It has already been determined whether the parents of selected students have been notified
of the NAEP assessments; however, it is necessary to determine if parents of sampled new
enrollees have been notified.

If the parents of sampled new enrollees have been notified, simply check the “Yes” box in
item 4H-2 and continue with item 4H-3.

If the parents of sampled new enrollees have not been notified, check the “No” box and urge
the school coordinator to notify these parents as soon as possible. Remind the school
coordinator that if parents of these newly selected students are not notified prior to
assessment day, the assessment for these students will have to be rescheduled. You will
need to arrange a callback to verify that the notification has been sent.

4H-3. When were the parent notifications sent?

®= Record the date sent.

The date on the Parent/Guardian Notification Letter lets you know when the letter was
prepared; however, it is necessary to know, more specifically, when the notification was
sent. Ask the school coordinator for this information.

4H-4. How were the parents notified?

Read list and check one.

Was a letter mailed home?
Was a letter sent home with students?
Was a notice posted in a newsletter?

Or was some other
way used?

O ooag

® Record other method.

Ask how the parents were notified. Read the options provided in item 4H-4 and check one.
If the school coordinator answers “some other way used,” you will need to record the
method used.

4H-5. Were notifications sent to only the parents of the sampled students or to
parents of all of the students in the grade?

-

O Parents of sampled students only.

O Parents of all students in the grade.

Ask the school coordinator if only parents of sampled students were notified or if the parents
of all students in the grade were notified. Check the appropriate box in item 4H-5. If this is a
take-all school, since both conditions apply, select “Parents of all students in the grade.”
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CONDUCTING THE PREASSESSMENT VISIT

In 4H-6 ask if any parents refused.

4H-6. Did any parents refuse?

O Yes
[0 No

To complete Procedure 4H, record the date you receive the signed, dated Parent/Guardian
Notification Letter copy in item 4H-7.

4H-7.
" Record the date you receive the dated Parent/Guardian Notification Letter copy.

4. Make Assessment Arrangements.

In Procedure 4l, you will schedule the assessment sessions. The procedure begins with a
list of materials you will need to complete the task:

In order to complete this task, you'll need:

v Administration Schedule(s)

If grade 12, School Visit Summary and Volunteer Certificates (if needed)
Teacher Notification Letter

Teacher's Guide (one per Teacher Questionnaire)

Sample Questions Booklets and Frameworks, if necessary

If grade 8 or 12, Student Appreciation Certificates

N N NN

If separate accommodation sessions, Inclusion Worksheet

You will begin this procedure by determining the student grouping for “take all” schools. The
label on the front cover of the QCB will inform you if the school is a “take all.” If it is, ask the
school coordinator if the students should be grouped by homeroom or in another way.
Record how the school would like the students grouped in 41-2. If school is selected for
Science HOTs, SICT, or a split session refer to section 41-7 for instructions.

41-1. = Review QCB label and check one.
[0 School is a “Take-All” school. * Continue with 41-2.
[0 School is NOT a “Take-All" school. * Gotodl4.

4]-2. Please tell me how you would like students grouped on assessment day.
Students can be grouped by homeroom or another way.

[0 Homeroom
[0 AnotherWay ——* Specify:
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In item 41-3, you will review column C on the Administration Schedule(s) for student locator
information. Any blanks in the column need to be filled in if students are to be assessed in
their homerooms. If students are to be assessed in their homeroom or other intact class, you
will need to reorganize the Administration Schedules after the visit. Procedures for this are
in Appendix |. Item 41-3 provides a space for you to record any notes that are pertinent to
how the school would like the students grouped.

41-3. = Review column C on the Administration Schedule(s) for locator information.
Column C is blank on
[0 Administration ®  Record locator for each student.

Schedule(s).

Column C is completedon  w  Agk school coordinator to verify the locator for

[ Administration each student and make any corrections.
Schedule(s).

Record any notes about how students should be grouped.

Item 41-4 of Procedure 4l is specific to grade 12 public schools. To enourage student
participation, NAEP State Coordinators met with the school principals of selected grade 12
public schools to discuss specific strategies to maximize NAEP assessment attendance by
grade 12 students. Most of these contacts occurred during the summer.

In late fall, you visited these schools and met with the school coordinators to review plans
for maximizing student participation and engagement.

You will verify which, if any, of these strategies the school intends to implement in order to
boost participation by grade 12 students and record the details in item 41-4 of the QCB.

Some schools may elect to use NAEP Certificates of Volunteer Service or student letters. If
so, give them to the school coordinator now.
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CONDUCTING THE PREASSESSMENT VISIT

41-4. |F SCHOOL IS GRADE 12: Review the Grade 12 School Visit Report for scheduling
strategies that were discussed in the fall and enter details below about how
meeting outcome activities will be implemented.

®= |f volunteer certificates and/or student letter will be used, verify number and leave
them with the school coordinator.

