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M. New Enrollee Listing Form and Instructions for Sampling New 
 Enrollees 
 
The New Enrollee Listing Form will be used by you to record the names and demographic 
information of the students who are currently enrolled at the school but not on the list of 
students submitted to NAEP for sampling. 

From the list of students on the New Enrollee Listing Form, you will select a sample of 
students during the preassessment visit using the school-specific Instructions for Sampling 
New Enrollees. This form (shown on the next page) provides the following information: 

• Step-by-step instructions for using the New Enrollee Listing Form and the Instructions 
for Sampling New Enrollees. 

• A set of line numbers used to select the students for the assessment. 

Specific instructions for using these documents to select the new enrollee sample are 
provided in chapter 7, and in the QCB. 

 

Impacts Statistical Validity 
The new enrollee sample ensures that all eligible students in the sampled 
schools have a chance to be selected. 
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Example of Instructions for Sampling New Enrollees 
 

 



 

 

  
 3.32 SUPERVISOR MANUAL — ARTS 

UNDERSTANDING NAEP MATERIALS

N. E-File Roster 
 
It’s important that NAEP is statistically valid and one way to ensure this validity is to make 
sure that all eligible students have a chance to be selected to participate in NAEP, 
particularly those who have enrolled in the school between the time the list of students was 
submitted for sampling and the preassessment visit. The E-File Roster is a list of all the 
school’s students submitted for sampling. It contains each student’s name and all the 
demographic variables that were submitted for each student on the student list. 

At the preassessment visit, you will compare this list to the list of currently enrolled students 
provided by the school coordinator in order to identify newly enrolled students. Once you have 
completed the preassessment visit, you should store the E-File Roster in the NAEP Storage 
Envelope. The students’ names should not leave the school after the preassessment visit.  
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O. Field Sampling Line Numbers 
 
When the list of eligible students is submitted for sampling, the sampling program assigns 
numbers to each of the students and the program selects the appropriate line numbers as 
the sampled students. The Field Sampling Line Numbers lists the line numbers for that 
school that the sampling program assigned for that school. 

For schools that are E-Filed and e-sampled, the Field Sampling Line Numbers will be 
downloaded to the SDS in early December and will be available for you to print. For schools 
that you sample using the SDS, you will print the Field Sampling Line Numbers in order to 
draw the sample from the numbered hard-copy list of eligible students provided by the 
school. 

The Field Sampling Line Numbers are a good reference, should you need to verify that the 
correct students were sampled once you are at the school for the preassessment visit. 
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P. Student Sampling Summary Report 
 
NAEP is committed to providing data of the highest statistical quality. Generally, this begins 
with the school and student samples that NAEP uses. Westat, as the sampling contractor, 
draws both the school sample and the student samples using the lists of eligible students 
submitted by schools, districts, and states. When those student lists are submitted by E-
Filing, the lists are run through a series of data checks to verify the quality of the 
submission. If the checks identify questions or issues, messages are displayed to the 
E-Filers to give them an opportunity to correct or verify the submitted data. 

For all schools that submitted an E-File, we have developed a Student Sampling Summary 
Report, shown below, which summarizes the online data checks that each school received. 
This report should be included in the School Folder, and you should review it with the school 
coordinator. In some cases, you will not need to address the issues with the school 
coordinator, while in other cases you should review the issues and attempt to resolve them 
with the school coordinator. In all cases, review the proper course of action with your field 
manager. He or she will tell you which issues you will need to discuss with the school and 
which you do not. Appendix D contains a summary of the error messages that could be 
printed on the Student Sampling Summary Report. 
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Q. Certificates of Appreciation (School and Student) 
 
1. Student Appreciation Certificates 
 
NAEP has created Student Appreciation Certificates as a way to thank each student for 
his/her participation. You will give a supply of these certificates to the school coordinator 
during the preassessment visit to use as appointment cards for the students. 
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2. School Certificate of Appreciation 
 
The School Certificate of Appreciation has been created as a way to thank the school for its 
cooperation and effort in helping to make NAEP a success. It is printed in color on 8 ½” by 
11” paper and is inserted in an attractive folder. It is suitable for framing, and many schools 
hang it on their walls. 

You will present the school certificate to the school coordinator at the conclusion of the 
School Coordinator Debriefing Interview on assessment day. 
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R. Private School Recruitment Documents 
 
Private school recruitment begins several months before public schools are even notified 
about being selected for NAEP by a team called gaining cooperation supervisors (GCSV). 
Once a gaining cooperation recruiter is assigned schools, the first thing he or she must do is 
create a School Folder for each school. The School Folder is the central place to record 
correspondence, track materials, and update contact information, among other things. This 
section contains a description of the documents in the private School Folder and what steps, 
if any, you need to take in completing these forms. 

