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Instructions to the School Coordinator for Preparing the Materials

The National Assessment of Educational Progress

1650 Research Boulevard

Rockville, Maryland 20850-3195

Telephone: 1.800.283.6237

Fax: 301.517.4003

Dear:_____________________,

We greatly appreciate your support of the National Assessment of Educational Progress (NAEP) and the par-
ticipation of your school in the 2003 assessment program. We are pleased that you are serving as the coor-
dinator for NAEP activities at your school. 

The assessment at your school is scheduled for:  _______________________(Date)

As the NAEP school coordinator, you will need to use the enclosed materials to complete the activities
described below before the assessment. A NAEP representative will visit or call you shortly after you received
this packet to assist with these activities and to answer any questions you may have.

Enclosed materials:

Material Description Color/Quantity

School Copy of the Master list of students selected Legal-size paper, 
Administration Schedule(s) for the assessment. printed in blue ink; 1 per session

School Copy of the Used to assign and track each 1 per school
Roster of Questionnaires of the questionnaires.
(grades 4 & 8 only)

School Questionnaire Collects information about your 1 per school
(grades 4 & 8 only) school’s characteristics, staff, 

and instructional programs.

Teacher Questionnaires Collects information about the 1 for each mathematics and 
(grades 4 & 8 only) background characteristics and reading or English teacher 

educational training of teachers at the sampled grade
and about their instructional practices.

SD/LEP Questionnaires Collects important information about 1 for each selected student 
(grades 4 & 8 only) the nature of a student’s disability or classified as SD or LEP

English language proficiency.

Criteria for Including Used to help determine if students Yellow paper; 1 per school
Students with Disabilities with disabilities and/or limited English
and Students with Limited proficiency can be included in the 
English Proficiency assessment, and if so, what 

accommodations, if any, will be
needed to assess these students. 

List of NAEP and State Used to help determine appropriate Green paper; 1 per school
Accommodations student accommodations for NAEP.

New Enrollee Listing Form Used to list students who have White paper; 1 per school
enrolled at your school since the
original list of eligible students was
sent to NAEP. E
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Letter from U.S. Authorizes the disclosure of the Blue paper; 1 per school
Department of Agriculture National School Lunch Program 

information for the selected students.

Example Teacher Explains the assessment and its White paper; 1 per school
Notification Letter importance to teachers of students 

selected for the assessment.  May be
modified and used at your discretion. 

Copy of the Parent Explains the assessment and its White paper; 1 per school
Notification Letter importance to parents of students

selected for the assessment. May be
modified to satisfy No Child Left
Behind notification requirement and
any parental notification requirements
of the district and school.

ATeacher’s Guide to NAEP Provides information about NAEP that 1 per teacher questionnaire
is of interest to teachers. One brochure
should be given to every teacher asked
to complete a questionnaire.

Demonstration Booklet Contains NAEP 2003 background 1 per grade
questionnaires accompanied by
explanations and rationales.

Reading and Mathematics Describes the test design and content 1 each per school
Frameworks of the reading and math assessments.

Student Appreciation May be used as appointment cards for 1 pad of 35 certificates 
Certificates students selected for the assessment. per session
(grades 8 & 12 only) Some schools will be provided with

labels that contain student names to
affix on the certificate.

School Storage Envelope Used to hold the NAEP material Bright red; 1 per school
needed by the NAEP team on
assessment day and for storage of
the material following the assessment.

School Coordinator Activities:

Step 1. Send Parent Letters 
• The No Child Left Behind legislation requires that the parents of students selected for NAEP assessments

be notified in writing that their child has been selected for the assessment and that participation is volun-
tary. You may adapt the enclosed sample Parent Notification Letter to satisfy the No Child Left Behind
requirement and any parental notification requirements of your district and school. You should send the
parent letters as soon as possible. You will need to provide the NAEP representative with a dated copy of
the notification sent to parents. We will not be able to assess until all parents have been notified.

