NAEP

National Assessment of Educational Progress

Assessment

Administrator

Manual

The

Nation's N AEP

Report
Card




Important Information

Help Desk for Schools:

Help Desk for Staff:

For information about NAEP, visit our web site at:

TELEPHONE

TELEPHONE

TELEPHONE

Produced by Westat, 1650 Research Boulevard, Rockville, MD 20850



2005

Assessment Administrator Manual

Table of Contents

Introduction to NAEP 1.1
1. NAEP OvervieWw . ....... .. ittt e e et e e 1.1
A. Characteristics of NAEP .. ... . . i e e 1.3
B. NAEP Organizational Structure .......... ... .. .. . ... 1.4
2. The NAEP Program for 2005 ... ......... ... . .. it 1.6
3. The NAEP Code of Ethics ............... ... . . . .. 1.8
4. NAEP Guidelines for Viewing Assessment Materials .................. 1.10
5. NAEP Quality Assurance Checks . ... .......... ... . i, 1.12
A. Quality Control Checks Conducted by Your Assessment Coordinator . ...1.12
B. School Visits by NCES, ETS, Westat, and HumRRO ................. 1.12
C. School Visits by Your Supervisor ..., 1.12
D. FollowupTelephone Calls . ...... ... i i i 1.13
6. Goals of the NAEP 2005 Training Program . ... ....................... 1.13
7 Manual Format ........... . . . . . i i e e 1.14
Understanding NAEP Materials and Accommodations 21
1. General NAEP Knowledge Requirements ............................ 2.1
A. The Administration Schedule .. ............ ... ... . . . i i, 2.1
B. The Roster of Questionnaires .............. .. . .. 2.9
C. The School Questionnaire ..........c.uiiiiii i 213
D. TheTeacher Questionnaire ...........c.o i, 2.15
E. The SD and LEP Questionnaires .............ciiiiiiiiinnnnnnn.. 2.17
F The Session Scripts . ... e e 2.21
G. Instructions to School Staff Observers ............... ... ... . .... 2.23
H. The Session Debriefing Form ....... ... ... .. ... .. .. ... . ..., 2.26
I. The Session Materials ........... ..., 2.27
J. The Assessment Booklet ........... ... ... . .. . . . . i, 2.27



K. The Ancillary Materials . . ... . . i 2.27

L. The Science Kits . ... ettt e 2.31
M. The Assessment Information Form ............ ... .. ............. 2.32
2. Understanding NAEP Accommodations ............................ 2.33
A. Accommodations Most Frequently Provided by NAEP ... ........... 2.33

B. NAEP Administration Codes for SD and/or LEP Students
Who Require Multiple Accommodations ......................... 2.37

C. NAEP Administration Codes for SD and/or LEP Students
Who Cannot Be Assessed . ... .. i 2.38
Preparing for Assessment Day 3.1
1. Activities to Complete Before AssessmentDay ....................... 3.1
Procedure 1. Receive and Review the Assessment Schedule ......... 3.1

Procedure 2. Receive and Review the Assessment Information Form .. .3.1

Procedure 3. Practice Using Session Scripts ...................... 3.3
Procedure 4. Review Security and Confidentiality Procedures .. ...... 3.4
Procedure 5. Gather Materials to Bring to the School on
AssessmentDay ......... ... . . . i 34
Procedure 6. Review Guidelines for Professional Dress ............. 3.5
Conducting Assessment Day Activities 41
1. Overview of Quality Control Activities on AssessmentDay ............. 4.1
A. Quality Control Checks Conducted by the AC ...................... 4.1
B. Quality Control Conducted by HUmRRO .......................... 4.2
2. Activities to Complete Before the Assessment ... ..................... 4.4
Procedure 1. Report to the School on the Day of the Assessment ....4.4
Procedure 2. Go to the Location Where the AssessmentTeam
WilLWOrK .o e 4.4
Procedure 3. Receive the Session Materials ...................... 4.5
Procedure 4. Preparethe Booklets ................ ... ... ........ 4.6
Procedure 5. Preparethe Room ............... ... ... ... . ....... 4.1
3. Activities to Complete During the Assessment ...................... 4.14
Procedure 6. Administer the Session ........................... 4.14
Procedure 7. Administer Hands-on ScienceTasks ................... 4.21
Procedure 8. Assess Students with Disabilities or
Limited English Proficiency ........................ 4.23
Procedure 9. Monitorthe Session .............. ... ... ... ....... 4.25
Procedure 10. Manage the Classroom ................. ... ....... 4.30

