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2C. Update Missing or Incorrect Student Demographic Data. 
 
In Procedure 2C, you will update student demographic data on the Administration 
Schedule(s). The procedure begins with a list of materials you will need to complete the 
task:  

 
 
The Instructions for the School Coordinator brochure requested the school coordinator enter 
missing or incorrect data directly on the Student Information Report(s). During your 
independent work, you will transfer any corrections and/or additions from the Student 
Information Report(s) to the Administration Schedule(s). The changes you make to the 
Administration Schedule(s) will be reviewed with the school coordinator during your visit. 

 
 
To complete item 2C-1, look at columns E-H on the Administration Schedule(s) to determine 
if there is any missing information. If columns E-H are complete, check the “There is no 
missing demographic data” box and go to item 2C-2. 

If missing demographic data was filled in by the school coordinator, transfer the missing 
information from the Student Information Report(s) to the Administration Schedule(s). You 
may have the AA complete this task. 
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To complete item 2C-2, review the Student Information Report(s) to determine if corrections 
to information were made by the school coordinator. If corrections were made, you or your 
assisting AA will transfer those corrections from the Student Information Report(s) to the 
Administration Schedule(s) and check the box “Corrections have been made on the Student 
Information Report(s) by the school coordinator.” If there were no corrections, indicate so in 
the QCB and continue with Procedure 2D.  

2D. Update SD and ELL Classifications. 
 
In Procedure 2D, you will update SD and ELL classifications. The procedure begins with a 
list of materials you will need to complete the task:  

 
 
The Instructions for the School Coordinator brochure requested the school coordinator 
record any change in SD or ELL classifications directly on the Student Information 
Report(s). Make any noted revisions to the Administration Schedule(s). Changes will be 
verified with the school coordinator during the visit. 

 
 
First, indicate in item 2D-1 if there have been changes to the SD and ELL codes on the 
Student Information Report. If so, continue on to item 2D-2. If there have not been any 
changes to SD or ELL codes, go to Procedure 2E. 
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At item 2D-2, you are looking for students who are newly classified as SD or ELL. If any 
students who were coded “4” for “No” in the SD or ELL columns are now classified as SD or 
ELL, you will enter a “1,” “2,” or “3” for “Yes” in column J labeled “Final SD Code” or column L 
labeled “Final ELL Code” on the Administration Schedule as shown in the following exhibit. 

  
Prepare the appropriate SD and/or ELL Questionnaires for these newly classified students. 
Add them to the SD/ELL Roster of Questionnaires. You will give the questionnaires to the 
school coordinator during the scheduled visit. 

You will also add newly classified SD and/or ELL students to the Inclusion Worksheet by 
recording the student’s name, session/line numbers, subject, SD/ELL status, and 
accommodation code. 
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At item 2D-3 you are looking for students who are no longer classified as SD or ELL. If any 
students who were coded “1,” “2,” or “3” in the SD or ELL columns are now no longer 
classified as SD or ELL, you will enter a “4” for “No” in column J labeled “Final SD Code” or 
a “2” in column L labeled “Final ELL Code” on the Administration Schedule. If the school 
coordinator indicates the ELL student is now classified as “Formerly ELL (monitored for AYP 
reporting)” which means the student has achieved full English proficiency within the previous 
2 years and the state includes formerly ELL students in its AYP reports, the student should 
be coded as “formerly ELL” or code “3” in column L. If you are allowed to use code 3 in your 
state, it will be noted on the State Information Form. Contact your field manager if you have 
any questions about using this code. 

Place a line through the student’s name on the SD/ELL Roster of Questionnaires if the 
student is no longer classified as SD or ELL. Also, shade the “Not Needed” oval in the 
Returned column for these students. If you have already received the completed 
questionnaire for a student, record “No Longer Classified” on the front cover and set it aside. 

Students no longer classified as SD or ELL should be removed from the Inclusion 
Worksheet as well. Do this by lining through the student’s name on the worksheet. 

2E. Transcribe SD/ELL Questionnaire Data Onto Inclusion Worksheet. 
 
In Procedure 2E, you will transcribe information found in the SD and/or ELL Questionnaires 
onto the Inclusion Worksheet. The procedure begins with a list of materials you will need to 
complete the task:  

 
 
The Instructions for the School Coordinator brochure instructs the school coordinator to 
distribute and collect the completed SD and/or ELL Questionnaires. In this part of the work, 
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you will only transcribe the SD and/or ELL Questionnaire data onto the Inclusion Worksheet. 
You will review this information with the school coordinator during the scheduled visit. You 
may have your assisting AA complete this work; however, be sure to perform a quality 
control check for accuracy. 

 
 
Procedure 2E begins by asking you to check the appropriate box in item 2E-1. If the school 
coordinator returned some or all of the SD and ELL Questionnaires, you will indicate as 
such and continue with item 2E-2. 

If there are missing SD or ELL Questionnaires or if there are questionnaires for newly 
classified students or new enrollees classified as SD or ELL that have not yet been 
completed, enter the number of incomplete or missing questionnaires in item 2E-1 and 
highlight the names of the students on the Inclusion Worksheet. Continue to item 2E-2 for 
the completed questionnaires you have received. 

If there are no SD and/or ELL Questionnaires in the school, indicate this and continue to 
Procedure 2F. 

 
 
Item 2E-2 requires you to transfer information from any completed SD and/or ELL 
Questionnaires to the Inclusion Worksheet. To do this, take the first SD or ELL 
Questionnaire and open it to the question 3 on page 5. Then transcribe the accommodations 
bubbled in column A of the questionnaire chart onto the Inclusion Worksheet as shown in 
the following exhibit. 
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Next, look at the answers to questions 5 and 6 on page 6 in the SD or ELL Questionnaires. 
If either question is answered “A” for “Yes,” place a checkmark in the Inclusion Worksheet 
column titled “Include with only NAEP permitted accommodations” as shown in the following 
exhibit. 
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If the answers to questions 5 and 6 on page 6 in the SD or ELL Questionnaires are “B” for 
“No,” place a checkmark in the Inclusion Worksheet column titled “Exclude” as shown in the 
following exhibit. 
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