PREPARING FOR
ASSESSMENT DAY

1. Activities to Complete Before the Assessment Period

Procedure 1. Receive and Review the Assessment Schedule

Your AC will give you a tentative schedule of your assessments at the AA in-person training.
You should review this schedule and let your AC know if you have any conflicts. After
he/she has conducted the preassessment visits at the schools, you will receive an updated
schedule. Remember that your AC may alter the schedule at any time due to unforeseen
situations such as bad weather and makeup sessions.

Procedure 2. Practice Using Session Scripts

It is your responsibility to practice using the session scripts before you administer an
assessment session. It is important for you to be able to read the script verbatim and in a
natural manner, without stumbling over or omitting words. Since there are differences
between scripts, you should also be familiar with the structure of the script that you will use
to conduct the session. Directions for using the script to conduct assessment sessions are
provided in chapter 4.

Voices of Experience

Before assessment day, use a Post-it™ note to flag the appropriate session
script for easy reference on the day of the assessment.
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PREPARING FOR ASSESSMENT DAY

2.2

2. Activities to Complete Before Assessment Day

Procedure 3. Receive and Review the Assessment Information Form

You will receive a completed Assessment Information Form from your AC for each school in
your assignment at least 1-2 weeks before the assessment. This form will provide all of the
information you need to prepare for the assessment.
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It is important that you arrive at the school on time and meet your assessment team in the
appropriate location. Your AC will determine when and where the team will meet.

It is also important that you are aware of the protocols you must follow while working with
the school, including the policy for dismissing students at the end of the session and
handling students who arrive after the session has begun. You also must know how to
handle ill or persistently disruptive students. All of this information will be recorded on the
Assessment Information Form.

After reviewing the form, you should have the necessary information to get to the school on
assessment day and administer your session(s). If you have questions about any of the
information, contact your AC immediately.
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PREPARING FOR ASSESSMENT DAY

Procedure 4. Meet With Team to Prepare the Booklets

On a schedule set by your AC, you should plan to gather at your AC’s house
or another convenient location (schedule and driving distance permitting) to
prepare the assessment booklets for the upcoming week. Once the booklets
- are prepared, they must remain with your AC until the day of the
assessment in order to protect the security of the assessment materials.

Meeting with your team to prepare the assessment materials for distribution is a multistep
process. Before you begin, you will need to gather the following materials from your AC:

e Administration Schedule;

e student ID labels;

® assessment booklets;

® accommodation booklets, if necessary;

e Extended Student Background Questionnaires (ESBQ) and student ID labels, if
necessary; and

® ancillary materials.

You will then perform the steps that follow.

4A. Check the bundles of assessment booklets.

Assessment booklets will be packaged in bundles. The number of booklets in the bundle
depends on the grade and session type of the assessment.

Bundle Sizes

 Grade Jisession type ~ Bundle size 5
4 RM 14 booklets
8 RS 16 booklets
8 RN 16 booklets
8 RE 6 booklets
12 RW 16 booklets
12 WT 16 booklets

2.4

Each RM, RS, RN, RW, and WT box will contain two bundles of booklets. Each RE box will
contain one bundle of booklets. A numbered Bundle Slip will be shrink-wrapped with each
bundle. The Bundle # on the slip should match the number printed in the Bundle # box in
the upper-right and upper-left sections of the Administration Schedule.
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Each Bundle Slip will list the three-digit prefixes of the booklets contained in the bundle.
These prefixes should match the prefixes printed on the Administration Schedule. The slip

will also show the types of additional materials needed for the booklets in the bundle.
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Be sure to open the bundles in the order indicated on the Administration Schedule, and
never use booklets for any session other than those booklets specified on the

Administration Schedule.

For some schools, there will be one or two additional bundles of ESBQ booklets in the
Session Box. These booklets are not assigned to specific students. Special steps for
preparing these booklets are included in the procedures that follow.
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PREPARING FOR ASSESSMENT DAY

4B. Verify the booklet ID number and attach the student ID label.

Beginning with the first student listed on the Administration Schedule and the first booklet in the
first bundle for the session, check that the booklet ID number is the same on the booklet and in
column N of the Administration Schedule (see below).

Then, attach the salmon-colored label bearing the student’s name and booklet ID number to the
cover of the booklet matching that ID. If the student has a code in column P, write that code on
the removable label. An example of this process is shown below. If you find you need to fix a
label or create a new one, your AC will have blank removable labels to use for this purpose.

As the booklets are prepared, be sure to stack them face down to keep them in Administration

Schedule order.
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Student ID Labels

Because students’ names are never written directly on the assessment booklets, preprinted
removable student ID labels will be used to help you distribute booklets to the correct
students. An example of the information contained on a student ID label is shown below.

SchoolID#  Session #

.

122-122-1 SECW DOTE
Booklet ID # 24 0002954 ADMIN SCHED LBVES 1
A, Ik
Student Name Line # from
Administration Schedule

The first line contains the unique school ID number, the specific Session Number from the
Administration Schedule, and the sequence number that is used by Pearson only. The
second line of the label lists the preassigned booklet ID number from the Administration
Schedule and the line number on which the student’s name appears on the Administration
Schedule. The student’s name appears on the last line of the label.

The labels are always printed in the same order as the list of students on the Administration
Schedule. Depending on when the student lists were developed, the labels will either be
shipped in the Session Boxes to your AC with the student names preprinted on them, or
your supervisor will print the labels. For the few schools that did not send student names for
sampling, you will need to write the student names on the labels by hand when you prepare
the booklets.

4C. Prepare ESBQs, if necessary.

An additional ESBQ will be administered in some schools. These questionnaires will be
included in the session materials for schools that require them. A set of white non-
removable student barcode labels will also be included and will be used to assign a
guestionnaire to each participating student. These labels will contain the student ID number
from the Administration Schedule.

You will be responsible for preparing these questionnaires for every student on the
Administration Schedule. To do so, follow the steps on the next page.
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PREPARING FOR ASSESSMENT DAY

NAEP ESBQ Labeling Process

Record Line and
Session Numbers.
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4D. Prepare accommodation booklets.

Some students may require a separate accommodation booklet in order to participate in
NAEP. If so, your AC will assign an accommodation booklet to the student and record the
booklet ID number in column O of the Administration Schedule. You will receive assigned
accommodation booklets with your session materials.

Below is a chart of accommodations that require separate accommodation booklets along
with the subject in which each accommodation is allowed.

' Administration Code ~ Accommodation ~ Subjects Allowed
71-BIB Bilingual booklet Mathematics
73-LRG Large-print booklet Reading

Mathematics
Writing
75-REA Read aloud Mathematics
Writing
79-0OTH Braille booklet Reading
Mathematics
Writing
79-0OTH Directions read aloud in native language Mathematics

Follow these steps on the next page for assigning an accommodation booklet:
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PREPARING FOR ASSESSMENT DAY

Remove the original booklet assigned to
the student from the stack of booklets.

Record an Administration Code of 52
on the cover of the original booklet.

Record the Line and Session Numbers in the
e upper-right corner of the original booklet.

e Set the original booklet aside.

e Affix the student’s ID label to the accommaodation booklet.

e Substitute the accommeodation booklet
for the original in the stack of booklets.

on

If a separate accommodation session is
scheduled to take place at the school,
set the booklets for those students aside.
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Bilingual Booklets

Since bilingual booklets contain both the English version of the assessment and the Spanish
translation, they are printed in two booklets or parts. You will need to affix the preprinted
student ID label to the cover of Part 1 and then create a similar label to apply to the cover of
Part 2. Each booklet should have its own label.

4E. Check column P on the Administration Schedule for Withdrawn/Ineligible/
Excluded Students and Refusals.

Check the Administration Code in column P on the Administration Schedule for excluded,
withdrawn, and ineligible students and refusals. If any of the codes below have been
recorded, write the code on the label and set the booklet aside (keeping the label attached
to the booklet).

Administration Codes for Withdrawn/Ineligible/Excluded Students and Refusals
Other Student Codes |

51 Withdrawn/Graduated. Student is no longer enrolled in the school or is expelled.

54 Ineligible, never attends campus. Student is listed as enrolled but is not physically attending the school
(e.g., home schooled or attending all classes off campus).

55 Ineligible, other. Student was not eligible for the assessment for any other reason (e.g., not in the grade

being assessed or foreign exchange student). Explain fully on the booklet cover how you determined the

student was ineligible.
Reasons for Exclusion |

60 SD - Cannot be assessed. Student whose IEP states he/she cannot be tested or whose cognitive
functioning is so limited that the student cannot be included in the assessment even with an
accommodation.

61 SD - Required accommodation not permitted. Student cannot be included in the session due to a

disability for which a required accommodation was not permitted (e.g., reading the assessment items to a
student selected for a reading assessment).

62 ELL - Cannot be assessed. Student whose English language proficiency is so limited that he/she
cannot be included in the assessment even with an accommodation.
63 ELL - Required accommodation not permitted. Student cannot be included in the session due to

limited proficiency in the English language for which a required accommodation was not permitted (e.g.,
bilingual booklet for a student selected for the reading assessment).

64 SD & ELL - Cannot be assessed. Student whose cognitive functioning and/or English language
proficiency is so limited that he/she cannot be included in the assessment even with an accommodation.

65 SD & ELL - Required accommodation not permitted. Student cannot be included in the session due
to a mental/physical disability and limited English proficiency for which required accommodation was not
permitted.

67 SD - Required accommodation not available. Student cannot be included in the session due to a

disability for which a required accommodation was not available (e.g., Braille typewriter or other
equipment supplied by the school).

68 ELL - Required accommodation not available. Student cannot be included in the session due to
limited proficiency in the English language for which a required accommodation was not available (e.g.,
bilingual dictionary or other equipment supplied by the school).

69 SD & ELL - Required accommodation not available. Student cannot be included in the session due to
a mental/physical disability and limited English proficiency for which required equipment was not
available.
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PREPARING FOR ASSESSMENT DAY

Absent Student Codes |

45 Accommodation scheduling problem. School refused accommodation session due to staffing and/or
scheduling issues.

46 Parent refusal. Parent officially notified school that he/she refused to allow student to participate in the
assessment.

