CONDUCTING THE
PREASSESSMENT VISIT

The preassessment visit is an in-person visit conducted at each school in your assignment.
This visit provides an opportunity for you to establish a positive rapport with the school
coordinator while planning for the assessment. To conduct the visit, you will follow the script
provided in Part 2 of the QCB.

The visit is divided into four parts, which correspond with the four procedures listed in Part 2
of the QCB.

Procedure 1:  Gather Materials From School Coordinator to Complete Work Independently

Procedure 2: Work Independently
2A: Select the Sample of Newly Enrolled Students
2B: Identify Withdrawn, Ineligible, and Students Not Enrolled
2C: Update Missing or Incorrect Student Demographic Data
2D: Update SD and ELL Classifications
2E: Transcribe SD/ELL Questionnaire Data Onto Inclusion Worksheet
2F: Review Logistics Questionnaire
2G: Prepare to Conduct Visit

Procedure 3: Conduct Visit
3A: Confirm Results of the New Enrollee Selection

3B: Confirm Withdrawn, Ineligible, and Sudents Not Enrolled

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

3D: Confirm SD and ELL Classifications

3E: Review the Inclusion Worksheet and Discuss Accommodations

3F: Grades 4 and 8: Distribute and Discuss School and Teacher
Questionnaires

3G: Verify Parent/Guardian Notification

3H: Grades 4 and 8: Discuss NIES, If Applicable

3l: Make Assessment Arrangements

3J: Discuss Logistics Questionnaire

Procedure 4: Complete Additional Tasks Before Leaving the School

As stated in chapter 3, you can bring one AA to the preassessment visit to assist with
administrative activities.
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CONDUCTING THE PREASSESSMENT VISIT

Procedure 1. Gather Materials From School Coordinator to
Complete Work Independently

The preassessment visit begins with a brief meeting with the school coordinator. Procedure
1 will walk you through the process of gathering materials from the school coordinator that
you will need to complete Procedures 2A through 2G.

1-1.

B |ntroduce yourself (and AA) to the school coordinator.

1-2. Do you have the following materials?
YES NO

Updated Student Information Report O (W
O Missing demographic information entered.
O Reviewed student demographic data for accuracy.

O Determined if there have been changes in students identified as
SD and/or ELL.

Q Identify which students, if any, have withdrawn or graduated, are
ineligible because they do not attend classes on site, and who
are neither enrolled nor attend the school in the grade to be
assessed.

Completed SD/ELL Questionnaires O O

Current list of students in the selected grade

Q List contains birth dates (and any other demographic O O
information, if available)

Logistics Questionnaire (optional) O O

You will meet briefly with the school coordinator to pick up the materials needed to complete
your independent work, including the updated Student Information Report(s), the completed
SD/ELL Questionnaires, a current list of students, and the Logistics Questionnaire. In some
instances, you may pick up the materials from the school secretary instead of the school
coordinator. In either case, introduce yourself and the AA assisting you. Then, go to the
room where you will be working to begin your independent tasks.

1-3. |IFONE OR MORE ITEMS IS NOT COMPLETE: Could you please complete (insert item) and
bring it to the room where I'll be working? Anything you can complete before our
scheduled appointment will make the visit much faster.

" If items cannot be completed before visit, check the missing items in Procedure 3 on
page 2.12. You will request these missing items at the start of your scheduled
appointment.

If all materials are not ready when you arrive, ask the school coordinator if he/she could collect
the materials and bring them to you during your independent work. If this is not possible, ask for
them in Procedure 3 when you meet with the school coordinator.
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Procedure 2. Work Independently

Procedure 2 involves the work you will be completing independent of the school
coordinator. You will complete this work at the school in a designated workspace on the day
of the preassessment visit about an hour prior to your scheduled appointment.

Procedure 2 is divided into seven subprocedures.

