T. NAEP 2007-2008 Publications

There are a number of NAEP publications that you will use or provide to the schools as
needed during your NAEP assignment. These publications come in many formats, from one-
page color brochures to small booklets. Below is a list and short descriptions of the most
common NAEP publications you will use. You will be provided with a small amount of these
documents in your bulk supplies.

1. Sample Questions Booklet

The Arts Sample Questions Booklet contains actual student background questions and
examples of the types of cognitive questions in the assessment booklets. Since the cognitive
questions in the assessment booklets need to remain secure and are not released to the
public, Sample Questions Booklets have been developed for school staff, parents, and other
persons interested in the types of questions asked on the NAEP assessment. See chapter 1
for more information on the NAEP Guidelines for Reviewing Assessment Materials.
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UNDERSTANDING NAEP MATERIALS

2. Teacher’s Guide to NAEP

This color brochure provides teachers with facts about NAEP, including why their
participation is important and information on how to encourage their students to participate
and do their best on NAEP. You will provide these brochures to the school coordinator at the
preassessment visit.
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3. Measure Up Flyer

This four-page color flyer provides information for teachers about NAEP results, sample
questions, and other topics of interest. A version for public elementary, middle, and high
schools has been developed. You will distribute this flyer to each public school coordinator
at the preassessment visit, unless the NAEP State Coordinator has already done so. A

version has also been developed for private schools, which you will provide at the

preassessment visit.
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UNDERSTANDING NAEP MATERIALS

U.

Assessment Information Form

Effective communication between you and your AAs is crucial to NAEP’s success. The
Assessment Information Form is a two-page document developed for you to communicate
specific information to the AAs about their assignment and about the accommodation
sessions that will be conducted at the school. You can either mail your prepared
Assessment Information Forms to your AAs or give the forms to them in person 1-2 weeks
before each assessment. Detailed information on how to complete this form is provided in

chapter 7.
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V. Bundle Slip

Assessment booklets for both music and visual arts sessions will be packaged in bundles of
11 booklets. Session Boxes for sessions will contain two bundles of booklets. There are
eight music session types and eight visual arts session types. The ancillary items required
for each session type will also be noted on the slip.

A numbered Bundle Slip, shown below, will be shrink-wrapped with each bundle of booklets.
The Bundle # on the slip should match the number printed in the Bundle # box in the
upper-right sections of the Administration Schedule.

Each Bundle Slip will list the three-digit prefixes of the booklets contained in the bundle. This
prefix should match the prefixes printed on the Administration Schedule.

NAEP 2008 ASSESSMENT - GRADE &
TYPE: MUSIC - BK 741
BUNDLE #: 00001

INVENTORY #: NAODD13508

EHALOM SHEETS 11 BODELETS = MLUT4

000000001 - 2
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UNDERSTANDING NAEP MATERIALS

W. Bulk Security Checklist

It is your responsibility to keep track of and account for all booklets assigned to you, both
those included in Session Boxes and those sent to you in Pearson bulk supplies. Each time
you use a booklet from your bulk supplies, you must record the:

e date you received the booklet from Pearson (Received);

e date you used the booklet (Date Issued);

e School ID and Session ID in which the booklets was used (School/Session);
e Date and time you returned the booklet to Pearson (Date/time Returned); and

e Tracking number of the package in which the booklet was sent to Pearson (Tracking Number).

At the end of the field period, you must return this completed form to your field manager.

NAEP 2008
Bulk Security Checklist

Supervisor: Mr. Smith Seq. # 001
Region #: 1A01

Bundle # Received Date Issued School/Session Date/Time Returned Tracking Number
Book ID's

201
7610000091
7610400002
7610000001
7610000060
7610450680
7617534689
7611123794
7611234567
7610000594
7610023364
7610078532

202
7620000091
7620042000
7620000001
7620000060
7620450680
7627534689
7621123794
7621234567
7620000594
7620023364
7620078532

Instructions: This form is for your use only. Do not return to Pearson.

