Administration Code, 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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Frequently Asked Questions
Regarding SD and LEP Students 

Who Are the Limited English Proficiency
Students?
There is no common operational definition used
by states to identify LEP students. Terms that are
sometimes used are "English Language Learner"
(ELL) and “English as Second Language (ESL)
Student,” recognizing that these students are in
the process of acquiring English language skills
and knowledge. Unlike disabilities, which usually
are permanent, LEP is considered to be a transi-
tional 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; these
students come from many different cultures,
homes, and educational backgrounds. Although
about three-quarters of all LEP students have
Spanish as their language background, approxi-
mately 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 litera-
cy 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.

Who Are the Students with Disabilities?
To be eligible to receive services in the schools
under the Individuals with Disabilities Education
Act, or IDEA, a student must meet two criteria.
First, the child’s disability must fall within one of
the categories of eligibility:

Mental retardation;

Hearing impairments;

Speech and language impairments;

Visual impairments;

Serious emotional disturbance;

Orthopedic impairments;

Autism;

Traumatic brain injury;

Specific learning disabilities; and

Other health impairments, such as attention
deficit disorders.

Second, because of his/her disability a student
with disabilities must need special education and
related services to realize his/her full potential.

Government figures suggest that about 1 out of
every 10 students are receiving special education
(U.S. Department of Education, 2000). Currently,
most students with disabilities are in a general
education classroom and are provided with spe-
cially designed instruction and support, as neces-
sary. The typical student who receives special
education often has no immediate obvious dis-
ability. He – more than half of the students served
by special education are males – is in elementary
or middle school and has persistent problems in
learning and behaving appropriately in school.
His problems are primarily academic and social
or behavioral.
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What Is an Individualized Educational Plan (IEP)?
The primary intent of the special education laws
passed during the past two decades has been to
require educators to focus on the needs of indi-
vidual students with disabilities. The most impor-
tant aspect of this focus is the IEP. Each public
school child who receives special education and
related services must have an IEP. Each program
must be designed for one specific student and
individuals who know the child well should
design it. IEPs contain much information related
to the technical requirements of IDEA in addition
to instructional components.

In addition, the IEP must include within it the
accommodations and modifications needed by the
student in order to participate in the administra-
tion of state or district achievement assessments. 

What Do the Laws Say About Students with
Disabilities in Relation to Large-Scale
Assessments?
A landmark Federal law was passed in 1975, the
Education for All Handicapped Children Act. This
law guaranteed that regardless of their handicap-
ping condition, all students must be provided a
free appropriate public education in the least
restrictive environment possible. The law’s name
was changed in 1990 to Individuals with
Disabilities Education Act, or IDEA, and was
amended and reauthorized by Congress in 1997.
Two other Federal laws that have played a role in
ensuring the rights of individuals with disabilities
are 1) Section 504 of the Rehabilitation Act of
1973, and 2) the Americans with Disabilities Act
(ADA) enacted in 1990.

Many students with disabilities are included in
large-scale assessments, such as NAEP. However,
before a student can or cannot be included, the
school personnel most knowledgeable about that
student must reference the student’s IEP to make
two types of decisions: should he/she be exempt-
ed from the assessment, and if not, what accom-
modation(s) does the student require in order to
participate in the assessment.

Generally, if a student is tested in a state or dis-
trict testing program, he/she should also be test-
ed in NAEP.  Students can be tested with or with-
out accommodations as specified in the IEP.
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Make Assessment ArrangementsStep
H

The final step of the preassessment visit or call requires you to finalize the
assessment arrangements. You will verify with the school coordinator the date,
time, and location for each session and check if there are any protocols that you
or your team will need to follow on the assessment day.

The assessment date and number of sessions to be conducted will be preprint-
ed on the cover of the Contact Log. If separate accommodation sessions are
needed, it is critical that they are entered on the cover of the Contact Log as
you discuss the time and location of the sessions with the school coordinator.

At this stage, it is very unlikely that the school will want to change an assess-
ment date. If the school coordinator wants to change the date, your response
will depend on your schedule. If you cannot agree on a date when you can
cover the assessment with your staff, tell the school coordinator you will need
to check with your supervisor. This will give you time to review your schedule
with your supervisor and determine what other options are available.

It is important that the school coordinator understand that the locations must
be available for 90 minutes so that sessions are not interrupted. Encourage the
school coordinator to arrange for actual classrooms to be used whenever possi-
ble. Try to avoid cafeterias and other locations where traffic is heavy and the
noise level is high. Enter a date and start time for each regular and separate
accommodation session listed in the charts on the cover of the Contact Log.

The Teacher Notification Letter is provided for the school coordinator’s use if
he/she thinks that it would be helpful in informing the teachers of students
selected for the assessment.
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This question is designed to provide you with the protocol AAs must follow
when working in the school. Any time NAEP staff members are in a school, they
must be sure to wear NAEP Identification Badges. In addition, some schools
require that visitors wear a badge provided by the school. 

It is critical that the assessment team arrives at the school at least 1 hour before
the scheduled start of the first assessment session in order to allow sufficient
time for preparing the assessment materials and for handling last minute
details. If possible, you should arrive 1 1/2 hours before the start of the first 
session—1/2 hour before the AAs arrive.

