
 

 

  
 ASSESSMENT COORDINATOR MANUAL 1.19 

9. Instructions for the School Coordinator Brochure 
 
This bi-fold, two-sided color brochure is included in the Preassessment Packet and provides 
the school coordinator with the list of items included in the packet and instructions for what 
needs to be done with them prior to the Preassessment Visit. 

The brochure also provides a space for the school coordinator to record the date and time of 
the preassessment visit once you have arranged for the visit during your Scheduling 
Telephone Call, which is described in chapter 3. 
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10. Log of Schools 
 
The Log of Schools is a computer-generated, complete listing of all schools in your area in 
NAEP school ID number order. You will receive the log from your supervisor. 

Use the log to quickly find assessment dates for your assigned schools, help you schedule 
your activities, and assist you in conducting your weekly call with your supervisor. 

In addition to school contact information, school disposition code, and assessment date, 
there is space on the Log for you to record information about each school as you work 
through your assignment. 

 



 

 

  
 ASSESSMENT COORDINATOR MANUAL 1.21 

11. Logistics Questionnaire 
 
The Logistics Questionnaire is sent to schools in the Preassessment Packet. This document 
contains questions related to the assessment day logistics. These questions were previously 
asked at the end of the preassessment visit, and this year, the school coordinator has the 
option of completing them ahead of time in order to make the visit shorter. If the school 
coordinator does not complete the questionnaire before the preassessment visit, the 
questions are reprinted in your QCB for you to ask the school coordinator during the visit. 
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12. NAEP 2007 Publications 
 
There are a number of NAEP publications that you will use or provide to the schools as 
needed during your NAEP assignment. These publications come in many formats, from one-
page color brochures to small booklets. Below is a list and short descriptions of the most 
common NAEP publications you will use. You will be provided with a small supply of these 
documents in your bulk supplies.  

A. Frameworks 
 
These small booklets describe the test design and content of the assessments. There is one 
framework for each NAEP subject. NAEP State Coordinators may choose to send the 
Frameworks to public schools in the late fall. You will be responsible for giving these to 
nonpublic schools or public schools in states that did not distribute them. 

B. Sample Questions Booklets 
 
NAEP Sample Questions Booklets contain actual student background questions as well as 
examples of the types of cognitive questions in the assessment booklets. Since the 
cognitive questions in the assessment booklets need to remain secure and are not released 
to the public, Sample Questions Booklets have been developed for school staff, parents, 
and other persons interested in the types of questions asked on the NAEP assessment. 
There is one Sample Questions Booklet for each grade. See pages 1.64-1.66 for more 
information on the NAEP Guidelines for Reviewing Assessment Materials. 

This year, two of the NAEP special studies, the NIES and the ESBQ, also have their own 
Sample Questions booklets. For each of these studies, the document contains a reprinting 
of the entire set of actual student background questions and the rationale for the questions. 
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 1.24 ASSESSMENT COORDINATOR MANUAL 

UNDERSTANDING NAEP MATERIALS

C. Teacher’s Guide to NAEP 
 
This color brochure provides teachers with facts about NAEP, including why their 
participation is important and information on how to encourage their students to participate 
and do their best on NAEP. You will include one of these brochures with each Teacher 
Questionnaire you distribute at the school. 
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13. NAEP Storage Envelope 
 
The red NAEP Storage Envelope is used to store all NAEP (and NIES, if applicable) 
documents at the school between the preassessment visit and the end of the school year. 

A NAEP Storage Envelope will be sent by your supervisor to the school coordinator in the 
Preassessment Packet of materials. This envelope will stay at the school throughout the 
assessment process and will be used by you and the school coordinator to store various 
assessment related documents, such as Administration Schedules, Rosters, and completed 
school staff questionnaires. After the assessment, the school will retain the NAEP Storage 
Envelope with its contents until the end of the school year in case a need should arise for 
NAEP to refer to the contents during data processing and statistical analysis. 

Detailed instructions for using the NAEP Storage Envelope are presented throughout the 
manual. 
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