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Procedure 3. Conduct Visit 
 
The goal of the preassessment visit is twofold: first, you will review the items completed 
during your independent work; and, second, you will discuss additional items required from 
your in-person meeting. 

 
 
The meeting begins with a script. If the school coordinator completed all the necessary 
materials before your scheduled appointment, begin at Procedure 3A-1. If materials are still 
outstanding, review the items you checked in item 3-2. 
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During your independent work, your objective is to complete as many tasks as possible 
before meeting with the school coordinator. It is possible that the school coordinator brought 
you additional materials while you were working independently. If materials are still 
outstanding at the time of your scheduled appointment, Procedure 3 instructs you to review 
the outstanding materials with the school coordinator and gather those documents now.  

If SD or ELL Questionnaires are still outstanding and cannot be collected while you are at the 
school, you will schedule a telephone call to gather the questionnaire information later in the 
visit. 

Procedure 3A. Confirm the Results of the New Enrollee Selection 
 
In Procedure 3A, you will be confirming the sample of newly enrolled students. The 
procedure begins with a list of materials you will need to complete the task: 

 
 
You will begin this procedure by telling the school coordinator how many students were 
added to the assessment sample. Then, read from the Administration Schedule the names 
of the newly enrolled students who were added to the sample. 
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If any new enrollees have missing demographic data, you will collect it now from the school 
coordinator and record it on the Administration Schedule. 

If any of the added students have a race code of “5” for American Indian/Alaska Native 
(AI/AN), they are selected for NIES. You will need to record the names on the NIES Linking 
Form.  

If any new enrollees are classified as SD and/or ELL, remember to prepare an SD and/or 
ELL Questionnaire. You can do this task after the visit, but it must be done before you leave 
the school. 

Procedure 3B. Confirm Withdrawn, Ineligible, and Students Not Enrolled 
 
In Procedure 3B, confirm you have the correct designations for the withdrawn, ineligible, 
and not enrolled students. The procedure begins with a list of materials you will need to 
complete the task: 

 

To confirm withdrawn and ineligible students have been properly identified, read the names 
of the students in each classification to the school coordinator. Have the school coordinator 
verify each student has been coded properly.  
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Record the total number of withdrawn and ineligible students on the blank lines provided in 
item 3B-1. Make any necessary revisions the school coordinator indicates during this 
review. 

Procedure 3C. Confirm Missing or Incorrect Student Demographic Data and 
Review Student Sampling Summary Report, If Applicable 

 
In Procedure 3C, confirm the revisions you made to the demographic data on the 
Administration Schedule(s) are correct. You will also review any issues included on the 
Student Sampling Summary Report, if applicable. The procedure begins with a list of the 
items you will need to complete the task: 

 
 
Item 3C-1 requires you to review the corrections to the demographic information on the 
Administration Schedule(s) with the school coordinator and verify that the information is 
correct.  

 
* Except for SD and ELL codes. These will be addressed in Procedure 2D. 
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If no revisions were made, you must verify that the demographic data is correct as-is. If 
corrections were made, review them with the school coordinator and then enter the total 
number of corrections in the line provided. It is important that the school coordinator reviews 
each revision and confirms the demographic data are accurate.  

 

Next, review any missing demographic data entered on the Administration Schedule(s) 
during your independent work. Again, review the revisions with the school coordinator. 

If the school has a Student Sampling Summary Report, it will be noted on the QCB label and 
included in the School Folder. At item 3C-2, you will review the report with the school 
coordinator. For descriptions of the error messages, see Appendix B. 

In the fall, a series of statistical checks were run on all original lists of students submitted to 
NAEP for sampling. Any checks that resulted in a warning message were printed on a 
Student Sampling Summary Report. Each unresolved issue on the Student Sampling 
Summary Report will need to be addressed with the school coordinator. Make any 
corrections necessary on the Administration Schedule(s) and mark those items as 
“Corrected on Admin Schedule” on the Student Sampling Summary Report. For those items 
on the summary report that were verified as correct, simply mark “Verified as Correct.” After 
your review, place the completed Student Sampling Summary Report back into the School 
Folder. This information will need to be entered into the SCS after the preassessment visit.  

Procedure 3D. Confirm SD and ELL Classifications 
 
In Procedure 3D, confirm the accuracy of the changes made to SD and ELL classifications. 
The procedure begins with a list of the items you will need to complete the task:  

 
 
Following the script in item 3D-1, you will begin by reviewing the students who are newly 
classified as SD or ELL with the school coordinator. These students require SD and/or ELL 
Questionnaires. You should have prepared these while working independently and they can 
be distributed to the school coordinator now. 
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Next, in item 3D-1, you will review the status of each student no longer classified as SD or 
ELL. Again, the school coordinator must verify the revised status of each student. SD and/or 
ELL Questionnaires are no longer required for these students. 
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In item 3D-2, you will give the SD and/or ELL Questionnaires of the new enrollees and the 
newly classified SD and ELL students to the school coordinator. Ask if they can be 
completed and returned to you before you leave the school that day. If it is not possible to 
have the questionnaires returned to you at the preassessment visit, schedule a callback to 
collect the necessary information. 