It is important that the school coordinator know that you will need the NAEP
Storage Envelope and a place for the AAs to work as soon as the assessment
team arrives at the school. Be sure you know where and with whom the NAEP
Storage Envelope is being kept because you will need to retrieve it in order to
conduct the assessments. A delay in locating the envelope on assessment day
can mean that you and your team have insufficient time to prepare for the
assessment sessions.

Schools do not have much space. Work with what they provide. Do not leave
personal items or NAEP material in the work area unless it is secure and you
have the approval of the school coordinator.



Chapter 4 Contacting Your Assigned Schools

4.53

AAs should know how to contact the office in case of an emergency. It is impor-
tant that this information be recorded on the Assessment Information Form.

You will use answers to Questions 3 through 6 to prepare an Assessment
Information Form for each AA.

The school coordinator should know that it is important for each selected stu-
dent to be assessed.

One tablet of Student Appreciation Certificates is included in the school’s package
for each grade 8 or 12 session. The school coordinator may use the back of the
certificates to write information about the time and location of the assessment.
The certificates also serve as a way to thank students in advance for participating.
If NAEP received the student lists before November 15, 2002, the school will also
have labels with student names that the school coordinator can affix to the back
of the certificates. In these instances, the school coordinator will only need to
write the location of the session.  Although the school coordinator is not required
to use these certificates, NAEP has found their use improves attendance. If the
school coordinator chooses not to use the certificates before the assessment, you
may hand them out after the sessions as a thank you to the students.

In schools with grade 12 assessments, the Appreciation Certificates will also be used
to remind students, whose booklet IDs are M191C or M192C, to bring their calcu-
lators. You will offer to prepare the Certificates for these twelfth-grade students.

In schools with grade 4 assessments, the Appreciation Certificates will not be
used as appointment cards, rather, the AAs will hand them out as a thank you
to students after the session.
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NAEP encourages the school coordinator or other staff members who are inter-
ested in NAEP to remain in the room during the assessment.  If the school coor-
dinator indicates a staff person will introduce NAEP or stay in the room during
the session, record that information in the space provided. This information
should be provided to the AAs who will administer the individual sessions,
although it is not necessary to know this ahead of time.

You will be the primary contact for the school coordinator in the event a prob-
lem arises.  You will also give the school coordinator the NAEP help desk tele-
phone number in case you are not available or a question needs to be
answered immediately.

If you have arranged to call the school coordinator back to check on the need
for separate accommodations sessions or for some other reason, review the
callback dates and times. Enter this information on the back cover of the
Contact Log and on your calendar.

Answer any questions the school coordinator has, as appropriate. Do not
answer questions if you are unsure of the answers. Ask the school coordinator
to call your supervisor (or the NAEP help desk) or offer to obtain an answer and
call back.



Verify Assessment
Materials

After each preassessment visit and
call, you will need to check the session boxes you
received for that school, gather any additional
materials from the bulk supplies, and request
additional material, if necessary. It is important to
verify school materials immediately after each
preassessment visit or call, so you will have time
to request and receive additional supplies from
NCS Pearson and/or Westat.

Check School Materials

Assessment booklets will be packaged
in bundles of 14 booklets for grade 4 and 16 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 and upper right of the Administration Schedule.

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

After the completion of each preassessment visit
or call, open the school’s session box(es) and
check that the bundle numbers on the
Administration Schedule(s) match those included
in the shipment. Then, check the materials in your
shipment against the packing lists and
Administration Schedule to see that you have suf-
ficient supplies. Pages 4.57 list the materials in
each session box.
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After the Preassessment Contact

When the preassessment visit or call is complete, complete the following checklist of tasks that
appear on page 13 of the Contact Log:

Task
4

A
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Example of an Administration Schedule with Corresponding Bundle Slips
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Grade 4 Public Schools