47 Student refusal. Student officially notified school or NAEP staff that he/she refused to participate in the
assessment before being given an assessment booklet.

49 Session/subject refused by school. Entire session or certain subjects within a cooperating session
were not conducted due to the refusal by the state or school.

4F. Record the line number and Session Number on the booklet cover.

In the spaces provided in the upper-right corner of each booklet cover, record the student’s
line number and Session Number from the Administration Schedule.

Do not fill in any information in the boxes labeled “School and Teacher Information,” “Total
Time for Accommodation (74-EXT),” “Additional Accommodations Offered,” and “Do Not
Use” on the cover of the booklets. This information will be completed during or after the
assessment.

4G. Insert required ancillary materials inside the booklets.

Turn over the stack of booklets to be used in the session. Place any additional materials
required for each booklet, as identified by the letters next to the booklet version number,
inside the front cover of the booklet. All additional materials should be placed inside the front
cover except the calculators, which are handed out separately, and manipulative Set K
(foam shapes), which will be handed out on top of the booklet.

Repeat this step for booklets to be used in each separate accommodation session. More
information on ancillary materials can be found on the following pages.

Ancillary Materials

Certain assessment booklets require the use of additional or ancillary materials. The
materials will vary depending on the subject and grade to be assessed. Some of these
materials will be individually prepackaged in clear plastic bags. The charts on the next page
show the ancillary materials and corresponding letter that appears on the student’s booklet
cover by subject and grade.
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Grade 4 Booklet Covers and Ancillary Materials
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Ancillary Codesz

Subject Ancillary Materials

Mathematics | C = Calculator TI-108
G = Manipulative Set “G” (prepunched)
R =Ruler

K = Manipulative Set K" -

Y = Manipulative Set “Y” -

Foam Shapes
Fraction Strips

Grade 12 Booklet Covers and Ancillary Materials
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Ancillary Codes

Subject Ancillary Materials
Writing

D = Writing Brochure
0 = Color photo — The Arch

Grade 8 Booklet Covers and Ancillary Materials
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Subject
Mathematics

Ancillary Materials

C = Calculator TI-30
G = Manipulative Set “G”
P = Protractor/Ruler

V = Manipulative Set “V" -
w/ Protractor

Z = Manipulative Set “Z" -

B = Writing Brochure

E = Letter w/ matching envelope -
Backpack

L = Color graphic — Dream Weekend
N = Color photo - Tower
U = Cartoon story

Box

Tangrams

Writing

ASSESSMENT ADMINISTRATOR MANUA

213




PREPARING FOR ASSESSMENT DAY

4H. Band together booklets.

After all booklets are prepared, band together the booklets for excluded, withdrawn, and
ineligible students along with booklets for refusals and original booklets for students who
received an accommodation booklet. These should be kept banded together separately but
remain at the bottom of the Session Box. It is a good idea to mark this stack of booklets with
a Post-it™ note.

Next, band together the booklets for any separate accommodation sessions and place them
in the Session Box.

Finally, band together the booklets for participating students and place them in the Session
Box with the Administration Schedule on top of the stack. Do not rubber band the
Administration Schedule with the booklets as this could tear the Administration Schedule.

4l. Conduct a quality control (QC) check on the prepared booklets.

After you prepare your stack of booklets, your AC will conduct a “spot” check to ensure the
booklets are prepared according to NAEP standards. To conduct this QC check, your AC
will run every third or fourth booklet in the stack through a comprehensive series of checks.
If errors are found, you and your AC will check each booklet to make sure that the same
error has not been repeated.

After the QC check is completed, your AC will record the results in the Quality Control
Booklet. You will then repack the Session Box and return it to your AC along with the
Administration Schedule. Your AC will keep the session materials until the assessment day.

Before your AC conducts this check, you should conduct an initial QC
check by switching your stack of booklets with the stack of another AA.

Procedure 5. Gather Materials to Bring to the School on
Assessment Day

Before leaving home for the school on assessment day, or the night before the assessment,
gather together all of the materials you will need to bring with you. For each assessment,
you will need the items listed below:

e your NAEP identification (ID) Badge,
e the Assessment Information Form for the school, and

e this manual with the session scripts.

Upon arriving at the school, your AC will give you the assessment booklets and the other
session materials you will need on assessment day.
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Test Your Knowledge

Instructions: Number the booklet preparation steps in order (1-9) below.

a. Band booklets together.

b. Prepare ESBQs, if necessary.

c. Check the bundles of assessment booklets.

d. Insert required ancillary materials inside the booklets.

e. Prepare accommodation booklets.

f. Record the line number and Session Number on the booklet cover.
g Verify the booklet ID number and attach the student ID label.

h. Check column P on the Administration Schedule for
withdrawn/ineligible/excluded students and refusals.

i. Conduct a quality control check on the prepared booklets.
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COMPLETING ACTIVITIES
UPON ARRIVAL
AT THE SCHOOL

Procedure 1. Report to the School on Time

On the day of your assignment, you should plan to arrive at the school at least 1 hour before
the first session is scheduled. Your arrival time will be noted on the Assessment Information
Form and should be confirmed with your AC before the assessment day. The amount of
time you will need depends on the size of the assessment, whether or not the assessment
booklets have been prepared in advance, and the school’s schedule.

If you live near other AAs on your team or your AC, you are encouraged to carpool to and
from your assigned schools.

Be Sure to Wear Your NAEP ID Badge.

When arriving at the school, you must first check in at the school office, identify yourself, and
explain why you are there. Have a photo ID with you incase one is required by the school. In many
cases, your AC will request that the entire team meet at a designated place and then enter the
school together. You should be wearing your NAEP ID badge when you arrive at the school to help
establish your authority with both school staff and students.

NAEP Represen’roﬁvé
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National Assessent of Educational Progress

1-800-283-6237
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COMPLETING ACTIVITIES UPON ARRIVAL AT THE SCHOOL

Procedure 2. Meet NAEP Observers, If Necessary, and Follow
Guidelines for Interacting With Observers

As explained in the Overview magazine, as part of NAEP’s comprehensive quality assurance
(QA) program, observers from the government (federal and state) and the NAEP contracting
organizations (Human Resources Research Organization [HumRRO], Educational Testing
Service [ETS], Pearson, Westat), as well as your supervisor and field manager, will schedule
visits to a sample of NAEP schools on assessment day throughout the field period. These
visits are for the purpose of monitoring field staff performance and observing firsthand how well
the assessment administration procedures work in the schools.

While this is the overall purpose of site visits, each observer will have a slightly different
focus. For example, observers from NCES will be visiting to see overall how the
assessments happen in schools; observers from Pearson will want to learn how the
materials and the packaging and shipping processes are functioning; and observers from
the Westat home office will be interested in assuring that all field procedures are working as
planned and getting feedback from ACs and AAs on what might be improved in future years.
In addition, your supervisor is required to observe each assessment team during the field
period and will be evaluating the team’s performance using a standardized in-person
observation form. And finally, HUmRRO has been contracted by NCES to conduct
independent QA activities throughout the NAEP test cycle. HumRRO has set protocols for
conducting site visits to meet its contractual obligation to NCES. Detailed information on
HumRRO observations is provided on page 3.4.

All site visits by any of these groups will be scheduled with your supervisor in advance. Your
AC will inform you prior to assessment day if you are expected to have observers at a given
school in your assignment.

2A. Meet NAEP observers.

Observers will typically plan to arrive at the same time the assessment team is scheduled to
arrive so they can observe all assessment day activities in the school. They will want to follow
and watch you as you prepare for and conduct the assessment.

2B. Follow guidelines for interacting with observers.

Carefully study the guidelines on the next page before the assessment period begins. Your
interactions with NAEP observers represent NAEP staff across the nation. Courtesy and
professionalism should be shown at all times.
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Interactions Between Observers and NAEP Staff Members
Observers and NAEP assessment administration teams may experience a variety of
interactions, including the following:

e Observation From a Distance

The majority of assessment day activities will be easily visible by observers. It should
be possible for NAEP staff to go about performing job tasks while taking little or no
notice of the person observing. Observers generally try to find a seat in which they can
watch all activities while maintaining a comfortable distance between themselves and
the assessment administration team.

® Personal Inquiry

In some instances, job tasks, such as booklet preparation, were performed prior to the
arrival of the observers or were simply not directly observable. If the opportunity arises,
observers may approach a member of the administration team to verify that a given
task was indeed performed.

® “Looking Over the Shoulder” Observation

Observers will likely want to observe detailed job tasks including the proper completion
of testing materials and paperwork. In some situations, observers may quietly walk
amongst team members and view their work.

Observer Expectations

A collegial atmosphere can emerge between some observers and NAEP staff during site
visits. As a result, it may seem that when observers are present, they are working with
NAEP staff. It is important, however, to note that observers, except supervisors and field
managers, are not present to advise NAEP staff on proper procedure. Some additional
examples of what should and should not be expected of observers are presented in the
following table. Allowable actions are check-marked below.

Observers
Westat
State (Supervisor,
ETS, Dept. of FM, Home
Action by Observer Pearson  Education Office Staff)
Look at student booklets (used and unused) v v v v v
Answer general student questions about NAEP v v v v v
Answer questions about assessment booklet - - - - v
items (using QxQs)
Talk during the assessment -- -- - - -
Assist in assessment day activities - - - - v
Provide booklet securit -- - - - v
Action by ACs and AAs
Answer questions upon being asked by: v v v v v
Ask procedural questions of: -- -- - - v
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COMPLETING ACTIVITIES UPON ARRIVAL AT THE SCHOOL

Observations by HumRRO

NCES has contracted with HUmRRO to conduct independent quality assurance (QA)
activities throughout the NAEP test cycle. A large portion of HUmMRRO’s QA activities
includes visits to training and assessment locations. The locations of assessment
observations are selected from a comprehensive listing of all testing sites. The selection
represents schools from across the country, as well as schools of various sizes.
Particular NAEP staff members are not targeted for observation.

