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UNDERSTANDING 
NAEP MATERIALS

The forms and materials described in this chapter are presented in order of when 

the item is used: during either the preassessment or assessment period. For easy 

reference, we have included a chart below showing each item in alphabetical 

order with item letter and page numbers. The information provided here about 

each item is introductory—most of the materials are discussed in greater detail 

later in the manual. 
 

List of NAEP Materials in Alphabetical Order 
 

Item 
Chapter Item 

Letter Page # 
Accommodation Teacher Letter 2D 3.54 
Administration Schedule 1K 3.19 
Assessment Booklets 2A 3.47 
Assessment Information Form 1U 3.44 
Bulk Security Checklist 1W 3.46 
Bundle Slip 1V 3.45 
Certificates of Appreciation (School and Student) 1Q 3.35 
E-File Roster 1N 3.32 
Field Sampling Line Numbers 1O 3.33 
Inclusion Worksheet 1L 3.29 
Instructions for the School Coordinator Brochure 1B 3.4 
Logistics Questionnaire 1G 3.12 
NAEP 2007-2008 Publications 
• Sample Questions Booklet 
• Teacher’s Guide to NAEP 
• Measure Up flyer 

 
1T 
1T 
1T 

 
3.41 
3.42 
3.43 
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Item Chapter Item Letter Page # 

NAEP Storage Envelope and “Destroy By” Postcard 1H 3.13 
New Enrollee Listing Form and Instructions for Sampling New Enrollees 1M 3.30 
Parent/Guardian Notification Letter 1F 3.11 
Private School Recruitment Documents 1R 3.37 
Quality Control Booklet (QCB) 1J 3.17 
Questionnaires and Roster of Questionnaires 1D 3.6 
School Folder (and School Folder Transmittal Form) 1I 3.15 
Session Debriefing Form 2E 3.55 
Session Scripts and Question-by-Question Specifications 2B 3.48 
State Information Form 1A 3.2 
Student Information Report 1C 3.5 
Student Sampling Summary Report 1P 3.34 
Teacher Notification Letter 1S 3.40 
Teacher Observer Letter 2C 3.53 
U.S. Department of Agriculture Letter and Confidentiality Agreement 1E 3.9 
 
1. Preassessment Forms and Materials 
 
The materials described in this section are used primarily during the preassessment period. 
Some of the materials are for general use, while others are included in the Preassessment 
Packet that you prepare for schools or are included in the School Folder, which you use to 
keep all materials related to the school. 

A. State Information Form 
 
Your field manager has developed a State Information Form for the state in which you work. An 
example is shown on the following page. The purpose of the form is to notify you about specific 
state issues or requirements that you need to know to properly conduct assessments, collect 
questionnaires, and otherwise deal with schools. It will include agreements or requirements that 
the states expect NAEP to observe when in schools. It will also include information about 
whether the state- or NAEP-provided parent/guardian letter is used; the demographic variables 
used during E-Filing (for example, the “information unavailable at this time” [shown as blanks], 
which will require you to collect the missing data at the preassessment or assessment visit); or 
the “formerly ELL” code (only used in specific states); as well as information about specific 
accommodations that are or are not permitted by the states. 

Your field manager will review this form with you during training and will also keep you up to 
date on any changes during the assessment period. 



 

 

  
 SUPERVISOR MANUAL — ARTS 3.3 

State Information Form 
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B. Instructions for the School Coordinator Brochure 
 
This bi-fold, two-sided brochure is included in the Preassessment Packet and provides the 
school coordinator with the list of items included in the packet and instructions for what 
needs to be done with them prior to the preassessment visit. 

The brochure also provides a space for the school coordinator to record the date and time of 
the preassessment visit once you have arranged for the visit during your Scheduling 
Telephone Call, which is described in chapter 7. 
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C. Student Information Report 
 
The Student Information Report is a session-level document designed to replicate the 
Administration Schedule. The Student Information Report contains the sampled student 
names and all of the demographic information that the Administration Schedule contains. An 
example of the Student Information Report is shown below. 

You will include a Student Information Report for each session in each school’s 
Preassessment Packet. The Student Information Report will take the place of the school 
copy of the Administration Schedule, which has been sent to the schools in past cycles of 
NAEP. Instructions for reviewing this document with the school coordinator during the 
preassessment visit are presented in chapter 8. 

Student Information Report 
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D. Questionnaires and Roster of Questionnaires 
 
For the Arts, there are three types of questionnaires for school staff members: 

• School Questionnaire for the principal to complete; 

• SD Questionnaires about students with disabilities (SD); and 

• ELL Questionnaires about students identified as English language learners (ELL). 

These questionnaires will be used to collect additional information for NAEP. SD and ELL 
Questionnaires must be completed in the hard copy version. The instructions to the 
school coordinator for distributing and collecting the SD and ELL Questionnaires are printed 
on the right-hand side of the Rosters of Questionnaires. 

1. School Questionnaire 
 
You will prepare a School Questionnaire and include it with a photocopy of the preprinted 
Roster of Questionnaires in the Preassessment Packet you send to the school. The principal 
will be asked to complete the questionnaire online or in the hard copy. 

The School Questionnaire collects information about school characteristics, policies, and 
programs. 

2. SD and ELL Questionnaires 
 
You will prepare the SD and ELL Questionnaires and include them with a photocopy of the 
preprinted Roster of Questionnaires in the Preassessment Packet for the school. 

The SD and ELL Questionnaires have been designed to help school staff make decisions 
regarding student participation in NAEP. A questionnaire must be completed for each 
student identified as SD and/or ELL on the Administration Schedule, regardless of whether 
or not that student will be assessed. The school staff member most knowledgeable about 
how each SD and/or ELL student is tested in the state assessment should complete this 
questionnaire. 

You will use the completed questionnaires to fill out the Inclusion Worksheet during the 
preassessment visit. During the visit, you will review the Inclusion Worksheet with the school 
coordinator to determine which students can be assessed in the regular session with or without 
accommodations, assessed in a separate session, or cannot be assessed at all. 

More information on working with the SD and ELL Questionnaires and Inclusion Worksheet 
during the preassessment visit is provided in chapter 7 and in the QCB. 
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3. Roster of Questionnaires 
 
The Roster of Questionnaires is the document that links the completed School Questionnaire to a 
school and the SD and ELL Questionnaires to the sampled students. Therefore, it is important that 
the Rosters are completed correctly to ensure that questionnaire data are linked to the correct 
students and schools. If incorrect information is recorded on the Roster, the final NAEP results will 
not be accurate. 

This year the Roster of Questionnaires will be preprinted by Pearson with school and student 
information. You will provide a copy of the school’s Roster with the required SD and ELL 
Questionnaires and School Questionnaire to the school coordinator in the Preassessment 
Packet. 
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