
 

 

  
 1.54 ASSESSMENT COORDINATOR MANUAL 

UNDERSTANDING NAEP MATERIALS

23. State Information Form 
 
Your field manager has developed a State Information Form for the state in which you work. An 
example is shown below and on the following page. The purpose of the form is to notify you 
about specific state issues or requirements that you need to know in order to properly conduct 
assessments, collect questionnaires, and otherwise deal with schools. It will include agreements 
or requirements that the states expect NAEP to observe when in schools. It will also include 
information about whether the state- or NAEP-provided parent/guardian letter is used; the 
demographic variables used during E-Filing (for example, the “information unavailable at this 
time” [shown as blanks], which will require you to collect the missing data at the preassessment 
or assessment visit); or the “formerly ELL” code (only used in specific states); as well as 
information about specific accommodations that are or are not permitted by the states. 

Your supervisor will review this form with you during training and will also keep you up to 
date on any changes during the assessment period. 
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State Information Form (continued) 
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24. Student Information Report 
 
The Student Information Report is a session-level document that is designed to replicate the 
Administration Schedule. The Student Information Report contains the sampled student 
names and all of the demographic information that the Administration Schedule contains. An 
example of the Student Information Report is shown below. 

Your supervisor will include a Student Information Report for each session in each school’s 
Preassessment Packet. The Student Information Report will take the place of the School 
Copy of the Administration Schedule, which has been sent to the schools in past cycles of 
NAEP. This year, in most cases, Preassessment Packets will be assembled before the 
Administration Schedules will be available; therefore, we are providing the Student 
Information Report(s) (one per session) to the schools for review prior to and during the 
preassessment visit. Instructions for reviewing this document with the school coordinator 
during the preassessment visit are presented in chapter 4. 

 



 

 

  
 ASSESSMENT COORDINATOR MANUAL 1.57 

25. Student Sampling Summary Report 
 
NAEP is committed to providing data of the highest statistical quality. Generally, this begins 
with the school and student samples that NAEP uses. Westat, as the sampling contractor, 
draws both the school sample and the student samples using the lists of eligible students 
submitted by schools, districts, and states. When those student lists are submitted by E-
Filing, the lists are run through a series of data checks to verify the quality of the 
submission. If the checks identify questions or issues, messages are displayed to the 
E-Filers, giving them an opportunity to correct or verify the submitted data. 

For all schools that submitted an E-File, we have developed a Student Sampling Summary 
Report, shown on the following page, which summarizes the online data checks that each 
school received. This report should be included in the School Folder, and you should review 
it with the school coordinator. In some cases, you will not need to address the issues with 
the school coordinator, while in other cases you should review the issues and attempt to 
resolve them with the school coordinator. In all cases, review the proper course of action 
with your supervisor. He or she will tell you which issues you will need to discuss with the 
school and which you do not. Appendix B contains a summary of the error messages that 
could be printed on the Student Sampling Summary Report. 
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26. Teacher Notification Letter 
 
The Teacher Notification Letter is provided for the school coordinator to use to inform the 
teachers of students selected for the assessment. You will provide the school coordinator 
with a copy of this letter during the preassessment visit. School officials can copy or modify 
this letter as they wish in order to distribute it to all teachers of students who will be 
participating in the assessment. 
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27. Teacher Observer Letter 
 
NAEP encourages the teacher and/or the school coordinator to remain in the classroom 
during the assessment to observe and assist in classroom control. NAEP has developed a 
Teacher Observer Letter that is printed on two-part paper that provides instructions to 
school staff observers on their role during the assessment. 

Since the staff members observing the assessment sessions have access to the 
assessment booklets and data, there is a nondisclosure statement located at the bottom of 
the letter for school staff to sign. You will provide this letter to school staff observers and 
collect the signed letter just prior to the assessment. 
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28. U.S. Department of Agriculture Letter and  
 Confidentiality Agreement 
 
The National School Lunch Program (NSLP) is a federal meal program that provides low-
cost or free lunches to eligible students. A letter from the U.S. Department of Agriculture 
authorizing the release of the NSLP data as part of the NAEP data collection process is sent 
to the school coordinator in the Preassessment Packet.  

For most schools, the NSLP data was already released during the student list submission 
process by the school, district, or state in the fall of 2006. However, if some or all of the 
NSLP data is missing on the Administration Schedule, you must attempt to collect it during 
the preassessment visit. In this case, refer the school to the U.S. Department of Agriculture 
letter. If a school requests a confidentiality agreement in writing to release the NSLP data on 
their students, a confidentiality form, shown on the following page, is available for you to 
sign and use for this purpose. 

More information on using these two documents is provided in chapter 4. 
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NSLP Confidentiality Agreement 
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29. Guidelines for Completing Scannable Documents 
 
The data you enter on many of the forms discussed in this chapter are machine scannable. 
Below are the guidelines for completing scannable documents. 

