5.8.1 Entering Information on the Administration Schedule

As mentioned, the Administration Schedule is the central document that will be used before,
during, and after the assessment to keep track of the selected students. The middle top box of the
Administration Schedule has been preprinted with the school’s name, NAEP ID#, student age level, and
session type. You must fill in the date, time, day, and location of the assessment session. You will also

enter the name of the AA who will conduct the session.

For those schools that successfully E-Filed and were sampled electronically, you will receive
from NCS Pearson Administration Schedules already preprinted with the names of selected students and
the required demographic data (birth date, sex, and SD/LEP status). For these schools you will add
sampled new enrollees and review the Administration Schedule with the school coordinator, verify that
the recorded student information is correct, and record any of the following student information not

provided on the original E-Filed list:

L] Homeroom or other locating information;

] Race/ethnicity;

[ National School Lunch Program (NSLP) status;
n Title 1 status; and

n New enrollee status.

For those schools that did not successfully E-File, you will be responsible for entering the
names and demographic information of the selected students on the Administration Schedule for the
particular session type for which they were selected. CAREFULLY TRANSFER THE
INFORMATION FOR EACH STUDENT ASSIGNED TO THAT SESSION FROM THE
STUDENT LIST. AS THE BOOKLET ID #S ARE PREPRINTED FOR A PARTICULAR
SESSION, YOU MUST USE THE CORRECT ADMINISTRATION SCHEDULE FOR THAT
SESSION.

Copy the student’s name, homeroom, grade, birth date, sex and any other demographic
information provided onto the Administration Schedule (see Exhibit 5-8). To ensure no errors have been
made in transferring names from the list of students to the Administration Schedules, and as a last check,
count the names on the Administration Schedules and compare this to the number of students selected for

the session type on the list of students.
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Administration Schedules are preprinted with 32 booklet ID numbers for spiral sessions at ages
13 and 17, and 28 booklet ID numbers for spiral sessions at age 9. If a session has more students selected
than line numbers provided, you will need to assign additional booklets to these students. If you need to
use additional assessment booklets from your bulk supplies, remember to assign the booklets, in

sequence, using the next available booklet ID number as listed on the bundle slip.

After you have listed the selected students on the Administration Schedule, enter the total
number of students sampled for the session in the “TOTAL IN SAMPLE” boxes on the Administration
Schedule.

The remainder of this step provides details about how to record information in each column

of the Administration Schedule.

5.8.1.1 Record Student Information Missing from the Administration Schedule

You will need to record homeroom or other locating information in column B, race/ethnicity
in column K, NSLP status for in column L, Title 1 status in column M, and new enrollee status in column
N. 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 origins 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 Alaska 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.
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Exhibit 5-8. Administration Schedule — Competed by hand

This form must be completed in No. 2 pem:ul.
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