Step 2. Review the Administration Schedule(s) 
• If there are any empty boxes in the columns for homeroom, birth date, sex, race/ethnicity, school lunch

status, SD, LEP, and Title I on the Administration Schedule(s), please collect the missing information and
enter it directly on the Administration Schedule. We will ask you for the missing student information dur-
ing the preassessment contact. To assist you with collecting the National School Lunch Program partici-
pation status from the appropriate staff persons, a letter from the U.S. Department of Agriculture is
included in this preassessment packet.
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• Columns F and H of the Administration Schedule show whether or not each student has been identified

as having a disability (SD) or as having limited English proficiency (LEP). You will need to determine if
any students listed are incorrectly classified as SD or LEP and if any students listed have received an SD
or LEP classification since the original list was prepared. We will ask you to identify any students whose
classification has changed during the preassessment contact. The new classification will need to be
entered in column G or column I.

• For each student classified as SD or LEP, please consult with knowledgeable school staff members to
make one of three decisions about the student: 1) can the student be assessed without an accommoda-
tion, 2) can the student be assessed with an accommodation, or 3) should the student be excluded from
the assessment.  Be sure to use the Criteria for Inclusion and the List of NAEP and State
Accommodations when making these decisions. The NAEP representative will talk with you further about
these students during the preassessment contact.

Step 3. Distribute the School Questionnaire (Grades 4 & 8 Only) 
• Please give the School Questionnaire to the principal to be completed either online, as explained on the

questionnaire cover, or in the hard-copy booklet. It should be completed and returned to you before
assessment day.  

• Record the name of the person to whom you will give the questionnaire on the “Distributed to:” line in
the top-left corner of the front page of the Roster of Questionnaires. If you wish, you may also write the
recipient’s name on the removable label affixed to the questionnaire cover.

Step 4. Distribute the Teacher Questionnaires (Grades 4 & 8 Only)  
• Please give a Teacher Questionnaire to each staff member who teaches math and reading or English at

the grade to be assessed. Teacher Questionnaires may be completed online, as explained on the ques-
tionnaire cover, or in the hard-copy booklet. All questionnaires not completed online, should be complet-
ed and returned to you before assessment day.  

• Each Teacher Questionnaire has a unique 10-digit ID number printed below the bar code in the lower left
corner of the questionnaire. The ID number for eachTeacher Questionnaire included in this packet has
been recorded on the back of the Roster of Questionnaires in the column labeled “Teacher Questionnaire
ID #.” Please assign a specific questionnaire to each teacher by linking the questionnaire ID number with
a teacher’s name. Do this by recording the name of the teacher to whom you will give the questionnaire
in the “Teacher’s Name” column next to the questionnaire ID number. Please include a copy of the
Teacher’s Guide to NAEP with each teacher questionnaire. 

• To further help you distribute the assigned questionnaire booklets to the correct teachers, you may write
the name of the person to whom you are giving the questionnaire on the removable label affixed to the
questionnaire cover.

Step 5. Distribute the SD/LEP Questionnaires (Grades 4 & 8 Only) 
• An SD/LEP Questionnaire should be completed for each student classified as SD or LEP on the

Administration Schedule, regardless of whether or not the student will be assessed. Please distribute an
SD/LEP Questionnaire to the school staff member most knowledgeable about the disabilities and/or
English proficiency of the student named on each questionnaire cover. SD/LEP Questionnaires may be
completed online, as explained on the questionnaire cover, or in the hard-copy booklet.

• The unique 10-digit ID number for each SD/LEP Questionnaire included in this packet has been recorded
on the front of the Roster of Questionnaires in the column labeled “SD/LEP Questionnaire ID #.” Each
questionnaire has already been assigned to a specific student. The student’s name and assessment book-
let ID number from the Administration Schedule has been recorded next to the questionnaire ID number
in the columns labeled “Student’s Name” and “Student Booklet ID #.” To assist you in distributing the
SD/LEP Questionnaires to the appropriate staff member, you may enter the teacher’s name in the
“Distributed to:” column next to the student’s name on the Roster. If you wish, you may also write the
name of the person to whom you are giving the questionnaire next to the student’s name, which has
already been recorded, on the removable label affixed to the questionnaire cover.  
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Step 6. Inform Teachers of the Assessment 
• Enclosed is an informational letter to teachers that you may use if you feel it would be helpful in inform-

ing the teachers of sampled students about NAEP. This letter briefly explains NAEP and should be accom-
panied by a list of selected students, such as a copy of the Administration Schedule, so that teachers will
know which of their students have been selected for the assessment.

