PREASSESSMENT ACTIVITIES

e white preprinted name labels for use on the Student Appreciation Certificates;
e the NAEP Student Appreciation Certificates;
e the Teacher Notification Letter;

e the state-specific Parent/Guardian Notification Letter or the NAEP generic Sample
Parent/Guardian Notification Letter (for public schools that don’t have a state-specific
letter and private schools);

® Arts Sample Questions Booklet, if required;
® Arts Framework, if required;

® middle school Measure Up flyer, if required;
® Teacher’s Guide to NAEP (three per school);
e extra U.S. Department of Agriculture Letters;
e extra School, SD and/or ELL Questionnaires;
® your calendar;

e the QCB;

® directions to the school; and

® Dbasic office supplies.

3. Activities to Complete During the Preassessment Visit

Procedure 8. Conduct the Preassessment Visit

The preassessment visit is an in-person visit conducted at each school in your assignment.
This visit provides an opportunity for you to establish a positive rapport with the school
coordinator while planning for the assessment. On the day of the scheduled preassessment
visit, you and the assisting AA will arrive an hour before the appointment with the school
coordinator in order to collect materials and conduct independent work as described in
Procedure 8 in Part 1 of the QCB. You will then use the information gathered during your
independent work to conduct the visit with the school coordinator following a script printed in
Procedure 8 in Part 1 of the QCB.

The visit is divided into four parts, as shown on the checklist in Exhibit 7-6.
® Procedure 8-1: Gather Materials From School Coordinator
® Procedure 8-2: Work Independently

® Procedure 8-3: Meet With School Coordinator

® Procedure 8-4: Complete Additional Tasks Before Leaving the School
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Exhibit 7-6. Preassessment Visit Checklist from QCB
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PREASSESSMENT ACTIVITIES

Procedure 8-1: Gather Materials From School Coordinator

The preassessment visit begins with a brief meeting with the school coordinator.
Procedure 8-1 will walk you through the process of gathering materials from the school
coordinator that you will need to complete Procedures 8-2A through 8-2G (Work
Independently).

You will meet briefly with the school coordinator to pick up the materials needed to complete
your independent work, including the:

updated Student Information Report(s),

completed School Questionnaire (if available);
e completed SD and/or ELL Questionnaires,

e current list of grade 8 students with birth dates (and any other demographic information,
if available), and

® |ogistics Questionnaire (optional).

In some instances, you may pick up the materials from the school secretary instead of the
school coordinator. In either case, introduce yourself and the AA assisting you. Then, go to
the room where you will be working to begin your independent tasks.

If all materials are not ready when you arrive, ask the school coordinator if he/she could
collect the materials and bring them to you during your independent work. If this is not
possible, ask for them at the beginning of Procedure 8-3 when you meet with the school
coordinator.

Procedure 8-2: Work Independently

Procedure 8-2 involves all the independent work you will be completing before your
meeting with the school coordinator. You will complete this work at the school in a
designated workspace on the day of the preassessment visit about an hour prior to your
scheduled meeting with the school coordinator.

Procedure 8-2 contains seven sub-procedures:

e 8-2A. Select the sample of newly enrolled students

e 8-2B. Identify withdrawn and ineligible students

e 8-2C. Update missing or incorrect student demographic data

e 8-2D. Update SD and/or ELL classifications

e 8-2E. Transcribe SD and/or ELL Questionnaire data onto Inclusion Worksheet
e 8-2F. Review Logistics Questionnaire

e 8-2G. Prepare to meet with school coordinator
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An AA will help you complete some of these sub-procedures. The QCB includes footnotes
for tasks the AA can or should complete. Generally, these tasks are associated with the
transfer of information from one NAEP document to another. You will check the AA’s work
for accuracy.

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

8-2A. Select the Sample of Newly Enrolled Students.

In Procedure 8-2A, you will be selecting the sample of newly enrolled students. The
Instructions for the School Coordinator brochure requested the school coordinator print out a
current list of grade 8 students. The list was to include birth date information; however, no
further demographic information was required to be on the list. Any missing demographic
information for new enrollees added to the sample will be obtained during your visit with the
school coordinator.

To complete item 8-2A-1, compare the current list of students with the original student list
submitted for sampling. For schools that E-Filed, the E-File Roster (the original list of
students submitted for sampling) will be in the School Folder. When comparing the two lists,
it may be helpful to have your assisting AA read the names from the current list of students
to you. Designate a “new enrollee” highlighter color and have the AA highlight the names of
students that appear on the current list of enrolled students but do not appear on the list
submitted for sampling. Then, record the highlighted names and any available demographic
information on the New Enrollee Listing Form.