Observation Protocol

A team of two observers conducts most HumRRO site visits. Observation teams are
instructed to split up during the visit, observe all session types being conducted in a
given school (e.g., regular and accommodation sessions), and remain as unobtrusive as
possible. HUmRRO staff members may need to ask questions of NAEP staff to ascertain
whether certain activities have been performed, but should do so only when it will not
disrupt the assessment administration activities. Anytime a task is not observed being
performed correctly, HUmRRO observers are trained to provide full documentation of the
specifics of the situation (for example, any extenuating circumstances that may have
prevented the task from being performed).

Observation Checklist Items

HumRRO has designed separate rating sheets for pre-, during- and post-assessment
activities, and for both AC and AA duties. It is important to note that these are only
activities that NAEP staff members are expected to perform on the day of assessment.
An additional checklist addressing the secure handling of NAEP materials is also
completed. Checklists include items related to (though not limited to) the following
assessment day responsibilities:

® room preparation;

e informing AAs of school protocol;

® classroom management during testing;
e completion of paperwork; and

e general handling of materials.

At the end of each site visit, time permitting, HumRRO observers will ask NAEP staff a
series of questions designed to gather information on how the efficiency and accuracy of
future administrations might be improved. Any feedback collected during this brief
interview, along with any comments made throughout the visit, may be included in the
site visit report and clearly noted as NAEP staff comments.
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Procedure 3. Go to the Location Where the Assessment Team Will
Meet

Your AC will arrange a place for the team of AAs to meet until it is time to go to your session
location.

Procedure 4. Receive the Session Materials

Your AC will provide you with all of the necessary materials for the session(s) you are
scheduled to conduct. These materials include the following:

Materials for Each
Grade 4 Session

Session Box

Assessment booklets with
ancillaries for all students in the
Session

“Testing in Progress—
Do Not Disturb” sign

Timer

Other

Blue calculators
Extra ancillary materials
No. 2 pencils

Original Administration
Schedule

Copies of Administration
Schedules for other sessions, if
necessary

Copy of the Roster of
Questionnaires

Student Appreciation
Certificates

Session Debriefing Form

Materials for Each
Grade 8 Session

Session Box

Assessment booklets with
ancillaries for all students in the
session

“Testing in Progress—
Do Not Disturb” sign

Timer

Other

Gray calculators
Extra ancillary materials
No. 2 pencils

Original Administration
Schedule

Copies of Administration
Schedules for other sessions, if
necessary

Copy of the Roster of
Questionnaires

Session Debriefing Form

Materials for Each
Grade 12 Session

Session Box

Assessment booklets with
ancillaries for all students in the
Session

“Testing in Progress—
Do Not Disturb” sign

Timer

Other

Extra ancillary materials
No. 2 pencils

Original Administration
Schedule

Copies of Administration
Schedules for other sessions, if
necessary

Session Debriefing Form

If your AC will be conducting the NIES Survey after the assessment, he/she will provide you
with a copy of the NIES Linking form that contains the names of the students who will take the
survey. Your AC will also provide you with a set of table tents if you are administering a large
session and an example student booklet cover poster to use in fourth-and eighth-grade

sessions.
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COMPLETING ACTIVITIES UPON ARRIVAL AT THE SCHOOL

Perform QC Check of Assessment Booklets

If your session’s assessment booklets were prepared in advance by an AA
other than yourself, it is a good idea to quickly check the booklets to make
sure they were prepared properly and are in Administration Schedule order.

In all cases, remove the stack of booklets from the Session Box to make sure
none of the ancillary items fell out of the booklets during transport.

Before sessions begin, you should also review the following information on your
Assessment Information Form:

e how the students were notified of the assessment (Student Appreciation Certificate or
other means),

e how the school wants students returned to their classes at the end of the session, and

® how to call the principal’s office from the assessment classroom in the event of an
emergency.

Procedure 5. Adhere to Security and Confidentiality Guidelines

It is your responsibility to account for all assessment materials you receive on assessment
day. Review the following guidelines before each assessment day:

e Never, under any circumstances, allow anyone to examine NAEP assessment booklets,
whether they are completed or unused. If school staff members ask to see the
assessment booklets or have questions concerning their content, refer them to your AC.
(Guidelines for Viewing Assessment Materials can be found page 3.8.)

® School coordinators will receive NAEP Sample Questions Booklets for inspection by
anyone interested in the study. The Sample Questions Booklets contain the NAEP 2007
background questionnaires. These booklets are also posted on the MySchool
(www.mynaep.com) and NAEP websites (http://nces.ed.gov/nationsreportcard.gov).

® Never leave any assessment booklets or other NAEP materials unattended. If you leave
the school between sessions, take all of these materials with you and lock them in the
trunk of your car. If you leave the preparation room provided by the school, either take
the materials with you or ask a fellow AA to watch them.

®  Only students whose names appear on the Administration Schedule may participate in
the assessment (except if the school requires a nonsampled student to participate). Do
not permit other students to see the assessment booklets.

e The names of the students who participate in the assessment must not be on or in
completed assessment booklets when the booklets leave the school.

At training, you will commit yourself to keeping the used and unused assessment materials
secure before, during, and after the assessment by signing an Oath of Office and Pledge of
Confidentiality. A violation of the oath or pledge is sufficient grounds for disciplinary action,

including dismissal and criminal penalties.
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NAEP Guidelines for Viewing Assessment Materials

Since its inception, NAEP has administered both cognitive test questions and background
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:

1. “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

2. 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 National Assessment Governing Board (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, your AC must provide copies of the NAEP Sample Questions Booklets.

The Sample Questions Booklets contain the NAEP 2007 background questionnaires. Your AC
will receive a supply of Sample Questions Booklets from Westat, and the booklets will also be
posted on the MySchool and NAEP websites.

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 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 or the field manager, who in turn will contact
NCES.

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 to the public approximately 25 percent or more of the test questions. These
released questions will not be used in future assessments and appear in the NAEP reports and on
the NAEP website. You should encourage any interested party to view the previously released
NAEP test questions on the NAEP website at http://nces.ed.gov/nationsreportcard.gov.
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COMPLETING ACTIVITIES UPON ARRIVAL AT THE SCHOOL

Procedure 6. Prepare the Room

. In order for you to properly prepare the classroom for the assessment, you
must complete the tasks described in this section.

After you have finished preparing your room, your AC will conduct a QC
check to ensure it has been prepared according to NAEP standards. Once
this QC check is completed, he/she will record the results on the
Assessment QC Record.

6A. Set out the supplies you will need for the session.

There are two groups of materials you should have ready for the session, as shown in the
chart below.

Materials Out for Easy Access Materials Ready for Distribution
®  AA Manual turned to the appropriate session ®  Prepared assessment booklets with appropriate
script ancillary materials inserted into the front cover

®  Copy of the Roster of Questionnaires (Grade 4/8) | ®  Sharpened No. 2 pencils

e  Administration Schedule, plus copies of e  Student Appreciation Certificates (Grade 4 only)
Admlnlgtratlon S'checljules for other sessions e  Correct number of grade-appropriate calculators
(if multiple sessions in the school) (Grade 4/8)

®  Timer e  Extra calculators (Grade 4/8)

®  Session Debriefing Form

®  Extra ancillary materials

Voices of Experience:

Organize your NAEP materials in the assessment room as best you can
without disturbing the items on the teacher’s desk or other table you are
using. Never go through a classroom desk looking for or taking supplies
you might need. Always bring with you to the assessment location all of the
supplies, such as Post-it™ notes and rubber bands, that you might need.

6B. Erase or conceal visual materials.

If you have permission from the school, you should erase the chalkboards and, if
necessary, conceal any school materials that would assist the students (e.g., multiplication
tables in a mathematics session). Your AC will inform you whether you have permission to
erase the chalkboards.
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6C. Post the “Testing in Progress—Do Not Disturb” sign outside the room.

This sign is in the Session Box and should be posted outside the room. If the sign is not
posted prominently, disruptions to the testing could happen.

Testing in Prograss

Please Do Mot
Disturb

6D. For grades 8 and 12, write the school ID number on the board.

Write the school ID number from the Administration Schedule on the chalkboard at the front
of the room.

The script will instruct eighth- and twelfth-grade students to record this number on their
booklet covers. To reduce the possibility for error, you will record the school ID number on
all grade 4 booklets after the session has been completed.
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COMPLETING ACTIVITIES UPON ARRIVAL AT THE SCHOOL

6E. For grades 4 and 8, write the teacher names and corresponding teacher
numbers on the board.

On the chalkboard at the front of the room, you will need to write the appropriate teacher
names and each teacher’s corresponding two-digit number. This information is located on
the Roster of Questionnaires.

At the beginning of the assessment, the session script will instruct fourth- and eighth-grade
students to record on their booklet cover the two-digit number of the teacher who teaches
the subject in which they are being assessed.
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Mama Teachar #
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6F. For grades 4 and 8, post the booklet cover poster at the front of the room.

You will use the booklet cover poster to help instruct students where to record the school ID
number and the teacher number on the booklet cover. Hang this poster at the front of the
room next to these numbers.

Voices of Experience:

It is important, especially for grade 4, that all teacher names and
corresponding numbers are displayed on the board. Leaving off one name
and number can disrupt the flow of the assessment session and create a
difficult situation for you to handle.

Voices of Experience:

If a session is being conducted in a room without a board, your AC should
make arrangements with the school coordinator to have a portable board
or easel in place. Otherwise, write the school and/or teacher information in
marker on a large piece of paper and post it at the front of the room.
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COMPLETING ACTIVITIES UPON ARRIVAL AT THE SCHOOL

Test Your Knowledge

Instructions: Determine if the statements below are True (T) or False (F).

1. When AAs receive their session materials, they will also receive copies of
Administration Schedules for other sessions being conducted at the school to
help students locate the correct session to attend.