Quantity Item

2 Bundles Grade 4 Reading and Math
Booklets (Public) (14 per 
bundle; 28 total booklets)

5 Grade 4 Math Set “X”
5 Grade 4 Math Set “G”
5 Rulers “R”
1 Sign Testing in Progress – 

Do Not Disturb

2 Rubber Bands
28 Preprinted Student ID Labels
1 Return Shipment Label

Grade 4 Nonpublic Schools

Quantity Item

2 Bundles Grade 4 Reading and Math
Booklets (Private) (14 per 
bundle; 28 total booklets)

5 Grade 4 Math Set “X”
5 Grade 4 Math Set “G”
5 Rulers “R”
1 Sign Testing in Progress – 

Do Not Disturb

2 Rubber Bands
28 Preprinted Student ID Labels
1 Return Shipment Label

Grade 8 Public Schools

Quantity Item

2 Bundles Grade 8 Reading and Math
Booklets (Public) (16 per 
bundle; 32 total booklets)

5 Grade 8 Math Set “Y”
5 Grade 8/12 Math Set “G”
5 Protractors/Rulers “P”
1 Sign Testing in Progress – 

Do Not Disturb

2 Rubber Bands
32 Preprinted Student ID Labels
1 Return Shipment Label

Grade 8 Nonpublic Schools

Quantity Item

2 Bundles Grade 8 Reading and Math
Booklets (Private) (16 per 
bundle; 32 total booklets)

5 Grade 8 Math Set “Y”
5 Grade 8/12 Math Set “G”
5 Protractors/Rulers “P”
1 Sign Testing in Progress – 

Do Not Disturb

2 Rubber Bands
32 Preprinted Student ID Labels
1 Return Shipment Label

Grade 12 Schools

Quantity Item

2 Bundles Grade 12 Reading and Math
Spiral (16 per bundle; 32 total
booklets)

1 Sign Testing in Progress – 
Do Not Disturb

2 Rubber Bands
32 Preprinted Student ID Labels
1 Return Shipment Label

Materials in Reading/Math Session Boxes

NOTE: Calculator, pencils, timers, and math posters are needed for each session and can be
found in your bulk supplies.
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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
a few will come from Westat. You will need to use
the calculators, pencils, timers, and sealing tape
from your NCS Pearson bulk supplies for every
assessment. The remaining materials are for you
to use if you need extra for your sessions. 

As described on pages 4.42-4.43, there are three
types of accommodations that require separate
accommodation booklets: bilingual booklet, large-
print booklet, and small group where read-aloud
booklets will be used.  Your bulk supplies will
include five bundles of grade 4 and 8 read-
aloud/small group booklets. If a student requires
a bilingual or large-print booklet, or if you need to
conduct a read-aloud/small group session in a
twelfth-grade school, you must request these
booklets from NCS Pearson.  When requesting
grade 12 small group/read-aloud booklets, request
the same booklet numbers as the first student list-
ed on the Administration Schedule who requires
the read-aloud/small group accommodation.

Your bulk supplies will include one bundle of
extra fourth- and eighth-grade public school
assessment booklets. As described on page 4.57,
each grade 4 session box will contain 28 booklets
and each grade 8 session box will contain 32
booklets. Therefore, if you discover during your
preassessment contact that you will need addi-
tional fourth- or eighth-grade private school book-
lets or twelfth-grade booklets, you must contact
NCS Pearson to place an order.  

Remember, you must account for all of the regular
and accommodation booklets that you receive in
your bulk supplies or via short shipment request
to NCS Pearson. As described on page 3.6, it is
your responsibility to be sure that you have a suf-
ficient number of the appropriate assessment
materials needed for each school and that you can
account for all of these materials (used and
unused) when the assignment is completed.  You
may not, under any circumstances, borrow book-
lets from another session box or another AC. 

B
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General Bulk Supplies from NCS
Pearson

Quantity Item

1 Tape Dispenser
2 Rolls Sealing Tape
5 Digital Timer 
1 Package AA Batteries
20 Supplemental Shipping

Envelope
50 Rubber Bands
3 Sign Testing in Progress – 

Do Not Disturb

25 Materials Request Form
25 UPS A.R.S. Fax Form
5 Return Mailing Labels 

(for bulk materials only)
10 No. 2 Pencils (144 per box)

Bulk Reading and Math Supplies 
from NCS Pearson

Quantity Item

5 Grade 4 TI-108 “C” Calculator
Poster

5 Grade 8 TI-30 “C” Calculator
Poster 

5 Grade 4 OE Math Poster
5 Grade 8 OE Math Poster
10 Rulers “R”
10 Protractor/Ruler “P”
10 Grade 4 Math Set “X”
10 Grade 8 Math Set “Y”
10 Grade 4 Math Set “G”
10 Grade 8/12 Math Set “G”
60 Grade 4 Simple Calculators 

TI-108 “C” (Blue)
60 Grade 8/12 Scientific

Calculators TI-30 “C” (Gray)

Other Bulk Supplies

Quantity Item
5 Bundles Grade 4 Read Aloud Booklets

(5 booklets per bundle) 
5 Bundles Grade 8 Read Aloud Booklets

(5 booklets per bundle) 
1 Bundle Grade 4 Reading and Math Booklets (Public) (14 per bundle)
1 Bundle Grade 8 Reading and Math Booklets (Public) (16 per bundle)
5 Grade 4 Roster of Questionnaires (blank)
5 Grade 8 Roster of Questionnaires (blank)
10 Supplemental SD/LEP Rosters
10 Grade 4 Teacher Questionnaire
10 Grade 8 Math Teacher Questionnaire
10 Grade 8 Reading Teacher Questionnaire
50 SD/LEP Questionnaires
5 Grade 4 School Questionnaire
5 Grade 8 School Questionnaire
10 Administration Schedules (blank)

NCS Pearson Bulk Supplies
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The bulk supplies you will be receiving from
Westat are listed below.

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

Request Additional
Materials, If Necessary

If you discover that you need additional materials,
you should first use the extra materials sent in
your bulk supplies. If you deplete your bulk sup-
plies or if you need to request booklets, you
should contact NCS Pearson.  First complete the
Materials Request Form that is included in your
bulk supplies. You may then call, fax, or email
NCS Pearson as indicated below:  

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.

The NCS Pearson help desk is available between
7:00 a.m. and 5:00 p.m. CT.  Overnight orders for
short shipments must be in by 3:00 p.m CT.

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.

