E. U.S. Department of Agriculture Letter and Confidentiality
Agreement

The National School Lunch Program (NSLP) is a federal meal program that provides low-
cost or free lunches to eligible students. A letter from the U.S. Department of Agriculture
authorizing the release of the NSLP data as part of the NAEP data collection process is sent
to the school coordinator in the Preassessment Packet.

For most schools, the NSLP data was already provided during the student list submission.
However, if some or all of the NSLP data is missing on the Administration Schedule, you
must attempt to collect it during the preassessment visit. In this case, refer the school to the
U.S. Department of Agriculture letter. If a school requests a confidentiality agreement in
writing to release the NSLP data on their students, a confidentiality form, shown on the
following page, is available for you to sign and use for this purpose.

More information on using these two documents is provided in chapter 7.

7 USDA
AT -

United States

e Departmentof )ATE: September 13, 2006
Agriculture
ELA Eh [REN il Food and MEMO CODE: 8P-33-2006
P Nutrtion
Senice

SUBJECT:  Affinmation of Policy on Limited Disclosure of Children's Eligibility
101 Pk information 1o the National Assessment of Educational Progress (NAEP)
Center Orive

Alexandria, VA TO:

223021500 Regional Direetors

Special Nutrition Programs
All Regions

State Agencies
Child Nutrition Programs
All States

The administrators of the NAEP have asked that we remind school food authoritics that they
may disclose. without parentiguardian consent. children’s names and cligibility status
(whether they are eligible for free meals or free milk or reduced price meals) to persons
directly d with the administra or enfor of a Federal or State education
program, as permitted by section 9(b)(2)(C)(ii) of the Richard B. Russell National School
Lunch Act. Persons directly connected to the administration or enforcement of NALP are
authorized recipients of children’s free and reduced price meal eligibility status because
NAEP is a Federal education program. Additionally, school food authorities may disclose
children’s names and cligibility status to persons d v conneeted with the administration
or enfi of State educational programs to the extent that the State
assessment is part of the NAEP or the assessment program is established at the State. not
local level. Other State education programs also are eligible 1o have access to participants'
names and cligibility status, without parent/guardian consent. but the program must be
eslablished at the State, not local level.

“Ihe term “persons directly connected” for the purpose of disclosure to NAEP includes
Federal, State and local program operators responsible for NAEP program administration or
program compliance and their contractors. This does not imply that these persons have
routine access to participants' eligibility status. ‘There must be a "need to know" for
legitimate NAED purposes.

recommend (hat seheol foed authoritics inform houscholds if they plan to disclose or use
ity information outside the originating program. We also recommend that the school
food authority enter into a written agreement with NALP officials. We suggest that the
agreement be signed by both the school food authority and NAEP ollicials. as appropriate,
that the agreement identily the entity recciving the information, describe the information (o
be disclosed and how it will be used. describe how the information will be protected from
unauthorized uses and disclosures, and describe the penalties for unauthorized disclosure

AN EQUAL OPPORTUNITY EMPLOYER
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UNDERSTANDING NAEP MATERIALS

NSLP Confidentiality Agreement

UMITED STATES DEFARTMENT OF EDLFGATION
INSTITUTE OF EDUCATIIN SCIENCES

HATIOMAL CENTER FOR EDUCATION STATISTICS

Agreement Betwern MAEP Officials and Schooll Foed Authority Regarding
Collectisn of Froe aml Riduced Prce Yeals Dita

Lipnler the agreanent, a NAEF CHDcal, as an agent oF The Watksal Canler Toe Bducaimoes Satsies (NOESR LS
Dhpartment of Educrtion, shall collest the clpibilaty status Fr fre ar redvced price maals Tor the chiliben sgmpled
for tha Mational Asspssmond of Fducational Progress (MAEF)L Am agem of the Scheoe] Food Aathority shall