Procedure 2: Work Independently
2A: Select the Sample of Newly Enrolled Students
2B: |dentify Withdrawn, Ineligible, and Students Not Enrolled
2C: Update Missing or Incorrect Student Demographic Data
2D: Update SD and ELL Classifications
2E: Transcribe SD/ELL Questionnaire Data Onto Inclusion Worksheet
2F: Review Logistics Questionnaire
2G: Prepare to Conduct Visit

An AA will help you complete some of these subprocedures. Part 2 of the QCB includes
footnotes for tasks the AA can or should complete. Generally, these tasks are associated
with the transfer of information from one NAEP document to another. You will check the
AA’s work for accuracy.

At the beginning of each subprocedure is a list of materials required for its completion. Place
all other materials aside. Keeping only the necessary materials in front of you during your
work will alleviate confusion and promote organization.

Procedure 2A.  Select the Sample of Newly Enrolled Students

In Procedure 2A, you will be selecting the sample of newly enrolled students. The
procedure begins with a list of the materials you will need to complete the task:

In order to complete this task, you'll need:

v Current list of students in the selected grade

Original list of students submitted to NAEP in the fall for sampling (in School Folder)
Instructions for Sampling New Enrollees (in School Folder)

New Enrollee Listing Form (in School Folder)

If Necessary: NIES Linking Form

If Necessary: SD and ELL Questionnaires, Inclusion Worksheet, and Roster

AN N N

The Instructions for the School Coordinator brochure requested the school coordinator print
out a current list of students in the selected grade. The list was to include birth date
information; however, no further demographic information was required to be on the list. Any
missing demographic information for new enrollees added to the sample will be obtained
during your visit with the school coordinator.
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2A-1. ®  Compare the current list of students to the original list of students submitted for
sampling. Highlight the names of students on the current list that are not on the original
list submitted for sampling.?

= On the New Enrollee Listing Form, record the highlighted names and demographic
information, if available.

To complete item 2A-1, compare the current list of students with the original student list
submitted for sampling. (The original student list will be in the School Folder.) When
comparing the two lists, it may be helpful to have your assisting AA read the names from the
current list of students to you. Designate a “new enrollee” highlighter color and have the AA
highlight the names of students that appear on the current list of enrolled students but do
not appear on the list submitted for sampling. Then, record the highlighted names and
demographic information, if available, on the New Enrollee Listing Form.

2A-2. How many grade [4/8/12] students are recorded on the New Enrollee Listing Form?

O No students. ¢ Goto2B.
[ There are students listed on the * Record numberof < -
New Enrollee Listing Form. students identified

as new enrollees {must be greater than 0)

Count the number of newly enrolled students listed on the New Enrollee Listing Form. If
there are no new enrollees, check the first box in item 2A-2 and go to Procedure 2B. If
there are new enrollees, check the second box and record how many students are on the
New Enrollee Listing Form in the space provided. You will need to enter this number into the
School Control System (SCS) after the preassessment visit. Continue to item 2A-3, in which
you will select the sample of newly enrolled students.

2A-3. Conduct sampling of new enrollees by doing the following:

. Select the sample of students from the New Enrcllee
Listing Form by following the directions on the Instructions
for Sampling New Enrollees.

=  Record each new student’'s name and birth date on the
Administration Schedule with the fewest students. If
demographic data was included, record that information
into columns € and E through H on the Administration
Schedule. Otherwise, you will collect it during the visit.

®»  Record a “1” in column G, indicating the student is a new
enrollee.

" Record the total number of newly sampled students added =«
to the Administration Schedule(s). -

4.4
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To select the sample of newly enrolled students, use the prepared New Enrollee Listing
Form and follow the steps for sampling that are detailed on the Instructions for Sampling
New Enrollees.

The New Enrollee Listing Form has consecutive numbers in the column titled “Line #.” Refer
to the Instructions for Sampling New Enrollees for the set of line numbers used to select the
sample. Then, place an “X” in the column titled “Sampled” for the students on the New
Enrollee Listing Form whose line numbers correspond to those found on the Instructions for
Sampling New Enrollees. The students with an “X” are the sample of new enrollees.