2. Except for supervisors, field managers, and home office staff, NAEP observers
are not present to advise NAEP staff on proper procedure.

3. If a school staff member asks to see the assessment booklets, AAs may provide
them with one from the Session Box.

4. AAs should plan to arrive at the school at least 1% hours before the first session
is scheduled.

5. When preparing the room, AAs should conceal school materials that would
assist the students if the school has given permission.

LG4 v4°€1L°CL"}) siemsuy
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ADMINISTERING AND
MONITORING THE SESSION

Procedure 1. Administer the Session

To administer the session, perform the following:

1A. Ensure that each student is at the correct location.

As the session is beginning, verify students are in the correct location. Use your copies of
the Administration Schedules to determine in which session, if any, the student belongs.

In large sessions, AAs should stand in strategic locations: one or two at the door to direct
students, and one or two inside the assessment location to monitor students as they wait for
the assessment to begin.

1B. Begin the session on time.

You should make every effort to begin the session on time. If four or more students listed on
the Administration Schedule have not arrived after you have taken attendance, wait a few
minutes before beginning the session. While you are waiting, you may informally ask those
present if the missing students are absent from school that day. If your AC or a school staff
member is present, discuss the possibility of finding the missing students. Proceed with the
assessment if it is determined that missing students are, in fact, absent or after 5 minutes
have passed. Do not, under any circumstances, allow another student to substitute for a
sampled student who is absent from the session.

1C. Use the correct session script to conduct the session.

After all students have been seated, you must conduct the assessment by following the
appropriate session script. This is critical because there are differences between scripts in
wording, procedures, and required materials.
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ADMINISTERING AND MONITORING THE SESSION

1D. Read the session script verbatim.

The script begins by introducing you and NAEP, and giving an overview of the session. It is

important to read the script with fluency and expression. Fluency means you have practiced

the script ahead of time and are familiar with its syntax. Expression means that you can read
the script naturally and comfortably, so students easily understand it.

Reading the script verbatim ensures standardized administration of the assessment across
the nation. It also preserves trend across time.

1E. Use the most appropriate method to distribute booklets.

After you read the script introduction, the script instructs you to distribute the booklets and
other materials. There are two ways you may choose to distribute booklets. Both methods
are written into the script and are listed below. You must decide ahead of time which method
to use. A smooth assessment session will be defined from the beginning if you select the
most appropriate method for booklet distribution.

For small sessions (30 students or less):
You should call the students in Administration Schedule order to the front of the room to
receive their booklets and pencils.

For large sessions (more than 30 students):

You can place the booklet and a pencil on each student’s desk prior to the students arriving
in the classroom. Your AC will provide you with alpha table tents to place on the tables as
an indicator to students where they will find their booklets.

Once it looks like all students have arrived, one AA should begin reading the script, while
the monitoring AAs walk around the room collecting the booklets at empty seats. These
booklets for absent students should then be placed in Administration Schedule order in case
a student arrives in time to participate. The booklets should then be counted along with the
students present for the assessment to make sure all booklets are accounted for.

How Are Latecomers Handled?
Standard NAEP procedures address two different “latecomer” scenarios:

1. If a student arrives during booklet distribution, ask the student to wait at the front of
the room while you finish distributing booklets. Then, check in the late student; give
each his/her assigned booklet, pencil, and other required assessment materials; and
direct the student where to be seated.

2. If a student arrives after the AA or the students have begun reading booklet directions,
instruct the student to return to his/her classroom or to the office according to school
preference. No student may be admitted once booklet directions are being read.

4.2
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1F. Instruct students to remove the student ID label from the cover of their
booklets.

After all students have received a booklet, the script instructs you to tell the students to
remove the student ID labels from the cover of the booklets and place them on the corner of
their desks. This will assist you in monitoring the session because you will be able to
ascertain the student’s name simply by glancing at the label on the desk.

This procedure is also critical for protecting the confidentiality of students because the
names of students must never leave the school on the booklets. At the end of the session,
you will collect and destroy these labels before dismissing students.

Remove Label

Now remove the label with your name on it from the booklet. Place the label on an upper
corner of your desk.

1G. Check that students have removed additional materials from the inside
cover.

After the students have removed the student ID labels from the booklets, you will instruct
them to remove any additional material from the front cover of their booklet and place the
materials on the corner of their desks.

Additional Materials

The assessment you are taking today uses many different booklets, each with different
questions. Some may have sections in which you will need to use something extra, like a
brochure, ruler, protractor, or other materials. Please take a look now to see if you have any
extra materials inside the front cover of your booklet.

If you have extra materials, take them out of your booklet and put them on an upper corner
of your desk. The instructions in your booklet will tell you when you need to use them.

If you have a packet labeled “Z” containing a set of 7 letters, remove the set, fold along the
perforations, and separate the 7 letters. Then put all the materials back into the packet.

e Allow time for students to separate squares.
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1H. For grades 8 and 12, verify that students have properly recorded the
school ID number on their booklet covers.

The script instructs students in grades 8 and 12 to enter the school ID number you wrote on
the board prior to the start of the assessment.

For grade 8, use the booklet cover poster, provided by your AC, to show students where to
record this number.

Verify that students have properly recorded the school ID number on their booklet covers by
walking around the classroom and conducting a spot check of students’ booklets.

Code the Booklet Cover

Now, please look again at the front cover of your booklet. You will see a group of boxes
labeled “School Number.”

e Point to the “School # boxes on the Booklet Cover Poster.

The number you are to write in these boxes is on the chalkboard. It is (READ NUMBER).

® Point to the number on the chalkboard as you read it. Repeat the number as
necessary.

4.4

1. For grades 4 and 8, verify that all required students have properly
recorded the two-digit teacher number on their booklet covers.

The script instructs students in grades 4 and 8 to record their two-digit teacher number from
the board onto their booklet covers. You will have already written this information on the
board prior to the start of the assessment.

To collect accurate data, it is critical that students enter the correct teacher number. Data
analysts match these two-digit teacher numbers to the Teacher Questionnaires for each school.

Use the booklet cover poster, provided by your AC, to show students where to record this
number.

Walk around the classroom and conduct a spot check of students’ booklets to be sure this
information is entered in the correct location on the student’s booklet cover.

If a student says his/her teacher is not listed on the board, ask the student to write the
teacher’s name on the cover instead. Then, ask your AC about a possible missing teacher
questionnaire after the assessment. Once your AC resolves the situation, you will erase the
teacher’'s name from the booklet cover and record the correct teacher number.
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Please look again at the group of letters and numbers at the top right corner of your booklet
cover, under the word “BOOK.”

If the first letter in the group is an “M,” locate the name of your math teacher on the
chalkboard and the two-digit number for your teacher. Write the 2-digit number on your
booklet cover in the boxes labeled “Teacher #.”

® Point to the “Teacher #” boxes on the Booklet Cover Poster.

If the first letter in the group is an “R” or a “W,” locate the name of your language arts
teacher on the chalkboard and the two-digit number for your teacher. Write the 2-digit
number on your booklet cover in the boxes labeled “Teacher #.”

e Point to the “Teacher #” boxes on the Booklet Cover Poster.
If your math or language arts teacher is not listed on the board, please raise your hand.

e Point to the teacher names and teacher numbers. Repeat instructions as
necessary.

® Assist students whose teachers are not listed on the board.

1J. For grade 4, read the booklet directions aloud.

The instructions for using the assessment booklets are presented on the first two pages of
each booklet and are reprinted in the script. The script instructs you to read these directions
aloud to grade 4 students. You will give students in grades 8 and 12 time to read the
directions to themselves.

1K. For grades 4 and 8, distribute and collect calculators appropriately.

Throughout the session, some students being assessed in mathematics will need to use a
calculator. Because it is very important that students have a calculator only when working in
a section that requires one, calculators must be distributed and collected from individual
students at the beginning of each mathematics cognitive section in the assessment booklet.
Follow the script instructions for distributing and collecting calculators throughout the
session.

If a mathematics booklet requires a calculator, a large “C” (for calculator) will appear on the
booklet cover in the upper right-hand corner, next to the booklet version number. There will
also be a “C” printed in the upper corner of each page of the booklet that requires a
calculator.
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The letter “C” will serve as a visual cue for you as you walk around the room and glance at
the student’s booklet to verify whether the student should be using a calculator or not.

¥
SECTION 2 C Section 2
YOU WILL NEED A CALCULATOR FOR THIS SECTION,

REMEMBER: You will have b decds whether o use the calculitor. For some questions using
the calouliwor is helpful, masbe even necessary., but for other questions the calculMor may s
be helplul. Aflier each question you will e ssked i vou used ihe caloulagor

LT N TN e R

1L. Time sections appropriately.

Each assessment booklet contains several blocks of cognitive questions and background
questions for students to answer. There are subject-area background questions and general
background questions.

Background and cognitive sections are timed while students work independently, except for
the grade 4 general background section, which is read aloud to the students. The session
scripts provide instructions for the timing of each section. The chart below summarizes the
timing for each grade and session type.

At the request of the school, you may allow students to take a stretch break between
sections of the booklets. Students should not be allowed to leave the assessment location
during the break. The time you allow for a break will vary by grade and school. Your AC will
provide you with any special procedures that should be followed as instructed by the school.

Booklet Section Timing

Section # ‘ Content Timing

Section 1 Subject-Area Cognitive Items 25 minutes

Section 2 Subject-Area Cognitive Items 25 minutes

Section 3 General Student Background Questions 5 minutes (grades 8 and 12)

(in grade 4, read aloud by AA)

Section 4 Subject-Area Background Questions 10 minutes (grade 4)
8 minutes (grades 8 and 12)

Section 5 Extended Student Background Questions (if necessary) | 5 minutes
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NAEP Timer Instructions (TYPE A)
(Read all four steps before you begin.)

1. Press the “HOUR/CLEAR” and/or “MIN” button to set the length of time to be calculated. (Note:
there are no “seconds” displayed on this timer.)