e mvide ihe l\.'||='|hi|ﬂ.!. infoamieaizo to the WAEP Ol

Baath partes tindertand thal
#  The School Fomd Authonty shall provide the chasbility stages 1o the B AEP Official or thoss chnldmm
selectod bo paricipato in MAEF
w  The MAEF Official shall sdbere to Section 3035 of dhe Mational Assessment of Educationa] Progress
wudhcerceatinn A, Tille 11 of dhe Fducstion Scienees Relorm Ao of 2000, 20 U5.0C, 9e2l, which
wlales thal
WICES shall use the dligihilty information a= part of the federal adnvinistration of MAEP wmder tha
reqquiromeznl to “include infommation on special groups, inchuding, whenever feasible, information
collevied, cross labulsed, compared, end reporied by socioecomoic stabe " HUES s
-\.:15;|||||'.:| fiewr Free and redecad primce fneals an & prony B ancasecoianic slatis,
PSS may “omly Sollact wdormation thal s dwedly relaed 1o the appramsal ol academic
achisvement, aml W the Lor amed accurale prossnlatios of such inlomatos ™
The Commissioner for Education Statistics shall ensure that all personally idendifiable information
about studenss, iheir academic schicvemseni. and their families, and thai information wiih respeeil i
mielivndisl] schanls, remimis coibidential, m eacondancs with sechon 35 2a al tile 5, Laned Stales

Cimle ™
#  Unsdar the Privacy At ol 1974 (sectim 5523 of litks 5. Unibal Sate Caide), should thers ba a casc of
wnauthonzed disclosare, avil action may be broughl against the U5, Diepartmend of Education.

L5 Departiment ol Educabom MNAEP CH]sml Sehoal Fosal Sulheriy
S grrsiarc iSaganimri Cagratorri

[R= T

IWaael |ing R o

Ao Js OIS T
iTak 1Tkl Tk

Makaial Comibai B ESialion Salisics

iCTmmesien| iCrgaaesiimn Scheodi
|90 St MWL BT ooy
1A e 1A ki [ ]

it bl g, DR 0HEkG
IRy, Sl Xipi Iy, M. g iy, M, A

Char e i ke e oy svaee b rallaceiton e S pesaneis cebecaireay’ e rebies oF S plened e Caaaa
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F. Parent/Guardian Notification Letter

The No Child Left Behind Act requires that parents of students sampled for NAEP
assessments be notified that their child has been selected and that participation is voluntary.
NAEP has developed a sample Parent/Guardian Notification Letter (shown below) for
schools to use or modify as necessary. Schools are encouraged to print the letter on their
school letterhead before sending it to parents. While signed consent is not a NAEP
requirement (although some schools, districts, or states may require it), NAEP does require
a dated copy of the parent/guardian letter that each school sends.

States, districts, or schools determine how parents are notified. In the fall, public schools
received either a state-specific letter or the NAEP Parent/Guardian Notification Letter from
the NAEP State Coordinator, and private schools may have received the NAEP
Parent/Guardian Notification Letter from their gaining cooperation supervisor. You will also
provide a copy of the appropriate Parent/Guardian Notification Letter to schools in the
Preassessment Packet.

You are required to collect a dated

copy of the Parent/Guardian PARENT/GUARDIAN NOTIFICATION LETTER
C. . NOTE: Please circle: “your child may be/has been randomly selected to take the assessment.”
Notification Letter before Tune 22, 2007 Draft
assessments can be conducted in (School Letterhead)
the school.

Dear Parent or Guardian:

. : We are pleased to tell you that our school has been selected to represent schools across the Nation by
M ore |nf0 rmation on yo ur participating in the National Assessment of Educational Progress (NAEP). NAEP is given by the U.S.
hilits H Department of Education and tells us what American students know and can do in key subject areas. It is
res po nsi b I I Itl €s rega rd I ng th € the only ongoing nationally representative assessment that provides this valuable information.

Pa re nt/G ua rd lan N Otlﬂ Cat|0n NAEP has been given in schools nationwide for more than 30 years. You may have taken the assessment

i i i yourself when you were in school. The results are published in a report called The Nation's Report Card
Lette ris prOVI d ed In Ch a pte ri. which provides reliable student achievement information to educators, parents, and other citizens.

In our school, the NAEP assessment will be given on in (reading, mathematics,
science, the arts—select appropriate subject{s}). Some of the science assessment activities will be
presented on computers. Your child (may be/has been) selected to take the assessment. In addition to
subject area questions, students will be asked some background questions such as how often they use
computers and what types of classes they take.

It will take approximately 90 to 120 minutes for students to complete NAEP. The results are completely
confidential, and your child’s grades will not be affected. Your child may be excused from participation
for any reason, is not required to finish the assessment, and may omit any test question. While NAEP is
voluntary, we depend on student participation to collect information on student achievement that will
inform improvements in education. Your child will represent many other students, so participation is
very important. However, if you do not want your child to participate, please notify me in writing by
(insert date).