Once the sample has been drawn, record the number of newly sampled students in the space
provided in 2A-3. This number will be entered into the SCS after the preassessment visit.

Add the sampled students to the Administration Schedule with the fewest students. Record any
demographic information that you have for the student. You will collect any missing demographic
information during the visit. Also be sure to record a “1” in column M on the Administration
Schedule(s) designating this student as a new enrollee as shown in the following exhibit.
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If on the Administration Schedule in column N labeled “Original Booklet ID#,” there are no
booklet numbers assigned to the sampled new enrollees, you will make a note to request
booklets from Pearson or assign booklets from your bulk supplies.

2A-4. NIES ALERT: If any students added to the Grade 4 or 8 Administration Schedule have a race
code of “6” (American Indian/Alaska Native), those students will participate in the NIES study
O and must be copied to the NIES Linking Form.

Review the race codes for the selected new enrollees. If any have a race code of “5” for
American Indian/Alaska Native (Al/AN), those students will participate in the NIES. Record
the student’s name and demographic information on the NIES Linking Form.

2A-5. SDIELL ALERT: If any sampled newly enrolled students are SD and/or ELL, prepare an SD
and/or ELL Questionnaire, and add the information to Roster of Questionnaires and the
Inclusion Worksheet.

Review the SD and ELL classifications for the new enrollees who were added to the
Administration Schedule. Prepare an SD or ELL Questionnaire for new enrollees classified
as such. Add these students to the Inclusion Worksheet and to the Roster of
Questionnaires.

Procedure 2B. Identify Withdrawn, Ineligible, and Students Not Enrolled

In Procedure 2B, you will identify the withdrawn and ineligible students and code the
Administration Schedule(s) accordingly. The procedure begins with a list of materials you
will need to complete the task:

In order to complete this task, you'll need:

v Student Information Report(s) with students identified as withdrawn or graduated, ineligible
because they do not attend campus, and who are neither enrolled nor attend the school in
the grade to be assessed

v" Administration Schedule(s)
SD/ELL Roster of Questionnaires
v" Inclusion Worksheet

s

4.6

The Instructions for the School Coordinator brochure requested the school coordinator
indicate directly on the Student Information Report(s) which students are withdrawn,
graduated, or ineligible. You will review these designations with the school coordinator
during your scheduled visit.
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2B-1. Using the designations assigned by the school coordinator on the Student Information
Report(s), complete the following:

O (number) " Enter Code 51 for withdrawn or graduated students in

Students are column P on Administration Schedule(s).

designated as = Draw a line through each withdrawn student’s name up to
“Withdrawn / the perforation on Administration Schedule(s).

Graduated” on the
Student Information " If any of these students were classified as SD/ELL, cross

Report. out the student’s name on the SD/ELL Roster and fill in the
“not needed” bubble in the Returned column. Line through
their information on the Inclusion Worksheet.

O (number) ™ Enter Code 54 for ineligible students who never attend
campus in column P on Administration Schedule(s).
Students are

designated as = Draw a line through each ineligible student's name up to
“Ineligible, Never the perforation on Administration Schedule(s).

Attends Campus” on

the Student " |f any of these students were classified as SD/ELL, cross
Information Report. out the student’s name on the SD/ELL Roster and fill in the

“not needed” bubble in the Returned column. Line through
their information on the Inclusion Worksheet.

O (number) ™ Enter Code 56 for “ineligible, other” students in column P on
Administration Schedule(s).
Students are

designated as = Drawa line through each “ineligible, other” student's name
“Ineligible, Other” on up to the perforation on Administration Schedule(s).

the Student -

Information Report. " If any of these students were classified as SD/ELL, cross

out the student’s name on the SD/ELL Roster and fill in the
“not needed” bubble in the Returned column. Line through
their information on the Inclusion Worksheet.