2. Once the appropriate amount of time is set and you are ready to start the timer, press the
“START/STOP” button. The colon (:) between the hour and minutes will start flashing as a sign
the timer is working.

3. The timer will sound an alarm when the time has expired. Press the “ALARM STOP” button to
silence the alarm.

4. If you initially enter an incorrect amount of time to calculate, you will need to start the timer using
the “START/STOP” button and then immediately press the “START/STOP” button again when
the colon starts to flash. Press the “HOUR/CLEAR” button to reset the amount of time to 0:00 and
then start over with step 1 above.

Electronic-timer

NAEP Timer Instructions (TYPE B)
(Read all five steps before you begin.)

Set to “TIMER” using the button on the left of the timer.

Press the “HOUR” and/or “MIN” button to set the length of time to be calculated.

Once the appropriate amount of time is set and you are ready to start the timer, press the

“START/STOP” button. The colon (:) between the hour and minutes will start flashing as a sign

the timer is working.

4. The timer will sound an alarm when the time has expired. Press the “START/STOP” button to
silence the alarm.

5. If you initially enter an incorrect amount of time to calculate, press and hold the

“RECALL/RESET” button to reset the amount of time to 0:00 and then start over with step 2

above.

wn =
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ADMINISTERING AND MONITORING THE SESSION

1M. Collect student ID labels.

While the students are working in the last section of their booklets, the session script
instructs you to walk through the room and remove the student ID labels from the corner of
every student’s desk. After the labels are collected, tear them up and throw them in the
trash. Remember, names of NAEP participants must never leave the school on the
booklets or any other NAEP documents.

SECTION 4

Now turn to the beginning of Section 4. You will have 10 minutes to work on this section on
your own. While you work, | will collect the labels from your desk. Please begin.

1N. Administer the ESBQ, if necessary.

If the school has been selected for the ESBQ, you will administer it as Part 5 of the
assessment. The session script will instruct you on how to administer this portion of the
assessment.

You must respond to students’ questions during the extended student background section
by referring to the ESBQ Question-by-Question Specifications (QxQs), found in the back of
the session scripts. If a student has a question, you should walk to the student’s desk and
respond quietly to the question. It is NAEP procedure that the student may skip any question
in this section he/she does not feel comfortable answering.

SECTION 5 - ESBQ, IF REQUIRED

® Set timer for 5 minutes.

Now turn to the beginning of Section 5. You will do this section on your own. You will have 5
minutes to work on this section. Please begin.

e Start timer.

e When all students have finished Section 5, but after no more than 5 minutes, say:

Please stop working.

4.8
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10. Collect NAEP materials at the end of the assessment.

At the end of the session, the session script instructs you to collect all materials (except
pencils), distribute Student Appreciation Certificates (at grade 4), and dismiss the students
according to the school’s preference. Students may keep the pencils. You will instruct the
students to visit the NAEP website printed on the pencil for more information about NAEP.

To collect assessment materials, you should select an appropriate booklet collection method
and count the booklets to ensure all of them have been accounted for before dismissing any
students from the session. The following are two suggested collection methods for small and
large sessions. However, you may find it necessary to devise another method depending on
time constraints and grade level. Your AC can give you a suggested collection method in a
unique situation.

For small sessions (30 students or less):

Call students to the front of the room in Administration Schedule order and verify that each
student has returned an assessment booklet with used ancillary materials inside the booklet
cover. As the booklets are collected, place them face down, one on top of the other.

Collecting assessment booklets in Administration Schedule order will make your
responsibilities following the assessment session much easier.

For large sessions (more than 30 students):

Instruct students to place the assessment booklet on the corner of their desk or workspace.
Collect each booklet while verifying that all used ancillary materials are included inside the
cover.

If you are conducting the session in a large space, such as a cafeteria or auditorium, an AA
should stand at each exit during booklet collection to ensure that no students leave the area
with a booklet.

1P. Account for all NAEP materials before dismissing students.

It is critical that NAEP materials are accounted for before dismissing students from the
assessment session. You must account for each and every assessment booklet, whether
completed or blank, as well as the NAEP calculators and used ancillary materials.

After collecting NAEP materials, count the number of used booklets to ensure the number
matches the number of students present at the session. You should also count the blank
booklets to ensure the number you had before the session is consistent with the number
after the session.

If you find any NAEP booklets (including blank ones) missing, students are not to be
dismissed until the missing booklet has been found.
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1Q. Dismiss students according to school protocol.

Dismiss students at the conclusion of the assessment session in the manner described on
the Assessment Information Form. In order to maintain a good rapport with the school, it is
important you follow school protocol.

If the school has students selected to participate in the National Indian Education Study (NIES)
student survey, this information will also be noted on the Assessment Information Form. If the
survey will be conducted immediately following the assessment session, you will need to ask
the students selected to participate to remain in the classroom. When all of the other students
have left the room, and you have accounted for all of the session materials, escort those
students to the location where the AC will administer the survey (unless they will remain in the
same classroom as the NAEP session).

Procedure 2. Monitor the Session

During the session, it is your responsibility to ensure that students are

working in the correct booklet section. This is done by quietly walking up and

down the aisles during the session. The Strategies magazine describes
L effective methods for monitoring the session and managing the classroom.

You will perform many of the checks described in this chapter on a continual basis throughout
the assessment. You must also follow the standard NAEP procedures for responding to
students’ concerns or questions and handling special situations that may arise.

Voices of Experience

It is a good idea to walk around the room with a handful of sharpened
pencils ready to hand out as students request them.

Voices of Experience

Walk around with the Session Debriefing Form inside your script. You will
need to record information regarding students’ questions about specific
items in the table on the back of the form. To make this an easy process, jot
down the Session Number and line number of the student and a word or
short phrase as students ask questions. Go back after the session and
record more detail. Noting the Session Number and line number of the
student is important in identifying the booklet number. NAEP uses this
information to find questions that are commonly misunderstood or
confusing to students.

2A. Answer students’ questions about how to record answers.

You may, and should, clarify students’ questions about how or where to record answers.
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2B. Answer students’ questions during cognitive block (subject-area)
sections of the assessment.

Under no circumstance are you allowed to help students respond to any item in a cognitive
section. You may not provide any specific information, answers, instructions about any
question, or assistance in reading or spelling.

Instead, you should reply with this scripted response:

“I’m sorry. | cannot answer any questions. Please reread the question and do the best
you can.”

However, you may read and provide clarification of directions to a student.

The NAEP procedure for responding to student questions during the cognitive block is
different than the NAEP procedure for responding to student questions during the general
background section, which is described below.

2C. Answer students’ questions during the general background section.

You must respond to students’ questions during the general background section by referring
to the Question-by-Question Specifications (QxQs) found in the back of each session script.

Questions asked by students during the general background section should be answered
individually. If a student has a question, you should walk to the student’s desk and respond
quietly to the question.

If several students have the same question, you may advise all students in the session of
the question and answer.

Also, it is NAEP procedure that the student may skip any background question he/she does
not feel comfortable answering. You should advise students of this if they ask.

2D. Answer students’ questions during the subject-area background section.

You must respond to students’ questions during the subject-area background section by
referring to the mathematics, reading, or writing QxQs, found in the back of the session scripts.

As with the questions asked by students during the general background section, they should
be answered individually. If a student has a question, you should walk to the student’s desk
and respond quietly to the question.

Unlike in the general background section, students will have different questions in the

subject-area background sections depending on the subject area of their assessment

booklet. Also, for reading and mathematics booklets, there are several versions of the

QxQs. Therefore, you should not advise all students in the session of the question and
answer asked by individual students.
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ADMINISTERING AND MONITORING THE SESSION

The table below outlines the different versions of the subject-area QxQs. In all three grades
for reading, you will need to look at the upper corner of the booklet page for the version of
reading QxQs to refer to when answering a students’ question in that section. If no letter is
indicated, you will use the reading QxQs without a letter indicator. Ifan A, B, C, D, or E is
printed in the upper corner of the booklet page, you will refer to the corresponding reading
QxQs. You'll do the same in grades 4 and 8 for mathematics.

Grade Subject QxQs

4 Reading no indicator
A

B

C
Mathematics no indicator
D

8 Reading no indicator
A

B

C

D
Mathematics no indicator
E

Writing no indicator
12 Reading no indicator
A

B

C

D

Writing no indicator

Heading sulyect-

fﬂl-ﬂa background

guestion saction
(il varsion

SECTIOMN -1' Sedction “1' indicatar,

This se¢ion hae 25 guestpons, Magk vour answers in voor boaklcn, Bl in only o oval

P N N Y

As with the questions asked by students during the general background section, it is NAEP
procedure that the student may skip any subject-area background question he/she does not
feel comfortable answering.

[ = [T

|
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2E. Ensure that students who have finished sections early have not gone
back to previous sections or worked ahead in the booklets.

Redirect students who appear to be working in the wrong section of a booklet. If students
finish a section early, they may not go back to previous sections or work ahead.

If a student is working in the wrong section of the booklet, a gentle reminder of the correct
section will suffice as an effective prompt (e.g., “You should be working in Section 2
now.”). Then, you should continue to stand near the student until you see that he/she is
working on the correct section.

A student who completes a section of the booklet before time is called should be
encouraged to review his/her work in that section only. The student should not be allowed to
work ahead in the NAEP booklet, review previously completed sections of the NAEP
booklet, read other material, or work on his/her homework or another non-NAEP activity.

2F. Handle difficult situations pertaining to students’ behaviors or attitudes.

Occasionally during the course of administering an assessment, you may encounter a difficult
situation with student behavior or attitude. It is important that you respond appropriately to each
situation. The Strategies magazine provides important classroom management techniques to
help you avoid many of these situations. It also provides guidelines for handling difficult
situations when they do arise.

The table below outlines the procedures for coding these situations.

Behavior Coding

Behavior becomes e |f student does not remain in the session, write Disruptive behavior on the booklet cover.

disruptive and out of .
control ® Use Admin. Code 12.

