
 
 After the Assessment 

This chapter describes five procedures that must be completed in the 2-day window 

following each assessment. Some activities must be completed within the first day, 

while others can wait until the second. 

 
 

 Procedure 1. Ship Materials to Pearson 
 
You are responsible for shipping the completed materials to Pearson as soon as possible after 
the session, but no later than 1 day after the assessment or makeup session. 

 

 
Security and Confidentiality Alert 
It is critical that materials are shipped to Pearson no later than 1 day following the 
assessment session(s) or makeup session. Receiving materials in a timely fashion 
helps to ensure the security of completed assessment materials. 
 

 
In order to ensure that the materials are properly sent, complete the following: 

1A. Complete the return labels and secure them to the boxes. 
 
You will place a pre-addressed UPS Authorized Return Label (ARS) on each box to be 
returned (see example on next page). On each ARS Label, indicate box ____ of ____ 
(e.g., Box 1 of 2, Box 2 of 2). 
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The ARS tracking number is scanned at the time of pickup, so you should not make any 
alterations to the label. UPS will not accept ARS packages with altered labels. Also, do not 
photocopy the ARS labels as UPS will not accept packages with photocopied ARS labels. If 
you do not have enough ARS labels (one is required for each box), call Pearson at 1-888-627-
6237. 

1B. Arrange for UPS to pick up the boxes. 
 
If UPS makes regular stops at your location, place the boxes where UPS normally delivers or 
picks up packages. 

If UPS does not make regular stops at your location, you may call 1-877-536-2719 to schedule 
a pickup. This is the UPS customer telephone number that has been established by UPS for 
Pearson to schedule ARS pickups. Do not call the number that is printed on the back of the 
ARS label. 
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Have the following information available when you call: 

 your telephone number (If you have called to schedule UPS pickups or ship materials prior 
to this call, UPS will have your address information in their system; otherwise this 
information will need to be provided.), 

 the pickup date, 

 the tracking number(s), 

 the number of boxes you are returning, and 

 the average package weight (you can use 15 pounds per box). 

In most cases, your pickup will be scheduled for the following business day or the date you 
requested. You will not receive a return call. 

1C. Destroy the remaining labels. 
 
After returning your materials for this project, any remaining ARS labels must be destroyed. 
These are project-specific labels and cannot be reused. 

 
  Procedure 2. Enter Tracking Information on the School Folder and Quality 

Control Booklet  
 
At the bottom of the UPS return shipping label, there are two small strips that separate from the 
label: one is preprinted with the tracking number, and the other, a date strip, provides a place 
for you to record the date shipped. 

You need to peel off both strips, affix them to the back cover of the School Folder, and write on 
the date strip the date you shipped the box. 

SHIPMENT TRACKING 
 DATE: TRACKING NUMBER  LABEL: NOTES: 
1        2/10/06                     1Z65901W3810046753                                              ______________________  

2 _______________  _____________________________________________  ______________________  

3 _______________  _____________________________________________  ______________________  

4 _______________  _____________________________________________  ______________________  

5 _______________  _____________________________________________  ______________________  

6 _______________  _____________________________________________  ______________________  

7 _______________  _____________________________________________  ______________________  

8 _______________  _____________________________________________  ______________________  

9 _______________  _____________________________________________  ______________________  

10 _______________  _____________________________________________  ______________________  
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Makeup Session Status and the Session Box shipping Information needs to be entered on the 
back cover of the Quality Control Booklet. 

Makeup Session Status Session Box Shipping Information 
Record one Makeup Session Status below. Have all session boxes been shipped to Pearson? 
1         Not Required 1         Yes 
2         Required and Completed 

Date(s)__________________________________

_______________________________________

Shipping Dates Entered into the MTS 

 2/10/06  

_____________________________________  

3         Required and Not Completed 
Explain: _________________________________ 

_______________________________________ 

_______________________________________ 

_______________________________________ 

2         No 
Explain:_________________________________

_______________________________________

_______________________________________

_______________________________________

 

 
 
 

 Procedure 3. Complete the SD/ELL Summary Form 
 
Using the copies of the Administration Schedules in the School Folder, complete the SD/ELL 
Summary Form (in your bulk supplies).  The SD/ELL Summary Form is presented on 
page 4.41. 
  
