PREPARING
SCHOOL FOLDERS AND
PREASSESSMENT PACKETS

Conducting the preliminary activities gives you an opportunity to become familiar with the
documentation used throughout the assessment process and the schools you will be visiting
for the preassessment visit. Preliminary activities, including preparing School Folders and
Preassessment Packets, occur in December 2007. In chapter 2, you were introduced to the
contents for the preliminary activities. In this chapter, you will learn how to prepare the
School Folders.

Procedure 1. Prepare School Folders

1A. Overview of Preparing School Folders.

In November and December 2007, you will prepare the School Folders for each cooperating
and pending public and private school in your region. In each School Folder you will place
all of the forms and materials required for completing all aspects of the assessment, from
making the initial contact with the school coordinator to documenting the preassessment
and assessment visits. Some materials will be generic and others will be school-specific.
Review table 5.1 for a complete list of materials you will need to prepare the School Folders.

1B. Schedule to Receive School Folder Contents.

The School Folders will contain many different documents and the contents may vary from
school to school. Some of the contents in the School Folder will come from Westat, while
others will be shipped to supervisors from Pearson. When you receive them, it is your
responsibility to check that every School Folder contains the documents listed at the top of
the School Folder Transmittal Form shown on following page.
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PREPARING SCHOOL FOLDERS AND PREASSESSMENT PACKETS

School Folder Transmittal Form - FT

School Name: ID #:

Initial EACH ROW to
indicate document Comments
is enclosed

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

Quality Control Booklet with label attached

Original Administration Schedule for each session

Preprinted Inclusion Worksheet, if applicable

SD/ELL Roster of Questionnaires, if 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

Student Sampling Summary Report, if applicable

School Certificate 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 LN ISela] [ory Comments

before delivering it to the Field Manager after the assessment |nd|_cate CLCTTIES
is enclosed

Completed Quality Control Booklet

Photocopy of each Administration 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, if applicable

Signed Teacher Observer Letters, if applicable

Signed Accommodation Teacher Letter, if applicable

Completed Session Debriefing Forms (one per session)

Field Sampling Line Numbers, if applicable

Nonpublic School Recruitment Documents, if applicable

Initial to verify Comments
School Folder
contains all
required documents

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

Telephone Follow up QC Form, if applicable

In-Person Observation Form, if applicable

Field Manager: Be sure all documents above are included before final R (ST
. School Folder
shipment to the NAEP Warehouse. e el

required documents

| reviewed this School Folder and verify that all the information above is included.

WHITE: School Folder = GREEN: FIELD MANAGER YELLOW: SUPERVISOR

8/22/2007
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Table 5-1. Contents of School Folders

Contents of School Folders Received From Westat
tem | Estimatedamival

School Visit Report (Grade 12)

December 11, 2007

Generic

School Folder

December 11, 2007

Grade-specific

School Folder Labels

December 11, 2007

School-specific

School Folder Transmittal Form December 11, 2007 Generic
Quality Control Booklet (QCB) December 11, 2007 Generic
New Enrollee Listing Form December 11, 2007 Generic

QCB Label

December 11, 2007

School-specific

Original list of all students in the grade (E-File Roster)

December 11, 2007

School-specific

School Appreciation Certificate

December 11, 2007

School-specific

School Certificate Folder

December 11, 2007

Generic

School ID Labels (10 per school)

tem | Estimatedariva

Administration Schedule for each session

December 11, 2007

December 18, 2007

School-specific

Contents of School Folders Received From Pearson

Preprinted School-specific
Blank* Generic
SD/ELL Roster of Questionnaires* (Grade 4 or 8) December 18, 2007
Preprinted School-specific
Blank* Generic
School/Teacher Roster of Questionnaires** (Grade 4 or 8) | December 18, 2007
Preprinted School-specific
Blank* Generic
Grade 12 Roster of Questionnaires** December 18, 2007
Preprinted School-specific
Blank* Generic
School Questionnaire (Grades 4, 8, & 12) December 18, 2007 Generic
Teacher Questionnaire (Grades 4 or 8) December 18, 2007 Generic

Preprinted white labels for preparing the Student
Appreciation Certificates (Grades 8 or 12)

December 18, 2007

School-specific

*

k%

send the prepared School Folders.

k%%

You will receive blank Administration Schedules and Rosters for schools that are sampled after 11/25/07.
You will prepare blank Grade 4 and 8 School and Teacher Questionnaires in a separate box at the same time you

SD/ELL and Grade 12 Roster of Questionnaires will be placed in both the School Folders and the Preassessment
Packets. Once you have prepared the SD/ELL and Grade 12 Questionnaires and Rosters (see section 2F), make
copies of each of the Rosters for the Preassessment Packet and place the originals in the School Folder.
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PREPARING SCHOOL FOLDERS AND PREASSESSMENT PACKETS

1C. Affix the Appropriate Labels to the School Folder.