On the top line of item 2B-1, enter the total number of students who the school coordinator
marked as withdrawn on the Student Information Report(s). These are students who are not
longer enrolled in the school because they have withdrawn or graduated, or are expelled.
Next, enter Administration Code 51 in column P on the Administration Schedule(s).

In the middle line of item 2B-1, enter the total number of students who the school
coordinator marked as ineligible on the Student Information Report(s). These are students
who are ineligible because they are enrolled but never physically attend the school, such as
home-schooled students or students attending all classes off campus. Give these students
an Administration Code of 54 in column P on the Administration Schedule(s).

On the bottom line of item 2B-1, enter the total number of students who the school
coordinator marked as ineligible-other on the Student Information Report(s). These are
students who are not eligible for the assessment for other reasons such as not in the grade
being assessed or foreignh exchange student. This code does not include students who are
excluded because of SD or ELL status. Give these students an Administration Code of 55 in
column P on the Administration Schedule(s).
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CONDUCTING THE PREASSESSMENT VISIT

For each student with an Administration Code of 51, 54, or 55, you will draw a line through
the student’s name up to the perforation on the Administration Schedule(s). Do not line
through any information for a student beyond the perforation. No other information needs to
be completed for those students identified as withdrawn or ineligible.

If any of these students were classified as SD or ELL, be sure to cross out the student’s
name on the SD/ELL Roster and fill in the “not needed” bubble in the Returned column.
Also, line through the student’s information on the Inclusion Worksheet.
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Procedure 2C.  Update Missing or Incorrect Student Demographic Data

In Procedure 2C, you will update student demographic data on the Administration
Schedule(s). The procedure begins with a list of materials you will need to complete the task:

In order to complete this task, you'll need:

v Btudent Information Report(s) with missing data entered andfor comections made
¥ Administration Schedule(s)

v |f Necessary, NIES Linking Form

The Instructions for the School Coordinator brochure requested the school coordinator enter
missing or incorrect data directly on the Student Information Report(s). During your
independent work, you will transfer any corrections and/or additions from the Student
Information Report(s) to the Administration Schedule(s). The changes you make to the
Administration Schedule(s) will be reviewed with the school coordinator during your visit.

2C-1. Check to see if the school coordinator entered missing demographic information except on
the Student Information Report(s).*

O There is no missing demographic data * Continue with 2C-2

Missing demographic information has
O been filled in by the school coordinator
oh the Student Information Report(s).

Transfer the missing information to the
Administration Schedule(s).

* Except for SD and ELL codes. These will be addressed in Procedure 2D.

To complete item 2C-1, look at columns E-H on the Administration Schedule(s) to determine
if there is any missing information. If columns E-H are complete, check the “There is no
missing demographic data.” box and go to item 2C-2.

If missing demographic data was filled in by the school coordinator, transfer the missing
information from the Student Information Report(s) to the Administration Schedule(s). You
may have the AA complete this task.
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2C-2. Check to see if the school coordinator made any corrections to information on the Student
Information Report(s).*

There are no corrections on the Student . .
O | iormation Repari(s). * Continue with 2C-3

Corrections have_ been made on the e Transfer the corrections from the
[0 Student Information Report(s) by the Student Information Report(s) to the
school coordinator. Administration Schedule(s).

* Except for SD and ELL codes. These will be addressed in Procedure 2D.

To complete item 2C-2, review the Student Information Report(s) to determine if corrections to
information were made by the school coordinator. If corrections were made, you or your
assisting AA will transfer those corrections from the Student Information Report(s) to the
Administration Schedule(s) and check the box “Corrections have been made on the Student
Information Report(s) by the school coordinator.” If there were no corrections, indicate so in the
QCB and continue with item 2C-3.

2C-3.
NIES ALERT: Any revisions to Code “5” (American Indian/Alaska Native) in column G on the
O Administration Schedule{s) must be copied to the NIES Linking Form.