Each time you use a booklet from a bundle, you must record the date used, the name and ID of the school,

the session and line number it was assigned to and the tracking number of the package in which it was returned

to Pearson. All unused booklets from these bundle(s) must have the tracking number of the package in which it was
returned to Pearson.

This completed form must be returned to your field manager at the end of the assessment period.
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2. Assessment Forms and Materials

The materials described in this section are used primarily in schools during the assessment
period. Some of the materials are used by the AAs for administering the assessment sessions,
while others are for observers or school staff who administer accommodation sessions.

A. Assessment Booklets

The assessment booklets are used to assess the selected students. There are eight music
booklets (MU741-MU748) and eight visual arts booklets (VA761-VA768). The cover of
each booklet contains space to record the school ID number. Each booklet cover also has a
code in the upper-right corner (see examples below). This code is made up of the following
two components:

e Two letters identifying the subject (MU for music, VA for visual arts); and

e athree-digit booklet version number.

Admin Schedule Line # from Session #

SIECTIZN Music Book
2008 e MU741
Grade8 DL /

N\ _ =

ﬁ X \f rmati
sECTION M Book
NAEP  =s s vyra

————§ Grade§ ot

w2

R

NATIONAL ASSESSMENT MUR1 Letters Three-d Ig it
OF EDUCATIONAL PR
PROGRESS Identifying Booklet
School Information . .
SCHOOLY Subject Version
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UNDERSTANDING NAEP MATERIALS

B. Session Scripts and Question-by-Question Specifications

1. Session Scripts

Regular Session Scripts
Session scripts are used to administer the assessment. This year, there are 16 different
scripts for regular assessment sessions as indicated below.

® Eight Music Session Scripts
e Eight Visual Arts Session Scripts

There are differences between scripts in wording, procedures, and required materials. The
session scripts are provided in a separate bound booklet.
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UNDERSTANDING NAEP MATERIALS

Accommodation Session Scripts

Accommodation scripts should be used to administer separate accommodation sessions.
These scripts have been developed to meet the specific needs of the students who are
being accommodated. Some sections of the scripts have been shortened or simplified, and
the timing of the sections is less stringent. There are 16 accommodation scripts:

e Eight Music Accommodation Session Scripts

e Eight Visual Arts Accommodation Session Scripts

These scripts are printed in a separate booklet.
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UNDERSTANDING NAEP MATERIALS

2. Question-by-Question Specifications

Question-by-Question Specifications, also referred to as “QxQs” for short, are brief explanations
of the intent of each question in the student background questionnaire sections of the assessment
booklet, and instructions on how AAs (and any other session administrators) are required to
answer certain questions from students about each questionnaire item.

There are two sets of QxQs at the back of each session script. One set for the general student
background questions and another for the subject background questions. AAs must refer to
them when helping students understand the intent of a question in the background section.
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C. Teacher Observer Letter

NAEP encourages the teacher and/or the school coordinator to remain in the classroom
during the assessment to observe and assist in classroom control. NAEP has developed a
Teacher Observer Letter that is printed on two-part paper that provides instructions to
school staff observers on their role during the assessment.

Since the staff members observing the assessment sessions have access to the
assessment booklets and data, there is a nondisclosure statement located at the bottom of
the letter for school staff to sign. You will provide this letter to school staff observers and
collect the signed letter prior to the assessment.

NAEP 2008 ARTS ASSESSMENT
TEACHER OBSERVER LETTER

We welcome you to the NAEP assessment!

The National Assessment of Educational Progress (NAEP) is often referred to as the “Nation’s Report Card.”
NAEP monitors what American students know and can do in key subject areas at the elementary, middle, and high
school levels and provides reliable student achievement profiles to American educators and citizens. NAEP is the
only ongoing nationally representative assessment to chart trends in students’ achievement across our nation. For
more than 35 years, NAEP has been successful because of the support of teachers whose students participated in the
assessment.

‘We appreciate your assistance in NAEP!

By being present during the assessment, you will help emphasize to the students the importance of their taking their
tests seriously. You have the advantage of knowing some or all of the students and the protocols of the school. The
NAEP staff person may ask for your assistance in these areas.

