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4. GAINING COOPERATION FROM SCHOOLS 

This chapter will guide you through the process of gaining cooperation for Catholic and 
other nonpublic schools and will describe the materials that you will be using. As described in the 
preceding chapter, before contacting any Catholic schools you will first have to contact the diocese that 
represents those schools. For other nonpublic schools your first contact will be with the school. 

 
 

4.1 Contacts with Schools 

4.1.1 Mailing to Schools 

Once you have obtained permission from the diocese, you will contact the individual 
Catholic schools. You will begin by mailing a package to school principals after receiving diocese 
approval. For other nonpublic schools you will begin by mailing the package directly to the schools. 

 
On your Log of Schools the diocese superintendent column for other nonpublic schools is 

blank because most are independently managed and do not report to a larger entity such as a diocese. 
Many of these schools are affiliated with membership organizations of nonpublic schools such as 
Christian Schools International (CSI), or Lutheran school groups that have provided letters of 
endorsement. Fourteen such nonpublic school membership organizations form the Council for American 
Private Education (CAPE). CAPE and its board of directors have endorsed NAEP and have provided 
letters of endorsement to be sent to selected nonpublic schools. These endorsement letters should be 
mailed with the initial mailing. For the Catholic schools, the NCEA letter should be included in the 
mailing. 

 
Supervisors will mail to both the nonpublic non-Catholic schools this year. Each mailing 

should include: 
 

 Letter to nonpublic school by Nancy Caldwell; 

 Letter to Principal signed by Supervisor; 

 Summary of NAEP Activities; 

 Listing which shows the name of the school selected as well as the number of sessions 
and the school ID; 
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 MySchool folder along with its contents (described in Chapter 5); 

  A set of school labels for each of your regions to help you with your mailings; 

 Instructions for Preparing a List of Students; 

 Locating NAEP 2000 Nonpublic School Results Handout; and. 

 Endorsement letters by organizations to which this school belongs. Please note that 
not every organization provides endorsement letters. Also, it is possible that some 
schools belong to more than one association. If it is unclear which endorsement letters 
to send to a particular school, please discuss it with your field manager. 

 

4.2 Calls to Schools 

Allow a few days lead time before calling the school principal, so that s/he has the materials 
you mailed before you call. The purpose of this initial call to the school is to explain the study and the 
school’s role, answer questions that school officials may have, and make arrangements for the 
assessment. For Catholic schools, make certain that the principal knows that we have been in touch with 
the diocese superintendent’s office and received permission to contact the school. The materials you will 
have in front of you during the call are: 

 
 Log of Schools 

 School Control Form 

 Record of Contacts – Schools 

 Summary of Activities 

  Refusal Report Forms (in the event you need to record information about a refusal) 

During your calls to nonpublic schools (using the Example School Phone Call in Appendix 
F) it will be important to emphasize that NAEP staff will do as much as possible to facilitate the 
assessment and to ease the burden on school staff. In many nonpublic schools the demands on staff time 
are even greater than in public schools. You can mention to the school official the endorsement of CAPE 
(or the appropriate association). It is also in these schools that there may be the most resistance to 
“government interference.” Make sure you stress the confidentiality of participating schools and students. 

 
Affiliation codes will be listed next to the school on all listings and logs. If you have any 

questions about the timing of any calls to dioceses or schools, talk to your Field Manager. 
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4.3 The School Control Form 

You will receive a School Control Form (SCF) for each school in your assignment. It is a 
one-page document with some pre-printed information about the school. It describes the assessment 
activities for which the school has been selected. 

 
It is also the document upon which you will record critical information about the assessment. 

You will complete the SCF during introductory meeting telephone calls and it will be given to the 
appropriate assessment Supervisor in December. The SCF is shown as Exhibit 4-1. 

