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OVERVIEW OF NAEP AND
2007-2008 ACTIVITIES

1. Background of NAEP

The National Assessment of Educational Progress (NAEP) is a congressionally mandated
project administered by the National Center for Education Statistics (NCES) branch of the
U.S. Department of Education. The National Assessment Governing Board (the Governing
Board) provides overall policy direction for the NAEP program, including selecting the
academic subject areas to be assessed and developing content frameworks that specify
assessment content. The Governing Board is an independent, bipartisan group whose
members include governors, state legislators, local and state school officials, educators,
business representatives, and members of the general public.

Often called “the Nation’s Report Card,” NAEP is the only nationally representative,
continuing assessment of what America’s students know and can do in various subject
areas. Through 1988, NAEP reported only on the academic achievement of the nation as a
whole. Beginning in 1990 with the Trial State Assessment, however, states participated in
NAEP on a volunteer basis in order to receive state-level results. In 1996, the authorizing
statute no longer considered the state component to be “trial.”

A significant change to state NAEP occurred in 2001 with the reauthorization of the
Elementary and Secondary Education Act, also referred to as the “No Child Left Behind Act
of 2001” (NCLB) (Pub. L. 107-110). NCLB impacted state NAEP beginning in the 2002—
2003 school year in the following areas:

e all states and districts are required to participate in NAEP assessments of reading and
mathematics’ at grades 4 and 8 biennially as a condition of receiving Title | funds;

e a federally funded full-time NAEP State Coordinator could be hired in each state; and

e the NCES contractor staff administers the NAEP assessments, thereby greatly reducing
the burden on school staff.

! State participation in science and writing remains voluntary.
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OVERVIEW OF NAEP AND 2007-2008 ACTIVITIES

As a result of the NCLB legislation, NCES and the Governing Board implemented the
following policies and procedures:

® parental notification is required for all NAEP assessments;

e there are procedures in place for interested parties wishing to view secure assessment
items;

e there are procedures in place for those wishing to formally file a complaint; and
e the minimum participation level is raised to 85 percent of originally selected schools to

receive reported results in all reported subjects, including science and writing.

NAEP reports student performance nationally and for states. It does not report
information on the performance of individual schools or individual students.

A. Characteristics of NAEP

NAEP is

® an assessment at grades 4, 8, and 12 that allows student educational achievement to
be compared across states and regions of the country;

e an assessment that identifies the percentage of students in the nation who meet
standards for Advanced, Proficient, or Basic performance in a variety of subjects;

® 3 yardstick that state educators, legislators, and governors can use to gauge the
effectiveness of state educational policies;

e the only reliable, ongoing measurement tool that members of Congress, the President,
and other policymakers and researchers can use to review student progress during the
past 30 years at the national level; and

e a source of information that allows the public to assess the academic performance of
students in their state and the nation as a whole.

NAEP provides
e state and national performance results in reading, mathematics, science, and writing;

e national student performance results in U.S. history, geography, civics, the arts, foreign
language, world history, and economics;

® |ong-term trends in national student performance in reading and mathematics during the
past 30 years; and

e comparisons in student performance based on factors such as race/ethnicity, gender,
public and nonpublic schools, level of parental education, prior course-taking, and
classroom/school conditions and practices.
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Here are additional facts about NAEP:

An independent body decides what is tested.
The Governing Board selects the academic subject areas to be assessed and develops
content “frameworks” or test blueprints.

NAEP ensures confidentiality.

No information on individual students, families, or schools is included in NAEP data releases
or reports. Likewise, no records are kept that connect students’ names with the answers
they gave on the assessment. It is against federal law to identify any student participating in
NAEP. The law specifies severe penalties for anyone revealing the identity of students
taking NAEP.

Participation in NAEP is designed to cause minimal disruption of school activities.
Most students spend only 90 minutes of their time taking NAEP. No student preparation time
is necessary. Assessments are conducted by NAEP staff and take place either in school
classrooms or other locations in the school selected by school officials. School officials are
always welcome to observe the assessment.

NAEP encourages inclusion of special needs students.

The national and state NAEP assessment procedures encourage inclusion of students with
disabilities (SD) and English language learners (ELL). To include the highest possible
percentage of sampled students, NAEP permits most commonly offered testing
accommodations for special needs students during the assessment.

NAEP uses a variety of assessment formats.

NAEP includes both multiple-choice and open-ended questions that require students to write
an answer that, depending on the question, can range from a few words to more than a
page. Recent NAEP assessments have also used stimulus materials, including mathematics
manipulatives and other materials, to augment the traditional multiple-choice format.

NAEP administers background information questionnaires to explore factors and
practices that influence learning.

Students, teachers, and school administrators are surveyed to collect contextual
background information regarding student and school characteristics, instructional practices,
and curricula. NAEP asks only questions directly related to the appraisal of academic
achievement. The input in the questionnaires is used only to analyze overall academic
achievement. Individual performance is not evaluated.
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OVERVIEW OF NAEP AND 2007-2008 ACTIVITIES

B. NAEP Organizational Structure

The chart on the next page shows the current organizational structure of NAEP.

The Commissioner of Education Statistics, who heads NCES in the U.S. Department of
Education, is responsible, by law, for carrying out the NAEP project through competitive
awards to qualified organizations. The Associate Commissioner for Assessment at NCES
executes the program operations and technical quality control.

The Governing Board, appointed by the Secretary of Education but independent of the U.S.
Department of Education, governs the program. Authorized to set policy for NAEP, the
Governing Board is broadly representative of NAEP’s varied audiences. The Governing
Board selects the subject areas to be assessed and develops guidelines for reporting. While
overseeing NAEP, the Governing Board often works with several other organizations. For
example, the Governing Board has contracted with the Council of Chief State School
Officers (CCSSO) to ensure that content is planned through a national process and with
ACT, Inc. to identify achievement standards for the subjects and grades tested.

NCES contracts with private companies for test development and administration
services.

The Educational Testing Service (ETS) is responsible for developing the assessment
instruments, analyzing the data, and reporting the results. Westat is responsible for
selecting the school and student samples and managing field operations (including training,
assessment administration, and data collection activities). Pearson Educational
Measurement (Pearson) is responsible for printing and distributing the assessment materials
and for scanning and scoring students’ responses. American Institutes for Research (AIR) is
responsible for developing the background questionnaires. Fulcrum IT is responsible for
NAEP web operations and maintenance.
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NAEP Organizational Structure

National Assessment
Governing Board

Oversees NAEP policy.

National Center for
Education Statistics (NCES)

Oversees NAEP administration.

v

Selects school and student samples
and manages field operations
including assessment administration
and data collection activities.

Westat

Educational Testing Service (ETS)

Develops assessment instruments
and background questionnaires,
analyzes data, and reports student
results.

v

Oversees NAEP web operations
and maintenance.

Fulcrum IT
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OVERVIEW OF NAEP AND 2007-2008 ACTIVITIES

2. The NAEP Program for 2007-2008

A. Long-Term Trend (LTT)

From October 8, 2007 through May 23, 2008, NAEP will be conducting the LTT
assessments in reading and mathematics among 9-, 13-, and 17-year-old students. The LTT
assessments are designed to collect information on the changes in the basic achievement of
America’s youth by monitoring trend lines first established in 1971 for reading and 1973 for
mathematics. The last LTT assessment was in 2003-2004.

B. Science Interactive Computer Tasks Prepilot

The new NAEP Science Framework for the 2009 science assessment calls for a series of
interactive computer tasks during which students will demonstrate their science knowledge
and skills, especially their inquiry skills, using online tools. These items will be piloted during
the 2008 field test. However, NAEP will be conducting a prepilot in October and November
of 2007 to test procedures and items associated with computer delivery in preparation for
the field test in 2008.

C. Field Test Studies in Reading, Mathematics, and Science

NAEP will conduct a field test from January 28 through March 7, 2008 in reading,
mathematics, and science in grades 4, 8, and 12. The purpose of the field test is to try out
new assessment items, materials, and procedures in preparation for the 2009 assessment.

D. Arts Assessment

NAEP will conduct an arts assessment from January 28 through March 7, 2008 in grade 8.
The inclusion of the arts in NAEP 2008 will mark the fourth time the disciplines of music and
visual arts have been assessed nationally. Music was first assessed in 1972 and visual arts
in 1975. They were both last assessed in 1997. In 2016, NAEP plans to assess eighth-grade
students in music and visual arts, continuing this 40-year trend that examines the
importance educators give to the arts.

Why an Arts Assessment?

Educators have acknowledged that the arts are basic to the acquisition of a well-rounded
education. The arts provide meaning to learning. They serve as a vehicle for acquiring the
skills to which educational reformers have said students should aspire: problem-solving,
higher order thinking, flexibility, persistence, and cooperation.

While many schools may no longer offer arts education programs or have had to reduce the
scope of their arts programs because of budget cuts, students, nonetheless, continue to
experience the arts through many means. Determining the extent of their knowledge is
important and reinforces the basic premise of “The Nation’s Report Card” that is, to measure
and report the current status of the educational achievement of American students.
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The arts are also important in the context of educational reform that emphasizes “multiple
intelligences.” Children learn in many different ways. The range of artistic experiences offers
visual, kinetic, aural, and spatial means of teaching and learning. These opportunities to use
different senses as well as be imaginative and mentally flexible can help students develop
indispensable skills for a rapidly changing world. The opportunities may account for
evidence that arts learning improves student performance in diverse subjects.

The last several years have seen a growing resolve among educators and policymakers to

assure the place of a solid arts education in the nation’s schools. One objective of NCLB is

“to support systemic education reform by strengthening arts education as an integral part of
the elementary school and secondary school curriculum.” In addition, the legislation aims to
“ensure that all students meet challenging content standards and challenging state student

academic achievement standards in the arts.”

The information gleaned from an assessment of the arts on a national scale in 2008 will
broaden our scope of the extent of what American students know and can do in the arts
disciplines of music and visual arts.

E. Grade 12 Motivation Study

This NAEP special study will be conducted from October 8 through November 16, 2007 and
will assess grade 12 students in reading in order to evaluate issues of student motivation.
Randomly selected students will be assigned to one of three sessions which must be
conducted separately and simultaneously. Each test will test a different incentive condition.

3. The Security of Assessment Materials and
Confidentiality Issues

NAEP student data is strictly confidential. To ensure confidentiality, students’ names are
removed at the school from all completed assessment materials before they are shipped to
Pearson for processing. NCES enforces strict confidentiality standards to ensure that no
personally identifiable information is ever released to third parties. To protect the confidentiality
of all NAEP materials, you must strictly observe NAEP rules and guidelines at all times.

A. Guidelines for Viewing Assessment Materials

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
collecting noncognitive data related to achievement of students, their family background,
teachers, and schools.
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OVERVIEW OF NAEP AND 2007-2008 ACTIVITIES

By statute (Pub. 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 identifying
information on individual students or schools is included in its data releases or reports. The
names of students who have taken NAEP never leave the school building in which the
assessment is administered, and all information collected by NAEP about individual
students and schools will remain strictly confidential.

To fulfill the second requirement, the Governing Board 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 Booklets contain all of the questions that make up the NAEP
background questionnaires. 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
questions should be sent through the field manager or field director to the NAEP State
Coordinator, who in turn will contact NCES.

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. You should encourage
any interested party to view the previously released NAEP test questions on the NAEP
website at http://nationsreportcard.gov.
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B. Requests From News Media

Representatives of local news media may ask you for information about the state or national
assessment and the local school’s involvement. All such inquiries should be referred to
school officials who are responsible for handling requests from the press.

There is a press release available that you may give to school coordinators if they are faced
with inquiries from the media. 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 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
Sherran Osborne at NCES (202-502-7420).

C. The NAEP Code of Ethics

The NAEP assessment teams are critical to NAEP’s success. You conduct the assessments
and are the face of NAEP in the schools. Assessment sessions must be administered in a
standardized and professional manner for the results to accurately reflect the achievement
of American students. Only if the sessions are conducted properly will each child have the
opportunity to show what he/she knows and can do in the subject being assessed. If the
data are not valid, not only will all analyses and reports be incorrect, but the 30-plus-year
reputation of NAEP will be discredited.

Because you serve as a representative of NAEP, your attitude and conduct in working with
school officials, teachers, and students must reflect the importance and seriousness of this
project. Fulfilling your responsibilities in a professional manner will indicate to others that
you consider the project worthy of the time and effort that students, parents, teachers, and
school, district, and state staff have devoted to NAEP.
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NAEP Code of Ethics

OVERVIEW OF NAEP AND 2007-2008 ACTIVITIES

NAEP is firmly committed to the collection of high quality, independent, and unbiased measures of student academic

performance.

This Code of Ethics defines the principles that are the foundation for fair and accurate test administration and data
collection. NAEP grantees, contractors, and subcontractors must ensure that all procedures, materials, training programs,
and administrative guidelines are derived from these principles.

This Code of Ethics applies to all staff and contracted employees who are involved in the collection of NAEP data. Each
individual must have the opportunity to review the Code before becoming a part of the NAEP team. Prior to collecting
NAEP data, an individual must swear or affirm his/her commitment to uphold the principles stated in this Code.

The basic principles guiding NAEP data collection are accuracy, integrity, and respect.

accurc |

Accuracy ensures that NAEP results
precisely reflect student achievement
across the nation.

®  Sampled schools and sampled students
who are eligible for the assessment are to
be included in the assessment to the
greatest extent possible.

INTEGRITY

Integrity ensures that rigorous, ethical, and
consistent procedures are used for NAEP
test administration and data collection.

®  Persons administering and monitoring
NAEP assessments shall comply with
standard NAEP procedures for
administering and monitoring the
assessment.

Respect ensures that students, school staff,
and others affected by NAEP test
administration and data collection are treated
with professionalism, openness, and courtesy.

®  Schools shall be notified in advance of the
assessment and provided all relevant
information about NAEP, NAEP
assessment procedures and schedules,
and NAEP personnel who might be
entering the school.

Students shall be assessed using
accommodations as specified in their
education plans and offered by NAEP.

Persons authorized by NAEP to have
access to NAEP testing materials shall
follow the NAEP Guidelines for Viewing
Assessment Materials.

NAEP staff and other proctors assigned
to testing sessions shall receive clear,
unambiguous guidance on testing
procedures.

Test takers and other stakeholders
shall have access to information about
NAEP, including sample items and
NAEP reports.

Persons administering and monitoring
NAEP assessments shall be sensitive
to the needs of students, teachers, and
the school when administering NAEP.

The NAEP testing environment shall be
correctly structured and a positive
atmosphere shall be established so that
all students have a fair chance to
perform to full capacity.

Deviations from proper procedures shall be
documented, and those affecting student
performance shall be reported immediately.

NAEP staff members are to ensure the

confidentiality of all information provided
by students and school staff in response
to assessment and questionnaire items.

Any complaint or concern about a NAEP
assessment shall be addressed directly
by testing personnel in the field and
promptly reported to NCES or its
designee.
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As a member of the NAEP data collection team, you are expected to abide by the NAEP
Code of Ethics for Assessment Administration and Data Collection. This Code of Ethics is a
set of principles that NAEP expects all staff members to follow. The Code defines principles
that are the foundation for fair and accurate test administration and data collection.

If you have not previously done so during any past employment on NAEP, at the end of the
in-person training, you will be asked to sign the following Oath of Office committing yourself
to uphold the principles stated in the Code:

“I acknowledge that | have been instructed in and understand the NAEP Code of Ethics. | do
solemnly swear (or affirm) that | will adhere to this Code of Ethics; that | take this obligation
freely, without any mental reservation or purpose of evasion; and that | will well and faithfully
discharge the duties of the office upon which | am about to enter.”

D. Accountability

NAEP brings the precision of data collection into the school setting. Your role in the
schools as an assessment administrator is first and foremost as a data collector.

The materials and training you'll receive throughout your NAEP 2008 orientation will provide
you with the knowledge of procedures you'll need to conduct the assessments locally, in
accordance with strict standards that are observed nationally.

NAEP is no small undertaking. Think of the vast number of variables that would be
introduced if the basic procedures followed at every test site across the country were not
strictly adhered to. For the data to be statistically valid, it must be collected under the same
conditions in each of these schools and in every classroom.

The first principle of data collection is consistency.

How reliable would assessment results be if, for example, some students only received
5 minutes to complete a block of questions instead of 15 minutes, or if the AA who was
monitoring the assessment session gave some students help with the answers?

How reliable would the results be for student subpopulations if the way those subpopulations
were defined or classified varied from school to school or from region to region?

Westat provides updated, comprehensive training for its NAEP staff members every year.
Detailed scripts are provided for use in each test setting. Westat also provides clear
procedures for handling situations that occur within the testing environment.

Your most critical task is to provide consistency of procedure in the school and
classroom setting.

As you work in the schools, set the standard for the preciseness and attention to detail that
reliable data collection requires. Regardless of the conditions you find when you arrive on
the job each morning, your role is to create a research environment at that school on that
day in which data can be accurately collected. When unexpected situations arise, don’t
improvise. Follow stated procedures to the letter to assure uniform, accurate, and
confidential collection of data.
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OVERVIEW OF NAEP AND 2007-2008 ACTIVITIES

Westat has administered the NAEP program since 1983 and has very carefully studied the
types of situations you might encounter on the job. Your in-person training will describe the
exact procedures to follow if and when you encounter issues that might interfere with
accurate data collection. Many of these responses are scripted to ensure consistency
across testing environments. If a situation not accounted for in the procedures arises,
contact your field manager.

The second principle of data collection is the elimination of errors.

In addition to its extensive training of the AAs and supervisors who administer assessments,
Westat implements quality control safeguards to eliminate data collection errors. These
quality control (QC) checks are carefully designed to ensure the integrity of NAEP
assessments, identify and correct potential errors, and guide corrective actions, when
necessary. Supervisors are responsible for supervising AAs and ensuring the accuracy of
their work through a series of QC checks conducted throughout each assessment. After
each session, the supervisor interviews the school coordinator to receive his/her comments
and recommendations. Feedback from school coordinators helps Westat improve its
procedures, documentation, and training for future assessments.

Each NAEP team member is vital in ensuring quality control. Every NAEP team member has
a clearly defined role and is responsible for ensuring that errors do not enter the system.
Westat has a comprehensive process in place to ensure checking and rechecking all team
members’ work. In the rare situation where you are forced to take over an assignment or
task for another team member, it is your responsibility to see that the work you do is
checked by another team member so the quality control process remains intact.

4. Goals of the NAEP 2008 Arts Training Program

Ensuring the data you collect is of the highest quality has always been NAEP’s top priority. It
is critical that the procedures for collecting data are followed exactly as NAEP intended.

As an assessment administrator (AA), many of your responsibilities directly affect the
reliability and accuracy of the data collected. NAEP has procedures in place that ensure the
data you collect have statistical validity.

Statistical validity means the data collected are accurate and reliable and have been
collected in a uniform manner across schools. NAEP goals for 2007-2008 reflect
important priorities:

Ensure Statistical Validity Through Quality Control.

Each piece of data you collect or procedure you carry out that affects statistical validity must
also be double-checked by someone other than yourself for accuracy. Quality control (QC)
checks are an integral and necessary part of NAEP’s quality assurance program. The
checks are designed to ensure the integrity of NAEP assessments, to identify and correct
potential errors, and to guide corrective actions, when necessary. As an AA, you are
responsible for QC checking your own work, as well as that of your fellow AAs. Your

ASSESSMENT ADMINISTRATOR MANUAL — ARTS




supervisor is also responsible for the quality control of the work you do, and will conduct a
series of QC checks as well.

Promote the NAEP Code of Ethics.

The NAEP Code of Ethics is a set of principles that NAEP expects all staff to abide by when
administering the assessment and collecting NAEP data. The Code outlines the three
principles—accuracy, integrity, and respect—that guide all NAEP procedures and the
actions of all NAEP staff. The Code also outlines how these principles are reflected in NAEP
procedures and in the actions of its staff.

Protect the Security and Confidentiality of NAEP Materials.

NAEP materials contain sensitive information that must be protected in many different ways.
Some information cannot leave the school; some information can only be seen by field staff
that have signed the Affidavit of Nondisclosure; and some information must be destroyed
entirely. The terms “security” and “confidentiality” refer to specific ways this information must
be treated by field staff. These are outlined in greater detail at later points in this manual.

5. Manual Format

There are a series of icons used throughout the manual. The table below identifies the icons
and their meanings.

This icon indicates the task you are about to complete impacts the
statistical validity of the assessment. Expect these items to have a quality
control procedure attached to them.

This icon indicates a quality control check or “QC check” will be required.

This icon indicates the NAEP materials you are working with must be
kept secured and/or confidential.

Voices of Experience:

These boxes offer tips and practical advice from experienced NAEP staff
who have honed their skills in the field.
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UNDERSTANDING NAEP
FORMS AND MATERIALS

1. NAEP Forms and Materials

There are a number of NAEP forms and materials you must be familiar with prior to the
assessment. Several of these are scannable documents. Care must always be taken when
entering information on these documents.

Guidelines for Completing Scannable Documents

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

e 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.

e To correct computer-printed entries, strike a single line 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:

E% eininjaleiciniaiialii
[e]

[o]
] 7] [8] FOBEDFEEERDOC

=)
(=[]
&[]
=1
(][]
&l

o]
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UNDERSTANDING NAEP FORMS AND MATERIALS

A. Assessment Information Form

Effective communication between you and your supervisor is crucial to NAEP’s success.
The Assessment Information Form has been developed for supervisors to communicate
specific information to the AAs about their assignment. Your supervisor will either mail your
Assessment Information Forms or give them to you in person 1-2 weeks before each
assessment. More detailed information on this form is provided in Procedure 3 of chapter 4.

NAEP 2008 ARTS ASSESSMENT
ASSESSMENT INFORMATION FORM

ASSESSMENT DATE: ARRIVAL TIME:
SCHOOL: SCHOOL ID #:
ADDRESS:
SCHOOL COORD: PHONE #:
PRINCIPAL:
SESSION #
oot | ROOM | TIME A SoeocoRToNS e A e
ACCOMMODATION SESSION |
R/ A
GROUP #: | SESSION CHARACTERISTICS (circle al that apply): R/ A
STUDENT INFORMATION
SESSION # LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED R/ A
R/ A
R/ A
R/ A
R/ A
GROUP #: SESSION CHARACTERISTICS (circle all that apply):
STUDENT INFORMATION R/ A
SESSION # LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED
R/ A

DIRECTIONS TO THE SCHOOL:

PARKING:
GROUP #: SESSION CHARACTERISTICS (circle all that apply):
STUDENT INFORMATION
SESSION# | LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED INSTRUCTIONS FOR MEETING THE ASSESSMENT TEAM:

OTHER INFORMATION (POLICY FOR DISMISSING STUDENTS, HOW TO HANDLE LATECOMERS, ETC.):

GROUP #: SESSION CHARACTERISTICS (circle all that apply):
STUDENT INFORMATION
SESSION # LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED

GROUP #: SESSION CHARACTERISTICS (circle all that apply): REA /| SMG / ONE / SCR / SSA
STUDENT INFORMATION
SESSION # LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED
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B. Administration Schedule

The Administration Schedule is used throughout the three stages of the NAEP process:
preassessment, assessment, and post-assessment. It is the only document that links
selected students to the correct student demographic data and their performance on the
assessment. Consequently, if incorrect or missing student demographic data are shown on
the Administration Schedule and not corrected, the validity of the NAEP reports is
jeopardized.

You will use the Administration Schedule to prepare, distribute, and collect the assessment
booklets. It is important that each selected student receives the booklet assigned to him/her
on the Administration Schedule. This ensures students are assessed in their assigned
subject and the scored assessment booklets are linked to the correct students’ demographic
data.

After the assessment, the completed Administration Schedules (with student names
removed) are sent to Pearson along with the completed assessment booklets and other
materials. Pearson’s machine scans the Administration Schedules, scores the assessment
booklets, and sends the results to Educational Testing Service (ETS). ETS analyzes the
scores and links them and the demographic data from the Administration Schedule to
provide subgroup results for the nation. The NAEP results for the nation include reports by
grade, gender, race/ethnicity, students classified as having a disability (SD) or as English
language learners (ELL), and National School Lunch Participation (NSLP) status.

The importance of the Administration Schedule can be seen in the diagram on the next
page.

The tables below show how data collected on the Administration Schedule are linked to the
results to produce the reports.

Females Outscore Males in NAEP 2005 Reading

Score gaps In 2005, female students continued to score higher
el 2 el RS than male students in reading, by 6 points at grade
4 and by 10 points at grade 8.

Percentage of Black Fourth-Graders Scoring at or

- Above Basic in Mathematics Quadrupled

Percent at or above Basic level,

Black 4th Graders 18 73 The percentage of Black fourth-grade students at
or above the Basic level in mathematics quadrupled
from 18 percent in 1990 to 73 percent in 2005.
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UNDERSTANDING NAEP FORMS AND MATERIALS

NAEP Administration Schedule Process

Process begins School submits student names and
g demographic information to NAEP.

e NAEP selects a sample of students.

Sampled student names and corresponding
demographic information are printed by
Pearson on Administration Schedule(s).

students is sent to schools before
the assessment.

-
c
(V]
£
\n
N\
(V]
«\n
\n
©
()
1

o

° Information about the sampled

School verifies demographic information is correct
and provides any missing information.

After the assessment, participation status
e of each sampled student is recorded on
the Administration Schedule(s).

Assessment

at the school.The Administration Schedule

Student names are removed and left o
is then sent to Pearson.

Pearson scans Administration Schedule(s) and
student booklets, scores the student booklets,
and sends results to ETS.

ETS links demographic data from the Administration
Schedule(s) to the student booklet scores to provide
subgroup reports for the nation.

Post-assessment

The NAEP results are reported. Results include reports
by age, gender, race/ethnicity, NSLP, students classified
as having a disability, and students classified as English

Process ends
language learners.
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A Closer Look at the Administration Schedule

There is one Administration Schedule per session. Only students whose names appear on
the Administration Schedules may participate in the assessment unless the school requests
a nonsampled student to participate for the convenience of the school. If a student listed on
the Administration Schedule cannot be assessed for any reason, under no circumstances
may you substitute another student for the one who is missing.

Below is an illustration of some of the important features of the Administration Schedule.

Each session in a school

Each school is assigned a is assigned a Session Number.
Each student is assigned NAEP school identification There may be more than one
a test subject. (ID) number. You will find session in a school. You will
M=Music more information about this find more information about
V=Visual Arts on the next page. this on the next page.
\
||||||||||||||| |||||||||||||||||||||||||||||||||||||||| ||||||||
T
4’& N B
NAEP \
NATIONAL ASSESSMENT SEster
o
s
mber 2008 Arts seo || M10801
M10801 Iministration Schedule | £
/I| __Student Name _Meni " 2;:' Original Booklet ID # AT M :‘éo;i Admin‘i‘sl‘rationcades
" Abate, Mark M| Off4fl9f 3 111 4 2 2 741 000293 4 T
* | Alto, Susan 01w ol 2|[o[3 2] 3] I 2 2 741 054006 9 K ]
“ | Bates, Tim 1011°mllofle||oflall 1]l 1]f2] 4 2 2 741 005241 1 Bl
* | Bostwick, Garol 1011 M| 1 of[o]l4 ]l 2]l 1][1]/4 2 2| 741 000043 8 E [
® | Burns, Kimberly o1 =m [ 1|1 oll 4]l 2] 2][+ ] 1 2 2 741 006922 1 B
® | Coleman, April 2321 M| of[ ol ol[4]l 2 s[l1] 4 2 2| 741 ooosat 2 E
“ | Cruz, Marisol 232" M ol 1] of[a]l2]l3]l3]l4 1 2 741 043569 2 " | ]
P Davis, Tyrone 232 Cwmlliollsllolfall 11211l 4 2 2 741 005301 1 Mw [ ]
2| Dempsey-dul sz Mo 7| el 4]l 2|27 [+ 2 2 741 210021 3 * [ s |
| Fairchild, Michael 1o m | ol o[ elfaff 1] 1][+] 2 2 2 741 210001 6 l [ ]
" Czm, Feito rol"mf 1| 2] ol[4][ 1] 3][2]f + 1 2| 741 073201 2 B
* | Kwon, Sang 1ol m| 1| o[ o4l 1] 4]f+]f4 1 2 741 002407 7 2
® | Lipsky, Daniel 110 M ol[el|[ol[al[1][1][1] 4 2 2| 741 000031 9 =]
* | Lundy, Christina 110" M| ol 2][ el sl 2] ][+ ]l 2 2 2| 741 076206 0 1
® Masters, Tina 252 ® M 10| 9 4]l2]5(1 4 2 2 741 076206 5 ‘51

The form is perforated
to remove students’

names and leave them at the
school after the session.
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UNDERSTANDING NAEP FORMS AND MATERIALS

The NAEP School ID Number

This seven-digit number is unique for each school. It is usually preprinted on the Administration
Schedule and should be recorded on all NAEP materials for that school. The structure for this
number is as follows:

The first two digits are the numeric Federal The third digit is the age designation.
Information Processing Standard (FIPS) code 1=Grade 4

for the state or jurisdiction. 2 =Grade 8
\ K 3=Grade 12

122-122-1

N

The fourth, fifth, and sixth digits are a The seventh digit indicates which project the school has

sequential number within the state and been sampled for and whether public or nonpublic.
grade that identify originally sampled

versus substitute schools:
001-499 = Qriginal
501-999 = Substitute

0 =Long-Term Trend, Public

1= Arts, Public

2 =Field Test, Public

3 =Science Online, Public

5 = Long-Term Trend, Nonpublic
6 = Arts, Nonpublic

7 = Field Test, Nonpublic

8 = Science Online, Nonpublic

The Session Number
The Session Number consists of a letter and five numbers. The letters “M” and “V” indicate
the session is either a music session (M) or a visual arts session (V).

The first digit indicates
whether it is a music

or visual arts session. The third and fouth digits

indicate the grade being tested.

M10801

The fifth and sixth digits
|dent|fy the session.

The second digit indicates
the booklet type (1-8)
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Next to the “M” or “V” will be one numeral (1-8) that indicates the booklet type (see chart
below). All students in the same session will receive the same booklet.

Subject Indicator | Session Type | Booklet #
M (Music) 1 741
M 2 742
3 743
M 4 744
M 5 745
M 6 746
M 7 747
M 8 748
V (Visual Arts) 1 761
v 2 762
v 3 763
v 4 764
v 5 765
v 6 766
v 7 767
v 8 768

The next two numerals are 08, to indicate that it is a grade 8 session.

The last two digits refer to the number of sessions of a particular type held in a school. Most
sessions will end in 01, indicating that there will be one session of that type held. On rare
occasions, there may be additional sessions (e.g. M10802, V10802).
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The Columns of the Administration Schedule

Column | Title | Use
A Atten. To indicate whether a student was present or absent for the assessment.
(for “attendance”)

B Student Name To list the names of the students selected for the assessment.

c Homeroom or Other | To help locate the selected students on assessment day.

Locator This column is followed by a perforated line, so student names can be removed
before the Administration Schedule is sent to NAEP after the assessment. Due
to NAEP’s pledge of confidentiality, under no circumstances should a
student’s name appear on any assessment materials leaving the school.

D Line #/Subject To indicate the subject of each student’s assessment booklet: “M” for music or
“V” for visual arts.

E Birth Date To indicate each student's month and year of birth.

F Sex To indicate each student's gender.

G Race/Eth. To indicate each student’s race/ethnicity.

H School Lunch To indicate each student’s eligibility status in the National School Lunch
Program.

| SD To indicate each student’s disability status.