Procedure 3E. Review the Inclusion Worksheet and Discuss Accommodations 
 
In Procedure 3E, you will confirm the information that was transcribed to the Inclusion 
Worksheet and then plan accommodations accordingly. The procedure begins with a list of 
materials you will need to complete the task: 

 
 
As an AC, you may not assume to know which accommodations are appropriate for any SD 
or ELL students. You must ask the school coordinator to verify any accommodations 
required as indicated in the SD/ELL Questionnaires. 

The Inclusion Worksheet is an internal NAEP document. It is intended to streamline the 
procedure of scheduling accommodation sessions. 

Each accommodation listed on the Inclusion Worksheet has an accompanying designation of “S” 
(Separate) or “R” (Regular). These designations are informational guides as to which type of 
session the particular accommodation is usually administered in. They are for guidance only. 
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Item 3E-1 outlines the steps to follow for the review of the information on the Inclusion Worksheet. 

 
 
For each student listed on the Inclusion Worksheet, point out the subject being assessed and 
the accommodations the student receives on the state assessment, as indicated in the SD or 
ELL Questionnaire completed for that student. Then, tell the school coordinator whether these 
accommodations are permitted in NAEP. You will need to refer to the “Accommodation(s) for 
NAEP” flipchart to determine if the accommodations checked are permitted. 

If all of the accommodations the student receives are permitted in NAEP, plan the details for 
providing the accommodations with the school coordinator. Again, you will use the 
“Accommodations for NAEP” flipchart for the planning process. Refer to the completed 
questionnaires if questions arise. 
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If any of the accommodations a student receives on the state assessment are not permitted 
in NAEP, the student can still be assessed if the “Include With Only NAEP 
Accommodations” column is checked for the student. This means the student will only be 
assessed with only the NAEP-permitted accommodations. Again, use the “Accommodations 
for NAEP” flipchart to help you plan the details for providing the NAEP-permitted 
accommodations only. 

For students with the “Exclude” column checked on the Inclusion Worksheet, you will need 
to verify the reason for the exclusion with the school coordinator. Record this reason in the 
Comments section of the worksheet. Enter the appropriate Administration Codes 60 through 
69 on the Administration Schedule for the excluded students. For definition of these codes, 
refer to page 2.22. 

If the “Include Without Accommodations” box is checked, verify that the student will be 
assessed in the regular session without any accommodations.  

Now, look at each student on the Inclusion Worksheet and determine if these students will 
be assessed in the regular session, a small group, or a one-on-one session. Check the 
“Small Group” column for students being assessed in a small group. Check the “One-on-
one” column for students requiring the assessment be administered in an individual session. 

If more than one student requires the same accommodation in a separate accommodation 
session, plan to assess them together whenever possible. This grouping will most likely 
happen with the read aloud and the bilingual booklet accommodations. Remember, you will 
need a separate session for each read aloud subject. 
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Now, record a group number for each separate session in the “Group #” column on the Inclusion 
Worksheet (as shown on the previous page). Be sure to assign a separate number to each one-
on-one session. Then, count the number of separate sessions and inform the school coordinator 
how many accommodation sessions are required. Record this number in item 3E-2. 

 
 
Count the number of excluded students in each subject. Record that information in  
item 3E-3. You will enter this information in the SCS after the preassessment visit. 

Voice of Experience: 
For schools with large SD and ELL populations another way to discuss 
accommodations is to: 

1. List all students on the inclusion worksheet in the same manner as for schools with small 
populations of SD/ELL students. 

2. Group Questionnaires with the same accommodations together in a bundle. 
3. For students who have the accommodation of "Use bilingual booklets" separate those 

selected for "mathematics" away from those selected for other subjects. 
4. When you meet with the school coordinator, begin the discussion by accommodations "type" 

rather than by "student". 
5. Give the stacks to them one at a time. Explain the accommodation recommended on the 

questionnaire and agree on what NAEP offers and the school offers.  For large groups that 
can be assessed in the regular session, you have completed the conversation on those 
students. 

6. Continue with stacks allowing the school coordinator to look at the names on the booklets for 
any that might be incorrectly coded. When you get to students who have an accommodation 
of "one on one" or will need school staff to help administer the session be sure to discuss 
those students on an individual basis. For students that need a "bilingual booklet", explain 
that we only offer this accommodation to those selected for "mathematics." Be sure to 
discuss if the other students might be able to take the assessment in English. 