Publications

Summary of NAEP Activities – Public
Summary of NAEP Activities – Private
Teacher’s Guide to NAEP
Demonstration Booklets
MySchool Web Site Brochures and Folders
Mathematics Frameworks
Reading Frameworks

Forms and Materials

NAEP Storage Envelopes 
“Destroy by” Postcards
Student ID Labels (blank)
Student Appreciation Certificates
(for grade 4 sessions)

Administrative Materials

T&Es and Envelopes*
Trip Expense Reports
Blank School Folders
AA Identification Badges*
AA Assessment Information Forms

C



Notes:

Chapter 4 Contacting Your Assigned Schools

4.61



Notes:

Chapter 4 Contacting Your Assigned Schools

4.62



Notes:

Chapter 4 Contacting Your Assigned Schools

4.63



Chapter 4 Contacting Your Assigned Schools

4.64



As an assessment team leader, you will be
responsible for the assessment administrators
(AAs) in your team. It is important that you have a
good understanding of the AA’s responsibilities
before, during, and after the assessment.

AAs Hired 
for Your Area

Field managers and supervisors
began recruiting AAs during the summer. They
initially recruited experienced staff who had been
successful on previous administrations of NAEP.
Once the existing pool of experienced NAEP staff
was exhausted, they began recruiting new staff
with a background in education and strong orga-
nizational and professional skills. Advertisements
were placed in city papers, and flyers were sent
to retired teachers associations, universities, and
employment web sites. 

By January, two to four AAs will be assigned to
each area. The number of AAs in a given area will
depend on the following factors:  

Geographic size of the area;

Number of schools in the area;

Anticipated number and size of the sessions;

Schedule of the assessments; and 

Any known scheduling problems, e.g., vacation
periods, irregular school schedules.

Overview of 
AAs’ Responsibilities

AAs will be responsible for completing a number
of tasks for each session assigned to them. These
tasks are organized into three major categories:
preassessment, assessment, and postassessment.
The primary tasks include the following:

Completing preassessment activities such as
preparing assessment booklets and the assess-
ment room;

Conducting assessment sessions including
original, makeup, and accommodation, using
session scripts; and

Completing postassessment recordkeeping
activities and preparing the assessment materi-
als for shipping.

A complete list of AA tasks can be found on 
page 2.3. 

Your Role in 
Training the AAs

AAs will attend a 1-day local training session in
January. Most states will hold one AA training for
the entire state. Larger states may hold two or
more AA trainings. This training session will pre-
pare AAs for their role in the assessment by
teaching procedures, providing experience with
forms, and giving them the opportunity to ask
questions about the procedures. 

You are expected to attend the AA training in your
state and to play an active role in the training. In
most cases, this will be your first opportunity to
meet and get to know your AAs in person. You
will need to observe and assist your AAs through-
out the training session to make sure they are
gaining an adequate understanding of the NAEP
procedures and their role as an AA. Immediately
following the session, you will have the opportu-
nity to meet briefly with your supervisor, your
AAs, and the other assessment teams in your
region to discuss assignments and other logistical
issues, as necessary.

Assessment coordinators (ACs) are responsible
for the quality of work performed by their AAs.
You should observe the first few assessment ses-
sions conducted by each of your AAs and then
meet with each AA to review his/her performance.
You should also regularly review your AAs’ work,
including coded booklets and completed
Administration Schedules, to determine if infor-
mation has been omitted or errors have been
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made. If you find a mistake, inform the AA and
make sure that it is corrected. It will be your
responsibility to determine whether your AAs are
functioning effectively or need additional training.
Notify your supervisor if at any time you have
concerns about an AA’s performance.

Working as a Team 

Throughout the assessment peri-
od, you will work as a team with

your AAs to complete assessment activities. As
the AC, you will serve as the team leader and
coordinate all activities for your team. This section
discusses the basic framework of how teams
grow and develop. It also contains suggestions
for creating the kind of environment that will help
your team grow quickly and in a healthy manner.

Your Role as 
the Team Leader

You have a short timeframe to help your team
become an organized, functioning group. Teams
that are well supported and nurtured in the early
developmental stages usually have an easier time
carrying out their tasks and responding to chal-
lenges. Because you don’t have a long period of
time to build relationships, we want to help you
streamline the process and develop a united,
capable team in the timeframe available.

How a Team Develops

We use the Drexler Sibbet Team Performance
Model™ (shown on the following page) to illus-
trate how a team grows and develops. A team is
defined as a group of people working together to
achieve a common goal. A team has its own
unique identity, created from the combined char-
acteristics of individual members. You should
think of your assessment team as a being or enti-
ty that goes through developmental stages from
the time it is first formed until it disbands.

The Drexler Sibbet Team Performance Model™ has
seven possible developmental stages.  All teams
go through the first five stages, especially teams
that come together for a specific purpose, exist
for a defined (and often short) period of time, and
then disband.  Each of these five stages has a

question associated with it. The work of the team
in a given stage is to answer the relevant ques-
tion. If the question is not answered, or if the
complexion of the team later changes (someone
leaves and/or joins), the group will need to go
back and address the question again.

The five pertinent stages according to the Drexler
Sibbet Team Performance Model™ are the following:

Stage 1. Orientation: Why am I here?
Stage 2. Trustbuilding: Who are you?
Stage 3. Goal and Role Clarification: What are we

doing?
Stage 4. Commitment: How are we doing it?
Stage 5. Implementation: Who does what, when,

and where?

It is tempting for groups with little time to skip or
skim over the first three or four stages. People
often want to immediately start working on the
“to do” list – mistakenly thinking that they only
need to know the specifics of their particular job.
You should resist this temptation. Although it may
look like a viable shortcut, it often leads to misun-
derstanding, confusion, and ultimately more
work.