J Final SD Code To record a student’s SD status if it has changed since it was originally
recorded.

K ELL To indicate each student’s English language learner status.

L Final ELL Code To record a student’s ELL status if it has changed since it was originally
recorded.

M New Enrollee To identify whether a student was in the original sample or selected from the
list of new enrollees during the preassessment visit.

N Original Booklet ID # | To indicate the assessment booklet the student must receive. Each student
has been assigned an assessment booklet with a unique booklet ID #, which is
used to track the booklet from the time it leaves the Pearson warehouse until it
is returned and processed.

o Accommodation To record when a student identified as SD or ELL must be reassigned an

Booklet ID # accommodation booklet (not all accommodated students require an
accommodation booklet).

P Accom. Code To indicate whether a student will be assessed with an accommodation or not.

Q Admin. Code To record each student’s participation status. The two-digit Administration
Codes used in this column are listed along the right side of the Administration
Schedule in column R.

R Administration Codes | To reference the two-digit Administration Codes required in column Q.

ASSESSMENT ADMINISTRATOR MANUAL — ARTS

UNDERSTANDING NAEP FORMS AND MATERIALS




N e T aNEdT e dT ANAdT AN AdT AN ANTANANTAmANTANANTANANTaNANTaNA TN
This form must be completed in No. 2 pencil.
COPPEETLEELE P P e e e et e e e e e e e e e e Ly
§2 Bt e " I I n n mn 1 1 [ ] "
ron 1291001 o a Ol e seiod | Wik s soeiea o || Bundie #5
) DayDate: Monday, Feb, 11 DayDate: — reun teun 00001
School Name: Apex Middle School Time: __8:35 Time: Held Not Held 00002
‘escommodation N AEP Administrators Name: — Silvia Thomas Locaton: Cafeteria Locations (@] (o)
ot “H- vazu\arscsmn NATIONAL ASSESSMENT Session Number
e
2ove S For Use in Column “P" o = = - - M10801
; poninprcsst [ Session Number 2008 Arts et AT
Jumn 1 o1 " M10801 inistration Schedule s
i = = FalE = I =
/%] Student Name Vontn | vear EAEE Original Booklet ID # oM madatic Aecom | Admin. inistration Codes
o1 1 ot 1111 ASSESSED IN ORIGINAL
Abate, Mark 1011 M| Off 4|l 9f[ 3| T]f 114 2 2 741 000293 4 1 K ot
“ | Alto, Susan 1011% M off2] o3|l 2 a1 ]f 1 2 2 741 054006 9 B ;
* | Bates, Tim 1011°m| ol el o] alf 1l 1]2]l4 2 2 741 005241 1 *
* | Bostwick, Carol 101" M{[1|[of[off4fl2ff 1]1]f4 2 2| 741 000043 8 K
® | Burns, Kimberly 101 ["MI[1][1][of[aff 2 21 ] 1 2 2 741006922 1 E
_ - L= ]| -
Coloman, April 2321® M| o[ 9|l of[afl 2 5[ 1] 4 2 2 741 000841 2 )
I~ Cruz, Marisol 232 7 M O|l1]]9]l3]f2]f 3|3 f 4 1 2 741 043569 2 "11
LILZ S| -
* Davis, Tyrone o2 1® M| ofl sl ofl4lfl 1] 211 4 2 2 741 005301 1 mw
_ _ LI I -
Pl ag2i® M| o[ 7| o[ 4|l 2| 2]/ 1 | & 2 2 741 210021 3 2[5 4]l _nersons romexcuusion
10 1 10 | 81 e ‘accom. not
" | Fairchild, Michael 110" M| o[ e[ ol[alf ][ 1]l1] 3 2 2| 741 210001 6 ! -
| e |
" | Guzman, Pedro 110" M| 1] 2] of[ 4l 1]l 3]|2] 4 1 2 741 073201 2 |
® | Kwon, Sang 1102 ml[ 1][o]|[ o[l 1]l 4fl1]f2 1 2 741002407 7 "
® | Lipsky, Daniel 1101 M| 0|6 a1 ] 4 2 2 741 000031 9 g
" | Lundy, Christina 110{" M| o]| 2 211 ] 2 2 2 741 076206 0 "
= ~ il g B3 -
Masters, Tina 252" Mi[1[o|[of[4|l 2[l 5{l1[f 4 2 2 741 076206 5 ] .

The Summary Box at the Top of the Administration Schedule

The summary box (the long rectangular box below the school information boxes) is used to
summarize attendance data that you will record in column Q after the assessment. The
formula in this box calculates the total number of students assessed.

# Absent # Assessed

\ 8 Original session scheduled for: Makeup session scheduled for: Bundle #'s
il Grade: If Makeup Needed
\4 Day/Date: Day/Date:
. Makeup Makeup
iddle School Time: __8:35 Time: _ Held Not Held 00001
00002
ilvi Location: Cafeteria Location: O O
A 14
# Withdrawn & Ineligible 2 P — \ "c;*sseslsesd Session Numjy
(Admin. Codes 51, 54 & 55) (Admin, Codeis 2045, 8 48) (Original Session)
o - T e : - : T e M10801
in Sample TO BE ASSESSED TOTAL ASSESSED
# Excluded '] # Assessed
(Admin. Codes 60-69) —1 #Refusedt (Makeup Session) =~ ——— ‘
(Admin. Codes 46, 47 & 49)
L
}. nge | R Nt no" " e I wRe

al Final | gMNefie modati écom. Ad
g | ooklet

# Refused # Assessed Total
in Makeup Assessed
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UNDERSTANDING NAEP FORMS AND MATERIALS

C. Assessment Booklets

The assessment booklets are used to assess the selected students. Each booklet cover has
a code in the upper-right corner. This code is made up of the following components:

® two letters identifying the subject (MU for music, VA for visual arts), and

e a three-digit booklet version number.

There are eight music booklets—MU741 through MU748—and eight visual arts booklets—
VA761 through VA768. These are described in detail in chapter 4, Procedure 4.

The placement of these booklet identifiers is the same for music and visual arts booklets.

Admin Schedule Line # from Session #

SECTION Music Book

2008 Ljuu
Grade 8 i: DI MU741

MUBI / f
£/ F

T —
; SEcTION  Music Book\f
NAEP. 008 B NUT4L

- - T A 3[DI
NATIONAL ASSESSMENT: ol et Letters Three-digit

OF EDUCATIONAL

PROGRESS Identifying Booklet

SchoolInformation

ScHooL # Subject Version

741 — XXXXXX — X

PLACE LABEL HERE
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D. The Session Scripts

Session scripts are used to administer each assessment in a standardized manner.

Regular Scripts
This year there are 16 regular session scripts used in the Arts assessment (eight for music

and eight for visual arts). There are differences from script to script in wording, procedures,
and the materials required. The procedure for using the session script to conduct regular
sessions is presented in chapter 5.
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Unlike the standard NAEP assessment, each session uses only one booklet type. The Arts
scripts do, however, use the standard NAEP model, beginning with two cognitive blocks and
ending with two background sections.

There are eight basic cognitive blocks (four music and four visual arts). These are arranged
in different combinations to produce the different booklet and session types. The cognitive
blocks are shown in the table below:

MUSIC BLOCKS

Block Description

Michael Row | Students analyze music they hear in terms of form, instrumentation, performance flaws, and
use in daily life. They also are asked to display their knowledge of music notation.

Minuetin G Students write a critique of a solo violin performance, describe characteristic features that
define the style period during which a piece of music was written, explain how a composer
created emotional effects in a composition, and identify instruments that they hear in a piece of
music. Students will demonstrate their ability to describe features that distinguish a set of
variations within a piece and will identify the form of the composition.

Shalom Students identify the origin of a piece of non-Western music and describe one of its identifying
features. Students analyze and identify features contained in a piece of choral music. Students
identify the style of a piece of ragtime music and describe its key features; and students
compare features of three pieces of music that create similarities or differences in style.

Texture Students listen to a series of musical excerpts, which they analyze and compare in terms of
texture, form, cultural origin, notation, and performance style.

VISUAL ARTS BLOCKS

Collage Students analyze and answer questions about a Romare Bearden collage and create their own
collage expressing memories of a childhood home or another place important to them.

Mother and Students analyze six artworks on the theme of mother and child, answering questions about art
Child history and the relationship between form and meaning.

Self-Portrait Students analyze and answer questions about two self-portraits and create their own self-
portrait on a sheet of drawing paper.

Whisper Box | Students respond to questions about package design related to function and design a package
to convey an idea.
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Blocks are arranged to form the following session and booklet types:

Music Session Blocks

Book/CD # 1st Block 2nd Block
MU741-CD 1 T2MU3 - Shalom T2MU4 - Texture
MU742-CD 2 T2MU4 - Texture T2MU5a - Michael Row
MU743-CD 3 T2MU5a - Michael Row T2MU6a - Minuet in G
MU744 -CD 4 T2MU6a - Minuet in G T2MU3 - Shalom
MU745-CD 5 T2MU3 - Shalom T2MU5a - Michael Row
MU746 - CD 6 T2MU4 - Texture T2MU6a - Minuet in G
MU747-CD 7 T2MU5a - Michael Row T2MU3 - Shalom
MU748 - CD 8 T2MUGa - Minuet in G T2MU4 - Texture

Book # 1st Block and Timing 2nd Block and Timing
VAT761 T2VAS3 - Self-Portrait T2VA4 — Mother and Child
VA762 T2VA4 — Mother and Child T2VAS - Collage
VVA763/CD 1 T2VAS5 - Collage T2VAG6 — Whisper Box
VAT764/CD 1 T2VA6 — Whisper Box T2VA3 - Self-Portrait
VAT765 T2VA3 - Self-Portrait T2VA5 - Collage
VAT766/CD 1 T2VA4 — Mother and Child T2VA6 — Whisper Box
VA767 T2VA5 - Collage T2VA3 - Self-Portrait
VA768/ CD 1 T2VA6 — Whisper Box T2VA4 — Mother and Child

Accommodation Scripts

Accommodation scripts must be used to administer separate accommodation sessions.
These scripts have been developed to meet the specific needs of the students who are
being accommodated. Some sections of the scripts have been shortened or simplified, and
the timing of the sections is less stringent. There are 16 accommodation scripts (eight for
music and eight for visual arts).

The procedure for conducting separate accommodation sessions is provided in chapter 6.
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UNDERSTANDING NAEP FORMS AND MATERIALS

General Background Question-by-Question Specifications

Question-by-Question Specifications (QxQs) for the general student background sections of
the assessment are provided in the back of each session script. You must refer to them
when helping students understand the intent of a question in the general background
sections. Guidelines for using the QxQs are provided in Procedure 12 in chapter 5.

Subject-Area Background QxQs

QxQs for the subject-area background section of the assessment are also provided in the
back of each session script. You must refer to them when helping students understand the
intent of a question in the subject-area background sections. Guidelines for using the QxQs
are provided in Procedure 12 in chapter 5.

E. The Session Materials

On assessment day, your supervisor will give you the materials for each session you are
assigned to conduct in the school. The session materials you receive will depend on the
session type you are conducting. A complete list of materials for each session type is also
provided in chapter 5.
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F. 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 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. Your supervisor will provide these letters to school staff
observers and collect the signed letters just prior to the assessment.

NAEP 2008 ARTS ASSESSMENT
TEACHER OBSERVER LETTER

‘We welcome you to the NAEP assessment!

The National Assessment of Educational Progress (NAEP) is often referred to as the “Nation’s Report Card.”
NAEP monitors what American students know and can do in key subject areas at the elementary, middle, and high
school levels and provides reliable student achievement profiles to American educators and citizens. NAEP is the
only ongoing nationally representative assessment to chart trends in students’ achievement across our nation. For
more than 35 years, NAEP has been successful because of the support of teachers whose students participated in the
assessment.

‘We appreciate your assistance in NAEP!

By being present during the assessment, you will help emphasize to the students the importance of their taking their
tests seriously. You have the advantage of knowing some or all of the students and the protocols of the school. The
NAEP staff person may ask for your assistance in these areas.

While participating in NAEP, we respectfully ask your cooperation in following these important guidelines to ensure
the validity of the tests.

1. Please do not answer any questions that any of the students may ask you about his/her test.

The NAEP staff is thoroughly trained to administer the tests to students to ensure the highest level of validity of the
test results. They have a script they must read to the students verbatim to maintain the consistency of the instructions
to students across the nation. The NAEP staff has been directed not to answer any questions the students may ask
about their test questions but to encourage the students to do the best they can. In talking to a student about his/her
test, you may be inadvertently compromising the results.

2. Please do not talk to anyone during the assessment, even the NAEP staff member.

Any conversation could be disruptive to a student and may affect his/her ability to concentrate on the test.

3. Please do not look at the students’ test booklets.

The security of the test items is a very important part of NAEP. No one other than the student who is assigned a
particular booklet is to read the questions. You are welcome to look over the Sample Questions Booklet which
provides the background questions and examples of test questions asked in previous years. Our staff has signed a
security affidavit and, since you have access to the test booklets, we ask the same of you.

AFFIDAVIT OF NONDISCLOSURE

I, , do solemnly swear (or affirm) that when given access to the
subject NCES database or file, I will not —

(i) use or reveal any individually identifiable information fumished, acquired, retrieved, or assembled by me or
others, under the provisions of Sections 408 and 411 of the National Education Statistics Act of 1994 (20 U.S.C.
9001 et seq.) for any purpose other than statistical purposes specified in the NCES survey, project, or contract;

(i1) make any disclosure or publication whereby a sample unit or survey respondent could be identified or the data
furnished by or related to any particular person under this section can be identified; or

(itl) permit anyone other than the individuals authorized by the Commissioner of the National Center for Education
Statistics to examine the individual reports.

(Signature)
(Job Title)
(Date)

(The penalty for unlawful disclosure is a fine of not more than $250,000 (under 18 U.S.C. 3571) or imprisonment
for not more than five years (under 18 U.S.C. 3559), or both. The word “swear” should be stricken out whenever it
appears when a person elects to affirm the affidavit rather than to swear to it.)
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G. Accommodation Teacher Letter

NAEP has developed an Accommodation Teacher Letter that school staff who assist or
administer an accommodation session must sign. This letter provides instructions to school
staff on their role during the assessment.

Since the staff members assisting or administering the assessment sessions have access to
the assessment booklets and data, the Accommodation Teacher Letter also contains a
nondisclosure statement. Your supervisor will provide these letters to school staff and collect
the signed letters just prior to the assessment.

NAEP 2008 ARTS ASSESSMENT
ACCOMMODATION TEACHER LETTER

‘We welcome you to the NAEP assessment!

NAEP monitors what American students know and can do in key subject areas at the elementary, middle, and high
school levels and provides reliable student achievement profiles to American educators and citizens. NAEP is the
only ongoing nationally representative assessment to chart trends in students’ achievement across our nation. For
more than 35 years, NAEP has been successful because of the support of teachers whose students participated in the
assessment.

‘We appreciate your assistance in NAEP!

By conducting or assisting with the assessment, you will help emphasize to the students the importance of their
taking their test seriously. You have the advantage of knowing some or all of the students and the protocols of the

school.

While participating in NAEP, we respectfully ask your cooperation in following these important guidelines to ensure
the validity of the tests.

If conducting an accommodation session, you may:

] make minor modifications to the script to shorten or simplify the introductory statements;

[ ] encourage the student to review his/her answers upon completion of a section;

[] allow students to take a break between sections when the NAEP representative indicates they
can; or

[] answer student questions regarding the general background section of the booklet, the booklet

directions, and the recording of answers.

You may not:

] provide assistance on assessment items. (Students may seek validation on certain items; you
may not indicate verbally or nonverbally your recommendations. Instead you are encouraged
to remind them to answer the questions to the best of their ability.) Or,

[ ] allow any student to use accommodations/adaptations on the assessment that are not indicated
in his/her IEP or that are not normally used by the student during testing.

AFFIDAVIT OF NONDISCLOSURE
I , do solemnly swear (or affirm) that when given access to the

subject NCES database or file, I will not —

(1) use or reveal any individually identifiable information furnished, acquired, retrieved, or assembled by me or
others including secure assessment booklets or items, under the provisions of Sections 408 and 411 of the National
Education Statistics Act of 1994 (20 U.S.C. 9001 et seq.) for any purpose other than statistical purposes specified in
the NCES survey, project, or contract;

(ii) make any disclosure or publication whereby a sample unit or survey respondent could be identified or the data
furnished by or related to any particular person under this section can be identified; or

(iii) permit anyone other than the individuals authorized by the Commissioner of the National Center for Education
Statistics to examine the individual reports.

(Signature)
(Job Title)
(Date)

(The penalty for unlawful disclosure is a fine of not more than $250,000 (under 18 U.S.C. 3571) or imprisonment
for not more than five years (under 18 U.S.C. 3559), or both. The word “swear” should be stricken out whenever it
appears when a person elects to affirm the affidavit rather than to swear to it.)
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H. Student Appreciation Certificates

NAEP has created Student Appreciation Certificates as a way to thank each student for
his/her participation. In most schools, the supervisor will prepare these certificates for the
school coordinator to use as appointment cards. In schools that elect not to hand out these
certificates in advance, you will be responsible for distributing them at the end of the
session.

CERTIFICATE OF APPRECIATION

Thank you for participating in the
2 4 National Assessment of Educational Progress

NAEP Ol

NATIONAL ASSESSMENT Peggy G. Carr, Associate Commissioner
@ i?{g%f[‘g;‘“ National Center for Education Statistics
U.S. Department of Education

hitp://nces.ed.gov/nationsreportcard
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I Session Debriefing Form

The Session Debriefing Form has been developed to gather information about the
assessments in your assignment. By accurately completing this two-page form, you will
provide NAEP with documentation that the session was completed and a record of any
problems you may have encountered regarding the session. If problems arise during the
session, you must use this form to document exactly what happened, how it affected the
performance of students in the session, and how and by whom the situation was resolved.

This form must be completed for each original session, each separate accommodation
session, and each makeup session held in the school. Instructions for completing the form
are provided in chapter 7.

Overall, how well did this session go?
U Very well
O Satisfactory
0O Unsatisfactory
If “Unsatisfactory,” record comment:
SV inialy
SESSION DEBRIEFING FORM—Arts Assessment |
Record any UNUSUAL circumstances in this session not previously mentioned COMPLETE THIS FORM FOR EACH SESSION - REGULAR, ACCOMMODATION, AND MAKEUP.
Session Date Ragion #
School Name School 108
Persan Completing Form sV
Other NAEP St sting with Session
ol 3
Session Mumber {e.g. M10B01m V10801)
This session was: L Regular Sesson 1 Accommodsiion Session
O Makeup Reguier Session 0 Makeup Accommedation Session
SESSION SUMMARY (Be sure to provide as much delail as possible )
| ITEM _YES NO | NIA DETAILS
Record any questions that students asked during the session. Be sure to incluj Weere there any probliems selting up for this session?
number for questions about items. |
Were there any problems getling students to this
Subject Booklet ID# | Student Question | session?
Were there ary s wilh U sassion timing?
[ Were there any s with the materials [
(including the distribution and use of ancillary items)?
Were there any student refusals?
Were there any students who left the session?
Were students cooperative and orderly during the
session?
Were there any probiems with accommodations given
in this seesion?
Were there any studerds still werking when the lirer
rang?
RETURN THIS COMPLETED FORM TO YOUR FIELD MAN. Were there any problems with the location?
Were there any interruptions?
Other, specify
REACTION TO SESSION
AUDIENCE | ATTITUDE | COMMENTS/COMPLAINTS
Students O Positve O Mizedindiferent
S O Megative O Can'tsay
’ Q Fositve Q Mixedindifferant
Sehool Stefl U Megatve I Can't sy
. ; O Positive O Mixedindifferent
Other Cervers O Megative O Can'tsay
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J. Booklet Preparation and Assessment QC Records

As part of the overall quality control procedures for NAEP, your supervisor will use the
Booklet Preparation and Assessment QC Records to document student booklet preparation
and assessment day procedures completed by each AA for each school. This includes
documenting whether AAs administering and monitoring the session did so according to the
standards described in chapter 5.

This checklist serves as documentation that assessments are administered in a
standardized manner and according to NAEP procedure. The results are reported to the
National Center for Education Statistics (NCES) and the other NAEP contractors.

The rating categories for each task are defined as follows:

1. AA Met: The AA conducted all tasks associated with the procedure according to
NAEP standards, in a professional manner, with no or only very minor deviations.

2. AA Partially Met: The AA conducted some, but not all, of the tasks associated with
the procedure according to NAEP standards. Performance of tasks, while adequate,
had rough spots that need improvement.

3. AA Did Not Meet: The AA conducted few or no tasks associated with the procedure
according to NAEP standards. Whenever it is necessary for the supervisor to intervene,
a “3” rating should be assigned. Ratings of “3” must be explained in the adjacent
“Comments” column. The supervisor will describe the problem and the action taken to
correct it.

4. Did Not Observe: The supervisor will use this code when he/she was not able to
observe the AA conducting the procedure.

5. Not Conducted: The supervisor will use this code when the procedure was not
applicable or did not have to be completed for the given session.

If your supervisor has any concerns about your performance while completing any of your
responsibilities, he/she will discuss it with you one on one.
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Directions:

Record the names of each AA who is preparing the booklets and ancillary materials under
the “AA Name” column.

Record your evaluation of the AA by circling a rating of 1 through 3. The ratings are defined
as follows:

1. AA Met: The AA conducted all tasks associated with preparing the booklets and
ancillaries according to NAEP standards.

2. AA Partially Met: The AA conducted some, but not all of the tasks associated
with preparing the booklets and ancillaries according to NAEP standards.

3. AA Did Not Meet: The AA conducted few or no tasks associated with preparing
the booklets and ancillaries according to NAEP standards. Whenever it is
necessary for you to intervene, a “3” rating should be assigned. Ratings of “3”
must be explained in the adjacent “Comments” column. Describe the problem and
the action you took to correct it.

BOOKLET AND MATERIALS PREPARATION QC RECORD

AA Name | AA Task | Rating Comments

Prepared Assessment ; ﬁI\PAe:t' v Mot

i . artially Me
Bookle?s and Materials 5 AA Did Noi Moot
According to Procedure

Prepared Assessment 1. AAMet
Booklets and Materials 2. AAPartially Met

. 3. AA Did Not Meet
According to Procedure

Prepared Assessment ; ﬁI\P/Ier’Et. v Mot

i . artially Me
Bookleys and Materials 5 AA Did Noi Moat
According to Procedure

Prepared Assessment ; m“PAertt' I Mot

i . artially Me
BookIer and Materials 5 AADid Not Meet
According to Procedure

Prepared Assessment ; ﬁI\P/Ier’Et. v Mot

] . artially Me
Bookler and Materials 3 AA Did Not Meet
According to Procedure

Prepared Assessment ; ﬁI\PAe:t' v Mot

i . artially vie
Bookle?s and Materials 5 AA Did Noi Moot
According to Procedure

Prepared Assessment 1. AAMet
Booklets and Materials 2. AAPartially Met

. 3. AA Did Not Meet
According to Procedure

Prepared Assessment ; ﬁI\PAe:t' v Mot

i . artially e
Bookleys and Materials 5 AA Did Noi Moot
According to Procedure

NI ..
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ASSESSMENT DAY QC RECORD
AA Name: [ Regular Session
0 Accommedation Session

After the Session: Completing the Administration Schedule 1. AAMet
¥ Every booklet has correct Accom. Code in column P. 2. AAPartially Met
v Every student has correct Admin. Code in column Q. 3. AA Did Not Meet —»
¥ Top of Administration Schedule is accurate. 4. Not Observed
v Admin. Code 52 has been entered for all unused booklets. 5. Not Conducted
After the Session: Coding the Assessment Booklet Covers 1. AAMet
v Admin. and Accom. Codes were transferred to the booklets covers | 2. AA Partially Met

accurately. 3. AA Did Not Meet —»
¥ Accommodation ovals/extended time boxes were coded 4. Not Observed

accurately, 5. Not Conducted
¥ Student ID labels were removed.
After the Session: Preparing Student Artwork 1. AAMet
¥ Student ID fabels were removed. 2. AA Partially Met
¥ Booklet ID labels correctly affixed to artworks/portfolios/envelopes. | 3. AADid Not Meet —»
¥ Artworks placed in correct portfolios/envelopes. 4. Not Observed
¥ Portfolios/envelopes in Administration Schedule order 5. Not Conducted
After the Session: Perform Final Check of Session Box 1. AAMet

LAslaaial L ol 2 AL Partially Met

¥ Verified session box has origil

Questionnaire, and Roster of]
v Al materiais/artworks were in ASSESSMENT DAY QC RECORD
to procedure.

AA Name:

O Regular Session
O Accommodation Session

Prepared Assessment Room According to Procedure 1 AA Met
¥ Materials were ready. 2 AA Parfially Met
¥ Materials that would assist students are concealed 3 AADid No:’Meet 4
¥ “Testing in Progress” sign posted outside room 4 Not Observed
¥ School ID number visual to students. 5. Not Conducted
¥ Session-specific materials (posters/CD player) were ready. :
Assessment Administration: Introduction 1. AA Met
¥ Ensured each student is af correct location. 2' A4 Partially Met
. > : y Me
¥ Began the session on time. 3. AA Did Not Meet —
¥ Selected the correct script 4 Not Observed
¥ Played the correct CD, if necessary. 5 Not Conducted
Assessment Administration: Materials Distribution and Collection | ;  ax wet
v Distributed booklets/ancillary materials according to Session Script | 5 ap Partially Met
instructions. i
¥ Collected/distributed between cognitive blocks, if necessary i' mt%gsr:?‘tg:jeet B i
according to Session Script instructions. 5. Not Conducted

¥ Collected booklets/ancillary materials after the session according to
Session Script instructions.
Assessment Administration: Additional Materials & Cover Coding
¥ Instructed students to remove 1D labels and additional material.
¥ Instructed students to remove ID labels from ancillary materials, if
necessary.
v Checked students recorded correct school 1D number on the cover.

Assessment Administration: Reading the Script
v Read script verbatim with fluency and expression.
¥ Provided booklet directions appropriately.

AA Met

AL Partially Met

AA Did Not Meet —p
Not Observed

Not Conducted

AA Met

AL Partially Met

AA Did Mot Meat —p
Not Observed

Not Conducted

Al Met

AA Partially Met

AA Did Not Meet —p
Not Observed

Not Conducted

AA Met

AA Partially Met

Ad Did Not Meat —p

Assessment Administration: Timed Sections Appropriately

¥ Used timer according to Session Script instructions.

¥ Stopped and started CD player according to Session Script
instructions.

Assessment Administration: Ending the Session
v Collected student ID labels and threw in trash.
¥ Accounted for all NAEP materials before dismissing.

¥ Dismissed according to protocol on Assessment Information Form. Not Observed
Not Conducted

Assessment Administration: Restoring Classroom AA Met

¥ Removed posters/signs. AR Partially Met

Af Did Not Meet —m
Mot Observed

¥ Packed CD player and removed tape from floor, if necessary.
¥ Moved furniture back to original positions, if necessary

¥ Uncover any visual materials that would help students. Mot Conducted
Monitoring the Session: Answering Questions in Cognitive AA Met
Sections AA Partially Met

AA Did Not Meet —p

¥ Answered where and how to record answers. Nok Obsarvad

¥ Did not help students respond to any item.

Not Conducted
Monitoring the Session: Answering Questions in Background AA Met
Sections AA Partially Met
¥ Used guidelines in QxQs when answering questions A# Did Not Meet —»
= e ) Not Observed
Not Conducted
Monitoring the Session: Classroom Management AA Met

AA Partially Met

AA Did Not Meet —p
Not Observed

Not Conducted

¥ Verified students are working in the correct sections.
¥ Appropriately handled difficult situations.
v Moved around the room to monitor session.

MhWN= MAWDRN S RGNS MBRWR = R =S RN = W= (B
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UNDERSTANDING NAEP FORMS AND MATERIALS

K. Questionnaires and the Roster of Questionnaires

Questionnaires

There are three types of questionnaires used for the Arts assessment: School Questionnaire,
Student with Disabilities (SD) Questionnaire, and an English Language Learner (ELL)
Questionnaire. These questionnaires are used to gather information about the school and on
the students who are classified as SD and/or ELL and help determine whether they will be
assessed and if they will need an accommodation. Your supervisor will handle all activities
involving the questionnaires.

- N AEP English Language Learner

=S —— (ELL) Questionnaire —Arts

.- OF EDUCATIONAL Q992
: PROGRESS

- (( Directions For School Staff For NAEP Supervisor Use Only

ELL Confirmation Box
B @ This student confirmed ELL

@ This student confirmed no longer ELL.
2008 n at your SCHOOL #
e || TR0

P . . rege el
NAE Student with Disabilities o Student Demographic Information
(from columns € and F on Adminisration Schedule)

- 1 i Birth Date
ER— (SD) Questionnaire —Arts irhDate - Sex
OF EDUCATIONAL 0993 subject D:I D:I D
PROGRESS pspond 0~ || ||~ e Ve owee
above Student Booklet ID
Directions For School Staff For NAEP Supervisor Use Only {from cowmn N on Admimstiation Sehedule)

SD Confirmation Box
— @ This student confirmed SD Session Number _Admin Sched

@ This student confirmed no longer SD.

Please complete the questionnaireby: ___/

This questionnaire is to be completed by the person at your SCHOOL #

school most knowledgeable about how this student is D]] D
tested in the state assessment selected below.
This student will be assessed in: Student Demographic Information DO NOT USE Admin Use On Iy
(from columns E and F on Administration Schedule)
s Birth Date Sex
ODOD
Questic and 9 require you to reference the L
the student will be assessed in NAEP. Please respd

those questions based on the subject indicated ab{ .
— % 2008 School

AE P uestionnaire —Arts
- = Grade 8

(School Characteristics and Policies)

NATIONAL ASSESSMENT
OF EDUCATIONAL Q965
PROGRESS SCHOOL #

[THI0

993 - 113277 -4

Complete the questionnaire online* by going to http://www.naepq.com
Please complete the questionnaire by: /

Directions For School Staff

If preferred, use a #2 pencil to complete this hardcopy version and return it to the school coordinator.

DO NOT USE

965 — 100258 — 7
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Roster of Questionnaires
There is only one Roster of Questionnaires needed for the Arts that is used to track the SD
and/or ELL Questionnaires and the School Questionnaire information.

Your supervisor is responsible for completing the Roster of Questionnaires and collecting the
questionnaires from the school coordinators.

CCEVEPEELTLECEE PR L P LT P PR P EE TP PR LT P LT
"m e e e TN
This form must he ,( 2008
completed in No. 2 peneil. NAEP Arts Roster of Questionnaires N('II()()I.M:DII - D:D - D
r__

L (School and SIVELL Questionnalre Tracking Ferm)

Page ol
L. School Questionnalire I. School Questionnaire Returned
Questionnaire [D # 9DD'DDDDD I:]_ |:| o T e T omme | SCHOOL NAME:

Dintributed to: (Barcode 1D # on Cover) o o o CITYSTATE:
11 512 or ELL Questionnaire 1. SD or ELL Questi ire Returned
Distributed To (Stall Name) Sension § Original Student Booklet 11 # S or ELL Questionnaire [ # Yos e Not
Simdeal’s Name Line # (Colsme 5" on Admin Schedule) Warcode 1D #on SD or ELL Cover) " | Needed

99 olofo

99 ololo

o] o] o

99 ,

99 o|o

99 oo

99 |- I °

99 o o

99 o|o

99| | e To

2

99 o o

99 - [ TeoTo

99 o|lo|o
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QUALITY
CONTROL
ACTIVITIES

1.  NAEP Quality Control Checks
A. Quality Control Checks Conducted by Your Supervisor

Your supervisor will have many important responsibilities, one of which is to perform and
document quality control (QC) checks of the procedures you will be carrying out as
described in this manual.