There is no need to study in preparation for NAEP. We do ask parents to encourage their children's best
efforts and to have them get plenty of rest the night before the assessment.

If you would like to have additional information about NAEP, please visit the web site at:
http://nces.ed.gov/mationsreporteard. If you have questions or would like to review a booklet that
includes the background questions and sample assessment questions, please contact me at (insert
telephone number) or via email at (insert email address).

We are excited that our school will be participating in NAEP, and we are pleased that your child (may
be/has been) selected. We know that (school name)'s students will help us to show what American

students know and can do!

Sincerely,

School Principal
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UNDERSTANDING NAEP MATERIALS

G. Logistics Questionnaire

The Logistics Questionnaire is provided to schools in the Preassessment Packet. This
document contains questions related to the assessment day logistics. The school
coordinator has the option of completing them ahead of time to make the visit shorter. If the
school coordinator does not complete the questionnaire before the preassessment visit, the
questions are reprinted in your QCB for you to ask the school coordinator during the visit.

How should we contact the office from the assessment locations if we
need assistance should a student become ill or disruptive?

NAEP 2008 Arts Assessment

How should we dismiss stu Logistics Questionnaire )
d the materials have bee Please complete the following questions to help us plan for the upcoming NAEP
an assessment in your school.

On assessment day, the other NAEP assessment team members and I
will arrive at the school 1 hour before the assessments are scheduled
to begin to prepare for the assessments. Where should we park?

So that we may be more se
you please tell us if there
affected your school, studer]

We will wear our NAEP identification badges and check in at the main
office. Are there other procedures or protocols specific to your school
that we need to follow?

Is there anything schedul
session, such as a fire drill g

Is there a room where the assessment team may work until it is time
to go to the assessment locations?

Is there anything else thg
school or students?

Once the students in the assessment session have begun reading the
booklet directions, students cannot be admitted to the session. How
should we handle students who arrive too late to be assessed?

(OVER)
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H. NAEP Storage Envelope and “Destroy By” Postcard

1. NAEP Storage Envelope

The red NAEP Storage Envelope is used to store all NAEP documents at the school
between the preassessment visit and the end of the school year.

A NAEP Storage Envelope will be provided to the school coordinator in the Preassessment
Packet of materials. This envelope will stay at the school throughout the assessment
process and will be used by you and the school coordinator to store various assessment
related documents, such as Administration Schedules, Rosters, and completed school staff
questionnaires. After the assessment, the school will retain the NAEP Storage Envelope
with its contents until the end of the school year in case a need should arise for NAEP to
refer to the contents during data processing and statistical analysis.

Detailed instructions for using the NAEP Storage Envelope are presented throughout the
manual.
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2. “Destroy By” Postcard

When you prepare the NAEP Storage Envelope after the assessments are completed, you
will record the school ID, school name, city, and state on the “Destroy By” postcard and
staple it to the front of the NAEP Storage Envelope. After June 1 or by the end of the school
year the school coordinator is instructed to complete the postcard and send it to Westat
indicating that the contents of the NAEP Storage Envelope have been destroyed.

NO POSTAGE
A R AT NECESSARY
IF MAILED
IN THE
UNITED STATES
I
[
BUSINESS REPLY CARD —
|
FIRST CLASS PERMIT NO. 433 ROCKVILLE, MD EEE—
|
POSTAGE WILL BE PAID BY ADDRESSEE I
[
NAEP
C/OWESTAT

1650 Research Boulevard
Rockville, MD 20850-9973

% SchoolD1 2 2-122-1
School Name __Apex Middle School
N EP City, State _Miami, FL

NATIONAL ASSESSMENT
OF EDUCATIONAL As requested, the NAEP Storage Envelope

PROGRESS containing the Administration Schedule(s), student
lists and other NAEP material was destroyed on:

(Date Destroyed)

Signed

Title

Print Name
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I School Folder (and School Folder Transmittal Form)

The green-colored School Folder, shown below, contains the most critical set of documents
in the assessment process. You will receive a folder for each school in your assignment,
with a set of contents tailored for that school. You will receive unique labels for the tab that
identifies each school. It contains the school name and the school ID number for the
warehouse to confirm the folder’s receipt at the end of the field period. You will receive
preprinted labels to affix to the front cover. The label contains the school name, address,
region, area, and state, as well as the school coordinator name and contact information, if
available.