8-2A-1.  » Compare the current list of students 1o the original list of students submitted for
sampling. Highlight the: names of students on the current list that are not on the onginal
list submitted for sampling.*

" O the Mew Enrolles Listing Form, record the highlighted names and demographic
information, if available.

Count the number of newly enrolled students listed on the New Enrollee Listing Form. If
there are no new enrollees, check the first box in item 8-2A-2 and go to Procedure 8-2B. If
there are new enrollees, check the second box and record how many students are on the
New Enrollee Listing Form in the space provided. You will need to enter this number into the
SCS after the preassessment visit. Continue to item 8-2A-3, in which you will select the
sample of newly enrolled students.
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PREASSESSMENT ACTIVITIES

8-2A-2, How many grade 8 students are recorded on the New Enrollee Listing Form?

" Goilo
W]
] Nostudents Procedurs 8-2B

O There are students listed on the  Record number of
MNew Enrolles Listing Form. students identified as
new enrolleas e

(st b greater Tan 0]

5 Continue with
B-2A-3.

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

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

Once the sample has been drawn, record the number of newly sampled students in the
space provided in item 8-2A-3. This number will be entered into the SCS after the
preassessment visit.

B-2A-3. Conduct sampling of new enrollees by dicing the fallowing

= Select the sample of students from the New Enrcllee
Listing Form by following the directions on the Instructions
for Sampling Mew Enrollaas

" Record each new student's name and birth date on the
Admanisiration Schedula with the fewest students, or if the
school is a take-all, add them fo the Admmesiration
Schedule for their homeroom. If demographic data was
included, recond that information into columns. E 1hl“l:33'..-|';;|'l L
on the Administration Schedule. Otherwise, you will collect
it during the wvisit.

" Record a*17 in column M, indicating the student is & new
annollea

= Record the total number of newly sampled students added
fo the Administration Schedule{s) —_—

SUPERVISOR MANUAL — ARTS




Add the sampled students to the correct music (M) or visual arts (V) Administration
Schedule as shown in Exhibit 7-7. Record any demographic information that you have for
the student. You will collect any missing demographic information during the meeting with
the school coordinator. Also be sure to record a “1” in column M on the Administration
Schedule(s) designating this student as a new enrollee as shown in the following exhibit.

Item 8-2A-4 instructs you to prepare a SD and/or ELL Questionnaire for each sampled new
enrollee classified as SD and/or ELL. You should also add these students to the Roster of
Questionnaires and the Inclusion Worksheet. If you do not know if any of the sampled new
enrollees are SD and/or ELL, you will collect this information from the school coordinator
during the meeting and prepare the SD and/or ELL Questionnaires before you leave the
school.

f.2A-4. SOELL ALERT: If any sampled newly enrolled students are SD andior ELL, prepare a SO
andior ELL Cuestionnaire, and add the information 1o the Roster of Questionnaires and the
Inclusson Worksheal

If on the Administration Schedule in column N labeled “Original Booklet ID#,” there are no
booklet numbers assigned to the sampled new enrollees, you will make a note to assign
booklets from your bulk supplies or request booklets from Pearson.
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Exhibit 7-7. Add Sampled New Enrollees to the Administration Schedule

School hame & ID: Apex Middle School 122-122- Page 1 of _1
NAEP 2008 Arts Assessment

NEW ENROLLEE LISTING FORM

Directions: Obtain a list of the currently enrolled 8" grade students from the school coordinator and compare it to the list
that was submitted for sampling. Below, record the names and demographic information of those students whose names
are on the list of currently enrolled students, but are NOT on the list from which the sample was selected.

Using the Instructions for Sampling New Enrollees, select the sample of these students. Record the appropriate session
abbreviation in the “Sampled” column for those students who have been sampled. Write their names and demographic
data on the appropriate Administration Schedule remembering to enter a “1” in column M since these are considered new

enrollees.
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8-2B. Identify Withdrawn and Ineligible Students.

In Procedure 8-2B, you will identify the withdrawn and ineligible students and code the
Administration Schedule(s) accordingly. The Instructions for the School Coordinator
brochure requested the school coordinator indicate directly on the Student Information
Report(s) which students are withdrawn, graduated, or ineligible. You will review these
designations with the school coordinator during your scheduled visit.

On the top line of item 8-2B-1, enter the total number of students who the school
coordinator marked as withdrawn on the Student Information Report(s). These are students
who are no longer enrolled in the school because they have withdrawn, graduated, or are
expelled. Next, enter Administration Code 51 in column Q on the Administration Schedule(s)
for these students.