Stage 1: Orientation

Each team member wonders why he/she is part of
this particular team. Individuals ask the following:

Why was I selected?

What am I expected to contribute to the team?

How will my contribution be used and help the
team meet its overall goal?

What is the overall goal?

Once each person has answers to these ques-
tions, the focus shifts to “What am I going to get
out of being part of this team?” Everyone expects
to get something back, and it isn’t always just a
paycheck. However, few people will volunteer that
information. As a team leader, you can help your
team by asking each person:

What contribution do you hope to make?

What do you hope to gain in return?

A
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Drexler Sibbet Team Performance Model 
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Knowing the answers to these questions will help
you better understand, motivate, and support
your team. In turn, the team members will under-
stand each other better, and you will begin to
establish credibility as a leader willing to deal
with “sensitive” topics.

Stage 2: Trustbuilding 

Once people understand their expected contribu-
tion, they need to learn about the other team
members. The Trustbuilding stage asks “Who are
you?” This question is complex. Answers may
change over time. Essentially, people want to
know the following:

What are you doing on this team – what value
do you bring?

How is your presence going to affect me?

Can I trust you to be competent, responsible,
and deliver quality work?

The first question can be answered early. It
involves sharing answers from the Orientation
stage. The second question is often skipped.
Begin to help your team members find the
answer to this question by giving them an idea of
“the big picture” and where they each fit in. The
big picture helps people understand the working
relationships, which accomplishes two important
things:

People will have some of the knowledge they
need to fill in gaps and help each other if some-
one else gets into trouble or something is
missed.

People who must understand the working rela-
tionships before they can begin to work on
their own tasks will have that information.

We will look at some ways to help your team
members understand the big picture and working
relationships later in this section. 

The answer to the third question evolves over
time. Some people extend trust up front and only
remove it if they are disappointed, whereas others
trust nothing until they have seen proof of an indi-
vidual’s ability and dependability or dole out trust a
little at a time. No one way is “right” or “wrong.” It
is just a question of personal preference.

Stage 3: Goal and Role Clarification

Teams need to have a clear picture of the following:

Each person’s roles and responsibilities;

The tasks that must be performed for each role
to meet the overall goal;

The sequence, guidelines, and processes to fol-
low when carrying out specific tasks;

Whom to call for what;

What must be communicated and to whom;
and

The decisionmaking process.

The Roles and Responsibilities Chart will help you
list the specific tasks and illustrate how the work
flows. As the chart on the next page illustrates,
the left column contains the list of specific tasks
and subtasks.  Then, each team member and/or
role is listed in the following columns. The rows
describe the relationship of each member of the
assessment team to the task. Who is leading the
task and responsible for the results?  Who actually
carries out the work? Who approves the result?
Who is not directly involved with the task but
must be informed of the task’s status?  
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Stage 4: Commitment 

Once your team members understand the tasks
and responsibilities, their next question will usu-
ally be  “How are we going to get this done?” No
team has unlimited time, money, or other
resources. Tradeoffs must be made. The
Commitment stage is an opportunity to be sure
people understand the priorities of the work and
uncover unspoken assumptions that people make
but don’t think to ask about or communicate.
Assumptions may be very different from one per-
son to the next – right on target or way off base.
In either case, you should be aware of them so
you can either validate or correct them.

The Commitment stage is also an opportunity to
be sure you have “buy in” from each member.
Ask your team members if they feel ready to do
their job. Encourage people to go the extra mile
to get the job done.  Then, be sure they have the
resources to do so. 

Stage 5: Implementation

The Implementation stage tests the health of the
team’s development thus far. If stages 1-4 were
completed successfully, the team should find
implementation a logical and natural transition
because the groundwork has already been laid.
People know who is doing what, when, and
where. People also understand the big picture
and the priorities. They know whom to call and
what to do if something unexpected happens.
Although Implementation itself can be challeng-
ing, it goes smoother when you have built a solid
foundation.

Individual Styles and
Preferences 

The five developmental stages describe how
teams operate as if they are separate beings or
entities. However, each team is made up of indi-
viduals with varying styles and preferences.
Styles and preferences have a strong impact

Sample Roles and Responsibilities Chart

Task Supervisor Assessment Assessment
Coordinator Administrator 

Verify session boxes Inform Responsible Not applicable
and request additional
materials, if necessary

Check assessment Responsible Not applicable
booklets and bulk 
supplies

Create and distribute a Approve Responsible Inform of schedule
schedule for each AA

Prepare student Inform Responsible
assessment booklets

Role columns

Description of how role
relates to specific task

Task column

B
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because they affect perception, communication,
“quality” of work products, and approach to
tasks.  This section explains type and preferences,
based on the work of Carl Jung (a Swiss psychia-
trist), Kathryn Briggs, and her daughter, Isabelle
Briggs Myers. You may be familiar with their work
and might have even taken the Myers Briggs Type
Indicator®.

Essentially, each person has a preferred way of
doing the following:

Gathering information;

Making decisions;

Obtaining energy; and

Relating to the outside world.

No particular preferences are “right” or “wrong.”
They are just different ways of accomplishing the
same goal. People can often do things in a “non-
preferred” way, but it usually takes more time
and energy.  Now, let’s look at how preferences
affect your team.