Using the Quality Control Booklet (QCB), your supervisor will document each QC check so
that, at the end of the assessment, Westat can analyze the data for all assessment
administrators (AAs). This QC check is done to ensure each procedure is completed
according to the standards NAEP set out and is necessary for demonstrating the statistical
validity of the data collected. Your supervisor is required to complete one QCB for each
school.

B. School Visits by NCES, ETS, and Westat

Staff members from the National Center for Education Statistics (NCES), the Educational
Testing Service (ETS), and Westat will regularly conduct both scheduled and unannounced
quality control visits to schools on assessment day. The purpose of these site visits is to
ensure that the procedures before, during, and after the administration are being conducted
according to NAEP guidelines.

C. Quality Assurance Conducted by HumRRO

NCES has contracted with the Human Resources Research Organization (HumRRO) to
conduct independent quality assurance (QA) activities throughout the NAEP test cycle.
HumRRO’s QA efforts include randomly selecting schools at which to conduct site visit
observations of NAEP test administration. A large portion of HUmRRO’s QA activities
includes visits to training and assessment locations. The locations of assessment
observations are selected from a comprehensive list of all testing sites, and the selection
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QUALITY CONTROL ACTIVITIES

represents schools from across the country as well as schools of various sizes. Particular
NAEP staff members are not targeted for observation.

This QA check is an integral and necessary part of NAEP’s quality control program and is
primarily designed to obtain an overall evaluation of how well the field procedures are being
followed by all field staff.

A HUmRRO staff member will contact the supervisor (or another contact provided by
Westat) affiliated with each selected site visit location to inform him/her the site has been
selected for QA observation. At that time, he/she will discuss the details of the visit and
make arrangements to meet the team on the day of the administration.

Observation Protocol

A team of two observers conducts most HUmRRO site visits. Observation teams are
instructed to split up during the visit, to observe all session types being conducted in a given
school (e.g., regular and accommodation sessions), and to remain as unobtrusive as
possible. HUmRRO staff members may need to ask questions of NAEP staff to ascertain
whether certain activities have been performed, but should do so only when it will not disrupt
the assessment administration activities. Anytime a task is not observed being performed as
trained, HUmRRO observers are trained to provide full documentation of the specifics of the
situation (for example, any extenuating circumstances that may have prevented the task
from being performed).

Observation Checklist Items

HumRRO has designed separate rating sheets for pre-, during- and post-assessment
activities, and for both supervisor and AA duties. It is important to note that these are only
activities that NAEP staff members are expected to perform on the day of assessment. An
additional checklist addressing the secure handling of NAEP materials is also completed.
Checklists include items related to (though not limited to) the following assessment day
responsibilities:

® room preparation,

® informing AAs of school protocol,

® classroom management during testing,
® completion of paperwork, and

e general handling of materials.

Interactions Between HUMRRO and NAEP Staff Members
Based on the above checklist, it is clear that HuUmMRRO observation teams and NAEP assessment
administration teams may experience a variety of interactions, including the following:

® observation from a distance,
e personal inquiry (as to whether or not a specific task was performed), and

® “looking over the shoulder” observation.
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Observation From a Distance

The majority of assessment day activities will be easily observable by HUmRRO staff. It
should be possible for NAEP staff to work while taking little or no notice of the HUmMRRO
team. Observers generally try to find a seat in which they can observe all activities while
maintaining a comfortable distance between themselves and the assessment administration
team.

Personal Inquiry

In some instances, job tasks may be performed prior to the arrival of the HUmRRO team or
are simply not directly observable. If the opportunity arises, a HUmRRO staff member may
approach a member of the administration team to verify that a given task was performed.

“Looking Over the Shoulder” Observation

HumRRO staff members are instructed to observe detailed job tasks including the proper
completion of testing materials and paperwork. In some situations, HUmMRRO staff may
quietly walk amongst team members and view their work.

A collegial atmosphere has emerged between HUmRRO and NAEP staff during many site
visits, which has led to more frequent interchanges between members of either group. As a
result, it may seem that when HUmRRO staff members are present, they are working with
NAEP staff. It is important, however, to note that HUmMRRO staff members are not present to
advise NAEP staff on proper procedure. Some additional examples of what should not be
expected of HUmRRO observation staff include:

® preparing or assisting in the preparation and/or completion of assessment materials,
® monitoring classrooms/answering students’ questions, and

® maintaining the security of test materials.

At the end of each site visit, time permitting, HumRRO observers may ask the NAEP team
members a series of questions designed to gather information on how the efficiency and
accuracy of future administrations might be improved. Any feedback collected during this
brief interview, along with any comments made throughout the visit, may be included in the
site visit report and clearly noted as NAEP staff comments.

D. School Visits by Your Field Manager

In addition to the observations by NAEP staff, your field manager will conduct school visits
to observe each assessment team periodically throughout the assessment period. These
visits will be scheduled with your supervisor in advance. The purpose of these visits is
similar to that of the NAEP staff visits. He/she will observe each assessment team and
check that all administrative procedures conducted by the assessment team are carried out
according to proper procedure. He/she will document his/her observations in the In-Person
Quality Control Form. The field manager will also be available during these visits to answer
questions that school staff may have about NAEP and to assist the NAEP team as
necessary with assessment procedures.
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QUALITY CONTROL ACTIVITIES

E. Follow-up Telephone Calls to Schools

As a further QC check, your field manager will call a random subset of schools within
several days after the assessment date to review with the school coordinator how the
session(s) went and to obtain suggestions and comments about NAEP assessments.

2. Your Role in NAEP Quality Control

In NAEP, quality control is the responsibility of every team member. As an AA, you play an
important role in NAEP quality control. It is essential that you get in the habit of reviewing
your own work and the work of your fellow AAs. There are numerous QC checks presented
throughout this manual. You should become very familiar with each of these.
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PREPARING FOR
ASSESSMENT DAY

1. Activities to Complete Before Assessment Day

Procedure 1. Receive and Review the Assessment Schedule

Your supervisor will give you a tentative schedule of your assessments at the AA in-person
training. You should review this schedule and let your supervisor know if you have any
conflicts. After he/she has conducted the preassessment visits at the schools, you will
receive an updated schedule. Remember that your supervisor may alter the schedule at any
time due to unforeseen situations such as bad weather and makeup sessions.

Procedure 2. Practice Using Session Scripts

It is your responsibility to practice using the session scripts before you administer an
assessment session. It is important for you to be able to read the script verbatim and in a
natural manner without stumbling over or omitting words. Since there are differences
between scripts, you should also be familiar with the structure of the script that you will use
to conduct the session. Directions for using the script to conduct assessment sessions are
provided in chapter 5. You should also practice using the session script in coordination with
the appropriate session CD. It is very important that you become familiar with the CDs.

Voices of Experience

Before assessment day, use a Post-it™ note to flag the appropriate session

script for easy reference on the day of the assessment.

Procedure 3. Receive and Review the Assessment Information
Form

You will receive a completed Assessment Information Form from your supervisor for each
school in your assignment at least 1-2 weeks before the assessment. This form will provide
all of the information you need to prepare for the assessment.
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PREPARING FOR ASSESSMENT DAY

Sally Richardson 209-555-0123 FL1
NAEP 2008 ARTS ASSESSMENT
ASSESSMENT INFORMATION FORM
ASSESSMENT DATE: February 11. 2005 ARRIVAL TIME: .25 am
SCHOOL: Apex Middle Schoal SCHOOL ID #: 122-122-1

ADDRESS: __12399 Fastern Ave., Miami, Fl
SCHOOL COORD: __5am Stewart. PHONE #: 209-775-5234
PRINCIPAL: Marilyn Bernard

RSeS| ROOM | TIME AA ACCOUNODATIONS INREGULAR SESSIoN
M10801 @l A Cafeteria) &35 am| Amy None
V10601 ®/ A Library | &:35am. Rebecca None
1 R /® 105 12:20 pm  Rebecca
2 RI®  we  1230pm  Amy
R/ A
R / A
R / A
R/ A
R / A

DIRECTIONS TO THE SCHOOL: _ See attached MHPQIJPC;T map

PARKING: Use visitor parking lot to the right of the main entrance.

INSTRUCTIONS FOR MEETING THE ASSESSMENT TEAM:
Sign in at the main office, then meet the team in the library.

OTHER INFORMATION (POLICY FOR DISMISSING STUDENTS, HOW TO HANDLE LATECOMERS, ETC.):

Send students back to class after the assessment. Send latecomers and stiudents who become ill
or disruptive to the main office. Dial 403 on the claseroom phone if immediate assistance is needed.
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ACCOMMODATION SESSION INFORMATION

PaanN
GROUP #: | | SESSION CHARAGTERISTICS (circle all that apply): REA | SMG) / ONE / SCR / SSA
STUDENT INFORMATION
SESSION # LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED
M10&01 | 2 M Extended time (EXT)
M10801 | 11 M Bilingual Dictionary, Extended time (EXT), Breaks during test (BRK)
M10601 | 21 M Study Carrel, Extended time (EXT)

GROUP#: 2 SESSION CHARACTERISTICS (circle all that apply): REA /@MG)/ ONE / SCR / SSA
STUDENT INFORMATION
SESSION # LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED

M10&01| 5 M Extended time (EXT), Braille
M10&01 | 14 M Braille, Extended time (EXT)

GROUP #: SESSION CHARACTERISTICS (circle all that apply): REA / SMG / ONE / SCR / SSA
STUDENT INFORMATION
SESSION # LINE # SUBJECT | OTHER ACCOMMODATIONS REQUIRED

GROUP #: SESSION CHARACTERISTICS (circle all that apply): REA / SMG / ONE / SCR / SSA
STUDENT INFORMATION
SESSION# | LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED

GROUP #: SESSION CHARACTERISTICS (circle all that apply): REA / SMG / ONE / SCR / SSA
STUDENT INFORMATION
SESSION # LINE # SUBJECT | OTHER ACCOMMODATIONS REQUIRED
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PREPARING FOR ASSESSMENT DAY

It is important that you arrive at the school on time and meet your assessment team in the
appropriate location. Your supervisor will determine when and where the team will meet.

It is also important that you are aware of the protocols you must follow while working with
the school, including the policy for dismissing students at the end of the session and
handling students who arrive after the session has begun. You also must know how to
handle ill or persistently disruptive students. All of this information will be recorded on the
Assessment Information Form.

After reviewing the form, you should have the necessary information to get to the school on
assessment day and administer your session(s). If you have questions about any of the
information, contact your supervisor immediately.

Procedure 4. Prepare the Booklets and Ancillary Materials

On a schedule set by your supervisor, you should plan to gather at your
supervisor’s house or another convenient location (schedule and driving
distance permitting) to prepare the assessment booklets and ancillaries for
the upcoming week. Once the booklets are prepared, they must remain with
your supervisor until the day of the assessment in order to protect the
security of the assessment materials.

Meeting with your team to prepare the assessment materials for distribution is a multistep
process. Before you begin, you will need to gather the following materials from your
supervisor:

® Administration Schedule;
e the Session Box containing:
- student ID labels;
- booklet ID labels (visual arts sessions only);
- assessment booklets;
- ancillary materials; and

® accommodation booklets, if necessary.
You will then perform the steps that follow.

4A. Check the Bundles of Assessment Booklets.

Assessment booklets will be packaged in bundles. The number of booklets in a bundle is the
same for both music and visual arts. Each will have a bundle size of 11 booklets.
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Each Session Box will contain enough bundles for the number of students in the session
(listed on the Administration Schedule). A numbered Bundle Slip will be shrink-wrapped with
each bundle. The Bundle # on the slip should match the number printed in the Bundle #
box in the upper-right section of the Administration Schedule.

Each Bundle Slip will list the three-digit prefixes of the booklets contained in the bundle.
These prefixes should match the prefixes printed on the Administration Schedule.

NAEP 2008 ASSESSMENT - GRADE 8
TYPE: MUSIC — BK 741

BUNDLE # 00001

INVENTORY #: 0013508

SHALOM SHEETS 11 BOOKLETS — MU741

NAEP 2008 ASSESSMENT - GRADE 8
TYPE: MUSIC — BK 741

BUNDLE # 00002
INVENTORY #:

SHALOM SHEETS BOOKLETS — MU74

NNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNN
ompleted in No. 2 pencil.
ey R AR R R RARRY AR A A LLINTLLET
] ] 1 i rn | mnmn 1 mn [} ]
o o
S 122- AL a5 | e || —_— v
‘?K;EP o e 0500
Administratoris Name: o o
—
v lumber
ber 2008 Arts TOBE ASSESSED romiassesseo || M10801
M10801 Administration Schedule J st
P —
o o N "o "
&7R| __ Student Name = voar 3 Original Bdet D # o odatio geom | Admin. inistration Codes
" | Abate, Mark 1011 M| ol 4|folfafl1]f1]l1] 4 2 2 741 00*93 4
E LI L
* | Alto, Susan 101 M olf2|[ol[al 2l aff1] 1 2 2 41 981006 9
® | Bates, Tim 1011°m | ol[elloflafl 1] 1]f2] 2 2 2 741 005241 1
B Bostwick, Carol 101 “wmil 1] ol olfafl2f 11 4 2 2 741 000043 8
® | Bums, Kimberly 101 1"M [ 1] 1][olfall 2ff 21 ] 1 2 2 741006922 1
I itz v 2321" M| of| 9| ol[4]l 2ffs5/l1] 4 2 2 741 000841 2
" | cruz, Marisol 232" Mo 1]| | 3]l 2[| 3[f3 || 4 1 2 741 043569 2
B Davis, Tyrone oz !® M| ofls|lofl4fl 1]l2]1] 4 2 2 741 005301 1
® | Dompsey,dul 2321” M| of| 7] o[ 4]l 2[f 2 1] 4 2 2 741 210021 3 5
| Fairchild, Michael 101"M | ol o[ olfafl1]f1][1] s 2 2 741 210001 6
" | Guzman, Pedro 1ol Ml 2| o] 4ff 1]l 3]|2 | 4 1 2| 741 073201 2
| Kwon, Sang 1012 M| 1|[o][ol[all 1][4][1 ]+ 1 2 741 002407 7 K
| Lipsky, Daniel 1o mifol[el[o][a]f ][ ][+ 4 2 2| 741 000031 9 ",
* | Lundy, Christina 1ol m| ol 2] el[a]l 2]l 1]+ 2 2 2| 741 076206 0 ",
L - all] g [
Masters, Tina 252! M| 1][of[ol[afl 2 s[1] 2 2 2 741 076206 5 )

Be sure to open the bundles in the order indicated on the Administration Schedule, and
never use booklets for any session other than those booklets specified on the
Administration Schedule.
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PREPARING FOR ASSESSMENT DAY

4B. Verify the Booklet ID Number and Attach the Student ID Label.

Beginning with the first student listed on the Administration Schedule and the first booklet in
the first bundle for the session, check that the booklet ID number is the same on the booklet
and in column N of the Administration Schedule (see below).

Then, attach the salmon-colored label bearing the student’'s name and booklet ID number to
the cover of the booklet matching that ID. If the student has an “Other” (51-56) or “Excluded”
(60-69) Administration code in column Q, write that code on the removable label. If you find
you need to fix a label or create a new one, your supervisor will have blank removable labels
to use for this purpose.

As the booklets are prepared, be sure to stack them face down to keep them in
Administration Schedule order.

from Session s

R s
(Code AllThat Apply)

122-122-1 M10801  sEQH 00018
741 005241 1 ADMIN SCHED LINE# 3
Bates, Tim

NA BB

741 — 054006 - 9

N EP sEctioN — Music Book
2008 | [Mus
: A 2 s
- — Grade& 301 MU741
D - NATIONAL ASSESSMEN
- OF EDUCATIONAL
- PROGRESS
= T g smesoetselees wmSssms
- -
= - SECTION  Music Book
- . 2008 1 |mMu3
= » e MU741
- - 2
- - Ee— Grade 8 3 {DL
- - NATIONAL ASSESSMENT 4 [MUBL
- - OF EDUCATIONAL
= - PROGRESS
- -
- -
- - from Session ¥
- = - z\g
- - = N EP sectioN  Music Book
- - 2008 1 |Mu3
- - A 2 [mua
- - - = Grade 8 3 b1 MU741
- - NATIONAL ASSESSMENT 4 [MUBI
- - OF EDUCATIONAL
= = PROGRESS
- - School Information
- = scriooLs
= = HENEERIN
- -
- -
- -
- -
- -
- -
- =
- -
-
-
-
-
-

122-122-1 M10801  sEQk 00018
741 054006 9 ADMIN SCHED LINEH 2
Alto, Susan

741 -000293 - 4

122-122-1 10801  SEQH 00018
741 000293 4 ADMIN SCHED LINE# 1

pate, Mark

ST~ @ /| N\ touinseme B 10 6E AsgfsseD.
\
Abate, Mark M Of 4]l 93] tfh141(4 2 2 741 000293 4
Alto, Susan 101 “wml ol 2| o3 2] 3] 1 2 2 741 054006 9
Bates, Tim 1o1i* M| ofelloflafl 1] t]2] 2 2| 741 005241 1
Bostwick, Carol 101" Ml 1foffoflafi2ff t]1] 4 2 2 741 000043 8
Burns, Kimberly 101 Ml 1] 1 o4l 2 21 1 2 2 741006922 1 745 0432105
Coleman, April 232" M| of 9|9 }, L2 5]1] 4 2 2 741 000841, 2
2. Mari ol [/ 1/ 043,
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Student ID Labels

Because students’ names are never written directly on the assessment booklets, preprinted
removable student ID labels will be used to help you distribute booklets and ancillaries to
the correct students. An example of the information contained on a student ID label is shown

below.
School ID # Session ID #
(.Y Y
Booklet ID # 122-122—1 M10801  SEQ#00018
(from column N 7410002934  ADMIN SCHED LINE# 1 Line # from
of Admin. Schedule) Abate, Mark Admin. Schedule
4

Student Name

The first line contains the unique school ID nhumber, the specific Session Number from the
Administration Schedule, and the sequence number that is used by Pearson only. The
second line of the label lists the preassigned booklet ID number from the Administration
Schedule and the line number on which the student’s name appears on the Administration
Schedule. The student’s name appears on the last line of the label.

The labels are always printed in the same order as the list of students on the Administration
Schedule. Depending on when the student lists were developed, the labels will either be
shipped in the Session Boxes to your supervisor with the student names preprinted on them,
or your supervisor will print the labels. For the few schools that did not send student names
for sampling, you will need to write the student names on the labels by hand when you
prepare the booklets.

4C. Prepare Accommodation Booklets.

Some students may require a separate accommodation booklet in order to participate in
NAEP. If so, your supervisor will assign an accommodation booklet to the student and
record the booklet ID number in column O of the Administration Schedule. Booklet MU745
will be used as the accommodation booklet for both large print and Braille accommodations.
You will receive assigned accommodation booklets with your session materials.
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PREPARING FOR ASSESSMENT DAY

Below is a chart of accommodations allowed for the Arts assessment that require separate
accommaodation booklets along with the subject in which each accommodation is allowed.

Administration Code Accommodation Subjects Allowed

LRG Large-print booklet Music (Pearson provides)
Visual Arts (not allowed)

OTH Braille booklet Music (Pearson provides)
Visual Arts (not allowed)

NOTE: Accommodation sessions with Braille will use the following booklets:
® the Braille booklet (MU745 printed in Braille);
e the companion booklet, which the administrator will use to administer the session; and

e the accommodation booklet (MU745).

Follow the steps below for assigning an accommodation booklet:

Remove the original booklet assigned to
the student from the stack of booklets.

Record an Administration Code of 52
on the cover of the original booklet.

Record the Line and Session Numbers in the
e upper-right corner of the original booklet.

O Set the original booklet aside.

e Affix the student’s ID label to the accommodation booklet.

Substitute the accommodation booklet
for the original in the stack of booklets.

If a separate accommodation session is
scheduled to take place at the school,
set the booklets for those students aside.
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Voices of Experience

When preparing the accommodation booklets, it is a good idea to write the
three-letter accommodation codes that will be offered to the student on the
student ID label. This will help you to prepare the stacks of assessment
booklets, and, on assessment day, it will be easier to identify what
accommodations the students in the regular session need, if any. You
should only write the three-letter code though. Never use the complete
accommodation description.

Assessing Hearing and Visually-Impaired Students

NAEP does not allow signing of directions or test items or responses in sign language for
students sampled for the music assessment. Similarly, NAEP does not allow Braille
booklets, large print booklets, or the use of a Braille typewriter for students sampled for the
visual arts assessment. Typically, these students would be excluded.

However, if the school insists that these students must be assessed, your supervisor may
assign them a booklet for the other subject and have them assessed in a separate
session. For example, a student sampled for music who requires sign language to respond
can be assigned a visual arts booklet and assessed in a separate session. Conversely, a
student sampled for visual arts who requires a Braille booklet can be assigned a music
Braille (accommodation) booklet and assessed in a separate session.

These students will be assigned Accommodation Code 3 (Accommodation offered in
separate session) and Administration Code 66 (Excluded but assessed).

Accommodation Booklets

Please note that there are new procedures this year for assigning Accommodation Codes
on the Administration Schedule (column P) and completing the booklet covers for students
assessed with accommodations. More details about these procedures can be found in
chapters 6 and 7.
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PREPARING FOR ASSESSMENT DAY

4D. Check Column Q on the Administration Schedule for
Withdrawn/Ineligible/Excluded Students and Refusals.

Check the Administration Code in column Q for excluded, withdrawn, and ineligible students
and refusals. If any of the codes below have been recorded, write the code on the label and
set the booklet aside (keeping the label attached to the booklet).

Administration Codes for Withdrawn/Ineligible/Excluded Students and Refusals

Other Student Codes |
51 Withdrawn/Graduated. Student is no longer enrolled in the school or is expelled.

54 Ineligible, never attends campus. Student is listed as enrolled but is not physically attending the school
(e.g., home schooled or attending all classes off campus).
55 Ineligible, other. Student was not eligible for the assessment for any other reason (e.g., not in the grade

being assessed or foreign exchange student). Explain fully on the booklet cover how you determined the

student was ineligible.
60 SD - Cannot be assessed. Student whose IEP states he/she cannot be tested or whose cognitive
functioning is so limited that the student cannot be included in the assessment even with an accommodation.
61 SD - Required accommodation not permitted. Student cannot be included in the session due to a disability
for which a required accommodation was not permitted (e.g., reading the assessment items to a student
selected for a reading assessment).
62 ELL - Cannot be assessed. Student whose English language proficiency is so limited that he/she cannot be
included in the assessment even with an accommodation.
63 ELL - Required accommodation not permitted. Student cannot be included in the session due to limited
proficiency in the English language for which a required accommodation was not permitted (e.g., bilingual
booklet for a student selected for the reading assessment).
64 SD & ELL - Cannot be assessed. Student whose cognitive functioning and/or English language proficiency
is so limited that he/she cannot be included in the assessment even with an accommodation.
65 SD & ELL - Required accommodation not permitted. Student cannot be included in the session due to a
mental/physical disability and limited English proficiency for which required accommodation was not permitted.
67 SD - Required accommodation not available. Student cannot be included in the session due to a disability
for which a required accommodation was not available (e.g., Braille typewriter or other equipment supplied by
the school).
68 ELL - Required accommodation not available. Student cannot be included in the session due to limited
proficiency in the English language for which a required accommodation was not available (e.g., bilingual
dictionary or other equipment supplied by the school).
69 SD & ELL - Required accommodation not available. Student cannot be included in the session due to a

mental/physical disability and limited English proficiency for which required equipment was not available.
Absent Student Codes \

45 Accommodation scheduling problem. School refused accommodation session due to staffing and/or
scheduling issues.

46 Parent refusal. Parent officially notified school that he/she refused to allow student to participate in the
assessment.

47 Student refusal. Student officially notified school or NAEP staff that he/she refused to participate in the
assessment before being given an assessment booklet.

49 Session/subject refused by school. Entire session or certain subjects within a cooperating session were not
conducted due to the refusal by the state or school.
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4E. Record the Line Number and Session Number on the Booklet Cover.

In the spaces provided in the upper-right corner of each booklet cover, record the student’s
line number and Session Number from the Administration Schedule.

Do not fill in any information in the boxes labeled “Total Time for Accommodation (74-
EXT),” “Accommodations Offered in Regular or Separate Session,” and “Do Not Use” on
the cover of the booklets. This information will be completed during or after the assessment.

4F. Insert Required Ancillary Materials Inside the Booklet Cover (Music Only).

Each booklet that contains the “Shalom” cognitive block (MU741, MU744, MU745, and
MU747) requires a sheet of music to be used as an ancillary item. Turn over the stack of
booklets to be used in the session and insert the sheet music inside the front cover of each
booklet.

Repeat this step for booklets to be used in each separate accommodation session.

4G. Band Together Booklets.

After all booklets are prepared, band together the booklets for excluded, withdrawn, and
ineligible students along with booklets for refusals and original booklets for students who
received an accommodation booklet. These should be kept banded together separately but
remain at the bottom of the Session Box. It is a good idea to mark this stack of booklets with
a Post-it™ note.

Next, band together the booklets for any separate accommodation sessions and place them
in the Session Box.

Finally, band together the booklets for participating students and place them in the Session
Box with the Administration Schedule on top of the stack. Do not rubber band the
Administration Schedule with the booklets as this could tear the Administration Schedule.

4H. Conduct a Quality Control (QC) Check on the Prepared Booklets.

After you prepare your stack of booklets, your supervisor will conduct a “spot” check to
ensure the booklets are prepared according to NAEP standards. To conduct this QC check,
your supervisor will run every third or fourth booklet in the stack through a comprehensive
series of checks. If errors are found, you and your supervisor will check each booklet to
make sure that the same error has not been repeated.

After the QC check is completed, your supervisor will record the results in the Quality
Control Booklet. You will then repack the Session Box and return it to your supervisor along
with the Administration Schedule. Your supervisor will keep the session materials until the
assessment day.
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PREPARING FOR ASSESSMENT DAY

4l. Prepare the Ancillary Materials (Visual Arts Only).

To prepare the ancillary materials for visual arts sessions, you will use the table below. The
table displays each of the items you need to take from your bulk supplies, and those that will
come with the session materials for that session. It also tells you what you need to do with
each of these items to prepare the ancillaries for that session. For example, for sessions
containing the cognitive block “Collage,” you will locate each of the materials listed below
from your bulk supplies and session materials. You will then place a booklet ID label on the
upper-right corner of the Collage Portfolio flap and a student ID label right below the booklet
ID label. You will put a pair of the safety scissors in the portfolio. It is important that you
confirm that all of the necessary items have been placed in the portfolio. Then, put the
portfolios in Administration Schedule order and return the materials to the Session Box. The
rest of the materials needed for this cognitive block will already be in the portfolio. You do
not put any labels on the Paper Set #1 or Print Set #5.

The session scripts for each session type also display which items are needed for that session.

Preassessment Ancillary Materials Preparation

Visual arts Preassessment
blocks Bulk items Session items preparation
Collage 7" Safety Scissors |14”x20” Collage Portfolio containing: Step 1. Place a booklet ID
. label on Collage Portfolio in
Poster by Romare ® glue stick (1) the upper-right comer of the
Bearden, Pilisburgh) ¢ 1.k ballpoint pen (1) fla
Memories pointp P-

e 12"x 18" 80 Ib. white drawing paper (1) |Step 2. Place a student ID

"y B _pi ..« |label on Collage Portfolio
® 4’ x 5" postcard — Pittsburgh Memories below the booklet D label.

Y - ™
Set of 12 Cray-Pas™ (1) Step 3. Put safety scissors
® Set of 8 fine-tip watercolor markers' (1) |in portfolios.

Paper Set # 1 Step 4. Confirm all items
are in the portfolio.

1. 2 sheets 6”x 6" French marble

2. 1sheet 6’ 6" okawara Step 5. Put portfolios in

3. 1sheet 6"x 6” dark green paper-backed foil Administrafion Schedule_
order and return to Session

4. 1 sheet 6"x 6” black unryu paper Box.

5. 2 sheets 6 ),(,6 c?r.rugated cardboard NOTE: You should not put

6. 3 sheets 12°x 15” tissue paper labels on the Paper Set #1

7. 2 sheets 12"x 18” construction paper or Print Set #5.

Print Set # 5, Collage, a 9" x 12" envelope

containing:

® One 8%" x 11" print of Pittsburgh
Memories

o Credit Page - Visual Arts

! Colors include: brown, orange, black, yellow, blue, green, red, and violet (purple).
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Visual arts Preassessment

blocks Bulk items Session items preparation
Mother and | None Print Set # 3, a 9" x 12" envelope containing: There is no preassessment
Child preparation needed.

Joan Mir6. Series I. The Family
Nigerian. Figures of Woman and Child NOTE: You should not put
Raphael. The Small Cowper Madonna labels on Print Set #3.

Byzantine. Madonna and Child on a Curved
Throne

William Sergeant Kendall. Beatrice
6. A. (Detail of Mir6 and Raphael hands)
7. Credit Page - Visual Art

o=

o

Self- Portrait| 9x 12" safety Portfolio # 5, 14’x20" portfolio containing: Step 1. Place a booklet ID label
mirrors on Portfolio #5 in the upper-right
® Print Set # 6, Self-Portrait, a 9" x 12 corer of the flap.
envelope containing: Step 2. Place a student ID
1. Print A — Self-Portrait with a Pencil, K.| label on Portfolio #5 below the
Kollwitz booklet ID label.
2. Print B - Self-Portrait, E. Schiele Step 3. Put in one safety mirror.
3. Credit Page - Visual Art Step 4. Confirm all items are in
the portfolio.
® Setof 12 Cray-Pas™ (1)

Step 5. Put portfolios in
® 12"x 18" 60 Ib. drawing paper (1) Administration Schedule order
o Wash-n-Dries™ (2) and return to Session Box.

NOTE: You should not put labels

on Print Set #6.
Whisper CD player/ Step 1. Fold white paper to form
Box P cD {)/ AyCD #1 ® Return Envelope 3 bOx.
® 6" x6" x 6" Smooth White Box Step 2. Return to Session Box.
Step 3. Place a booklet ID label
® Set of 12 broad-tip Crayola Markers' on the Return Envelope in the
(distributed on assessment day). upper-right comer.

Step 4. Place a booklet ID label
on the Return Envelope below
the booklet ID label.

Step 5. Place a booklet ID label
on the underside of the box lid.

Step 6. Place a student ID label
on the top of the box lid.

NOTE: If boxes are prepared
before assessment day, be
careful to not crush them in
transit.

! Colors include: blue lagoon, blue, violet (purple), yellow, red, black, dolphin gray, green, light green,
flamingo pink, sandy tan, and brown.
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PREPARING FOR ASSESSMENT DAY

Before your supervisor conducts this check, you should do an initial QC
check by switching your stack of booklets with the stack of another AA.

Procedure 5. Gather Materials to Bring to the School on
Assessment Day

Before leaving home for the school on assessment day, or the night before the assessment,
gather together all of the materials you will need to bring with you. For each assessment,
you will need the items listed below:

e your NAEP identification (ID) Badge and a photo ID,
o the Assessment Information Form for the school, and

e this manual and the session scripts.

Upon arriving at the school, your supervisor will give you the assessment booklets and the
other session materials you will need on assessment day.

