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Grade 8 NIES schools have the option of having the student survey read aloud to the 
students or having the students complete the questions silently. Here you will ask the school 
coordinator which way they prefer. 

Procedure 3I. Make Assessment Arrangements 
 
In Procedure 3I, you will schedule the assessment sessions. The procedure begins with a 
list of materials you will need to complete the task: 

 
 

 
 
You will begin this procedure by determining the student grouping for “take all” schools. The 
label on the front cover of the QCB will inform you if the school is a “take all.” If it is, ask the 
school coordinator if the students should be grouped by homeroom or in another way. 
Record how the school would like the students grouped. 
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In Item 3I-3, you will review column C on the Administration Schedule(s) for student locator 
information. Any blanks in the column need to be filled in if students are to be assessed in 
their homerooms. If students are to be assessed in their homeroom or other intact class, you 
will need to reorganize the Administration Schedules after the visit. Procedures for this are 
in Appendix C. Item 3I-3 provides a space for you to record any notes that are pertinent to 
how the school would like the students to be grouped. 

 
 
A small number of fourth- and eighth-grade schools were selected for Extended Student 
Background Questionnaire (ESBQ). This determination is noted on the QCB label. The 
ESBQ is a special study designed to improve the socioeconomic status indicator. 

For these schools, you will show the school coordinator an ESBQ Sample Questions 
Booklet, which contains the questions asked of students and the rationale of the questions. 
Explain to the school coordinator that the extra questions will take students an additional 5 
minutes at the end of the session. Assume the school will allow the students to participate, 
unless the school coordinator indicates otherwise. Check in the “Participation Status” code, 
then continue with item 3I-5. 
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Item 3I-5 of Procedure 3I is specific to grade 12 public schools. To enourage student 
participation, NAEP State Coordinators met with the school principals of selected grade 12 
public schools to discuss specific strategies to maximize NAEP assessment attendance by 
grade 12 students. Most of these contacts occurred over the summer. 

In late fall, your supervisor visited these schools and met with the school coordinator to 
review plans for maximizing student participation and engagement. The results of these 
meetings are recorded on the Grade 12 School Visit Report located in the School Folder. 

You will verify which, if any, of these strategies the school intends to implement in order to 
boost participation by grade 12 students and record the details in item 3I-5 of the QCB. 

Some schools may elect to use Volunteer Certificates or Student Letters. If so, give them to 
the school coordinator now. You will also provide the NAEP Poster to the school 
coordinator. This poster can be hung in the school to notify students about the upcoming 
assessment. 



 

 

  
 ASSESSMENT COORDINATOR MANUAL 4.43 

 
 
It’s now time to make assessment arrangements. The date of the school’s assessment has 
already been scheduled, so now you will work with the school coordinator to set a time and 
location. Grade 8 RE sessions typically have less than six students. Plan to combine those 
sessions with RS and RN sessions since the scripts are the same. Record this information 
on the front cover of the QCB. 

 
 
Next, schedule the time and location of separate accommodation sessions. You should plan 
all regular sessions and one separate session to be conducted at the same time. Additional 
accommodation sessions should be scheduled after the regular sessions are completed. If 
the school only has two separate accommodation sessions and two regular sessions, you 
may schedule them simultaneously as long as you have an AA on your team available. 
These sessions may take longer then 90 minutes, so keep that in mind when scheduling the 
location. Record the time and location of the accommodation sessions on the QCB cover. 

Occasionally, a school will refuse an accommodation session due to scheduling or staffing 
problems (e.g., if the student requires the test be administered by a school staff member but 
that staff member is not available). In these instances, students assigned to that session will 
be coded Administration Code “45 – Accommodation scheduling problem” on the 
Administration Schedule and not an Excluded code. 
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If NIES will be administered, schedule that session as well. Typically, the NIES participants 
are escorted to one location where you will administer the survey. The best time to do this is 
after the regular sessions while the AAs are completing their post-assessment activities. 
Again, record the time and location of the NIES session on the QCB cover. If the school 
coordinator does not want the NIES survey administered the day of the NAEP assessments, 
you can suggest an alternative day on which you will be available to return to the school to 
conduct the survey. 

 
1 AA can do this. 
 

 
 
Now that you have scheduled the times and locations for the sessions, you will need to transfer 
this information to the Teacher Notification Letter. The assisting AA can perform this task. 

The Teacher Notification Letter briefly explains NAEP and specifies the dates, times and 
locations of the assessment sessions. The school coordinator may copy this letter and 
provide it to all the teachers in the selected grade. 
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Also, provide copies of the Teacher’s Guide to NAEP publication, which includes detailed 
information about NAEP of specific interest to teachers. You should leave one per Teacher 
Questionnaire.  

 

If the NAEP State Coordinator has not already done so, give the school coordinator a set of 
Frameworks and the NAEP Sample Questions Booklet. The Frameworks describe the test 
design and the content of the reading, mathematics, and writing assessments and the 
Sample Questions Booklet provides the NAEP background questions and rationales. 

If the fall packet is to be distributed, provide the Teacher DVD, Poster, and Masure Up 
newsletter. 

 
 
For grades 8 and 12, show the school coordinator the Student Appreciation Certificates. 
Explain that these certificates may be used to inform selected students of the time and 
location of the assessment and to thank them in advance for their participation. The school 
is not required to use them. If the school does use the certificates, you or the assisting AA 
will prepare them and leave them for the school coordinator. If the school elects not to use 
the certificates, record in item 3I-12 how the school will notify students. (Remember that you 
will distribute the certificates to grade 4 students at the end of the assessment session.) 