Data Gathering

The first step for most people is to gather informa-
tion. They do this through their senses. However,
in gathering information, some people stick to
“just the facts,” whereas others link the facts to
other ideas, possibilities, or patterns. When
describing an object like a classroom, some people
may give you information like the following: 

The dimensions of the room;

The number of windows;

The location and number of walls;

The color of the walls;

The number of rows;

The number of desks in each row;

The number of blackboards;

The number of bookshelves and their 
dimensions;

The number and type of posters on the wall;
and

The number of bulletin boards.

These people are probably Sensors or “just the
facts” people.  Other people may start with some
of the facts listed above and then add the follow-
ing information:

The materials on the bulletin boards;

The subject that appears to be taught in the
classroom (based on what they noticed about
the bulletin boards and posters); and

The “feel” of the room (warm and inviting ver-
sus empty and less welcoming).

These people may be Intuitives, people who start
with the facts but then go on to link them to pat-
terns and possibilities.

These different approaches influence your team’s
ability to communicate. Suppose you need a
report from an AA and expect a list of specific
details like Sensors would provide. What would
you think if the AA gave you a more general
description that included more of his/her impres-
sions and less of the specific details? You might
think that your instructions were misunderstood
or that the AA did a poor job. If you don’t know
that this AA gathers information but quickly
moves past the facts to find possibilities and pat-
terns, you might jump to the wrong conclusions.
You also might not realize that you need to help
that AA understand what you are asking for and
how that result should look.

The reverse could also be true.  If you are looking
for impressions or a sense of how an event was
received, a sequential list of exactly what took
place (with no indication of how people felt)
might not give you the proper perspective.

The gathering information preference also affects
the order in which people process information.
Sensors often like to begin with specific details
(often related to their task) and then move on to
the big picture. Intuitives typically begin with the
big picture and then drill down to specifics and
details.  

Presenting information can be a challenge if you
have Sensors and Intuitives on your team. One
way to cope effectively with these different pref-
erences is to use the Roles and Responsibilities
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Chart. The chart is useful for Sensors because
they can see the list of tasks for which they are
responsible. It is also useful for Intuitives who can
see a broader picture of how each role relates to
the various tasks.

Once you have gathered information, the next
step is to decide what to do with it.  The next set
of preferences concerns making decisions.

Making Decisions

Some people make decisions logically and analyt-
ically using a cause and effect approach. When
dealing with difficult situations, these individuals
tend to tackle the problem first and then think
about the people. They are called Thinkers.  

Others are more subjective. They take information
and run it through an internal filter based on their
personal values. These people think of the people
first and the problem second. Their approach to
many situations begins with thinking about how
that situation would make them feel.  They are
known as Feelers. Although both groups think
about the problem and feel for other people,
Thinkers and Feelers consider the problem and
people in a different order. No way is better than
the other; both groups make some good and bad
decisions.

Decision-making preferences also affect how peo-
ple prioritize tasks. If you understand how your
AAs make decisions, you may have an idea of
how they’ll react in a given situation and take pre-
cautions if you don’t think they would respond in
an appropriate manner. For example, let’s say that
a student becomes disruptive during an assess-
ment session. Although there are guidelines to
help AAs deal with these types of situations, an
AA’s preference may affect when that student is
excused. Thinkers may assume that it is more
important for the majority of students to work
undistracted and excuse the student fairly quickly.
Feelers, on the other hand, might want to give
that student more opportunities to behave.  

Regardless of how each of us gathers information
and makes decisions, everyone needs energy
before they can perform either of these tasks.
Preferences also determine how we obtain energy.

Obtaining Energy 

Some people become very energized being
around others and participating in group events.
They lose energy if alone for a long period of
time. They are Extroverts. Others are energized by
spending time alone reflecting on their own
thoughts and ideas. These people lose energy
when interacting with groups. They are Introverts.

Although every human needs to spend some time
alone and some time interacting with others, the
amount of time varies from person to person. You
should think about whether you are energized by
interacting with people or by being alone. How
does your answer influence how you feel about
attending meetings, communicating by phone or
in person, or assuming additional responsibilities?

In addition, Extroverts often think out loud. They
“speak to think.” Introverts usually think before
speaking. This difference can cause serious mis-
understandings and problems between team
members. People who speak to think may spend
more time talking during a meeting, because they
are trying to arrive at a conclusion. People who
think before speaking may become impatient.
They wonder why these individuals don’t think
about the topic (silently) before talking. They don’t
realize that the person is thinking in his/her own
preferred way.

Note: There is no correlation between whether
you are an Introvert or Extrovert and your social
skills. People with good social skills can be
Extroverts or Introverts. The same is true for peo-
ple with poor social skills. Introversion and
Extroversion are preferences describing how you
obtain your energy.

The final set of preferences describes how people
relate to the outside world.

Relating to the Outside World 

Some people are planners and schedulers. They
like to work out the details of what is happening
ahead of time and then stick to the plan. They cre-
ate “to do” lists, schedules, and charts. They are
also punctual and thrive on structure and closure.
These people are called Judgers.
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Other people are more flexible in how they relate
to the world.  They are more comfortable with
adapting to the situation and making changes.
They like to keep their options open as long as
possible, often resisting making a final decision
until they feel they must. These individuals are
less likely to create detailed lists and plans ahead
of time. They are called Perceivers.