Procedure 6. Review Guidelines for Professional Dress

Professional behavior and dress are required any time you are working in a school.
Clothing is one of the most important elements in effectively taking charge of a classroom
and establishing authority.

NAEP recommends the following proper classroom attire:

For women:

® dress pants or skirt,
® Dblouse or sweater,
e tailored dress, or

® business suit.

For men:

® g collared shirt,

® dress pants,

® sports jacket and tie, or

® suit and tie.
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For women, low-heeled, comfortable shoes are preferred. Both men and women need to
make sure that you maintain the heels on your shoes to avoid making excess noise as you
walk around the room. While monitoring a session, experienced NAEP staff will walk slightly
on their tip-toes to minimize the amount of noise and to remain as inconspicuous as
possible.

Voices of Experience

The colors that have proven themselves best for establishing authority are
navy blue, maroon, rust, gray, and black. You want to have a conservative
appearance. Clothing need not be elaborate or expensive, but should be
neat, business-like, and appropriate.
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PREPARING FOR AND
ADMINISTERING
ASSESSMENT SESSIONS

1. Activities to Complete Before the Assessment

Procedure 7. Report to the School on the Day of the Assessment

On the day of your assignment, you should plan to arrive at the school at least 1 hour before
the first session is scheduled. Your arrival time will be noted on the Assessment Information
Form and should be confirmed with your supervisor before the assessment day. The
amount of time you will need depends on the size of the assessment, whether or not the
assessment booklets and ancillary materials have been prepared in advance, and the
school’s schedule.

If you live near other assessment administrators (AAs) on your team or your supervisor, you
are encouraged to carpool to and from your assigned schools.

Wear Your NAEP ID Badge.

You should be wearing your NAEP ID Badge when you arrive at the school to help establish your
authority with both school staff and students. When arriving at the school, you must first check in at
the school office, identify yourself, and explain why you are there. Have a photo ID with you in case
one is required by the school. In many cases, your supervisor will request that the entire team meet
at a designated place and then enter the school together.

NAEP Representative

National Assessment of Educational Progress
1-800-283-6237
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PREPARING FOR AND ADMINISTERING ASSESSMENT SESSIONS

Procedure 8. Go to the Location Where the Assessment Team Will
Work

Your supervisor will arrange a place for the team of AAs to meet until it is time to go to your
session location.

Procedure 9. Receive the Session Materials

Your supervisor will provide you with all of the necessary materials for the session(s) you
are scheduled to conduct. These materials include the following:

Materials for Each Session

Session Box
® Prepared assessment booklets

® Prepared visual arts ancillary materials, if necessary
® “Testing in Progress—Do Not Disturb” sign
® Pencil kits

o NAEP pencils
Other
® Assessment Information Form

® Romare Bearden Poster, if needed

® Timer

® Extrano. 2 pencils

e FExtra pencil kits

® QOriginal Administration Schedule

® |ist of sampled students in other sessions, if necessary
e Student Appreciation Certificates, if necessary

® Session Debriefing Form

® CD player with session specific CD, if necessary

® Extension cord/adapter, if necessary

® Extra ancillary materials, if necessary

® Extra Teacher Observer Letters

Perform QC Check of Assessment Booklets

If your session’s assessment booklets and ancillary materials were prepared
in advance by an AA other than yourself, it is a good idea to quickly check
the booklets and materials to make sure they were prepared properly and
are in Administration Schedule order.
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Before sessions begin, you should also review the following information on your
Assessment Information Form:

how the students were notified of the assessment (Student Appreciation Certificate or

other means),

how the school wants students returned to their classes at the end of the session, and

how to call the principal’s office from the assessment location in an emergency.

Procedure 10. Prepare the Room

To properly prepare for the assessment, you must complete the tasks

described in this section.

After you have finished preparing your room, your supervisor will conduct
a QC check to ensure it has been prepared according to NAEP standards.
Once this QC check is completed, he/she will record the results on the
Assessment QC Record in the QCB.

10A. Set Out the Supplies You Will Need for the Session.

There are two groups of materials you should have ready for the session, as shown in the
chart below.

Materials Out for Easy Access Materials Ready for Distribution

AA Manual
Session Scripts turned to the appropriate session
Administration Schedule

List of students in other sessions (if more than
one session in the school)

Timer

“Test in Progress—Do Not Disturb” sign
Romare Bearden Poster, if needed
CD player set up with the correct CD
Session Debriefing Form

Assessment Information Form

Extra Teacher Observer Letters

Sharpened No. 2 pencils
Student Appreciation Certificates (if applicable)
Assessment booklets (Music only)

Reminder: visual arts assessment booklets,
pencil kits, and ancillary materials will be placed
on the students’ desks before the assessment.
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PREPARING FOR AND ADMINISTERING ASSESSMENT SESSIONS

Voices of Experience:

Organize your NAEP materials in the assessment room as best you can
without disturbing the items on the teacher’s desk or other table you are
using. Never go through a classroom desk looking for or taking supplies
you might need. Always bring with you to the assessment location all of the
supplies that you might need, such as tape, Post-it™ notes, and rubber
bands.

10B. Erase or Conceal Visual Materials.

If you have permission from the school, you should erase the chalkboards and, if
necessary, conceal any school materials that would assist the students (e.g., scales or
music notations in a music session). Your supervisor will inform you whether you have
permission to erase the chalkboards.

10C. Post the “Testing in Progress—Do Not Disturb” Sign Outside the Room.

This sign is in the Session Box and should be posted outside the room. If the sign is not
posted prominently, disruptions to the testing could happen. If there is more than one door
into the testing location, post a sign at each doorway.

Testing in Progress

Please Do Not
Disturb

10D. Post the Romare Bearden Poster, If Needed.

This poster is used in all visual arts sessions that have the “Collage” cognitive block (VA762,
VA763, VA765, VA767). It should be hung so it is clearly visible to all students.

10E. Write the School ID Number on the Board.

Write the school ID number from the Administration Schedule on the chalkboard at the front
of the room.

The script will instruct students to record this number on their booklet covers.
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School #: 122-122-1 Grade: 8
School Name: i
N A l I Administrator's Name:
\

N

SCHool W # . 122-122-1

msic Book
e MU741

School Information
SCHOOL #

10F. Set Up the CD Player and Test Volume.

All music sessions and visual arts sessions with the “Whisper Box” cognitive block use a
CD. There is only one CD per session and it is used for both cognitive blocks. Be sure to
insert the correct CD for the session type.

Set up the CD player and speakers so that all students can clearly hear the sound. Test the
sound level and settings before the session begins. See Appendix B for directions on setting
up and using the CD player.

If you need to use an extension cord, be sure that it is taped down to avoid someone
tripping on it.

10G. Distribute Assessment Booklets and Ancillary Materials (Visual Arts Only).

For all visual arts sessions, you will need to place the cognitive block 1 ancillary materials on
each student’s desk before the assessment begins. You will also place the students’
assessment booklet and a pencil kit at each desk. Each session script provides instructions
on how to distribute the booklets and ancillary materials.
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PREPARING FOR AND ADMINISTERING ASSESSMENT SESSIONS

2. Activities to Complete During the Assessment

Procedure 11. Administer the Session

To administer the session, perform the following:

11A. Ensure That Each Student Is at the Correct Location.

As the session is beginning, verify students are in the correct location. Use the student lists
provided by your supervisor to determine in which session, if any, the student belongs.

Although it will be unusual to have large sessions, AAs should stand in strategic locations:
one or two at the door to direct students, and one or two inside the assessment location to
monitor students as they wait for the assessment to begin.

11B. Begin the Session on Time.

You should make every effort to begin the session on time. If two or more students listed on
the Administration Schedule have not arrived after you have taken attendance, wait a few
minutes before beginning the session. While you are waiting, you may informally ask those
present if the missing students are absent from school that day. If your supervisor or a
school staff member is present, discuss the possibility of finding the missing students.
Proceed with the assessment if it is determined that missing students are, in fact, absent or
after 5 minutes have passed. Do not, under any circumstances, allow another student to
substitute for a sampled student who is absent from the session.

11C. Use the Correct Session Script/Session CD to Conduct the Session.

After all students have been seated, you must conduct the assessment by reciting the
appropriate session script verbatim. This is critical because there are differences between
scripts in wording, procedures, and required materials. Also, all music sessions and visual
arts sessions with the “Whisper Box” cognitive block (VA763, VA764, VA766, and VA768)
pace part of the session using a CD narration. It is critical that you have inserted the correct
CD.

11D. Read the Session Script Verbatim.

The script begins by introducing you and NAEP and gives an overview of the session. The
script also directs the use of materials and the use of the CD player. It is important to read
the script with fluency and expression. Fluency means you have practiced the script ahead
of time and are familiar with its syntax. Expression means that you can read the script
naturally and comfortably, so students easily understand it.
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Reading the script verbatim ensures standardized administration of the assessment across
the nation. It also preserves trends across time.

11E. Distribute Booklets/Materials.

Music Sessions

After you read the script introduction, the script instructs you to distribute the booklets and
pencils. You will call the students to the front of the room in Administration Schedule order to
receive their booklet and a pencil. Remember, the only ancillary used in music sessions is
the sheet music used in “Shalom.” This is inserted into the front of each booklet ahead of
time by you. Therefore, there are no extra materials needed to hand out to students in music
sessions. This method should be used for music sessions only. Visual arts session require a
different booklet and materials distribution method.

Visual Arts Sessions

For visual arts sessions, you will place the assessment booklet, the pencil kit, and the
materials for the first cognitive block on each student’s desk prior to the students’ arrival.
You should arrange the booklets in a logical (alphabetical manner) order to minimize
confusion as students locate their materials. You will have alpha table tents available to
place on the tables as an indicator to students. As the students arrive, you should direct the
students to find their labeled booklet and materials and take a seat.

Once it looks like all students have arrived, one AA should begin reading the script, while
the monitoring AAs (if available) walk around the room collecting the booklets and materials
at empty seats. These booklets and materials for absent students should then be placed in
Administration Schedule order in case a student arrives in time to participate. The booklets
should then be counted along with the students present for the assessment to make sure all
booklets are accounted for.

When it is clear that no other students will be admitted, record an “A” for absent in column A
of the Administration Schedule for each unused booklet collected and place the
corresponding booklets and materials in the Session Box(es) for security.

How Are Latecomers Handled?
Standard NAEP procedures address two different “latecomer” scenarios:

1. If a student arrives during booklet distribution, ask the student to wait at the front of
the room while you finish distributing booklets. Then, check in the late student; give
each his/her assigned booklet, pencil/pencil kit, and other required assessment
materials; and direct the student where to be seated.

2. If a student arrives after the AA or the students have begun reading booklet directions,
instruct the student to return to his/her classroom or to the office according to school
preference. No student may be admitted once booklet directions are being read.
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PREPARING FOR AND ADMINISTERING ASSESSMENT SESSIONS

11F. Instruct Students to Remove the Student ID Label From the Cover of
Their Booklets and Ancillary Holders, If Necessary.

After all students have received a booklet and, for some of the visual arts sessions, ancillary
materials, the session script instructs you to tell the students to remove the salmon-colored
student ID labels (with their printed names) from the cover of the booklets and the ancillary
holders/Whisper Box (if necessary), and place them on the corner of their desks. This will
assist you in monitoring the session because you will be able to ascertain the student’s
name simply by glancing at the label on the desk.

This procedure is also critical for protecting the confidentiality of students because the
names of students must never leave the school on the booklets. At the end of the session,
you will collect and destroy these labels before dismissing students.

11G. Verify That Students Have Properly Recorded the School ID Number on
Their Booklet Covers.

The session script instructs students to enter the school ID number you wrote on the board
prior to the start of the assessment.

Verify that students have properly recorded the school ID humber on their booklet covers by
walking around the classroom and conducting a spot check of students’ booklets.

11H. Read the Booklet Directions Aloud.

The instructions for using the assessment booklets are presented on the first two pages of
each booklet and are reprinted in the script. The scripts instruct you to read these directions
aloud in all music and visual arts sessions.

111. Time Sections Appropriately.

Each assessment booklet contains two blocks of cognitive questions and two blocks of
background questions for students to answer.

Background and cognitive sections are timed while students work independently. The
session scripts provide instructions for the timing of each section. For CD-paced sessions,
the narrator will inform the students of the section timing and instruct the AA when to start
and stop the CD and when to set the timer. It is particularly critical to follow the script and
CD timings since cognitive blocks vary in length. The chart below summarizes the timing for
each session type.
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MUSIC SESSIONS

Student Subject-Area Estimated
Booklet Background Background | Total Session
Type Cognitive Section1 | Cognitive Section 2 Section 3 Section 4 Time
MU741 Shalom - 30 min. Texture — 28 min. 2 min. Directions + 10 min. 90 min.
5 min. Completion
MU742 Texture — 28 min. Michael Row — 30 min. | 2 min. Directions + 10 min. 90 min.
5 min. Completion
MU743 Michael Row — Minuet in G- 33 min. | 2 min. Directions + 10 min. 95 min.
30 min. 5 min. Completion
MU744 Minuetin G =33 min. | Shalom - 30 min. 2 min. Directions + 10 min. 95 min.
5 min. Completion
MU745 Shalom - 30 min. Michael Row — 30 min. | 2 min. Directions + 10 min. 90 min.
5 min. Completion
MU746 Texture — 28 min. Minuetin G—33 min. | 2 min. Directions + 10 min. 90 min.
5 min. Completion
MU747 Michael Row - Shalom - 30 min. 2 min. Directions + 10 min. 90 min.
30 min. 5 min. Completion
MU748 Minuetin G—33 min. | Texture — 28 min. 2 min. Directions + 10 min. 90 min.

5 min. Completion
VISUAL ARTS _

Student Subject-Area Estimated
Booklet Background Background | Total Session
Type Cognitive Section1 | Cognitive Section 2 Section 3 Section 4 Time

VAT61 Self-Portrait — 40 min. | Mother and Child - 2 min. Directions + 10 min. 115 min.
35 min. 5 min. Completion

VAT762 Mother and Child - Collage - 60 min. 2 min. Directions + 10 min. 135 min.
35 min. 5 min. Completion

VAT763 Collage - 60 min. Whisper Box — 44 min. | 2 min. Directions + 10 min. 145 min.
5 min. Completion

VAT764 Whisper Box — 44 min. | Self-Portrait — 40 min. | 2 min. Directions + 10 min. 125 min.
5 min. Completion

VAT765 Self-Portrait — 40 min. | Collage — 60 min. 2 min. Directions + 10 min. 140 min.
5 min. Completion

VAT766 Mother and Child - Whisper Box — 44 min. | 2 min. Directions + 10 min. 120 min.
35 min. 5 min. Completion

VA767 Collage - 60 min. Self-Portrait — 40 min. | 2 min. Directions + 10 min. 140 min.
5 min. Completion

VAT768 Whisper Box — 44 min. | Mother and Child - 2 min. Directions + 10 min. 140 min.

35 min. 5 min. Completion

At the request of the school, you may allow students to take a stretch break between
sections of the booklets. Students should not be allowed to leave the assessment location
during the break. The time you allow for a break will vary by school. Your supervisor will
provide you with any special procedures that should be followed as instructed by the school.

You are encouraged to practice using the timers before your first test administration so that you
are familiar with how they work. Follow the instructions on the next page for using the timers.

You are also encouraged to practice using the CD player. Instructions for using the CD player
can be found in Appendix B.
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—_—

NAEP Timer Instructions (TYPE A)
(Read all four steps before you begin.)

Press the “HOUR/CLEAR” and/or “MIN” button to set the length of time to be calculated. (Note:
there are no “seconds” displayed on this timer.)

Once the appropriate amount of time is set and you are ready to start the timer, press the
“START/STOP” button. The colon (:) between the hour and minutes will start flashing as a sign
the timer is working.

The timer will sound an alarm when the time has expired. Press the “ALARM STOP” button to
silence the alarm.

If you initially enter an incorrect amount of time to calculate, you will need to start the timer using
the “START/STOP” button and then immediately press the “START/STOP” button again when
the colon starts to flash. Press the “HOUR/CLEAR” button to reset the amount of time to 0:00 and
then start over with step 1 above.

€lectronic-timer

HOUR/CLEAR M START/STOP

ALARM STOP

——

NAEP Timer Instructions (TYPE B)
(Read all five steps before you begin.)

Set to “TIMER” using the button on the left of the timer.

Press the “HOUR” and/or “MIN” button to set the length of time to be calculated.

Once the appropriate amount of time is set and you are ready to start the timer, press the
“START/STOP” button. The colon (:) between the hour and minutes will start flashing as a sign
the timer is working.

The timer will sound an alarm when the time has expired. Press the “START/STOP” button to
silence the alarm.

If you initially enter an incorrect amount of time to calculate, press and hold the
‘RECALL/RESET” button to reset the amount of time to 0:00 and then start over with step 2
above.

M

TIME SET

—
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11J. Collect Block 1 Materials and Distribute Block 2 Materials (Visual Arts Only).

Visual arts sessions require you to collect and distribute ancillary materials between
cognitive blocks 1 and 2. On the next page is a table explaining how to do this, along with
the timing that goes along with each section. For example, for sessions using the VA1
booklet, you will distribute Portfolio #5, “Self-Portrait,” the assessment booklet, and a pencil
kit before the session. Between cognitive blocks 1 and 2, you will call the students to the
front of the room in Administration Schedule order; collect Portfolio #5 with the students’
self-portrait from block 1, and distribute Print Set #3, “Mother and Child,” for block 2. It
should take approximately 5 minutes to collect and distribute these materials.

NOTE: For sections with the Whisper Box, you will distribute the box as directed by the CD.
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ARTS ASSESSMENT MATERIALS DISTRIBUTION AND SESSION TIMING CHART
A . . Cognitive | Between Sections | Cognitive | Between Sections| Background | Background I Estimated
Session Before Session | Introduction Section 1 182 Section 2 283 Section 3 Section 4 Dismissal Total Time
VA1 Portfolio #5, Self:
Sel-Portrait/Mother&Child i@ ), SEl= i
Distribute Portrait na na [P S na na na na NAEP Pencil
S Mother&Child
Booklet/Pencil Kit
Timin na 10 40 5 35 3 7 10 5 115
VA2 Print Set #3,
Mother&Child/Collage Distribute Mother&Child na na Porfolio #2, Collage na na na na NAEP Pencil
Booklet/Pencil Kit
Timin na 10 35 5 60 5 7 10 5 135
VA3
Collage/Whisper Box . . Portfolio #2, Collage . )
Distribute Booklet/Pencil Kit na na na Whisper Box na na na NAEP Pencil
Timin na 10 60 5 44 5 7 10 5 145
VA4 -
Whisper Box/Self-Portrait  pjgtribute Booklet/Pencil Kit na Whisper Box Portfc';l::c: rt?a?i’t Sl na na na na NAEP Pencil
Timin na 10 44 5 40 5 7 10 5 125
VAS Portfolio #5, Self-
Self-Portrait/Collage Distribute Portrait na na Portfolio #2, Collage na na na na NAEP Pencil
Booklet/Pencil Kit
Timin na 5 5
VA6 . .
Mother&Child/Whisper Box . Print Set #3, Whisper Box,
Distribute Mother&Child na na na Return na na na NAEP Pencil
Booklet/Pencil Kit Envelope
Timin na 10 35 3 44 5 7 10 5 120
VA7 Portfolio #2, Coll Portfolio #5, Self-
Collage/Self-Portrait ety ortiolio #2, Collage ortrolio #9, Self- '
Distribute g,y ct/penci Kit pe L] Portrait U] b2 £2 £2 DA e
Timin na 10 60 5 40 5 7 10 5 140
VA8
Whisper Box/Mother&Child i
Distribute Booklet/Pencil Kit na Whisper Box I\llzl'gmefzéﬁa na na na na NAEP Pencil
‘ Timing ‘ na 10 44 5 35 5 7 10 5 120
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11K. Collect Student ID Labels.

While the students are working in the last section of their booklets, the session script
instructs you to walk through the room and remove the student ID labels from the corner of
every student’s desk. After the labels are collected, tear them up and throw them in the
trash. Remember, names of NAEP participants must never leave the school on the
booklets or any other NAEP documents.

11L. Collect NAEP Materials at the End of the Assessment.

Music Sessions

At the end of the session, the session script instructs you to collect all materials (except
pencils), distribute Student Appreciation Certificates (if necessary), and dismiss the students
according to the school’s preference. Students may keep the pencils. You will instruct the
students to visit the NAEP website printed on the pencil for more information about NAEP.

To collect assessment materials, you will call the students to the front of the room in
Administration Schedule order and collect the assessment booklets. For sessions with
“Shalom,” students will have been instructed to place the sheet music back inside the front
cover of the booklet before returning it to you at the end of the session. Remember to
remove the sheet music from the booklets before returning to Pearson.

Visual Arts Sessions

At the end of the session, the session script instructs you to collect all materials (except the
pencil kits), distribute Student Appreciation Certificates (if necessary), distribute the NAEP
pencil, and dismiss the students according to the school’s preference. Students may keep
the pencil kits and NAEP pencil. You will instruct the students to visit the NAEP website
printed on the pencil for more information about NAEP.

To collect the assessment materials for booklets VA761, VA762, VA764, VA765, VA767,
and VA768, you will call the students to the front of the room in Administration Schedule
order. At this time, you will collect the cognitive block 2 materials and the assessment
booklets.

To collect the assessment materials for booklets VA763 and VA766 (block 2 is the Whisper
Box assessment), you will instruct the students to leave their Whisper Box on top of their
booklet and then dismiss them according to school policy. You will need to ensure that
students do not leave with the booklet or the Whisper Box. After the students have gone,
you will follow the script instructions for labeling and packing the Whisper Box.

If you are conducting the session in a large space, such as a cafeteria or auditorium, an AA
should stand at each exit during booklet collection to ensure that no student leaves the area
with a booklet or ancillary item.
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PREPARING FOR AND ADMINISTERING ASSESSMENT SESSIONS

11M. Account for All NAEP Materials Before Dismissing Students.

It is critical that NAEP materials are accounted for before dismissing students from the
assessment session. You must account for each and every assessment booklet, whether
completed or blank, as well as used and unused ancillary materials.

After collecting NAEP materials, count the number of used booklets to ensure the number
matches the number of students present at the session. You should also count the blank
booklets and unused ancillary materials to ensure the number you had before the session is
consistent with the number after the session.

You must follow the same procedures for the ancillary materials used by the students to
create their artwork. You must ensure that each item that was distributed to the student has
been turned back in to you. Chapter 7 provides more detail on what to do with the used and
unused ancillary materials.

If you find any NAEP booklets (including blank ones) or ancillary items (used or unused) are
missing, students are not to be dismissed until the missing booklet/material has been found.

11N. Dismiss Students According to School Protocol.

Dismiss students at the conclusion of the assessment session in the manner described on
the Assessment Information Form. In order to maintain a good rapport with the school, it is
important you follow school protocol.

Procedure 12. Monitor the Session

During the session, it is your responsibility to ensure that students are
working in the correct booklet section. This is done by quietly walking up and
down the aisles during the session. Strategies magazine describes effective
methods for monitoring the session and managing the classroom.

You will perform many of the checks described in this chapter on a continual basis throughout
the assessment. You must also follow the standard NAEP procedures for responding to
students’ concerns or questions and handling special situations that may arise.

Voices of Experience

It is a good idea to walk around the room with a handful of sharpened
pencils ready to hand out when students request them in music sessions
only.
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Voices of Experience

Walk around with the Session Debriefing Form inside your script. You will
need to record information regarding students’ questions about specific
items in the table on the back of the form. To make this an easy process, jot
down the Session Number and line number of the student and a word or
short phrase when a student asks a question. Go back after the session
and record more detail. Noting the Session Number and line number of the
student is important in identifying the booklet number. NAEP uses this
information to find questions that are commonly misunderstood or
confusing to students.

It is also helpful to walk around with the Assessment Information Form
inside your script. This way, it is easy to review which students get
accommodations and what accommodations they get when students begin
raising their hands.

12A. Answer Students’ Questions About How to Record Answers.
You may, and should, clarify students’ questions about how or where to record answers.

12B. Answer Students’ Questions During Cognitive Block (Subject-Area)
Sections of the Assessment.

Under no circumstance are you allowed to help students respond to any item in a cognitive
section. You may not provide any specific information, answers, or instructions about any
question, or assistance in reading or spelling.

Instead, you should reply with this scripted response:

“m sorry. | cannot answer any questions. Please reread the question and do the best
you can.”

However, you may read and provide clarification of directions to a student.

You also should not answer questions about how to use the various ancillary items.
However, you may demonstrate how to expose more charcoal on the charcoal pencil and
how to use the glue stick.

The NAEP procedure for responding to student questions during the cognitive block is
different than the NAEP procedure for responding to student questions during the general
background section, which is described below.
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PREPARING FOR AND ADMINISTERING ASSESSMENT SESSIONS

12C. Answer Students’ Questions During the Core Background Section.

You must respond to students’ questions during the core background section by referring to
the Question-by-Question Specifications (QxQs) found in the back of each session script.

Questions asked by students during the core background section should be answered
individually. If a student has a question, you should walk to the student’s desk and respond
quietly to the question.

If several students have the same question, you may advise all students in the session of
the question and answer.

Also, it is NAEP procedure that the student may skip any background question he/she does
not feel comfortable answering. You should advise students of this if they ask.

12D. Answer Students’ Questions During the Subject-Area Background
Section.

You must respond to students’ questions during the subject-area background section by
referring to the QxQs found in the back of the session scripts.

As with the questions asked by students during the general background section, they should
be answered individually. If a student has a question, you should walk to the student’s desk
and respond quietly to the question.

12E. Ensure That Students Who Have Finished Sections Early Have Not Gone
Back to Previous Sections or Worked Ahead in the Booklets.

Redirect students who appear to be working in the wrong section of a booklet. If students
finish a section early, they may not go back to previous sections or work ahead.

If a student is working in the wrong section of the booklet, a gentle reminder of the correct
section will suffice as an effective prompt (e.g., “You should be working in Section 2
now.”). Then, you should continue to stand near the student until you see that he/she is
working on the correct section.

A student who completes a section of the booklet before time is called should be
encouraged to review his/her work in that section only. The student should not be allowed to
work ahead in the NAEP booklet, review previously completed sections of the NAEP
booklet, read other material, or work on his/her homework or another non-NAEP activity.
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12F. Handle Difficult Situations Pertaining to Students’ Behaviors or
Attitudes.

Occasionally during the course of administering an assessment, you may encounter a
difficult situation with student behavior or attitude. It is important that you respond
appropriately to each situation. Strategies magazine provides important classroom
management techniques to help you avoid many of these situations. It also provides
guidelines for handling difficult situations when they do arise.

The table below outlines the procedures for coding these situations.

Behavior LCoding

Behavior becomes o |f student does not remain in the session, write “Disruptive behavior” on the booklet
disruptive and out of cover.
control

® Use Administration Code 12.

R9|U0t?f‘t orrefuses | e If the student continues to refuse, collect the booklet and materials and dismiss him/her
to participate according to the school’s instructions.

e Write “Student refused to work” on the booklet cover.

® Use Administration Code 12.

Emotionally upset e |f student does not remain in the session, write “Emotionally upset” on the booklet
cover.

® Use Administration Code 12.

Asks to leave the e If a student leaves and returns for any reason, record on the booklet cover the time and
session section number when the student left and the time and section number when the student
returned.

e |f a student cannot complete the session, collect the booklet and other materials.
® \\rite the reason the student left the session on the booklet cover.

® Use Administration Code 12.

Becomes ill e If student does not remain in the session, write “Student became ill” on the booklet
cover.

® Use Administration Code 12.
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12G. Handle Other Unexpected Situations That May Arise.

PREPARING FOR AND ADMINISTERING ASSESSMENT SESSIONS

Listed below are three special situations that may arise while you are administering a
session. Procedures for handling and coding each situation are included.

Situation Guidelines
Stud_ent e |f a student discovers a defective booklet after beginningto | ® Record the booklet ID number of
received work, replace the booklet with another booklet of the same the defective booklet on the front
defective version number, if possible. cover of the replacement booklet.
assessment
materials If a booklet of the same version number is not available, Record the booklet ID number of
have the student skip the defective portion and continue the replacement booklet on the
working on the remaining portions of the booklet. cover of the defective booklet.
In the event an ancillary material is found to be defective, Write “Defective booklet” on the
replace it with another (of the same material), if possible. defective booklet cover.
Use Administration Code 14.
School fire Your first priority is the safety and evacuation of the Write a brief note explaining the
alarm students and yourselves from the building. If your fire drill and place it at the top of
supervisor has informed you that this is a drill and not an the Session Box.
emergency, follow these guidelines: If you cannot continue the
- stop the timer; session, use Administration
- collect all of the assessment booklets from the Code 13.
students; If the session resumes, use
- take the booklets and the timer with you when you exit Administration Code 12.
the school;
- when you are safely outside the school, check the
timer and note the time remaining in the session; and
- when the students return, redistribute the booklets and
adjust the timing of the assessment to account for the
time the students were gone.
School Your first priority is the safety of the students and Write a brief note explaining the
lockdown

yourselves.

Generally, a school staff member will advise you of the
school protocol in this situation.

Be sure to first follow school instructions. Then, if
necessary, stop the timer and collect all the assessment
booklets from the students.

When a school staff member has indicated it is okay to
proceed with the assessment, redistribute the booklets and
adjust the timing of the assessment to account for the lost
time.

lockdown and place it at the top
of the Session Box.

If you cannot continue the
session, use Administration
Code 13.

If the session resumes, use
Administration Code 12.

ASSESSMENT ADMINISTRATOR MANUAL — ARTS




ADMINISTERING
ACCOMMODATION
SESSIONS

Procedure 13. Understand Accommodations Most Frequently
Provided by NAEP

NAEP provides accommodations for students identified as students with a disability (SD)
and English language learner (ELL) whose Individualized Educational Programs (IEPs)
specify them. For ELL students who do not have an IEP, knowledgeable school staff, such
as IEP or 504 teams, school psychologists, and teachers, will make decisions about
accommodations.

Not all SD or ELL students will require test accommodations. Decisions about
accommodations are made individually for each student. When it is determined that a
student will receive an accommodation for NAEP, your supervisor will work with the school
to ensure the accommodation is consistent with what the student routinely uses in
classroom testing, or when receiving classroom instruction.

Exhibit 6-1 shows the Accommodations Charts that describe how to administer the
accommodations NAEP allows. They also identify the subjects in which each
accommodation is allowed, the additional accommodations typically required, and the
Administration Codes for accommodations. Finally, there are general guidelines for
determining whether to provide accommodations in separate or regular sessions based on
limiting distractions in regular sessions while still providing the usual test accommodations
that SD or ELL students receive during regular classroom testing/instruction.

For further information on accommodations, refer to /nclusion magazine.
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Direct Linguistic Support

Presentation Format

ADMINISTERING ACCOMMODATION SESSIONS

Exhibit 6-1. NAEP Accommodations for Arts Assessment

Accommodation What is It? How to Administer
This is a non-electronic bilingual diction-  This accommodation is usually provided
ary provided by the school in any language in the regular session, although students
; that contains English translations of words who need this accommodation will need
Subjects | byt does not contain definitions. It is some- to have extended time to look up words
Music & Visual Arts | times referred to as a “word-for-word” in the dictionary.
dictionary, “word-to-word translation « Prior to the start of the session, the AA
Booklet Cover Code | . " e e g sldl '
21D dictionary,” or a “bilingual word list. should quietly instruct the student to fol-
low along with the regular timing of the
Typical additional assessmgnt, but explalr) that, at the end,
accommodations he/she will have extra time to go back
EXT and finish working.
¢ The AA is responsible for checking the
dictionary prior to the start of the as-
sessment to be sure it does not contain
definitions.
This accommodation requires that a ¢ This accommodation can be provided
- qualified sign language interpreter at the in the regular session in the back of the
Subjects | school sign the instructions included in room (or wherever it is typically admin-
Visual Arts | the session script. The interpreter may istered).