Reluctant or refuses | e | the student continues to refuse, collect the booklet and materials and dismiss him/her
to participate according to the school’s instructions.

e \\rite Student refused to work on the booklet cover.
® Use Admin. Code 12.

Emotionally upset e |f student does not remain in the session, write Emotionally upset on the booklet cover.
@ Use Admin. Code 12.
Asks to leave the e |f a student leaves and returns for any reason, record on the booklet cover the time and
session section number when the student left and the time and section number when the student
returned.

e If a student cannot complete the session, collect the booklet and other materials.

® \\rite the reason the student left the session on the booklet cover.

® Use Admin. Code 12.

Becomes il e |f student does not remain in the session, write Student became ill on the booklet cover,
® Use Admin. Code 12.
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2G. Handle other unexpected situations that may arise.

ADMINISTERING AND MONITORING THE SESSION

Listed below are three special situations that may arise while you are administering a
session. Procedures for handling and coding each situation are included.

Situation Guidelines Coding
Stud_ent e |f a student discovers a defective booklet after beginningto | ® Record the booklet ID number
received work, replace the booklet with another booklet of the same of the defective booklet on the
defective version number, if possible. front cover of the replacement
assessment booklet
materials If a booklet of the same version number is not available, '
have the student skip the defective portion and continue Record the booklet ID number
working on the remaining portions of the booklet. of the replacement booklet on
In the event an ancillary material is found to be defective, the cover of the defective
- N . booklet.
replace it with another (of the same material), if possible.
Write Defective booklet on
the defective booklet cover.
Use Admin. Code 14.
School fire Your first priority is the safety and removal of the students Write a brief note explaining
alarm and yourselves from the building. If your AC has informed the fire drill and place it at the
you that this is a drill and not an emergency, follow these top of the Session Box.
guidelines: _
If you cannot continue the
- stop the timer; session, use Admin. Code 13.
- collect all of the assessment booklets from the
students;
- take the booklets and the timer with you when you exit
the school;
- when you are safely outside the school, check the
timer and note the time remaining in the session; and
- when the students return, redistribute the booklets and
adjust the timing of the assessment to account for the
time the students were gone.
School Your first priority is the safety of the students and Write a brief note explaining
lockdown yourselves. the lockdown and place it at
Generally, a school staff member will advise you of the the top of the Session Box.
school protocol in this situation. If you cannot continue the
Be sure to first follow these instructions. Then, if necessary, session, use Admin Code 13.
stop the timer and collect all the assessment booklets from
the students.
When a school staff member has indicated it is okay to
proceed with the assessment, redistribute the booklets and
adjust the timing of the assessment to account for the lost
time.
414
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Test Your Knowledge

Instructions: Select the answer that best completes the statements below.

1. If a student arrives late after the AA or the students have begun reading booklet
directions, the AA should

give the student his/her booklet.

instruct the student to return to class.

call the AC to find out what to do with the student.

let the student take a seat and wait for the other students to complete the
assessment.

cooTw

2. During the assessment, students are instructed to remove the student ID labels from
their booklets

a. so that they do not become permanently affixed.
b. so they have a souvenir from the assessment.
c. inorder for AAs to take attendance.
d. in order to maintain confidentiality.
3. Students are given minutes to complete both cognitive sections of the
assessment.
a. 50 minutes
b. 70 minutes
c. 25 minutes
d. 10 minutes
4. AAs should use the following statement during the sections of the assessment.
“I'm sorry. | cannot answer any questions. Please reread the question and do the best
you can.”
a. subject area background
b. ESBQ
c. general background
d. cognitive

5. If a student asks to leave the session early and cannot complete the session, code the
student with

Admin. Code 11
Admin. Code 12
Admin. Code 13
Admin. Code 14

cooTw

G Gppeepziq) siomsuy
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ADMINISTERING
ACCOMMODATION
SESSIONS

Procedure 1. Understand Accommodations Most Frequently
Provided by NAEP

NAEP provides accommodations for students identified as SD and ELL whose
Individualized Educational Programs (IEP) specify them. For ELL students who do not have
an |IEP, knowledgeable school staff, such as IEP or 504 teams, school psychologists and
teachers, will make decisions about accommodations.

Not all students who have been identified as SD or ELL will require test accommodations.
Decisions about accommodations are made individually for each student. When it is
determined that a student will receive an accommodation for NAEP, your AC will work with
the school to ensure the accommodation is consistent with what the student routinely uses
during state assessments.

The next few pages describe how to administer the accommodations NAEP allows. They
also identify the subjects in which each accommodation is allowed, the additional
accommodations typically required, and the Administration Codes for accommodations.
Finally, there are general guidelines for determining whether to provide accommodations in
separate or regular sessions based on limiting distractions in regular sessions while still
providing the usual test accommodations that SD or ELL students receive during their state
assessment.

For further information on accommodations, refer to the Inclusion magazine.
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Accommodation

Admin, Code

M- BIR

Subjects

Maih

Typical additional
accommodations
Te-mE 0 TT JH

T

H2-550

What |5 ?

MAEP has hilingual Spanishf

English mathematics assessmant
Bookbets avalalle o shadents who rg-
quire them. When a blingueal hooklet is
open, one page has the diractions and
quetions in Spanish, and tha Facing
page will have the same direcoons and
questions in Emglish. Because of the
sizg, tha hooklets are prirted in 8 set of
v, Studants may mark thair answars
an gther pase and inether Bnguage,

Hiowi o Aot nistar

This accommadation requiras a separata
accommuodation session,

The person administaring the session will s
thi grade-approprgbe, bilngual session seript
tn conduct the session.

Admin. Code

12-BID

Subjects

Thiz i & non-elecirores hilingual
dictionary prowided by the school i any
languaga that contains English transla-
tigres of woords bt doas not comain
definitipns. It is S0metimes relerred

tn a5 & “word-for-word” dictionany,

Thiz accommodation s wsually proeded inthe regular
segsion, although studants wiho nead this accom-
muod ation will nead o have ectandsd fime to look vp
weords in the dictanary,

Frior ta the start of the sassion, the &4 should quiethy
ingtruct thi stodent b0 Rolos abandg swath s regular

Dhirect Linguistic Support

Math & Writan, “word-ta-word franskation tming of the assassment, but explain that, atthe
Typical additional | dictonany,” or 3 “bilimgual end, ha'she will have exira ima to go back and finish
accommodations | word st waorking
T4-EXT * The AA is raspansibla for checking the dictionany
praar 1 iz start of the assessment b0 be sure it does
not contain definitons,
This acoommodation raguiras that = This accommodation requiras a separatg accomma-
Hhiz sassion scogt instructiong b daban session,
read alnud. Thes requires the student * The parson administaring the sesson wil uss the
M.I.- EH. o usa tha hlllﬂ;uﬂl Ep-al'lﬁh.'EﬂﬂllEh grﬁﬂa.ﬁpumpﬂalﬂ |:|i|.'|guﬁ| SRLRINN SENpE D camduc
-0TH mathematics hooklat Therafore, thes the seesion.
— AcComampdatsan is oy alknaed wath Srudants will com ;
: . ] pleze the assessment using the
Silﬂ:ul: the mathematica bookletan Spanish. biingual Spanish/English mathematics assessment
- booklats.
Typical additional
accommodations
FG-SMG S TT-0ME
i1-BIB
B2-554
For thig acommaodation students = This actommadation requras 3 Sepanibe JCcamimg-
PRy FoEquEs W R vards, ﬂﬂrﬂ?ﬂ&. diaban sessien,
ar HI:HEI'EE'E- read aloud 1o them in = Thix pErEon ami"imﬁ“g the
Admin. Code Sparush. aesaion will use the grade-a ppropriata bilingual ses-
ai_ e | This requires the student to use the sion script to conduct the session.
_ bilmgual EFWiFHEW_“ﬂ‘ mathematics | « Zwdants wil complete the assessment using the
Subjects | booklel Therelore, this actommods- bilingual Spanish/English mathematics assassmant

Kath

tinn is only allpwsd with the mathemar-
ice boaklat in Spamish.

booklats,
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Presentation Format

Accommodation

Admin. Code
19-0TH

Subjects
Reading, Math &

Wirding

What Is It?

This accommaodatian raguires that a
qualified sign language interprater at
tha schoal sign thea instructions inchud-
ed in the session script. The imerpratar
may not sign amy additional derections
in the azsessment booklet.

Howr to Administer

* Thiz accommodation can be prosided in tha reqular
sassion in tha kack of tha room (or wharever it is
typically administerad|.

Thie e preter wall sit near the students 5o thiy arg
ke b0 see M diresons beng sgoed.

Admin, Codi
78-O0TH

Subjects

At & Wriing

For is accommpdation, sudents may

P i i Pl wlercds, phrases, or sen-
tences read soud to them,

Mate: Reading the script, instructians or
directans sl wihan requesad, 50
shdemts pnderstand wihare and fiow o
racord tey answers i NOT considered
an accommadation and shaind nar be
racorded 28 one on i AdminiEtaion
Erhadie. These instructions can he
repaated or rewanted & any way i Eng-
figh, a0 students understang what to do.

This accommodation can be prowded in the regular
SEE50M,

= The &4 should quisthy instruct the studant bafare tha
start of the sassion ta raisa his/her hand if hatshe
nagds to have a word, phrase, or santence read
aloud.

* |f rore than gne student in & session requeres this
accommodation, they shoukd be seated wgether ina
iy that maremizes disiractions for other studpms,

Admin. Code

15-HEA

Subjects

Iath & Writing

Typical additional
accommaodations
TR=mM 5 TT-0M]

14-EXT

Far this accommudation, studeants may
request to have mostor all of tha as-
sassmant booklat read aloud to them.

