v SUPERVISE

a manual for Supervisors

PROGRESS

2008

FIELD TEST



NAEP 200/-2008

SUPERVISOR MANUAL—FT

Table of Contents

OVERVIEW OF NAEP AND 2007-2008 ACTIVITIES. ......... 1.1
1. Background Of NAEP ...t 1.1
2. NAEP Organizational StruCture.........ccccovvvviiiiiiei e 1.4
3. The NAEP Program for 2007-2008............cuuuiiiiiiiiiiieiiiiiieee e 1.6
AL LTT ASSESSIMENT ...ttt 1.6
B.  SICT PrepilOt.....cco oo 1.6
C.  AIS ASSESSIMENT .....uiii ittt e e 1.7
D. FT Studies in Reading, Mathematics, and Science ........................... 1.7
E. Grade 12 Motivation STUAY ...........ceeeiriieiiiiiiiiiiieecee e 1.8
4. Overview of Supervisor Roles and Responsibilities .................. 1.8
A. Obtaining Information About Private Schools From GCSVs............... 1.9
B. Hiring, Training, and SUPErviSINg AAS .......ccovvieiiiieiiiiien e 1.10
C. Setting and Maintaining a Schedule ..............cccccccvv, 1.10
D. Selecting the Student Samples...........ooooiiiiiiii 1.10
E. Preparing for the ASSESSMENTS.......cccvvviiiiiiii e 1.11
F. Conducting the ASSESSMENLS .......cccceiiiiiiiiiiiiie 1.11
G. Completing Post-Assessment ACHIVItIES............uvvvveeeriiiiiiiiiiieeeee e 1.12
H. Maintaining the SCS ..., 1.12

5. Your Assignment of Schools and Materials Receipt Schedule. 1.12

A. Your Assignment of SChOOIS.......cccooeeiiiiiiii i, 1.12
B. Overview of Materials and Schedule of Receipt............ccccvveeeeeiiinnns 1.13
C. Accounting for Booklets and Other NAEP Materials................c.......... 1.13
6. The Security of Assessment Materials and Confidentiality
IS S S it 1.14
A. Guidelines for Viewing Assessment Materials............ccccccceevviiiiinnnn. 1.14
B. Requests From News Media...........ccooeeiiiiiiii 1.15
C. The NAEP Code Of EthiCS......ccccuviiiiiiiiii e 1.16
D.  ACCOUNTADIITY ....ccoiiiiieieiieee e 1.18
7. NAEP Quality Assurance ACLIVILIES .......covvvviiieeieeieeecee e, 1.19
AL QECB e 1.19
B. Student Sampling Summary Report ........ccccoevveeiiiiiiiiiiiin e 1.19
C. NAEP QC Missing Student Demographic Data Retrieval................... 1.19

SUPERVISOR MANUAL — FT




TABLE OF CONTENTS (continued)

D. School Visits by NCES, ETS, Pearson, NAEP State Coordinators,

o[ VAV ST = | SRR 1.20
E. Quality Assurance Visits by HUMRRO...............ccccci, 1.20
F. School Visits by Your Field Manager..........ccccccoviiiii 1.20
G. Follow-up Telephone Calls .......ccccooeeiviiiiiiiiii e 1.20
8. Goals of the NAEP 2007-2008 Training Program ............c........... 1.21
9. ManNUAl FOIMAL ....ceniieiii e e r e e e e 1.22
UNDERSTANDING NAEP MATERIALS....ccciiiieeen 2.1
1. NAEP Forms and MaterialS........coovuiiiiiiiiiiiiiecieceeeeee e 2.1
2. Preassesment Packet MaterialS ........coocvvvveeieiiiiiiiieiieeeeeeeeeeee 2.3
A. Instructions for the School Coordinator Brochure..........c.cccuvveivnieennnnns 2.3
B. Student Information RepOrt.........cccccceiviiiiiiiiee e, 2.4
C. School Staff and Teacher QUEeSHIONNAIreS ............ccvvvvvevvieiiiiiiiiieeeee, 2.5
D. SD and ELL QUESLIONNAIIES ......uoeiiieeiiieiiiiie e eee e 2.7
E. Roster of QUESLIONNAIIES ........oiiiiiiiiieie e 2.9
F. U.S. Department of Agriculture Letter and Confidentiality
AGIEEIMENT ...ttt e e e e e e 2.10
G. Parent/Guardian Notification Letter........ccooouviiiiiiiiiiiieeieeecee e, 2.12
H. Logistics QUESHIONNAIre............ccoeveiiiiiiie e, 2.14
I.  NAEP Storage Envelope.........ccccceiii 2.15
J. “Destroy By’ POSICAId...........uuuuuuuuiuiiiiiiiiiiiiiiiiniiieiiieeeiinieenennneneennnnnnnes 2.16
K. Important NAEP Materials Label................cccccco, 2.19
L. Instructions for the School Computer Administrator Brochure............ 2.19
3. School Folder MaterialS ........cooovvveiiiiiiiii e 2.20
A. School Folder and School FolderTransmittal Form ...........cooevvunieennnn. 2.20
B. Quality Control Booklet (QCB) .....cooooviiieiiiiiii e 2.22
C. Administration SCheAUIE ............uuviiiiiiieiiiiee e 2.24
D. INCIUSION WOTKSNEEL.....ccuniie i 2.35
E. Instructions for Sampling New Enrollees ..........cccccvviiiiiiiiiiiieeiceene, 2.36
[ | Lo {0 1) (=] 2.38
G. Student Sampling SUMMary REPOIt ........ccooouvimiiiieeeiiiiiiiiiieeeee e 2.39
H. Certificates of Appreciation (School and Student)
1. Student Appreciation Certificates ..........cccvvvvvviiiiiieiieeeciie e 2.40
2. School Certificate of APPreciation .............ccccvvveeeeeeeniiniiiiiieeeeeeenn 2.42
4., Other Preassessment MaterialS ..........coevviviiiiiiiiiiiieeeeeeeeeeeea, 2.43
A.  State Information FOIrM ......oue i 2.43
B. NAEP PUDIICAIONS.....ccuniiie e 2.44
C. Teacher Notification LEtEr ........cuuoiiiiiiiiiiiieeeeeeee e 2.46
D. Assessment INformation FOMM .......ooouuviiiiiiiiiiieie e 2.47
E. BUNAIE SliP.. it 2.48
F. The Bulk Security CheckKlist...........cccccooiiii e, 2.49

SUPERVISOR MANUAL —FT




5. ASSESSMENt MaterialS ...ccveneee e 2.50

A. Assessment Booklets and Ancillary Materials ...........cccccceeeeiiiiiiiinnnnn. 2.50
B. Session Scripts and Question-by-Question Specifications................. 2.52
I YT ] o] IR o ] o) =S 2.55
2. Question-by-Question Specifications ...............ccccccevvvin, 2.55
C. Teacher Observer Letter.......ccccovviiiiiiiiiiiiiiiieeeeeeeeeeee e 2.55
D. Accommodation Teacher Letter.........cccccceivviiiiieeeeee 2.57
E. Session Debriefing FOrmM ... 2.59
6. Guidelines for Completing Scannable Documents..................... 2.60
7. Working With Twelfth-Grade Schools...........ccccooooviiiiiienn e, 2.61
Procedure 1. Plan Your ViSit........cccceeiiiie e 2.61
1A. Prepare to Meet With the Right Resources on Hand .................... 2.62
1B. Determine If the NAEP State Coordinator Has Visited the
o 10 | 2.62
Procedure 2. Meet With the School Coordinator .............occvvieiieiieeniins 2.63
2A. Recognize Each Encounter With a School Coordinator Will Be
UNIQUE .. 2.63
2B. Setthe Right TONE.....ccovieiici e 2.63
2C. Document Your Visit While Visiting the School ..............ccccvvveeeee. 2.63
2D. Follow the Suggested Guidelines for Conducting Your Visit ......... 2.64
Procedure 3. Communicate Your Findings to the Assessment
Y0 [ 01T T3 1= 1o ) 2.69
8. NAEP Guidelines for Viewing Assessment Materials................. 2.71
A. Requests From School Staff, Parents, and the General Public.......... 2.71
SELECTING THE STUDENT SAMPLE.....c.c.cooiiviiiiiiiinen, 3.1
1. Prepare for Student Sampling .......oooovviiiiiiieiiiciee e 3.1
A. Receive Information About Sampling From Your Field Manager........ 3.4
B. Determine Which Schools Have E-Filed...........ccccccooniiiiiiiiiinnniis 3.5
C. Suggestions for Organizing the Sample Selection Process................ 3.5
2. Review the Sampling ProCesS ....cccoovevviiiiviiiiiiie e 3.6
Procedure 1. Use the Sampling Checklist to Prepare the Student List
FOr SAMPIING ..o 3.9
1A. Review the List Of StUdENtS ...........cevvviiiieiiiiii e 3.9
1B. Number the Students onthe List..........ccccoiiiiiiiiiieee 3.10
1C. Recheck the Numbering of Students..........c.oooevvviiiiiiineeeeeeiin, 3.13
1D. Compare the School’s Student List and Actual Enroliment
Fromthe SCS.....coooi i, 3.14
Procedure 2. Use the SDS to Select the Student Sample........................ 3.14
Procedure 3. Indicate the Sample on the List of Students........................ 3.17
Procedure 4. Recheck That the Session Type Abbreviation Is
Recorded on the Correct Student Lines..........cceevveeeiiiiiiiiiiiieeee s 3.17

SUPERVISOR MANUAL — FT Vv



TABLE OF CONTENTS (continued)

Procedure 5. Record Sampled Students inthe SDS ..., 3.17
5A. Enter Information About Sampled Students in the SDS................. 3.17
5B. Demographic Variables Codes Used on NAEP 2008
Administration Schedules ... 3.19
5C. Verify the Data Entry of Student Information..............ccccevvvveennn. 3.19
Procedure 6. Run the SDS Data Check and Click “Data Entry
COMPIELE” ... 3.19
Procedure 7. For Schools Sampled After November 25, Record
Information on the Administration Schedules ..., 3.24
7A. Record Sampled Students’ Information on the Appropriate
Administration Schedules ... 3.24
7B. Verify the Recorded Student Information ..............ccccccvvvvvivevinennne 3.24
Procedure 8. Transmit SDS Data to Westat Daily ..............ccccvvvveeeiennnnine 3.24
3. Using Other Staff to Assist in Sampling Procedures.................. 3.25
4. Special SItUALIONS ....coi i 3.26
A. School Will Only Participate If We Assess All Students...................... 3.26
B. School Will Only Participate If We Assess Fewer Students................ 3.26
C. Sampled On-Break Students in Multi-Track Year-Round Schools ..... 3.27
D. Sampling in Private SChOOIS ............coiiiiiiiiiiiiieeee e 3.27
PLANNING FOR NAEP ACCOMMODATIONS .................. 4.1
1. The Accommodation Planning ProCess ........ccccvvvviiienieeeeeeeeinnns 4.1
2. Accommodations Most Frequently Provided by NAEP.............. 411
3. More About AccommOdatioNS......cooeeeiiiiiiiiiiiii e 4.28
A. Assigning Accommodation Codes on the Administration Schedule ...  4.28
B. Assigning Accommodation Codes on the Booklet Covers.................. 4.29
C. Accommodations for Science Interactive Computer Tasks (SICT)..... 4.29
D. Bilingual, Braille, and Large-Print Booklets....................cccceeiiin. 4.30
E. Extended TiMe.....oiiiiiiiii e 4.30
F. Read Aloud to Self ... 4.31
G. Administering Bilingual Booklet Accommodations...........cccccccceeeeeeee. 4.31
4. Accommodations NOT Allowed by NAEP .........ccoovviiiiiiinnneeee, 4.31
5. EXCIUSION COUBS ....oiiiiiiiiiiiiiiiiiiiiieeeeeeeteee ettt e e ee e 4.32
6. Offering the INClusion BOOK.........cooviiiiiiiiiiiiiii e 4.33

PREPARING SCHOOL FOLDERS AND

PREASSESSMENT PACKETS ... 5.1
Procedure 1. Prepare School Folders...........cccccooviiiiie e, 5.1
1A. Overview of Preparing School Folders............cccccceeiiiiiiiiiieneeeenn. 5.1
1B. Schedule to Receive School Folder Contents............coeveevveeeeeeenee. 5.1
1C. Affix the Appropriate Labels to the School Folder ......................... 5.4
1D. Record Information on the Front of the School Folder .................. 55
1E. Affix the Appropriate Labels to the Quality Control Booklet
(O 11 = PSSR 55