Item 2C-3 reminds you that any changes of a student’s race code from code “5” requires the
students be removed from the NIES Linking Form. If a student’s race has been changed to
code “5,” the student must be added to the NIES Linking Form.

Procedure 2D. Update SD and ELL Classifications

In Procedure 2D, you will update SD and ELL classifications. The procedure begins with a
list of materials you will need to complete the task:

In order to complete this task, you'll need:

v the Student Information Report(s) with updates or revisions to SD and ELL columns
the Administration Schedule(s)

SD/ELL Roster of Questionnaires

Inclusion Worksheet

T N N

Extra SD and/or ELL Questionnaires

The Instructions for the School Coordinator brochure requested the school coordinator
record any change in SD or ELL classifications directly on the Student Information
Report(s). Make any noted revisions to the Administration Schedule(s). Changes will be
verified with the school coordinator during the visit.
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Review the SD and ELL codes on the Student Information Report and check to see if
changes have been made.

2D-1.
[0 There are changes to the SD and ELL codes. * Continue with 2D-2.

1 There are no changes to the SD and ELL codes. * Goto2E.

First, indicate in item 2D-1 if there have been changes to the SD and ELL codes on the
Student Information Report. If so, continue on to item 2D-2. If there have not been any
changes to SD or ELL codes, go to Procedure 2E.

At item 2D-2, you are looking for students who are newly classified as SD or ELL. If any
students who were coded “2” for “No” in the SD or ELL columns are now classified as SD or
ELL, you will enter a “1” for “Yes” in column J labeled “Final SD Code” or column L labeled
“Final ELL Code” on the Administration Schedule as shown in the following exhibit.
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Prepare the appropriate SD or ELL Questionnaire for these newly classified students. Add
them to the SD/ELL Roster of Questionnaires. You will give the questionnaires to the school
coordinator during the scheduled visit.

You will also add newly classified SD and ELL students to the Inclusion Worksheet by
recording the student’s name, session/line numbers, subject, and SD/ELL status.

411
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2D-3. [fthere are SD/ELL students who are now classified as a “2” or NO for SD oras a “2” or NO
for ELL or “3” for FORMERLY ELL, complete the following:

= On the Administration Schedule, record a “2” in the Final SD column or “2” or “3" in the
Final ELL column for the no longer classified or formerly classified students.

®  Line through the student's name on the SD/ELL Roster, and shade the “Not Needed"
oval in the Returned column.

= Line through the student’s information on the Inclusion Worksheet.

" |f a questionnaire was completed for the student(s) no longer classified, record “No
Longer Classified” and set aside.

At item 2D-3 you are looking for students who are no longer classified as SD or ELL. If any
students who were coded “1” in the SD or ELL columns are now no longer classified as SD
or ELL, you will enter a “2” for “No” in column J labeled “Final SD Code” or column L labeled
“Final ELL Code” on the Administration Schedule. If the school coordinator indicates the ELL
student is now classified as “Formerly ELL (monitored for AYP reporting)” which means the
student has achieved full English proficiency within the previous 2 years and the state
includes formerly ELL students in its AYP reports, the student should be coded as “formerly
ELL” or code “3” in column L. If you are allowed to use code 3 in your state, it will be noted
on the State Information Form. Contact your supervisor if you have any questions about
using this code.

Place a line through the student’s name on the SD/ELL Roster of Questionnaires if the
student is no longer classified as SD or ELL. Also, shade the “Not Needed” oval in the
Returned column for these students. If you have already received the completed
guestionnaire for a student, record “No Longer Classified” on the front cover and set it aside.

Students no longer classified as SD or ELL should be removed from the Inclusion
Worksheet as well. Do this by lining through the student’s name on the worksheet.