= This accommaodatian raquiras a saparata accommoda-
tan session

* Whin a studant requires read aloud ina one-on-ong
setting, the student’s originally assigned hooklet is used
The Ad wall administer the session using the grade-
appropriate accommodation session senpt and read
the questsans and answers choices fromthe shudent's
Bookli,

= When more than ana studant requires this accom-
muodation, the students can be grovped together lia,
small groupl based on the subject thay ara crginalby
assigned {writing or mathamatics). Tha &4 will ad-
minister the assessmant using the grade-appropriata
accommuodation session script and read tha ques-
tions and answers from an unusad assessment hook-
let. The &4 will read sloud all the questions and answer
choicas and thanwait for all of the studests to mark
their anzwers hefore moving an ta the next guestion.

* For mathematics booklets, the A& will refer to the
Mathemancs Read Sawd Guidebres in e acsomis-
dabcen sess0n scripd o detils on Pow i read certan
rnathematcal symbots and equations.
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Presentation Format

Accommodation What Is It? How to Administer
Thig accommadatan reguires that a * Thes BCcOmmOdaton requires 3 Separaie accommaoda-
ualified sign language interpretes At 1 B850
Admin. Code | the schond sign some or all of the 185t | + Tha imerpretar will sign tha instructions fram the grada-
15-0TH quﬂﬂiuﬂs and angswar choges tor the ,am]ml:fiﬂ accammodation session ﬂ“mtﬂﬂ'ﬂm
Subjects studant. dent along with the question and answer choices then
Mt & Writino weitil for the student o mark the anseeer before moving
S 0 b e e question,

- = Far mathematics booklets, the intarpreter will rafar fo
:“:":""d”:"r'r the Mathematics Read Aloud Guidelines that are with
T e the apcommodation session seripts for details on how o

BE-E5h sign certain mashematical symibols and eguations.
MAEP provides a Braille varsion of * This a;commodaton reqiares A Separate actommidation
the assessment hooklet for visualy SESSI0N
Admin, Code | oaired stadents. The Braille bockbket | « The &4 will administar 1e sessian by raading the grade-
anTh | % Faﬁka.ﬂ“']b"'"'Tl an 'ifljmm':ﬂl B’ﬂ"ﬂd approgriate accommodation sessian script
companion HUAkIEL, If o 1 riquirs « Studeris may require 3 Brall typewter o a seribe 1
e 00 | regr ssssra oy | TSP st A o st o Br
T iting g witing booklet
® I & Braile bpewiter & i, tie A0 wall vwine the booklet
Tiypical additicnal 10 mumber on 3 pages created by th Bralle typasier
accommodations ani insert these pages into the student’s regular booket
ri:r;"f # |z scribe is used, when a construcied respanse is
18.50R requirg Tor th reading or MAEMANES assessmant, the
seribie shauld we exacily what hi student says, & stu-
ent respanding arally should indicane when a sentence
ends ard anogher ooe begere, Thara & no naed for fie st
dhanrit b inditata gramemar or puncushan, prowidid that tha
angwer Can he read and understoad. The student should
spell awvord anly if its critical o distinguish meaning (for
Example, tod . twal.
= Tha scnbe should resd the weittan responss to tha
studant The studentwil getone chance tomake ravsions,
and then will nead to mave oo Se ret queston.
MNAEP provides large-prnt booklets to = Thig aecommadation can be provsded inthe
shudents whi are visisally impairgd rigular SES5HN.
; These are assessment booklets that
Admin. mﬂf franve e anlarged 129 percart,
Subjects
Reading, Math 5
virmng
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Response Format

Accommodation

Admin, Godie
81-MAG

Subjects
Faad 1, Iath &
V'ritang

What Is li?

Thas is a lens or system provided by the
sehoal that arhances visual fumchan
Magnificaton davices mclede gya-
gla=s-maunted magnifiers, fres-stand-
iniy ar hand -bald magretions, enlargpad
cormputEr manitars, or caomputers with
sereen enlargement programs. 2ame
sludamts use closed-cirtuit Elevision
e anlarge prnt and display printad
matarial weith wariows image enhance-
MEME 00 & SCreen.

How to Administer

= This accommadation can be provided in the
reqular sesson,

Admin, Code

19-1TH

Subjects
Readinyg & Math

Typical additional
dccommaodations
Mh-SMG [/ T7-0ME

T4-EXT

T4-5CH

This accommp<dation requiras that stu-
dents sign thair respanses o a quali-
fied sign languags interprater provided
by tha school The intarpreter records
the stisdent’s answars in the assess-
et booklet

= This accommodation requiras & saparate accommiod 2-
Tinn SEE50N.

= The &84 will administer tha session by reading tha
grafde-appropaata accommadation session scapt,

* Whan a constructed response & requirad for the read-
g or mathamatics assessment, fie interpreter'scribe
should varite axacthywhat tha student signs. A student
should indicats when ane sentence ends and anpther
heqing. Thera is no nead for this student 1o indicata
qrasmmar o punciuation, prisided that the arswer can
he raad and undarstond. Tha student should spell a
word oy of i's crivcal to distnguesh meaning (&g, 100
wE twal,

* The interpretensenbe should show the student tha
written responza after tha studant completes i, but
MOT sign the respanss ta the studet. The stsdent will
et one chanca o make revisions, and then will need 1o
mave an o the next question.

Admin, Code
T9-[1TH

Subjects

Haadmi, WMath &

cal additional
T:E:mnnudlinlﬂ
TH-5M0G 7 TT _H_

T4-EX

This accommuo<dation requiras that a
wisually impaired student recard his!
her angwirs using a Bradle typewritar,
a slate and stylus, or an electronic
Brailler note taker provided by the
schoal,

= This accommmodation can be provided in tha regu-
lar zazsianif the Braille typawritar they usa is quiet
gnoisgh. Some older Bradle rypeveriters ang very loud
and may require a separate seEsn.

= Thi AS wall write tha boaklet 1D rumber an all pages
craatad by tha Braille typewritar and insart thesa
pages imta the students honklat.
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Accommaodation

Admin. Code
78-5CRH

Subjects
Reading & flatl

Typical additional
arcommodations

Te=-SMG  17-0MI
T4-EXT

What Is 1T

This accommodation reguires that

the student respond oeally to & scribe
provided by tha schood or respand by
pointing to higher answeds, The scabe
then records the student’s responsas
in the assessment booklet

How to Administer

* This accommodatbion requirgs 3 separate accommada-
tion sesson

* Thi Al will admimster the session by readng the
grade-appropriate accommaodation session script.

* When a constructed response & reguirad for the read-
ing asspssmant, the scrifie shoukd write exacthy what
the studant says. A studant respanding araly should
indicate when a sentance ends and another ane begins
There iz no need for the student to indicate grammar or
punctuason, pravided that the answers Gan be raad amd
understood, The student should spell a word ondyifits
critical to distinguish meaning (for exampbe, too vs. twnl,

* The scnbe should show the student the witten

response after tha student completes it, but NOT
read the raspanse o the stedant. The studartt wall gat
one chance 1o make revisions, and then will nead o

‘E minvea on to the nasxt question.
e This accormemadatan raguires that tha = This accormmmadation can ba prowided m thea ragular
E sudent record his/her answers using segsan if the computer o typewriter thay use is quist
s a computer or typewriter provided by ennagh
@ Admin. Coge | e schaal _ * The student will use the comguter or typewriter
= 1aoarg | Moter Use of the speiing/grammar to record his/her answwers.
chack function on a computer is nof » The A& will write the baoklet 1D number on all pages
Subjects | alowed cragtad by the computer and insert these pages into
Reading, Math & the student’s booklet
vrriting * The Af s responsible for checkng the computar prior
to the start af tha assassment and for montaring tha
student during the assessment 1o be surg the spelling’
grammar check functionis disabled.
This is a cutaut or overlay provided = This accommadatan can ba provided in the regular
by the school that is used to focus a EQESI0N.
Admin, Code | Sudents amention on one part of a
e.TH | PEge by ahsouring ether parts of the
- page.
Subjects
Reading, Math &
Wniting
5.6
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Setting Format

Accommodation

Admin, Code
75-0TH

Subjects
Reading, Math &

AT

What |5 7

Thiz i= a larga-diametar panci, pen-
cil grip, or other special writing toal
provided by tha school that a studart
uses to record hisfer answers inthe
assessment booklat

NOTE: Spma stidents” 1EFs stipuiara
that thiey shauld racesa W accanm-
modatien. For thoses shedents, this wil
he caded 88 a0 @ecommonatian i
rasponse to thair IEP Students who do
nothave His a5 an IEP reguiremant,
bur wihe typically 1se lange-diameater
peneis, pency goips, or st special
writing tools during assassmernts may
iz thege for NAER amd i will ngd be
recovied a8 an accammadaion,

How to Administer

= This accommodation can ba provided in the regular
SESRI0N,

* The Al will verify that the stisdent has the special
wrding ool before the session begins,

Admin, Code
-5

Subjects
Reading. Math &
Wrihng

Typical additional

& small group session includas no
miee than five students, A student can
ba assigned to a small graup session
because ha'she raguires one, or ba-
cause ong of mare of the accommeda-
tars heyshe typically raguires must ba
atlministerad in & separate session to
mimrmize destrdctons 1o oher students
in the regular sassion,

* This is by dafinition a separate session.