 

 

  
 4.46 ASSESSMENT COORDINATOR MANUAL 

CONDUCTING THE PREASSESSMENT VISIT

 
 
Item 3I-13 explains to the school coordinator that students respond more positively to the 
assessment when they know it has the backing of the school administration. Ask if it is 
possible to include an announcement to encourage students to do their best or to possibly 
have a staff member introduce the assessment at the beginning of each session. 

 

Then, explain to the school coordinator that a makeup session must be scheduled if less 
than 90 percent of the students are present and participate on assessment day. 

 
 
You will ask the school coordinator where the NAEP Storage Envelope will be located when 
you arrive on the day of the assessment. Finally, ask where you will be able to locate the 
school coordinator when the assessment sessions are complete to conduct a debriefing 
interview.  
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Procedure 3J. Discuss Logistics Questionnaire 
 
In Procedure 3J, you will review and gather logistical information for the assessment. The 
procedure begins with a list of the items you will need to complete the task:  

 

While you worked independently, you were instructed to review the Logistics Questionnaire 
and note the status of it in Procedure 3J. 

 
 
If the Logistics Questionnaire was not completed, you will have to go over it now with the 
school coordinator. The questionnaire is reprinted in the QCB in item 3J-2. 
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Review or clarify any information on the Logistics Questionnaire. Then, go to item 3J-3. 

If the school coordinator completed the Logistics Questionnaire and you have no questions, 
you will skip to item 3J-3. 

 
 
Confirm any required callbacks you have scheduled with the school coordinator. Mark in 
your calendar to send a reminder e-mail to the school coordinator prior to the scheduled 
callback. 

 
 
To complete Procedure 3, answer any questions the school coordinator may have. The 
preassessment visit with the school coordinator is now complete. Excuse yourself to return 
to your work area to complete a few additional tasks before leaving the school. 
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Procedure 4. Complete Additional Tasks Before Leaving the School 
 
In Procedure 4, you will return to your independent work area to complete the 
preassessment visit wrap-up activities. 

 
 
Item 4A-1 provides a checklist of tasks to complete before leaving the school. 
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If this is an NIES school, prepare the NIES Teacher Questionnaires by filling in the information 
on the front of the questionnaire. Also, complete the Roster of Questionnaires by shading in the 
“If NIES” oval for each teacher identified as needing to complete an NIES Teacher 
Questionnaire on the NIES Linking Form. 
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Next, code the Administration Schedule(s) for students receiving accommodations. In 
column P of the Administration Schedule(s), enter an Administration Code for all students 
who require an accommodation. This code will indicate the specific accommodation the 
student is to receive on assessment day. If a student requires more than one 
accommodation, use the Accommodation Hierarchy on page 4.50 to determine which code 
to record on the Administration Schedule.  

If the school staff determined that a student identified as SD and/or ELL cannot be assessed 
and therefore will be excluded from the assessment, enter one of the REASONS FOR 
EXCLUSION codes (60-69) in column P of the Administration Schedule. After entering one 
of the REASONS FOR EXCLUSION codes, draw a single line through the student’s name, 
being sure not to obscure the name. Do not line through any information for this student 
beyond the perforation, as shown below. 

The Administration Codes for accommodated and excluded students are defined on pages 
10.4 and 10.5, and are also printed in column Q of the Administration Schedule.  

 
 
Prepare SD and ELL Questionnaires for any students identified as such during the 
preassessment visit. 

Prepare Student Appreciation Certificates for grade 8 and grade 12 schools. 

Prepare the NAEP Storage Envelope by including photocopies of the Administration Schedule(s); 
the SD/ELL Roster of Questionnaires; the Grade 4 or Grade 8 Roster of Questionnaires; the 
Inclusion Worksheet; and the NIES Linking Form. Then, give the completed NAEP Storage 
Envelope to the school coordinator. 

Westat is interested in obtaining feedback from you, the AC, about the preassessment visit 
to help improve the process in future years of NAEP. Your answers to items 4A-2 through 
4A-5 in Part 2, Procedure 4 of the QCB will provide summary information about how the 
visits go this year and what changes may be needed. 
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Finally, you can either use the two-page table as a checklist of items to enter into the SCS 
or record the actual data that you will be entering into the SCS after the visit. All of the 
information needed to complete this table will be found within the QCB. Be sure you have all 
the information required to enter in the SCS before you leave the school. 

The preassessment visit is now finished. 
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Test Your Knowledge 
 
Instructions: Select the answer that best completes the statement or answers the question. 
 
1. During the portion of the preassessment visit when you work independently, which of these 

steps will you NOT complete? 
 

a. review the Logistics Questionnaire 
b. select the sample of newly enrolled students 
c. verify Parent/Guardian Notification 
d. update SD and ELL classifications 

 
2. Students might be marked “ineligible” on the Student Information Report for several 

reasons. Which of these reasons would NOT result in the student being classified as 
“ineligible”?  

 
a. the student refused to participate 
b. the student is not in the grade being assessed 
c. the student is home schooled 
d. the student attends all classes off campus 

 
3. During the preassessment visit, you will transcribe the information from the SD and ELL 

Questionnaires on to the ______________________. 
 

a. Administration Schedule 
b. Student Information Report 
c. School Appreciation Certificate 
d. Inclusion Worksheet 

 
4. According to the Accommodations Hierarch, use this code on the Administration Schedule 

if a student requires one-on-one, read aloud, with extended time. 
 

a. one-on-one (Code 77) 
b. read aloud (Code 75) 
c. extended time (Code 74) 
d. Other (Code 79) 

 
5. If a school staff member is required to administer an accommodation session but is not 

available on assessment day, that student should receive Admin Code: 
 

a. 67, 68, or 69 – SD/ELL required accommodation not available 
b. 45 – Accommodation scheduling problem 
c. 40 – Absent  
d. 48 – Absent, other 
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