 
The first portion of the SCF contains the School, Diocese and Principal’s name and address 

information. During the course of your calls, you will verify this information and make corrections as 
necessary. Also shown are the ID numbers of the school, the estimated number of students to be assessed, 
the grade selected, and the session types for which they were selected. The SCF also indicates whether the 
school has been sampled for assessments in more than one grade. If a school is selected for an assessment 
in more than one grade, there will be a separate SCF for each grade selected. You will have to complete 
the SCF for each grade. 

 
On the rest of this form, you will enter information about assessment arrangements you have 

made with the school coordinator during the introductory meeting telephone calls. These items are as 
follows: 

 
A. School Coordinator’s Name, E-Mail Address, and Fax Number – Enter the school 

coordinator’s name in this space. If the school coordinator is the principal, fill in the 
principal’s name. If the school coordinator is reached at a phone number other than the 
school phone number, enter that in this space as well. You will also have space here to 
enter the school coordinator’s e-mail 

B. Expected Enrollment in Grade – The number of grade-eligible students that we 
anticipate will be preprinted here. You should enter the actual number of students in 
the selected grade right next to it. 
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Exhibit 4-1. School Control Form 
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C. Year-Round Schools – If the school diocese/state has a “year-round” schedule, you 
must indicate this by circling the Y (for Yes) and then enter the percentage of students 
in the selected grade who would be off-track at any one time. 

D. Assessment Date and Time – A specific assessment date should be scheduled and 
recorded here, along with the time. 

E. Arrangements for Assessment – There is space here for you to record any other 
information about the school that the Assessment Coordinator needs to be aware of. 
You can also use this space to explain any special arrangements needed for the 
session. 

F. Arrangements for Sampling – There is a space to record the arrangements for 
sampling, whether it will be done via electronic file, mailed or faxed to the Field 
Manager or Supervisor, or done at the school. There is also a space for the sampling 
date if a visit is required. If the sampling is to be done by electronic file, there is a 
space for the name and telephone number of the person producing the file. 

G. Number of Teachers – There is space for putting the number of language arts 
teachers, mathematics teachers or combined language arts/mathematics teachers at 
grade 4. At grade 8, there is space for the number of language arts (reading/writing) 
teachers and for the number of mathematics teachers. 

H. Assess All Option at Grade 4 – If this is a grade 4 school there is space to check off 
whether the school will do the “assess all students” option. This is available only for 
schools that have fewer than 121 students at fourth grade. 

I. Comments – There is space here for other comments. 

Occasionally a school is selected to participate in more than one grade assessment. If this is 
the case, there will be two School Control Forms for the school since there will be a different school ID 
number for each grade level. Both forms should be completed. Generally all assessments in a school are 
conducted on the same day, and the school coordinator serves for both grades. 

 
Completed SCFs should be reviewed for completeness and legibility prior to shipping back 

to the home office at the conclusion of the gaining cooperation phase. 
 
 

4.4 Record of Contact - School 

The record of Contact – School is essentially the same as the one for the dioceses, but will 
guide you through the information that you will need to discuss with the school. The Record of Contact –
School is shown in Exhibit 4-2. 
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Exhibit 4-2. Record of Contact Form – School (Page 1 of 4) 
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Exhibit 4-2. Record of Contact Form – School (Page 2 of 4) 

 



4-8 

Exhibit 4-2. Record of Contact Form – School (Page 3 of 4) 
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Exhibit 4-2. Record of Contact Form – School (Page 4 of 4) 
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4.5 Electronic Files from Schools 

As mentioned earlier, part of each mailing to the schools each school will receive the 
“MySchool” folder in the mail. This folder will contain information about the MySchool website, 
instructions for creating student lists, and information on e-filing their student list. You should encourage 
as many schools as possible that schools send their student lists via an electronic file at the time the 
school agrees to cooperate. Schools must be able to send an electronic Excel file by November 15. The 
school will access the MySchool website to access the link to the e-file option. There they will follow the 
directions on how to create and send an electronic file of students for sampling. The specifications are 
included on the instructions for creating student lists. The Excel file must include the student names, birth 
dates, sex, race, and SD/LEP status. The school does not have to have Title 1 or the School Lunch 
Program fields available at this time in order send Westat a file electronically. These fields can be added 
later on assessment day. Grade 4 schools that want to assess all students must include the homeroom 
indicator. 