You will be sent two labels from Westat for the School Folder. One label is for the tab of the
School Folder and displays the school name and the school ID nhumber which the NAEP
warehouse will use to receive the folders at the end of the field period. Place this label on the
front of the folder tab so all of the information can be easily read while the folder is closed.

The second label is for the front of the School Folder and displays the:
® assessment date,

® school type (public or nonpublic),

® school name,

® school ID number,

® school address,

e principal name (if recorded in the School Control System [SCS]),
® school coordinator name (if recorded in the SCS),

e telephone number,

e fax number (if recorded in the SCS),

® e-mail address (if recorded in the SCS), and

® Session Numbers.

Place this label on the left side of the School Folder’s front cover in the boxed area
containing the instruction “Place label here.”

In addition to these School Folder labels, you will be sent 10 school-specific labels printed with
the school name and ID number to affix to the various documents included in the School Folder.

/ N\

Grade 8 NAEP 2008 SCHOOL FOLDER - FT Grade 8

SUPERVISOR: Please complete the following information:
TERRITORY: 34 REGION: FL-4 AREA: 5
SUPERVISOR:

ASSESSMENT DATE: 02/18/2008
FIELD MANAGER:

SCHOOL TYPE : PUBLIC
STUDENT LIST TYPE (circle one):  E-FILE ~ FAXIMAIL  COLLECTED BY NSC
SCHOOL NAME: Dixon Middle School

SCHOOL ID#: 122-1222
Qy. QUESTIONNAIRES REQUIRED FOR THIS SCHOOL

ADDRESS: PO BOX 5949/3900 STANSBURY AV

OAKLAND, FL 21010 —_ |SCHOOL Grade 8

PRINCIPAL: Silvia Thomas SD Questionnaire

SCHOOL COORDINATOR: ELL Questionnaire

PHONE: (123) 111-0530
—__ |LANGUAGE ARTS TEACHER Grade 8
FAX:

E-MAIL: | MATHEMATICS TEACHER Grade 8

QUESTIONNAIRES

SESSION NUMBERS: FT0801 SCIENCE Grade 8

SV: Please complete this information before sending to your FM:

IT DATE: TIME:

MAKEUP REQUIRED (circle one): ~ YES NO REFUSED ~ DATE:
COMMENTS;

NUMBER OF REGULAR SESSIONS: ___NUMBER OF HOTS/ICT SESSIONS _

NUMBER OF SEPARATE ACCOMMODATION SESSIONS:

NUMBER OF AAs:

SHIPMENT TRACKING ON BACK OF FOLDER
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1D. Record Information on the Front of the School Folder.

Record as much school information as possible on the right side of the front of the School
Folder, including:

® recording your name (supervisor’s);

e circling the Student List Type (E-File, fax/mail, collected by NAEP State Coordinator);
and

e recording the number of questionnaires required for this school (SD, ELL, teacher, or
school, if applicable).

For public schools, the NAEP State Coordinators should have entered

the number of subject area teachers for the sampled grade into the SCS

1 " from data collected on the School Data Collection Form. For nonpublic

' ‘ schools, you can get this information from the Nonpublic School Data
Collection Form. If this information has not been entered into the SCS for
nonpublic schools, enter it at this time (see the SCS User’s Guide).

1E. Affix the Appropriate Labels to the Quality Control Booklet (QCB).

Prepare the QCB by affixing the QCB school information label to the front cover. This label
displays the following information:

e school ID number,

® region and area,

® assessment date,

® school name and address,

e school telephone number,

e principal name (if recorded in the SCS),

® school coordinator name (if recorded in the SCS),
® school coordinator telephone number (if recorded in the SCS),
® Session Number(s),

e Science Interactive Computer Tasks (SICT) yes/no,
e if the school is identified as take-all, and

e f there is a Student Sampling Summary Report for the school.
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PREPARING SCHOOL FOLDERS AND PREASSESSMENT PACKETS

1F. Print the Necessary Forms to be Placed in the School Folder.