SUPERVISOR MANUAL —FT




1F. Print the Necessary Forms to be Placed in the School Folder-...... 5.6
1G. Place Forms and Materials in the School Folder and Prepare

the School Folder Transmittal FOrm ...........ccccccvvvvevviiiiiiniiniiinniinnn. 5.6
1H. School Folder and Materials for Private Schools.......................... 5.7
Procedure 2. Prepare Preassessment Packets for Schools...................... 5.9
2A. Overview of Preparing Packets for Schools ...............ccccevvvivvnnnnnnn. 5.9
2B. Preassessment Packet CONtEeNtS ..........ccveeviiiiiiiiiiiiieeeeneiiiieee, 5.9
2C. Organize the TaskK .......cccuiiiiiiii e 5.11
2D. Print the Inclusion WoOrksheet...............uveviiiiiiiiiiiiiiiiiiiiiiiiiieiiiiennns 5.12
2E. Prepare the SD and/or ELL Questionnaires.........cccoeeeevveevvvnnnnnennn. 5.12
2F. Prepare the SD/ELL Roster of Questionnaires.............cccoeveuvvvvnnee. 5.13
2G. Prepare and Ship Preassessment Packets to Schools ................. 5.17
ACTIVITIES BEFORE THE PREASSESSMENT VISIT ...... 6.1
Procedures 1 and 2. Prepare for and Conduct the Scheduling
LICE1 =T 0] o] 01 O 1| 6.1
Procedure 3. If SICT, Conduct the Computer Requirements Call With
the District IT AdMINISIrAtOr. ...........uueuiiiiiiiiiiiiiiiiiiiiiiiiieeeeieeeeeeeeeeeennes 6.6
Procedure 4. Prepare for the Confirmation Call(S).......cccccceevvieeivieiiiiinnnnn. 6.8
Procedure 5. Conduct the Call With School Coordinator........................... 6.9
Procedure 6. If SICT, Conduct Confirmation Call With Computer
F o [ 01T T3 1= 1o ] 6.12
Procedure 7. Prepare for the Preassessment Visit............cccccccvvvvvniinnnnnn, 6.15
7A. Complete the School and Teacher Questionnaire Covers and
Rosters (Grades 4 and 8). ........ccovvvveiiiiiiiiieeeeeeee e 6.16
7A.1 NAEP School Questionnaire. .........ccccceeeeeieeeiiieiiiiieeieeeeeeeenns 6.16
7A.2 NAEP Teacher QUEeStioNNAaIres. ...........uuvveeevvemveeereenrnnennnnnnnn 6.17
7A.3 Complete the Roster of Questionnaires. ..........ccccevvvvevveennnes 6.19
7B. Prepare the Student Appreciation Certificates
(Grades 8 and 12). .....ccuvuiiiiiieieeeeiies e e e 6.19
7C. Prepare the Teacher Notification Letter.............ccccvvvvvvvvvvivivnnininnnn. 6.19
7D. Determine If the School Is a “Take All” School. ...........ccccccvvvvvennne. 6.21
7E. Determine If There is a Student Sampling Summary Report......... 6.21
7F. Verify the Instructions for Sampling New Enrollees Is in the
SCNOOI FOIAET. ... 6.21
7G. (If Grade 12) Review the Grade 12 School Visit Summary
=] 00 6.21
7H. Review and Prepare the QCB. ...........uvvviiviiiiiiiiiiiiiiiiiiiiniiinnennennn, 6.21
71. Review the State Information FOrm. ............cccccvvvvvvvviveiviiiininininnnn. 6.21
7J. Gather and Organize Materials for Visit. ...........cccoovviiviiiiiiiiiinennnns 6.22
CONDUCTING THE PREASSESSMENT VISIT.................. 7.1
Procedure 1. Gather Materials From School Coordinator to Complete
Work Independently .............uueeeuuiiiiiiiiiiiiiiiiiiii e 7.3
Procedure 2. Work Independently ..o, 7.4
2A. Select the Sample of Newly Enrolled Students. ............ccccvvvvvennns 7.4
2B. Identify Withdrawn, Ineligible, and Students Not Enrolled.............. 7.8

SUPERVISOR MANUAL — FT




TABLE OF CONTENTS (continued)

2C. Update Missing or Incorrect Student Demographic Data. ............. 7.10
2D. Update SD and ELL Classifications...............ccccuvvvvvvvvvevirenvinniinnnnn. 7.11
2E. Transcribe SD/ELL Questionnaire Data Onto Inclusion
WOIKSNEEL. ... 7.13
2F. Review Logistics QUESHIONNAIIE. .........ceviveeiiieiiiiiiee e 7.18
2G. Prepare to CoNAUCE VISIt.......eviiieiiiiiiiiiiiieeeeee e 7.19
Procedure 3. If SICT, Certify School Computers...........cccccccvvvvviviinniinnnnnn, 7.21
Procedure 4. ConducCt ViSit..........cooeiiiiiiiiie e 7.25
4A. Confirm Results of Computer Certification ............ccccceeeiiiiiieiiiennns 7.26
4B. Confirm the Results of the New Enrollee Selection....................... 7.27
4C. Confirm Withdrawn, Ineligible, and Students Not Enrolled............ 7.28
4D. Confirm Missing or Incorrect Student Demographic Data and
Review Student Sampling Summary Report, If Applicable............ 7.29
4E. Confirm SD and ELL Classifications...........cccccviviiiiiiiiiene e 7.31
4F. Review the Inclusion Worksheet and Discuss Accommodations..  7.32
4G. Grades 4 and 8: Distribute and Discuss School and Teacher
QUESHIONNAITES ......cceeeiiiiiee ettt e e e e et e e e e e e eeenes 7.38
4H. Verify Parent/Guardian NOtification ............ccccceeeviiniiiiiiiieceeeeee 7.39
4]. Make Assessment ArrangementsS.......ccooeeeeereieeeeeee e 7.42
4J. Discuss Logistics QUESHIONNAIIE.......cciveeeviieiiiiiie e eee e e eeeeeeans 7.50
Procedure 5. Complete Additional Tasks Before Leaving the School ....... 7.53

ACTIVITIES TO COMPLETE AFTER THE

PREASSESSMENT VISIT ... 8.1
Procedure 1. Record That the Preassessment Visit Is Complete on
the Back Cover of the Quality Control Booklet (QCB) ........cccccceeeunnnns 8.1
Procedure 2. Record the Callback Date(s) and Time(s) in Your
CalBNUAT ... 8.2
Procedure 3. Place the Dated Copy of the Parent/Guardian Notification
Letter in the School Folder.........cooooiii i, 8.2
Procedure 4. Complete Part 1 of the Summary Box at the Top of the
Administration Schedule ..o, 8.2
Procedure 5. Enter Pertinent Information Into the School Control
SYSIEM (SCS) it 8.3
Procedure 6. Review and Revise the Assessment Schedule.................... 8.3
6A. Enter Names of AAs on the Front Cover of the QCB. ................... 8.5
6B. Situations That May Affect Your Assessment Schedule ............... 8.6
Procedure 7. Complete the Assessment Information Form...................... 8.7
Procedure 8. Verify Assessment Materials and Order Any Additional
Materials From Pearson or Westat ............ooocvvveiieieeeiiiiiiiiiiieeeee e 8.11

viil SUPERVISOR MANUAL —FT



COMPLETE ACTIVITIES IMMEDIATELY BEFORE

ASSESSMENT DAY ..o 9.1
Procedure 1. Assign Accommodation Booklets................cccceeiin, 9.1
Procedure 2. Assign Booklets to Students Newly Added to the
Administration SCheAUIE .............euuiiiiiiiiiiiiiiiiiiiiieieieeeeeeeeeeeeeeeeeeeees 9.2
Procedure 3. Gather Local AAs to Prepare Assessment Booklets for
the UPCOMING WEEK......cciiiiiiiiiiiiiiieee et 9.3
Procedure 4. Perform a Quality Control (QC) Check of the Prepared
Booklets and Report Status in the Quality Control Booklet (QCB) ..... 9.3
4A. Ensure That the AA Has Prepared the Correct Booklets for the
Y= 515 (o o TR 9.5
4B. Verify That the Preprinted Labels Have Been Affixed to the
Front Cover of Every Assessment Booklet................ccceeeeeeeeienn, 9.6

4C. Verify That the Booklet ID Number on the Preprinted Label

Matches the Booklet ID Number on the Administration Schedule

and the BOOKIEt COVET. .......cuuiiiiiiiiie e 9.6
4D. Verify That Students Who Require Accommodation Booklets in

the Regular Session Have the Accommodation Booklet

Substituted for the Original Booklet in the Stack. ..................coo. 9.6
4E. Verify That the Booklets for Students Who Will Be Assessed in

a Separate Accommodation Session Have Been Removed

From the Stack and Banded Together for the Accommodation

SBSSION. ittt e e 9.8
4F. Verify That Any Booklets Assigned to Ineligible, Withdrawn,

Parent Refusals, Student Refusals, or Excluded Students Have

Been Pulled From the Stack and Banded Together. ..................... 9.8
4G. Ensure That the Correct Ancillary Materials Have Been Placed
Inside the Front Cover of the Assessment Booklets..................... 9.8
4H. Ensure That the Booklets Are in Administration Schedule Order.. 9.8
41. Ensure That the Booklets Have Been Banded Together and
the Administration Schedule is on Top of the Stack of Booklets. .. 9.8
4J. Science Interactive Computer Task (SICT) Booklets. ................... 9.9
Procedure 5. Review the QCBi........coiiiiiiiiiiiiiien e 9.9
Procedure 6. Review Materials in the School Folder ................................. 9.9
Procedure 7. Review Security and Confidentiality Procedures.................. 9.9
Procedure 8. Gather Materials to Bring to the School on Assessment
DAY e 9.10

SUPERVISING ASSESSMENT DAY ACTIVITIES:

BEFORE THE SESSION......c.cooiiieeeee, 10.1

Procedure 1. Report to the School on the Day of the Assessment............ 10.1
Procedure 2. Meet NAEP Observers, If Necessary, and Follow

Guidelines for Interacting With Observers..........cccooooveviiiiiiiiiieeens 10.1

2A. Meeting NAEP ODSEIVEIS. .......vvviiiiiiiiiiiiiiiiiiiiiiiiiiieiiinienninneennnnnne, 10.2

2B. Guidelines for Interacting With ObServers. ..........ccccccceeeiiiiiiiinnne. 10.2

SUPERVISOR MANUAL — FT




TABLE OF CONTENTS (continued)

Procedure 3. Retrieve the NAEP Storage Envelope........cccooevvvvviiicennnnn. 10.5
Procedure 4. Obtain a Dated Copy of Parent/Guardian Notification
Letter, If NECESSAIY ....cco i 10.5

Procedure 5. Ask the School Coordinator If Any Parents or Students
Have Refused Participation and Code the Administration Schedule,

[T INECESSAIY ..ottt e e 10.5
Procedure 6. Meet With the School Computer Administrator .................... 10.6
Procedure 7. Review the Administration Schedule for Incomplete or

MiISSING DaAta .......cccooei i, 10.7
Procedure 8. Go to the Location Where the Assessment Team Will

LAY 0 10.7
Procedure 9. Give AAs Their Session MaterialS...........cccovvvvvviieeeeeeniinns 10.7
Procedure 10. Ask the School Coordinator to Accompany You (and

Your Team) to the Assessment LOCatioNS..............ueeeveereeeeeeeeeieeneennnns 10.8
Procedure 11. Introduce Yourself (and Your Team) to the Teacher.......... 10.8
Procedure 12. Provide NAEP Instructions for School Staff Observers...... 10.8
Procedure 13. Conduct QC Check of Assessment Rooms ..........ccc.c........ 10.9

13A. Check to Make Sure All Supplies Needed for the Session
Are Organized and Assessment Materials Are Ready for

DiStriDULION ... 10.9
13B. Make Sure Any School Materials That Would Assist the

Students Are Concealed ..........c.uvvviiiiieiiiiiiii e 10.10
13C. Check to Make Sure the “Testing in Progress —

Do Not Disturb” Sign Has Been Posted Outside the Room........ 10.10
13D. For Grades 8 and 12: Check to See That the School ID

Number Is Written on the Board............ooovvviiieeiieiiiiiiiiiieeeeen 10.10

13E. For Grades 4 and 8: Check to Make Sure That Teacher
Names (by Subject for Grade 8) and Their Corresponding
Two-Digit Teacher Number Are Written on the Chalkboard
fOor StUENtS 10 SEE....ccvviiiii e 10.11

SUPERVISING ASSESSMENT DAY ACTIVITIES:

DURING THE SESSION ..ottt 11.1
Procedure 1. Observe and Evaluate AAs Administering Regular and

Accommodation ASSESSMENE SESSIONS ....uviveee e e reenreees 11.1

1A. Ensured That Each Student Is at the Correct Location. ................ 11.2

1B. Started the SeSSion 0N TiME. ..ooveiiie e 11.2

1C. Selected the Correct Script to Conduct the Assessment Session. 11.3
1D. Read the Session Script Verbatim With Fluency and Expression

and at an Appropriate Pace. ..............uuvvvvvvviiiiiiiiiiiiiiiiii, 11.4
1E. Used the Most Appropriate Method to Distribute Booklets............. 11.4
1F. Clearly Instructed Students to Remove the Student Identification

Label From the Cover of Their Booklet.............cccccceeviiiiiiiiiennnnn, 11.6
1G. Checked That Students Removed Additional Materials From

Inside the BOOKIEt COVET. .....ccoeiiiiiee e 11.6

1H. (Grade 8 or 12): Checked to See That Students Have Properly

Recorded the NAEP School ID Number on Their Booklet Covers.  11.6
11. (Grades 4 and 8): Checked to See That All Required Students

Have Properly Recorded the Two-Digit Teacher Number on

Their BOOKIEt COVEIS. ...ccoiiiiiiiiiiiiiee ettt 11.7

X SUPERVISOR MANUAL —FT



1J. Provided the Booklet Directions Appropriately for the Grade

LEVEI e 11.7
1K. (Grades 4 and 8): Distributed and Collected Calculators
F Y o] o] o] 0] 1= 1= | 11.7

1L. (Grades 4 and 8): Checked to See That Students Who Are
Required to Use a Calculator Are Doing So in the Correct

Y=o 10 o 11.7
IM. Timed Sections Appropriately..........ccccuuuiiiiiieerieeeiicie e, 11.8
1IN. Collected Student Identification Labels From Every Student’'s

DBSK it e 11.10

10. Collected All NAEP Materials, Except Pencils, Following the
Assessment Session in a Manner That Allowed the AA to

Easily Account for Them........ooooiiiiiiie e 11.11
1P. Accounted for All NAEP Materials Before Dismissing Students.... 11.11
1Q. Dismissed Students According to School Protocaol........................ 11.12
Procedure 2. Conducting an SICT SESSION .......cevvveerieiiiiiiiiieeeeeeeeiiiee e 11.12
Procedure 3. Observe and Evaluate AAs Administering the Science
Y= 1= (o] o [ RRPP 11.13
Procedure 4. Observe and Evaluate AAs Monitoring Sessions................. 11.14
4A. Followed NAEP Procedure for Answering Students’ Questions
About HOW t0 RECOId ANSWENS.......cuviiieeeiiiiiiiiiiiiee e 11.15

4B. Followed NAEP Procedure for Responding to Students’
Questions During Cognitive Block (Subject-Area) Sections of

the ASSESSIMENT .....iiiiiiiiiiee et 11.15
4C. Followed NAEP Procedure for Responding to Students’

Questions During the General Background Section...................... 11.15
4D. Followed NAEP Procedure for Answering Students’ Questions

During the Subject-Area Background Section...............cceeeeeeeeee. 11.16

4E. Ensured That Students Who Have Finished Sections Early
Have Not Gone Back to Previous Sections or Worked Ahead

IN the BOOKIELS .....ceiiieiiiiiiiiiee e 11.16
4F. Appropriately Handled Difficult Situations Pertaining to

Students’ Behaviors or AtitUdES ...........eveviviiieiiiiiiiiiiiiiiiiieieeeniennes 11.18
4G. Appropriately Handled Unexpected Situations That Arose

DUING the SESSION ... 11.19

SUPERVISING ASSESSMENT DAY ACTIVITIES:

AFTER THE SESSION......ccooiiii e, 12.1
Procedure 1. Verify the Administration Schedule Has Been Completed
ACCUIALEIY ..ttt 12.1
1A. Verify Each Student Listed on the Administration Schedule
Has an Administration Code Entered in Column Q ...................... 12.2
1B. Verify That an Administration Code of 52 Has Been Entered
for All Unassigned Booklets on the Administration Schedule........ 12.5
1C. Verify the Top of the Administration Schedule Has Been
Completed ACCUrately ........cooviiiiiiiii e e 12.5

SUPERVISOR MANUAL — FT




TABLE OF CONTENTS (continued)

Procedure 2. Verify That the Booklet Covers Have Been Completed

ACCUIALEIY L.uviiiiiiiiiiiiiiii s 12.6
2A. Ensure All Booklets, Including Those Separated During
Preparation Activities, Are in Administration Schedule Order........ 12.6
2B. Ensure Each Booklet Has the Correct School ID Number ............ 12.6
2C. Verify the Students Recorded Their Teacher Numbers................. 12.7
2D. Verify the Correct Administration Codes Were Transferred From
the Administration Schedule to the Student Booklet Covers......... 12.7

2E. Verify That the Correct Accommodation Code Has Been
Recorded in Column P of the Administration Schedule and

on the Front Cover of Every BookKlet ..........cccccooiviiiiiiiiiiiinieeeeeees 12.7
2F. Verify Any Unused Booklets Were Coded 52..........covevvvevvvvvvennnee, 12.7
2G. Verify That Any Administration Code Requiring an Explanation

Has One on the Front COVEr ... 12.8
2H. Verify All Accommodations Offered Have Been Recorded on

the Front Cover of the BOOKIEtS............occvviiiiiiiiiiiiiiiiieceeee s 12.8

21.  Verify That Students Who Required the Extended Time
Accommodation (EXT) Have the “Total Time” Recorded on

the FrONT COVET ... 12.9
2J. Verify Student Identification Labels Are Removed From

BOOKIELS ... 12.9
2K. Verify That Ancillary Materials Are Removed From Booklets........ 12.9
2L. Ensure All Booklets Have Been Banded Together and the

Administration Schedule Is on Top of the Stack of Booklets......... 12.9

2M. Ensure That All Science Hands-On Task (Science HOTS)
Materials Are Packed in Their Original Box and Are Ready to
Be Sent Back t0 PEArson ........ccoooveiiiiiiiie 12.9

Procedure 3. Determine Whether or Not a Makeup Session Must Be

[ 1= Lo RS PUPPRERRR 12.10
Procedure 4. Complete School Staff Questionnaire Activities................... 12.10
4A. If Necessary, Gather Questionnaires From School Staff............... 12.10
4B. Update the Status of Questionnaires on the Roster of
QUESTHIONNAIIES .. .cceiii e 12.10
4C. Verify That the Covers of the Questionnaires Have Been
Filled Out Accurately and Completely ...........cccceeeieeiiiiiiiiiiiineeen. 12.11
4D. Remove the Label on the Front Cover of Each Questionnaire...... 12.11
4E. Verify That Each Roster of Questionnaires Has Been Filled
Out Accurately and Completely ... 12.12
Procedure 5. Organize the NAEP Storage Envelope ...............c...l. 12.12
5A. Prepare Materials for the NAEP Storage Envelope....................... 12.12
5B. Place Materials in the NAEP Storage Envelope.........ccccccvvvvieenne. 12.13
5C. Record the NAEP School ID Number on the “Destroy by”
POSICAN. ..o 12.14
5D. Staple the “Destroy by” Postcard to the Front of the NAEP
Storage ENVEIOPE ....coovvviii e 12.15
Procedure 6. Perform Final Check of Session Box Materials..................... 12.15
6A. Receive Session BoX From AA .........ueiiiiiiiiiiiiiiiiiiiiiiiieeeieiieenneennees 12.15
6B. Place Completed Questionnaires in Session BoX ..............cevvee.... 12.15

SUPERVISOR MANUAL —FT




6C. Verify the Boxes Are Packed According to Pearson Procedure.... 12.16

6D. Package Science HOTs Science KitS...........uuvvvvivviiiiiiiiiiiiniinnninnn, 12.17
6E. Receive Bulk Supply Session Materials From the AA ................... 12.17
Procedure 7. Complete School Debriefing Activities ............cccccceveninn. 12.17
7A. Review Session Debriefing FOrm ..., 12.17
7B. Debrief the School Computer Administrator..............cceevvvvviiennnnn. 12.18
7C. Debrief School Coordinator ............ccvvviiiiiieeiiiiiieee e 12.18
7D. Schedule a Makeup Session With School Coordinator,
I NECESSANY .o 12.21
Procedure 8. Arrange With Staff to Conduct Makeup Session,
N [ ToT TS T T Y 12.22
8A. Assign AA to CoNAUCt SESSION.......cuvvvviririiiiiiiiriirrierriierrrerere. 12.22
8B. Notify AA About Conducting Makeup SesSSion ........cccccceevvvuvvvennnn. 12.22
8C. Give the AA the Session Materials to Conduct the Makeup
Y1515 (o] o TR 12.22

COMPLETING ACTIVITIES AFTER LEAVING THE

SCHOOL . 13.1
Procedure 1. Conduct a Quality Control Check of Makeup Session
Materials, If NECESSAIY ...ccooee i 13.1
Procedure 2. Ship Session Boxes to Pearson..........ccccccevvvveviiiieiiiciieneeen, 13.2
2A. Attach the FedEx Return Labels to the BOXeS........ccccccovvivvvrennnnn. 13.2
2B. Complete the Green Label on Each BOX .........cccvvvvvvviieeiiiiiiiine, 13.3
2C. Arrange for FedEx to Pick Up the BOXES...........uvvvveeviiieviiiieinniinnnes 13.3
2D. Destroy the Remaining Labels .........ccccooooiiiiii e, 13.4
Procedure 3. Record Shipping Information on the School Folder and
Quality Control Booklet (QCB) .........ccovvviiviiiiiiiiiie 13.4
Procedure 4. Enter Assessment Information Into the School Control
System (SCS) and the Pearson Materials Tracking System (MTS) ... 135
Procedure 5. Report Assessment Progress to Your Field Manager .......... 13.5
Procedure 6. Finalize and Ship School Folders to Your Field Manager....  13.7

SUPERVISOR MANUAL — FT Xiii



Appendix A.
Appendix B.
Appendix C.
Appendix D.
Appendix E.
Appendix G.
Appendix H.

Appendix .

Appendix J.
Appendix K.

TABLE OF CONTENTS (continued)

School Control (SCS) User’s Guide....................... Al
Student Data System (SDS) User’s Guide............. B.1
Other System’s User Guides...........cccceeeeeeeeeviinnnnnn, C.1
Frequently Asked Questions..........cccccvvvvceieeeeeenn, D.1
Glossary of Terms..........ccceiieiieiiiiieieeee e, E.1l
Preassessment Package Contents........................ G.1
Student Sampling Summary Report Error

MESSAGES ... ieeiiiii e H.1
Procedures for “Take All” With No Classroom

INAICALON ..o, 1.1
Science ICT and TeStNaV........cccccvvvvvvvvieveiiiieieenennee. J.1
MAgAZINES ......vvviiii i K.1

SUPERVISOR MANUAL — FT




OVERVIEW OF NAEP AND
2007-2008 ACTIVITIES

This chapter provides a brief introduction to the National Assessment of

Educational Progress (NAEP) and reviews the Field Test (FT) program.

1. Background of NAEP

NAEP is a congressionally mandated project administered by the National Center for
Education Statistics (NCES) branch of the U.S. Department of Education. The National
Assessment Governing Board (the Governing Board) provides overall policy direction for the
NAEP program, including selecting the academic subject areas to be assessed and
developing content frameworks that specify assessment content. The Governing Board is an
independent, bipartisan group whose members include governors, state legislators, local
and state school officials, educators, business representatives, and members of the general
public.

Often called “The Nation’s Report Card,” NAEP is the only nationally representative,
continuing assessment of what America’s students know and can do in various subject
areas. Through 1988, NAEP reported only on the academic achievement of the nation as a
whole. Beginning in 1990 with the Trial State Assessment, however, states participated in
NAEP on a volunteer basis to receive state-level results. In 1996, the authorizing statute no
longer considered the state component to be “trial.”

A significant change to state NAEP occurred in 2001 with the reauthorization of the
Elementary and Secondary Education Act, also referred to as the “No Child Left Behind Act
of 2001” (NCLB) (Pub. L. 107-110). NCLB impacted state NAEP beginning in the 2002—
2003 school year in the following areas:

e all states and districts are required to participate in NAEP assessments of reading and
mathematics' at grades 4 and 8 biennially as a condition of receiving Title | funds;

e afederally funded full-time NAEP State Coordinator could be hired in each state; and

! State participation in science and writing remains voluntary.
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the NCES contractor staff administers the NAEP assessments, thereby greatly reducing
the burden on school staff.

As a result of the NCLB legislation, NCES and the Governing Board implemented the
following policies and procedures:

parental notification is required for all NAEP assessments;

there are procedures in place for interested parties wishing to view secure assessment
items;

there are procedures in place for those wishing to formally file a complaint; and

the minimum participation level is raised to 85 percent of originally selected public
schools in order for states to receive state-level results in reported subjects, including
science and writing.

NAEP reports student performance nationally and for states. It does not report
information on the performance of individual schools or individual students.

NAEP is

an assessment at grades 4, 8, and 12 that allows student educational achievement to
be compared across states and regions of the country;

an assessment that identifies the percentage of students in the nation who meet
standards for Advanced, Proficient, or Basic performance in a variety of subjects;

a yardstick that state educators, legislators, and governors can use to gauge the
effectiveness of state educational policies;

the only reliable, ongoing measurement tool that members of Congress, the President,
and other policymakers and researchers can use to review age 9, 13, and 17 student
progress during the past 30 years at the national level; and

a source of information that allows the public to assess the academic performance of
students in their state and the nation as a whole.

NAEP provides

state and national performance results in reading, mathematics, science, and writing;

national student performance results in U.S. history, geography, civics, the arts, foreign
language, world history, and economics;

long-term trends in national student performance in reading and mathematics during the
past 30 years at ages 9, 13, and 17; and

comparisons in student performance based on factors such as race/ethnicity, gender,
public and private schools, level of parental education, prior course-taking, and
classroom/school conditions and practices.
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Here are additional facts about NAEP:

An independent body decides what is tested.
The Governing Board selects the academic subject areas to be assessed and develops
content “frameworks,” or test blueprints.

NAEP ensures confidentiality.

No information on individual students, families, or schools is included in NAEP data releases
or reports. Likewise, no records are kept that connect students’ names with the answers
they gave on the assessment. It is against federal law to identify any student participating in
NAEP. The law specifies severe penalties for anyone revealing the identity of students
taking NAEP.

Participation in NAEP is designed to cause minimal disruption of school activities.
Most students spend only 90 minutes of their time taking NAEP. No student preparation time
is necessary. Assessments are conducted by NAEP staff and take place either in school
classrooms or other locations in the school selected by school officials. School officials are
always invited to observe the assessment.

NAEP encourages inclusion of special needs students.

The national and state NAEP assessment procedures encourage inclusion of students with
disabilities (SD) and English language learners (ELL). To include the highest possible
percentage of sampled students, NAEP permits most commonly offered testing
accommodations for special needs students during the assessment.

NAEP uses a variety of assessment formats.

NAEP includes both multiple-choice and open-ended questions, which require students to
write an answer that, depending on the question, can range from a few words to more than a
page. Recent NAEP assessments have also used stimulus materials, including mathematics
manipulatives and other materials, to augment the traditional multiple-choice format.

NAEP administers background information questionnaires to explore factors and
practices that influence learning.

Students, teachers, and school administrators are surveyed to collect contextual
background information regarding student and school characteristics, instructional practices,
and curricula. NAEP asks only questions directly related to the appraisal of academic
achievement. The input in the questionnaires is used only to analyze overall academic
achievement. Individual performance is not evaluated.

NAEP is comprised of several different components, some of which are conducted at
different times and with different populations.

National NAEP

National NAEP collects and reports statistical information about student performance and
factors related to educational performance for the nation and for specific student groups in
the population (e.g. race/ethnicity, gender). It includes students drawn from both public and
private schools and reports results for student achievement at grades 4, 8, and 12.
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State NAEP

Since 1990, NAEP assessments have also been conducted to give results for participating
states. Under the No Child Left Behind legislation, states are required to conduct NAEP in
reading and mathematics in grades 4 and 8 every other year. Each state receives
assessment results that report on the performance of students in that state. In its content,
the state assessment is identical to the assessment conducted nationally. However,
because the national NAEP samples are not designed to support the reporting of accurate
and representative state-level results, separate representative samples of students are
selected for each state.

NAEP Trial Urban District Assessment (TUDA)

In 2001, the Governing Board and the Council of the Great City Schools successfully
petitioned Congress to fund a NAEP urban school district assessment feasibility study. The
first TUDA was conducted in 2002 in five urban districts and the District of Columbia. In
2003, the TUDA included four additional urban districts.

In the NAEP 2005 TUDA, 10 urban districts participated: Atlanta City, Austin Independent
School District, Boston School District, Charlotte-Mecklenburg Schools, City of Chicago
School District 299, Cleveland Municipal School District, District of Columbia Public Schools,
Houston Independent School District, Los Angeles Unified School District, New York City
Public Schools, and San Diego City Unified School District. All of these districts also
participated in the NAEP 2007 TUDA.

These urban school districts are in high minority and high-density communities. Five are
very large school districts, with 100,000 to more than 1 million students, while the other six
districts have between 50,000 and 100,000 students. Additional criteria used for district
selection include socioeconomic status, the percent of minority students, and the number of
schools within the district.

2. NAEP Organizational Structure

The chart on the next page shows the current organizational structure of NAEP?. The
Commissioner of Education Statistics, who heads NCES in the U.S. Department of
Education, is responsible, by law, for carrying out the NAEP project through competitive
awards to qualified organizations. The Associate Commissioner for Assessment at NCES
executes the program operations and technical quality control.

The Governing Board, appointed by the Secretary of Education but independent of the U.S.
Department of Education, governs the program. Authorized to set policy for NAEP, the
Governing Board is broadly representative of NAEP’s varied audiences. The Governing
Board selects the subject areas to be assessed and develops guidelines for reporting. While
overseeing NAEP, the Governing Board often works with several other organizations. For
example, the Governing Board has contracted with the Council of Chief State School
Officers (CCSSO) to ensure content is planned through a national process and with ACT,
Inc. to identify achievement standards for the subjects and grades tested.