 
Asking the schools for an electronic file will require a discussion between you and the 

person at the school in charge of the student file. You must thoroughly discuss with the school staff 
person the details about their student list. These details are on the Instructions for Preparing a List of 
Students (Exhibit 4-3). You must make sure that the list contains ALL students in the sampled grade. If 
the school has any technical questions about the file they can call 800-283-6237. They can also e-mail 
questions to the NAEPFMS@westat.com e-mail address The files that schools send electronically will be 
received at the Westat home office. The home office will read the file and select the student sample. The 
selected student file will then be sent to NCS Pearson for them to pre-print the Administration Schedules 
with the selected student information. 
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Exhibit 4-3. Instructions for Preparing a List of Students (Page 1 of 2) 
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Exhibit 4-3. Instructions for Preparing a List of Students (Page 2 of 2) 
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4.6 Receiving Student Lists from Schools in Hardcopy Form 

Some schools, particularly nonpublic schools may not wish to have their students’ names 
sent on an electronic file. We must be sensitive to their concerns. If a school does not wish to or cannot 
send student lists via electronic file, we will ask them to mail or fax the list of students to the Field 
Manager or Supervisor. Again, the student list specifications are on the instructions for creating student 
lists that they will receive in the “MySchool” folder. If a school does not wish to release any student 
names from the school, then the Supervisor will have to conduct a sampling visit to the school this fall. 

 
 

4.7 Example School Phone Call 

The Example School Phone Call outlines the call to the school principal/school coordinator 
using the same format as the Example Diocese Phone Call. Since protocol dictates that the initial school 
contact be made with the principal, you will record the outcome of this call on the Record of Contact 
Form - School and check the box at the top of the front page indicating “School Principal”. 

 
Occasionally you may be directed by office staff to speak directly to someone other than the 

principal. In some cases, particularly at grade 4, the principal himself/herself will assume the role of 
School Coordinator. 

 
You will complete the Record of Contact Form - School to document your conversation with 

the school principal and the school coordinator if the principal designates a person other than him/herself 
to assume those responsibilities. Do not forget, make sure you have the Record of Contact Form, the 
School Control Form, the Summary of Activities, and Log of Schools before placing your call to the 
School Principal. 

 
If the principal will assume the role of School Coordinator, you will check the box near the 

bottom of page one of the form indicating “School Principal.” If someone other than the school principal 
is designated as school coordinator, check the box indicating “Other,” and enter the appropriate 
information. When speaking with the “School Coordinator,” check the box indicating “School 
Coordinator” at the top of the first page of the form. All items of the form must be reviewed with the 
School Coordinator; if the principal expresses interest, you should review the items with him/her as well. 
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In Section 1 of the Example School Phone Call, “Making Contact”, you introduce yourself 
as the NAEP representative and establish contact with the school official who will be responsible for 
coordinating activities. When making this first call to a Catholic school, it is helpful to begin by referring 
to the recent call (or letter) placed from the diocese office informing the school of its selection for 
participation in the study. 

 
When speaking with the school principal or designee, explain that it will take about 15-20 

minutes to cover the necessary information and offer to set up a phone appointment for a discussion if 
s/he cannot discuss it immediately. When reviewing key points, suggest that s/he follow along using the 
Summary of Activities 

 
If s/he does not have access to the materials you mailed, offer to send another set. Do not 

review the school responsibilities until s/he has received the Summary of Activities. (Your Field Manager 
can fax a copy of the Summary of Activities to a school if necessary.) 

 
Section 2 gives you a short introduction to the assessment program. It essentially 

summarizes the first few paragraphs of the Summary of Activities. 
 
Section 3 provides step-by-step instructions for updating the School Control Form (SCF). 

In reviewing and updating the School Control Form, you will inform the School Coordinator of the grade 
level being assessed as well as the number and type of sessions being conducted and the estimated 
number of students to be assessed. You will also inquire about the number of students enrolled in the 
sampled grade and record this information on the SCF. 