Booklet Cover Code

not sign any additional directions in the
assessment booklet.

The interpreter will sit near the students
so they are able to see the directions

OTH being signed.
This accommodation requires that a * This accommodation requires a separate
qualified sign language interpreter at the accommodation session.
- school sign some or all of the test ques- * The interpreter will sign the instructions
Subjects | tions and answer choices for the student. from the appropriate accommodation ses-
Visual Arts

Booklet Cover Code
OTH

Typical additional
accommodations

SMG/ONE
EXT
SSA

sion script to the student along with the
question and answer choices then wait
for the student to mark the answer before
moving on to the next question.

Subjects
Music & Visual Arts

Booklet Cover Code
REA

For this accommodation, students may re-
quest to have words, phrases, or sentences
read aloud to them.

Note: Reading the script, instructions or
directions aloud, when requested, so
students understand where and how to
record their answers is NOT considered an
accommodation and should not be recorded
as one on the Administration Schedule.
These instructions can be repeated or
reworded in any way, in English, so students
understand what to do.

This accommodation can be provided in
the regular session.

The AA should quietly instruct the
student before the start of the session
to raise his/her hand if he/she needs to
have a word, phrase, or sentence read
aloud.

If more than one student in a session re-
quires this accommodation, they should
be seated together in a way that mini-
mizes distractions for other students.
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Exhibit 6-1. NAEP Accommodations for Arts Assessment (continued)

Accommodation

What is It?

How to Administer

Subjects
Music & Visual Arts

Booklet Cover Code
REA

Typical additional
accommodations

SMG/ONE
EXT

Presentation Format

For this accommodation, students may
request to have most or all of the assess-
ment booklet read aloud to them.

This accommodation requires a separate
accommodation session.

When a student requires read aloud in a
one-on-one setting, the student’s originally
assigned bookletis used. The AA will ad-
minister the session using the appropriate
accommodation session script and read
the questions and answers choices from
the student’s booklet.

When more then one student requires
this accommodation, the students can
be grouped together (i.e., small group)
based on the subject they are origi-
nally assigned. The AA will administer
the assessment using the appropriate
accommodation session script and
read the questions and answers from
an unused assessment booklet. The
AA will read aloud all the questions and
answer choices and then wait for all of
the students to mark their answers before
moving on to the next question.
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Presentation Format

ADMINISTERING ACCOMMODATION SESSIONS

Exhibit 6-1. NAEP Accommodations for Arts Assessment (continued)

Accommodation

Subjects
Music

Booklet Cover Code
OTH

Typical additional
accommodations
ONE
EXT
SCR

What is It?

NAEP provides a Braille version of the
assessment booklet for visually impaired
students. The Braille booklet is packaged
with an identical Braille companion book-
let, if one is required by the administrator,
and the matching regular assessment
booklet.

How to Administer

¢ This accommodation requires a sepa-
rate accommodation session.

The AA will administer the session by
reading the appropriate accommodation
session script.

Students may require a Braille type-
writer or a scribe to respond to the
questions.

If a Braille typewriter is used, the AA
will write the booklet ID number on all
pages created by the Braille typewriter
and insert these pages into the student’s
regular booklet.

If a scribe is used when a constructed
response is required, the scribe should
write exactly what the student says.

A student responding orally should
indicate when a sentence ends and
another one begins. There is no need
for the student to indicate grammar or
punctuation, provided that the answer
can be read and understood. The stu-
dent should spell a word only if it's criti-
cal to distinguish meaning (for example,
too vs. two).

The scribe should read the written
response to the student. The student will
get one chance to make revisions, and
then will need to move on to the next
question.

Subjects
Music

Booklet Cover Code
LRG

NAEP provides large-print booklets to
students who are visually impaired. These
are assessment booklets that have been
enlarged 129 percent.

¢ This accommodation can be provided
in the regular session.
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Presentation Format

Response Format

Exhibit 6-1. NAEP Accommodations for Arts Assessment (continued)

Accommodation

Subjects
Music & Visual Arts

Booklet Cover Code
MAG

What is It?

This is a lens or system provided by the
school that enhances visual function.
Magnification devices include eyeglass-
mounted magnifiers, free-standing or
hand-held magnifiers, enlarged computer
monitors, or computers with screen en-
largement programs. Some students use
closed-circuit television to enlarge print
and display printed material with various
image enhancements on a screen.

How to Administer

¢ This accommodation can be provided
in the regular session.

Subjects
Visual Arts

Booklet Cover Code
OTH

Typical additional
accommodations
SMG/ONE

EXT
SCR

This accommodation requires that
students sign their responses to a quali-
fied sign language interpreter provided
by the school. The interpreter records
the student’s answers in the assessment
booklet.

¢ This accommodation requires a separate
accommodation session.

The AA will administer the session by
reading the appropriate accommodation
session script.

When a constructed response is required,
the interpreter/scribe should write exactly
what the student signs. A student should
indicate when one sentence ends and
another begins. There is no need for the
student to indicate grammar or punctua-
tion, provided that the answer can be read
and understood. The student should spell
aword only if it's critical to distinguish
meaning (e.g., too vs. two).

The interpreter/scribe should show the
student the written response after the
student completes it, but NOT sign the
response to the student. The student will
get one chance to make revisions, and
then will need to move on to the next
question.

Subjects
Music

Booklet Cover Code
OTH

Typical additional
accommodations

SMG / ONE
EXT

This accommodation requires that a
visually impaired student record his/her
answers using a Braille typewriter, a slate
and stylus, or an electronic Brailler note
taker provided by the school.

This accommodation can be provided
in the regular session if the Braille type-
writer they use is quiet enough. Some
older Braille typewriters are very loud
and may require a separate session.
The AA will write the booklet ID num-
ber on all pages created by the Braille
typewriter and insert these pages into
the student’s booklet.
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Response Format

ADMINISTERING ACCOMMODATION SESSIONS

Exhibit 6-1. NAEP Accommodations for Arts Assessment (continued)

Accommodation

Subjects
Music & Visual Arts

Booklet Cover Code
SCR

Typical additional
accommodations
SMG / ONE

EXT

What is It?

This accommodation requires that the stu-
dent respond orally to a scribe provided
by the school or respond by pointing to
his/her answers. The scribe then records
the student’s responses in the assessment
booklet.

How to Administer

¢ This accommodation requires a separate
accommodation session.
The AA will administer the session by

reading the appropriate accommodation
session script.

When a constructed response is required,
the scribe should write exactly what the
student says. A student responding orally
should indicate when a sentence ends
and another one begins. There is no need
for the student to indicate grammar or
punctuation, provided that the answer
can be read and understood. The student
should spell a word only if it's critical to
distinguish meaning (for example, too vs.
two).

The scribe should show the student the
written response after the student com-
pletes it, but NOT read the response to the
student. The student will get one chance
to make revisions, and then will need to
move on to the next question.

Subjects
Music & Visual Arts

Booklet Cover Code
SCR

This accommodation requires that the
student record his/her answers using
a computer or typewriter provided by
the school.

Note: Use of the spelling/grammar check

function on a computer is not
allowed.

This accommodation can be provided
in the regular session if the computer
or typewriter is quiet enough.

The student will use the computer or
typewriter to record his/her answers.

The AA will write the booklet ID number
on all pages created by the computer
and insert these pages into the student's
booklet.

The AAis responsible for checking the
computer prior to the start of the as-
sessment and for monitoring the student
during the assessment to be sure the
spelling/grammar check function is
disabled.

Subjects
Music & Visual Arts

Booklet Cover Code
OTH

This is a cutout or overlay provided by the
school that is used to focus a student’s at-
tention on one part of a page by obscuring
other parts of the page.

This accommodation can be provided
in the regular session.
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Response Format

Setting Format

Exhibit 6-1. NAEP Accommodations for Arts Assessment (continued)

Accommodation

Subjects
Music & Visual Arts

Booklet Cover Code
OTH

What is It?

This is a large-diameter pencil, pencil
grip, or other special writing tool provided
by the school that a student uses to record
his/her answers in the assessment
booklet.

NOTE: Some students’ IEPs stipulate that
they should receive this accommodation.
For those students, this will be coded as
an accommodation in response to their
IEP. Students who do not have this as an
IEP requirement, but who typically use
large-diameter pencils, pencil grips, or
other special writing tools during assess-
ments may use these for NAEP, and it will
not be recorded as an accommodation.

How to Administer

* This accommodation can be provided
in the regular session.

* The AA will verify that the student
has the special writing tool before
the session begins.

Subjects
Music & Visual Arts

Booklet Cover Code
SMG

Typical additional

Generally, a small group session includes
no more than five students. A student

can be assigned to a small group session
because he/she requires one, or because
one or more of the accommodations
he/she typically requires must be admin-
istered in a separate session to minimize
distractions to other students in the regular
session.

e This is by definition a separate session.

* The person administering the session
will use the appropriate accommodation
session script to conduct the session.

accommodations
EXT
This accommodation requires that e This is a session with one student and
- a student is assessed individually one AA or school staff member adminis-
Subjects | in an area free of distractions. tering the session.

Music & Visual Arts

Booklet Cover Code
ONE

Typical additional

The person administering the session
will use the appropriate accommodation
session script to conduct the session.

If the student regularly works with a
facilitator provided by the school, that

accommodations person should be available for the
EXT assessment.
This is a portable screen provided by * This accommodation can be provided in
- the school used to limit distractions for the regular session, although occasion-
Subjects | 3 student. ally the location of the study carrel is in

Music & Visual Arts

Booklet Cover Code
OTH

a separate location.

e Ascreenis placed on the student’s desk
to limit distractions for the student.
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Setting Format

Timing Accommodations

ADMINISTERING ACCOMMODATION SESSIONS

Exhibit 6-1. NAEP Accommodations for Arts Assessment (continued)

Accommodation

Subjects
Music & Visual Arts

What is It?

This accommodation requires that a
student sitin a designated area for the
assessment; such as away from other
students to limit distractions; a location
where there is access to special equip-
ment; or close to the front of the room so

How to Administer

» This accommodation can be provided
in the regular session.

Booklet Cover Code that a student can see or hear more easily.
OTH | 1 may also include special light and
furniture used by the student.
This accommodation requires that ¢ This accommodation requires a
} a school staff member familiar to the separate accommodation session.
Subjects | stydent administer the session.

Music & Visual Arts

The school staff member will administer
the session by reading the appropriate
accommodation session script.

Booklet Cover Code
SSA
This accommodation requires that ¢ In a regular session, this accommodation
students be given extra time to complete requires that students be given extra time
Subjects | the assessment. after the timed session has been com-
Music & Visual Arts pleted to continue to work on the cognitive
sections of the assessment. Prior to the
Booklet Cover Code start of the session, the AA should quietly
EXT instruct students with this accommoda-

tion to follow along with the regular timing
of the assessment, but explain that, at the
end, they will have extra time to go back
and finish working.

In a separate session, if most or all of the
students are still working on a section at
the end of the regular time limit, the AA
should allow them to continue to work for
about 10 more minutes per section. If most
are finished, he/she should move onto
the next section. In either case, students
who need extra time may go back to work
on unfinished sections of the assessment
up to the maximum time allowed, which is
three times the normal time.

The only limit for extended time is that stu-
dents may not take more than three times
the regular time allocated for a particular
section of the booklet.

During the extended time, the AA must

remain in the testing location until students
have finished the assessment.
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Timing Accommodations

Other Accommodations

Exhibit 6-1. NAEP Accommodations for Arts Assessment (continued)

Accommodation

What is It?

This accommodation requires that the

How to Administer

 This accommodation requires a sepa-

) student be allowed to take breaks as rate accommodation session.
Subjects | requested or at predetermined intervals * There are no specific NAEP require-
Music & Visual Arts | during the assessment. This also could ments regarding the length of time for
mean that the student is allowed to take a break how often the breaks are taken
Booklot Cover Code the_asses_sment in more than one sitting or whether the student has contact with
BRK'| during a single day. other students during the breaks. The
Typical additional test. must,.however, be administered
accommodations during a single day.
SMG / ONE
EXT
This category includes accommodations
provided by the school that are not listed
Subjects | above and are regularly used by one or

Music & Visual Arts

Booklet Cover Code
OTH

more students sampled for the assessment.
One example is some hearing-impaired
students require the administrator to wear
a small microphone.

NOTE: Some schools provide special equip-
ment such as colored highlighters for all
students to use as a testing “strategy.” If
these are typically used on the state assess-
ment by these students, they are allowed
for use on NAEP and are not considered an
accommodation. However, NAEP does not
allow the use of scrap paper or graph paper.
Students are instructed to show all of their
work in the assessment booklet.

ASSESSMENT ADMINISTRATOR MANUAL — ARTS




ADMINISTERING ACCOMMODATION SESSIONS

Procedure 14. Administer Separate Accommodation Sessions

If your supervisor and school coordinator determine a student needs to be administered an
accommodation in a separate session, that information will be communicated to you through
the Assessment Information Form.

14A. Use the Accommodation Session Scripts When Conducting Separate
Accommodation Sessions.

The accommodation session scripts are slightly modified versions of the regular session
scripts. The accommodation scripts have shorter or simpler versions of some sections and
less stringent timing. Each music and visual arts session type has an accommodation script
to use for the separate accommodation sessions.

14B. Ensure That School Staff Assisting in the Administration Adhere to the
Guidelines Described in the Accommodation Teacher Letter.

In some cases, the school will provide a teacher or staff person familiar with the students to
work with you in accommodation sessions. If so, the supervisor will provide the teacher with
a copy of the Accommodation Teacher Letter that provides guidelines for what staff
members can and cannot do. The staff member will sign the letter and give it back to your
supervisor. If you observe a staff member doing something inappropriate, quietly remind
him/her of the guidelines in the letter.

14C. Follow the Same Standard NAEP Procedures for Monitoring the Session.

Your job as an AA is to administer the accommodations SD or ELL students need to
participate while maintaining NAEP test integrity. To truly assess the students’ knowledge, it
is important for you to refrain from giving and/or prompting answers. As with regular
sessions, you should only provide assistance to students in an accommodation session
during the background sections and when making sure they understand how and where to
record answers. Refer to chapter 5 for guidelines on monitoring all NAEP sessions.

Inclusion magazine provides suggestions for ways you can keep children with disabilities
comfortable and on task. Read the magazine carefully and refer back to it as necessary.

Voices of Experience:

During the accommodation sessions that offer extended time, it is helpful
to jot down the beginning and ending times of the cognitive sections on the
back of the Assessment Information Form. At the end of the session when
coding the booklet covers, you have that information easily available in
order to record the total time offered in the extended time boxes.
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Procedure 15. Administer Accommodations Within the Regular
Session

Every attempt should be made to provide students who need accommodations with the best
opportunity to participate in the study and to minimize distractions for other students. In many
cases, accommodations can be administered in the regular session if both criteria mentioned
above are met.

When administering an accommodation in the regular session, it is important that you are
alert to the student’s needs without hovering or focusing entirely on that student. Refrain
from doing anything that will embarrass or single out the student in a negative way.

Procedure 16. Recognize Accommodations NOT Allowed by NAEP

It is a goal of NAEP to be as inclusive as possible with SD and ELL students. However, there
are a few accommodations that NAEP does not allow.

These include:

e Oral or written responses translated into written English
e Directions read aloud in native language

e Test material read aloud in native language

® A bilingual version of the test

® Tape records answers

e Test taken over several days

e Use of dictionary, thesaurus, or spelling- and grammar-checking software or devices

In addition, the following accommodations are not allowed on the NAEP Arts assessment for
music or visual arts.

For music, NAEP does not allow: For visual arts, NAEP does not allow:

e directions only signed, ® PBraille version of the test,

e testitems signed, or ® large print version of the test, or

e responding in sign language. ® using a Braille typewriter to respond.
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ADMINISTERING ACCOMMODATION SESSIONS

16A. Code Students Who Cannot be Assessed—Accommodation Not
Permitted.

If a student requires one of these accommodations and cannot be included in the
assessment with only accommodations allowed by NAEP, as determined by the school staff
member most knowledgeable about the student, he/she will be excluded.

These students will receive one of the REASONS FOR EXCLUSION Administration Codes
below on the Administration Schedule.

® 61 =SD — Required accommodation not permitted
® 63 = ELL — Required accommodation not permitted

® 65 =S8D and ELL — Required accommodation not permitted

16B. Code Students Who Cannot Be Assessed—Accommodation Not
Available.

If a student can be assessed but the required accommodation, such as a Braille typewriter
or other school-provided equipment, is not available to the student for the assessment, the
student will also be excluded.

These students will receive one of the REASONS FOR EXCLUSION Administration Codes
below on the Administration Schedule.

® 67 = SD — Required accommodation not available
e 68 = ELL — Required accommodation not available

® 69 =SD and ELL — Required accommodation not available

16C. Code Students Who Cannot Be Assessed—Cannot Be Assessed.

If it is determined that a student cannot be assessed for reasons other than a required
accommodation is not permitted or available for NAEP, give the student an exclusion code.

These students will receive one of the REASONS FOR EXCLUSION Administration Codes
below on the Administration Schedule.

® 60 =SD — Cannot be assessed
® 62 =ELL - Cannot be assessed

® 64 =SD and ELL — Cannot be assessed
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16D. Code Students Who Cannot Be Assessed—Accommodation Scheduling
Problem.

If a school refuses an accommodation session due to scheduling or staffing problems,
students assigned to that session will be coded Administration Code 45 — Accommodation
Scheduling Problem on the Administration Schedule. Do not assign codes 60-69, which will
incorrectly classify the student as excluded rather than absent.

Procedure 17. Understand How to Code Accommodations

This year, there is a new procedure for assigning accommodation codes on the
Administration Schedule and booklet covers. After meeting with the school coordinator
during the preassessment visit, your supervisor will use the Inclusion Worksheet to assign
codes to column P of the Administration Schedule. The codes, along with an explanation,
are listed in the table below.

Accommodation Codes

1 Assess without accommodations. Used for all students who are not classified as SD and/or ELL, as
well as students who are classified as SD and/or ELL and can be assessed in the regular session without
any accommodations.

2 Accommodation offered in regular session. Used for SD and/or ELL students who are offered
accommodations that can be provided in the regular session.

3 Accommodation offered in separate session. Used for SD and/or ELL students who are offered
accommodations that must be given in a separate session.

4 Not applicable. Used for students who are withdrawn/graduated or ineligible. Also used for students who
are excluded (Administration Codes 60-65 and 67-69). Students who are Excluded but Assessed
(Administration Code 66) should be given an accommodation code of 2 or 3. Should also be assigned to
all unused booklets (Administration Code 52).

After the session, you will transfer the accommodation code that your supervisor recorded
on the Administration Schedule (column P) onto the student’s booklet cover in the Accomm.
Code box. Then, on the cover, under Accommodations Offered in Regular or Separate
Session, you will record all accommodations offered (whether or not they were used). If
extended time was offered (74 — EXT), you will also need to record the total time used in the
Extended Time boxes on the booklet cover. If extended time was offered but not used, you
will enter the standard time per session type in the Extended Time boxes. The following
chart lists the standard and maximum times for the combined cognitive blocks for each
session type:
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Standard timing for

ADMINISTERING ACCOMMODATION SESSIONS

Maximum extended

Booklet type cognitive blocks time allowed
Music Sessions
MU741 058 Minutes 174 Minutes
MU742 058 Minutes 174 Minutes
MU743 063 Minutes 189 Minutes
MU744 063 Minutes 189 Minutes
MU745 060 Minutes 180 Minutes
MU746 061 Minutes 183 Minutes
MU747 060 Minutes 180 Minutes
MU748 061 Minutes 183 Minutes
Visual Arts Sessions
VAT761 075 Minutes 225 Minutes
VAT762 095 Minutes 285 Minutes
VAT763 104 Minutes 312 Minutes
VAT764 084 Minutes 252 Minutes
VAT765 100 Minutes 300 Minutes
VAT766 079 Minutes 237 Minutes
VAT767 100 Minutes 300 Minutes
VAT768 079 Minutes 237 Minutes
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COMPLETING ACTIVITIES
AFTER THE ASSESSMENT

Procedure 18. Account for All Materials Used

You are responsible for returning all NAEP materials to your supervisor immediately following the
assessment(s) in a school. Each and every assessment booklet and ancillary item must be
accounted for and returned to Pearson; none should be left in the school or thrown away for any
reason. You are expected to use all materials properly and return them in good condition. Only by
maintaining rigid control over all booklets and other materials will you protect your accountability.

NOTE: The session CDs are controlled items and must never be left unattended. All CDs must be
accounted for at the end of the session.

Procedure 19. Complete the Administration Schedule

Your role in completing the Administration Schedule involves the following:

19A. Enter an Administration Code in Column Q.

Your first responsibility after students have been dismissed is to record an Administration
Code for every student listed on the Administration Schedule who does not already have
one recorded. These include assessed students (Administration Codes 10-14) and absent
students (Administration Codes 40-49).

All Administration Codes are listed on the right side of the Administration Schedule in
column R and are grouped according to participation status. Although you will primarily use
the assessed and absent codes, all Administration Codes and the guidelines for using them
are printed on the following pages for reference.

Note that this year the same Administration Codes are applied for both non-accommodated and
accommodated students. Specific accommodations are recorded only on the booklet cover.
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COMPLETING ACTIVITIES AFTER THE ASSESSMENT

Definitions of Administration Codes Used in Column R

Assessed Students—Original Session

10 In session full time. Assessed in original session.

11 No responses in booklet. Student was in original session full time, but there were no responses in the
booklet.

12 In session part time. Student left the original session and did or did not return. Specify the reason on the
booklet cover.

13 Session incomplete. Specify the reason. Original session was interrupted and no student was able to
complete the booklet (e.g., fire drill).

14 Other, specify on cover. Use this code for any situation that is not covered by the other Assessed in
Original Session codes (e.g., the discovery of a page missing from a booklet). Explain fully on the booklet
cover.

Assessed Students—Makeup Session

20 In session full time. Assessed in makeup session.

21 No responses in booklet. Student was in makeup session full time, but there were no responses in the
booklet.

22 In session part time. Student left the makeup session and did or did not return. Specify the reason on
the booklet cover.

23 Session incomplete. Specify the reason. Makeup session was interrupted and no student was able to
complete the booklet (e.g., fire drill).

24 Other, specify on cover. Use this code for any situation that is not covered by the other Assessed in
Makeup Session codes (e.g., the discovery of a page missing from a booklet). Explain fully on the booklet
cover.

Absent Student Codes

40 Temporary. Student is temporarily not in school (less than 2 weeks) due to illness, disability, or excused
absence.

41 Long-term. Student has been absent from school 2 weeks or more because of an iliness or disability.

42 Chronic truant. Student attends school occasionally, if ever.

43 Suspended. Includes in-school suspension.

44 In school, did not attend session. Student was known to be in school on the day of assessment but, for
example, was not released by teacher because of disruptive behavior.

45 Accommodation scheduling problem. School refused accommodation session due to staffing and/or
scheduling issues.

46 Parent refusal. Parent officially notified school that he/she refused to allow student to participate in the
assessment.

47 Student refusal. Student officially notified school or NAEP staff that he/she refused to participate in the
assessment before being given an assessment booklet.

48 Other, specify on cover. Use this code for any absence not covered by codes 40-47. Specify reason on
booklet cover (e.g., student came to room too late after session started).

49 Session/subject refused by school. Entire session or certain subjects within a cooperating session
were not conducted due to the refusal by the state or school.
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Definitions of Administration Codes Used in Column R (continued)
Other Student Codes

51

Withdrawn/Graduated. Student is no longer enrolled in the school or is expelled.

52

Unassigned book (unused). Use this code for any booklet not used because the booklet was not
assigned to a student. If the student is assigned an accommodation booklet, the original preassigned
booklet should receive this code.

54

Ineligible, never attends campus. Student is listed as enrolled but is not physically attending the school
(e.g., home schooled or attending all classes off campus).

55

Ineligible, other. Student was not eligible for the assessment for any other reason (e.g., not in the grade
being assessed or foreign exchange student). Explain fully on the booklet cover how you determined the
student was ineligible.

56

Not In Sample (NIS). Use this code for any student not sampled but assessed at the convenience of the
school.

Reasons for Exclusion

60

SD - Cannot be assessed. Student whose IEP states he/she cannot be tested or whose cognitive
functioning is so limited that the student cannot be included in the assessment even with an
accommodation.

61

SD - Required accommodation not permitted. Student cannot be included in the session due to a
disability for which a required accommodation was not permitted (e.g., reading the assessment items to a
student selected for a reading assessment).

62

ELL - Cannot be assessed. Student whose English language proficiency is so limited that he/she
cannot be included in the assessment even with an accommodation.

63

ELL - Required accommodation not permitted. Student cannot be included in the session due to
limited proficiency in the English language for which a required accommodation was not permitted (e.g.,
bilingual booklet for a student selected for the reading assessment).

64

SD & ELL - Cannot be assessed. Student whose cognitive functioning and/or English language
proficiency is so limited that he/she cannot be included in the assessment even with an accommaodation.

65

SD & ELL - Required accommodation not permitted. Student cannot be included in the session due
to a mental/physical disability and limited English proficiency for which required accommodation was not
permitted.

66

Excluded, but assessed. Students who the school deemed should be excluded from the assessment
but the school requested that they participate anyway.

67

SD - Required accommodation not available. Student cannot be included in the session due to a
disability for which a required accommodation was not available (e.g., scribe or other accommodation
supplied by the school).

68

ELL - Required accommodation not available. Student cannot be included in the session due to
limited proficiency in the English language for which a required accommodation was not available (e.g.,
bilingual dictionary or other accommodation supplied by the school).

69

SD & ELL - Required accommodation not available. Student cannot be included in the session due to
a mental/physical disability and limited English proficiency for which a required accommodation was not
available.

ASSESSMENT ADMINISTRATOR MANUAL — ARTS




COMPLETING ACTIVITIES AFTER THE ASSESSMENT

19B. Enter an Administration Code of 52 for All Unassigned Booklets.

Enter Administration Code 52 in column Q of the Administration Schedule for all unassigned
booklets.

19C. Complete the Summary Box.

It is very important that the summary information at the top of the Administration Schedule is
accurately recorded. To do so, follow the steps below.

\ 8 Original session scheduled for: Makeup session scheduled for: Bundle #'s
Grade: If Makeup Needed
\ Day/Date: Mzmday,f&lz._ﬁ Day/Date:
Make Make
ddle School Tme:_8:35 | tme Held Nt rioi 8888;
Location: Ca QEQ[.IZ Location: O O
\
i A d Session Numb:
I 9 N e ession Numbe
28 - & = 20 - + = + =
Sample TO BE ASSESSED, TOTAL ASSESSED M1 0801
# Excluded 1 O # Assessed
(Admin. Codes 60-69) J E— #Refused _ Y (Makeup Session) ~ ———
(Admin. Codes 46, 47 & 49)
[ 7 1
/ "K" | "L | "M "P" | "Q l\ "R"
k}\/‘ﬁgf'\ E‘rgg‘ﬁee Accom.|  Admi=
hoYes s
1 Record the number 2 Next, enter the total 3 Finally, enter the
of students who were number of parent and Assessed (Original
to be assessed, but who student refusals, coded Session). This is the
did not participate in the 46 and 47 in column Q. total of the Administration
assessment session at This total is entered in the Codes 10-14 in column Q.

all in the # Absent space. # Refused space.
This includes students with

Administration Codes

40-45, 48, and 49 in

column Q.

After you have checked that all the necessary items on the Administration Schedule have
been correctly filled in, give the Administration Schedule to your supervisor. He/she will
calculate and determine whether a makeup session is needed at the school.

“Not In Sample” Students, Administration Code 56

Sometimes, for convenience purposes, a school will require some students to be included in the
assessment even though they were not sampled. In this case, the supervisor will have added the
students’ names to the bottom of the Administration Schedule prior to the assessment. Because no
information on these students is required, their birth date, gender, race/ethnicity, etc., may not have
been recorded on the Administration Schedule. It is acceptable for this information to be missing
for these nonsampled students. In column Q on the Administration Schedule, your supervisor will
enter Administration Code 56 = Not In Sample for these students.

Not In Sample students should not be counted in the # Assessed (Original Session) at the top of
the Administration Schedule.

You will also need to record Administration Code 56 on the booklet covers of Not In Sample
students.
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Procedure 20. Code the Booklet Covers

To code the booklet covers, complete the following steps. A checklist of
these tasks is also provided in the Quick Checks section of this manual.

20A. Organize All Booklets Back Into Administration Schedule Order.

Ensure that all booklets, including those separated before the assessment, are back in
Administration Schedule order.

If an accommodation booklet was assigned, follow these procedures.

Braille

The booklet originally assigned to the student in column N of the Administration Schedule
will go back in the stack of booklets, in Administration Schedule order, from the session to
which the student was originally assigned (i.e., if a student originally assigned to a visual
arts session was given the Braille accommodation in music, their originally assigned booklet
will be put with the visual arts session).

The Braille booklet, the Braille companion booklet, and the accommodation booklet (MU745)
will be returned to Pearson separately in an overnight box that they will provide.

Large Print

The booklet originally assigned to the student in column N of the Administration Schedule
will go back in the stack of booklets, in Administration Schedule order, from the session to
which the student was originally assigned (i.e., if a student originally assigned to a visual
arts session was given the large-print accommodation in music, their originally assigned
booklet will be put with the visual arts session).

The accommodation booklet (MU745) will be put in the stack with the original booklet, and
should be placed below that booklet, in Administration Schedule order.

The large-print booklet will be folded up and placed on top of the stack of booklets in the
originally assigned session.

Continue to follow the below procedures with the accommodation booklets.
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COMPLETING ACTIVITIES AFTER THE ASSESSMENT

20B. Ensure That Each Booklet Has the Correct School ID Number.

Students should have entered the school ID number already; if not, enter the seven-digit
school ID number from the Administration Schedule in the boxes labeled School #.

20C. Transfer the Administration Codes and the Accommodation Codes to the
Student Booklet Covers.

You will have recorded an Administration Code for each student listed and any unassigned
booklets on the Administration Schedule. You must transfer each code from the
Administration Schedule (column Q) to the Admin. Code boxes located on the front cover of
the corresponding booklet.

You will also need to transfer the Accommodation Code that your supervisor recorded on
the Administration Schedule (column P) to the Accom. Code box on the booklet cover.

Reminder: Accommodation booklets (MU745) assigned to students in a different session
type should have an Accommodation Code of 3 and an Administration Code of 66.

20D. Write an Explanation on the Booklet Cover.

The Administration Codes 12-14, 22-24, and 48 all require, by definition, an explanation of
the individual situation. If this has not already been done, write a clear explanation on their
booklet cover for each student given one of these codes.

20E. Code the Accommodations on the Booklet Cover.

To collect all of the information about the students assessed with accommodations, a place
to record all Accommodations Offered has been added to the student booklet cover.

For all students requiring accommodations, you will have recorded an Accommodation Code
of 2 or 3 in the Accom. Code boxes. For students requiring one or more accommodation,
you must shade the “Y” oval next to each accommodation the student was offered whether
or not it was used by the student. You will find accommodations information for students on
your Assessment Information Form for each school. Students with an Administration Code
of 56 or 66 should have all accommodations they were offered filled in on their booklet
covers.