ii Assessment Administrator Manual



4. Activities to Complete After the Assessment ........................ 4.37

Procedure 11. Account for All Materials Used ..................... 4.37
Procedure 12. Complete the Administration Schedule .............. 4.37
Procedure 13. Code the Booklet Covers ........... ..o, 4.41
Procedure 14. Pack Session Box and Return Additional
Materialtothe AC . ... ... i 4.44
Procedure 15. Complete the Session Debriefing Form .............. 4.45
Procedure 16. Conduct a Makeup Session, If Necessary ............ 4.48
Completing Administrative Activities 5.1
Procedure 1. ReportYourTime and Expenses ..................... 5.1
Appendices
Appendix A
GlOSSaANY .ottt e A1
Appendix B
Travel Guide for AAS ... e B.1
Quick Checks
Session Materials Checklist ................ ... .. ... ... QA1
Booklet Preparation Checklist ......................... ... ... . ... Q.2
Room Preparation Checklist . . . ....... ... ... ... ... . ... ... ... . ... Q.3
Post-Assessment Checklist ............. ... ... .. . i, Q4

Assessment Administrator Manual iii



January 2005

Tuesday ~ Wednesday Thursday  Friday Saturday
1

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30 31

iV Assessment Administrator Manual

December 2004

S

T W

10
17
24
31

February 2005

S M

6 7
13 14
20 2
21 28

T W T F
1 2 3 4
8 9 10 N
15 16 17 18
22 23 24 25

)

12
19
26




February 2005

Sunday Monday ~ Tuesday  Wednesday Thursday Friday Saturday
1 2 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28

January 2005

S

T W

T

13
20
27

March 2005

S

13
20
27

7
14
21
28

T
1
8
15
22
29

W
2
9

16

23
30

T

10
17
24
31

F
4
"
18
25

)
5
12
19
26

Assessment Administrator Manual \V}




March 2005

Tuesday  Wednesday Thursday Saturday
1 2 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30 31

Vi Assessment Administrator Manual

February 2005

S

20
27

T W T
1 2 3
8 9 10
15 16 17
2 23 24

F S
4 5
1mn 12
18 19
25 26

April 2005

T F
1

7 8
14 15
21 22
28 29

16
23
30




Chapter

Introduction to NAEP

‘ Conducting Assessment Day
Activities

. NAEP Overview 1. Overview of Quality Control Activities

. The NAEP Program for 2005 L SRR DR

_ The NAEP Code of Ethics 2. Activities to Complete Before the
Assessment

-
S
-
-
(=]
Q.
<=
(1]
=
o
-
-
o
—
>
m
O

. NAEP Guidelines for Viewing

Assessment Materials 3. Activities to Complete During the

Assessment

. NAEP Quality Assurance Checks

4. Activities to Complete After the

Assessment
Completing Administrative
Activities

Understanding NAEP Materials .
and Accommodations 1. ReportYourTime and Expenses

1. General NAEP Knowledge Requirements

6. Goals of the NAEP 2005 Training
Program

. Manual Format

2. Understanding NAEP Accommodations

B Preparing for Assessment Day

1. Activities to Complete Before
Assessment Day




Introduction to NAEP

This chapter provides a brief introduction to the National Assessment of Educational
Progress (NAEP) and the NAEP 2005 program. For additional information on NAEP
please refer to the Welcome magazine. This chapter also describes the layout of

this manual.

1. NAEP Overview

NAEP is the only national assessment of students in the United States
performed on a continual basis.