Each School Folder will have a School Folder Transmittal Form (shown on the next page)
inside listing the folder’s contents. The form is printed on three-part paper. It contains a list
of materials that should be in the folder when you it receive at the beginning of your
assignment, and another list that shows the materials you need to include in the folder when
you send it back to your field manager after all work for the school is complete (described in
chapter 9).

More details on using the School Folder and its contents are provided in chapter 7.

/ I

NAEP 2008 SCHOOL FOLDER - ARTS GRADE 8
PLAGE LABEL HERE SUPERVISOR: Please complete the
TERRITORY: REGION: AREA: SUPERVISOR:
T DATE: FIELD MANAGER:
SCHOOL TYPE (circle cne):  PUBLIC NONPUBLIC STUDENT LIST TYPE (cirdle one):  E-FILE ~ FAXMAIL  COLLECTED BY NSC
SCHOOL ID#: .| QUESTIONNAIRES REQUIRED FOR THIS SCHOOL
ADDRESS: | 1 |scHoor
3
=
°|—|sD Questionnaira
PRINCIPAL: ; __ | ELL Questionnalre
E-MAL:
SV: Please this i ion before sending to your FM:
SESSION NUMBERS: PREASSESSMENT DATE: TIME:
MAKEUP REQUIRED (cirdleone):  YES NO REFUSED DATE;
COMMENTS:
NUMBER OF REGULAR SESSIONS:
NUMBER OF SEPARATE AGCOMMODATION SESSIONS:
NUMBER OF AAs:

SHIPMENT TRACKING ON BACK OF FOLDER
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School Folder Transmittal Form = Arts Assessment
Bohool Hams: [lER
Supervisor: Be siare the following documents are in this School Folder it Sho Rt |
teerfiore: wisiting the schood for the presssess ment visit is arEclosed
Chiminy Goniiod Boakis! sith ibel silapaed
g Eairmd el i by ISPl 1 o Oh el el
P prirviasd Inchumon Véodeshasl
Roader of Gy eabonnipies
I SRt 5 for BampEng Hew Eanles:
Fie Errilies Liding Firm
Crigiresl Lind o &1 Sauderis i Grsde § Suhraded for Sasping (E-F ile Rosiar)
Fiedd Sempding Line Hambssrs
audend B g Suvaery Repon. F aophoo bk
Schoal Cardfiosis of Sporecinfion asd Foider
Frgpageaamand Packst FeiEs WSl Receipn
Saudenl Boowel ID el (T smpled s 1102507
Hirpma b Scfvaal Heufinres Doosrments i spoicaie | |
Supervisor: Be sisre the Following documents are in this School Falder | "1 SAEHPEW S | ot
beetore delivering it to the Field Monager after the assessment % enclosed
Corpplebed Sy Con rod Bookisr
PO el O i S Fanrlyil e Sdfeedule | wTee] names | wih OhTpidle Serragrasket dila
Papirerry of tha Pos@r of Dusstionasires (eihoel nemas
Inciisdan Wnrkorhesss [aihemn roamesu ) i spsdcn S
Cod & Fareqvt Hodifadil i LeTer SEn iy g0iao
N wndEn s M Sangdng Hew Eariloes
Grrrgebesl sl end S Sarmimasny Repess o spipdcsh s
S 0 Tingdived Sfrbares Latiens), dapphoabie
Hagned Socwerradabon Taackar Ladleris], Fasphcabls
Complaled Sesson Dehaefng Formes (ane per smpulsr, secomimodes on sand makesup sesson
Fiadd Sermpding |ine Hgrmbars
o Dt Sl A eruiedyl Chowasyesvid. i1 g
Fiald Mamager: Ba sure ol documsnts sbove one included Betans final m‘l‘;m Chovmrmnts
shipment 1o the HABP Warshouse, Inchide the follawing maberiabs i cowtaies al
WP required documants
Talmphoea Falow uz D Fom f spclicable
Ini-Passor Dbtpasranion Fomm i e tis
Ficid Mamager: Be sure all documents above ane included befone final ﬂ:nllu‘Fm R
shipmant 1o Iha HAEP Warshsaisa, R
_ required documents
| reedraed fain School Folde snd ey Bl sl e informesbon shoss i izcheded
WHITE: Salaisd’ Fokiss GHEEM: FIELO AN AGER YELLOW: S H IS
| b a)
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J.  Quality Control Booklet (QCB)

The QCB is designed to be used as your guide throughout the assessment process at each
school. It is the only document that tracks your work with the school throughout the entire
process of planning and supervising assessment activities. The QCB has been developed to
ensure that accurate and consistent data are collected for each school.