B-2B-1. Usng the designations assigned By the school codadinator on the Student Infarmiation
Report(s), complets the following:

O [number) 5 Enfer Code 51 for withdrawn or graduated students in
. column @ on Administration Schedule(s).
Shedents are
designated as = Draw a line through sach withdrawn student’s name up to
“Withdrawn / the perforation on Adminisiration Schedule{s)
Graduated” on fhe
Srudent informatian = |f any of these students were classified as 50 andfor ELL
Report. eross out the student's name on the SDVELL Roster of

Guestionnaires and fill in the “not needed” bubbls in the
Retwrned column. Line through thair information on tha
Inclusion Worksheat,

In the middle line of item 8-2B-1, enter the total number of students that the school
coordinator marked as ineligible on the Student Information Report(s). These are students
who are ineligible because they are enrolled but never physically attend the school, such as
home-schooled students or students attending all classes off campus. Give these students
an Administration Code of 54 in column Q on the Administration Schedule(s).

O [Pt = Enter Code 54 for imeligible students whao never attend

Students are Campus in eolurmn Q on Administration Schedules)

designated as ®  [DOraw a line through each ineligitle student's name up to
"Ineligibbe, Meves the perforation on Administration Schedule(s).

Aftends Campus” on

the Student = f any of these students were classified as SD andior ELL,
Information Repar, cross out the siudent's mame on the SOVELL Roster of

Cluestionnaires and fill im the “not needed” bubbds in the
Reerned cotumn, Ling through their informadion on the
Inclusion Workaheet

On the bottom line of item 8-2B-1, enter the total number of students who the school
coordinator marked as ineligible-other on the Student Information Report(s). These are
students who are not eligible for the assessment for other reasons such as not in the grade
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being assessed or foreign exchange student, but does not include students who are
excluded because of SD and/or ELL status. Give these students an Administration Code of
55 in column Q on the Administration Schedule(s).

O (nwnbend = Enter Code 55 for “ineligble, cther” students in column G
o e on Administration Schedule(s).
designated as = Draw a ling thraugh each “inefigibhe, other” student’s narme
‘Ineligibée, Other” on up o the perforation on Administration Schedule(s)
bhe Sludent
Information Feport. = |f any of these students wersa classified as S0 andfor ELL

cross aut fhe sfudent's mame on the SOVELL Roster of
Cuestionnaires and fill im the “not needed” bubbds in the
Retwrned codumn. Ling through their information on the
Inclusion Workaheet

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

If any of these students were classified as SD and/or ELL, be sure to cross out the student’s
name on the Roster of Questionnaires and fill in the “Not Needed” bubble in the Returned
column. Also, line through the student’s information on the Inclusion Worksheet.

8-2C. Update Missing or Incorrect Student Demographic Data.

In Procedure 8-2C, you will update student demographic data on the Administration
Schedule(s). The Instructions for the School Coordinator brochure instructed the school
coordinator to enter missing or incorrect data directly on the Student Information Report(s).
During your independent work, you will transfer any corrections and/or additions from the
Student Information Report(s) to the Administration Schedule(s). The changes you make to
the Administration Schedule(s) will be reviewed with the school coordinator during your
meeting.

To complete item 8-2C-1, look at columns E through H on the Administration Schedule(s) to
determine if there is any missing information (you will review the SD and/or ELL codes in
Procedure 8-2D). If columns E through H are complete, check the “There is no missing demo-
graphic data” box and go to item 8-2C-2. If the school coordinator provided missing
demographic data on the Student Information Report(s), check this box. If there is still
demographic data missing, check the third box and record the number of missing demographic
data items on the line provided.

If missing demographic data was filled in by the school coordinator, transfer the missing
information from the Student Information Report(s) to the Administration Schedule(s). You
may have the AA complete this task.
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B-2C-1. Check to see if the school coordinator entered missing demographic information on the
Student Informabon Reporb(s).*

O There iz no missing demographic data " Confinus with 8-2C-2,

Missing dermnographic informaton has ® Transfer the missing information 1o the
O been filed in by the school coordinator Adrministration Schedule(s)
on the Student Infermation Report(s). " Continue with 8-20-2.

There is stll missing demagraphic
daia

. = Continue with 8-2C-2.
Record number of missing dala items

To complete item 8-2C-2, review the Student Information Report(s) to determine if
corrections to information were made by the school coordinator. If corrections were made,
you or your assisting AA will transfer those corrections from the Student Information
Report(s) to the Administration Schedule(s) and check the box “Corrections have been
made on the Student Information Report(s) by the school coordinator.” If there were no
corrections, indicate so in the QCB and continue with Procedure 8-2D.

