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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. 

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

 

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. 

 
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. 

 
 
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:  

 
 
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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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. 

 

 
 
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. 

 



 

 

  
 ASSESSMENT COORDINATOR MANUAL 4.5 

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. 

 



 

 

  
 4.6 ASSESSMENT COORDINATOR MANUAL 

CONDUCTING THE PREASSESSMENT VISIT

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. 

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

 
 
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:  

 
 
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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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 foreign 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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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. 

 

 



 

 

  
 ASSESSMENT COORDINATOR MANUAL 4.9 

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:  

 
 
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. 
 

 
 

 
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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* 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. 

 
 
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:  

 
 
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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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. 

 
 
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. 
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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 
questionnaire 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:  

 
 
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. 

 
 
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. 

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

 
Item 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 
questionnaire 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. 



 

 

  
 4.14 ASSESSMENT COORDINATOR MANUAL 

CONDUCTING THE PREASSESSMENT VISIT

First, transcribe the required accommodations onto Inclusion Worksheet. 
 
 SD Questionnaire, Page 5 

 



 

 

  
 ASSESSMENT COORDINATOR MANUAL 4.15 

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 

 



 

 

  
 4.16 ASSESSMENT COORDINATOR MANUAL 

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. 
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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. 
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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: 

 
 
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.  

 

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. 

 
 
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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Next, gather the information you will need to refer to during the visit. The list is 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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