The Critical Role of the QCB in the NAEP Process

You will insert a QCB in the School Folder for each of the schools in your assignment and
use it to record all communication with the school coordinator. Each QCB will have a label
on the front cover (shown on the following page) unique to the school. It is a requirement
of your job as a supervisor to complete a QCB for each school. Information you record
in the QCB will be keyed by a data entry team at the Westat home office and used to
provide reports for the NAEP State Coordinators, National Center for Educational Statistics
(NCES), Westat statisticians, and other home office staff. It is critical that you complete each
QCB accurately and completely.

The QCB is organized into three parts:

® Part 1 contains checklists for all the preassessment activities and scripts for you to
follow as you conduct the preassessment visit scheduling and confirmation telephone
calls, the preassessment visits, and the Assessment Booklet Preparation Record, which
is used to evaluate each AA’s preparation of the assessment booklets.

e Part 2 contains checklists and scripts for all assessment day activities including the
Assessment Quality Control Record, used to evaluate the performance of each AA
during assessment activities at the school; the Makeup Session Worksheet; and a
questionnaire for conducting the School Coordinator Debriefing Interview after the
assessment.

e Part 3 contains a checklist of all activities you must conduct after the assessment day.

A copy of the QCB is in Appendix C of this manual.

Detailed instructions for using each of these parts are provided throughout the manual.
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NAEP 2008 ARTS ASSESSMENT
QUALITY CONTROL BOOKLET

School Information Contact Summary
(* School ID# 1221221 Region: FL Area: 1 ) PAV Conducted By:
Assessment Date: 2/11 Donna Smith
School Name: APEX MIDDLE SCHOOL
School Address: 12399 EASTERN AVENUE Date PAV Completed:
MIAMI, FL 33157 11el/0&
Telephone # (305) 755-5234
Principal: MARILYN BERNARD Assigned AAs:
School Coordinator: SAM STEWART Amy Andrews
Telephone # (305) 755-2348 Rebecca Summers
Sessions: M10801
V10801
Student Sampling Summary Report? No
\_ J

Schedule for Regular Assessment Sessions
Session # | # of Students Date Time Location Assigned AA
M10801 22 2/11/08 8:35 Cafeteria Amy Andrews
Y10801 25 211/08 :35 Library Rebecca Summers
Schedule for Accommodation Sessions

Group # | # of Students Date Time Location Assigned AA

1 o) 211/086 12:30 Rm 105 Rebecca Summers

2 2 2/11/08 12:30 Rm 11B Amy Andrews
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K. Administration Schedule

1. The Critical Role of the Administration Schedule in the NAEP Process

The Administration Schedule is a form used throughout the three stages of the NAEP
process: preassessment, assessment, and post-assessment. It is the only document that
links students selected for the NAEP sample to their demographic data and their
performance on the assessment. The importance of the Administration Schedule is revealed
through an examination of the following:

e the role of the Administration Schedule during the preassessment activities,
e the role of the Administration Schedule on assessment day, and

® the role of the Administration Schedule after the assessment.

The process can be seen on page 3.21 of this manual. A sample Administration Schedule is
shown on page 3.22.

Role of the Administration Schedule During the Preassessment Activities

After the sample has been selected for each school, the student names and demographic
data are either preprinted or written on the Administration Schedule. The Administration
Schedule then becomes the primary document used to prepare for the assessment. During
the preassessment visit, you will review the student demographic data with the school
coordinator and verify that the data are correct. You will also collect any missing student
demographic data.

Impacts Statistical Validity

The Administration Schedule data verified during the preassessment visit plays a
key role in analysis and reporting.

The accuracy of the student demographic data is extremely important. The key reporting
variables for the final NAEP assessment results are all obtained from the Administration
Schedule. These variables include date of birth, gender, race/ethnicity, SD and/or ELL
status, and NSLP status.

Consequently, if incorrect or missing student demographic data are shown on the
Administration Schedule and not corrected during the preassessment visit, the validity of the
NAEP reports is jeopardized.