B-2C.-2. Check to see if the school coordinator made any comegtions to infarmation on the Student
Information Report[s).”

O There are no comections on the Student

Information Report(s). Continue with Procedure 8-20.

Corrections have been mada on the ®  Transfer the comactions from the
O Student Information Report{s) by the Student Informabion Report(s) to the
gehonl coordingtor, Administration Schedule(s),

8-2D. Update SD and/or ELL Classifications.

In Procedure 8-2D, you will update SD and/or ELL classifications. The Instructions for the
School Coordinator brochure instructed the school coordinator to record any change in SD
and/or ELL classifications directly on the Student Information Report(s). Make any noted
revisions to the Administration Schedule(s) in the “Final SD Code” and/or “Final ELL Code”
columns. Changes will be verified with the school coordinator during the meeting.

First, indicate in item 8-2D-1 if there have been changes to the SD and ELL codes on the
Student Information Report. If so, continue on to item 8-2D-2. If there have not been any
changes to SD and/or ELL codes, go to Procedure 8-2E.

SUPERVISOR MANUAL — ARTS




PREASSESSMENT ACTIVITIES

8-2D-41, Review the SD and ELL codes on the Sludent Information Report and check 1o s if
changes hawve been made

#  Continue with
Thera ara ¢ha & ko the SD and ELL codes,
- 1 8-20-2,
[0 There are no changes o the SD and ELL codes. ¢ Goto

Procedurs B-2E,

At item 8-2D-2, you are looking for students who are newly classified as SD or ELL. If any
students who were coded “4” for “No” in the SD columns or “2” for “No” in the ELL columns
are now classified as SD and/or ELL, you will enter the appropriate SD code “1,” “2,” or “3”
for “Yes” in column J labeled “Final SD Code,” or code “1” for “Yes” in column L labeled
“Final ELL Code” on the Administration Schedule as shown in Exhibit 7-8.

8-2D-2. I there are students who are now classified as a "1,” “2," or “3" or YES for SD or as a
“1" or YES for ELL, completa the following

=  On the Admingsiration Schedule, record a *1," “2." or “3" in the Final S0 column or
1" in the Final ELL Column for the newly classified students.

* On the Inclusion Worksheet, record the student’s name, SessioniLing #, subject, and
SDVELL status

= Prapare S0 and'or ELL Questicnnaires for newly classified students.
*  Add these students to the SO/ELL Roster of Questionnaires
= Give the SO andior ELL Cuestionnaires to the schodd coordinator during the visit,

Exhibit 7-8. Update SD and ELL Classifications
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Prepare the appropriate SD and/or ELL Questionnaires for these newly classified students,
and add them to the Roster of Questionnaires. You will also add newly classified SD and/or
ELL students to the Inclusion Worksheet by recording the student’s name, Session/line
numbers, subject, and SD/ELL status. You will give the questionnaires to the school
coordinator during the scheduled visit.

At item 8-2D-3 you are looking for students who are no longer classified as SD and/or ELL. If
any students who were coded “1,” “2,” or “3” in the SD columns or coded “1” in the ELL
columns are now no longer classified as SD or ELL, you will enter a “4” for “No” in column J
labeled “Final SD Code” or a “2” for “No” in column L labeled “Final ELL Code” on the
Administration Schedule. If the school coordinator indicates the ELL student is now classified
as “Formerly ELL (monitored for AYP reporting),” which means the student has achieved full
English proficiency within the previous 2 years and the state includes formerly ELL students in
its AYP reports, the student should be coded as “formerly ELL” or code “3” in column L. If you
are allowed to use code 3 in your state, it will be noted on the State Information Form. Contact
your field manager if you have any questions about using this code.

B-20-3, IWihere ang S0 andfor ELL $ludents who ane now classified as a "4" or NO for SDor as a
42" or MO for ELL or “3" for FORMERLY ELL, complete the following:

= On the Adminisiration Scheduls, record a “4" in the Final S0 column or “2" or “3"
in ihe Final ELL calurmn for the no l:‘.'ul‘lgﬂr classified or TI:}I'I'I"I{‘.‘T":'I' classified students.

& Line through the sfudent s name on the SOVELL Roster of Questionnaires, and
shade the “Not Meeded” oval in the Returned column.