Widely known as the “Nation’s Report Card” — NAEP is the leading national
assessment of what America’s students know and can do in key academic subjects.
NAEP, a program of the U.S. Department of Education, provides information on
state and national student achievement, and how that achievement has changed
over time.

NAEP is administered by the National Center for Education Statistics (NCES), a
division of the U.S. Department of Education. NAEP selects representative samples
of public and nonpublic schools and students to be assessed. These samples vary,
depending on the number of subjects and items to be assessed. Reading and
mathematics assessments occur most frequently, but assessments also cover
writing, science, U.S. history, geography, civics, economics, foreign language,

and the arts.

NAEP includes state and national assessments, long-term trend
assessments, and ongoing special studies.

National NAEP occurs every year and reports information for the Nation and
specific geographic regions of the country. It includes students drawn from both
public and nonpublic schools and reports results for student achievement at grades
4,8, and 12.

State NAEP occurs every 2 years in reading and mathematics, and in either science
or writing at the fourth and eighth grades. Federal law requires all states that
receive Title | funds to participate in NAEP reading and mathematics assessments
at grades 4 and 8. School districts that receive Title | funds and are selected for the
NAEP sample are also required to participate.
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NAEP is:

B an assessment at grades 4, 8, and 12 that allows student
educational achievement to be compared across states
and regions of the country;

B an assessment that identifies the percentages of students in
the Nation who meet standards for Advanced, Proficient,
or Basic performance in a variety of subjects;

B a yardstick that state educators, legislators, and governors
can use to gauge the effectiveness of state educational
policies;

B the only reliable, ongoing measurement tool that members
of Congress, the President, and other policymakers and
researchers can use to review student progress during the
past 30 years at the national level; and

B a source of information that allows the public to assess the
academic performance of students in their state and the
Nation as a whole.

NAEP provides:

B state and national performance results in reading, mathematics,
science, and writing;

B national student performance results in U.S. history, geography,
civics, the arts, foreign language, world history, and economics;

B long-term trends in national student performance in reading,
mathematics, and science over the past 30 years; and

B comparisons in student performance based on factors such as
race/ethnicity, gender, public and nonpublic schools, level of
parental education, prior course-taking, and classroom and
school conditions and practices.

NAEP reports student performance nationally and for states. It does not report
information on the performance of individual schools or individual students.

1 _2 Assessment Administrator Manual



A. Characteristics of NAEP

An independent body decides what is tested.

The National Assessment Governing Board (NAGB) selects the academic subject
areas to be assessed and develops content “frameworks,” or test blueprints.
NAGB is an independent, bipartisan group whose members include governors,
state legislators, local and state school officials, educators, business representatives,
and members of the general public.

NAEP ensures confidentiality.

No information on individual students, families, or schools is included in NAEP
data releases or reports. No records are kept that connect students’ names with
the answers they gave on the assessment. It is against federal law to identify
any student participating in NAEP. The law specifies severe penalties for anyone
revealing the identity of the students taking NAEP.

Participation in NAEP is designed to cause minimal disruption

of school activities.

Most students spend only 90 minutes of their time taking NAEP. No student prepa-
ration time is necessary. Assessments are conducted by NAEP staff and take place
either in school classrooms or other locations in the school selected by school
officials. School officials are invited to observe the assessment.

NAEP encourages inclusion of special needs students.

The national and state NAEP assessment procedures encourage inclusion of
students with disabilities (SD) and limited-English-proficient (LEP) students.

To include the highest possible percentage of sampled students, NAEP permits
most commonly offered testing accommodations for special needs students during
the assessment.

NAEP uses a variety of assessment formats.

NAEP includes both multiple-choice and open-ended questions, which require
students to write an answer that, depending on the question, can range from a
few words to more than a page. Recent NAEP assessments have used stimulus
materials, including mathematics manipulatives and other materials, to augment
the traditional multiple-choice format.

NAEP administers background information questionnaires to explore
factors and practices that influence learning.