Some of the materials to be placed in the School Folder will not be sent to you from Westat
or Pearson and will need to be printed from the School Data System (SDS) or the SCS. In
the table below, print each of the following materials for each school before assembling the
School Folders. For the Student Sampling Summary Report, supervisors will be sent an
email when this report has been generated.

Printable Forms

From
SDS or SCS? Estimated availability date
Inclusion Worksheet (by school or by session) SDS After student sampling begins
Student Sampling Summary Report SCS After student sampling begins
Instructions for Sampling New Enrollees SDS After SDS data for each school is
transmitted

®  E-Sampled Schools
®  SDS-Sampled Schools

Field Sampling Line Numbers SDS After SDS data for each school is
®  E-Sampled Schools transmitted

®  SDS-Sampled Schools

Student Booklet labels (for schools sampled after SDS After SDS data for each school is
11/25/07) transmitted

Some supervisors include a list of sampled students printed by session in the
School Folder to give to schools with the Teacher Notification Letter. If you want
to provide such a list, be sure it includes only the student names with no
demographic information. This type of list is available from the SDS. See
Appendix B (SDS User’s Guide) for more information about printing student lists
from the SDS.

1G. Place Forms and Materials in the School Folder and Prepare the School
Folder Transmittal Form.

Each item required for the School Folder is listed below:

® School Folder Transmittal Form;

e QCB (with label attached);

e original Administration Schedule for each session;

e preprinted Inclusion Worksheet (printed from SDS after student files are downloaded);

e original Rosters of Questionnaires (School/Teacher and SD/ELL);
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® Instructions for Sampling New Enrollees;

e New Enrollee Listing Form;

e original list of all students in the grade (E-File Roster);

® Field Sampling Line Numbers;

e Student Sampling Summary Report (if applicable);

e school Certificate of Appreciation (in the certificate folder);

e Grade 12 School Visit Report (if applicable);

® Preassessment Packet FedEx airbill receipt (to track Preassessment Packet)

e preprinted white labels for preparing Student Appreciation Certificates (if Grade 8 or 12);
e student booklet labels (for schools sampled after November 25, 2007); and

e private school recruitment documents, if applicable (listed below in Section 1H).

As you insert each item into the School Folder, you should initial the appropriate column on
the School Folder Transmittal Form indicating that the item is in the folder. Record the
school ID number on the top of the transmittal form. After the assessment is complete, tear
off the yellow copy and place the other copies in the school folder.

1H. School Folder and Materials for Private Schools.

The School Folders for private schools contain several forms and pieces of information
developed specifically for private school recruitment that are not found in the School Folders
for public schools. These forms will already be included in the School Folder when delivered
to you from your field manager. The forms you find in the School Folders for private schools
are for your reference only, although you are encouraged to carefully read through and
familiarize yourself with the information contained in these forms and note any specific
requirements noted in the School Folder. Review the Private School Log as this form
contains specific or special information the school coordinator has requested of NAEP staff
on assessment day.

The gaining cooperation supervisor is expected to communicate with you about any special
circumstances related to the private school prior to the preassessment visit and will ask you
to take out these forms and review them together. At the end of the assessment period the
Westat home office staff analyzes these documents to develop and improve recruitment
strategies for securing private school participation in NAEP.
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PREPARING SCHOOL FOLDERS AND PREASSESSMENT PACKETS

The following forms in the private School Folder should remain in the School Folder and include:
® Private School Log,

e School Data Collection Form or Diocese Data Collection Form,

® Gaining Cooperation Tracking Form,

® Materials Checklist,

® Internet Search Form, and

®  Special Situation Form.