  Procedure 4. Enter Makeup Session, Assessment Results, SD/ELL Form  and 

Shipment Information Into the SCS/MTS 
 
 
For sessions where a makeup is scheduled, enter the following information in the SCS: 
 

 

 the scheduled makeup date. 

 
For sessions that are completed, enter the following assessment information from the 
top of the Administration Schedules into the SCS, using the copies of the Administration 
Schedules in the School Folder: 

 

 the number of students in the new enrollee sample; 
 the number of withdrawn and ineligible students, excluded, and absent 

students; 
 the number of refusals (parent and student); and 
 the number of students assessed in the regular session and makeup 

session. 

When all Scheduled and Makeup Sessions are complete, enter the session 
results in the SCS and the session shipping information in the MTS. 
 
Put the completed Quality Control Booklet in the School Folder and return to 
your Field Manager. 
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Using the completed SD/ELL Summary Form, enter SD/ELL information in the 
SCS. 

 
For sessions that are complete, enter the following information from the School Folder 
into the Pearson Materials Tracking System (MTS): 
 

 

 the ship date for each Session Box, and 
 the tracking number for each Session Box. 

 

 
When all sessions for the school are complete, update the Assessment Complete? field in the 
SCS from No to Yes. Refer to the SCS User’s Guide for more details on how to enter makeup 
session, the assessment results, and record shipment information into the SCS/MTS. 
 

 Procedure 5. Finalize School Folders 
 
Within 24 hours of each weekly reporting call with your field manager, you will need to ship the 
School Folders for assessments conducted during the previous week to your field manager. 

Finalize each School Folder by verifying that the following items are included: 

 a copy of the final Administration Schedule(s) for each session (without names); 

 the original Accommodations Worksheet(s) (without names); 

 a copy of the final Roster of Questionnaires (without names); 

 dated copy of Parent Notification Letter; 

 completed Quality Control Booklet; 

 Student Sampling Summary Report, if applicable; 

 Special Situation Form, if applicable; 

 Session Debriefing Form for each session;  

 signed Teacher Observer Letters, if applicable; 

 signed Accommodation Teacher Letters, if applicable; 

 if a nonpublic school, records of all the contacts NAEP has had with the school since the 
fall; and 

 the tracking number from the shipping label for each box of materials sent to Pearson. 

 
A list of these materials is printed inside the School Folder. 
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 Procedure 6. Ship School Folders to Your Field Manager 
 
Once the School Folders are complete, you will need to ship them to your field manager via 
FedEx. It is important to note that although you send the Session Boxes to Pearson via UPS, 
you send the School Folders to your field manager via FedEx. 

There are two options for getting your package to FedEx: 

 The courier will come to your house or other designated location and pick up the package. 
To request a pickup time or to get a list of FedEx locations, call 1-800-GO-FEDEX or go to 
the web site at: http://www.fedex.com/us; or 

 Drop off your package at any FedEx location. 

http://www.fedex.com/us�
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Impacts Statistical Validity 
It is crucial that the School Folder contains all required information because 
Westat staff will frequently refer to its contents during booklet processing and 
statistical checks. If the photocopy of the final Administration Schedule for each 
session or the Roster of Questionnaires is not included in the School Folder, your 
field manager may ask you to return to the school to obtain it. 

 

Here is an example of a completed FedEx label: 

 
 

 Chapter 9 Summary 
 
Now that you have completed this chapter, you should be able to: 

 ship assessment materials to Pearson in a timely manner, 

 enter information into the SCS/MTS, and 

 finalize and ship School Folders to your Field Manager. 
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