Students, teachers, and school administrators are surveyed to collect contextual
background information regarding student and school characteristics, instructional
practices, and curricula. NAEP asks only questions directly related to the appraisal
of academic achievement. The input in the questionnaires is used only to analyze
overall academic achievement. Individual performance is not evaluated.

Assessment Administrator Manual 1 3
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CONTENTS B. NAEP Organizational Structure

1. NAEP Overview
A Characteristi The chart on the next page shows the current organizational structure of NAEP.
.of ;ﬁgpe"s o8 The Commissioner of Education Statistics, who heads NCES in the U.S.

S— Department of Education, is responsible, by law, for carrying out the NAEP
B.gtAEPtOrgamzatlonal project through competitive awards to qualified organizations. The Associate
ructure

Commissioner for Assessment at NCES executes the program operations and

2. The NAEP Program technical quality control.
for 2005 ) ]
NAGB, appointed by the Secretary of Education but independent of the U.S.
e I?:t':itzp Code Department of Education, governs the program. Authorized to set policy for

NAEP, the Governing Board is broadly representative of NAEP’s varied audiences.
4. NAEP Guidelines NAGB selects the subject areas to be assessed and develops guidelines for report-
:’s’s‘;fs":::ft atoriale ing. While overseeing NAEP, NAGB often works with several other organizations.
For example, NAGB has contracted with the Council of Chief State School Officers
5. NAEP Quality (CCSSO0) to ensure that content is planned through a national process and with
Assurance Checks ACT, Inc. to identify achievement standards for the subjects and grades tested.
A.Quality Control

Checks Conducted NCES contracts with private companies for test development
by Your Assessment and administration services.
B Currently, Educational Testing Service (ETS) is responsible for developing the
B.School Visits by assessment instruments, analyzing the data, and reporting the results. Westat is
NCES, ETS, Westat, responsible for selecting the school and student samples, and managing field oper-
and HumRRO ations (including assessment administration and data collection activities). Pearson
C. School Visits by Your Educational Measurement (Pearson) is responsible for printing and
Supervisor distributing the assessment materials and for scanning and scoring students’
D. Followup Telephone responses. American Institutes for Research (AIR) is responsible for developing
Calls the background questionnaires. Government Micro Resources, Inc. (GMRI) is

6. Goals of the NAEP 2005 responsible for NAEP web operations and maintenance.

Training Program

7. Manual Format

1 _4 Assessment Administrator Manual



NAEP Organizational Structure

National Assessment
Governing Board (NAGB)

National Center for
Education Statistics (NCES)

Oversees NAEP policy. Oversees NAEP administration.

v v

Westat Educational Testing Service (ETS)
Selects school and student samples Develops assessment instruments,
and manages field operations, analyzes data, and reports student
including assessment administration results.

and data collection activities.

v v

American Institutes Pearson Educational
for Research (AIR) Measurement (Pearson)
Responsible for developing Prints and distributes the
the background questionnaires assessment materials.
to be used by NAEP. Responsible for scanning
and scoring student responses.

\ 4

Government Micro Resources, Inc.
(GMRI)

Responsible for NAEP web
operations and maintenance.
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CONTENTS 2. The NAEP Program for 2005

1. NAEP Overview
The 2005 assessment will be conducted from January 24 through March 4, 2005, in

A-Characteristics a sample of approximately 20,000 fourth-, eighth-, and twelfth-grade schools located

of NAEP
- throughout the 50 states and territories of the United States. Approximately 1.2
B.gtAEPtOrgamzatlonal million students will participate in the assessment.
ructure

2. The NAEP Program There are three types of assessments to be conducted in 2005: operational, pilot,
for 2005 and bridge.