 
Section 4 has you ask if it is a year-round school. Information about year-round schools 

must be entered on the Record of Contact - School and the SCF and in the SCS. 
 
Section 5 describes the MySchool website to him/her and inquires whether the school has 

Internet access. 
 
Section 6 reviews the School Coordinator’s responsibilities. You will describe what is 

necessary for sampling, discuss the importance of high attendance on assessment day, and review issues 
of confidentiality. You will describe the two options they have for giving you the student list - either an 
electronic file sent by the due date or a hardcopy list faxed or mailed to you. If the school is resistant to 
having student names leave the school, you can tell him or her that you will visit the school about two 
weeks before the assessment date to sample. 
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Finally, in Section 7, you will establish an assessment date for the school and answer any 
questions the coordinator may have. If the school requires a sampling visit, it can be done in person. 
Remember to record this information on the School Control Form, Record of Contact Form, the Log of 
Schools, and in the SCS. 

 
When determining a school’s assessment date, be sure to discuss prior school commitments, 

vacation weeks, holidays, other local, diocese, or state testing dates, etc., and set the schedule so that the 
assessment can be completed within the allotted time period. Review the field period to be sure that the 
date is within the proper parameters. If this presents a problem, your Field Manager must be notified. 

 
Assessment sessions for NAEP will last 90 minutes. Since this will take longer than a class 

period in most middle- and high schools, it is important to discuss the scheduling with the school 
coordinator to determine the type of schedule that will work best within that school. This coordination is, 
of course, especially important for the older students, who generally move from class to class every hour. 
Additional sessions may be necessary if the assessment space is small or makeup sessions are required. In 
general, however, you should be able to schedule all assessment sessions in a school on the same day. 

 
In scheduling the assessment sessions within each school, take into account the hours that 

the assessment space is available, and any and all school functions that have been scheduled (assemblies, 
pep rallies, etc.). Sessions should not be scheduled that will run into the students’ lunch period or student 
dismissal time. We want to avoid partially completed sessions, so make sure the school coordinator fully 
understands the time requirements of each session scheduled. 

 
Exact times and locations for sessions do not have to be determined at this time. This will be 

determined by the Assessment Coordinator closer to the assessment date. However, the school 
coordinator should be given an overview that includes information about space and time requirements. 
Note that space is at a premium in most schools. Sessions may need to be held in such locations as the 
band room or the library. Wherever the sessions are held, the location should allow minimum distractions. 
If a school coordinator wants to plan at a detailed level at this time, record all information on the SCF and 
on the Record of Contact Form. The items that MUST be decided at this time is the actual assessment 
date and the method of sampling (either by electronic file or hardcopy). 

 
When the assessment date has been agreed upon, ask the principal or school coordinator to 

be sure to record the scheduled date on their school calendar. 
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4.8 Year-Round Schools 

While most nonpublic schools are not year-round, there are a small number that are year-
round. The procedures for year-round schools are as follows: 

 
 As part of your phone contact with the School Principal (or School Coordinator), you 

will inquire whether the school is a year-round school. If so, determine the percent of 
students in the sampled grade who are off-track (or not in attendance) at any given 
time. 

 Record this information on: 

- The Record of Contact Form - School; 

- The School Control Form (SCF); and 

- The School Control System (SCS). 

In year-round schools, the file or list used for sampling should contain all students who will 
be on-track (in attendance) on the assessment date. 

 
 

4.9 Handling Situations That May Arise During the Phone Calls 

There are several other issues that may arise in your initial calls to dioceses or schools 
depending on the questions asked by the person with whom you are speaking. Instructions for handling 
these situations are described in this section. 

