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APPENDIX Q. 
QUICK CHECKS

 

 

● Preparing for Assessment Day Checklist 
(Chapter 4) 

 
● Completing Activities Before the 

Assessment Checklists (Chapter 5) 
 
● Completing Activities After the  

Assessment Checklist (Chapter 7) 
 
● Post-Assessment Checklist (Chapter 7) 
 
● Makeup Session Checklist (Chapter 8) 
 



 

 

  
 Q.2 ASSESSMENT ADMINISTRATOR MANUAL — ARTS 

QUICK CHECKS

Preparing for Assessment Day Checklist (Chapter 4) 
 
Procedure 4. Prepare the Booklets and Ancillary Materials  

A Check the assessment booklet bundles.  

Step 1 Verify the Bundle # on Bundle Slip matches number in Bundle # box in upper-right section of 
Administration Schedule.  

Step 2 Verify booklet ID # prefixes on Bundle Slip match prefixes printed on the Administration Schedule.   

B Verify the booklet ID number and attach student ID label.   

Step 1 
Begin with first student listed on Administration Schedule and first booklet in first bundle for your 
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. 

C 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.  

Step 5 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.  

D Check column Q on Administration Schedule for Withdrawn/Ineligible/Excluded students and 
Refusals. 

Step 1 If students are coded as Withdrawn/Ineligible/Excluded/Refusal, write the Administration Code on 
the student ID label and set booklet aside. 

E Record the Line and Session Numbers on booklet cover. 

F Insert required ancillary materials inside the booklet cover (Music only). 

G Band together booklets. 

Step 1 Band together booklets for Withdrawn/Ineligible/Excluded students and Refusals along with 
original booklets for students receiving accommodation booklets. 

Step 2 Band together booklets for separate accommodation sessions. 

Step 3 Band together booklets for students participating in the regular session. 
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Preparing for Assessment Day Checklist (Chapter 4) 
(continued) 
 

H Conduct a QC check on the prepared booklets. 

I Prepare the visual arts ancillary material. 

Step 1 Verify booklet ID number and attach student ID label to visual arts portfolio and/or return 
envelopes for students to be assessed. 

Step 2 Place in Administration Schedule order. 

Step 3 Conduct a QC check of the prepared portfolios and/or envelopes 

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 
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Completing Activities Before the Assessment Checklists 
(Chapter 5) (continued) 
 

Procedure 10. Prepare the Room  

A 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. 

 

B Erase or conceal visual materials.  
C Post “Testing in Progress—Do Not Disturb” sign outside the room.  

D Post the Romare Bearden poster, if needed.  

E Write the School ID Number on the board.  
F Set up the CD player and test volume and settings  
G 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  

A Enter an Administration Code in column Q for every student listed on the  
Administration Schedule.   

B Enter an Administration Code 52 for all unassigned booklets on Administration Schedule.   

C 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  

 

Procedure 20. Code the Booklet Covers  

A  Organize all booklets back into Administration Schedule order.  

B Ensure that each booklet has the correct school ID number.  

C 
Transfer the Administration Codes and the Accommodation Codes to the student booklet 
covers.  

D 
Write an explanation on the booklet cover for an Administration Code that requires one 
(Administration Codes 12-14, 22-24, and 48).  

E Code the accommodations on the booklet cover.  

F Code the “Total Time for Accommodation (EXT)” boxes for extended time accommodations.  

G Verify that the student ID labels are removed from booklets and ancillary holders.  

H Band the booklets together and place the Administration Schedule on top of the stack.  
I Prepare ancillary materials for shipment.  
J Provide materials to your supervisor for QC check.  
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Post-Assessment Checklist (Chapter 7) 
 
Procedure 21. Pack the Session Box and Return Additional Materials to Your Supervisor  

A Pack the boxes according to Pearson procedure.   

Step 1 Place “Testing in Progress” sign and ancillary materials at the bottom of the box, according to 
the diagrams below. 

Step 2 

Place all used and unused booklets, in Administration Schedule order, at the bottom of the box.  
 Place used accommodation booklets with the original booklets.  
 Braille booklets should be sent back to Pearson separately with the accommodation booklet and the 

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.  
Step 4 Place the original Administration Schedule(s) with names removed into the box.   

Step 5 Place the School/SD/ELL Questionnaires and Roster of Questionnaires on top of the music 
session box.  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.   

B Provide leftover session materials to your supervisor.  

C Provide Session Box(es) to your supervisor for final QC check of session materials.  
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QUICK CHECKS

Original Administration Schedule

Magenta Label
DO NOT

COVER

Place FedEx
Label Here

Test Booklets in Administration Schedule
order w/Accommodation Booklets

Used Ancillary Materials, 
Testing in Progress Sign

Student Artwork – Section 1

Student Artwork – Section 2

Unused Arts Materials

1-Box Visual Arts Sessions

Original Administration Schedule

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

Magenta Label
DO NOT

COVER

Place FedEx
Label Here

Test Booklets in Administration Schedule
order w/Accommodation Booklets

Sheet Music Ancillary Materials, 
Testing in Progress Sign

Music Sessions

*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.

Original Administration Schedule

Magenta Label
DO NOT

COVER

Place FedEx
Label Here

Test Booklets in Administration Schedule
order w/Accommodation Booklets

Testing in Progress Sign

Box 1

Student Artwork – Section 2

Magenta Label
DO NOT

COVER

Place FedEx
Label Here

Used Ancillary Materials

Unused Arts Materials

Box 2

2-Box Visual Arts Sessions

Student Artwork – Section 1
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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.  

Step 3 Change Administration Code for participating students to the appropriate Assessed in Makeup 
Session Codes (20-24) on Administration Schedule or accommodation code, if necessary.  

Step 4 
Complete summary box at top of Administration Schedule by entering # of students assessed in 
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  
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  
Procedure 33. Complete the Session Debriefing Form and Return It to Your Supervisor  
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