If a student given an Accommodation Code of 2 or 3 is absent on assessment day, you do
not need to fill in the accommodations offered.
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Assessed With Accommodations

Students assessed with accommodations should have all of the accommodations that they were offered filled in on
their booklet cover.

BID Bilingual dictionary. (Word-to-word without definitions.) Assign if a student uses for all or part of the
assessment. Extended time is assumed.

LRG Large-print booklet. Usually administered in the regular session (Music only).

LXT Extended time. Assessed with additional time to complete the assessment.

REA Read aloud. Assessed in regular session if only an occasional word or phrase is to be read aloud.
Assessed in separate accommodation session if most or all of the assessment is to be read aloud.

SMG Small group. Assessed in separate accommodation session. Extended time is assumed. Read aloud
is acceptable.

ONE One-on-one. Assessed in separate accommodation session. Extended time is assumed. Read aloud is
acceptable.

SCR Scribe or use of computer to record student answers. Assessed in separate accommodation
session. Extended time is assumed. Used to record student answers.

OTH Other, specify on cover. Assess with some other accommodation. Specify the accommodation on
booklet cover.

BRK Breaks during test. Assign if breaks were taken by the student between sections.

MAG Magnification device. Assign if student used such special equipment for all or part of the assessment.

SSA School staff administers. Assign if a school staff member needs to read the script and administer the
session.
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COMPLETING ACTIVITIES AFTER THE ASSESSMENT

Admin Schedule Line # D romsession#_M10801

SECTION Music Book

J3

NAEP 2 o hvyas
o A= Grade8 3Dl .
+Twus Braille

NATIONAL ASSESSMENT
OF EDUCATIONAL

ACCOMMODATION SESSION INFORMATION PROGRESS Sehoo! Information

GROUP #: 1 [ SESSION CHARACTERISTICS (cirle althat apply): REA | GMG) / ONE / SCR / SSA NA00013674 SCHoOL #

STUDENT INFORMATION

SESSION # | LINE # | SUBJECT | OTHER ACCOMMODATIONS REQUIRED In One Volume

Mi0eo1 | 2 M Extended time (EXT) Braille pages p1-p4, 1-46

MI10801 | 11 M Bilingual Dictionary, Extended time (EXT), Breaks during test (BRK) Print pages 1-a2, 1-8, 1-a6, 1-a7, and 1-4

Mi0eot | 21 M Study Carrel, Extended time (EXT) ’ ’ ’ Agcom. Admin
oy )

1f Code 2 or 3, complete.
‘the box below.

B rail | ] e Accommodations Offered in

Regular or Separate Session

GROUP#: 2 SESSION CHARACTERISTICS (circe al that apply): REA | GMG) / ONE / SCR / SSA
STUDENT INFORMATION
SESSION# | LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED

M10801| 5 M Extended time (EXT), Braille bOOk]@t (Code All That Apply)
M10801 14 M Braille, Extended time (EXT) — NA BIB

@ BID

@ LRG

@ EXT

© REA

@ sSvG
GROUP #: SESSION CHARACTERISTICS (circle all that apply): REA /| SMG / ONE / SCR / SSA @ ONE

STUDENT INFORMATION
SESSION# | LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED

@ BRK
D MAG
DO NOT USE @D ssA
If Extended Time (EXT)
ied above, enter
the total & below

GROUP #: SESSION CHARACTERISTICS (circle all that apply): REA / SMG / ONE / SCR / SSA
'STUDENT INFORMATION
SESSION# | LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED

745 - 043210 -5

PLACE LABEL HERE

o 4 boing covecod o rosoach puro:
" - e wrile 10: o oW A Exgirs 053172010
GROUP #: SESSION CHARACTERISTICS (circle all that apply): REA / SMG |/ ONE / SCR / SSA 5  concerns regarding the status of  Mark Reflex® forms by Poarson NCS EN-17XKKX.001:654321
- 5. US. Doparment of Educaton, 1990 Printad n USA.

STUDENT INFORMATION
SESSION# | LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED
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20F. Code the “Total Time for Accommodation (74-EXT)” Boxes for Extended
Time Accommodations.

If a student was offered the extended time accommodation, you must enter the total number
of minutes the student actually took to complete the cognitive sections in the Total Time for
Accommodation (74-EXT) boxes on his/her booklet cover. This information must be
recorded, whether or not the extended time was used. The standard timing of the cognitive
sections varies greatly by session type. Refer to the chart in chapter 6, page 14.

If Code 2 or 3, complete
the box below.

GROUP #: 1 SESSION CHARACTERISTICS (circle all that apply): QEA) / QM@ / ONE / SCR / SSA . Off .
STUDENT INFORMATION Accommodations ‘ered in

Regular or Separate Session
(Code All That Apply)

SESSION # LINE# | SUBJECT | OTHER ACCOMMODATIONS REQUIRED
Mi10801 | 07 M EXT sec. 1 begin: 9:30 sec. 1 end: 10:05
sec. 2 begin: 10:07 sec. 2 end: 10:4& N/A BIB
Total Time: 76 minutes & BID
& LRG
— @ EXT
@& REA
@& SMG
@ ONE
@ SCR
& OTH
@ BRK
‘\ D MAG

=

20G. Verify That Student ID Labels Are Removed From Booklets and Ancillary
Holders.

All salmon-colored student ID labels (with student names) must be removed from the
booklets and ancillary holder (Portfolio # 2, Portfolio #5, Whisper Box/return envelope). You
must verify that this was completed by the students. If any were left on the booklet covers or
materials (including those booklets and ancillaries assigned to students who did not attend
the assessment), remove them now unless these students will be invited to participate in a
makeup session.

It is important to make sure that all student ID labels (with student names)
are removed from the booklet covers/ancillary holders and Whisper Box
and disposed of at the school. Failing to do so compromises the
confidentiality of NAEP. Labels left on the books are also problematic for
Pearson when the booklets are received. Student ID labels harm the
scanners used to scan every booklet page in preparation for scoring the
assessment. Even taking labels out of the school as trash violates our
pledge that no student names will leave the school.
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COMPLETING ACTIVITIES AFTER THE ASSESSMENT

20H. Band the Booklets Together and Place the Administration Schedule on
Top of the Stack.

Using a rubber band, band the booklets together and place the correct Administration
Schedule on top. Do not band the Administration Schedule with the booklets. This will tear
the edges.

20l. Prepare Ancillary Materials for Shipment.

In order to prepare the assessment materials for shipment, there are several steps that need
to be taken. The table below describes each of these steps. It also displays where each item
goes after you have done the preparation, whether it is back to the bulk supplies, to your
supervisor, or in the Session Box to be sent to Pearson. These instructions are also located
at the end of each session script for easy reference.

NOTE: You should not repair torn artwork with glue or tape. Those items should be returned
to Pearson as is.

Ancillary Materials Preparation and Disposition

Music Materials collection
block Bulk items Session items and preparation Materials disposition
Michael Row | CD Player/ | None For all music sessions:
CD Extension Step1. Remove CD. Return to bulk.
Cord/Adapter Step 2. Take up extension Return to bulk.
cord/adapter, if used.
Step 3. Remove tape from Discard tape.
floor, if used.
Step 4. Remove Shalom Return to Pearson.
sheet music, if used.
Step 5. Put booklets in Complete QC check.
Administration Schedule Return to Session Box.
order. Ship to Pearson.
Minuetin G |CD Player/ |None See Michael Row See Michael Row
CD Extension
Cord/Adapter
Shalom CD Player/ | Shalom Sheet Music See Michael Row See Michael Row
CD Extension
Cord/Adapter
Texture CD Player/ | None See Michael Row See Michael Row
CD Extension
Cord/Adapter
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Ancillary Materials Preparation and

Disposition (continued)

Visual Arts Materials Collection
Block Bulk ltems Session ltems and Preparation Materials Disposition
Collage 7" Safety 14”x20” Collage Portfolio containing: | Step 1. Collect unused Return to Pearson.
Scissors ®  Glue stick (1) portfolios.
Poster by . 1A. Remove Cray-Pas™, | Give to supervisor.
Romare ®  Black ballpoint pen (1) glue sticks, markers,
Bearden, ® 12"x 18" 80 Ib. white drawing and pens.
Pittsburgh paper (1) 1B. Remove scissors. Return to bulk.
Memories ® 4" x5 postcard - Pittsburgh Step 2. Collect scrap paper. | Recycle.
Memories Step 3. Collect used portfolio
#2 and materials.
® Setof 12 Cray-Pas™ (1) 3A. Scissors Return to bulk.
®  Set of 8 fine-tip watercolor markers 3B. Print Set #5 Return to Pearson.
(1) 3C. Post card Return to Pearson.
Paper Set # 1 3D. Cray-PasTM, glue Give to supervisor.
sticks, markers, and
Print Set # 5, Collage, a 9" x 12 pens.
envelope containing: Step 4. Remove Pittsburgh | Return to bulk.
® One 8% x 11” print of Memories poster.
Pittsburgh Memories Step 5. Place a booklet ID
. , label on the upper-right corner
® Credit Page - Visual Arts on the back of student artwork
including blank sheets of
students who completed no
work.*
Step 6. Place a sheet of
freezer paper on top of the
artwork.
Step 7. Return the artwork to
the corresponding portfolio.
Step 8. Put assigned
portfolios in Administration
Schedule order.**
Step 9. Perform QC check. | Return to Pearson.
Mother and | None Print Set # 3, 2 9" x 12" envelope Step 1. Collect Print Set#3. | Return to Pearson.
Child containing:
1. Joan Mird. Series |. The Family
2. Nigerian. Figure of Woman and
Child
3. Raphael. The Small Cowper
Madonna
4. Byzantine. Madonna and Child on a
Curved Throne
5. William Sergeant Kendall. Beatrice
6. (Detail of Mir6 and Raphael hands)
® Credit Page - Visual Art
*  Sheets and boxes from excluded, but assessed, ineligible/withdrawn, or absent students do need to be labeled and returned in the holders.
** All labeled holders should be put in order including materials for absent students and for ineligible/withdrawn, and excluded, but assessed.
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COMPLETING ACTIVITIES AFTER THE ASSESSMENT

Ancillary Materials Preparation and

Disposition (continued)

Visual Arts Materials Collection
Block Bulk ltems Session ltems and Preparation Materials Disposition
Self- 9"x 12" safety | Portfolio # 5, 14"x20” portfolio Step 1. Gather unused Portfolio | Return to Pearson.
Portrait mirrors containing: #5.
®  Print Set# 6, Self-Portrait, a 9" x 1A. Remove charcoal Give to supervisor.
12” envelope containing: pencils, Cray-PasT,
1. Print A~ Self-Portrait with a and Wash-n-DriesT
Pencil, K. Kollwitz 1B. Remove mirrors. Return to bulk.
2. Print B - Self-Portrat, E. Step 2. Collect used portfolio #5
Schiele and materials.
3. Credit Page - Visual Art 2A. Mirrors Return to bulk.
2B. Print Set #6 Return to Pearson.
® Setof 12 Cray-Pas™ (1) 2B. Charcoal pencils, Cray- | Give to supervisor.
®  Charcoal pencil (1) Pas™, and Wash-n-
"y 40 . Dries™
® 1Zx187601b.drawing paper (1) | gy 3 Place a bookiet D fabel
® Wash-n-Dries™ (2) on the upper-right comer on the
back of student artwork including
blank sheets of students who
completed no work.*
Step 4. Place a sheet of freezer
paper on top of the artwork.
Step 5. Return the artwork to the
corresponding portfolio.
Step 6. Put assigned portfolios in
Administration Schedule order.
Sept 7. Perform QC check. Return to Pearson.
Whisper CDPlayer/ | o & x6 x6" Smooth White Box Step 1. Collect used boxes. Return to Pearson.
Box CD #1 _ o Step 2. Collect markers. Return to Pearson.
Extension ® 12 Broad-tip markers (distributed | gten, 3. Collect unused boxes. | Return to Pearson.
Cord/Adapter on assessment day. 3A. Place a sheet of freezer

paper on nonlid side of
the boxes. Place another
sheet of freezer paper on
lid side of the boxes
between the lid and the
sides. Fold the lid over
the paper.
3B. Return the artwork.

Step 4. Put assigned envelopes

in Administration Schedule

order.**

Step 5. Perform QC check.

Return to Pearson.

*

Sheets and boxes from excluded, but assessed, ineligible/withdrawn, or absent students do need to be labeled and returned in the holders.

** Al labeled holders should be put in order including materials for absent students and for ineligible/withdrawn, and excluded, but assessed.
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20J. Provide Materials to Your Supervisor for Quality Control Check.

After you prepare your stack of booklets and the Administration Schedule, your supervisor
will conduct a “spot” check to ensure they are prepared according to NAEP standards. To
conduct this quality control (QC) check, your supervisor will run every third or fourth booklet
in the stack through a comprehensive series of checks. If errors are found, you and your
supervisor will check each booklet to make sure the same error has not been repeated.

Your supervisor will repeat the process for the artwork materials completed by the students.

After the QC check is completed, your supervisor will report the QC status on the
Assessment QC Record.

If time allows prior to your supervisor's check of your booklets and
materials, conduct an initial QC check by switching your stack of booklets
and materials with another AA’s.

Procedure 21. Pack Session Box and Return Additional Materials to
Your Supervisor

Next, you will pack the Session Box and return the additional materials to
the supervisor according to the following procedures.

21A. Pack the Session Boxes According to Pearson Procedure.

All remaining assessment materials must be repacked in their original boxes and returned to
Pearson. Prepare the boxes by following the instructions and illustrations below.

Place all used and unused booklets in Administration Schedule order. Used accommodation
booklets should be placed with the original assessment booklets in the order in which they
appear on the Administration Schedule. If a large-print accommodation booklet was used in
the session, it can be folded and placed on top of the stack of booklets. All booklets should
be banded together.

Follow the illustrations below for packing the materials in the Session Boxes. Notice that for
some visual arts sessions you may have two boxes. All visual arts sessions, except for
Mother and Child, will have two boxes. Be sure to follow the illustrations based on how
many boxes you have for each session.

As most schools will have one music session and one visual arts session, the School, SD,
and ELL Questionnaires and Roster of Questionnaires for both sessions will go on top of the

ASSESSMENT ADMINISTRATOR MANUAL — ARTS




COMPLETING ACTIVITIES AFTER THE ASSESSMENT

music Session Box. If you are in a school that only has a session of visual arts, you will
place these materials on top of the visual arts Session Box.

At the top of the materials you have packed, place the miscellaneous materials such as packing
lists and Bundle Slips. Use the pillow pack that came in the box as filler, if necessary.

Your supervisor will ship the completed assessment materials. On occasion, however, you
may be asked to assist with this task. If so, your supervisor will provide you with complete
instructions for doing so.

Music Sessions 1-Box Visual Arts Sessions

R\ace Tedr R\ace Teotn
L2oe\Nece \_2oe\ Mexe

School/SD/ELL Questionnaires and
completed Roster of Questionnaires™

Original Administration Schedule

Test Booklets in Administration Schedule

Original Administration Schedule order wiAccommodation Booklets

Test Booklets in Administration Schedule
order w/Accommodation Booklets

Student Artwork — Section 1

Used Ancillary Materials,

Testing in Progress Sign

Unused Arts Materials

*In schools that have both a music and a visual arts session,
the School/SD/ELL Questionnaires and completed Roster

of Questionnaires from both sessions should go on top of
the music session box. If a school only has a visual arts session,
these materials will go on the top of visual arts box 1.

2-Box Visual Arts Sessions

Box 1 Box 2

R\ace T
3_(::;‘) a\e\?\i\; R\ace Tedrn
\L2oe\ Nexe

Original Administration Schedule

Student Artwork — Section 1

Test Booklets in Administration Schedule

order w/Accommodation Booklets Student Artwork — Section 2

Testing|in Frogress Slgn Used Ancillary Materials
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21B. Provide Leftover Session Materials to Your Supervisor.

Following the assessment, you should return any leftover materials to your supervisor.
These materials include:

extra NAEP pencils,
extra pencil kits,
session timer,

unused bulk ancillaries,

used items (charcoal pencils, markers, Cray-Pas™, Romare Bearden Poster, pens, and
glue sticks)”,

CD,
CD Player, and

extension cord and adapter.

21C. Provide Session Box(es) to Your Supervisor for Final QC Check of

Session Materials.

Return the Session Box(es) to your supervisor who will then verify that all materials are in the
Session Box(es) and that the box(es) was/were packed according to Pearson’s procedures.

" Your supervisor will ask the school coordinator if they would like these items.
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COMPLETING ACTIVITIES AFTER THE ASSESSMENT

Procedure 22. Complete the Session Debriefing Form

It is important for Westat to demonstrate that all data are collected under standard

conditions and that any anomalies are carefully documented. The Session Debriefing Form

was created for this purpose. Follow the steps on the next two pages for completing this

form.

Record the session
information in the box at
the top of the form. Most
of these items can be
transferred from the top
of the Administration
Schedule.

Place a check mark in
the Yes or No column
for each of the 12 items.
Record any comments
or explanations about
the item in the column
labeled “Details.”

In this section, we are
interested in your
opinion of the attitude
of the students, the
school staff, and any
other observers who
attended the session.

sV initials SR

‘ SESSION DEBRIEFING FORM(| Arts Assessment

COMPLETE THIS FORM FOR EACH SESSION - REGULAR, ACCOMMODATION, AND MAKEUP.

Region #:

Session Date: _February 11. 2008
School Name: i

FL1

School D#: 122-122-1

Person Completing Form: Silvia Thomas sv: _ Sally Richardson
Other NAEP Staff Assisting with Session:
Other Observers Present: Sam Stewart (School Coordinator)
Session Number: __M10801 (e.g. M10801, V10801)
This session was: Xl Regular Session QO Accommodation Session

O Makeup Regular Session Q Makeup Session
SESSION SUMMARY (Be sure to provide as much detail as possible.)

ITEM YES | NO | N/A DETAILS

Were there any problems setting up for this session?

Were there any problems getting students to this
session?

Were there any problems with the session timing?

Were there any problems with the session materials
(including the distribution and use of ancillary items)?

Were there any student refusals?

XXX ([X |X |X

Were there any students who left the session?

Were students cooperative and orderly during the
session? X

Were there any problems with accommodations given
in this session?

>

Were there any students still working when the timer x

rang?

Were there any problems with the location? X the testing location was very cold
Were there any interruptions? X

Other, specify X

REACTION TO SESSION

AUDIENCE ATTITUDE

COMMENTS/COMPLAINTS

® Positive Q  Mixed/Indifferent
Students O Negative O Canitisay

® Positive Q Mixed/Indifferent
School Staff O Negative QO Canltsay

W Positve O Mixed/Indifferent
Other Observers O Negative QO Canftisay
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Here, record your view of
how well the session went, Overall, how well did this session go?

and document any Perti-  m—)— K Very well

nent details about the 0 Unentmtry

session not mentioned on
the previous page.

If 'L i y,| record

Record any UNUSUAL circumstances in this session not previously mentioned:
none

Record any unusual —_—T
circumstances you encoun-
tered while administering the
session, and that were not
noted previously on the form,
in this section.

Record any questions that students asked during the session. Be sure to include the subject and booklet
number for questions about items.

Subject Booklet ID # Student Question

M 741002 4077 | Student asked for instructions on reading the sheet music

Record any questions that
students asked during the /
session. Include general

questions about the assess-
ment and specific questions
about particular assessment

items or background ques-
tionnaire items.

RETURN THIS COMPLETED FORM TO YOUR FIELD MANAGER.

Give the completed Session Debriefing Forms to your supervisor. He/she will review each
form and discuss with you any problems or unusual situations that arose during the session.
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CONDUCTING
A MAKEUP SESSION

Procedure 23. Secure Assessment Materials for the Makeup
Session

If the attendance at a school is too low (less than 90 percent), your supervisor will schedule
a makeup session. If this is the case, you may be asked to return to the school to administer
it. If absent students from both a music and a visual arts session are invited to the makeup,
two makeup sessions will need to be conducted. They cannot be assessed in the same
session.

In preparation for the makeup session, you must retain all materials from the original session
until the makeup session has been conducted by doing the following:

e Place all booklets and other materials used in the original session in the original
Session Box.

e Gather the booklets, ancillary materials, CD(s), and any required materials to be used in
the makeup session, such as the timer, pencils, the “Testing in Progress—Do Not
Disturb” sign, and the collage poster, Pittsburgh Memories, if needed, and place them
on top of the original session materials.

® Protect the security of these materials. Keep the materials in your possession until you
return to the school to conduct the makeup session. Before leaving the school on the
original assessment day, the supervisor will place the original Administration Schedule
and Roster of Questionnaires in the NAEP Storage Envelope for the makeup session.

® Bring CD player(s) and extension cord(s)/adapter(s) (if needed).
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CONDUCTING A MAKEUP SESSION

Procedure 24. Retrieve the NAEP Storage Envelope

You will need to retrieve the NAEP Storage Envelope from the school coordinator upon your
arrival at the school to obtain the Administration Schedule. At this time, you will also ask the
school coordinator if there are any new parent or student refusals.

Procedure 25. Organize the Booklets and Ancillary Materials

You will need to check the stack of assessment booklets for students invited to the makeup
session. If necessary, except for the session and line numbers, erase all information coded
on the booklets. If the student ID label was removed after the original session, replace it with
a blank removable label provided by your supervisor and record the student name and
booklet ID number. Do the same for ancillary materials, if necessary.

Procedure 26. Prepare the Room

Next, prepare the assessment location using the same guidelines discussed in
Procedure 10 in chapter 5.

Procedure 27. Conduct the Makeup Session

Be sure to conduct the makeup session following the same procedures used in the original
session. As in the original session, read the script verbatim and use the appropriate
Question-by-Question Specifications to answer student questions in the general background
and subject background sections of the assessment.

Procedure 28. Complete the Administration Schedule

After the session, enter the results of the makeup session on the Administration Schedule
from the original session as shown on the following page:
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oMark students attending the eShade in the Makeup

makeup session by putting a Held oval at the top of the
checkmark in the Attendance Administration Schedule.
(v//A) column. |
nnnnnnnnnnnn T
[1]
o000t
M10801 2008 Arts
" | Abate, Mark 101" mlof|4f[offaff 1]f1][1]l4 2 2 741 000293 4
F Alto, Susan 101 “ M off2]l9]ll3|f2/f 31 1 2 2 741 054006 9
P Bates, Tim 101 “ M| o6 9|4 1 1]z 4 2 2 741 005241 1
F Bostwick, Carol 101 - M 1T(Of]9ff 4]l 2 111 4 2 2 741 000043 8
P Burns, Kimberly 101 “ M 1][1 9|l 4l 2 21 1 2 2 741006922 1 901 043210 5
P @z, a 2321" M| ol o[ ol 4|l 2| 5|/ 1] & 2 2 741 000841 2
F Cruz, Marisol 232 5 MOo]1 9|3l 2 33/ 4 1 2 741 043569 2
P Davis, Tyrone 232 “ MO 5|l 9f 4 1 2f 1 4 2 2 741 005301 1
” | Dempsey. 221" Mo 7| 9|4l 2| 2 1[f 4 2 2 741 210021 3
| Fairchild, Michael 101 M| ol[o][of[afl +][ ][] = 2 2| 741 210001 6
" | Guzman, Pedro 10!" M 1|[2][ of 4l t]f 3] 2] 4 1 2 741 073201 2
* | kwon, Sang 1ol m 1] offo]l4ff 1| 4fl1]f 4 1 2 741 002
| Lipsky, Daniel 110 M olfe][ o] 4l 1] 1] 1] 4 2 2 Wmm 9 L]
" | Lundy, Christina 10" M off2]|[ o] 3l 2f| 1] 1] 2 2 2 /741 076206 0 " :
* | Masters, Tina 252" m [ 1][o]['o][«][ 2|[s[[1 ][ s]| [[2]] ][ 7e1 ovee0s s RN
/I
Change the Administration Code for participating students e Complete the summary box at
to the appropriate Assessed in Makeup Session codes (20-24) on the top of the Administration
the Administration Schedule. Do this by erasing the initial code and Schedule as follows:

entering the Assessed in Makeup Administration Code outlined in
the table below.

m enter the number of
students assessed on the
line labeled # Assessed

(Makeup Session); and
Assessed in Makeup Session Administration Codes

20 | In session full time. Assessed in makeup session. = add the numbers
assessed in the original

21 | No responses in booklet. Student was in makeup session .
the full time, but there were no responses in the booklet. and makeup sessions to
obtain the TOTAL

ASSESSED.

22 | In session part time. Student left the makeup session and
did or did not return. Specify the reason on the booklet cover.

23 | Session incomplete. Specify the reason. Use this code
when the makeup session was interrupted and no student
was able to complete the booklet (e.g., fire drill).

24 | Other, specify on cover. Use this code for any situation that
is not covered by the other Assessed in Makeup Session
codes (e.g., the discovery of a page missing from a booklet).
Explain fully on the booklet cover.
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CONDUCTING A MAKEUP SESSION

Procedure 29. Code the Booklet Covers

Using the information from the Administration Schedule, you should also code the covers of
the booklets for all students invited to attend the makeup session as described in
Procedure 20 in chapter 7.

Procedure 30. Prepare the Ancillary Items for Shipment

Follow the procedures described in chapter 7, procedure 20I, to prepare the ancillary
materials for shipment

Procedure 31. Prepare the NAEP Storage Envelope

You will need to make one copy of the completed Administration Schedule(s) (front and
back) with names still attached. Place these copies in the NAEP Storage Envelope.

Then, remove the names from the original Administration Schedule(s) by tearing them off at
the perforation. Place the names in the NAEP Storage Envelope.

Finally, using the originals without names, make a copy of the Administration Schedule(s)
(front and back). Retain these copies for your supervisor and place the originals in the
appropriate Session Box(es).

Any parental consent forms returned on the makeup session day should be placed in the
NAEP Storage Envelope.

Return the NAEP Storage Envelope to the school coordinator to retain until the destroy date
printed on the envelope.

Procedure 32. Repack the Session Box and Return It to Your
Supervisor

Next, you will repack the Session Box(es) according to Pearson procedure as described in
Procedure 21 in chapter 7. When you are finished, return all assessment materials to your
supervisor. He/she will be responsible for shipping the materials as soon as possible after
the makeup session.

Procedure 33. Complete the Session Debriefing Form and Return It
to Your Supervisor

Your final task will be to complete a Session Debriefing Form according to Procedure 22 in
chapter 7. If there were any problems, or if anything unusual happened during the makeup
session, report this to your supervisor immediately. Include the completed Session
Debriefing Form when you return the assessment materials used in the makeup session to
your supervisor.

ASSESSMENT ADMINISTRATOR MANUAL — ARTS




Additionally, any Teacher Observer Letters or Accommodation Teacher Letters signed on
the day of the makeup session should be turned in to your supervisor for placement in the
School Folder.
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o Arts Terms

e NAEP Terms
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APPENDIX A.
GLOSSARY OF ART TERMS

Bearden, Romare Romare Bearden, (1911-1988), born in Charlotte, North Carolina, was
a prominent African-American artist, musician, and writer. Although he
created in many styles (see Cubism) and media, he worked more often
in collage later in his career. His collage creations are generally
considered his best works.

Byzantine The Roman Empire from the 5th century until 1453 (Fall of
Constantinople) is known as the Byzantine Empire. Artists were usually
anonymous and paintings (see lcons) are mostly religious and reflect
the somber tone of the Orthodox Church. Icon paintings and mosaics
(images or designs made from small pieces of glass, stone, or ceramic)
display flat, one-dimensional forms. Figures are shown in a frontal view
without shadowing, giving them an unreal appearance. Faces are
elongated with prominent eyes and serious expressions.

Charcoal Pencil Charcoal has been used as an art medium since prehistoric times. It
comes in degrees of hardness and forms. Today, it is usually wrapped
in paper to form a pencil. Charcoal is often used in drawings because it
can create very subtle shades of light and dark. A disadvantage is that
surfaces require a protective sealer to prevent smudging.

Collage Collage (from the French coller, “to stick or glue”) is a work of visual
arts made from an assemblage of different forms and materials such as
newspapers, ribbons, hand-made papers, portions of other artwork,
photographs, and such, glued to a piece of paper, canvas, or other

surface.
Cowper Madonna See Raphael.
Cray-Pas™ A special art medium created by the Japanese in the 1920s. The name

is a combination of cray(on) and pas(tel). (See crayon and pastel.)
Cray-Pas™ are widely used in schools and by professional artists
because of their range of colors and ability to blend well.
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APPENDIX A. GLOSSARY

Crayon

Cubism

Guernica

Icons

Impressionism

Kendall, William
Sergeant

Kollwitz, Kathe

A crayon (from the French craie, “chalk”) is a stick of colored wax,
charcoal, chalk, or other materials used for writing and drawing. A
crayon made of oiled chalk is called an oil pastel; when made of
pigment with a dry binder, it is simply a pastel (see pastels).

Cubism was an influential early 20th century art style. In cubist
artworks, objects are broken up and re-assembled in an abstracted
form—instead of depicting objects from one viewpoint, the artist shows
the subject from a multitude of viewpoints to represent the subject in a
broader context. Picasso was an early proponent of Cubism.

Guernica (approximately pronounced "gair NEE kah" and often as
"GWAIR nee kah") is a large, black and white oil painting by Pablo
Picasso depicting the Nazi bombing of Guernica, Spain. It has become
aniconic portrayal of the horrors of war with its depiction of
death, brutality, and suffering.

An icon (from the Greek eikon, "image") is a picture or representation
that symbolizes an object or person. In Eastern Christianity and other
icon-painting traditions, it is generally a flat panel painting depicting a
holy being or object.

Impressionism was a 19th century art movement that began in Paris.
The name is derived from the title of a Claude Monet work Impression,
Sunrise, which was not well received by one Paris art critic who
derogatorily branded the style “impressionistic.” Characteristics of
Impressionist painting include visible brushstrokes; emphasis on light in
its changing qualities (often accentuating the effects of the passage of
time); ordinary subjects (as opposed to mythological themes); the
inclusion of movement as a crucial element of human experience; and
unusual visual angles.

William Sergeant Kendall (1869-1938) was born outside New York City.
He is best known for paintings of his wife and daughters (Elisabeth,
Beatrice, and Alison), often posing them by a mirror. Kendall studied in
the United States and in France (like most artists of his time), but his
work was little influenced by Impressionism (see Impressionism),
reflecting rather a more classical, realistic style.

Kathe Schmidt Kollwitz (1867-1945) (pronounced approximately
“KATE-ah COAL-vitz”) was a German painter, printmaker, and sculptor
whose work offered an eloquent and often searing account of the
human condition: illness, poverty, war. Her early work was grounded in
Naturalism (the depiction of realistic objects in a natural setting and its
view of the futility of humans against the forces of nature), but later her
works took on Expressionistic (see Egon Schiele) qualities.
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Miré, Joan Joan Miré i Ferra (1893-1983) (pronounced approximately (“zhon mee-
ROH”) was a Catalan painter, sculptor, and ceramist born in Barcelona,
Spain. His work has been interpreted as surrealistic (exploring dreams
and the subconscious mind). He expressed distain for conventional
means of expression and sought a recreation of the childlike in his
work.

Pastels Pastel sticks or crayons consist of powdered pigment combined with a
binder. Two types of pastels are dry and oil. Chalk, among other
compounds, may be used as a binder in dry pastels. They come in
varying degrees of hardness and muted colors. Oil pastels have a soft,
buttery consistency and intense colors. They are slightly more difficult
to blend than soft pastels, but do not require a fixative to preserve the
surface of the artwork.