2 Also included in this alliance is Human Resources Research Organization (HumRRO), NAEP Education
Statistics Services Institute (NESSI), and Hager Sharp.
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NAEP Organizational Structure

National Assessment
Governing Board

Oversees NAEP policy.

National Center for
Education Statistics (NCES)

Oversees NAEP administration.

v

Westat

Selects school and student samples
and manages field operations
including assessment administration
and data collection activities.

Educational Testing Service (ETS)

Develops assessment items,
analyzes data, and reports student
results.

v

Fulcrum IT

Oversees NAEP web operations
and maintenance.
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NCES contracts with private companies for test development and administration
services. Educational Testing Service (ETS) is responsible for developing the assessment
instruments, analyzing the data, and reporting the results. Westat is responsible for selecting
the school and student samples and managing field operations (including training, assessment
administration, and data collection activities). Pearson is responsible for printing and
distributing the assessment materials and for scanning and scoring students’ responses.
Fulcrum IT is responsible for NAEP web operations and maintenance.

3. The NAEP Program for 2007-2008
The NAEP program for 2007-2008 consists of the following components:

e |long-Term Trend (LTT) assessments of reading and mathematics at ages 9, 13, and
17,

e Science Hands-on Tasks (Science HOTSs) at grades 4, 8, and 12;

e Science Interactive Computer Tasks (SICT) prepilot and field test at grades 4, 8, and 12;
® Arts assessments at grade 8;

e [T studies in reading, science, and mathematics at grades 4, 8, and 12; and

® One special study: Grade 12 Motivation Study.

Each of these components is described in more detail in the following subsections.

A. LTT Assessment

From October 8, 2007 through May 23, 2008, NAEP will be conducting the LTT assessment
in reading and mathematics among 9-, 13-, and 17-year-old students. The LTT assessments
are designed to provide information on the changes in the basic achievement of America’s
youth by monitoring trend lines first established in 1971 for reading and in 1973 for
mathematics. The Governing Board schedules LTT assessments every 4 years. The last
LTT assessment took place in 2003-2004.

B. SICT Prepilot

The new NAEP Science Framework for the 2009 science assessment calls for a series of
interactive computer tasks, during which students will demonstrate their science knowledge
and skills, especially their inquiry skills, using online tools. Students’ actions, as well as their
responses to items, will be captured by the computer for later evaluation. In preparation for
the 2009 assessments, NAEP will be field testing the interactive computer tasks in 2008 at
grades 4, 8, and 12. Prior to the FT, NAEP will be prepiloting the operational procedures for
assessing students using the computer-delivery system.
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C. Arts Assessment

NAEP will conduct the arts assessment from January 28 through March 7, 2008 at grade 8.
NAEP last conducted the arts assessment in 1997. There will be two session types, as
follows:

e Visual Arts. The visual arts paper-and-pencil assessment will include various prompts
that direct students to answer questions or to create a product based on presented
works of art.

® Music. The music paper-and-pencil assessment will direct students to answer
guestions about presented excerpts of audiotaped musical selections.

In most sampled schools, one session of each type will be conducted. In small schools, only
one session type will be conducted. Due to the nature of the sessions, such as the noise
level of the audiotaped music selections that could distract other students, students sampled
for each type must be assessed in separate rooms.

Principals will be asked to complete a School Questionnaire and there will be SD and/or ELL
Questionnaires for students classified as SD and/or ELL. No Teacher Questionnaires will
be used for the arts assessment.

D. FT Studies in Reading, Mathematics, and Science

NAEP will conduct a FT from January 28 through March 7, 2008 in reading, mathematics,
and science at grades 4, 8, and 12. The purpose of the FT is to try out new assessment
items, materials, and procedures in preparation for the 2009 assessment. There will be four
session types for the FT, as follows:

® Reading, Mathematics, and Science Paper-and-Pencil. Students will be assessed in
one subject only, but the booklets will be spiraled and bundled together so all subjects
can be assessed in one room. Most schools will have these “FT” sessions, with session
numbers ranging from 1-4.

® Science Hands-on Tasks (Science HOTSs). Students will be assessed using science
kits. Students sampled for Science HOTs sessions can be assessed in one room, but
must be assessed separately from the paper-and-pencil sessions. One-third of schools
will have these “SH” sessions. These sessions will have 12-24 students with the
average number being 14.

e SICT. Students will be assessed using computer-delivered technology. Students
sampled for SICT sessions can be assessed in one room, but must be assessed
separately from the Science HOTs and paper-and-pencil sessions. One-third of schools
will have these “IC” sessions. These sessions will have 12-24 students with the average
number begin 14.
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e Combination of Science HOTs and SICT. Students will be assessed using both
science kits and computer-delivered technology. Students sampled for these
combination sessions will move from one type of task to the other. Each type of task will
be assessed in a separate room. One-third of schools will have both a “C1"” and “C2”"
session with a maximum of 12 students per session. The “C1” session will have
computers in the first position, followed by kits and the “C2” session will have kits first
followed by computers in the second position.

The scope of the 2008 FT assessment includes testing new question items and piloting
science in order to prepare for the 2009 assessments.

Other features of the FT include:

an alternative booklet for excluded students in reading and mathematics;
e new rules for assigning SD codes;
® online SD and ELL Questionnaires; and

e removal of accommodation codes from the Administration Schedule and a new column
for “Accommodation Status” added.

Regarding excluded students, in some of the grade 4 mathematics and reading books there
will be an alternative version of the questions spiraled in with the regular mathematics and
reading books called “Alternative Books.” When the school coordinator determines that a
student is excluded in reading or mathematics, you will ask the school coordinator if they
think the student could participate with the easy version of the booklet. There will be an
extra supply of one of each subject (mathematics or reading) to offer as an accommodation
for students that are excluded from reading or mathematics.

In grades 4, 8, and 12, about one-third of the schools will be selected for Science HOTSs,
SICT, or both.

On the topic of questionnaires, principals at grades 4, 8, and 12 will be asked to complete a
School Questionnaire. Teachers who teach reading, mathematics, and science to students
in grades 4 and 8 will be asked to complete a Teacher Questionnaire. There will be SD
and/or ELL Questionnaires for students classified as SD and/or ELL. The questionnaire
breakdown is provided in detail in chapter 2 (section 1C) and chapter 6 (section 6A).

E. Grade 12 Motivation Study

This NAEP special study will be conducted from October 8 through November 16, 2007 and
will assess grade 12 students in reading to evaluate issues of student motivation. Randomly
selected students will be assigned to one of three sessions that must be conducted
separately and simultaneously. Each test will assess a different incentive condition.
Principals will be asked to complete a School Questionnaire. There are neither Teacher
nor SD and/or ELL Questionnaires. Accommodations will not be offered.
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4. Overview of Supervisor Roles and Responsibilities

Your job as a NAEP assessment supervisor involves a number of tasks and responsibilities
at each stage of the project. The tasks are outlined under the following categories:

® obtaining information about private schools from the gaining cooperation supervisor
(GCSV),

® hiring, training, and supervising assessment administrators (AAs) who will assist you
with administering the assessments,

e scheduling and conducting preassessment visits and facilitating requests for changes to
assessment dates,

® selecting the student sample,

® receiving, inventorying, and maintaining security of session materials for each school in
your assignment,

® preparing for assessments,

® conducting assessments,

® completing post-assessment activities,

® maintaining the School Control System (SCS), and

® reporting your progress to your field manager.

The various chapters of this manual are organized to give you step-by-step instructions for
completing the tasks involved in all phases of data collection.

A. Obtaining Information About Private Schools From GCSVs

In most states, NAEP State Coordinators are responsible for informing and securing the
cooperation of the public school sample in their states and updating the schools’
participation status in the SCS. GCSVs are responsible for gaining the cooperation of the
dioceses and private schools in their assignment and for documenting the schools’
participation status in the SCS and the School Folder. For more information about the
purpose of the School Folder and other forms mentioned in section 4, see chapter 2,
“Understanding NAEP Materials.”

GCSVs, brought on in May or June, have been working diligently to recruit the sampled
private schools for the FT. Since private schools are not required to participate in NAEP, the
GCSVs used a variety of technigues to secure the schools’ agreement to participate.

Before you contact any cooperating private schools in your assignment, it's imperative that
you understand the negotiations that have occurred to recruit the schools. You should
review the private school recruiting documents in the School Folder and discuss each
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school with the GCSV. The GCSV may have made special arrangements with the school
that must be honored in order to retain the school's cooperation. You must be familiar with
all these items before you contact the schools. The GCSV will introduce you (by telephone,
e-mail, or letter) to the school coordinator so that he or she knows that a different person
from NAEP will be handling their school.

B. Hiring, Training, and Supervising AAs

You will hire AAs locally in each of your primary sampling units (PSUs) so that overnight travel
is avoided. There may be special circumstances for exceptions to these travel restrictions which
you should discuss with your field manager. The AA trainings will be held in December. Work
with your field manager to obtain a list of candidates.

You will train your AAs using the AA Manual, training presentation, and exercises. You
should send each of your AAs the AA Manual to read and have study exercises to complete
before they attend the AA Training. The AA Training presentation is set-up to run on your
laptop. You should schedule your AA Training(s) so that the maximum number of AAs can
attend at one time. However, we are not anticipating any overnight travel for AAs. If you
foresee a situation where an AA needs to be on travel status to attend training, you must
obtain permission from your field manager.

C. Setting and Maintaining a Schedule

Your field director preplanned the dates for the private schools in your assignment to fit into the
calendar with the preplanned public school dates. GCSVs contacted the nonpublic schools in
their assignment to confirm assessment dates and facilitate requests for date changes in such a
way that the calendar remains workable and cost efficient. All preplanned dates for the public
and private schools in each region have been loaded into the SCS and can be viewed on an
online assessment calendar accessible by the supervisor assigned to the region. NAEP State
Coordinators have access to the calendar for public school assessments in their state. An
assessment calendar link allows you to select from a list of variables and view and print updated
versions of the assessment calendar. The SCS User’s Guide (Appendix A) provides more detail
about using the SCS and a calendar for monitoring your schedule.

You are responsible for creating the schedule for preassessment visits to schools in your
region. Chapter 6 contains more information about scheduling preassessment visits.

D. Selecting the Student Samples

For each grade selected to participate in the NAEP 2008 assessment, schools or states will
prepare and submit a separate list of all students enrolled in the sampled grade during the
2007-2008 school year using the most current enrollment data available.

Schools are given the option to E-File their electronic files of student information directly to
Westat. The Westat statisticians will sample these schools and transmit data directly to
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Pearson and to the Student Data System (SDS) on your laptop. You are responsible for
selecting the student sample for the remaining cooperating schools in your assignment.

Detailed step-by-step instructions for selecting the student sampling are provided in
chapter 3 of this manual.

E. Preparing for the Assessments

Before each assessment period, you'll begin preparing the Preassessment Packets that
you’ll send to schools and the School Folders that you'll use to track all activities for each
school. You should call all the schools in your assignment and schedule the preassessment
visit with school coordinators. You will provide the Preassessment Packet to the school.
Chapter 6 contains more information about these activities for each assessment period.

You will visit the school to prepare for assessment day. During this preassessment visit, you
will use the Quality Control Booklet (QCB) to guide and record the results of the
preassessment visit activities. These activities will include the following:

® reviewing and updating the Administration Schedule, the primary control document
used to track information about the assessment;

® reviewing the completed SD and/or ELL Questionnaires to determine if and how
students classified as SD and/or ELL will be assessed;

® establishing the procedures for notifying teachers and students;
® making SICT session arrangements; and

e finalizing logistical arrangements for the assessments.

Once the preassessment visit has been completed, you will enter all required information in
the SCS; prepare an Assessment Information Form for the AAs whom you will assign to
administer sessions; and assemble and prepare the materials that you will take to the school
on the day of the assessment. All preassessment tasks are detailed in chapter 7.

F.  Conducting the Assessments

Chapter 11 outlines how to conduct assessments from your arrival at the school until
students are dismissed from the assessment session. Under your supervision, AAs will
guality control (QC) check the assessment booklets, prepare the rooms, and administer
sessions using a script specific to the grade level and session type.

As the supervisor, you are responsible for ensuring that AAs have been assigned to conduct
all sessions, and that AAs report to the school in time to complete all presession activities:
QC checking the booklets and preparing the room. You will circulate among the sessions to
monitor the AAs and verify they are using the script and timer to correctly administer
sessions, troubleshoot any problems that may arise, and assist with getting students to and
from the sessions. You will record your observations about the sessions in the QCB.
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G. Completing Post-Assessment Activities

After sessions have concluded, you are responsible for accounting for all assessment
materials taken into the school. You will complete the Administration Schedule(s) and
determine whether a makeup session is required; oversee AAs as they code booklet covers;
edit and prepare materials for shipping; and perform routine edits of their work. Each AA is
responsible for completing a Session Debriefing Form, which you will collect and review before
using the School Coordinator Debriefing Interview section of the QCB to conduct a short
debriefing interview with the school coordinator.

As soon as possible after leaving the school, you will ship the school Session Boxes to Pearson
and update the SCS with summary information from the Administration Schedule(s).

Chapters 12 and 13 discuss post-assessment activities in detail.

H. Maintaining the SCS

The SCS has been designed to provide immediate, up-to-date information on the progress
of recruiting, scheduling, and assessing schools that have been selected to participate in
NAEP. The SDS will be used to draw student samples and enter student information. During
the assessment window, the SCS will be used to track progress, measure assessment
results, and monitor the shipment and receipt of assessment materials.

Supervisors can use the SCS Data Selection and Report features to run reports for tracking
progress and as QC checks to verify that critical information has been entered into the SCS.
The calendar feature allows you to print out a current calendar whenever changes to
preassessment visit and/or assessment dates have been entered into the system.

It is critical that you make entries to the SCS promptly and regularly so that you have up-to-date
information on your progress and the project can produce current and reliable reports about field
activities. Detailed instructions for using the SCS are provided in Appendix A of this manual.

5. Your Assignment of Schools and Materials Receipt
Schedule

A. Your Assignment of Schools

A typical supervisor region will consist of approximately 20-30 eligible and cooperating
schools for the field period. Schools are clustered in geographical PSUs of varying sizes.
The field director assigned the schools from one or more PSUs to a supervisor region.