After the preassessment visit, your team of AAs will use the Administration Schedule to
prepare the assessment booklets.
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The Role of the Administration Schedule on Assessment Day

The Administration Schedule, updated during the preassessment visit, will be used to
distribute and collect the assessment booklets. It is important that each selected student
receives the booklet assigned to him/her on the Administration Schedule. The correct
distribution of booklets maintains the integrity of the assessment by ensuring that the
students are assessed in their assigned subject and the scored assessment booklets are
ultimately linked to the correct students’ demographic data.

The final Administration Codes for the selected students are entered on the Administration
Schedule. These codes are used to produce student participation reports that list the
number of students assessed, absent, withdrawn/ineligible, and excluded, as well as the
number of refusals.

The Role of the Administration Schedule After the Assessment

After the assessment, the completed Administration Schedules (with student names
removed) will be sent to Pearson along with the completed assessment booklets and other
materials. Pearson will scan the Administration Schedules, score the assessment booklets,
and send the results to Educational Testing Service (ETS). ETS will analyze them to link the
scores and demographic data from the Administration Schedule to provide subgroup results
for the nation and the states. The NAEP results for the nation include reports by gender,
race/ethnicity, students classified as SD and/or ELL, and NSLP status.

Examples of how the Administration Schedule data were reported from the NAEP 2005
assessment are shown below.

Example of Reported Administration Schedule Data for 2005

Grades Females Outscored Males in NAEP 2005 Reading
4 8

Score gaps In 2005, female students scored higher
Females - Males 6 10 than male studgnts in reading, by 6 points at grade
4 and by 10 points at grade 8.

vear Percentage of Black Fourth-Graders Scoring at or
90 ‘05 Above Basic in Mathematics Quadrupled

Percent at or above Basic level, The percentage of Black fourth-grade students at
Black4thGraders 18 73  or above the Basic level in mathematics quadrupled
from 18 percent in 1990 to 73 percent in 2005.

SUPERVISOR MANUAL — ARTS




NAEP Administration Schedule Process

Process begins School submits student names and
9 @ 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.

e
c
£
hn
(7]
o
(7]
(")
«Q
()
T

0.

a 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).

Student names are removed and left
at the school. The Administration Schedule
is then sent to Pearson.

Assessment

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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UNDERSTANDING NAEP MATERIALS

2. 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.

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.

\ el /

\ ............ N AN TN AT e A NTEN AN TE N AT Tm N AU Ta R AT Tm N AT TR A TN
This form must be completad In No. 2 pencll.
e P ||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||
= Mmum

oA i [ o o

::m_nm\m-nm Nﬁ Bundio #'s
[ . [ r% a8 [
|ttt

o ﬁL i s | = 2N
e B\ NARP oo e - T Y
d bt P il Locston: Gafeterta | Loaon: [¢] [e]
-t Mo [ o 22 T e S5 Seeighrier

e 14 -Not spplossie . PROGRESS - 4 o + + =

Ao P E [ Segalon Numbee 2008 Arts * Teta m e o 8 AssERsED onLasene || M10801
w;mu-_.--;;«;_-:';b-*, M10801 minlstration Schedule | fsiedr  —— froen) —— e B e

o = o | o = e [ v [ e e ~ o o
[T swdent Name I I e AR A =

™ | Abate, Mark 101" mlofla|[s|[afl1][1]/1] & 2 2 741 000293 4 "

* | Ao, Susan 10112 M| 0| 2] 9| 3] 2] 3ff1] 1 2 2| 741 054006 9 K]

® | Bates, Tim 101" m| o|[e]|s|[all 1]l 1][2] 4] |2 2| 741 005241 1 ™

* | Bostwick, Garol 101 " m|[1][o][ o][al[ 2[ 1[[1] 4] ] =2 2| 741 000043 8 ™

* | Bums, Kimberly 101 =M | 1] 1] o][ 4l 2] 2][1 ] 1 2] |l2| 741006922 1 E]

® | Goleman, Apri 232" M| o] e[ o] 4l 2| s][1] 4] ]2 2| 741 covsat 2 ]

" | cruz, Marisol 232" ml|[ol[1] 9] 5] 2] s|[s] & |1 2| 741 043560 2 "

® | Davis, Tyrone 232 ®Mm|lo|s|[ o4l 1] 2]1] 4 2 2 741 005301 1 i]