3. The NAEP Code The operational assessment will be conducted in 90% of all schools.

f Ethi . . . .
oFEHes The operational assessment consists of State and National NAEP and is the only
4. NAEP Guidelines study that will produce reports. The primary subjects for State NAEP are reading,
for Viewing ) mathematics, and science’ at grades 4 and 8. National assessments will be con-
Assessment Materials . . . . .
ducted in reading, mathematics, and science at grades 4, 8, and 12. Included in the
5. NAEP Quality operational assessment is the NAEP Trial Urban District Assessment (TUDA), which
Assurance Checks provides district-level information on student performance in 10 school districts?
A.Quality Control and the District of Columbia. Generally, each district will assess the same subjects
Checks Conducted as the state in which they are located.
by Your Assessment . o .
Coordinator In most schools, the operational assessment will involve three sessions of 30
.. students each who are given either a reading, mathematics, or science assessment
B.School Visits by . . .
NCES, ETS, Westat, booklet. A subset of students who are given the science booklet will be asked to
and HumRRO complete a hands-on science task. The hands-on science task asks students to con-

. duct one of three different science experiments at each grade level.
C. School Visits by Your

Supervisor The operational assessments will take approximately 90 minutes to complete.
D. Followup Telephone The hands-on science task will take selected eighth- and twelfth-grade students an
Calls additional 30 minutes and selected fourth-grade students an additional 20 minutes
to complete.

6. Goals of the NAEP 2005

Training Program . . ) . .
The pilot test and science bridge assessment will be conducted in the

remaining schools.

In a small number of schools, there will be several pilot tests for which no scores
will be reported. The pilot test will be conducted at grades 4, 8, and 12, and will
take approximately 90 minutes to complete. Pilot test subjects include reading,
mathematics, civics, and U.S. history at grades 4 and 8. Grade 12 pilot test
subjects include mathematics, civics, economics, and U.S. history. The purpose
of the pilot test is to test new items and procedures in preparation for the 2006
assessment.

7. Manual Format

"The following states/territories opted out of the state-level science assessment: Alaska, District of Columbia,
lowa, Kansas, Nebraska, New York (not including New York City), and Pennsylvania.

2The following districts have been selected for the TUDA: Atlanta, Austin, Boston, Charlotte, Chicago,
Cleveland, Houston, Los Angeles, New York City, and San Diego.

1 _6 Assessment Administrator Manual



There is also a small science bridge study to evaluate what—if any —effects result
from rearranging the order of the sections and timing of the booklets from those
used in past science assessments to that used in NAEP 2005. The students who
are selected for the science bridge will receive test booklets in the same format
that was used in 2000, the last time science was assessed. A subset of students
who are given the science bridge booklet will be asked to complete the hands-on
science task.

The science bridge assessments will be conducted at grades 4, 8, and 12, and will
take approximately 90 minutes to complete. The hands-on science task will take
selected eighth- and twelfth-grade students an additional 30 minutes and selected
fourth-grade students an additional 20 minutes to complete.

Although you will be aware of the different session types, the
distinction between these types as separate studies will not be
apparent in the majority of schools.

As you can see, the majority of the schools in NAEP 2005 are conducting
operational assessments. The possibility of a school having all three session

types (operational, pilot, and bridge) is only likely in grade 12 or nonpublic schools.
The NAEP 2005 training program will prepare you for handling schools with more
than one session type.

For more information about the NAEP 2005 program, see the Welcome magazine.

To get more information about NAEP, visit the Nation’s Report Card web site at
http://nces.ed.gov/nationsreportcard.

Assessment Administrator Manual 1 7



CONTENTS 3. The NAEP Code of Ethics

1. NAEP Overview
. The NAEP assessment teams are critical to NAEP’s success. You conduct the
A.Characteristics

of NAEP assessments and are the face of NAEP in the schools. Assessment sessions must
be administered in a standardized and professional manner for the results to

B.NAEP Organizational accurately reflect the achievement of American students. Only if the sessions are

Structure conducted properly will each child have the opportunity to show what he/she
2. The NAEP Program knows and can do in the subject being assessed. If the data are not valid, not only
fonands will all analyses and reports be incorrect, but the 30-plus-year reputation of NAEP
will be discredited.
e Because you serve as a representative of NAEP, your attitude and conduct in work-
4. :\IAI‘E,P G“_ide"“es ing with school officials, teachers, and students must reflect the importance and
or viewing

seriousness of this project. Fulfilling your responsibilities in a professional manner
will indicate to others that you consider the project worthy of the time and effort