The private School Folders contain several forms and pieces of information that are developed 
specifically for private school recruitment and are not found in the public School Folders. While 
all of these forms are for your reference only, you are encouraged to carefully familiarize 
yourself with the information contained in these forms and note any specific requirements the 
GCSV notes in the School Folder. At the end of the assessment period, the Westat home 
office staff analyzes these documents to develop and improve recruitment strategies for 
securing private school participation in NAEP. The GCSV is expected to communicate with you 
any special circumstances related to the private school prior to the preassessment visit and will 
ask you to take out these forms and review them together. 

1. Private School Log 
 
The log is the first document you need to locate in a private School Folder. At the top of the 
page is preprinted information related to the school such as NAEP ID, school address, and 
principal name. There is one log per School Folder. You will also find information related to 
the history of participation for the past six rounds of NAEP; the affiliation of the school; and 
up to three professional association memberships. 

Pay close attention to the section titled "Special Instructions." The GCSV who passes on the 
School Folder is responsible for relaying special requests made by the school coordinator 
such as dress code for assessment day or perhaps a request to have an all female or male 
NAEP staff administer the assessment. It is also quite possible that a school coordinator will 
specifically ask not to E-File, but to complete sampling during the preassessment visit and 
you will know these requests by reviewing the log. The GCSV will also include any other 
sensitive information related to the preassessment visit or assessment day. Sometimes 
private school coordinators need reassurance of confidentiality. Most likely the GCSV will 
communicate this information to you, but if you have any questions please contact the 
GCSV. 

2. School Data Collection Forms 
 
The School Data Collection Form is the document GCSVs use to structure the conversation 
with the principal/school coordinator and record assessment arrangements. There are two 
versions of the School Data Collection Form—one for nonpublic schools and one for 
Catholic schools. The Catholic school version was used by GCSVs to confirm the district 
superintendent had received the list of Catholic schools sampled for NAEP, and to verify 
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and update the diocese contact information. The nonpublic school version of the School 
Data Collection Form was used by any other private school sampled, except for Catholic. 
This form was used to discus any questions the school decisionmaker had, record the 
school coordinator information, discuss enrollment, and indicate the school's preference 
when providing the list of eligible students. This form will be for reference only. If you find a 
School Data Collection Form is not filled out, you should contact the GCSV who gave you 
the School Folder for directions, he/she may ask you to collect the information, although this 
should be a rare request. 

3. Gaining Cooperation Tracking Form 
 
The Gaining Cooperation Tracking Form is a blue document stapled to the inside of the 
private School Folder and is for your reference only. Sometimes several gaining cooperation 
recruiters work on a specific school, and this form was created with the intention of reducing 
misplaced folders among private school field staff. The School Folder will remain with the 
primary GCSV from the beginning of recruitment until it is handed to you. The primary GCSV 
is listed on the top of this form and is the contact person for questions related to this private 
school.  

4. Materials Checklist 
 
The purpose of the materials checklist is to track the materials GCSVs use when 
customizing mailings and contacting schools. GCSVs have a variety of materials, 
endorsement letters, and adaptable letters available when recruiting private schools and this 
checklist is a record of these materials. If you find school staff commenting on any of the 
NAEP private school materials, make a note in the notes boxes on this form because we are 
interested in the reactions of the school staff to the materials. This form serves as a helpful 
reference to know if the school coordinator references any of these materials. 

5. The Internet Search Form 
 
The Internet Search Form was developed for recruiters to learn about the private schools in 
their assignments and then reference the information to create a more personalized 
approach when discussing NAEP with a principal. GCSVs find that by highlighting school 
achievements, this helps generate positive rapport with school staff and segues into a 
discussion about why participation in NAEP is important for private schools. If you want to 
learn more about a private school you are going to visit for NAEP, review this document to 
find out facts, mission statements or goals, and student and staff achievements. 

6. Special Situation Form 
 
Not all School Folders will have a Special Situation Form, but if your School Folder has one, 
there will be information about special assessment day requests, such as if a school wants 
to assess all students in the sample grade/age, or if a school coordinator refuses the 
assessment because of the subject, etc. There will also be a flag in the School Control 
System indicating if a form was filled out for this school. The GCSV is responsible for 
alerting you to any special situation a school coordinator requests. 
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S. Teacher Notification Letter 
 
The Teacher Notification Letter is provided for the school coordinator to use to inform the 
teachers of students selected for the assessment. You will provide the school coordinator 
with a copy of this letter during the preassessment visit. School officials can copy or modify 
this letter as they wish and distribute it to all teachers of students who will be participating in 
the assessment. 
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