Raphael Raphael Sanzio or Raffaello (1483-1520) was an Italian master painter
and architect of the Renaissance (see Renaissance). Noted for the
perfection, grace, and beauty of his paintings, his works were
influenced by both Michelangelo and Leonardo DaVinci, who were his
contemporaries. An example of a painting influenced by DaVinci is the
Small Cowper* Madonna, painted circa 1505 (oil on panel, 23 3/8” x 17
3/8,” National Gallery of Art).

* Pronounced “Cooper’—an art collector who once owned the painting along with the
Large Cowper Madonna also at the National Gallery of Art.

Renaissance The Renaissance (from French renaissance, “rebirth”) was one of the
most important periods in Western art history and spanned the 14th to
the 17th centuries. The paintings and sculptures of this period,
particularly those of the Italian Renaissance, are among the most
famous works ever created: DaVinci’'s Mona Lisa and Michelangelo’s
David, for example. Art of this period used perspective, balance,
proportion, and realistic depictions of the human body along with bright,
airy colors.

Schiele, Egon Egon Schiele (1890-1918) (pronounced approximately “egg-ON SHEE-
lah”) was born in Austria and is considered a major figurative painter of
the early 20th century. Schiele's pieces—often nudes and self-
portraits—are noted for their intensity. He is a notable exponent of
Expressionism (works that distort reality to produce an intense
emotional effect). Due to the highly charged nature of his art, his
turbulent life, and his premature death, Schiele has come to epitomize
the popular image of the tortured artist. His work (and all Expressionist
art) was branded as “decadent” by Nazi Germany.
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APPENDIX A.
GLOSSARY OF NAEP TERMS

Glossary for Assessment Administrators

AA (Assessment Administrator)
Westat field staff member hired and trained to administer the assessment and to assist the
supervisor with other NAEP activities in the school.

Accommodation Code

Code entered on the Administration Schedule for each selected student. This code is used
to indicate whether a student will be assessed with or without accommodations, in a regular
session, or in a separate accommodation session.

Accommodations

Alterations in the administration of standardized assessments such as NAEP that are
provided to certain students with disabilities (SD) and/or English language learners (ELL), as
specified in the student’s Individualized Education Program (IEP).

Administration Code
Participation status code entered on the Administration Schedule for each selected student.
This code is used to identify if and how students participated in NAEP.

Administration Schedule

The central document used to list the students in a given school selected to participate in
NAEP. It links the student demographic and performance data to produce aggregate
reports.

Arts
An assessment in music and visual arts that will mark the fourth time these two subjects
have been assessed nationally for NAEP.
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Assessment Booklets

Developed to assess the selected students in grade 8 in the two subject areas specified for
the 2008 Arts Assessment—Music and Visual Arts. Assessment booklets consist of four
parts: two cognitive blocks and two background question blocks.

Assessment Information Form (AIF)
Form used and completed by the supervisor to communicate specific information to an AA
about an assignment.

Assessment Session
The period of time during which test booklets are administered to a group of students.

Bundle Slip
Form packaged with each bundle of test booklets listing session information and the first
three digits of the booklet ID nhumbers contained in the bundle.

ELL (English language learner)

A term used to describe students who are in the process of acquiring English language skills
and knowledge. Some schools refer to these students using the term “limited English
proficiency” or “LEP.”

ELL Questionnaire
NAEP questionnaire completed for each selected student identified as ELL by the school
staff member most knowledgeable about the student.

ETS (Educational Testing Service)
Contractor responsible for the design, analysis, and reporting of NAEP data.

Field Manager
Westat field staff member hired to coordinate all NAEP field activities with the state
departments of education and the Westat home office staff.

Field Test (FT)

The second stage of pretesting NAEP assessments after pilot testing. Field tests are
administered to a nationally representative sample of students 1 year before the operational
assessment. Field test subjects for 2008 are reading, mathematics, and science.

Framework

Under the Governing Board’s direction, the objectives for each assessment are described in
a framework document that delineates the important content and process area to be
measured for a given subject areas as well as the types of questions to be included on the
assessment. The framework development process is congressionally mandated and
involves widespread participation and review by policymakers, educators, and members of
the general public.

Fulcrum IT
Contractor responsible for the NAEP web operations and web maintenance.
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HumRRO (Human Resources Research Organization)
Contactor responsible to conduct independent quality assurance activities throughout the
NAEP assessment cycle.

IEP (Individualized Education Program)

Generally, each public school student who receives special education and related services
should have an IEP. The IEP includes any accommodations needed in order for the student
to participate in standardized tests such as NAEP.

Long-Term Trend (LTT)

An assessment designed to give information on the changes in the basic achievement of
America’s youth by monitoring trend lines first established in 1971 for reading and 1973 for
mathematics.

MySchool
The website that provides participating schools and districts with a convenient way to
access details about the NAEP assessment.

NAEP (National Assessment of Educational Progress)
NAEP is a continuing national survey of the knowledge and skills of American students in
major learning areas taught in school. It is often called “the Nation’s Report Card.”

NAEP Code of Ethics

The Code of Ethics is a set of principles that NAEP expects all staff members to follow. The
Code defines principles that are the foundation for fair and accurate test administration and
data collection.

NAEP in Your School
Officially titled “NAEP in Your Schools,” this document provides an overview of NAEP. It is
included in the recruitment materials sent to sampled schools.

NAEP School ID Number
Unique ID number for each participating school used on all NAEP materials.

NAEP State Coordinator
Staff member at the state department of education who works with the Westat field manager
to coordinate all NAEP activities in the state.

NAEP Storage Envelope
Used by the school to hold the NAEP material needed by the NAEP team on assessment
day and for storage of the material at the school following the assessment.

NAGB (National Assessment Governing Board)

Also known as “the Governing Board,” this independent organization is appointed by the
U.S. Secretary of Education and develops the content “frameworks” or test blueprints. The
Governing Board sets policy for NAEP and selects the subject areas to be assessed and
develops guidelines for reporting.
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NCES (National Center for Education Statistics)
NAEP is directed by NCES of the U.S. Department of Education.

NSLP (National School Lunch Program)
A federally assisted meal program that provides low-cost or free lunches to eligible students.

Pearson (Pearson Educational Measurement)
Contractor responsible for NAEP materials distribution and processing. It is also responsible
for scoring the student responses to the test questions. Formerly known as NCS Pearson.

Preassessment Packet
Contains important information, instructions, and materials the school coordinators need to
prepare for the preassessment visit and the assessment process.

Quality Control Booklet (QCB)

Document used by the NAEP supervisor to track the work with the school throughout the
entire process of planning and supervising assessment activities. The QCB is organized into
three parts. Part 1, Preassessment Activities; Part 2, Assessment Day Activities; and Part 3,
Post-Assessment Activities.

Sample

A portion of a population, or a subset from a set of units, that is selected by some probability
mechanism for the purpose of investigating the properties of the population. NAEP does not
assess an entire population of schools or students, but it selects a representative sample
from the population to participate in the assessment.

Sample Parent Notification Letter

A No Child Left Behind requirement, the letter explains the assessment and its importance
to parents of students selected for the assessment. It may be modified to satisfy any
parental notification requirements of the district and/or school.

Sample Questions Booklet
Contains NAEP 2008 background questionnaires accompanied by explanations, rationales,
and sample assessment items.

School Coordinator
The principal or other school staff member assigned to coordinate all NAEP activities at the
school.

School Folder
Contains all of the official recordkeeping documents and information relating to conducting
the school assessment.

School Questionnaire

NAEP questionnaire completed for the school by the principal or other official. It is used to
gather information concerning school administration, staffing patterns, curriculum, and
student services.
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Science Interactive Computer Tasks (SICT)
A prepilot of test items and procedures that will be piloted during the 2008 Field Test.

SD (Student with a Disability)

A student with a disability needs specially designed instruction to meet his/her learning
goals. A student with a disability will usually have an IEP, which guides his/her special
education instruction. Students with disabilities are often referred to as special education
students and may be classified by the school as learning disabled (LD) or emotionally
disturbed (ED).

SD and/or ELL Roster of Questionnaires
Form used to keep track of the SD and ELL Questionnaires distributed to school staff
members.

SD Questionnaire
NAEP questionnaire completed for each selected student identified as SD by the school
staff member most knowledgeable about the student.

Session Debriefing Form
Form used by AAs to document certain details about an assessment session.

Session Number

The Session Number consists of two letters and four numbers. The two letters indicate that it
is a Long-Term Trend assessment. The first two numbers indicate the age of the students
being assessed and the last two numbers uniquely identify the session from the other
sessions that may be conducted at the school.

Session Scripts
Script and instructions used by AAs to conduct all NAEP assessments in a uniform manner.

Statistical Validity
For NAEP, when the analyses and reports from the assessment data precisely reflect
student achievement across the nation.

Supervisor
Westat field staff member hired to manage assessment teams, to select the samples of
students to be assessed, and to oversee all NAEP activities in the schools.

Title |
A federally funded assistance program for economically and educationally disadvantaged
students.

Westat
Contractor responsible for NAEP sampling, data collection, and quality control monitoring
activities.
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CD Player Setup
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RCA CD PLAYER RS 2664 SETUP GUIDE

Before using the RCA RS 2664 CD player, read the instructions in the User’s Manual that
follows this setup guide.

To set up the CD player and speakers do the following:

STEP 1: REMOVE CD PLAYER AND SPEAKERS FROM PACKING BOX
STEP 2: ATTACH THE SPEAKER WIRES

Connect the speakers to the player as noted in the diagram below.

Each speaker has two sets of wires: a black/red wire and a black/purple wire. When
connecting the speakers, match the red or purple wires to the red or purple jacks on the
main unit. Match the black wires to the black jacks on the main unit.

Speaker Wire Connection
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Release tab to lock wire in
the terminal.

Push Speaker terminal tab
down to insert wire.

NOTE: Make sure the insulation is completely removed from the
ends of the speaker wires at all connection points.

BACK VIEW —

1. Main speaker jacks—for the
system speakers. O

EJ LMAIN(BEZJ ‘I
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SPEAKERS

2.  Woofer jacks—not used.
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STEP 3: POSITION THE SPEAKERS

Speakers should be placed facing students and 3 feet from the CD player to ensure good
sound separation and to reduce CD player vibration which can cause playback problems.
See diagram below. The front of the CD player also should face toward the AA, if possible,
for easy access to the controls.
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/
/
!

|

};\\f,//f \\\:// ff
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Do not place the player or speakers close to walls. Maintain the minimum distance shown
below.

Installation

To ensure sufficient ventilation, keep the spacing
shown as below:

I v I 4"

4" 4:r 2rr

_\'.

Front view Side view
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STEP 4: OPERATING THE PLAYER

BANDVINFO
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ON/STANDBY—press to turn on the unit or place in standby mode. Remember to unplug
the power cord if you not going to use the system for some time. When in standby mode, the
bar on the standby button is lit red.

SOURCE—-press to select CD player, tuner, or other modes. Set the source to CD player.
CD REC—press to start and stop recording to USB device. Not used here.

BAND/INFO—in CD mode, this function is similar to a playback counter. Pressing the button
allows you to display either the amount of time remaining to be played on a track or the
amount of time a track has been playing. Repeat pressing the button to select the desired
display. Set this to display the amount of time a track has been playing starting from zero.

BASS BOOST—press to turn on or off. The setting should be set to off. The word “Bass” is
displayed if the setting is on and not displayed when the setting is off.

DEMO/DIMMER—to activate, press and hold button to adjust brightness.

EQ—press the EQ button until the “Flat” setting is displayed.
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PROG/SET—this button is not active since no programs will be set.

VOLUME—to adjust volume, turn the knob clockwise or counterclockwise. Set the volume
before the session begins at a level so that all students can hear. Avoid adjusting the
volume when the CD is playing—especially the music sections—unless absolutely
necessary.

DISC 1/2/3/4/5—these buttons are not used here. The CD holds up to 5 CDs at a time and
these buttons allow you to select which CD in a particular tray will be played. Place the
session CD only into tray 1, the top disc tray, of the CD changer. Never store or place
CDs in any of the other trays. The CD player will automatically recognize the CD in tray 1.

gl ——press to stop and pause the CD playback. Use this button when the CD narrator
tells you to stop (pause) or restart the CD. You should also use this button to pause the CD
when the narrator says “Stop, this is the end of the section.” If you do not press the pause
button, the CD narration automatically goes on to the next track (section).

Do not use the Il button to stop the CD. See below.

B —press to stop playback entirely. Warning: pressing this button will
terminate the section. You will not be able to return to the place
you left off without playing through the entire track back to that
point. This could cause serious disruption to the session and may
result in an incomplete assessment as might occur with a fire drill.

<< / > these buttons allow you to move between tracks. For instance, if you are
playing track 1 of a music session CD and press the right arrows, the player moves to track
2. If you are playing track 2 and press the right arrows, the player moves back to track 1.

P

S —use this button to open and close the disc changer. Be certain to place the CD

in the top tray (tray 1).

- = - 4
RESET ,

|L PREY Jl__,_.n"” EMT J

. X LS

* —these buttons are inactive since we do not have preset folders.

" P e = P
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This row of track buttons is not used since we only will use tray 1.

STEP 5. CHECK THE DISPLAY SETTINGS TO CONFIRM THE PLAYER IS SET UP
CORRECTLY. THE DISPLAY SHOULD INDICATE:

1. BASS is off (nothing displayed).
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PROG area on left side of display window indicates “CD.”

Source is “CD”.

Timer is off (nothing displayed).

Playback mode status on the right side should indicate “ALL DISCS.”
Random play display <* should be off (nothing displayed).

N o o bk~ webd

When the disc is loaded, only this 4',.'-" display disc should be lit and blinking. The
display “spins” when the disc is playing.

Display

BASS - bass boost activated
SLEEP - sleep mode activated

REC - recording in progress CD tray status:

PROG - program playback Lights when loaded

mode activated Flashes for the current disc
Source Indication Animates when playing

CD) TUNER) AUX) USB) e 4;'.3 [P 7

- s :;SE;P = REPEAT
format ——an e iy NI NI IS I ) s )
Eadjdo T :T—. ﬁﬂ & " "' l/“ l/ﬂ, Vl\, l/ﬂ, VM U-;Hﬂ INTRO
"7
Timer Folder Playback

activated navigation mode

mode status

FM stereo mode activated

STEP 6: PLACE CD IN TRAY 1 OF CD CHANGER

The display will indicate the number of tracks on the CD. For a music session the display will
read 2TRKS, indicating that there are 2 tracks on this CD and the CD is 1 of 5. The Whisper
Box CD only has 1 track.

sTEP 7: PRESS THE P Il BUTTON TO BEGIN CD NARRATION

TROUBLESHOOTING TIPS

1. System does not turn on.
a. Check power cord for a secure connection.
b. Unplug unit for a moment, and then plug it back in.
c. Check the outlet by plugging in another device.

2. There is no sound.

a. Increase volume setting.
b. Check connection to speakers.
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c. Check that you have selected the correct function: CD.
d. Make sure mute is off.
e. Unplug headset.
3. CD does not play.
a. Checkthat CD is in tray 1.
b. Check that CD is facing up.
c. Check that PAUSE mode is not on.
d. Check that CD function is selected.
e. Clean the disc.
f.  Try another disc.

4. CD sound skips.
a. Clean the disc.
b. Check disc for scratches or other damage.
c. Check if something is causing the player to vibrate and reposition. Note that
speakers should be 3 or more feet from the player or on a different surface.

5. CD button does not respond.
a. Switch to another function (Tuner) and then back to CD.

MAINTENANCE

CAUTION! Do not attempt to open the CD player case. This unit operates with laser and
may cause eye damage. Opening the case also voids the warranty. If you encounter a
problem, contact the NAEP help desk which will arrange a replacement.

1. Disconnect the system from the power source before cleaning the case. Clean the
exterior of the case with a soft, cloth only.

2. Handling CDs
a. Do not touch the recorded surface. Hold the CD by the perimeter and inner
edge.
b. Do not affix labels or adhesive tapes to the label surfaces.
c. Do not scratch or damage the label.
d. Do not use damaged (cracked or warped) CDs.

3. Cleaning CDs
a. Dirty CDs can cause poor sound quality. Always keep CDs clean by wiping
them gently with a soft, lint-free cloth from the inner edge toward the outer
edge.
b. If a CD is clearly dirty, wipe it clean with a moist, soft cloth. Then wipe dry
with a soft, dry, lint-free cloth.
c. Do not use cleaning sprays, cleaning solvents, or antistatic agents.
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CD Player User Manual
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Tocom: 5645 6830
RGA i
manual de usuario

R52664

EN/E

It is important to read this instruction prior to using your new product for the first time.
Es importante leer este manual antes de usar por vez primera su euipo.
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FCC information

This device complies with Part 15 of the FCC
Rules. Operation is subject to the following two
conditions: (1) This device may not cause harmful
interference, and (2) this device must accept any
interference received, including interference
that may cause undesired operation.

In accordance with FCC requirements, changes or

modifications not expressly approved by

Thomson Inc. could void the user’s authority to

operate this product.

This device generates and uses radio frequency

(RF) energy, and if not installed and used

properly, this equipment may cause interference

to radio and television reception.

If this equipment does cause interference to

radio or television reception (which you can

determine by turning the equipment off and
on), try to correct the interference by one or
more of the following measures:

* Reorient the receiving antenna (that is, the
antenna for the radio or television that is
"receiving" the interference).

¢ Move the unit away from the equipment
that is receiving interference.

* Plug the unit into a different wall outlet so
that the unit and the equipment receiving
interference are on different branch circuits.

If these measures do not eliminate the

interference, please consult your dealer or an

experienced radioftelevision technician for
additional suggestions.

Also, the Federal Communications Commission

has prepared a helpful booklet, "How To

Identify and Resolve Radio TV Interference

Problems." This booklet is available from the

U.S. Government Printing Office, Washington,

DC 20402. Please specify stock number 004-000-

00345-4 when ordering copies.

This product complies with DHHS Rules 21 CFR

Subchapter J. Applicable at the date of

manufacture.
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For your safety

The AC power plug is polarized
{one blade is wider than the
other) and only fits into AC power ?
outlets one way. If the plugwon't
go into the outlet completely, turn
the plug over and try to insert it
the other way. If it still won't fit, contact a
qualified electrician to change the outlet, or use
a different one. Do not attempt to bypass
this safety feature.

CAUTION: TO PREVENT ELECTRIC SHOCK,
MATCH WIDE BLADE OF PLUG TO WIDE SLOT,

A

THE LIGHTNING| CAUTION: TO REDUCE THE | THE EXCLAMATION
FLASH AND ARROW- | RISK OF ELECTRIC SHOCK, | POINT WITHIN THE
HEAD WITHIN THE] DO NOT REMOVE COVER]TRIANGLE IS A
TRIANGLE 15 A](OR BACK). NO USER-] WARNING SIGN
WARNING SIGN|SERVICEABLE PARTS IN-] ALERTING YOU OF
ALERTING YOU OF | SIDE. REFER SERVICINGJIMP ORTANT

FULLY INSERT.
A e\
RISK OF ELECTRIC SHOCK| ‘ ‘
DO NOT OPEN

"DANGEROUS|TO QUALIFIED SERVICE|INSTRUCTIONS
VOLTAGE" INSIDE | PERSONNEL. ACCOMPANYING
THE PRODUCT. THE PRODUCT.

SEE MARKING ON BOTTOM / BACK OF PRODUCT

WARNING: TO PREVENT FIRE OR ELECTRICAL
SHOCK HAZARD, DO NOT EXPOSE THIS PRODUCT
TO RAIN OR MOISTURE.

This audio system has
earned the ENERGY STAR.

ﬁ
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PLEASE READ AND SAVE THIS FOR FUTURE REFERENCE

IMPORTANT SAFETY INSTRUCTIONS

Some of the following information may not
apply to your particular product; however, as
with any electronic product, precautions should
be observed during handling and use.

* Read these instructions.

Keep these instructions.

Heed all warnings.

Follow all instructions.

Do not use this apparatus near water.

Clean only with dry cloth.

Do not block any ventilation openings.

Install in accordance with the

manufacturer’s instructions.

* Do not install near any heat sources such as
radiators, heat registers, stoves, or other
apparatus (including amplifiers) that
produce heat.

* Do not defeat the safety purpose of the
polarized or grounding-type plug. A
polarized plug has two blades with one
wider than the other. A grounding type
plug has two blades and a third grounding
prong. The wide blade or the third prong is
provided for your safety. If the provided
plug does not fit into your outlet, consult
an electrician for replacement of the
obsolete outlet.

* Protect the power cord from being walked
on or pinched particularly at plugs,
convenience receptacles, and the point
where they exit from the apparatus.

* Only use attachments/accessories specified
by the manufacturer.

¢ Use only with the cart,
stand, tripod, bracket, or
table specified by the
manufacturer, or sold with
the apparatus. When a
cart is used, use caution
when moving the cart/
apparatus combination to avoid injury from
tip-over.

* Unplug this apparatus during lightning
storms or when unused for long periods of
time.

Refer all servicing to qualified service
personnel. Servicing is required when the
apparatus has been damaged in any way,
such as power-supply cord or plug is
damaged, liquid has been spilled or objects
have fallen into the apparatus, the
apparatus has been exposed to rain or
moisture, does not operate normally, or has
been dropped.

ADDITIONAL SAFETY INFORMATION
Apparatus shall not be exposed to dripping
or splashing and no objects filled with
liquids, such as vases, shall be placed on the
apparatus.

Always leave sufficient space around the
product for ventilation. Do not place
product in or on a bed, rug, in a bookcase
or cabinet that may prevent air flow
through vent openings.

Do not place lighted candles, cigarettes,
cigars, etc. on the product.

Connect power cord only to AC power
source as marked on the product.

Care should be taken so that objects do not
fall into the product.

Do not attempt to disassemble the cabinet.
This product does not contain customer
serviceable components.

IF YOUR PRODUCT OPERATES ON
BATTERIES, adhere to the following
precautions:

A. Any battery may leak electrolyte if mixed
with a different battery type, if inserted\
incorrectly, or if all batteries are not
replaced at the same time.

B. Any battery may leak electrolyte or
explode if disposed of in fire or an attempt
is made to charge a battery not intended to
be recharged.

C. Discard leaky batteries immediately.
Leaking batteries can cause skin burns or
other personal injury. When discarding
batteries, be sure to dispose of them in the
proper manner, according to your state/
provincial and local regulations.
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Important information

Technical information
Product: Audio System

Brand: RCA

Model: RS2664

Electrical consumption

Power Supply: 120V ~ 60Hz
Power Consumption: 240 Watts

For your records

In the event that service should be required, you
may need the model number. In the space
below, record the date and place of purchase:
Model No.

Date of Purchase

Place of Purchase

Service information

This product should be serviced only by those
specially trained in appropriate servicing
techniques. For instructions on how to obtain

service, refer to the warranty included in this
Guide.
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Safety precautions

Never open the cabinet under any
circumstances. Any repairs or internal
adjustments should be made only by a
trained technician.

* Never operate this product with the cabinet
removed.

* Do not use your System immediately after
transporting it from a cold place to a warm
place, as condensation may cause the system
to malfunction.

* Keep your unit away from humid areas and
abnormally hot places.

* Do not touch the player with wet hands. If
any liquid enters the player cabinet, take
the player to a trained technician for
inspection.

e This compact disc player uses a laser to read
the music on the disc. The laser mechanism
corresponds to the cartridge and stylus of a
record player. Although this product
incorporates a laser pick-up lens, it is
completely safe when operated according to
directions.

* Discs rotate at high speed inside the player.
Do not use damaged, warped, or cracked
discs.

¢ Do not touch the pick-up lens which is
located inside the disc compartment. To
keep dust from collecting on the pick-up
lens, do not leave the compartment door
open for an extended period of time. If the
lens becomes dirty, clean it with a soft
brush, or use an air blower brush designed
for camera lenses.

¢ The apparatus shall not be exposed to
dripping and splashing and that no objects
filled with liquids, such as vases, shall be
placed on apparatus.

¢ Main plug is used as the disconnet device, it
shall remain operable and should not be
obstructed during intended use. To be
completely disconnected the apparatus from
supply mains, the main plug of the
apparatus shall be disconnected from the
mains socket outlet completely.




Important information

Important battery
information

¢ Remove the batteries to avoid leakage if
you do not use your remote control for-
more than one month.

¢ Discard leaky batteries immediately as
leaking batteries may cause skin burns or
other personal injuries. Dispose of batteries
in the proper manner, according to
provincial and local regulations.

¢ Any battery may leak electrolyte under the
following circumstances:

- if mixed with a different battery type,

- if inserted incorrectly,

- if all batteries are not replaced at the
same time,

- if disposed of in fire, or

- if an attempt is made to charge a battery
not intended to be recharged.

Headset safety

¢ Have a Blast-Just Not in your
eardrums!

Make sure you turn down the
volume on the unit before you
put on headphones. Increase
the volume to the desired level only

after headphone are in place.

* Do not play your headset at high volume.
Hearing experts warn against extended
high-volume play.

e |f you experience ringing in your ears,
reduce volume or discontinue use.

e You should use with extreme caution or
temporarily discontinue use in potentially
hazardous situations.

Even if your headset is an open-air
designed to let you to hear outside sounds,
do not turn up the volume so high that
you are unable to hear what is around you.
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Don't infringe

This product should only be used for the
purposes for which it is sold, that is,
entertainment, violating no copyright law. Any
attempts to use this product for which it is not
intended is unlawful and therefore not
condoned by Thomson.

Portions based upon Microsoft Windows Media
Technologies. Copyright © 1999 Microsoft
Corporation. All Rights Reserved. Microsoft,
Windows Media, and the Windows Logo are
trademarks or registered trademarks of
Microsoft Corporation in the United States and/
or other countries.

The descriptions and characteristics given in this
document are given as a general indication and
not as a guarantee. In order to provide the
highest quality product possible, we reserve the
right to make any improvement or modification
without prior notice. The English version serves
as the final reference on all products and
operational details should any discrepancies
arise in other languages.
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Getting started

Unpacking the system

You should have the following:

* one main unit (with 2 main speakers)
one remote control

one AM loop antenna

one user manual

owner registration card

Back view

1. Main speaker jacks (high pass)
2. Woofer jacks (low pass)

3. AM loop antenna jack

4. FM pigtail antenna
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4 3
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L
R
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EEEE
EEEE

LOTOTODOTOTOTY

Using FM and AM antennas

Before you use your audio system, you'll want to
make sure hoth the FM and AM antennas are
positioned properly. Uncoil the FM antenna at
the back of the unit, making sure it is fully
extended (you may even want to tape it to the
wall behind the unit if possible, the higher the
better). You'll also need to connect the AM
antenna loop to the back of the unit if you
listen to AM stations. Rotate the AM loop
antenna for better reception.

ASSESSMENT ADMINISTRATOR MANUAL — ARTS

Connecting main speakers
Each speaker has a black/red wire and a black/
purple wire. When connecting the speakers,
match the red/purple wires to the red/purple
jacks and the black wires to the black jacks on
the main unit.

Speaker Wire Connection

<) /_/—-"\’?) *
—\

ﬁrl 2

Push Speaker terminal tab Release tab to lock wire in
down to insert wire. the terminal.

NOTE: Make sure the insulation is completely removed from the
ends of the speaker wires at all connection points.

Installation

To ensure sufficient ventilation, keep the spacing
shown as below:

4“ 4:1
4u 4“ 21[
T ]
Front view Side view




General controls

Main unit

APPENDIX B. CD PLAYER SETUP AND USER MANUAL

ON/STANDBY - to turn on or off (standby
mode) the unit. Remember to unplug the power
cord from the power outlet if you are not going
to use the system for some time.

SOURCE - to select among the CD player, Tuner,
AUX and USB modes.

CD REC - to start and stop recording from CD to
the USB device.

«=- USB jack - to connect the USB device.
Mass Storage Class (MSC) devices are supported.

BAND/INFO

- in CD mode, to select among the playback
information.

- in USB mode, to show the memory usage.

- in mp3/wma disc mode, to show the track
play time and ID3 tags information (e.qg.
song title, artist, album) during playback.

— in tuner mode, to use as BAND key to
change among the tuner bands. To enter
the auto preset programming in the FM
mode when pressed for 2 seconds.

BASS BOOST - to turn on or off the Bass Boost.
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General controls

DEMO/DIMMER - to activate or deactivate the PREV/NEXT
display demostration. Press and hold to adjust - in USB or mp3/wma disc mode, to go to the
the display brightness. previous or next folder.
- in tuner mode, to select the previous or
A - to open or close the disc tray. next preset station.

EQ - to select the equalizer presets.

PROG/SET

- to enter the program mode for CD, USB
and tuner.

— in USB mode, to enter the file rename
operation.

PHONE  AUXIN

VOLUME - to adjust the volume.
Phone and AUX IN

DISC 1/2/3/4/5 - to enter the CD mode and play Open the compartment door at the bottom of

the corresponding CD. the main unit to reveal the jacks inside.
PHONE - Jack for connecting headphones.

» 11 —in CD, USB or mp3/wma disc mode, to AUX IN - Jacks for external sound input.

start and pause the playback.

|

- in CD, USB or mp3/wma disc mode, to stop
the playback.

- in mp3/wma disc mode, to return to the
first track of the current disc; to display the
total number of folders and total number
of tracks on the current disc when playback
is completely stopped.

- in recording mode, to stop recording to the
USB device.

e [ >p

- in CD, USB or mp3/wma disc mode, to go to
the previous or next track; press and hold
to search backward or forward within a
track.

- in tuner mode, to tune down or up the
radio frequency.
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General controls

Remote control SOURCE - to select among the CD player,
Tuner, AUX and USB modes.

x - to mute the audio output.
m
our<® @ ApD DEL
© \ © - when reviewing the program, to remove
/ é ﬁ' track / file from the program list.
O 0I5¢ siyp — in USB mode, to remove file from the

connected USB device.
- in USB mode, to delete the current alphabet
during file rename.

ADD - in CD, USB or mp3/wma disc mode, to
add tracks to the program list.

¢ - to turn the power on or off (STANDBY
mode).

EQ - to select the equalizer presets.

B.BOOST - to turn on or off the Bass Boost.

BAND/REPEAT FM ST./INTRO

O O O DISC SKIP - to skip to the next disc in CD mode.
CLOCK TIMER SLEEP /
e [/
O O O - in CD, USB or mp3/wma disc mode, to go to
«4 FOLDER p CD REC .
IPRESET the previous or next track; press and hold to
search backward or forward within a track.
— in tuner mode, to tune down or up the
radio frequency.
, \\'J// : .
~7 - Theremote control must be »11 —in CD, USB or mp3/wma disc mode, to

- N inserted with 2 "AAA" or “UM-4" start and pause the playback.
S \ or “R03" batteries prior to use.

VOL +/- - to increase or decrease the volume
level,
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General controls

PROGI/SET

- to enter the program mode for CD, USB
and tuner.

- in USB mode, to enter the file rename
operation.

STOP

- in CD, USB or mp3fiwma disc mode, to stop
the playback.

- in USB or mp3/wma disc mode, to return to
the first track of the current disc in stop
mode; to display the total number of tracks
on the current disc when playback is
completely stopped.

- in recording mode, to stop recording to the
USB device.

BAND/REPEAT

- in tuner mode, to change between the FM
and AM radio bands; to enter the auto
preset programming in FM mode when
pressed for 2 seconds.

- in CD mode, to repeat a track, a CD or all
CDs.

- in USB or mp3/wma disc mode, to select the
repeat one file or repeat all files mode.

FM ST/INTRO

- to select between the stereo and mono
sound in the FM tuner mode.