[0 PREPARATION ACTIVITES DETAILS:
v' Senior meeting
v' School website/newspaper

v' Faculty meeting
v' Other

0 FLEXIBILITY IN SCHEDULING DETAILS:
v/ Start time
v" Multiple start times
v' Certain day of the week
v' Other

[0 STUDENT NOTIFICATION DETAILS:

v'  Student letter

v Announcement

v" NAEP Student Video
v Other

0 INCENTIVES DETAILS:

v' NAEP Certificate of Volunteer Service
v' School incentives (pizza party, prizes)
v' Other

It's now time to make assessment arrangements. The date of the school’s assessment has
already been scheduled, so now you will work with the school coordinator to set a time and
location. Begin with the regular FT sessions.

4]-5. FOR REGULAR FT SESSIONS: Now I'd like to verify the date(s) and set the time and
location for each of the regular and accommodation sessions scheduled for
your school. My records show that we will be conducting (number)
regular assessment session(s) in your school on

(assessment day).

Each regular session will take approximately 90 minutes.

Let’s start with the regular session(s). As I name the session, please tell me at
what time we can begin with the students and where the session can be held.

= Record the start time and location for each regular session on the front of the QCB.
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Next, schedule the time and location of separate accommodation sessions. You should plan
all regular sessions and one separate session to be conducted at the same time. Additional
accommodation sessions should be scheduled after the regular sessions are completed. If
the school only has two separate accommodation sessions and two regular sessions, you
may schedule them simultaneously as long as you have an AA on your team available.
These sessions may take longer then 90 minutes, so keep that in mind when scheduling the
location. Record the time and location of the accommodation sessions on the QCB cover.

4]-6. IFSICTONLY or HOTS ONLY WILL BE HELD:

As | name the session, please tell me at what time we can begin the session with the
students and where the session can be held. These sessions will all take about 90
minutes.

Schedule start time mid-morning in order to prepare computer lab.

IC session (number) Science Interactive Computer Tasks Only.
SH session (number) Hands-on Tasks Only.

[0 Yes, all students tested at once.

[ No, all student cannot be tested at once. Record number of groups with
staggered start times

s Record the start time and location of the front of the QCB.
m Discuss staggered start times if all students cannot be tested at once.

It is possible that you will need to plan for separate Science HOTs, SICT, or split Science
HOTs/SICT sessions. During your visit with the school coordinator, you will need to plan for
extra space, depending on the sessions.

When planning for assessment space, keep in mind the following guidelines:

e Science HOTSs sessions should be conducted in a room where students have more
desk space to spread out their hands on tasks. Make sure that all students completing
the Science HOTs sessions have equal work space. Slanted desks will not work.

e SICT and Science HOTSs will be conducted in separate rooms.

® For students who receive a booklet for two SICT or two Science HOTSs tasks, they will
remain in the same room the entire time.

e Combined Science HOTs and SICT sessions will need two rooms set aside on assessment
day. Students could spend half the assessment in the computer lab and then must be
moved to a designated classroom to complete the Science HOTSs, or vice versa.
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CONDUCTING THE PREASSESSMENT VISIT

41-7. IF SPLIT SESSIONS:

For the C1 and C2 sessions, I will need to schedule two rooms: the computer
lab and a classroom to conduct the hands-on tasks. We will move the students
from one room to the other in order to complete both the computer section and
the science kit. I would like to schedule the sessions mid morning in order to
prepare the computer lab.

Please tell me at what time we can begin the session with the students and
where the session can be held. These sessions will take about 90 minutes

each.

C1 session (number) Science Interactive Computer Tasks is First /
Hands-on Tasks Second

C2 session (number) Hands-on Tasks First / Science Interactive

Computer Tasks Second

Reminder: If the students are completing HOTs, request that the desk are
not slanted.

Now that you have scheduled the times and locations for the sessions, you will need to transfer
this information to the Teacher Notification Letter. The assisting AA can perform this task.

41-8. |F SEPARATE ACCOMMODATION SESSIONS WILL BE HELD: We've also determined that we

will need to conduct (number) separate accommodation session(s). Some
of these sessions may take longer than 90 minutes if the student(s) need extra
time.

As I name the session, please tell me at what time we can begin the session
with the students and where the session can be held.

m Read the separate accommodation sessions as grouped on the Inclusion
Worksheet. Record the start time and location for each accommodation on the front
of the QCB. Accommodation sessions should start in the afternoon.

Occasionally, a school will refuse an accommodation session due to scheduling or staffing
problems (e.g., if the student requires the test be administered by a school staff member but
that staff member is not available). In these instances, students assigned to that session will
be coded Administration Code “45 — Accommodation scheduling problem” on the
Administration Schedule.
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41-9. Teacher support for NAEP is very important. We find that the more teachers are
aware of NAEP, the better our student attendance is for the assessments. For
this reason we provide schools with a Teacher Notification Letter. This letter
briefly explains NAEP and lists the date, time, and location of the assessment.

Please distribute this letter to your [4/8"/12""] grade teachers along with the
names of the selected students so the teachers can plan accordingly. I also
have a supply of the Teacher’s Guide to NAEP publication that you can
distribute to teachers. This guide provides detailed information about NAEP
that is of specific interest to teachers.