Linking Preferences To
Your Team’s Development

Preferences affect a team in each developmental
stage. However, their influence is most obvious
during the Trustbuilding, Goal and Role
Clarification, and Implementation stages. During
these stages, differences can prevent the team
from answering the relevant questions. As you
read over the bullets below, think about possible
strategies to ensure the relevant questions get
answered.

Trustbuilding: Who Are You?

Introverts are less likely to share a lot of infor-
mation with people they don’t know.

Sensors may answer the exact question(s)
asked and not volunteer the amount or type of
information that an Intuitive will.

Feelers need to know the people they are work-
ing with to a greater degree than Thinkers who
often just want the list of tasks. Feelers need to
understand the working relationships before
getting started on the tasks. The process of
reaching such an understanding may frustrate
Thinkers and make them impatient. They prefer
to get to know the others in the context of
accomplishing of the tasks.

Introverts may prefer minimal face-to-face 
contact. They often like to communicate in 
writing via emails. Extroverts enjoy face-to-
face contact and may prefer meetings to email
communications.

Goal and Role Clarification: What
Are We Doing?

Intuitives like the big picture presented up
front. They will drill down from the big picture
to the details. Sensors like the details up front.
They like to put the pieces together to form the
big picture.  (Notice both groups eventually get
to both the big picture and the details.)

Sensors may want clear, specific, and detailed
processes and instructions before proceeding.
Intuitives may prefer less detail, assuming they
can “figure it out” when the need arises.

Intuitives (who are also Thinkers) may enjoy
discussing the concepts and ideas behind a
task more than doing the actual task.

Implementation: Who Does 
What, When, and Where?

Sensors (who are also Judgers) may have a dif-
ficult time with change especially last minute
changes. However, they are excellent at putting
tasks and activities into a process.

Intuitives (who are also Thinkers) and Sensors
(who are also Perceivers) may resist following a
process if it does not appear to “make sense.”
However, both will usually work with change
comfortably and can manage situations where
negotiation or troubleshooting is needed.

Judgers like schedules, budgets, and plans that
are made ahead of time and followed.  They
tend to value punctuality and like to do things
in an orderly manner.

Perceivers are more fluid in their use of sched-
ules, budgets, and plans. They may run late.
They may not see a huge difference between
3:00 and 3:10. They will often be more relaxed
in a less organized, structured situation.

With this information on developmental stages
and preferences, there are certain things you, as
the team leader, can do to help your team suc-
ceed. These things can be done on your own
before you have your first team meeting or when
you are with a member of your team or the entire
team. Let’s look at some ideas for each of these
situations.

C
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Leading Your Team 
to Success

When you interact with members of your team,
model the behavior and attitude you want to see
them demonstrate.

Set the tone for your team.

Don’t promise more than you can deliver.

Saying “I don’t know” is fine as long as you get
back to people.

Think about how someone’s preferences may
have influenced him/her in performing a task.

Ask if you are not sure of something.

Listen to the response(s).

Encourage your team members to ask if they
don’t understand something about you or your
style preferences.

Your First Team Meeting

When you meet with your team for the first time,
go over roles, responsibilities, tasks, goals, and
expectations.

Establish rapport with each team member.
This can be accomplished quickly by identifying
areas or interests you share with each other –
past jobs, current hobbies, etc.

Discuss the goal(s) of your assessment team.
Distribute the Roles and Responsibilities Chart
that you received in your bulk supplies. Go over
it. Point out that this chart gives everyone an
idea of how all the tasks fit together and how
people will need to work together to ensure that
the job gets done.  Emphasize that the reason
you are covering this subject in such detail is
that your expectation is that everyone will help
fill in any gaps or needs that might impede a
successful assessment process.

Share your work style. It will be possible some
AAs will have worked for NAEP many years

with various supervisors or ACs. Because styles
do differ, it may be necessary to remind them
that changes in procedure do occur and you
need their assistance to ensure that NAEP stan-
dards are met. Let people know they can ask if
they are not receiving enough detail or don’t
understand the priorities.

Give your team an opportunity to share experi-
ences and learn from each other in an appropri-
ate environment. School activities can spawn
positive or negative behavior, so let the AAs
share their assessment experiences. Remind
them, however, not to talk about incidents, stu-
dent names, or school personnel issues unless
they are in a private, nonschool location. A
casual conversation can often be misconstrued.
While in schools, avoid participating in any con-
versation or activity that a school might find
offensive and complain about. Acting in a pro-
fessional manner will benefit everyone. As the
team leader, you can provide appropriate
opportunities for everyone to share their expe-
riences.

Give on-going feedback to each team member
(privately) and praise to your team as a group.
Make your feedback FAST:

F: Factual (and behavior based, not personal)

A: Accurate

S: Specific (telling an AA that he/she did a
good job of preparing the booklets and the
room is better than just saying “good job”)

T: Timely (avoid delays – sooner is better than
later)

You should meet one-on-one to discuss any con-
cerns that you have with a team member. Work
together to decide how to correct the situation
and follow up with the AA to confirm that the sit-
uation has improved. It is easier for the AA to
make changes if he/she is alerted; otherwise prob-
lems can persist throughout the field period.