NAEP 2008
SPECIAL SITUATION FORM
‘SCHOOL NAME:
scHooLD pye
RECRUTTER . DATE.
FIBLD MANAGER
(sessions to be condncted and/ar the munber of students to be amessad in this
tidon
INTERNET SEARCH RESULTS
S
NAEPID,
— e it Al
I
GAINING COOPERATION TRACKING FORM
— .
MATERIALS CHECKLIST FOR SCHOOL FOLDERS
)L NAME
o . . -
oy b - Dioooso Nems, Tertury: GCREGION.
e aciool flder, Al 10 keep e Superrisor Region: A
‘school folder. Finalty, b i i ‘schocl i it
i i iy rinls, write it down. ________ NAEP2017-2008 IOCESE DATA COLLECTION FORM
“PLACK PRRFRINTED DIOCISE LARTL NERE. AT TS GO D | DATE FOLDER RECEIVED
'How to use the checklist: Once you customize your mailing, take a fow mingtes to DICEED ENTER IN §05 AS APPROPRIATE¢
indicate the materials you inchuded in the FedEx Envelope, Use the code in the box below |_DATE FOLDER RECEIVED
[RIMARY TO ALTERNATE_
Code
1 =Finst Mafling . . . .
v ‘Supervisor: Teitory:, Region:
CV = Comvervion Vigit
PAV =Preassessment Vi 'NAEP 2007-2048 NONPUBLIC SCHOOL DATA COLL
A = Agscasment.
B = Orter, explatn: L MAKE CO
NAEP D NAEPID#
MySchool Registration ID #
SV Name Diocese.
Cs ized Lattars School Nome
Selected
Private School Coordinator a(s) lod
Difficult 1o Reach Pris
Reluctant principel:
e ptaiCon | S, s
'Board of Education .
School Goordinator Consid Non Public School Ges/m)
SV Direct to Teacher
SC to Tescher
I e ——
Diocese Support a
Amish Letter ARTS
T erested annther leter (ded .
Q  Review Private School Log and Internet Rescarch
. ) :
.
Q  Have the sppropriate NAEP 2003 Nonpublic NA,
‘magterigls.on hand,
2. DISCUSS THE FOLLOWING WITH PRIN(
o ottt .
‘was not recaived,
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Procedure 2. Prepare Preassessment Packets for Schools

In addition to preparing School Folders, your task is also to compile materials for the
Preassessment Packets according to standard NAEP procedures. Preparing the
Preassessment Packets gives you an opportunity to become familiar with the materials you
will be using to communicate with the schools.

2A. Overview of Preparing Packets for Schools.

Throughout December 2007, you will assemble and then mail the Preassessment Packets
to participating schools. The Preassessment Packets contain important information,
instructions, and materials the school coordinators need to prepare for the preassessment
visit and the assessment process.

By December 18, 2007, you will have all of the materials necessary to prepare the packets.
Once complete, you will send the Preassessment Packets to the schools via FedEx
overnight delivery on December 31, 2007.

2B. Preassessment Packet Contents.

The contents of the Preassessment Packets are listed on the next page along with the
source, estimated arrival date, and whether the item is generic or school-specific. Please
note that two of the items are to be printed by you from the SDS (the SD and/or ELL
Questionnaire Labels and the Student Information Report). You will also need to make a
copy of the Grade 12 Roster of Questionnaires and the SD/ELL Roster of Questionnaires
before placing the originals in the School Folder.

In chapter 2, you were introduced to the Instructions for the School Coordinator brochure.
This is the brochure that goes on top of the Preassessment Packet and explains what the
school coordinator should do with the contents of the packet. On the front cover of the
brochure, write in the date and time of the preassessment visit as entered in the SCS. This
should be the time you will actually be meeting with the school coordinator, not the time you
will be arriving at the school to gather necessary materials. Check off the appropriate boxes
indicating which materials the school coordinator will need to have ready for the
preassessment visit. Enter the date the assessment is scheduled to be conducted in that
school. Finally, you will need to legibly print your name on the “NAEP Representative” line
and your e-mail address and telephone number. On the inside of the brochure is a list of the
contents in the Preassessment Packet, which you will check off as you add each document
to the packet.

Next, check to see if you will need to include a copy of the U.S. Department of Agriculture
letter. Refer to column H on the Administration Schedule to determine if some or all of the
National School Lunch Program information is missing.

You will also need to include the appropriate Parent/Guardian Notification Letter in the
Preassessment Packet.
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PREPARING SCHOOL FOLDERS AND PREASSESSMENT PACKETS

If this is an SICT school, remember to include the Instructions for the School Computer
Administrator brochure. During the scheduling call, you will ask the school coordinator to
give this brochure to the school’'s computer administrator. The computer administrator
should read the brochure, fill it out, and be ready to discuss the contents with you during the
preassessment visit.

The other contents of the Preassessment Packet are described below.