2 | Pempsey-dulia as2® M| ol 7] ol[a]l 2] 2] 1] 4] [ 2 2| 741 210021 3 =

* | Fairchild, Michael 110;°M| ollo|[o|fa]f 1] 1]1] 2 2| 741 210001 & 1

" | Guzman, Pedro 10" m| 1][2][ o[ 4]l 1] s[f2][«] [ 2| 741 073201 2 "

“ | Kkwon, Sang 110" M|[1][o|[ of[alf 1] «][1]f & 1 2 741 002407 7 [

® | Lipsky, Daniel 10®m|ol[e][ o]l alf1][1][1]f« 2 2| 741 000031 9 i

“ | Lundy, Christina 10 M| o[2][o][3][2][ 1][1] 2 2 2| 741 ore208 0 A

* | Masters, Tina 252" M| 1] o[ o] 4] 2] 5][1] 4] [2] [2] 741 orea0s s i —

,

I

The form is perforated

to remove students’

names and leave them at the
school after the session.
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The NAEP School Identification (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

)

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

) 0= Long-Term Trend, Public
versus subst_ltyte schools: 1= Arts, Public

001-499 = Original 2 = Field Test, Public

01-339 = Substitute 3= Science Online, Public

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

7 = Field Test, Nonpublic

8 = Science Online, Nonpublic
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UNDERSTANDING NAEP MATERIALS

For example, a school with NAEP ID 4821011 is in Texas, grade 8, number 101, original
sampled public school for Arts.

STATE FIPS STATE FIPS
AL 01 PA 42
AK 02 RI 44
AZ 04 SC 45
AR 05 SD 46
CA 06 TN 47
CO 08 X 48
CT 09 uTt 49
DE 10 VT 50
DC 11 VA 51
FL 12 WA 53
GA 13 WV 54
HI 15 Wi 55
ID 16 WY 56

IL 17 DoD Int'l 58
IN 18 BIA 59
A 19 DoD Dom 61
KS 20 PR 72
KY 21

LA 22

ME 23

MD 24

MA 25

Mi 26

MN 27

MS 28

MO 29

MT 30

NE 31

NV 32

NH 33

NJ 34

NM 35

NY 36

NC 37

ND 38

OH 39

OK 40

OR 41

SUPERVISOR MANUAL — ARTS




The Session Number

For each subject there are eight Session Numbers—one for each session type, which
corresponds to a particular booklet. The Session Number consists of one letter and five
numbers. The letter indicates the subject—Music (M) or Visual Arts (V).

The first digit indicates
whether it is a music ] o
or visual arts session. The third and fouth digits

indicate the grade being tested.

1 O 8 O 1 The fifth and sixth digits
y&}entify the session.

The second digit indicates
the booklet type (1-8)
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UNDERSTANDING NAEP MATERIALS

Next to the subject indicator will be one numeral corresponding to the session type/booklet
number (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. This is the grade indicator. The last two numerals are used to
identify the session. This will usually be 01 as there likely will be only one session in a
school of a particular type. For example, a grade 8 public school with one music and one
visual arts session would have two Administration Schedules: one Administration Schedule
for a music session and the second for a visual arts session.
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The Columns of the Administration Schedule
The chart below and the example Administration Schedule on the next page detail the
purpose of each column on the Administration Schedule.

Column | Title | Use

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

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. The codes used in this column are
printed in the upper-left corner of the form.

H School Lunch To indicate each student’s eligibility status in the National School Lunch
Program (NSLP). The codes used in this column are printed in the upper-left
corner of the form.

I SD To indicate each student’s disability status. The codes used in this column are
printed in the upper-left corner of the form.

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. The codes used in
this column are printed in the upper-left corner of the form.

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 a

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

P Accom. (for To record each student’s accommodation status.

Accommodation) Code

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 needed in column Q.
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UNDERSTANDING NAEP MATERIALS