Your field manager will work with you to create a Log of Schools using the Data Selection
feature in the SCS. You will use this Log of Schools to track and report on your activities
during report calls with your field manager.
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B. Overview of Materials and Schedule of Receipt

Assessment materials are shipped to supervisors from both Pearson and Westat. Pearson
will ship all test booklets and other required session and bulk materials. Westat will ship
general supplies and publications. See the table below for the estimated arrival date of key

materials.
From Items | Arrival date
Pearson SD/ELL Rosters December 18, 2007
SD Questionnaires
ELL Questionnaires
School/Teacher Questionnaires
Roster of Questionnaires
Administration Schedules
Pearson Session materials and ancillaries January 10-14, 2008
Westat Bulk supplies November 12, 2007
Westat Student Information Reports from the SDS December 11, 2007

C. Accounting for Booklets and Other NAEP Materials

Immediately following the assessment(s) in a school, you are responsible for returning all
NAEP session materials. Each assessment booklet, whether completed by a student or
blank, must be accounted for and returned to Pearson; none will be left in the school or
thrown away.

Because some students will be assessed in Science HOTSs, there will be more ancillary
materials to keep track of and to return to Pearson. Throughout this manual, there are
detailed instructions for how to either handle or dispose left-over science materials.

You are expected to use all the materials properly and return them in good condition. Only
by maintaining rigid control over all booklets and other materials will you protect your
accountability and ensure confidentiality.

When you receive the session materials from Pearson, you will access the Pearson
Materials Tracking Site (Pearson MTS) from the MyNAEP website and record the date you
received the boxes. Similarly, when you return completed Session Boxes after the
assessments have been completed in a school, and return the Pearson bulk supply boxes at
the end of the field period, you will access the Pearson MTS and record the date you
shipped the boxes. When the boxes are received at Pearson, they will record the date
received. It is your responsibility to make sure that all Session Boxes you've shipped are
received at Pearson.
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OVERVIEW OF NAEP AND 2007-2008 ACTIVITIES

6. The Security of Assessment Materials and
Confidentiality Issues

NAEP student data are strictly confidential. To ensure confidentiality, students’ names are
removed at the school from all completed assessment materials before they are shipped to
Pearson for processing. NCES enforces strict confidentiality standards to ensure no personally
identifiable information is ever released to third parties. To protect the confidentiality of all
NAEP materials, you must strictly observe NAEP rules and guidelines at all times.

A. Guidelines for Viewing Assessment Materials

Since its inception, NAEP has administered both cognitive test questions and background
guestionnaires. The test questions assess student knowledge and skills in academic subject
areas. The background questionnaires provide information for reporting categories and
collecting noncognitive data related to achievement, on students, their family background,
teachers, and schools.

By statute (P.L. 107 -110), “the public shall have access to all assessment data, questions,
and complete and current assessment instruments” of NAEP with two important exceptions:

1. “Personally identifiable” information about individual students, their families, and
schools must remain confidential in accordance with the Federal Privacy Act (Sec.
552a of Title 5, U.S. Code); and

2. Access to cognitive questions may be restricted to maintain security if such questions
are to be reused. Breaches of security are punishable as a felony.

To fulfill the first requirement, NAEP has made sure since its inception that no information on
individual students or schools is included in its data releases or reports. The names of
students who have taken NAEP shall not leave the school building in which the assessment
is administered, and all information collected by NAEP about individual students and
schools will remain strictly confidential.

To fulfill the second requirement, the Governing Board adopted a strict policy on how to
handle requests to see NAEP assessment booklets. All requests to view NAEP assessment
booklets must be handled in the following ways:

If a request is made to view the background questions asked in the student’s
assessment booklets, you must provide copies of the NAEP Sample Questions
Booklet.

The Sample Questions Booklets contain the NAEP background questionnaires. You will
receive a supply of Sample Questions Booklets from Westat, and the booklets will also be
posted on the MySchool and NAEP websites.
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If a request is made to view the actual test questions by school staff members,
parents, or anyone else, that person or persons must submit a written request to
NCES.

Under the statute, all secure cognitive questions must be made available within 45 days
after a written request, provided test security is maintained. All written requests to view test
questions should be sent to the NAEP State Coordinator or the field manager, who in turn
will contact NCES.

In addition, never, under any circumstance, allow anyone to examine materials
completed by students or school staff.

Copying or duplicating actual assessment booklets is never permitted. Following each
assessment, NAEP releases approximately 25 percent or more of the test questions. The
guestions appear in the NAEP reports and on the NAEP website. You should encourage
any interested party to view the previously released NAEP test questions on the NAEP
website at http://nces.ed.gov/nationsreportcard.gov.

B. Requests From News Media

Representatives of local news media may ask you for information about the state or national
assessment and the local school’s involvement. All such inquiries should be referred to
school officials who are responsible for handling requests from the press. There is a
press release available for school coordinators if they are faced with media inquiries. Public
schools should request copies of the press release from the NAEP State Coordinator. You
may provide the press release to private schools.

UNDER NO CIRCUMSTANCES ARE WESTAT STAFF TO MAKE COMMENTS
REGARDING THE NATIONAL ASSESSMENT FOR PUBLICATION OR BROADCAST.
This is to ensure that a uniform statement on the national assessment is being presented in
all parts of the country.

NO ASSESSMENT SESSION MAY BE HELD IF MEDIA ARE PRESENT AT THE
SESSION. Occasionally, school personnel or the media have requested to photograph or
videotape NAEP sessions. Under no circumstances will NAEP permit videotaping or
photographs to be taken of any part of an actual assessment. Newspaper or broadcast
reporters and photographers are not permitted to observe a NAEP session. To
accommodate the needs of the media without disrupting the assessment, a videotape and
photographs simulating the assessment are available upon request. Media coverage of
NAEP after the assessment is completed is the prerogative of local school officials. You
should leave all arrangements and/or interviews to the school officials who grant the media
permission to enter the school. Reporters requesting more information should be referred to
Sherran Osborne at NCES (202-502-7420).
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OVERVIEW OF NAEP AND 2007-2008 ACTIVITIES

C. The NAEP Code of Ethics

The NAEP assessment teams are critical to NAEP’s success. You conduct the assessments
and are the face of NAEP in the schools. Assessment sessions must be administered in a
standardized and professional manner for the results to accurately reflect the achievement
of American students. Only if the sessions are conducted properly will each child have the
opportunity to show what he/she knows and can do in the subject being assessed. If the
data are not valid, not only will all analyses and reports be incorrect, but the 30-plus-year
reputation of NAEP will be discredited.

Because you serve as a representative of NAEP, your attitude and conduct in working with
school officials, teachers, and students must reflect the importance and seriousness of this
project. Fulfilling your responsibilities in a professional manner will indicate to others that
you consider the project worthy of the time and effort that students, parents, teachers, and
school, district, and state staff have devoted to NAEP.

As a member of the NAEP data collection team, you are expected to abide by the NAEP
Code of Ethics for Assessment Administration and Data Collection. This Code of Ethics is a
set of principles that NAEP expects all staff members to follow. The Code defines principles
that are the foundation for fair and accurate test administration and data collection.

If you have not previously done so during any past employment on NAEP, at the end of the
in-person training, you will be asked to sign the following Oath of Office committing yourself
to uphold the principles stated in the Code:

“I acknowledge that | have been instructed in and understand the NAEP Code of Ethics. | do
solemnly swear (or affirm) that | will adhere to this Code of Ethics; that | take this obligation
freely, without any mental reservation or purpose of evasion; and that | will well and faithfully
discharge the duties of the office upon which | am about to enter.”
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NAEP Code of Ethics

NAEP is firmly committed to the collection of high quality, independent, and unbiased measures of student academic

performance.

This Code of Ethics defines the principles that are the foundation for fair and accurate test administration and data
collection. NAEP grantees, contractors, and subcontractors must ensure that all procedures, materials, training programs,
and administrative guidelines are derived from these principles.

This Code of Ethics applies to all staff and contracted employees who are involved in the collection of NAEP data. Each
individual must have the opportunity to review the Code before becoming a part of the NAEP team. Prior to collecting
NAEP data, an individual must swear or affirm hisfher commitment to uphold the principles stated in this Code.

The basic principles guiding NAEP data collection are accuracy, integrity, and respect.

Accuracy ensures that NAEP results
precisely reflect student achievement
across the nation.

®  Sampled schools and sampled students
who are eligible for the assessment are

Integrity ensures that rigorous, ethical, and
consistent procedures are used for NAEP
test administration and data collection.

®  Persons administering and monitoring
NAEP assessments shall comply with
standard NAEP procedures for
administering and monitoring the
assessment.

Respect ensures that students, school staff,
and others affected by NAEP test
administration and data collection are treated
with professionalism, openness, and courtesy.

®  Schools shall be notified in advance of
the assessment and provided all
relevant information about NAEP, NAEP
assessment procedures and schedules,
and NAEP personnel who might be
entering the school.
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to be included in the assessment to
the greatest extent possible.

Students shall be assessed using
accommodations as specified in
their education plans and offered
by NAEP.

Persons authorized by NAEP to have
access to NAEP testing materials
shall follow the NAEP Guidelines for
Viewing Assessment Materials.

NAEP staff and other proctors
assigned to testing sessions shall
receive clear, unambiguous
guidance on testing procedures.

Test takers and other stakeholders
shall have access to information
about NAEP, including sample items
and NAEP reports.

Persons administering and monitoring
NAEP assessments shall be sensitive
to the needs of students, teachers,
and the school administering NAEP.

The NAEP testing environment
shall be correctly structured and
a positive atmosphere
established so that all students
have a fair chance to perform to
full capacity.

Deviations from proper
procedures shall be documented,
and those affecting student
performance shall be reported
immediately.

NAEP staff members are to
ensure the confidentiality of all
information provided by
students and school staff in
response to assessment and
questionnaire items.

Any complaint or concern about
a NAEP assessment shall be
addressed directly by testing
personnel in the field and
promptly reported to NCES or
its designee.




OVERVIEW OF NAEP AND 2007-2008 ACTIVITIES

D. Accountability

NAEP brings the precision of data collection into the school setting. Your role in the
schools as a supervisor is first and foremost as a data collector.

The materials and training you'll receive throughout your NAEP 2007-2008 orientation will
provide you with the knowledge of procedures you’ll need to conduct the assessments
locally, in accordance with strict standards that are observed nationally.

NAEP is no small undertaking. Think of the vast number of variables that would be
introduced if the basic procedures followed at every test site across the country were not
strictly adhered to. For the data to be statistically valid, it must be collected under the same
conditions in each of these schools and in every classroom.

The first principle of data collection is consistency.

How reliable would assessment results be if, for example, fourth-graders only received
5 minutes to complete a block of questions instead of 15 minutes, or if the AA who was
monitoring the assessment session gave some students help with the answers?

How reliable would the results be for student subpopulations if the way those
subpopulations were defined or classified varied from school to school or from region to
region?

Westat provides updated, comprehensive training for its NAEP staff members every year.
Detailed scripts are provided for use in each test setting. Westat also provides clear
procedures for handling situations that occur within the testing environment.

Your most critical task is to provide consistency of procedure in the school and
classroom setting.

As you work in the schools, set the standard for the preciseness and attention to detail that
reliable data collection requires. Regardless of the conditions you find when you arrive on
the job each morning, your role is to create a research environment at that school on that
day in which data can be accurately collected. When unexpected situations arise, don't
improvise. Follow stated procedures to the letter to assure uniform, accurate, and
confidential collection of data.

Westat has administered the NAEP program since 1983 and has very carefully studied the
types of situations you might encounter on the job. Your in-person training will describe the
exact procedures to follow if and when you encounter issues that might interfere with
accurate data collection. Many of these responses are scripted to ensure consistency
across testing environments. If a situation not accounted for in the procedures arises,
contact your field manager.

The second principle of data collection is the elimination of errors.

In addition to its extensive training of the AAs and supervisors who administer assessments,
Westat implements quality control safeguards to eliminate data collection errors. These QC
checks are carefully designed to ensure the integrity of NAEP assessments, identify and
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correct potential errors, and guide corrective actions, when necessary. Supervisors are
responsible for supervising AAs and ensuring the accuracy of their work through a series of
QC checks conducted throughout each assessment. After each session, the supervisor
interviews the school coordinator to receive his/her comments and recommendations.
Feedback from school coordinators helps Westat improve its procedures, documentation,
and training for future assessments.

Each NAEP team member is vital in ensuring quality control. Every NAEP team member has
a clearly defined role and is responsible for ensuring that errors do not enter the system.
Westat has a comprehensive process in place to ensure checking and rechecking all team
members’ work. In the rare situation where you are forced to take over an assignment or
task for another team member, it is your responsibility to see that the work you do is
checked by another team member so the quality control process remains intact.

7. NAEP Quality Assurance Activities
A. QCB

The QCB is an important document used throughout the assessment process. 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. Throughout this manual,
additional information about the QCB can be found.

B. Student Sampling Summary Report

Once listings of students have been E-Filed through the MySchool website or manually
entered using the SDS, the student demographic data undergo a series of statistical checks.
Any checks that result in a warning message are printed on a Student Sampling Summary
Report, which you will review with the school coordinator during the preassessment visit.
You will record notes about major revisions to student demographic data in the QCB.

C. NAEP QC Missing Student Demographic Data Retrieval

It is our goal that all data on the Administration Schedule be complete. Throughout the field
period Westat will send you and your field manager messages specifically identifying the
students at each school for whom you will need to follow up with the school coordinator to
obtain information. Detailed procedures for responding to these messages will be provided
prior to the beginning of assessments.
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D. School Visits by NCES, ETS, Pearson, NAEP State
Coordinators, and Westat

Staff members from NCES, ETS, Pearson, NAEP state coordinators, and Westat will
regularly conduct scheduled quality control visits to schools on assessment day. The main
purpose of the site visits is to ensure that the procedures before, during, and after the
assessment administration are being conducted according to NAEP standard procedure.

E. Quality Assurance Visits by HUmMRRO

NCES has contracted with Human Resources Research Organization (HumRRO) to conduct
independent quality assurance (QA) activities throughout the NAEP test cycle. A large
portion of HUmMRRO’s QA activities includes visiting training and assessment locations. The
locations of assessment observations are selected from a comprehensive listing of all
testing sites and the selection represents schools from across the country, as well as
schools of various sizes. Particular NAEP staff members are not targeted for observation.

School visits are an integral and necessary part of NAEP’s quality control program, and this
check has been designed to obtain an overall evaluation of how well the field procedures
are being followed by all field staff.

A HUMRRO staff member will contact the field manager (or other contact provided by
Westat) affiliated with each selected site visit location via telephone to inform him/her the
site has been selected for QA observation. At that time, he/she will discuss the details of the
visit and make arrangements to meet the team on the day of the assessment.