Step 7. Inform Students of the Assessment (Grades 8 & 12 Only) 
• One tablet of Student Appreciation Certificates is included in this packet for each grade 8 or 12 assess-

ment session scheduled at your school. You may use the back of the certificates to write the date, time,
and location of the assessment for each student. Although you are not required to use these certificates,
NAEP has found that doing so improves attendance at the assessment session.

Thank you in advance for completing these activities before the assessment. Remember, a NAEP represen-
tative will visit or call you shortly after you receive this packet to assist you with the preassessment activi-
ties and to answer any questions you may have. If you have questions or need more materials before then,
please contact me at the number listed on my enclosed business card. If you cannot reach me and need
immediate assistance, please call the NAEP help desk at 1-800-283-(NAEP) 6237.

We look forward to a successful assessment!

Sincerely, 

__________________
NAEP Supervisor
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List of NAEP and State Accommodations

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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New Enrollee Listing Form – Back

INSTRUCTIONS FOR LISTING NEWLY ENROLLED STUDENTS

About two weeks before your assessment date, the NAEP representative will review this form with you and
determine whether any newly enrolled students will be added to the sample.  After the sampling is
completed, the NAEP representative will instruct you to copy the sampled students’ names and
demographic information onto the appropriate Administration Schedule.

THE FOLLOWING STUDENT DATA ARE REQUIRED:

• Student Name

• Birth date (month and year)

• Sex: 1=Male

2=Female

• SD: SD is defined as a student with a disability (SD) or having an Individualized Education Plan
(IEP) or equivalent classification (such as 504) for reasons other than being gifted and talented.  

X = Yes (leave blank if No)

• LEP: LEP is a defined as a student classified by the school as limited English proficient. 

X = Yes (leave blank if No)

• Homeroom or intact classroom indicator.

• Race/Ethnicity (using definitions below).

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

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

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

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

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

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

• Participation in National School Lunch Program:

1= Student not eligible 3= Free lunch

2= Reduced price lunch 6= School not participating

• Title I (receiving Title I services): 

X = Yes (leave blank if No)
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Sample Parent Notification Letter

PARENT/GUARDIAN NOTIFICATION LETTER
NOTE: You must circle the appropriate reference in the second paragraph “your child may be/is part of
that sample.”

(School Letterhead)

Dear Parent or Guardian:

I am pleased to announce that our school has been selected to participate in the National Assessment of
Educational Progress (NAEP), also known as the Nation’s Report Card.  NAEP is an ongoing assessment
of what young Americans know and can do in various academic subjects. Given to almost 1 million
students throughout the United States in 2003, NAEP will show how students in our state perform
compared to other states and the country as a whole. It also shows long-term trends in academic
performance over the 33 years the assessment has been in place. 

The NAEP assessment will take place on __________________________ and will take approximately
1 1/2 hours to administer. A random sample of our ________________ grade students will be selected to
be assessed in reading or mathematics, and your child may be/is part of that sample. All responses are
confidential, and no results will be reported to or about individual students or schools. This means that
the names of students who take part in NAEP are not recorded on any of the assessment materials that
leave the school, and your child’s grades or progress in school will not be affected in any way by
participating. 

NAEP data and results are often used by policymakers to make decisions regarding education.  To help
guide these decisions, NAEP asks students questions about their school experience, background, and
what teachers teach in the classroom in addition to the subject matter questions.  These questions do not
address personal beliefs or attitudes.  Students may omit any question or part of the assessment that they
do not wish to answer.  If you do not wish to have your child participate in the assessment, please
contact_______________________________________________________________________.

We appreciate the participation of each child who is selected.  Students who participate in NAEP will
gain valuable test-taking experience, and our school’s participation will be beneficial in painting a
picture of what our state’s and country’s schoolchildren are learning.   

For more information about NAEP, please visit the web site http://nces.ed.gov/nationsreportcard. A
Demonstration Booklet that contains student background questions and examples of test questions
similar to those asked in this year's assessment is available both at that web site and at the school office.
If you have any questions or concerns, please contact ______________________.

Sincerely,
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C E R T I F I C A T E  O F  A P P R E C I A T I O N

Thank you for participating in the

National Assessment of Educational Progress

Gary W. Phillips, Deputy Commissioner,

National Center for Education Statistics

U.S. Department of Education

http://nces.ed.gov/nationsreportcard
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