g U gV PV )
‘This form musi be complsted In No. 2 pencl.
LECPLPELETETELETELE PP LT EL LT TP LT TLE LT L]
—— nm v rua uau nnn rm mii+r o n
o
K:Nu.ndEll . . 90.19." . 8 acheduled for: Bundie #s
Ry o - oo Moy B 1 | oo ||
For Usd I Cokna K" or 1L SowolName_ ApexMiddeSchool || ne_B:36 T e N g%;
1= Ammass witat NAEP i Slivia Thomas Lovetiors Cafotaria | Loostin: O O
aEumheam e I e [P——1 et g SessionNarber
1m¥on EP 4 = Not applcable PROGRESS
2=Ves 504 Por na by Coluran B o = - + = + = + =
32 Ensthpim npraes [ gogplon Numbar 2008 Arts el Seml L1 TomLassessen || M10801
e e M10801 inistration Schedule | fsuwmam  —— [ — [ p—
] - - = A 7 T e N T - - T .
om|  Student Name T | o veur Ig'g AR Original BookletID # oscn] Admmln. Administration Codas
A i ] EDIN ORIGINAL.
" | Abate, Mark 101" M| ol[a][s|[a][ 1]l 1][1][«] 2] F2] 741 ooo2es 4 et
Ihcomgleta.
Alto, Susan 101]"M[ o 2| o] afl 2 afl1]f1 2 2| 741 054006 o R
Bates, Tim 1011°M|offe| s|l4ff 1] 1][2] 2 2 2| 741 oo5241 1 PR o
PR
Bostwick, Carol 101 "M 1[0 af[4fl2ff 1]1] 4 2 2| 741 ooo0ds 8 R i
P
Burns, Kimberly 101 "M 1][1][ o[ «]f 2[f 2[4 [[ 1 2 2 741 006022 1 ) =
T FRT L
Coleman, April 232" M| of[o][a][4]l 2|/ s][1][4 2 2[ 741 ooosat 2 " -
48 = Othoy
Cruz, Marisol 232! "M of[1] e[| 2f 3]3]f4 1 2 741 043569 2 K] oyt
g = Lo
Davis, Tyrone 232 M O 5|94l 1[1 2 1] 4 2 2 741 005301 1 1 H- ol e i o
e
B Bomg 1l ag21®m| 0| 7] 9l all 2| 21| 4 2 2 741 210021 3 w4 5|4 REASONS FOREXCLUSION
“ | Farchild, Michael 1o m|olfe||s|[4][ 1] 11[t] 2] 2]l §2] a1 21000186 : CE
L
" | Guzman, Pedro 1mol" M 1][2][ o]l 1]l 3]l2]f 2 1 2 741 073201 2 | z:%ﬁ_s;:w:m
* | Kwon, Sang 10 M | 1]l of| 9|4l 1]]4] 1] 4 1 2 741 002407 7 E i
* | Lipsky, Daniel 1o*m|olle|[s|[4][1|[1]1]4]] [[2][ [2] 741 oonoar s = wo-BEL Mt
* | Lundy, Christina 10/ M| ol 2] e|[af[2] 1]{1] 2 2 2| 741 o7e206 0 "
® | Masters, Tina 252 M| 1][o][s][4]l 2|l s][1] 4 2 2| 741 o76206 5 ] e

The Summary Box

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
< - Bundie #"
\1 o 8 Orlginal sesslon scheduled for: Makeup sesslon scheduled for: ¢ Makeup Noaded undie #6
Day/Date: Day/Date:
fliddle School Time: __ £:30 Time: Mmp #&kﬁlﬂ 8888;
Silvia Thomas Location: Cafeteria Location: O O
S
L 14 i
R -, Session Num
25 - + = _20 - + = + -
In Sampla TO BE ASSESSED TOTAL ASSESSED M1 0801
iEnddd 1 # Refused e
(Admin. Codes 60-68) L eV Y] (Makeup Session) =——— ‘
[
é’ rAEUER pren ’1.0_ / o [/ e
' o

g [T Klet mod fecom|  Ad

# Refused # Assessed Total
in Makeup Assessed
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L. Inclusion Worksheet

You will use the NAEP Inclusion Worksheet (shown below) to keep track of accommodations
decisions for all students classified as SD and/or ELL at each school. When you print this form
from the Student Data System (SDS), it will be preprinted with the names of the SD and ELL
students in the school and the subject in which each student is selected to be assessed.

You or your AA will transcribe accommodation information onto the Inclusion Worksheet at
the school on the day of the preassessment visit, once you have received the completed SD
and/or ELL Questionnaires from the school coordinator. Note that, you, instead of the
school coordinator, will be responsible for completing this document. It will not be
provided to the school coordinator with the SD and ELL Questionnaires in the
Preassessment Packet.

Instructions for using the Inclusion Worksheet are provided in chapter 7.
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T

EL__ME L N
[ =y —

e r eI e

o
L SET R L
LR L N =
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