Procedure 2E.  Transcribe SD/ELL Questionnaire Data onto Inclusion
Worksheet

In Procedure 2E, you will transcribe information found in the SD and ELL Questionnaires
onto the Inclusion Worksheet. The procedure begins with a list of materials you will need to
complete the task:

In order to complete this task, you'll need:

v The preprinted Inclusion Worksheet that identifies all the students listed as SD and/or ELL,
including those newly classified

v" Completed SD and ELL Questionnaires

The Instructions for the School Coordinator brochure instructs the school coordinator to
distribute and collect the completed SD and/or ELL Questionnaires. In this part of the work,
you will only transcribe the SD and ELL Questionnaire data onto the Inclusion Worksheet.
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You will review this information with the school coordinator during the scheduled visit. You
may have your assisting AA complete this work; however, be sure to perform a quality
control check for accuracy.

2E-1. O Al SD and ELL Questionnaires returned. ® Continue with 2E-2.
[ SDand ELL Questionnaires not returned. * ___Missing — Highlight the
(including any for newly classified students) names of the missing students on

the Inclusion Worksheet

] There are no SD and/or ELL students in this

school. * Goto2F.

Procedure 2E begins by asking you to check the appropriate box in item 2E-1. If the school
coordinator returned some or all of the SD and ELL Questionnaires, you will indicate as
such and continue with item 2E-2.

If there are missing SD or ELL Questionnaires or if there are questionnaires for newly
classified students or new enrollees classified as SD or ELL that have not yet been
completed, enter the number of incomplete or missing questionnaires in item 2E-1 and
highlight the names of the students on the Inclusion Worksheet. Continue to item 2E-2 for
the completed questionnaires you have received.

If there are no SD and/or ELL Questionnaires in the school, indicate this and continue to
Procedure 2F.

2E-2. Using the completed SD and ELL Questionnaires and the Inclusion Worksheet, follow these
instructions:

= Go to page 5 in the questionnaire and transcribe the accommodations shaded in the
questionnaire onto the Inclusion Worksheet.

" Look at the answer to Question 2. If the question is answered “A,” place a check
mark in the Inclusion Worksheet column titled “Include Without Accommodations.”

®  Look at the answers to Questions 5 and 6. If either question is answered “A” for
“Yes," place a checkmark in the Inclusion Worksheet column titled “Include With Only
NAEP Permitted Accommodations.”

B Look at the answers to Questions 5 and 6. If either question is answered “B" for “No,”
place a checkmark in the Inclusion Worksheet column titled “Exclude.”

L AA can do this task. Remember, the AA is to transcribe the information exactly at it appears in the questionnaire.

Iltem 2E-2 requires you to transfer information from any completed SD and ELL
Questionnaires to the Inclusion Worksheet. To do this, take the first SD or ELL
guestionnaire and open it to the question 3 on page 5. Then transcribe the accommodations
bubbled in column A of the questionnaire chart onto the Inclusion Worksheet as shown in
the following exhibit.
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CONDUCTING THE PREASSESSMENT VISIT

First, transcribe the required accommodations onto Inclusion Worksheet.

SD Questionnaire, Page 5
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subject identified on the front cover of this questionnairei
Fill in the aval in Calumn A for each accommodation that this stodent receives for your
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Now, look at question 2 on page 4. If it is answered “A,” place a check mark in the column
titled “Include Without Accommodations” on the Inclusion Worksheet as shown in the
following exhibit.

SD Questionnaire, Page 4

ep

1. Why s this sraden: classitied as SDF (Fill in one oval )
@& This student has a disability and has an [EF. (Continue)

This student has a Section 504 Flan. Continue)

)

@ This stadent has a disability, but the student's IEP or 504 Plan Is in provess andfor
the student’s starus s unclear. (Continue)

@ Thie stndent has an IEP becaise hefahe (s classified as gifted and talented. (Do not
complete this questionnaire, Return it to the person coordinating NAEP at your
school)

wr
Question 2 asks about the subject identified on the front cover of this questionnaire because
thiz student has been selected for the azseszment of this subject. If the subject (s reading or
mathematics, refer 1o the state uged for rap dequate yearly propress under
Mo Child Left Behind. If this student does not takea atate ot in this subjece refar o local
testing o instructional prectice,