When entering pertinent information onto the Administration Schedule, Roster of 
Questionnaires, questionnaire covers, and assessment booklet covers, you must adhere to 
the following guidelines: 

• Use only No. 2 pencils. 

• Print all information neatly within the boxes. Numbers should be written clearly in the 
center and should not touch the sides of the boxes. Avoid extraneous loops. 

• Right justify all numerals entered in multiblock columns. 

• Erase completely and clearly to correct handwritten entries. 

• To correct computer-printed entries, strike through the error and write the correction in 
the white space. 

 
Shown below are examples of acceptable and unacceptable writing styles for completing 
scannable documents. 

The following are acceptable writing styles: 

 
 
The following examples are unacceptable due to edges touching the sides of the box and 
extraneous loops on characters: 

 
 

 

Impacts Statistical Validity 
Care must always be taken when entering information on scannable 
documents. Remember to enter information carefully and check your 
entries to verify you have entered the correct information. 
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30. NAEP Guidelines for Viewing Assessment Materials 
 
You may receive requests to view NAEP materials at any time during the assessment 
process, from your initial telephone calls to the schools before the preassessment visit 
through assessment day. To help you respond appropriately to such requests, below are 
guidelines set forth by NAEP. 

A. Requests From School Staff, Parents, and the General Public 
 
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 
collect noncognitive data related to achievement on students, 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. No completed 
assessment materials with either student or school staff names will leave the school building 
in which the assessment is administered. 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, you must provide copies of the NAEP Sample Questions 
Booklet. 
The Sample Questions Booklet contains the NAEP 2007 background questionnaires and 
information about why these questions are being asked. You 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 
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questions should be sent to the NAEP State Coordinator, or the field manager, who in turn 
will contact the NAEP State Service Center. 

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 approximately 25 percent or more of the test questions. The 
questions appear in the NAEP reports and on the NAEP website. Encourage any interested 
party to view the previously released NAEP test questions on the NAEP website at 
http://nces.ed.gov/nationsreportcard. 

B. Requests From the News Media 
 
A press release (shown on the following page) is available to superintendents or school 
principals who wish to publicize participation in NAEP, either in the local press or in a school 
newsletter. There is one version for public schools and another for non-public schools. You 
can request copies of the press release from your supervisor. There is also the possibility 
that representatives of local news media will ask you for information about the national 
assessment and the local school’s involvement. All such inquiries should be referred to 
school officials who are responsible for handing out any press releases. If a reporter 
wants more information than is provided in the release, refer them to the name and 
telephone number on the press release. 

UNDER NO CIRCUMSTANCES ARE WESTAT STAFF TO MAKE COMMENTS 
REGARDING THE NATIONAL ASSESSMENT FOR PUBLICATION OR BROADCAST.  

This is to ensure that a uniform statement on the national assessment is being presented in 
all parts of the country. 

NO ASSESSMENT SESSION MAY BE HELD IF MEMBERS OF THE MEDIA ARE 
PRESENT AT THE SESSION. Occasionally, school personnel or the media have requested 
to photograph or videotape NAEP sessions. Under no circumstances will NAEP permit 
videotaping or photographs to be taken of any part of an actual assessment. Newspaper or 
broadcast reporters and photographers are not permitted to observe a NAEP session. To 
accommodate the needs of the media without disrupting the assessment, a videotape and 
photographs simulating the assessment are available upon request. Media coverage of 
NAEP after the assessment is completed is the prerogative of local school officials. You 
should leave all arrangements and/or interviews to the school officials who grant the media 
permission to enter the school. Reporters requesting more information should be referred to 
the NAEP State Coordinator, for public schools, or Kathy Rosenberger at Westat  
(240-314-2470), for nonpublic schools. 
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Test Your Knowledge 
 
Instructions: Match the description of the document with the document title. 
 

1. This form is used to keep track of accommodations 
decisions for students classified as SD and/or ELL.  

 a. Administration Schedule 

2. This form is used to manage NIES activities in the 
schools.  

 b. Inclusion Worksheet 

3. This booklet is your guide to procedures throughout 
the assessment process at each school.  

 c. NAEP Storage Envelope 

4. This is a short booklet of additional background 
questionnaire items separate from the NAEP 
assessment booklets.  

 d. Roster of Questionnaires 

5. This is the only document that links students 
selected for the NAEP sample to their demographic 
data and their performance on the assessment. 

 e. Extended Student Background 
Questionnaire (ESBQ) 

6. This is used to store all NAEP documents at the 
school.  

 f. NIES Linking Form 

7. This document links the completed NAEP school 
staff questionnaires to the principals and teachers of 
sampled students. 

 g. Quality Control Booklet 
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