 
 

4.10 Questions You Cannot Answer 

Although you will be able to respond to specific questions about each assessment and most 
general questions, there may be some questions that you are not able to answer. When this occurs, write 
down the question, be sure you understand it, and tell the school coordinator or diocese staff member that 
you will get back to him/her with the answer. Then, continue with your call agenda. At the conclusion of 
the call, consult your Field Manager or, if directed, the home office, to obtain the answers to the 
questions. Be sure to contact the school or diocese official who asked the question as soon as possible. 
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If you do not know the answer to a question, do not try to “bluff’. The school official may be 
far more knowledgeable about the topic than you. You will not lose the respect of the school official if 
you find out the answer and get back to him/her, but you will lose respect if you respond inaccurately. 
You can always mention the NAEP website and tell him/her that there may be some more information 
there that s/he may want to know. If questions are left unanswered, do not forget to get back to this school 
official with the answers. 

 
 

4.11 Technical Discussion Required 

If, during your phone call, you sense that more detail than you are able to provide is being 
requested (e.g., the diocese or school official begins a detailed discussion of standardized testing), you 
should indicate that you will arrange for a NAEP guide to be sent or for a home office staff member to 
call him/her. You should, however, be familiar enough with your study materials (manuals, publications, 
etc.) to answer general questions about the program. Again, you can always mention the NAEP website 
and tell him/her that there may be some more information there that s/he may want to know. 

 
In some cases, a diocese or school may wish to have an in-person meeting involving their 

test directors and/or curriculum developers. If that is the case, it is possible that they would expect the 
presentation to be more technical than what you are able to provide. You can explain that your expertise 
is in the operational area, but that you can try to arrange for a meeting in which a project representative 
could come to discuss these issues. However, you should try to determine the specific information that 
may be sought, and see if these questions could be discussed over the telephone. 

 
Discuss the situation with your Field Manager before committing to a special briefing or 

presentation. Also, contact your Field Manager to discuss any special circumstances surrounding the 
scheduling of the assessment or the conduct of introductory meetings as a result of your telephone contact 
with the diocese office or the school. 

 
 

4.12 Concern About The Amount of Testing In The School(s) 

Many dioceses and schools are well aware of the value of NAEP and other testing programs 
and are supportive, but you will frequently hear diocese and school officials express their concern about 
the amount of testing occurring in their schools (especially at grade 8). If this is the case, you should 
acknowledge their concern (e.g., “I understand what you are saying. We have seen the growth of testing 
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since the early 1990’s”), and move on if you can. You can point out that in some ways these assessments 
are less burdensome than other testing programs because only a sample of students are selected for 
participation (although you should be careful when making this statement, since in some schools we will 
select all eligible students). Also, stress that our staff does all of the work on assessment day and the 
assessments lasts about 1-V2 hours, while other programs run over several days. 

 
 

4.13 Parental Permission 

The No Child Left Behind Act provides that student participation in the National Assessment 
of Educational Progress shall be voluntary. It specifically states that parents of children selected to 
participate in any NAEP assessment shall be informed before the administration of any authorized 
assessment that their child may be excused from participation for any reason, is not required to finish any 
authorized assessment, and is not required to answer any test question. During any discussions with 
diocese or school officials regarding parental notification, you should emphasize that students are 
anonymous in these programs. Participating students’ names are kept completely confidential, and school 
officials are instructed to destroy all forms within about six months of the assessment. Results are never 
reported by individual student or school; they are reported in aggregate across schools by grade, sex, and 
other characteristics. Please refer to Appendix L for the complete details about the policy on Parent 
Information. 
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A sample parent letter (Exhibit 4.4) will be included in the mailing to the school that school 
staff can copy or modify. The letter will also be available on the MySchool website. You will receive 
copies of the parent letter in your bulk supplies. If any school or diocese official would like to see a copy 
of the letter, you can send one to him/her. 

 
 

4.14 Further Contact Necessary 

If the diocese or school requests further information before agreeing to participate in the 
study, try to determine the type of information needed and note this on the Record of Contact form. 
Indicate on the appropriate Record of Contact form who should be called at the school or diocese office. 
Be sure to report this information to your Field Manager, in addition to documenting it on the appropriate 
Record of Contact form. If the attitude toward the study is basically negative, note this on the Record of 
Contact form and call your Field Manager immediately. 