1. How does thiz student participate in your regular saee academic aszezsment in the NAEP

subject identified on the front cover of thiz questionnaire! (Fill in one oval .}

@ This student takes the regular academl with no dations. =
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complete page 7,
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CONDUCTING THE PREASSESSMENT VISIT

Next, look at the answers to questions 5 and 6 on page 6 in the SD or ELL Questionnaires.
If either question is answered “A” for “Yes,” place a checkmark in the Inclusion Worksheet
column titled “Include with only NAEP permitted accommodations” as shown in the following
exhibit.

Answer Questlon 4 and | necessary, Questlon 5 using the information In Columns A and B
on page 5
e
& Areall of the accommodations this srudent receives on the state asseszment ax recorded
in Column & allowed on NAEF (Column B! (Fill in one oval)

@  Yes This student should be sssessed with these accommedations, as allowed on
MAEF, ¥ Skip topage 7.

B Mo - Answwr question 5 below

o
5. Can this student be asseszed with only the accommodatlons allowed on NAEP (Rl in
one oval)

@ Ye: This student should be assessed with anly the accommedations allowed an
MAEP < Skip topaga 7,

& MNo. This student should not be assesaed on NAEP. < Ship topage 7,

o
6. If this srudent i excluded from the state could the student participate in
MAEP with any of the accommodations allewed on NAEP ag listed in Column Bon
page 51 Fill in one oval )

@ Yes List the accommodations allowed on MAEP and Include the student in MAEP.

=+ 30 1o page 7 and answer quéstions 7, 8 and 9.

@ Mo Thiz student should not be ssseezed on NAED,
= Goto papa 7 and answer guasclons 7. 8. and 0.
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If the answers to questions 5 and 6 on page 6 in the SD or ELL Questionnaires are “B” for
“No,” place a checkmark in the Inclusion Worksheet column titled “Exclude” as shown in the
following exhibit.

Anmwer Question 4 and, {f necessary, Cmestlon 5 using the information in Columnz & and B
on page 5.

ima
4. Are gll of the accommeodations this student péceives on the stae agsessment as recorded
inColumn A allowed on NAEP (Column BY (Rl in one oval.)

Yes. This student should be assessed with these accommodations. as allowed on
NAER - Skipto page 7

D No. 9 Answer quastion & halow,

s

5. Can this student be agsessed with only the accommadationt allowead on NAEPT Fill in

one aval)

@& Yes. This student should be aasessed with only the sccommadations allowed on
NAER < Skipto page 7.

@ No. Thiz srudent should noe be assessed on NAEP - Siip to page 7.

et
&, 1f this student iz excluded from the sate , could the student participate in
NAEP with any of the accommodations allowed on MAEP as listad in Column B on
page 51 (Fill in one oval )

@  Yes. List the sccemmedations allowad on MAEP and Inciuda the student in NAER

= (5o to page 7 and answar goesetons 7, 8, and 9.

@ No This student should not be assessed on NAEFR
=* (o to page 7 and answar quastions 7. 8. and 9.

Y
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CONDUCTING THE PREASSESSMENT VISIT

Procedure 2F. Review the Logistics Questionnaire

In Procedure 2F, you will review the information provided by the school coordinator on the
Logistics Questionnaire. The procedure begins with a list of materials you will need to
complete the task:

In order to complete this task, you'll need:

v" The Logistics Questionnaire

The Logistics Questionnaire (shown on page 4.47) contains the information you will be
transcribing to the Assessment Information Form; however, do not do that now. Simply
review the information provided on the Logistics Questionnaire to ensure you understand
the information completely.

2F-1. B Review the Logistics Questionnaire and determine if you need to discuss anything
with the school coordinator.

= Answer item 3J-1 “Review of Logistics Questionnaire needed” if the Logistics
Questionnaire has not been completed by the school coordinator.