 

 

  
 ASSESSMENT COORDINATOR MANUAL 4.31 

7. Return to the workroom and code all students on the inclusion worksheet with the correct 
code as determined by your discussion of their group.  You might want to highlight those 
students that will need accommodations outside of the regular session. Determine how many 
accommodation sessions will be required and then speak to the school coordinator again to 
arrange for the accommodation sessions. 

8. Put the questionnaires back into the Roster of Questionnaires order before sending to 
Pearson. 

 
Procedure 3F. Grades 4 and 8: Distribute and Discuss School and Teacher 

Questionnaires 
 
In Procedure 3F, you will provide the school coordinator with the School and Teacher 
Questionnaires. This procedure is only completed for grade 4 and grade 8 schools.  

The procedure begins with a list of materials you will need to complete the task: 

 
 
Begin Procedure 3F by giving the school coordinator the School Questionnaire. 
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All grades being assessed are required to complete a School Questionnaire; however, the 
Grade 12 School Questionnaire was already sent in the Preassessment Packet. 

Now, verify with the school coordinator that you have prepared Teacher Questionnaires for 
all of the teachers who teach mathematics or language arts to students in the sampled 
grade. Begin by reading the names from the prepared Teacher Questionnaires. Ask the 
school coordinator if any teachers have been overlooked.  

If a teacher was missed, prepare a new Teacher Questionnaire and add the teacher to the 
Roster of Questionnaires.  

Inform the school coordinator these questionnaires can be completed online or in hard-copy 
form, and the deadline is the day before the assessment. 

Then, show the Roster to the school coordinator, but keep it for now. You will need it for an 
additional step later in the preassessment visit. Tell the school coordinator to fill in the 
“Returned” oval as each questionnaire is completed and returned. 

You will collect the completed questionnaires and Roster the day of the assessment. 

Procedure 3G. Verify Parent/Guardian Notification 
 
In Procedure 3G, you will collect a signed, dated copy of the Parent Notification Letter. The 
procedure begins with a list of materials you will need to complete the task:  

 
 
The No Child Left Behind legislation requires that the parents of students selected for NAEP be 
notified in writing that their child has been selected for NAEP and that student participation is 
voluntary. NAEP must have a copy of the dated parent notification letter in order to proceed with 
the assessment. If this notification has not been sent before the assessment date, the 
assessment will need to be rescheduled until after the parent notification letter has been sent. 

Procedure 3G secures a copy of the dated parent notification letter for NAEP’s files. This 
procedure also obtains details as to when, to whom, and how the notification was sent. All of 
the information obtained in this procedure will be entered into the SCS after the visit. 
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If the parents/guardians have been notified, check the “Yes” box in item 3G-1 and ask the 
school coordinator for a copy of the dated parent notification. Continue on to item 3G-2. 

If the parents/guardians of selected students have not been notified, urge the school 
coordinator to notify them as soon as possible. Stress the importance of this notification by 
reminding the school coordinator you will need a copy of the dated notification before 
assessments can be administered. If you do not have a copy of this dated notification on 
assessment day, the assessments will have to be rescheduled. Arrange a callback date and 
time to verify the notification was sent. Skip to Procedure 3H. 
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It has already been determined whether the parents of selected students have been notified 
of the NAEP assessments; however, it is necessary to determine if parents of sampled new 
enrollees have been notified. 

If the parents of sampled new enrollees have been notified, simply check the “Yes” box in 
item 3G-2 and continue with item 3G-3. 

If the parents of sampled new enrollees have not been notified, check the “No” box and urge 
the school coordinator to notify these parents as soon as possible. Remind the school 
coordinator that if parents of these newly selected students are not notified prior to 
assessment day, the assessment for these students will have to be rescheduled. You will 
need to arrange a callback to verify that the notification has been sent. 

 

The date on the parent notification letter lets you know when the letter was prepared; 
however, it is necessary to know, more specifically, when the notification was sent. Ask the 
school coordinator for this information. 

 

Ask how the parents were notified. Read the options provided in item 3G-4 and check one. 
If the school coordinator answers “some other way used,” you will need to record the 
method used. 

 

Ask the school coordinator if only parents of sampled students were notified or if the parents 
of all students in the grade were notified. Check the appropriate box in item 3G-5. 
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To complete Procedure 3G, record the date you receive the signed, dated Parent 
Notification Letter copy in item 3G-6. 

Procedure 3H. Grades 4 and 8: Discuss NIES, If Applicable 
 
In Procedure 3H, you will discuss the National Indian Education Study survey for schools 
that have AI/AN students who have been selected for NAEP. The procedure begins with a 
list of the items you will need to complete the task: 

 
 
Next, you will determine if the school was or was not identified as an NIES participant before 
the preassessment visit. 