Preassessment Packet Contents

Contents Received From Westat
Item Estimated arrival Type
Instructions for the School Coordinator brochure December 11, 2007 Generic
U.S. Department of Agriculture Letter December 11, 2007 Generic
NAEP Storage Envelope December 11, 2007 Generic
“Important NAEP Materials” label December 11, 2007 Generic
“Destroy by” postcard December 11, 2007 Generic
Parent/Guardian Notification Letter for nonpublic December 11, 2007 Generic
schools*
Instructions for the School Computer Administrator December 11, 2007 Generic
brochure
Logistics Questionnaire December 11, 2007 Generic

Contents Printed From SDS

Item Estimated arrival Type
SD/ELL Questionnaire Labels** December 18, 2007 School-specific
Student Information Report (one per session) December 18, 2007 School-specific
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Preassessment Packet Contents (continued)

Contents Received From Pearson

Item Estimated arrival Type
Grade 12 Roster of Questionnaires December 18, 2007 School-specific
(copy, keep original in School Folder)***

SD/ELL Roster of Questionnaires December 18, 2007 School-specific
(copy, keep original in School Folder)**

SD and/or ELL Questionnaires December 18, 2007 Generic
Grade 12 School Questionnaires December 18, 2007 School-specific

*

You will download and print the correct Parent/Guardian Notification Letter for public schools from the MySchool
website, Step 3.

Do not print the SD/ELL labels or the Student Information Reports until the student files have been downloaded to your
SDS.

*** The original SD and/or ELL and Grade 12 Rosters will arrive by 12/18/07 from Pearson. Once you prepare the
Rosters, you will need to make a copy to include in the Preassessment Packet. The original prepared Roster should be
kept in the School Folder.

k%

2C. Organize the Task.

By December 18, 2007, you will have received everything you need to complete the School
Folders and Preassessment Packets. You should also have completed scheduling calls by
this time. During December, supervisors must be available to attend AA Training sessions
for their region, therefore, it is essential that all of the Preassessment Packets be assembled
and ready to mail by December 31, 2007 (3 weeks before January 28, the first day of the
assessments). Meeting this deadline may require a carefully thought out method of
organization. We recommend that you assemble the folders and packets in stages as
materials become available.

After December 31, 2007, supervisors must attend to their preassessment responsibilities. It
is the supervisor’s responsibility to prepare and ship School Folders and Preassessment
Packets. These materials should not be sent to AAs for assembling and shipping.

AAs are not available to help with assembling the School Folders and Preassessment
Packets. By completing the preliminary activities themselves, supervisors gain familiarity
with the schools in their area as well as the forms and procedures they will use for
conducting the assessments in the schools.

There are many ways the assembly process can be successfully organized. Below is one
method experienced supervisors have found successful.
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PREPARING SCHOOL FOLDERS AND PREASSESSMENT PACKETS

1. Begin by printing a report using the Data Selection feature of the SCS.
Select area, school name, NAEP ID, selected grade, status, and
scheduled assessment date. Sort by area and grade. Subset status to
“cooperating” and “pending.” Make several copies of the report to use
to check the completion and quality control of each step.

2.  Sort the School Folders and Preassessment Packet materials in your
region by grade level. The sort of the folders and packet materials
should match the sort of the report you will use for monitoring progress.

3.  Work with one grade at a time. This minimizes the possibility of
accidentally inserting materials into the packet that are not the correct
grade level.

2D. Print the Inclusion Worksheet.

Print out a copy of the Inclusion Worksheet before heading to the preassessment visit. You
will need this worksheet as you review accommodations with the school coordinator.

2E. Prepare the SD and/or ELL Questionnaires.

For each student identified as SD and/or ELL on the Inclusion Worksheet, you will prepare
an SD and/or an ELL Questionnaire. To prepare each questionnaire, you will print a set of
SD/ELL labels for each school from the SDS using the removable labels (Avery 5160) found
in your Westat bulk supplies. Do not print these labels until the student data has been
downloaded to your SDS. The labels display the following information:

® the student’s name,

e the school ID number,

® the student’s Session Number,

e the student’s Administration Schedule line number,
e the student’s month and year of birth,

e the student’s sex,

e the student’s assigned NAEP subiject,

e the student’s NAEP booklet ID number and

o the student’s classification as SD and/or ELL.
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You will place the label on the cover of the SD and/or ELL Questionnaire (two copies of the
label will print if the student is both SD and ELL) and then enter the following information on
each questionnaire cover:

® the school ID number,

the NAEP subject to be assessed,

e the student booklet number,

e the Session Number,

e the Administration Schedule line number, and

e the student’s demographic information, including birth date and sex.