‘While participating in NAEP, we respectfully ask your cooperation in following these important guidelines to ensure
the validity of the tests.

1. Please do not answer any questions that any of the students may ask you about his/her test.

The NAEP staff is thoroughly trained to administer the tests to students to ensure the highest level of validity of the
test results. They have a script they must read to the students verbatim to maintain the consistency of the instructions
to students across the nation. The NAEP staff has been directed not to answer any questions the students may ask
about their test questions but to encourage the students to do the best they can. In talking to a student about his/her
test, you may be inadvertently compromising the results.

2. Please do not talk to anyone during the assessment, even the NAEP staff member.

Any conversation could be disruptive to a student and may affect his/her ability to concentrate on the test.

3. Please do not look at the students’ test booklets.

The security of the test items is a very important part of NAEP. No one other than the student who is assigned a
particular booklet is to read the questions. You are welcome to look over the Sample Questions Booklet which
provides the background questions and examples of test questions asked in previous years. Our staff has signed a
security affidavit and, since you have access to the test booklets, we ask the same of you.

AFFIDAVIT OF NONDISCLOSURE

IR , do solemnly swear (or affirm) that when given access to the
subject NCES database or file, I will not —

(i) use or reveal any individually identifiable information furnished, acquired, retrieved, or assembled by me or
others, under the provisions of Sections 408 and 411 of the National Education Statistics Act of 1994 (20 U.S.C.
9001 et seq.) for any purpose other than statistical purposes specified in the NCES survey, project, or contract;

(i1) make any disclosure or publication whereby a sample unit or survey respondent could be identified or the data
furnished by or related to any particular person under this section can be identified; or

(iii) permit anyone other than the individuals authorized by the Commissioner of the National Center for Education
Statistics to examine the individual reports.

(Signature)
(Job Title)
(Date)

(The penalty for unlawful disclosure is a fine of not more than $250,000 (under 18 U.S.C. 3571) or imprisonment
for not more than five years (under 18 U.S.C. 3559), or both. The word “swear” should be stricken out whenever it
appears when a person elects to affirm the affidavit rather than to swear to it.)
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UNDERSTANDING NAEP MATERIALS

D. Accommodation Teacher Letter

NAEP has developed an Accommodation Teacher Letter that school staff who assist with or
administer an accommodation session must sign. This letter provides instructions to school
staff on their role during the assessment.

Since these staff members have access to the assessment booklets and data, the
Accommodation Teacher Letter also contains a nondisclosure statement. The letter is
printed on two-part paper. On the assessment day, you will provide this letter to school staff
administering or assisting in an accommodation session and collect the signed copies just
prior to the assessment.

NAEP 2008 ARTS ASSESSMENT
ACCOMMODATION TEACHER LETTER

‘We welcome you to the NAEP assessment!

NAEP monitors what American students know and can do in key subject areas at the elementary, middle, and high
school levels and provides reliable student achievement profiles to American educators and citizens. NAEP is the
only ongoing nationally representative assessment to chart trends in students’ achievement across our nation. For
more than 35 years, NAEP has been successful because of the support of teachers whose students participated in the
assessment.

‘We appreciate your assistance in NAEP!

By conducting or assisting with the assessment, you will help emphasize to the students the importance of their
taking their test seriously. You have the advantage of knowing some or all of the students and the protocols of the

school.

While participating in NAEP, we respectfully ask your cooperation in following these important guidelines to ensure
the validity of the tests.

If conducting an accommodation session, you may:

] make minor modifications to the script to shorten or simplify the introductory statements;

[ ] encourage the student to review his/her answers upon completion of a section;

[] allow students to take a break between sections when the NAEP representative indicates they
can; or

[] answer student questions regarding the general background section of the booklet, the booklet

directions, and the recording of answers.

You may not:

] provide assistance on assessment items. (Students may seek validation on certain items; you
may not indicate verbally or nonverbally your recommendations. Instead you are encouraged
to remind them to answer the questions to the best of their ability.) Or,

[ ] allow any student to use accommodations/adaptations on the assessment that are not indicated
in his/her IEP or that are not normally used by the student during testing.