* The persocn administering the sassion will use the
grade-appropriate accommodation session script 1o
conduct the sessiom,

accommodations
T4-EXT
This accommadation raguires that a = This is a session with one student and one &4 or
Admin. Code | Ftudentis Hmﬁedlindiuidmlly in an school staff membear administaring the sassion
T7.onE | 28 free of distractions. » The person administering the sassian will use the
grade-appropriate accommodation session scrpt o
Subjects conduct the session,
Reading, Math & = |f the studant regularly warks with a facilitator
viring pravided by the school, that person sheuld be
Typical additional availahla for the assessmant.
accommodatinns
T4-E4T
Thiz iz a portabla screan = This accommodation can ba provided in the regular
- provded by the schaed used to limit sessinn, although aceasionally the lncation of the
Admin. “j’d“' distractions for @ stedam, Shudy carril 15 in a separahe locaton,
Lallll « A sereen is placed onthe student's desk ta limit
Subjects distractions for the stwdent,
Reading. Math &

i
warthing
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Accommodation What Iz It? How b Adimimister
Thiz accommodation reguires that a = Thes accommodation con ba provided in tha raguiar
- student =it in a dasignatad area for the SESHIN,
= - assessment; such as away from ather
E ‘"‘“"_‘__Ef'd'“ students to kit distractions, a location
e PETH Y whare there is access to special equip-
g ment; ar edoge 1o the front of tha room
E Subjects | 30 that 3 stedent can see 0 hear morg
A SGeading Math & | @agily, D may aso include specaal light
Wirting | and furretueg wsed by the student,
Thiz accommodation requirgs that ste- |+ Inarequla session, e accommodaton reguees that
dents be given extra time to comglate studertts be given axtra tima atter the imead sasson has
Admin. Code | the assassment baen complated to contirue ta work on the cognitive sec-
T4-EXT tions of tha assassment. Frior to the start of the sassion,
- the Al should guiatly mstruct students with this accom-
Subjects madation to follow slang with the requiar timing of the
Aaading, Math & assesament, but explain that, a1 the end, they vl have
wirsing ctra e 00 9o back and finigh working.
* |n a zaparate session, if most or &l of the
studers are still working on & section at the end of the
reqular time limit, the &4 should allow them to continue
ta vk fior abnue 100mare minuees per section. If most are
finighed, heshe should mave on to the next section. In
# eathiar G, Stutdens selvd el exird v msy go back
_E ba ek on unbrieshed sechons of @ig assesamant up
b e i time alleseed, which is Siree smas tha
E rarmal fime.
E * Thie onky limit for estended time is that studants may not
take more Sian fres smes the regqulkar ime
E allecatad hor a particular sacton of the booklat
= = During the axtended time, the A must remain in the st
E ing location und stisdents have finshed the assessment
l_
Thiz accommodation requires that tha + This accommadation requires a saparate
student be allowvad to taka braaks as accommodation sassion
Admin. Code | requested or at pradetermined intervals |« Thera ara na specific NAEP requirements
during the assessment. This also could regarding the langth of tima far a break, how
- s that thie student = alloved to take nften the braaks are taken, or whather the
) E.nm th aespssment in mare than one El‘tll"lg studant has comtact vwith other students
Aaading :'r:|_l1l_|||_":¢| cluring a single day during the breaks.
Typical additional
stcommodations
TE-SMG [ 77-0ME
T-Ex

5.8
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Accommodation

Admin. Gosdle

159-0TH

Subjects
Reading, Math &

Writang

Other Accommodations

What |5 t?

This category includes acommadations
pravided by the schonl that are nat listed
abcrer and #0e regularhy ied by ome o
more studers sampled for de assess-
ment. Ona exampla is soma haaring-im-
paired stsdents require She administratos
t0 wear 3 small mecrophone.

NOTE: Some schools provids spacial
squipment suclh 28 colaned highlight-
&5 for all shidants 1o uge 25 & festng
“straogy. " W irese dve fypcaly used on
frg sfate assessment by these shidents,
firay are allowsd for use an NACP and
AP N conzidenad an accamTNTdFhan.
Howevgr, MAEP does nof allow the use
oF SCrAp pE0EY OF QR pager Stuents
Are fstrnchent fo show ol o o vk o
fira aEsassmant bookiar.

How to Administer

ASSESSMENT ADMINISTRATOR MANUAL

5.9




ADMINISTERING ACCOMMODATION SESSIONS

Procedure 2. Administer Separate Accommodation Sessions

If your AC and school coordinator determine a student needs to be administered an
accommodation in a separate session, that information will be communicated to you through
the Assessment Information Form.

2A. Use the accommodation scripts when conducting separate
accommodation sessions.

The accommodation session scripts are slightly modified versions of the regular session
scripts. The accommodation scripts have shorter or simpler versions of some sections and
less stringent timing. Each grade has an accommodation script to use for the separate
accommodation sessions.

2B. Ensure that school staff assisting in the administration adhere to the
guidelines described in the Accommodation Teacher Letter.

In some cases, the school will provide a teacher or staff person familiar with the students to
work with you in accommodation sessions. If so, the AC will provide the teacher with a copy
of the Accommodation Teacher Letter that provides guidelines for what staff members can
and cannot do. The staff member will sign the letter and give it back to your AC. If you
observe a staff member doing something inappropriate, quietly remind him/her of the
guidelines in the letter.

2C. Follow the same standard NAEP procedures for monitoring the session.

Your job as an AA is to administer the accommodations SD or ELL students need to
participate while maintaining NAEP test integrity. To truly assess the students’ knowledge, it
is important for you to refrain from giving and/or prompting answers. As with regular
sessions, you should only provide assistance to students in an accommodation session
during the background sections and when making sure they understand how and where to
record answers. Refer to chapter 4 for guidelines on monitoring all NAEP sessions.

The Inclusion magazine provides suggestions for ways you can keep children with disabilities
comfortable and on task. Read the magazine carefully and refer back to it as necessary.

Procedure 3. Administer Accommodations Within the Regular
Session

Every attempt should be made to provide students who need accommodations with the best
opportunity to participate, and to minimize distractions for other students. In many cases,
accommodations can be administered in the regular session as long as both criteria
mentioned above are met.
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When administering an accommodation in the regular session, it's important that you are
alert to the student’s needs without hovering or focusing entirely on that student. Refrain
from doing anything that will embarrass or single out the student in a negative way.

Procedure 4. Recognize Accommodations NOT Allowed by NAEP

It is a goal of NAEP to be as inclusive as possible when it comes to students classified as SD
and ELL. However, there are a few accommodations that NAEP does not allow. These include:

e Oral or written responses translated into written English
e Bilingual dictionary for reading

e Directions read aloud in native language (Permissible in Spanish only and only when a
Spanish/English bilingual mathematics booklet is used.)

e Test material read aloud in native language (Permissible in Spanish only and only when
a Spanish/English bilingual mathematics booklet is used.)

e Test questions read aloud or signed for reading
e Use of scribe for writing

® Uses a bilingual version of the test (Permissible in Spanish only and only when a
Spanish/English bilingual mathematics booklet is used.)

e Tape-records answers
e Respond in sign language for writing
® Test taken over several days

® Use of calculator for computation tasks in a booklet that does not require one, including
talking or Braille calculator

e Use of abacus, arithmetic tables, or graph paper, or any ruler other than a NAEP-
provided cardstock ruler

e Use of dictionary, thesaurus, or spelling- and grammar-checking software or devices

4A. Code students who cannot be assessed — accommodation not permitted.

If a student requires one of these accommodations and cannot be included in the
assessment with only accommodations allowed by NAEP, as determined by the school staff
member most knowledgeable about the student, he/she will be excluded.

These students will receive one of the REASONS FOR EXCLUSION Administration Codes
below on the Administration Schedule.

e 61 =SD - Required accommodation not permitted
e 63 = ELL — Required accommodation not permitted

e 65 =S8D and ELL — Required accommodation not permitted
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4B. Code students who cannot be assessed — accommodation not available.

If a student can be assessed but the required accommodation, such as a Braille typewriter
or other school-provided equipment, is not available to the student for the assessment, the
student will also be excluded.

These students will receive one of the REASONS FOR EXCLUSION Administration Codes
below on the Administration Schedule.

® 67 = SD — Required accommodation not available
e 68 = ELL — Required accommodation not available

e 69 =SD and ELL — Required accommodation not available

4C. Code students who cannot be assessed — cannot be assessed.

If it is determined that a student cannot be assessed for reasons other than a required
accommodation is not permitted or available on NAEP, the student must be given an
exclusion code.

These students will receive one of the REASONS FOR EXCLUSION Administration Codes
below on the Administration Schedule.

e 60 = SD - Cannot be assessed
e 62 =ELL - Cannot be assessed

e 64 =SD and ELL — Cannot be assessed

4D. Code students who cannot be assessed — accommodation scheduling
problem.

If a school refuses an accommodation session due to scheduling or staffing problems,

students assigned to that session will be coded Admin. Code 45 — Accommodation
Scheduling Problem—on the Administration Schedule.
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Procedure 5. Understand How to Code Accommodations
According to the NAEP Hierarchy

Typically, students who are provided testing accommodations require more than one
accommodation. For example, a student needing one-on-one testing may also require read
aloud, extended time, or help recording answers.

The NAEP Administration Schedule can only record a single code for accommodations.
Therefore, NAEP has developed a hierarchy to provide a standard procedure for how to
code the Administration Schedule and booklet cover of students who are offered more than
one accommodation.

To use the hierarchy shown below, your AC will look at the multiple accommodations offered
(whether or not they are used) for a student, identify the accommodation highest on the list,
and record that accommodation code on the Administration Schedule.

Eilingual Booklet (71-BIB)
Bilingual Dictionary (72-BID)
Scribe or Use of Computer | 79-5CR)
Large Print Booldet (73-LRG}
Magnification Device (31-MAG)
Other [79-0TH}

Read Aloud | 75-REA)
Extended Time [74-EXT)
Small Group {76-5MG}
One-on-One {7 7-0OMNE)
School Staff Administers (82554}

Breaks During Test {90-BRE)}

After the session, you will transfer the accommodation code recorded on the Administration
Schedule onto the student’s booklet cover in the Admin. Code boxes. Then, on the cover,
under Additional Accommodations Offered, you will record all additional accommodations
offered (whether or not they were used).
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Test Your Knowledge

Instructions: Note the subjects in which the accommodations listed below are allowed.
R = Reading M = Mathematics W = Writing
1. Bilingual dictionary (72-BID)
2. Extended time (74-EXT)
3. Read aloud (75-REA)
4. Small group (76-SMG)
5. One-on-one (77-ONE)
6. Scribe (78-SCR)
7. Use of computer (78-SCR)
8. Breaks during test (80-BRK)

9. Magnification device (81-MAG)

MNYEMNYEEMNYELNEIMNYEGMNYE T MNEMNYTMNL siamsuy
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