 
A diocese or school official may openly refuse or express reluctance to participate in the 

study. If so, be very tactful and polite during the telephone conversation. If the diocese or school official 
seems amenable to further discussion, the following points may be useful in your conversation: 

 
 During previous years of NAEP, nearly 90 percent of the sampled schools have 

participated. 

 For this study, we will conduct the assessments in the school and will do the sample 
selection. The only thing we ask of schools is to provide us with the lists of eligible 
students before the assessment date, the assessment space, and the selected students 
on assessment day. If there is any resistance whatever about preparing student lists or 
other clerical work on the diocese or school’s part, offer to have our staff do the work. 

 We will be as flexible as possible about scheduling the work, space requirements, etc. 

 Schools often change their minds when we offer to do the assessment on a “non-
regular” school day such as an early dismissal day or when another activity alters the 
usual schedule. 
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Exhibit 4-4. Sample Parent Letter 
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If the diocese/school official openly refuses to participate and is very abrupt or hostile, do 
not antagonize the individual by prolonging the conversation. If appropriate, attempt to obtain the 
reason(s) for the refusal (this information will enable you or other staff to develop appropriate plans for 
attempting to reverse the refusal) and politely terminate the conversation. Do not indicate to the refusing 
party that no further contact will be made. Always leave the door open for someone else to make contact. 
There are some general rules to follow when you sense an impending refusal (Exhibit 4-5) and some 
comments you can make when they give reasons why they want to refuse (Exhibit 4-6). 

 
Record notes of the discussion clearly and in detail on the Refusal Report Form (Exhibit 47), 

and call your Field Manager to discuss the situation. The refusal information will be reviewed by the 
Field Managers so that we can try to convert the refusal. There is space on the form for you to record the 
stated reasons for refusing as well as any unstated reasons that you sense. Your objective opinion about 
the reason for refusal and what could be done to correct the refusal are an important part of the conversion 
effort. 

 
 

4.15 Special Situations 

If the school says they will agree to participate only under special circumstances, you should 
discuss the circumstances with your field manager. Oftentimes, they will say they will participate only if 
all of their students can partake in the assessment. Obviously since this is an option for most fourth 
grades, it is not a problem. If they want to do this for eighth grade, you must fill out a Special Situations 
Form (Exhibit 4-8) and put it in the school folder. 
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Exhibit 4-5. Suggestions for Potential Refusals 
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Exhibit 4-6. What to Say and Do When a School Refuses (Page 1 of 2) 
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Exhibit 4-6. What to Say and Do When a School Refuses (Page 2 of 2) 
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Exhibit 4-7. Refusal Report Form 

 



4-26 

Exhibit 4-8. Special Situation Form 
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4.16 Sampling Your Schools 

As you receive your schools lists in, you can begin sampling the students. Sampling is done 
with the Student Data System (SDS) in your laptop. Details on how to sample will be given with the SDS 
instructions. 

 
 

4.17 Packaging and Shipping Materials 

4.17.1 Packaging Materials 

At the end of the fall, you will have a completed school folder for each school. You should 
give these folders to the Assessment Coordinator in December and each one should include: 

 
 Completed Record of Contact - School; 

 School Control Form; 

 Copies of the Administration Schedules (you will learn more about this at the 
November training); 

 Copy of the Roster of Questionnaires (you will learn more about this at the November 
training); 

 Special Situation Form, if applicable; and 

 Refusal Form, if applicable (this must also be entered in computer). 

The following should be placed in the folder of the first school for each diocese that appears 
in your Log of Schools: 

 
 Completed Record of Contact - Diocese. 
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4.17.2 Shipping Materials 

After the first five business days of phone contacts, you will send legible copies of all 
completed Record of Contact Forms, Refusal Forms, and School Control Forms via Federal Express to 
your Field Manager. 

 
This will facilitate your initial reporting call to your Field Manager. This is the only package 

that must be sent to your Field Manager. 
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