AFFIDAVIT OF NONDISCLOSURE
I , do solemnly swear (or affirm) that when given access to the

subject NCES database or file, I will not —

(1) use or reveal any individually identifiable information furnished, acquired, retrieved, or assembled by me or
others including secure assessment booklets or items, under the provisions of Sections 408 and 411 of the National
Education Statistics Act of 1994 (20 U.S.C. 9001 et seq.) for any purpose other than statistical purposes specified in
the NCES survey, project, or contract;

(ii) make any disclosure or publication whereby a sample unit or survey respondent could be identified or the data
furnished by or related to any particular person under this section can be identified; or

(iii) permit anyone other than the individuals authorized by the Commissioner of the National Center for Education
Statistics to examine the individual reports.

(Signature)
(Job Title)
(Date)

(The penalty for unlawful disclosure is a fine of not more than $250,000 (under 18 U.S.C. 3571) or imprisonment
for not more than five years (under 18 U.S.C. 3559), or both. The word “swear” should be stricken out whenever it
appears when a person elects to affirm the affidavit rather than to swear to it.)
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E. Session Debriefing Form

The Session Debriefing Form has been developed to gather information about the
assessments. By accurately completing this two-page form, AAs will provide NAEP with
documentation that the session was completed and a record of any problems that may have
been encountered regarding the session. If problems arise during the session, AAs must
use this form to document exactly what happened; how it affected the performance of
students in the session; and how and by whom the situation was resolved.

A Session Debriefing Form, shown below, must be completed for each original session,
each separate accommodation session, and each makeup session held in the school.
Instructions for completing the form are located in the AA Manual.

Overall, how well did this session go?
U Very well
O Satisfactory
0O Unsatisfactory
If “Unsatisfactory,” record comment:
EEEE A DER RIS FU AL S ree
Record any UNUSUAL circumstances in this session not previously mentioned SRAIFLFTE T S5AM FO8 EACS MELERCH . BRI LA STOOM T TI0AL LD L e
e e
- ur
s 5 . 3 i v
o Bk ad = Loy =
FEGTIIN DAEMEET
TS NER WO HS CETELE
Record any questions that students asked during the session. Be sure to inclu;
number for questions about items. L]
- -
Subject Booklet ID# | Student Question
]
5
n
]
. =
RETURN THIS COMPLETED FORM TO YOUR FIELD MAN. LR Yy e
PR TN TG 58 RERCH
B LT AT LN TR LAIN T
_ 4 s a ey
- J 4
B 4 - >
4 4
i i
] i

SUPERVISOR MANUAL — ARTS




UNDERSTANDING NAEP MATERIALS

3. Guidelines for Completing Scannable Documents

The data you enter on many of the forms discussed in this chapter are machine scannable.
Below are the guidelines for completing scannable documents.

When entering pertinent information onto the Administration Schedule, Roster of
Questionnaires, questionnaire covers, and assessment booklet covers, you must adhere to
the following guidelines:

e Use only No. 2 pencils.

e Print all information neatly within the boxes. Numbers should be written clearly in the
center and should not touch the sides of the boxes. Avoid extraneous loops.

e Right justify all numerals entered in multiblock columns.
® Erase completely and clearly to correct handwritten entries.
® To correct computer-printed entries, strike through the error and write the correction in

the white space.

Shown below are examples of acceptable and unacceptable writing styles for completing
scannable documents.

The following are acceptable writing styles:

[o] (] [2] [3] [&] (5] in'Dﬁ| 2
] [ E M [s][6] 7] 8] [5]

The following are unacceptable writing styles because there are edges that touch the sides of
the box and extraneous loops on characters:

sininjuieiciralajiagvi
E?EEEE.EHT—_JE

Impacts Statistical Validity

Be careful when entering information on scannable documents. Remember
to enter information carefully and check your entries to verify you have
entered the correct information.
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Chapter 3 Summary
Upon completing this chapter, you should be able to:

® describe various NAEP materials,
® describe when and how each material is used during NAEP, and

e understand the guidelines for completing scannable documents.
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