®  Give the Teacher Notification Letter to the school coordinator along with the
Teacher’s Guide to NAEP publications. Provide as many Teacher’s Guides as there
are Teacher Questionnaires.

®  Remind the school coordinator that if he/she will make a copy of the School
Information Report, block out the demographic data since some of the data are
confidential.

® Record the start time and location for each regular and accommodation session on
the Teacher Notification Letters now. !

The Teacher Notification Letter briefly explains NAEP and specifies the dates, times, and
locations of the assessment sessions. The school coordinator may copy this letter and
provide it to all the teachers in the selected grade.

Also, provide copies of the Teacher’s Guide to NAEP publication, which includes detailed
information about NAEP of specific interest to teachers. You should leave one per Teacher
Questionnaire.

41-10. [ Frameworks and/or Sample Question Booklets and/or fall

packet were distributed by the NAEP State Coordinator. * Goto4l-11.
No Frameworks and/or Sample Question Booklets and/or fall e Conti
packet have been distributed. Skl

IF FRAMEWORKS AND SAMPLE QUESTIONS BOOKLETS ARE TO BE DISTRIBUTED: I also have
a set of subject Frameworks for you. Your teachers may be interested in
reviewing these Frameworks.

Here [is a/are] Sample Questions Booklet(s) for grade [4/8/12] for you [and
your principal]. You can show the booklet(s) to parents or other interested
parties who have questions about the NAEP assessment.

IF FALL PACKET IS TO BE DISTRIBUTED: Here are some informational materials for
you to share with the teachers.

= Distribute Measure Up and Teacher DVD.
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CONDUCTING THE PREASSESSMENT VISIT

If the NAEP State Coordinator has not already done so, give the school coordinator a set of
Frameworks and the NAEP Sample Questions Booklet. The Frameworks describe the test
design and the content of the reading, mathematics, and science assessments and the
Sample Questions Booklet provides the NAEP background questions and rationales.

If the fall packet is to be distributed, provide the teacher DVD and Measure Up newsletter.

If this is a private school, you will need to distribute sample questions, frameworks, and the
Measure Up for private schools to the school coordinator.

41-11. IF GRADE 8 OR 12: I have brought Student Appreciation Certificates to inform
selected students of the time and location of the assessment and to thank them
in advance for their participation. Also, students selected for math that have a
section that requires a calculator, must bring their own calculator to the
assessment. We will have calculators available for students who don’t have a
calculator or forget theirs. These certificates notify students of the type of
calculator they can use. Before I leave today, I will prepare the certificates for
distribution. If you choose, you can distribute the certificates to the selected
students before assessment day.

m Record how the school will notify students if the school coordinator elects not to use
the certificates.

For grades 8 and 12, show the school coordinator the Student Appreciation Certificates.
Explain these certificates may be used to inform selected students of the time and location
of the assessment and to thank them in advance for their participation. The school is not
required to use them. If the school does use the certificates, you or the assisting AA will
prepare them and leave them for the school coordinator. If the school elects not to use the
certificates, record in item 41-12 how the school will notify students. (Remember that you will
distribute the certificates to grade 4 students at the end of the assessment session.)

Explain to the school coordinator that students respond more positively to the assessment
when they know it has the backing of the school administration. Ask if it is possible to
include an announcement to encourage students to do their best or to possibly have a staff
member introduce the assessment at the beginning of each session.
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41-12. We have found that students respond more positively when they know that the
assessment has the backing of the school administration. We encourage a
teacher to stay in each room during the assessments.

Is it also possible for the principal or another school staff member to encourage
students to do their best on NAEP during the daily announcements or to be
present at the beginning of each session to introduce the assessment and
reinforce its importance to students?

O Yes = Record details.

O No

In Item 41-13, you will explain to the school coordinator that a makeup session must be
scheduled if less than 90 percent of the students are present and participate on assessment
day.

41-13. NAEP guidelines stipulate that a makeup session must be scheduled if less
than 90 percent of the students per session are present on assessment day. It
is critical that every effort be made to ensure that all students who are in
school and selected for the assessment attend the sessions. If needed, I'll
discuss makeup arrangements with you as part of our session debriefing
interview on assessment day.

You will ask the school coordinator where the NAEP Storage Envelope will be located when you
arrive on the day of the assessment. Finally, ask where you will be able to locate the school
coordinator when the assessment sessions are complete to conduct a debriefing interview.

41-14. The materials we have completed today will be placed in the red NAEP
Storage Envelope that was included in your Preassessment Packet. We will
need to access the NAEP Storage Envelope as soon as we arrive on
assessment day. In the event that you are unavailable when we arrive, where
will the NAEP Storage Envelope be stored and which staff person can retrieve
it for us?

Location:
Staff Person:

Following the assessment, the supervisor is responsible for conducting a short debriefing interview
with the school coordinator and provide him/her with a completed NAEP Storage Envelope.
In 41-15, you will record instructions for locating the school coordinator after the assessment.
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