D
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Planning the
Assessment Schedule

You are responsible for formulat-
ing a schedule for each AA on your team. You
should work with your supervisor to develop a
schedule that sufficiently 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 frequently and possibly
revised upon completion of each school’s pre-
assessment call or visit.

Prior to hiring, AAs committed to working a mini-
mum of 30 hours per week. AAs will be guaran-
teed pay for 20 hours per week, but will be
expected to work at least 30 hours if the work is
available for them. You may ask AAs to work up to
40 hours per week, if necessary. AAs will be paid
on an hourly basis for the actual number of hours
they work above 20 per week. If you do not have
enough AAs available to conduct the assessment
sessions in a school, you should talk with your
supervisor as early as possible to request addi-
tional staff.

Effective Communication
with Your AAs

Effective communication between you and your
AAs is crucial to NAEP’s success. The Assessment
Information Form (shown on the following page)
has been developed for ACs to communicate spe-
cific information to the AAs about their assign-
ment. You should either mail AAs their

Assessment Information Forms or give the forms
to them in person. You will need to complete one
form for each AA scheduled to conduct a session
in a school. On the form, you will record the fol-
lowing:

The school name and NAEP ID;

The school address and telephone number;

The assessment date and time;

The session number assigned to the AA;

The room where the session will be held;

The school coordinator’s name;

Directions to the school and where to park once
the AA arrives at the school;

Information about accommodations, such as
the number and types in the session;

Instructions for meeting the assessment team;
and

Any other pertinent information, such as the
policy for dismissing students, how to handle
persistently disruptive students, and students
who arrive after the session has begun.

This form should be distributed to the AAs 1-2
weeks before each assessment.

A
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Situations That May Affect
Your Assessment Schedule

Previous NAEP assessments have taught us that
assessments generally run smoothly and accord-
ing to procedure. On occasion, however, you may
encounter a situation that requires special atten-
tion, such as those described below. Even though
these situations occur infrequently, you must
know how to handle them. Remember to docu-
ment and discuss any unusual situations with
your supervisor.

Makeup Sessions

A makeup session is a small session that must be
held at a later date if the student attendance at
the original session is too low. Chapter 6 of this
manual thoroughly describes the procedures
associated with makeup sessions. It is best to
complete the makeup as soon after the original
session as possible. Be sure to examine your cal-
endar to be certain that your schedule will accom-
modate the date suggested by the school. You
may schedule an AA to return to the school to
conduct the makeup session without you. In these
instances, you must arrange for the AA to return
the session box to you after the makeup is com-
pleted. It is your responsibility to ensure that all
booklets have been returned to you by the AA. If
the school is eager to get the makeup out of the
way but the dates it offers conflict with your
team’s schedule, talk to your supervisor about the
possibility of someone else covering the session.

Accommodation Sessions

Separate accommodation sessions may be con-
ducted for students with disabilities (SD) and/or
students with limited English proficiency (LEP).
This process is described on pages 4.41-4.43 of
this manual. You will need to be familiar with the
differences in the administrative process of these
sessions, as well as with the allowable accommo-
dations for these students. 

Whenever possible, you should schedule regular
sessions to be conducted in the morning and sep-
arate accommodation sessions to be conducted
afterwards to reduce the total number of AAs
needed at the school. If there are not enough AAs

available to conduct the accommodation sessions
in a school, you may need to conduct a session. 

In staffing sessions where students will be accom-
modated, it is important that you or the AA
assigned to the session be comfortable working
with special needs children. For example, an AA
with a special education background would be
ideal. Similarly, an AA who is a retired teacher,
particularly at the elementary level, will likely be
familiar with reading aloud quietly and with deter-
mining when and how to encourage students.

If students are being accommodated as part of
the regular session, the AA administering the ses-
sion may need additional help. Depending on the
nature of the accommodations, an additional AA
for every three to five accommodated students
might be necessary. Each AA should know in
advance the student(s) with whom they will be
working and the nature of the accommodation.

AA Cannot Conduct the Session

The assessment rules specify that only an individ-
ual who attended the AA training session can
administer the assessment. If something unfore-
seeable happens on assessment day (e.g., an AA
is ill), you may need to conduct a session. If you
do not have enough AAs to staff the sessions in a
school, you should speak with the school coordi-
nator about possibly combining two of the same
session types into one large room, such as the
cafeteria, or holding the session on the same day
at a later time. In this case, ask the school to pro-
vide a proctor because the group is large.

Rescheduling Sessions 
Due to Bad Weather

It is possible that in some areas of the country,
bad weather could prevent the school from hold-
ing a scheduled assessment or prevent you from
reaching the school. If a school is closed due to
inclement weather, contact the school coordinator
the following morning to reschedule. In most situ-
ations involving bad weather, you will be in the
school’s local area the evening before the session.
The school’s decision to open will depend largely
on whether the buses can run. If the school opens

B
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the following day, you should be able to make it
to the session, unless you already have sessions
at another school scheduled that day. Be alert for
delays in the school’s schedule.

The School Postpones 
the Assessment

If the school coordinator calls to inform you that
the school will need to postpone the assessment,
you should attempt to reschedule it immediately.
Be sure to notify your supervisor of any schedule
changes. The changes could have an effect on
other areas or require troubleshooter notification.
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