5. NAEP Quality that students, parents, teachers, and school, district, and state staff have devoted
Assurance Checks to NAEP

Assessment Materials

Sy oned As a member of the NAEP data collection team, you are expected to abide by

Checks Conducted . .. . .
by Your Assessment the NAEP Code of Ethics for Assessment Administration and Data Collection.
Coordinator This Code of Ethics is a set of principles that NAEP expects all staff members to
- follow. The Code defines principles that are the foundation for fair and accurate
B.School Visits by .. . .
NCES, ETS, Westat, test administration and data collection.

and HumRRO At the end of the in-person training, you will be asked to sign the following Oath

C. School Visits by Your of Office committing yourself to uphold the principles stated in the Code:
Supervisor
“l acknowledge that | have been instructed in and understand the NAEP Code of

Ethics. | do solemnly swear (or affirm) that | will adhere to this Code of Ethics; that

| take this obligation freely, without any mental reservation or purpose of evasion;

6. Goals of the NAEP 2005 and that | will well and faithfully discharge the duties of the office upon which | am
Training Program about to enter”

7. Manual Format

D.Followup Telephone
Calls

1 _8 Assessment Administrator Manual



NAEP Code of Ethics

NAEP is firmly committed to the collection of high quality, independent, and unbiased
measures of student academic performance.

This Code of Ethics defines the principles that are the foundation for fair and accurate test
administration and data collection. NAEP grantees, contractors, and subcontractors must
ensure that all procedures, materials, training programs, and administrative guidelines
are derived from these principles.

This Code of Ethics applies to all staff and contracted employees who are involved in the
collection of NAEP data. Each individual must have the opportunity to review the Code
before becoming a part of the NAEP team. Prior to collecting NAEP data, an individual
must swear or affirm his/her commitment to uphold the principles stated in this Code.

The basic principles guiding NAEP data collection are accuracy, integrity, and respect.

ACCURACY

Accuracy ensures that NAEP
results precisely reflect student
achievement across the Nation.

B Sampled schools and sampled
students who are eligible for
the assessment are to be

INTEGRITY

Integrity ensures that rigorous,
ethical, and consistent procedures
are used for NAEP test administra-
tion and data collection.

B Persons administering and mon-
itoring NAEP assessments shall
comply with standard NAEP
procedures for administering
and monitoring the assessment.

RESPECT

Respect ensures that students,

school staff, and others affected by
NAEP test administration and data
collection are treated with profes-
sionalism, openness, and courtesy.

B Schools shall be notified in
advance of the assessment and
provided all relevant information
about NAEP, NAEP assessment
procedures and schedules, and
NAEP personnel, who might be
entering the school.

Assessment Administrator Manual 1 9

included in the assessment to
the greatest extent possible.

Students shall be assessed
using accommodations as

specified in their education
plans and offered by NAEP.

Persons authorized by NAEP to
have access to NAEP testing
materials shall follow the NAEP
Guidelines for Viewing
Assessment Materials.

NAEP staff and other proctors
assigned to testing sessions
shall receive clear,

Test takers and other stakehold-
ers shall have access to infor-
mation about NAEP, including

sample items and NAEP reports.

Persons administering and

monitoring NAEP assessments
shall be sensitive to the needs
of students, teachers, and the
school in administering NAEP.

The NAEP testing environment
shall be correctly structured
and a positive atmosphere
established so that all students
have a fair chance to perform
to full capacity.

unambiguous guidance on
testing procedures.

Deviations from proper proce-
dures shall be documented,
and those affecting student
performance shall be reported
immediately.

NAEP staff members are to
ensure the confidentiality of all
information provided by
students and school staff in
response to assessment and
questionnaire items.