& Ling through tha student's information on tha Inclusion Warkshet

" |f 3 questionnaire was completed for the studeni(s) no longer classified, shade the
owval “This student confirmed no longer SOVELL” on the questionnaire cover and 58
asde

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

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

8-2E. Transcribe SD and/or ELL Questionnaire Data Onto Inclusion Worksheet.

In Procedure 8-2E, you will transcribe information found in the SD and/or ELL
Questionnaires onto the Inclusion Worksheet. The Instructions for the School Coordinator
brochure instructs the school coordinator to distribute and collect the completed SD and/or
ELL Questionnaires. You will review this information with the school coordinator during the
scheduled meeting. You may have your assisting AA complete this work; however, be sure
to perform a quality control check for accuracy.
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If there are no SD and/or ELL Questionnaires for the school, indicate this in item 8-2E-1and
continue to Procedure 8-2F.

Procedure 8-2E begins by asking you to check the appropriate box in item 8-2E-1. If the
school coordinator returned some or all of the SD and/or ELL Questionnaires, you will
indicate such and continue with item 8-2E-2.

If there are missing SD and/or ELL Questionnaires or if there are questionnaires for newly
classified students or new enrollees classified as SD and/or ELL that have not yet been
completed, enter the number of incomplete or missing questionnaires in item 8-2E-1 and
highlight the names of the students on the Inclusion Worksheet. Continue to item 8-2E-2 for
the completed questionnaires you have received.

B-2E-1. O Al 50 andior ELL Questionnaires returmed, * Continue with 8-2E-2.

[ SO andior ELL Questionnaires not retumed * — Missing. Highkght the names
(including any for newly classified students) of the missing students on the
Inclusion WWorksheatl
0 There are no 50 andfor ELL students in this

schaal. * G0 to Procedure 8-2F.

Item 8-2E-2 instructs you to record the status of each SD and/or ELL Questionnaire on the
original Roster of Questionnaires in the School Folder. Under the “Returned” column, shade
the “Yes” oval for all questionnaires that are completed and returned. Shade the “Not
Needed” oval for any questionnaires that are assigned to students who are no longer
classified as SD and/or ELL. You will confirm these students’ new classification during your
meeting with the school coordinator. Do not shade the “No” oval for any questionnaires you
do not have. You will try to collect these questionnaires during the meeting with the school
coordinator.

B-2E-2, Record the status of each 3D and/or ELL Questionnaire in the Roster of Questionnaires.
Under the “Reterned” column

= Shade the *Yes® oval for all questionnaires thal have been completed and
refunmed

®  Shade the “MNot Needed” oval for any questionnaires that were assigned o
shedents who are no longer cassified as 50D andfor ELL

" Do not shade the “Mo™ oval for any quastionnaings you do nod have. You will iy to
collect these queshonnaings dunng the mesing wilh the school coondinalor

Item 8-2E-3 instructs you to record each student’s SD and/or ELL status on the covers of
the questionnaire you have collected. If the student’s SD and/or ELL status has not
changed, shade the oval “This student confirmed SD/ELL” on the front cover of the
questionnaire. As described above, if the student is no longer classified as SD and/or ELL,
you should shade the oval “This student confirmed no longer SD/ELL” on the front cover of
the questionnaire.
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B-2E-3, Record the 3D andfor ELL status on each student’s SD andior ELL Questionnaire
= |f the studant's 50 andlor ELL status has not changed, shade the oval "This studeant
confirmed SOVELL" on the frant cover of the questionnaire.

" |f the student is no longer classified as SD andior ELL, shade the aval “This studem
is confirmed no longer SDVELL” an the front cover of the guestionnaine,

Item 8-2E-4 requires you to transfer information from any completed SD and/or ELL
Questionnaires to the Inclusion Worksheet.

B-2E-4. \sing the completed S0 andfor ELL Questionnaines and the Inclusion Waorkshes!. follow
these ingtruchomg:

®  Goto page 6 in the questionnaire and transcribe the accommodations shaded in the
questionnaire onto the Inclusion YWorksheet.

= Look at the answer o Question 2, If the question is answered “A," place a check
mark in the Inclusion Worksheat column fitled “ncede Without Accommodations.”

®  Look at the answers to Questions 5 and 6. If either guestion is answered “A" for
“¥es,” place a check mark in the Inclusion Warksheet column tithed “Includs With
Cwily HAEP Permitted Accommodatons.”

= Look at the answears (o Cuestions 5 and 6. IF either question is answerad “B° for “MNo,"
place a check mark in the Inclusson Worksheet column trilesd “Exclude.”

Exhibits 7-9 through 7-12 illustrates the transcription process.
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