 
 
If the school was identified as NIES before the preassessment visit, (that is, there were 
AI/AN students selected for NAEP and the school coordinator is aware of the NIES survey), 
you will start at item 3H-3. 

If the QCB label identifies the school as not participating in NIES, but AI/AN students were 
identified during the visit, either as new enrollees, or as corrections were made to the 
Administration Schedules, you will check the box for “Yes” in item 3H-1. Then, begin this 
procedure with item 3H-2. 
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You will only read item 3H-2 for schools that were identified as NIES during the visit. 
Because these schools were not informed of the study before the visit, you will need to 
introduce the NIES to the school coordinator. 

In item 3H-2, you will tell the school coordinator that students were identified as AI/AN, and 
therefore, a short survey will be administered to the students as part of the National Indian 
Education Study. You will give the school coordinator the NIES Packet that contains a 
brochure and a letter that describes the study. Next, show the NIES Sample Questions Booklet 
so the school coordinator can see the questions asked in the survey and their accompanying 
rationales. The school coordinator can use the Sample Questions Booklet to show other 
school staff members or parents who may be interested. Assume the school will allow the 
students to participate unless the school coordinator indicates otherwise. Check the 
“Participation Status” code, then continue with item 3H-4. 
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You will only read item 3H-3 for schools that were identified as participating in NIES before the 
preassessment visit. The school coordinator received information about NIES in the 
preassessment packet, so here you will only verify the number of students participating in the 
survey and show the NIES Sample Questions Booklet. Assume the school will allow the 
students to participate, unless the school coordinator indicates otherwise. Write any comments 
in the “Participation Status” column, then continue with item 3H-4. 

At this point, the students listed on the NIES Linking Form should be finalized. However, if 
you discover a change in student’s race during this discussion, follow the directions earlier in 
the QCB on how to update the NIES Linking Form and Administration Schedule(s). 

You may also be asked about accommodations for SD or ELL students who are selected for 
NIES. Because NIES is a questionnaire and not a test of cognitive abilities, any type of 
accommodation is allowable. So students excluded from NAEP should still be given the 
opportunity to participate in NIES. Below is a table that shows examples of students 
inclusion in NIES. More information on this subject can be found on page 9.7. 

Should this student be included in the NIES? 

Scenario Yes No 

1. Sampled student was excluded from NAEP because he required testing over 
more than one day, which was not a NAEP-allowed accommodation X  

2. Sampled student was assessed in NAEP with accommodations: one-on-one 
testing and large print booklet X  

3. Sampled student’s parent refused to allow student to participate in NAEP  X 

4. Non-sampled AI/AN student is enrolled at the school, but was not sampled for 
NAEP  X 

5. Sampled student was excluded from NAEP because he required a bilingual 
dictionary accommodation, which was not allowed in NAEP for the subject in 
which he was to be assessed X  

6. Sampled student is not American Indian or Alaska Native, confirmed by school 
records  X 

7. Sampled student refused to participate in NAEP  X 

8. Sampled student was excluded from NAEP because she was sampled to be 
assessed in reading, but needed a read-aloud accommodation (the NAEP read-
aloud accommodation was not allowed for reading booklets) X  
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You will not code or collect any accommodations information for students participating in 
NIES. If a school still determines a student is unable to take the survey, enter the 
appropriate NIES Exclusion Code on the NIES Linking Form. 

• 60 = SD – Cannot be surveyed 

• 62 = ELL – Cannot be surveyed 

• 64 = SD and ELL Cannot be surveyed 

 

 
 
At item 3H-4, you will distribute the NIES School Questionnaire to the school coordinator. 
The NIES School Questionnaire should be given to the principal and can be completed 
online or in the hard-copy booklet. 
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At item 3H-5, you will need to identify the mathematics and language arts teacher of every 
student listed on the NIES Linking Form. Unlike NAEP, where the students code their teacher 
numbers on the booklet covers, for NIES you are responsible for obtaining the teacher names 
and writing their codes on the NIES Linking Form. An easy way to do this is to hand the school 
coordinator the Grade 4 or Grade 8 Roster of Questionnaires. Then, read the name of the first 
student listed on the NIES Linking Form, and ask the school coordinator to identify the student’s 
mathematics and language arts teachers. Write the teacher’s corresponding teacher number as 
indicated on the Roster. If the teacher is the same for both subjects, you will record the teacher 
number twice. Continue this process for each student listed on the NIES Linking Form. 
Remember to collect the names of both the mathematics and language arts teachers for each 
student regardless of the subject in which the student was assessed for NAEP. 
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