Any complaint or concern
about a NAEP assessment shall
be addressed directly by test-
ing personnel in the field and
promptly reported to NCES,

or its designee.
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4. NAEP Guidelines for Viewing

Assessment Materials

Since its inception, NAEP has administered both cognitive test questions and back-
ground questionnaires. The test questions assess student knowledge and skills in
academic subject areas. The background questionnaires provide information for
reporting categories and collecting noncognitive data, related to achievement, on
students, their family background, teachers, and schools.

By statute (P.L. 107-110), “the public shall have access to all assessment data,
questions, and complete and current assessment instruments” of NAEP with
two important exceptions:

“Personally identifiable” information about individual students, their families,
and schools must remain confidential in accordance with the Federal Privacy Act
(Sec. 552a of Title 5, U.S. Code); and

Access to cognitive questions may be restricted to maintain security if such
questions are to be reused. Breaches of security are punishable as a felony.

To fulfill the first requirement, NAEP has made sure since its inception that no

information on individual students or schools is included in its data releases or
reports. The names of students who have taken NAEP shall not leave the school
building in which the assessment is administered, and all information collected
by NAEP about individual students and schools will remain strictly confidential.

To fulfill the second requirement, the NAGB adopted a strict policy on how to
handle requests to see NAEP assessment booklets. All requests to view NAEP
assessment booklets must be handled in the following ways:

If a request is made to view the background questions asked in the
student’s assessment booklets, you must provide copies of the NAEP
Demonstration Booklets.

The Demonstration Booklets contain the NAEP 2005 background questionnaires.
Your Assessment Coordinator (AC) will receive a supply of Demonstration
Booklets from Westat, and the booklets will also be posted on the MySchool
and NAEP web sites.

If a request is made to view the actual test questions by school staff
members, parents, or anyone else, that person or persons must submit
a written request to the NCES.

Under the statute, all secure cognitive questions must be made available within
45 days after a written request, provided test security is maintained. All written
requests to view test questions should be sent to the NAEP State Coordinator,
who in turn will contact NCES.



Introduction to NAEP

In addition, never, under any circumstance, allow anyone to examine
materials completed by students or school staff.

Copying or duplicating actual assessment booklets is never permitted. Following
each assessment, NAEP releases approximately 25 percent or more of the test
questions. The questions appear in the NAEP reports and on the NAEP web site.
You should encourage any interested party to view the previously released NAEP
test questions on the NAEP web site at http://nces.ed.gov/nationsreportcard.

Assessment Administrator Manual 1 1 1
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5. NAEP Quality Assurance Checks

A. Quality Control Checks Conducted by Your Assessment Coordinator

Your AC will have many important responsibilities, one of which is to perform and
document quality control (QC) checks of the procedures you will be carrying out, as
described in this manual.

Using the Quality Control Booklet, your AC will document each QC check so that
at the end of the assessment, Westat can analyze the data. This QC check is done
to ensure each procedure is completed according to the standards NAEP set out.
An exhibit of the Quality Control Booklet and an example of one of the procedures
that will be evaluated by your AC can be found on page 4.1.

B. School Visits by NCES, ETS, Westat, and HumRRO

Staff members from NCES, ETS, and Westat will regularly conduct scheduled

and unannounced quality control visits to schools on assessment day. The main
purpose of the site visits is to ensure that the procedures before, during, and after
the administration, are being conducted according to NAEP guidelines.

NCES has contracted Human Resources Research Organization
(HumRRO) to conduct independent quality assurance activities
throughout the NAEP test cycle.

A large portion of HumRRQ'’s quality assurance activities includes visits to training
and assessment locations. The locations of assessment observations are selected
from a comprehensive listing of all testing sites and the selection represents
schools from across the country, as well as schools of various sizes. Particular
NAEP staff members are not targeted for observation. Pages 4.2-4.3 provide
specific information on HumRRQ'’s observation protocols during site visits.

This QC check is an integral and necessary part of NAEP’s quality control program
and is primarily designed to obtain an overall evaluation of how well the field pro-
cedures are being followed by all field staff.