F.  School Visits by Your Field Manager

In addition to the observations by NAEP staff, your field manager will conduct school visits
to observe each assessment team periodically throughout the assessment period. These
visits will be scheduled with you in advance. The purpose of the field manager visit is similar
to that of the NAEP staff visits. The field manager will observe each assessment team and
check that all administrative procedures conducted by the assessment team are carried out
according to proper procedure. The field manager will also be available during these visits to
answer questions that school staff may have about NAEP and to assist the NAEP team as
necessary with assessment procedures.

G. Follow-up Telephone Calls

As an additional QC check, your field manager and other Westat staff will call a subset of
schools within several days after the assessment date to review with the school coordinator
how the session(s) went and to obtain suggestions and comments about NAEP
assessments.
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8. Goals of the NAEP 2007-2008 Training Program

Ensuring the data you collect is of the highest quality has always been the top priority for
NAEP. It is critical that the procedures for collecting data are followed exactly as NAEP
intended.

As a supervisor, many of your responsibilities directly affect the reliability and accuracy of
the data collected. NAEP has procedures in place that ensure the data you collect have
statistical validity.

Statistical validity means the data collected are accurate and reliable, and have been
collected in a uniform manner across schools. NAEP goals for 2007-2008 reflect
important priorities:

Ensure Statistical Validity Through Quality Control.

Each piece of data you collect or procedure you carry out that affects statistical validity will
also be double-checked by someone other than yourself for accuracy. QC checks are an
integral and necessary part of NAEP’s quality assurance program. The checks are designed
to ensure the integrity of NAEP assessments, to identify and correct potential errors, and to
guide corrective actions, when necessary. As a supervisor, you are responsible for
supervising AAs and ensuring the accuracy of their work by conducting a series of QC
checks throughout each assessment. Your field manager is also responsible for the quality
control of the work you do, and will conduct a series of QC checks as well.

Promote the NAEP Code of Ethics.

The NAEP Code of Ethics is a set of principles that NAEP expects all staff to abide by when
administering the assessment and collecting NAEP data. The Code outlines the three
principles—accuracy, integrity, and respect—that guide all NAEP procedures and the
actions of all NAEP staff. The Code also outlines how these principles are reflected in NAEP
procedures and in the actions of its staff.

Protect the Security and Confidentiality of NAEP Materials.

NAEP materials contain sensitive information that must be protected in many different ways.
Some information cannot leave the school, some information can only be seen by field staff
that have signed the Affidavit of Nondisclosure, and some information must be destroyed
entirely. The terms “security” and “confidentiality” refer to specific ways this information must
be treated by field staff. These are outlined in greater detail at later points in this manual, as
well as the AA Manual.
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9. Manual Format

There are a series of icons used throughout the manual. The table below identifies the icons
and their meanings.

This icon indicates the task you are about to complete impacts the
statistical validity of the assessment. Expect these items to have a
quality control procedure attached to them.

This icon indicates a quality control check or “QC check” will be
required.

This icon indicates the NAEP materials you are working with must be
kept secured and/or confidential.

This icon indicates the data must be entered in the School Control
. System (SCS) website. Details for entering data in the SCS are
- provided in Appendix A, the SCS User’s Guide.

Voices of Experience:

These boxes offer tips and practical advice from experienced NAEP
staff who have honed their skills in the field.

SUPERVISOR MANUAL — FT




Chapter 1 Summary

Upon completing this chapter, you should now be able to:

e describe NAEP’s background and characteristics;

e describe NAEP’s organizational structure;

e describe the NAEP program for 2007-2008;

® provide an overview of the supervisor’s role and responsibilities;

e understand your assignment of schools and materials receipt schedule;
e understand NAEP’s security and confidentiality policies;

e describe NAEP’s quality assurance activities;

e describe the goals of this training program; and

e describe the manual’s format.
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UNDERSTANDING
NAEP MATERIALS

The information described in this chapter is presented in the order of materials, forms,

and letters you will need for assembling the Preassesment Packet and preparing the

School Folder.

1. NAEP Forms and Materials

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

Chapter Item

Item Letter Page #
Accommodation Teacher Letter 5D 2.57
Administration Schedule 3C 2.24
Assessment Booklets (and Ancillary Materials) 5A 2.50
Assessment Information Form 4D 2.47
Bulk Security Checklist 4F 2.49
Bundle Slip 4E 2.48
Certificates of Appreciation (School and Student) 3H 2.40,2.41
E-File Roster 3F 2.38
Important NAEP Materials Label 2K 2.19
Inclusion Worksheet 3D 2.35
Instructions for the School Coordinator Brochure 2A 2.3
Instructions for the School Computer Administrator Brochure 2L 2.19
Logistics Questionnaire 2H 2.14
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UNDERSTANDING NAEP MATERIALS

List of NAEP Materials in Alphabetical Order (continued)

Chapter Item

Item Letter Page #
NAEP 2008 Publications
®  Frameworks 2.44
® [T Sample Questions Booklet 4B 2.44
® Teacher's Guide to NAEP 2.45
NAEP Storage Envelope and “Destroy By” Postcard 21, 2] 2.15,2.16
New Enrollee Listing Form and Instructions for Sampling New Enrollees 3E 2.36
Parent/Guardian Notification Letter 2G 2.12
Quality Control Booklet (QCB) 3B 2.22
Roster of Questionnaires 2E 2.9
School Folder (and School Folder Transmittal Form) 3A 2.20
School Staff and Teacher Questionnaires 2C 25,26
SD and/or ELL Questionnaires 2D 2.7
Session Debriefing Form 5E 2.59
Session Scripts and Question-by-Question Specifications 5B 2.52
State Information Form 4A 2.43
Student Information Report 2B 2.4
Student Sampling Summary Report 3G 2.39
Teacher Notification Letter 4C 2.46
Teacher Observer Letter 5C 2.55
U.S. Department of Agriculture Letter and Confidentiality Agreement 2F 2.10,2.11
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2. Preassesment Packet Materials

Preassassement activities take place before, during, and immediately after the
preassessment visit to the school. Before you schedule a preassessment visit you will need
to prepare a packet of preassessment materials that will be sent to the school coordinator
and prepare the School Folders. Descriptions of the materials and forms you will need to
complete the Preassessment Packets are described below beginning with the Instructions
for the School Coordinator brochure. Preparing the School Folders is described in section 3.

A. Instructions for the School Coordinator Brochure

This tri-fold, two-sided color 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 you to record the date and time of the
preassessment visit once you have arranged for it during your Scheduling Telephone Call,
which is described in chapter 6. Refer to chapter 5 for more detailed information about how
to fill out this brochure before including it in the Preassessment Packet.

ACTIVITIES TO COMPLETE ACTIVITIES TO COMPLETE

PREASSESSMENT PACKET

u WHAT IS NAEP? COMPLETING PREASSESSMENT ACTIVITIES FOR NAEP 2008

X_SD/ELL Roster of Questionnaires
Tracksthe SD and L. Ques lonnaires ssigned to

X_U.S. Department of Agriculture Letter

Co X_Parent Notification Letter
B .

NAEP requires all parents of s 218108

X_Logistics Questionnaire Sally J J
sallyjones@naepmailwestat.com

X_NAEP Storage Envelope
Store your NAEP materials insid 555-5556-1234
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B. Student Information Report

UNDERSTANDING NAEP MATERIALS

The Student Information Report is a session-level document designed to replicate the
Administration Schedule (page 2.24). 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.

NAEP-2008/FT STUDENT INFORMATION REPORT
Central Middle School 122-122-2 Session # FT0801
- B - E- - G- H- I- - L

LINE # STUDENT NAME :ggfn GRADE | MOB ‘ YoB SEX ETRH"*\‘?(ETY NSLP sp ELL
[ 1 | ALZATE, TYLER WALTER [ 51 [ o8 | 10 Jaees | 1 | 1 [ 1 [ =2 [ =2 ]
[ 2 ] AYERS, ADAM ANTHONY [ 51 | o8 | o1 Ja99a | 1 | 1 | 1 | =2 | =2 ]
[ 3 ] BAKER, IRISL. [ 51 | o8 | 11 Jaeea | =2 | 1 | 1 | =2 | =2 ]
[ 4 | BARKSDALE,BRIANAC. [ 51 | o8 | 12 Jaee3 | 2 | 1 | 1 [ =2 [ =2 ]
[ 5 ] BECK, ALEXJ. [ 51 [ o8 | 03 J19oa | 1 | 1 [ 1 | =2 [ =2 ]
[ 6 | BECK, DANIELLE MARIE [ 51 | o8 | o7 Ja99a | 2 | 1 | 1 | =2 | =2 ]
[ 7 ] BISHORTRICEZETTEDONISE | 51 | o8 | o5 |199a | 2 | 1 | 1 | =2 | =2 |
[ 8 | BLANCHARD,THOMASODEL | 53 | o8 | o8 Ja1e9a | 1 | 1 | 1 | =2 | =2 |
[ 9 | BOYER, DAVON DANIEL [ 51 [ o8 | o1 Jaooa | 1 | 1 [ 1 | =2 [ =2 ]
[ 10 | BRADFORD, ERIN ELIZABE [ 53 | o8 | o0a J199a | 2 | 1 | 1 | 1 | =2 ]
[ 11 | BURNETT, KEOSHA NYERA [ 51 | o8 | 12 J1993 | 2 | 1 | 1 | o | =2 ]
[ 12 | CANTINE, JARAAD ALLEN [ 51 | o8 | o9 Jagoa | 1 | 1 | 1 | =2 | =2 ]
[ 13 | CAVISTON, MELISSA ANN [ 53 | o8 | o6 [199a | 2 [ 1 | 1 [ =2 [ =2 ]
[ 14 | CLEMMONS,BRANDONJARELL | 51 | o8 | o2 J1994a | 1 | 1 | 1 | =2 [ =2 ]
[ 15 | COBLE, KRISTIN [ 51 | o8 | 03 J199a | 2 | 1 | 1 | =2 | =2 ]
[ 16 | COWDEN, AMANDA LYNN [ 51 | o8 | 10 J19e3 | 2 | 1 | 1 | =2 | =2 ]
[ 17 ] pavIS, CIERA MARIE [ 52 | o8 | o1 Jioa | =2 | 1 | 1 | =2 | =2 ]
[ 18 | DAVIS, TANISHA V. [ 51 [ o8 | o8 J19oa | 2 | 1 [ 1 | =2 [ =2 ]
[ 19 | DECKMAN,JOSHUAPATRICK | s2 | o8 | o5 Ja199a | 1 | 1 | 1 | =2 | 1 |
[ 20 | DIXON, ROOSEVELT TERR [ 53 | o8 | 12 J1993 | 1 | =2 | 3 | =2 | =2 ]
[ 21 ] ELUS. BRIA QUIANA [ 52 | o8 | 10 Ja9e3a | 2 | 1 | 3 | =2 | =2 ]
[ 22 | ESPINOZA, JAVIER [ 53 [ o8 | o4 J199a | 1 | 3 [ 3 [ =2 [ =2 ]
[ 23 | FERERRO, KELBY RYAN [ 53 [ o8 | o7 Jaooa | 1 | 1 [ 1 | =2 [ =2 ]
[ 24 | FISHER, BENJAMIN [ 53 | o8 | o9 J199a | 1 | 1 | 1 | =2 | =2 ]
[ 25 | FORD, DILLAN WESLEY [ 52 | o8 | 11 Jaee3 | 1 | 1 | 1 | =2 | =2 ]
[ 26 | GARRIDO, ROMINA NOELLE [ 52 | o8 | o1 Jaoea | 2 | 1 | 1 | =2 | =2 ]
[ 27 | GOMEZWICK,REBEKALILIA | 52 | o8 | o6 |1990a | 2 | 3 | 3 | =2 [ =2 ]
[ 28 | GRAY, CHRISTIAN [ 53 | o8 | 03 J199a | 1 | 1 | 1 | =2 | =2 ]
[ 20 | HABTE, GABRIELLA [ 52 | o8 | 10 J1993 | 2 | 1 | 1 | =2 | =2 ]
[ 30 | HALL, FRANKLIN JOSEPH [ 52 | o8 | o4 Jaooa | 1 | 1 | 1 | =2 | =2 ]
[ 3 | HARDING,JACOBALEXANDER | 52 | o8 | o1 [1994a | 1 | 1 | 1 | =2 | =2 |
[ 32 | HARRINGTRON,JOSHUARYA | 53 | 08 | o9 J1994 | 1 | 1 | 1 | =2 [ =2 ]

STUDENT DEMOGRAPHIC CODES

Sex: 1=Male; 2=Female | SD: 1=Yes; 2=No, 9=Information unavailable ELL: é;\fé”f‘jl'gniizngg:z ELL

Race/Ethnicity National School Lunch Program (NSLP)

1=White, not Hispanic 5=American Indian/Alaska Native 1=Student not eligible 4=School not participating

2=Black, not Hispanic ~ 6=Other 2=Free lunch 9=Information unavailable

3=Hispanic 7=School does not collect this information 3=Reduced price lunch

a=Asian/Pacific Islander 9=Information unavailable

There is one Student Information Report for each session and it is to be included in each
school's Preassessment Packet. This year, in most cases, Preassessment Packets will be
assembled before the Administration Schedule will be available; therefore, we are providing
the Student Information Report(s) to the schools for review prior to and during the
preasessement visit. Instructions for reviewing this document with the school coordinator
during the preassessment visit are presented in chapter 7.
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C. School Staff and Teacher Questionnaires

The NAEP questionnaires are the only documents used to collect detailed background
information from teachers, principals, or other school administrators.

This year there are four types of NAEP questionnaires for school staff members:

® School Questionnaire;
® Teacher Questionnaire;
® SD Questionnaire; and
® ELL Questionnaire.

These questionnaires will be used to collect additional information for NAEP. School staff
may complete all questionnaires either online or by hand. Online questionnaires are located
on the MySchool website at www.mynaep.com or at the website printed on the
guestionnaire cover. When possible, remind school coordinators to encourage school staff
to complete questionnaires online. Directions for accessing the websites are printed on the
cover of each questionnaire. The instructions to the school coordinator for distributing and
collecting the SD and ELL Questionnaires are printed on the right-hand side of the SD/ELL
Rosters of Questionnaires.