= Answer item 3J-1 “No review of the Logistics Questionnaire necessary” if the
Logistics Questionnaire is complete and you do not require any further information or
explanation.

If you determine that further clarification of the Logistics Questionnaire is required, or if the
school coordinator did not complete this questionnaire, indicate as such in item 3J-1. You
will clarify information or complete the questionnaire with the school coordinator during the
scheduled visit.
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Procedure 2G. Prepare to Conduct Visit

In Procedure 2G, you will prepare to conduct the preassessment visit with the school
coordinator. Following this procedure, you will meet with the school coordinator to finish the
remaining preassessment tasks in Procedures 3 and 4.

In order to make the visit with the school coordinator go smoothly, enter the following data into
the blank spaces in Procedure 3.

Enter this data In this location
Status of materials (complete or missing) from item 1-2 on page O item 3-1 on page 2.12
2.2, '

Check the outstanding materials from item 1-2 on page 2.2. O item 3-2 on page 2.12

Number of missing SD and/or ELL Questionnaires from item 2E-1

on page 2.8, O item 3-2 on page 2.12

Number of New Enrollees added to the sample fromitem 2A-30n | 3 tem 3A-1 on page 2.13
page 2.4. )
Number of students who were withdrawn, ineligible, or not enrolled
from item 2B-1 on page 2.5.

O item 3B-1 on page 2.14

If NIES: Number of students on NIES Linking Form. O item 3H-3 on page 2.26
If “Take-All" on QCB Label: Check box. O item 3I-1 on page 2.28
If ESBQ on QCB Label: Check box. O item 31-4 on page 2.29

Fill in the blanks and circle or highlight text in parentheses in Procedure 3.

Cross out sections in Procedure 3 that will not be reviewed.

Prefill any items in Procedure 3 that you are able to at this time.

Review completed Inclusion Worksheet and plan for its review with the school coordinator.

To prepare for your appointment, first complete each of the items listed above. This procedure
walks you through transcribing the work you did in Procedure 2 to Procedure 3. This step is
important so you will not have to flip back and forth in the QCB while meeting with the school
coordinator.
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CONDUCTING THE PREASSESSMENT VISIT

®  Have the following materials in the School Folder easily accessible:

Administration Schedule(s)

Student Sampling Summary Report, if applicable

Inclusion Worksheet

Copy of Parent Notification Letter that was sent in the Preassessment Packet
IF NIES: NIES Linking Form

IF GRADE 12: Grade 12 School Visit Summary Report

O0o00D0O

®  Have the following materials completed by the school coordinator together to reference when
needed:

[ Student Information Report(s)
 Completed SD and ELL Questionnaires
O Logistics Questionnaire (if applicable)

®  Have the NAEP Questionnaires ready to distribute:

Prepared NAEP School Questionnaire (Grades 4 and 8)
Prepared NAEP Teacher Questionnaires (Grades 4 and 8)
Prepared SD/ELL Roster (Grades 4 and 8)

Prepared SD or ELL Questionnaires for any newly classified or newly enrolled SD or
ELL students

IF NIES, prepared NIES School Questionnaire
IF NIES, NIES Teacher Questionnaires

00 Oo0oO0OOo

®  Have the following NAEP information material ready to distribute:

Teacher Guides (one per Teacher Questionnaire)

Teacher Notification Letter

IF GRADE 8 or 12: Student Appreciation Certificates

IF GRADE 12: Student Poster, Volunteer Certificates and Student Letter (if applicable)
IF REQUIRED: NAEP Sample Questions Booklet, Frameworks

IF REQUIRED: Teacher Poster, Measure Up Newsletter, Teacher Video

IF NIES: NIES Sample Questions Booklet

IF ESBQ: ESBQ Sample Questions Booklet

OOoO00DO0D0DD0 O

Next, gather the information you will need to refer to during the visit. The listis in
chronological order, so organize the materials according to the above list to avoid searching
for necessary documents while in front of the school coordinator.
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