C. School Visits by Your Supervisor

In addition to the observations by NAEP staff, your supervisor will conduct school
visits to observe each assessment team periodically throughout the assessment
period. These visits will be scheduled with you in advance. The purpose of the
supervisor visits is similar to that of the NAEP staff visits. He/she will observe each
assessment team and check that all administrative procedures conducted by the
assessment team are carried out according to proper procedure. The supervisor will
also be available during these visits to answer questions that school staff may have
about NAEP and to assist the NAEP team as necessary with assessment procedures.
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D. Followup Telephone Calls

As a further QC check, your supervisor will call a subset of schools within
several days after the assessment date to review with the school coordinator
how the session(s) went and to obtain suggestions and comments about NAEP
assessments.

6. Goals of the NAEP 2005 Training Program

Ensuring the data you collect is of the highest quality has always been the top
priority for NAEP. It is critical that the procedures for collecting data are followed
exactly as NAEP intended.

As an Assessment Administrator (AA), many of your responsibilities directly affect
the reliability and accuracy of the data collected. NAEP has procedures in place
that ensure the data you collect have statistical validity. You’ll see the term
“statistical validity” throughout this manual and during the training.

Statistical validity means the data collected are accurate and reliable,
and have been collected in a uniform manner across schools. NAEP
goals for 2005 reflect important priorities:

Ensure statistical validity through quality control.

Each piece of data you collect or procedure you carry out that affects statistical
validity will also be checked by your AC for accuracy. QC checks are an integral and
necessary part of NAEP’s quality assurance program. The checks are designed to
ensure the integrity of NAEP assessments, to identify and correct potential errors,
and to guide corrective actions, when necessary.

Promote the NAEP Code of Ethics.

The NAEP Code of Ethics is a set of principles that NAEP expects all staff to abide
by when administering the assessment and collecting NAEP data. The Code outlines
the three principles — accuracy, integrity, and respect — that guide all NAEP proce-
dures and actions of all NAEP staff. The Code also outlines how these principles
are reflected in NAEP procedures and in the actions of its staff.

Protect the security and confidentiality of NAEP materials.

NAEP materials contain sensitive information that must be protected in many
different ways. Some information cannot leave the school, some information can
only be seen by field staff that have signed the Affidavit of Nondisclosure, and
some information must be destroyed. The terms “security” and “confidentiality”
refer to specific ways this information must be treated by field staff. These are
outlined in greater detail at later points in your manual.
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CONTENTS 7. Mianual Format

1. NAEP Overview

A. Characteristics This manual is organized chronologically. The manual chapters follow the

of NAEP assessment process step by step.
B.NAEP Organizational A map of the assessment process is included on the tab at the beginning of each
Structure chapter in the manual. These maps give you a graphical overview of the entire
2. The NAEP Program process. The side bar located on the left-side of each page in the manual indicates
for 2005 where you are in the chapter and which stage of the process you are currently
3. The NAEP Code viewing in the manual.
QHENIE In addition, there are a series of icons used throughout the manual. The table
4. NAEP Guidelines below identifies the icons and their meanings.
for Viewing

Assessment Materials

5. NAEP Quality
Assurance Checks

This icon indicates the task you are about to complete impacts
the statistical validity of the assessment. Expect these items to have a
quality control procedure attached to them.

A.Quality Control
Checks Conducted

by Your Assessment 7 This icon indicates a quality control check or “QC check” will be

Coordinator required. All the QC checkpoints will require your AC to check that the

B.School Visits by work was completed according to standard NAEP procedure.

NCES, ETS, Westat,
and HumRRO

C. School Visits by Your This icon indicates the NAEP materials you are working with must be

Supervisor ] kept secured and/or confidential.
D.Followup Telephone

Calls

6. Goals of the NAEP 2005
Training Program

1. Manual Format

Voices of Experience:

These boxes offer tips and practical advice from experienced NAEP staff who
have honed their skills in the field.

Chapter 1 Summary

Upon completing this chapter, you should now be able to:
B identify NAEP’s purpose as an organization; and

M describe the NAEP program goals for 2005.

Please refer to your Welcome magazine for more information on this year’s program.
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