%

2008 School
- NAEP Grade12 Questionnaire
o NATIONALASSESSMENT (School Characteristics and Policies)
z ERB[RRE[N

RN

naepa.com
% 2008 School I
NAEP Gradeg Questionnaire

NATIONAL ASSESSMENT (School Characteristics and Policies)
Qost

OF EDUCATIONAL
PROGRESS scHoOL #

EERN

i = -

:/lwww.naepg.com

2008 School S ——
NAEP Grade4 Questionnaire

(School Characteristics and Policies)

%

NATIONAL ASSESSMENT
OF EDUCATIONAL
PROGRESS

Directions For School Staff

ionnaire online* by going to hittp:/fwww:naepg.com
aie b

958 — 236855 - 7
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UNDERSTANDING NAEP MATERIALS

NAEP Teacher Questionnaires

The Teacher Questionnaire collects information about a teacher's background
characteristics, educational training, and instructional practices. There are four distinct
Teacher Questionnaires this year:

® Grade 4 Reading/Mathematics/Science (combined),
e Grade 8 Reading
® Grade 8 Mathematics

® Grade 8 Science

All grade 4 and grade 8 teachers who teach the subject(s) being assessed to students in the
selected grade will be asked to complete a questionnaire. There are no Teacher
Questionnaires at grade 12 this year. As with the School Questionnaire for grades 4 and
8, you will give the Teacher Questionnaire to the school coordinator during the
preassessment visit to distribute to the required teachers.

%

2008 Science

NAEP Grade8 Teacher

— Questionnaire
NATIONAL ASSESSMENT

OF EDUCATIONAL Qo8
PROGRF

J’L 2008 Mathematics .
NAEP Grade 8 Teacher ]

- . .
- Questionnaire
.- NATIONAL ASSESSMENT

- OF EDUCATIONAL Qo83

‘?K; 2008 Reading s
NAEP Grade 8 Teacher

—_— Questionnaire
OF EDUCATIONAL Q987

j’L 2008 Teacher D]]D]] .
NAEP Grade4 Questionnaire baf

NATIONAL ASSESSMENT (Reading, Mathematics, Science) b:/Avww.naepg.com
OF EDUCATIONAL Q977
PROGRESS TEACHER # SCHOOL #

(1

urn it to the school coordinator.

Directions For School Staff

Complete the questionnaire online* by going to http://www.naepg.com
Please complete the questionnaire by

* If preferred, use a#2 pencil to complete this hardcopy version and return it to the school coordinator.

DONOT USE
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The table below shows the questionnaires that will be administered in 2008.

Questionnaire type Subjects Available online?
NAEP School Questionnaire 4,8,12 N/A Yes
NAEP Teacher Questionnaire 4 Reading, Mathematics, and Science Yes
NAEP Teacher Questionnaire 8 Reading Yes
NAEP Teacher Questionnaire 8 Mathematics Yes
NAEP Teacher Questionnaire 8 Science Yes
SD Questionnaire 4, 8,12 N/A Yes
ELL Questionnaire 4,8,12 N/A Yes

D. SD and ELL Questionnaires

New to NAEP this year is the availability of SD and ELL Questionnaires online. The school
coordinator or staff member most knowledgeable about the SD and/or ELL student has the
option of completing the questionnaire on hard copy or online. The school staff member
completing the questionnaire online will go to www.naepg.com. Once the questionnaire is
completed but before the preassessment visit, the school coordinator will print the Inclusion
Worksheet Report, located on the main page of the naepg.com website. At the
preassessment visit you will collect the completed hard copy questionnaires and the
Inclusion Worksheet Report, and transcribe the results onto the Inclusion Worksheet.

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
each SD and/or ELL student should complete this questionnaire.

You will prepare the SD and ELL Questionnaires and include them with a photocopy of the
preprinted SD/ELL Roster of Questionnaires in the Preassessment Packet before it is sent
to the school.

You will use the completed questionnaires to fill out the Inclusion Worksheet (see page 2.35)
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 processing the SD and ELL Questionnaires and the Inclusion
Worksheet during the preassessment visit is provided in chapter 5.
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UNDERSTANDING NAEP MATERIALS

2008
EP English Language L ear ner
NATIONAL ASSESSMENT (EL L) Qu&lonnalre

OF EDUCATIONAL Q-990
PROGRESS

Directions For School Staff For NAEP Supervisor Use Only
Complete the questionnaire online* by going

10 hittp:/Www.naepd,com ELL Confirmation Box

& This student confirmed ELL.

Please complete the questionnaireby: /. @ This student confirmed no longer ELL.
This questionnaire is to be completed by the person at your SCHOOL #
school most knowledgeable about how this student is Dj] D
tested in the state assessment selected below.
Student Demographic Information
This student will be assessed in (from columns E and F on Administration Schedule)
a Math @ Reading & Science Birth Date Sex

Questions 2-6 and 9 require you to reference the subject Djl D:I D
the student will be assessed in NAEP. Please respond to

those questions based on the subject indicated above. o e 3 Femaie
* If preferred, use a#2 pencil to complete this hardcopy Student Booklet ID

(from column N on Administration Schedule)

[TTTIL]

Session Number  Admin Sched

version and return it to the school coordinator.

Line #

2008

EP Student with Disabilities
NATIONAL ASSESSMENT (SD) Qu%tl Onnal re %%% %%%
OF EDUCATIONAL Q-991 DD DD
PROGRESS Slole) 5o O
OO®@D [BGlolo)]
Directions For School Staff For NAEP Supervisor Use Only IGIGIO) GIGIO)
- . P i ) . DDD DDOD
Complgte the questionnaire online* by going SD Confirmation Box = =
to http://www.naepq.com o
is student confirmed SD. OO O
Please complete the questionnaire by: ____/ @ This student confirmed no longer SD.
information A projec ofthe nstitute of Education Sciences
This questionnaire s to be completed by the person at your SCHOOL # vé%ﬁslﬁé :::‘E‘3552]‘];35‘J;iiii:i%iﬁ:ﬂ:l“z:if?i‘??:f;l?
school most knowledgeable about how this student is Djj D erming the onlyand il bo kept ticly confdentl,
tested in the state assessment selected below. s:mu;ﬂ;ﬂﬁ ar Rl s 'y Pearson NCS EN-17XXRKK.00L:654321
Student Demographic Information oo iR s
This student will be assessed in (from columns E and F on Administration Schedule)
@ Math @® Reading & Science Birth Date Sex

Questions 2-6 and 9 require you to reference the subject DI:I Djl Dl

the student will be assessed in NAEP. Please respond to
Month Year 1=Male

those questions based on the subject indicated above. 2=Female
* 1f preferred, use a#2 pencil to complete this hardcopy Student Booklet ID
version and return it to the school coordinator. (from column N on Administration Schedule)

[ TTT10]

Session Number Admin Sched
<
I DO NOT USE Admin Use On |y
N~
3 [ [} L]
N
® ®©®® cololo)
9 DODOD ODOD
DDOD DODD
| DOD DO
— >DDD DD D
g OO GlelS)
®®® ®>®®
DDD DDD
®DD ODD
OO OO®
According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information A project of the Institute of Education Sciences.

min por fructions, search existing data resources, gather the data  accurate, and timely. The inormation you provide s being collected for esearch purposes
needed, and complete and review the information collection. If you have any comments concerning the  only and wil be kept strclly confidental

790 - Approval Expires 05/31/2010
/ex® forms by Pearson NCS EM-L7XXXX 001:654321

of Education, Washington, D.C. 20202-4651. I you have comments or concerns regarding the status of
your individual submission of this form, write directly to: NAEPINCES, U.S. Department of Education, 1990
K Street N.W., Washington. D.C. 20006-5651.
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E. Roster of Questionnaires

The Roster of Questionnaires is the document that links the completed NAEP school staff
guestionnaires to the principals and teachers of sampled students. Therefore, it is important
that the Rosters are completed correctly to ensure that questionnaire data are linked to the
correct teachers and schools. If incorrect information is recorded on the Roster, the final
NAEP results will not be accurate.

There are four versions of the Rosters:

® Grade 4 Roster of Questionnaires;

® Grade 8 Roster of Questionnaires;

® Grade 12 Roster of Questionnaires; and

® Grade 4, 8, and 12 SD and/or ELL Roster of Questionnaires.

All Rosters are preprinted this year by Pearson with each school’'s name and ID number.
You will receive the appropriate school-specific Roster from Pearson to place in the School
Folder. You will be responsible for further completing the Roster before the preassessment
visit, as described in chapter 5.

The front of the grade 4 and 8 Rosters contains the tracking information for the School and
Teacher Questionnaires. The back of each of these Rosters also contains the tracking
information for additional Teacher Questionnaires.

The SD and ELL Rosters will be preprinted by Pearson with school and student information.
You will send a copy of the school’'s SD and/or ELL Roster with the required SD and/or ELL
Questionnaires to the school coordinator in the Preassessment Packet.

The front of the Grade 12 Roster contains the tracking information for the School
Questionnaire. Because there are no Teacher Questionnaires at grade 12, the remainder of
the Grade 12 Roster contains tracking information for SD or ELL Questionnaires for grade
12 students. As with the SD and/or ELL Roster, if the school has any SD or ELL students,
the student information will be preprinted on the Grade 12 Roster by Pearson.

2008 sewoou [T T T T[]
Field Test Page. of
Thisform must be SD and/or ELL Roster SCHOOL NAME:

completed in No. 2 pencil
CITYISTATE:

nnnnnn ed ‘Schoal C

Ly
99-
99-
99-
99-
99-
99-
99-
99-
99-
99-
99-
99-
99-
99-

|y

olo|olo|o|lo|o|o|o]o|o|o|o|o|F
olo|o]lo|o|lo|o|o|o]o|o|lo|o|o|z
olo|o|lo|olo|oflo|o|lo|oflo|o]o|&
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UNDERSTANDING NAEP MATERIALS

F. 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 released during the student list submission
process by the school, district, or state in the fall of 2007. However, if some of 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 5.

Page 2

In accordance with the statute, school food authonties are not required to disclose eligibility
information. This is a State and local decision,

Sincerely,

) USDA
2 =

United States

FoR Department of - [TE; Scplember 15. 2006
Agriculture
STANLEY C. GARNETT Foodand MEMO CODE: $P-33-2006
Director Lutition
SUBJECT:  Alfirmation of Policy on Limited Disclosure ol Children's Lligibility

Child Nutrition Division All 1 9 % h .
101 Park information to the National Assessment of Tducational Progress (NAEP)
Center Drive
St TO: Regional Dircetors

Special Nutrition Programs

All Regions

State Agencies
Child Nutrition Programs
All States

The administrators of the NAEP have asked (hat we remind school [ood authoritics that (hey
may disclose, without parent/guardian consent. children’s names and eligibility status
(whether they are eligible for free meals or free milk or reduced price meals) to persons

directly d with the admini. ion or enfor of a Federal or State education
program, as permitted by section 9(b)(2)(C)(iii) of the Richard B. Russell National School
TLunch Act. Persons directly d to the admini: ion or enf of NAEP are

authorized recipients of children’s free and reduced price meal eligibility status because
NALP is a Federal cducation program. Additionally, school food authoritics may disclose
children’s names and cligibility status to persons dircetly conneeted with the administration
or entoreement of State educational assessment programs to the extent that the Statc
assessment is part of the NAED or the assessment program is established at the State, not
local level. Other State education programs alsa are cligible to have aceess Lo participants’
names and eligibility status, without parent/guardian consent, but the program must be
established at the State. not local level

“I'he term “persons directly connected” for the purpose ol disclosure to NALP includes
Federal, Stale and local program operators responsible for NAEP program administration or
program compliance and their contractors. This does not imply that these persons have
routine aceess to participants' eligibility status. There must be'a "noed to know” for
legitimate NAEP purposcs.

We recommend that school food authorities inform households if they plan to disclose or use
eligibility 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 hoth the school food authority and NAEP officials. as appropriate.
that the agreement identify the entity receiving the information, describe the information to
be disclosed and how it will be used, deseribe how the information will be protected from
unauthorized uses and disclosures, and deseribe the penaltics for unauthorized disclosure.

AN EQUAL OPPORTUNITY EMPLOYER
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NSLP Confidentiality Agreement

provide the eligibility information to the NAEP Official.
Both parties understand that:

selected to participate in NAEP.

states that:

Code.”

IS

U.5. Department of Education: NAEP Official:

UNITED STATES DEPARTMENT OF EDUCATION
INSTITUTE OF EDUCATION SCIENCES

NATIONAL CENTER FOR EDUCATION STATISTICS

Agreement Between NAEP Officials and School Food Authority Regarding
Collection of Free and Reduced Price Meals Data

Under this agreement, a NAEP Official, as an agent of the National Center for Education Statistics (NCES), U.S.
Department of Education, shall collect the eligibility status for free or reduced price meals for the children sampled
for the National Assessment of Educational Progress (NAEP). An agent of the School Food Authority shall

o The School Food Authority shall provide the eligibility status to the NAEP Official for those children

e The NAEP Official shall adhere to Section 303 of the National Assessment of Educational Progress
Authorization Act, Title III of the Education Sciences Reform Act of 2002, 20 U.S.C. 9621, which

o NCES shall use the eligibility information as part of the federal administration of NAEP under the
requirement to “include information on special groups, including, whenever feasible, information
collected. cross tabulated, compared, and reported by...socioeconomic status.” NCES uses
eligibility for free and reduced price meals as a proxy for socioeconomic status.

o NCES may “only collect information that is directly related to the appraisal of academic
achievement, and to the fair and accurate presentation of such information.™

o “The Commissioner for Education Statistics shall ensure that all personally identifiable information
about students, their academic achievement, and their families, and that information with respect to
individual schools, remains confidential, in accordance with section 552a of title 5. United States

«  Under the Privacy Act of 1974 (scction 552a of title 5, United States Code), should there be a case of
unauthorized disclosure, civil action may be brought against the U.S. Department of Education.

School Food Authority:

Peppy Carr

(Address) ( Address)

Washington, DC 20006

\ 2
(Signature) (Signature) {Signamre)
{Name) {Name) {Name)
Associate Commissioner
(Title) (Title) (Title)
Mational Center for Education Statistics
(Crganization) (Organization) {School)
1990 K Street NW, 8" Floor

{Address)

(City, State, Zip} (City. State, Zip)

(Cily, State, Zip)

Oy mission is to ensure equal access o education and to promote educational excellence troughout the Nation,
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UNDERSTANDING NAEP MATERIALS

G. Parent/Guardian Notification Letter

The No Child Left Behind Act requires that parents of students sampled for NAEP
assessment be notified that their child has been selected and that participation is voluntary.
NAEP has developed a sample Parent/Guardian Notification Letter (shown on the following
page) for schools to use or modify as necessary. Schools are encouraged to print the letter
on their school letterhead before sending to parents. While signed consent is not a NAEP
requirement (although some schools, districts, or state 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. This information can be
found on the State Information Form. 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 received the letter from their gaining cooperation
supervisor (GCSV). You will also send a copy of the appropriate (either state specific or
generic) Parent/Guardian Notification Letter to schools in the Preassessment Packet.