- to turn the intro mode on or off to play
the first 10 seconds of each track in CD, USB
or mp3/wma disc mode.

— to turn on or off random listening in CD,
USB or mp3Avma disc mode.
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CLOCK - to enter the clock setting mode; to
show the clock time.

TIMER - to enter the timer setting mode; to turn
on or off the timer.

SLEEP - to select the time interval in minutes
before the unit turns off automatically.

FOLDER/PRESET« / »

- in USB or mp3/wma disc mode, to select the
previous or next folder.

- in tuner mode, to select the previous or
hext preset stations.

CD REC - to start and stop recording to the USB
device.
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Display

BASS - bass boost activated
SLEEP - sleep mode activated

REC - recording in progress (D tray status:

PROG - program playback Lights when loaded

mode activated Flashes for the current disc
Source indication Animates when playing

CD) TUNER) AUX) USB) 2l h P i P

] W " REPEAT
formae — o ez e IV A I OO ey O
Racio A 9.\,. ST ,/M M\' M\' ,/N M\, ,/M INTRO
_I_
Timer Folder Playback

activated navigation mode

mode status

FM stereo mode activated

Adjusting display brightness
Press and hold DEMO/DIMMER to adjust the
display brightness.

Showing demonstration
Press DEMO/DIMMER to turn on or off the

demonstration mode. The demonstration scrolls
through all display operations.
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Clock/Timer/Sleep timer

Settlng the clock
Press and hold CLOCK on remote control
until the hour flashes on the display.
2. Press e« /»»l to set the hour and then
press CLOCK to shift to the minute digits.
Press e« /»»l to set the minute.
4. Press CLOCK to save the setting or m to
quit setting without saving.

w

I/
/ When the unit is turned on, you
“\ can press CLOCK to display the

\ current time for about 4 seconds.

Settlng the timer
Press and hold TIMER on the remote
control until “ON" and the clock hour
flashes on the display (ON - timer on time ).

2. To set the timer on time, press ¢4 /el 10
set the hour and then press TIMER to shift
to minute digits.

3. Press lw« [/ to set the minute,

4. Press TIMER to change to OFF (timer off
time) with clock time flashing. Repeat steps
2 & 3 for the timer off time setting.

5. Press TIMER to select source. Press I« /
»»1 to select among TUNER, DISC or USB.

6. Press TIMER to set the volume. Adjust
VOLUME on the main unit or press VOL +/~
or e« /»» on the remote control to
select the desired volume level.

7. Press TIMER on the remote control to save
and quit the settings. The timer is
automatically activated once timer setting is
saved.

Activating the timer

Press and release TIMER to turn on or off the
timer. The timer icon is displayed when the timer
is activated.
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Sleep mode

You can select the time interval in minutes
before the unit turns off automatically.

Press SLEEP to select among OFF, 120, 90, 60, 45,
30, 15 and 5 minutes. The SLEEP icon lights on
the display when sleep mode is activated.

View remaining sleep time
When sleep mode is activated, press SLEEP once
to view the remaining sleep time.

Adjust sleep time

Press SLEEP again when the remaining sleep
time is displayed to change the sleep time.
Sleep mode is automatically de-activated when
the unit is turned off.




Sound control

Volume control

Adjust VOLUME on the main unit or press

VOL +/- on the remote control to adjust the
volume level. The volume level shows briefly on
the display to show the change in the volume
level.

Muting audio
Press mjx on the remote control to cut the
sound. Press again to restore the sound.

Bass boost

Press BASS BOOST to turn boosting the bass
frequency on or off . The “Bass” icon lights on
the display when it is activated.

Using preset equalizer curves
Press EQ on the remote control to select among
FLAT, ROCK, POP, JAZZ, CLASSIC and CUSTOM.
The display shows your selection briefly.

Creating a Custom Curve

1. Press EQ on the remote control to select
the CUSTOM mode.

2. While CUSTOM is displayed, press e / »wi
to cycle among the displayed bass- and
treble-range levels.

3. While BAS or TRE is displayed, adjust the
volume to set the associated gain between -
10 - +10.

4. Press EQ to exit.

APPENDIX B. CD PLAYER SETUP AND USER MANUAL

ASSESSMENT ADMINISTRATOR MANUAL — ARTS




Disc and USB playback
_\\\\}/

Important CD and mp3/wma

Intformation )— Notes on mp3ivma Disc:
- . * Use.mp3 as the extension
2z This unit is compatible with CD-RW/ \ when converting audio files

into mp3 for saving onto CD-R/
RW, e.g. Abc08.mp3. Do not use any
\ / other extension e.g. .doc, .pdf.
< \ /{ ¢ Do not use the .mp3 extension for
= — other text or non-audio data files as

- ~ Notes on CD-R/RW Disc: . . . h
"N« Do not affix any type of labels this may result in serious malfunction
\ and harmful noise interference.

CD-R discs for playback.

to either side (recordable or
labeled side) of a CD-R/ RW disc as this
may result in malfunction.
To avoid damages to the CD-R/RW
disc, do not open the disc
compartment door while the disc is
being read.
Do not load an unrecorded CD-R/RW
disc into the unit. It may take a longer
time to read the disc.
Playback capability for CD-RW discs
may vary due to variations in the
quality of the CD-RW disc and the
recorder used to create the disc.
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For better quality in mp3/wma disc
playback, the CD quality should be
recorded 128kbps or above.

Disc data size > 650MB is not
recommended.

Total files and folders in the disc
should not exceed 512, it also
depends on the length of the file/
folder names.

For mixed mode discs, only one
mode will be selected for playback
depending on the recording format.
To ensure good performance, wait
until the disc changer completely
reads the disc before proceeding.
mp3 files in CD ROM EXTRA format
disc cannot be recognized.
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Disc and USB playback

DISCS playback

w o

Press SOURCE repeatedly to select the CD
mode.
Press & to open the disc compartment.

Insert up to 5 discs with the label facing up.

Press & again to close the disc
compartment.

The occupied disc tray icons light up on the
display and the current disc icon flashes.

If the disc is a mp3/wma CD, the respective
mp3 and wma icon lights on the display.
Press 11 when the disc is stopped to
begin playback. Press »11 during playback
to pause the disc. Press again to resume the
playback.

During playback, press m to stop the
playback.

Play and load simultaneously

1.

2.
3.

Press & to open the disc tray while a CD is
playing.

Load/change discs for available trays.

Press & again to close the tray.

Selecting discs

Press DISC 1/ DISC 2 / DISC 3 / DISC 4 or
DISC 5 on the main unit to select a disc.

Press DISC SKIP on the remote control to skip
discs.

USB playback
Insert the USB device’s plug into the main
unit's USB jack.
2. Press SOURCE repeatedly to select the USB
mode.
3. Press »m when playback is stopped to
begin playback. Press »n during playback
to pause the playback. Press again to
resume the playback.
Press m to stop the playback.
Unplug the device to disconnect.

ik

\\\//{

P = + Be sure to remove all discs from
&\ the disc compartment before
moving or transporting the unit!
¢ Do not push to force closing of the tray
during CD playback or tray opening.
¢ Press DISC 1/ DISC 2 / DISC 3 / DISC 4
or DISC 5 to directly play the entire
single CD. To play all discs in the unit,

press =11 in the CD mode.
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Disc and USB playback

Information display Track/folder selection

In mp3/wma disc mode, press BAND/INFO on the 1. Press e« /»»l to skip to the previous or

main unit repeatedly during playback to show next track.

tllwbe ID? tag information (e.g. song title, artist, 2. Press and hold e« /»»i to search through

a um . . . . .

When the mp3/wma disc is fully stopped, press 3 E;rraUCgBWm;/I\}vrI;apljiilcngp;ress

B to view the Folders Total (FT) and Track FOLDER/PRESET <« / > ,(or PREV/NEXT on

Total (TT) on the current disc. the main unit) to skip to the previous or
next folder.

In USB mode, press BAND/INFO on the main unit
to view used (U) and free (F) memory on the USB

device. N
\...\\\I/Z You can use e« [/ »» or

=}~ 1)~ FOLDER/PRESET « / » to select a
\\\ track when playback is stopped.
When a track is selected (with track
number/name shows on the display), press

» 11 within 10 seconds to start the playback.
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Disc and USB playback

Playback sequence of disc

¢ Check that the mp3/wma disc is created with a single folder structure. Refer to the diagram
below for playback sequence details on multi-level folder structure.

* For example, folders and songs from level 2 are played before moving on to play folders and
songs from level 3.

* Folder playback sequence is indicated by the letters A to G.

* Song playback sequence is indicated by the numbers (1 to 15) in front of the song name.

LEVEL 1 LEVEL 2 LEVEL 3 LEVEL 4
A D
— Folder 1 Folder 1.1 Song 1.1.1
(9 Song 1.1.2
Song 1.1.3
E G
Folder 1.2 Folder 1.2.1 @ Song 1.2.1.1
(19 Song 1.2.1.2
@9 Song 1.2.1.3
B F
—  Folder 2 o Folder 2.1 @@ Song 2.1.1
@ Song 2.1.2
@ Song 2.2
@) Song 2.3
(5 Song 2.4
C
—  Folder 3 (® Song 3.1
@ 5song 3.2
| | D Song 4
@) song 5
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Intro/Repeat/Random playback

Sampling tracks

Press INTRO on the remote control to play the
first 10 seconds of each track on the current disc,
all discs in the tray, or turn the intro mode off.
The INTRO icon is displayed when sampling is
activated.

Repeat

Press BAND/REPEAT on the remote control to
repeat the current track (REPEAT 1), current disc
(REPEAT 1 DISC), all discs (REPEAT ALL DISCS), or
turn repeat mode off (ALL DISCS).

Random playback

Press on the remote control to turn on or off
the random playback. The @ icon is displayed
when it is activated.

All the tracks on one disc will be shuffled and
played once before shuffling and playing tracks
from the next disc.
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\-..\\J/Z

= = ¢ The first 99 tracks of each disc
™. will be shuffled and played once
\ before any of them is repeated.

e Random playback can be activated
simultaneously with repeat 1 disc
(randomly play tracks from one disc
repeatedly) or repeat all discs (randomly
play tracks from all discs repeatedly).




Program playback

Settlng up a program list
While playback is stopped for an audio CD,
mp3/wma disc or USB device, press Hea /
»»1 to select the tracks to be added to the
program list.

2. Press ADD to save the selected track into
the next available program location.

3. Repeat steps 1 to 2 to store more tracks
into program memory.

\..\\J/{ ¢ You can create a program of
P T up to 32 tracks.
\\\ *  Only the first 99 tracks from

each disc can be programmed.
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Playing a program list

If you are not currently in the program mode,
press PROG/SET and then »mn to start the
program playback.

Dlsplaymg the program list
While playback is stopped, press PROG/SET
to enter the program mode.

2. Press e« /»®»1 to view each track
assignment in the program list.

Deleting from program list

1. While in the program mode, press lea/
»» to select the track assignment to
delete.

2. Press DEL.

3. Press e« /» to select "Y" to delete or
“N" to cancel the deletion.

4. Press DEL to confirm the selection.

P@[Ietlng the entire program

IS

1. While in the program mode, press and hold
DEL.

2. Press e« /pp1 to select "Y" to delete or
“N" to cancel the deletion.

3. Press DEL to confirm the selection.
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Recording

Recordlng CD to USB device

Connect the USB device to the main unit.
2. When the CD is paused or stopped, press
CD REC to start the CD playback and
recording will begin automatically. This is
indicated by the REC icon on the display.
3. Press CD REC or m to stop the recording.

Example

To record only the selected tracks from a CD:

1. Create a CD program (Refer to "Setting Up
a Program List").

2. From normal playback mode, press PROG.

3. Press €D REC, playback and recording will
begin automatically. This is indicated by the
PROG and REC icon on the display.

4. Press CD REC or m to stop recording.

\.,\\\]/( e |f CD playback is already
P — started or paused, recording will
‘\\ start instantly from the time point
- which is playing or paused when
CD REC is pressed.
¢ Recording stops automatically when the
CD stops (e.g. end of disc is reached).
¢ The encoding bitrate for CD is 128 kbps.
¢ Make sure "write protect” is turned off
in the USB device during recording.
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Deleting a file from USB

device

1. In the USB mode, select the file to delete
using ke /mei,

2. Press DEL on the remote control.

3. Press e« /»» on the main unit to select
"Y" to delete or “N” to cancel the deletion.

4, Press DEL to confirm the selection.

Deleting all files from USB
device

In the USB mode, press and hold DEL on the
remote control to delete all the files on the USB
device. Repeat steps 3-4 of the above to delete
all the files.

Renaming files

You can rename files in the USB device.

1. In the USB mode, press PROG/SET to enter
the rename mode.

2. Adjust VOLUME on the main unit or press
VOL +/ - to select alphabets.

3. Press NEXT on the main unit or
FOLDER/PRESET » on the remote control
to confirm the current alphabet and move
to the next alphabet.

* Press DEL to delete the current alphabet.

¢ Press PREV or FOLDER/PRESET« to edit
the previous alphabet.

4. Press PROG/SET to confirm and store the
new file name after editing the last
alphabet.




Radio

Press SOURCE repeatedly to enter the tuner
mode.

Selecting tuner band

Press BAND/INFO (or BAND/REPEAT on the
remote control) to select between the FM or
AM radio band.

Tuning to a station

Press la« /»»1 to adjust frequencies. Press and
hold to start auto seaching for the next available
station.

Manually setting presets

1. Press lea /»» to access the desired
frequency.

2. Press PROG/SET once. The most recently
accessed program location will be displayed.

3. If a different program location is preferred,
press k4« /»» on the remote control to
move to the desired preset number (1-32).

4. Press PROG/SET to store the selected
frequency at that preset.

Auto preset programming
(FM only)

Press and hold BAND/INFO (BAND/REPEAT on
the remote control) for 2 seconds to scan
stations in the FM band. The stations will then
be stored as preset channels. A maximum of 32
stations can be stored.

Beware of your preset channels being erased
accidentally because the scanning and storing
process is automatic upon pressing the button.
You can stop the automatic scan by pressing any
button, but the erased stations cannot be
recovered.
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ACCGSSIHg preset stations

Press PREV/NEXT on the main unit or
FOLDER/PRESET <« / » on the remote control
to access the previous or next preset station. The
PROG icon lights up when a preset station is
selected. The display first shows the preset
program number and after a few seconds, the
radio frequency will be displayed.

Suppressing stereo signal

Press FM ST/INTRO on the remote control to
select between the FM mono and stereo modes.
"ST" is displayed in the stereo mode.
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Troubleshooting tips

System does not turn on

¢ Check power cord for a secure connection.

¢ Unplug the unit for a moment, and then
plug it back in.

¢ Check the outlet by plugging in another
device.

There is no sound

¢ Increase the volume setting.

¢ Check connection to speakers.

¢ Check that you have selected the
appropriate function: CD, Tuner or Aux.

¢ Make sure mute is off.

¢ Make sure headphones are not plugged in.

Poor radio reception

¢ Check antenna connection.

* Move antenna.

¢ Turn off nearby electrical appliances, such
as hair dryer, vacuum cleaner, microwave
oven or fluorescent lights.

CD does not play

Check that CD is in the tray.

Check that CD label is facing up.
Check that PAUSE mode is not on.
Check that CD function is selected.
Use CD lens cleaner.

Clean the disc.

Try another CD.
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CD sound skips

¢ C(lean the disc.

¢ Check disc for warping, scratches, or other
damages.

¢ Check if something is causing the system to
vibrate. If so, move the system.

¢ Make sure the speakers are at least 3 feet
away or on a different surface from the
main unit.

CD button does not respond, or does not change

discs when you press DISC SKIP

¢ Switch to another function (Tuner) and
then back to CD.

Remote control does not work

¢ Check that the batteries are properly
installed.

* Replace weak batteries.

¢ Check that the system is plugged into
power source.

¢ Point the remote directly at the system’s
front panel.

¢ Move closer to the system.

¢ Remove any obstacles between the remote
and the system.




Maintenance

Disconnect the audio system from the power
source before performing any maintenance.

Cleaning
Clean the exterior of the system using a soft
dust cloth.

CD player

CAUTION! This unit operates with laser and may
only be opened by qualified technicians to avoid
accidents.

Handling CDs

Do not touch the recorded surface. Hold
the CD by the perimeter or by the
perimeter and the inner edge.

* Do not affix labels or adhesive tapes to the
label surfaces.

¢ Do not scratch or damage the label. CDs
rotate at high speeds inside the player.

¢ Do not use damaged (cracked or warped)
CDs

Cleaning CDs

¢ Dirty CDs can cause poor sound quality.
Always keep CDs clean by wiping them
gently with a soft cloth from the inner
edge toward the outer perimeter.

¢ |f a CD becomes dirty, wipe it clean gently
with a wet, soft cloth. Then wipe dry with
a dry cloth.

¢ Do not use record cleaning sprays or
antistatic agents on CDs. Also, never clean
CDs with benzene, thinner, or other volatile
solvents which may cause damage to disc
surface.

APPENDIX B. CD PLAYER SETUP AND USER MANUAL

CD lens care

When your CD lens gets dirty it can also cause
the system to output poor sound quality. To
clean the lens you will need to purchase a CD
lens cleaner which can maintain the output
sound quality of your system. For instructions on
cleaning the CD lens, refer to the ones
accompanying the lens cleaner.

Technical specifications
Power supply: 120V~60Hz

Dimensions ( H x W x D mm):

Main unit - 374 x 310 x 495

Speaker - 374 x 286 x 495

Main unit weight: 7kg

Speaker weight: 5.8kg

CD player: Response curve (+/- 2dB): 60Hz to
5kHz

Rating Plate: Refer to the back of the set.
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Warranty

Limited warranty (United
States)

What your warranty covers:
s Defects in materials or workmanship.

For how long after your purchase:

* QOne year from date of purchase for labor
and parts

* Warranty period for rental units begins
with the first rental or 45 days from date
of shipment to the rental firm, whichever
comes first.

What we will do:

¢ Pay any Authorized RCA Audio Service
Center the labor charges to repair your
unit.

¢ Pay any Authorized RCA Audio Service
Center for the new or, at our option,
refurbished replacement parts required to
repair your unit.

How you get service:

* Take your unit to any Authorized RCA
Audio Service Center. To identify your
nearest Authorized RCA Audio Service
Center, ask your dealer, look in the Yellow
Pages, or call 1-800-336-1900.

*  Show the Authorized Service Center
Representative your evidence of purchase
date or first rental.

s Pick up your unit when repairs are
completed.

*  Proof of purchase in the form of a bill of
sale or receipted invoice which is evidence
that the product is within the warranty
period must be presented to obtain
warranty service. For rental firms, proof of
first rental is also required.

What your warranty does not cover:

¢ Customer instruction. (Your Owner's
Manual describes how to install, adjust, and
operate your unit. Any additional
information should be obtained from your
dealer.)
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¢ Installation and related adjustments.

Signal reception problems not caused by

your unit.

Damage from misuse or neglect.

Cleaning of audio heads.

Batteries.

A unit that has been modified or

incorporated into other products or is used

for institutional or other commercial

purposes.

e A unit purchased or serviced outside the
US.A.

* Acts of nature, such as but not limited to
lightning damage.

Product Registration:

e Please complete and mail the Product
Registration Card packed with your product.
It will make it easier to contact you should
it ever be necessary. The return of the card
is not required for warranty coverage.

Limitation of Warranty:

* THE WARRANTY STATED ABOVE IS THE
ONLY WARRANTY APPLICABLE TO THIS
PRODUCT. ALL OTHER WARRANTIES,
EXPRESS OR IMPLIED (INCLUDING ALL
IMPLIED WARRANTIES OF
MERCHANTABILITY OR FITNESS FOR A
PARTICULAR PURPOSE) ARE HEREBY
DISCLAIMED. NO VERBAL OR WRITTEN
INFORMATION GIVEN BY THOMSON INC.,,
ITS AGENTS OR EMPLOYEES SHALL CREATE
A GUARANTY OR IN ANY WAY INCREASE
THE SCOPE OF THIS WARRANTY.

¢ REPAIR OR REPLACEMENT AS PROVIDED
UNDER THIS WARRANTY IS THE EXCLUSIVE
REMEDY OF THE CONSUMER. THOMSON
INC. SHALL NOT BE LIABLE FOR INCIDENTAL
OR CONSEQUENTIAL DAMAGES RESULTING
FROM THE USE OF THIS PRODUCT OR
ARISING OUT OF ANY BREACH OF ANY
EXPRESS OR IMPLIED WARRANTY ON THIS
PRODUCT. THIS DISCLAIMER OF
WARRANTIES AND LIMITED WARRANTY ARE
GOVERNED BY THE LAWS OF THE STATE OF




Warranty

INDIANA. EXCEPT TO THE EXTENT
PROHIBITED BY APPLICABLE LAW, ANY
IMPLIED WARRANTY OF MERCHANTABILITY
OR FITNESS FOR A PARTICULAR PURPOSE
ON THIS PRODUCT IS LIMITED TO THE
APPLICABLE WARRANTY PERIOD SET FORTH
ABOVE.

How State Law relates to warranty:

Some states do not allow the exclusion nor
limitation of incidental or consequential
damages, or limitations on how long an
implied warranty lasts, so the above
limitations or exclusions may not apply to
you.

This warranty gives you specific legal rights,
and you also may have other rights that
vary from state to state.

If you purchased your unit outside the
United States:

This warranty does not apply. Contact your
dealer for warranty information. Service
calls which do not involve defective
materials or workmanship are not covered
by this warranty. Costs of such service calls
are the sole responsibility of the purchaser.

APPENDIX B. CD PLAYER SETUP AND USER MANUAL
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Note Note

IMPORTADOR

Comercializadora Thomson de México, S.A. de C.V.
Alvaro Obregén No. 151. Piso 13.

Col. Roma. Delegacién Cuauhtémoc

C.P. 06700. México, D.F.

Telefono: 52-55-11-020360

RFC: CTM-980723-KS5

EXPORTER

Thomson Inc.

P.O. Box 1976

Indianapolis, IN 46206 - 1976
©2007 Thomson Inc.
Trademark(s) ® Registered
Marque(s) ® Deposée(s)
Marca(s) ® Registrada(s)

www.rcaaudiovideo.com

Printed in China / Impreso en China
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APPENDIX Q.
QUICK CHECKS

e Preparing for Assessment Day Checklist
(Chapter 4)

e Completing Activities Before the
Assessment Checklists (Chapter 5)

e Completing Activities After the
Assessment Checklist (Chapter 7)

e Post-Assessment Checklist (Chapter 7)

e Makeup Session Checklist (Chapter 8)
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QUICK CHECKS

Preparing for Assessment Day Checklist (Chapter 4)

Procedure 4. Prepare the Booklets and Ancillary Materials

g Check the assessment booklet bundles.

Verify the Bundle # on Bundle Slip matches number in Bundle # box in upper-right section of
Administration Schedule.

Step 1

Step 2 | Verify booklet ID # prefixes on Bundle Slip match prefixes printed on the Administration Schedule.

n Verify the booklet ID number and attach student ID label.

Begin with first student listed on Administration Schedule and first booklet in first bundle for your
Step 1 session.

Step 2 | Match booklet ID number with column N of the Administration Schedule.

Step 3 | Attach student ID label to booklet cover.

Step 4 | If the student has a code in column Q, write that code on the student ID label.

Prepare accommodation booklets.

Step 1 | Remove original booklet assigned to student from the stack of booklets.

Step 2 | Record an Administration Code of 52 on original booklet cover.

Step 3 | Record line and Session Numbers on original booklet cover and set aside.

Step 4 | Affix student ID label to accommodation booklet.

Substitute accommodation booklet for original in the stack of booklets for the session the student
is assigned to, or, if separate accommodation session is scheduled, set booklet aside.

Check column Q on Administration Schedule for Withdrawn/Ineligible/Excluded students and
Refusals.

If students are coded as Withdrawn/Ineligible/Excluded/Refusal, write the Administration Code on
the student ID label and set booklet aside.

Step 5

Step 1

Record the Line and Session Numbers on booklet cover.

Insert required ancillary materials inside the booklet cover (Music only).

Band together booklets.

Band together booklets for Withdrawn/Ineligible/Excluded students and Refusals along with

Step 1 original booklets for students receiving accommodation booklets.

Step 2 | Band together booklets for separate accommodation sessions.

o000 000oooo00000 0000

Step 3 | Band together booklets for students participating in the regular session.
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Preparing for Assessment Day Checklist (Chapter 4)
(continued)

Conduct a QC check on the prepared booklets.

Prepare the visual arts ancillary material.

Verify booklet ID number and attach student ID label to visual arts portfolio and/or return
envelopes for students to be assessed.

Step 1

Step 2 | Place in Administration Schedule order.

Step 3 | Conduct a QC check of the prepared portfolios and/or envelopes

U000 00

Step 4 | Band together and place in box.
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QUICK CHECKS

Completing Activities Before the Assessment Checklists

(Chapter 5)

Procedure 9. Receive the Session Materials

Original Administration Schedule (and copies of Student Lists for other sessions, if necessary)

Session Box (including assessment booklets, prepared ancillary materials, and “Testing in Progress—Do not

Disturb” sign)

Assessment Information Form

Timer

No. 2 pencils and/or pencil kits

Extra ancillary materials

Romare Bearden Poster (if necessary)

CD player with session specific CD, extension cord/adapter (if necessary)

Student Appreciation Certificates (if necessary)

Extra Teacher Observer Letters

Session Debriefing Form

O00000000 00
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Completing Activities Before the Assessment Checklists
(Chapter 5) (continued)

Procedure 10. Prepare the Room

“ Set out supplies.

Step 1 Set out materials for easy access.

= AA Manual

= Session Scripts turned to the appropriate session

= Administration Schedule plus copies of Student Lists for other sessions
= Timer

= “Testing in Progress—Do Not Disturb” sign

= Romare Bearden Poster (if necessary)

= CD player set up with the correct CD and extension cord/adapter(if necessary)
= Session Debriefing Form

= Assessment Information Form

= Extra Teacher Observer letters

Step 2 Set out materials for distribution. |

= Sharpened No. 2 pencils

= Student Appreciation Certificates (if necessary)

= Prepared assessment booklets (Music Only)

= Ancillary materials (Music only)

= Reminder: Visual arts assessment booklets/pencil kits and ancillary materials will be placed on the
students’ desks before the assessment.

D0

Erase or conceal visual materials.

Post “Testing in Progress—Do Not Disturb” sign outside the room.

Post the Romare Bearden poster, if needed.

Write the School ID Number on the board.

Set up the CD player and test volume and settings

000000

Distribute assessment booklets/pencil kits and ancillary materials (Visual Arts only).
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QUICK CHECKS

Completing Activities After the Assessment Checklist
(Chapter 7)

Procedure 19. Complete the Administration Schedule

Enter an Administration Code in column Q for every student listed on the D
Administration Schedule.

Enter an Administration Code 52 for all unassigned booklets on Administration Schedule.

Complete the Summary Box.

= Record total number of students who did not participate in the session “# Absent’
box. Include students with Administration Codes 40-45, 48 and 49 in column Q

= Record total number of parent/student refusals in the “# Refused” box. Will be
coded 46 or 47 in column Q.

= Record total number of students assessed in the “# Assessed (Original Session)” box.
This is the total of the Administration Codes 10-14 in column Q

Do

Organize all booklets back into Administration Schedule order.

Ensure that each booklet has the correct school ID number.

Transfer the Administration Codes and the Accommodation Codes to the student booklet
covers.

Write an explanation on the booklet cover for an Administration Code that requires one
(Administration Codes 12-14, 22-24, and 48).

Code the accommodations on the booklet cover.

Code the “Total Time for Accommodation (EXT)” boxes for extended time accommodations.

Verify that the student ID labels are removed from booklets and ancillary holders.

Band the booklets together and place the Administration Schedule on top of the stack.

Prepare ancillary materials for shipment.

o000 0 0| 0|00

Provide materials to your supervisor for QC check.
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Post-Assessment Checklist (Chapter 7)

Provide leftover session materials to your supervisor.

Provide Session Box(es) to your supervisor for final QC check of session materials.

Procedure 21. Pack the Session Box and Return Additional Materials to Your Supervisor
Pack the boxes according to Pearson procedure. D
Step 1 Place “Testing in Progress” sign and ancillary materials at the bottom of the box, according to D
P the diagrams below.
Place all used and unused booklets, in Administration Schedule order, at the bottom of the box. D
= Place used accommodation booklets with the original booklets.
= Braille booklets should be sent back to Pearson separately with the accommodation booklet and the
Step 2 Braille companion booklet.
= Fold large-print accommodation booklets and place on top of the stack of booklets from the session
to which the student was originally assigned.
= Band all booklets together.
Step 3 | Place Student Artwork into the box, if necessary, according to the diagrams below. D
Step4 | Place the original Administration Schedule(s) with names removed into the box. D
Place the School/SD/ELL Questionnaires and Roster of Questionnaires on top of the music D
Step 5 . . . . o .
session hox. Or, if no music session, place on top of the first visual arts session box.
Step 6 | Place the miscellaneous materials, such as packing lists and Bundle Slips, into the box last. D
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QUICK CHECKS

Music Sessions 1-Box Visual Arts Sessions

R\ace Tedtn R\ace Tedtn
\L20e\ Nexe L2\ Mexe
School/SD/ELL Questionnaires and
completed Roster of Questionnaires™

Original Administration Schedule

Test Booklets in Administration Schedule

Original Administration Schedule order w/Accommodation Booklets

Test Booklets in Administration Schedule
order wl/Accommodation Booklets

Student Artwork — Section 1

Used Ancillary Materials,

Testing in Progress Sign

Unused Arts Materials

*In schools that have both a music and a visual arts session,
the School/SD/ELL Questionnaires and completed Roster

of Questionnaires from both sessions should go on top of
the music session box. If a school only has a visual arts session,
these materials will go on the top of visual arts box 1.

2-Box Visual Arts Sessions

Box 1 Box 2

?\3_:;:\6&& R\ace Tedtn
2o\ Nexe

Original Administration Schedule Student Artwork — Section 1

Test Booklets in Administration Schedule

order w/Accommodation Booklets Student Artwork — Section 2

Mol i) i FiFEfo5e Bl T Used Ancillary Materials
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Makeup Session Checklist (Chapter 8)

Conducting a Makeup Session

Procedure 23. Secure Assessment Materials for the Makeup Session

Procedure 24. Retrieve the NAEP Storage Envelope

Procedure 25. Organize the Booklets and Ancillary Materials
=  Erase all information entered on the booklet cover, except for session/line #.

= Place a blank removable label on the booklet cover and record the student's name and booklet number, if
necessary.

Procedure 26. Prepare the Room

Procedure 27. Conduct the Makeup Session

Procedure 28. Complete the Administration Schedule

Step 1 Mark students attending makeup session with a checkmark in the Attendance column.

Step 2 Shade Makeup Held oval at top of Administration Schedule.

Change Administration Code for participating students to the appropriate Assessed in Makeup
Session Codes (20-24) on Administration Schedule or accommodation code, if necessary.
Complete summary box at top of Administration Schedule by entering # of students assessed in
Step 4 the makeup session and add the number assessed in original and number assessed in makeup
to obtain the TOTAL ASSESSED.

Procedure 29. Code the Booklet Covers

Step 3

Procedure 30. Prepare the Ancillary Items for Shipment

Procedure 31. Prepare the NAEP Storage Envelope

Procedure 32. Repack the Session Box and Return It to Your Supervisor

o000 Ooooooono O 0o

Procedure 33. Complete the Session Debriefing Form and Return It to Your Supervisor
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