You are required to collect a dated copy of the Parent/Guardian Notification Letter before
assessments can be conducted in the schools. Sometimes schools notify parents by
including a statement about NAEP in a newsletter and this is acceptable. You should keep a
copy of the newsletter in the School Folder as a record.

NAEP State Coordinators have posted the appropriate Parent/Guardian Notification Letter to
be used by each of their sampled schools in Step 2 of the MySchool website. In some
states, the schools can modify the Sample Parent/Guardian Notification Letter provided by
the NAEP State Service Center. In other states, the state has prepared a specific letter that
the schools must use without modification. It's important that you include the correct letter in
each school's Preassessment Packet.

Again, the appropriate letters are posted in Step 2 of MySchool. Go to MySchool and access
one of the sampled schools in your assignment from a particular state. From Step 2,
download the letter posted for that school. You can make copies of that letter to include in
the Preassessment Packets for each school in that state.
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PARENT/GUARDIAN NOTIFICATION LETTER

NOTE: Please circle: “your child may be/has been randomly selected to take the assessment.”

(School Letterhead)

Dear Parent or Guardian:

We are pleased to tell you that our school has been selected to represent schools across the Nation by
participating in the National Assessment of Educational Progress (NAEP). NAEP is given by the U.S.
Department of Education and tells us what American students know and can do in key subject areas. It is
the only ongoing nationally representative assessment that provides this valuable information.

NAEP has been given in schools nationwide for more than 30 years. You may have taken the assessment
yourself when you were in school. The results are published in a report called The Nation's Report Card
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 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/nationsreportcard. 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

H. Logistics Questionnaire

The Logistics Questionnaire is sent to schools in the Preassessment Packet. This document
contains questions related to the assessment day logistics. These questions were previously
asked at the end of the preassessment visit, and, this year, the school coordinator has the
option of completing them ahead of time in order to make the visit shorter. If the school
coordinator does not complete the questionnaire before the preassessment visit, the
qguestions are reprinted in your Quality Control Booklet (QCB) for you to ask the school
coordinator during the next visit.

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

NAEP 2008 Logistics Questionnaire —Field Test
Please complete the following questions to help us plan for the upcoming NAEP
assessment in your school.

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

How should we dismiss students when the asses
and the materials have been collected and accou

So that we may be more sensitive to the needs o
you please tell us if there have been any traum)
affected your school, students, or community in tl

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 scheduled that might inter

session, such as a fire drill or assembly? Is there a room where the assessment team may work until it is time

to go the assessment locations?

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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l. 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.

You will send a NAEP Storage Envelope to the school coordinator in the Preassessment
Packet of materials. This envelope will stay at the school throughout the assessment period
and will be used by you and the school coordinator to store various assessment related
documents, such as Administration Schedules, Rosters, and completed school and staff
guestionnaires. 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.

ScheodlD 12 E-1 22-2
Sechipol Name _isan Middks Schoal
City, State: _Caklaed FL_17345

Ax rerusied. e NAEP Starags Emmlops
containing e Administaton Schedubss), student
ists and other NASP matenal was desroyed n:
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UNDERSTANDING NAEP MATERIALS

J. “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
PR D OFOM O AEAE O NECESSARY
IF MAILED
IN THE
UNITED STATES
——
—
BUSINESS REPLY CARD | ——
—
—
FIRST CLASS PERMIT NO. 433 ROCKVILLE, MD EE—
I
POSTAGE WILL BE PAID BY ADDRESSEE —
—
NAEP
C/O WESTAT

1650 Research Boulevard
Rockville, MD 20850-9973

% SchoollD1 2 2-122-2
School Name _ Dixon Middle School
N EP City, State _Oakland, FL 12345

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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For your reference, the table below summarizes the materials and forms needed for preparing
the preassessment packets, the quantity needed, and the purpose of the document.

Document hame

Preassessment Packet Materials

Quantity

Purpose of document

Instructions for the School
Coordinator Brochure

One per school

Instructions to the school coordinator
for preparing NAEP materials and
coordinating assessments with the
supervisor.

Instructions for the School
Computer Administrator Brochure

One per school

Communicates the computer
requirements for the SICT to the
school’'s computer administrator.

Student Information Report

One per session

Master list of students selected for
the assessment. Given to schools in
place of the Administration Schedule.

SD/ELL Roster of Questionnaires

One per grade for each grade 4 and

Used to assign and track each of the

(copy of the original) grade 8 school with assigned SD SD and ELL Questionnaires.

and/or ELL Questionnaires
Grade 12 Roster of One for each grade 12 school Used to assign and track each of the
Questionnaires SD and ELL Questionnaires and the
(copy of the original) Grade 12 School Questionnaire.

School Questionnaire

One for each grade 12 school

Used to collect data about school
characteristics for NAEP.

SD Questionnaire

One for each student on the
Administration Schedule identified
as having a disability

Collects important information about
a student’s disability.

ELL Questionnaire

One for each student on the
Administration Schedule classified
as an English language learner

Collects important information about
a student’s English language
proficiency.

U.S. Department of Agriculture
Letter

One per school

Authorizes the disclosure of the
NSLP information for the selected
students.

Parent/Guardian Notification
Letter (Generic or State-Specific
Version)

One per school

Explains the assessment and its
importance to parents or guardians
of students selected for the
assessment. May be modified to
satisfy No Child Left Behind
notification requirement and any
parental notification requirements of
the district and school.

Logistics Questionnaire

One per school, also found in the QCB.

Outlines assessment day logistics.
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UNDERSTANDING NAEP MATERIALS

Preassessment Packet Materials (continued)

Document name Quantity Purpose of document

NAEP Storage Envelope One per school Used by the school to hold the NAEP
material needed by the NAEP team
on assessment day and for storage
of the material at the school following
the assessment.

“Destroy By” Postcard One per school Alerts Westat that the NAEP Storage
Envelope and its contents have been
destroyed.

Important NAEP Materials Label One label per Preassessment Alerts the school personnel that this

Packet is a NAEP-specific package, which

has important NAEP materials.
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K. Important NAEP Materials Label

The supervisor affixes one Important NAEP Materials Label to the preassessment packet
before sending. This label alerts the school personnel that this is a NAEP-specific package,
which has important NAEP materials.

L. Instructions for the School Computer Administrator Brochure

In addition to the materials listed in sections A-K, if a school is selected for Science Interactive
Computer Tasks (SICT), you must also include the Instructions for the School Computer
Administrator brochure in the Preassessment Packet. The brochure is intended for the school
computer administrator to read to acquaint themselves with the software and hardware
requirements for the computers to be used in SICT and it details several tasks the computer
administrator needs to complete prior to the preassessment visit. The front cover gives an
overview of the SICT component of Field Test and highlights the most important tasks the
computer administrator is responsible for. The inside section details the specific actions the
computer administrator is involved in (sometimes performing tasks themselves, sometimes
assisting you), when those tasks need to be accomplished, and contains detailed instructions
of how to prepare the ADMIN computer so it is ready for the preassessment visit. The back
cover contains several questions and answers explaining why NAEP requires certain
configurations on the computers used for the SICT component of Field Test.

CHECKLIST OF SYSTEM ACTIVITIES
Vi

INSTALLATION OF PROCTOR CACHING SOFTWARE
Thee b " .

N e T e— v

Instructions for the

School Computer Administrator

Interactive Compater Task Component of Feld Test

Computer Administrater Responsibilities

ANSWERS T0 ANTICIPATED OUESTIONS

rtene

COMPUTER ADMINISTRATOR DUTIES
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UNDERSTANDING NAEP MATERIALS

3. School Folder Materials

A. School Folder and School Folder Transmittal Form

The School Folder, shown on the following page, contains the most critical set of documents
in the assessment process. There are three versions of the School Folder, one for each
grade. For easy identification, grade 4 folders are blue, grade 8 folders are dark green, and
grade 12 folders are yellow.

Nonpublic school folders have already begun to be assembled by the GCSVs. You will
receive a manila-colored folder for each cooperating school. The folder will have a personal
note to you with information unique to each school and any promises or understandings that
have been made in advance of your taking over the responsibility of the school. These notes
are meant to make the transition easier for everyone and to assure that all confidences are
kept and the transfer will in no way jeopardize the cooperation status of the school. After
reading the note, you may remove it from the folder. It is not meant to be kept in the folder
as part of the documents. If you have any questions you may contact the GSCYV for further
clarifications. Our goal is to keep every nonpublic school happy and work with them to have
a successful assessment day. Do not push these schools to E-File or send you lists of their
students if they are at all hesitant. It is better to sample in the school than to lose the school
because of a misunderstanding.

Since the nonpublic folders may have comments or notes written on the covers themselves
it is recommended that you make a new colored folder for each nonpublic school and slip
the entire manila folder inside of the new one. You may also receive folders from closed,
ineligible, and refusing nonpublic schools. If you do receive any of these folders, you may
set them aside until all folders are returned at the end of the project. They do not need to
have colored folders made up for them.

For all cooperating schools in your assignment you will prepare an appropriate folder. Begin
by affixing a preprinted label containing the school name, address, region, area, and state,
as well as the school coordinator name and contact information, if known. This label can
easily be read while the folder is closed.

Next insert or staple a School Folder Transmittal Form inside each folder. As you add
materials to the folder, initial each row to indicate the document is enclosed. The top half of
the transmittal form will serve as a checklist for you to be sure you have all the materials you
need for your preassessment visit. The next section will be used after the assessments are
complete to return the folder to your field manager. When your field manager receives the
folder he/she will check to be sure all rows have been initialed or have a comment to ensure
that all steps have been completed.
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Grade 8

NAEP 2008 SCHOOL FOLDER - FT

Grade 8

PLACE LABEL HERE
TERRITORY: REGION:

T DATE.

AREA:

SUPERVISOR:

SUPERVISOR: Please complete the following information:

FIELD MANAGER:

SCHOOL TYPE (circle one):  PUBLIC

SCHOOL NAME:

NONPUBLIC

STUDENT LIST TYPE (circle one);

E-FILE  FAX/MAIL COLLECTED BY NSC

SCHOOL ID#:

ADDRESS:

SCHOOL

SD Quest

PRINCIPAL;

ELL Ques

SCHOOL COORDINATOR:

LANGUA

PHONE:

MATHEM,

FAX:

QUESTIONNAIRES

SCIENCE|

E-MAIL;

SESSION NUMBERS:

Please complete

IT D.

School Folder Transmittal Form - FT

School Name:

D#:

Supervisor: Be sure the following documents are in this School Folder
before visiting the school for the preassessment visit

Initial EACH ROW to
indicate document
is enclosed

Comments

Quality Control Booklet with label attached

Original Administration Schedule for each session

Preprinted Inclusion Worksheet, f applicable

SDIELL Roster of Q@ it applicable

Instructions for Sampling New Enrollees

New Enrollee Listing Form

Original List of All Students in the Grade Submitted for Sampling (E-File Roster)

Field Sampling Line Numbers, if applicable

COMMENTS:!

MAKEUP REQUIRED

NUMBER OF REGULA

NUMBER OF SEPARA

NUMBER OF AAs: __|

SHIPMENT TRACKING ON BACK OF

SUPERVISOR MANUAL — FT

Student Sampling Summary Report, f applicable

School Certficate of Appreciation and Folder

Preassessment Packet FedEx Airbill Receipt (if applicable)

If Grade 8 or 12: White name labels provided by Pearson for use on the Student Certificates

Student Booklet ID labels (if sampled after 11/25/07)

Nonpublic School Recruitment Documents, if applicable

Supervisor: Be sure the following documents are in this School Folder
before delivering it to the Field Manager after the assessment

Initial EACH ROW to
indicate document
is enclosed

Comments

Completed Quality Control Booklet

Photocopy of each Schedule (without names)

Photocopy of the SD/ELL Roster (without names). if applicable

Inclusion Worksheet (without names), if applicable

Dated Parent Notification Letter sent by school

Instructions for Sampling New Enrollees

Student Sampling Summary Report, i applicable

Signed Teacher Observer Letters, if applicable

Signed Accommodation Teacher Letter, if applicable

Completed Session Debriefing Forms (one per session)

Field Sampling Line Numbers, i applicable

Nonpublic School Recruitment Documents, if applicable

Field Manager: Be sure all documents above are included before final
shipment to the NAEP Warehouse. Include the following materials if
applicable.

Initial to verify
School Folder
contains all
required documents

Comments

Telephone Follow up QC Form, if applicable

In-Person Observation Form, if applicable

Field Manager: Be sure all documents above are included before final
shipment to the NAEP Warehouse.

nitial to verify
School Folder
contains all
required documents

Comments

Treviewed this School Folder and verlly that all the information above is included.

WHITE: School Folder ~ GREEN: FIELD MANAGER

8/22/2007

YELLOW: SUPERVISOR




UNDERSTANDING NAEP MATERIALS

B. 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 receive 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 (shown below) unique to the school. It is a requirement of your job as a
supervisor to complete the QCB for each school. If multiple grades in a school are selected
in a school, you will complete one QCB per grade. 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 Education 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 seven parts:

e 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;

® part 2 consists of a script for you to follow as you conduct the preassessment visit and
instructions for completing your preassessment visit activities;

® part 3 contains the Assessment Booklet Preparation Record, used to evaluate each
AA’s preparation of the assessment booklets;

® part 4 contains the Assessment Quality Control Record, used to evaluate the
performance of each AA during assessment activities at the school,

® part5is the Makeup Session Worksheet;

® part 6 consists of a questionnaire for conducting the School Coordinator Debriefing
Interview after the assessment; and

® part 7 consists of the Computer Administrator Debriefing Form.

Detailed instructions for using each of these parts are provided throughout the manual.
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NAEP 2008 - FIELD TEST
QUALITY CONTROL BOOKLET

School Information Contact Summary
School ID #: Region: __ Area: PAV Conducted By:
Assessment Date:
School Name:
School Address: Date Completed:
Telephone #:
Principal: Assigned AAs:
School Coordinator:
Telephone #:
Sessions:

Science Interactive Computer Tasks (SICT): YES / NO
Science Hands-on Tasks (HOTs): YES / NO

Take-All: YES / NO

Student Sampling Summary Report? YES / NO

| Schedule for Regular Assessment Sessions |
Session | # of Students Date Time Location Assigned AA
#

: Schedule for Accommodation Sessions |
Group # # of Students Date Time Location Assigned AA
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