2F. Prepare the SD/ELL Roster of Questionnaires.

The SD/ELL Roster for each grade 4 and 8 school sampled before November 25, 2007, will
be preprinted with the following information:

® school ID number,

e school name and city/state,

e student(s) name,

e  Session Number/line number (right of the perforation), and

e original booklet ID number (from column N on the Administration Schedule).

You will also receive blank SD/ELL Rosters in your bulk supplies, which you will use to
prepare for schools that were sampled after November 25, 2007.

Prepare the SD/ELL Roster by recording the corresponding SD and/or ELL Questionnaire ID
number for each prepared questionnaire in the spaces provided. If a student is assigned
both an SD and an ELL Questionnaire, that student should be listed twice on the Roster.

Also, complete the “Page of ” section in the upper-right corner of each SD/ELL
Roster for the school.

See Exhibit 5-1 for an example of how to prepare the SD and/or ELL Questionnaires and
Roster of Questionnaires.

Finally, make a copy of both sides of each SD/ELL Roster, insert the original Roster(s) in the
School Folder and the copies in the Preassessment Packet for the school.
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PREPARING SCHOOL FOLDERS AND PREASSESSMENT PACKETS

Exhibit 5-1. Preparing SD and/or ELL Questionnaires and Roster of Questionnaires

c T T T T T LTI LT T T LI TTT T T T ITILTTTTTTT
L I e I e e e [ I rm mie 1 n
jg; 2008 SCHOOL
- NAEP Field Test
This form must be | NATIONAL ASSESSMIENT SD and/or ELL Roster SCHOOLNAME: Dixon Middle School
completed inNo. 2 pencil. | oo
SD or \SD or ELL Questionna Returned Sctoot Coorilns .
Dieed To SaifName) Foeint Originl Studen BooR D7 SDGrFIT ™F T o and Colcing Questioanaies
Susan Alto 101 054006 9 99- (11| 1||3||2]|7||7|{4]] o | o] O |" &
j 99, olofo
— /?9_ olo|o et et
2008 — P olofe
: 99- of[ofo .
Teacher of: SUSAN ALTO . s cahilifts /
B el udent with Plsdbglltle . 9. SToo
2008 Femae oY (SD) Questionnaire ! 9. sToTol:
- ‘OF EDUCATIONAL’
RocKiss /;— 99.. olofo
Directions For School Staff For NAEP Supervisor Use Onl / ! 99- olojof ;i i
o macpsam. e oY B0iE ~ —] 99- olofo],
qastame by 7~ —] 99- olofo
This questionrair i o becompl e person at your 1 — 99- o|o|o
sohoolmostknowedgeaple abot low (s sudent s .
fested n the siate assessmont soleced below 1
‘Student Demographjgeformation . 99- °l°l9
s sl b s (vom cooms  ane ggstaton S — 9. 5lolo
D D i D st .
Quesion 2 and rcuie you o rfrence the subjct
ine st il be ses564 n NAEP loas epond 1o
hose questons based on he subjectmdated apoe
i S g oA e
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- Abate, Mark rlfof[a][e][a][ W 111 ]2] [[2]NLz] oot oooze3 a §
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“ | Davis, Tyrone 232" M| ofs|[o]faff1] 2]/1] 2 2 2 105 005301 1 ™
E - “s{lof 7] e]4]l 2] 2] 1] 2 2 2 206 210021 3 Pa][s |«
" | Fairchia, michael 101 R [ o|fo[e]fal[ 1] 1] 2 2| o003 210001 6
" | Guzman, Pearo 110" m [ t][2{[o][a ]l 1] s][2] 2] [ 2| 102 073201 2 s02 6790083 2 |1 ][ 1][0
| Kwon, sang 107 s | 1][o|[o|[« ] ] <]l I[2 1 2| 201002407 7 K
™ | Lipsky, Daniel 110° R [ o|[][ ][« ][ ] ][+ ][] |2 2| 045 000031 9 B
" | Lunay, christina 110" m{lo|[2][ o] 3] 2f +][+] * 2 2 149 076206 0 B
" | Masters, Tina 22" s | 1][o]|[o][4][2] 5]+ ][2] |[2 2| 212 076206 5
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Prepare the Grade 12 School Questionnaire and Grade 12 Roster of Questionnaires
Since there are no Grade 12 Teacher Questionnaires, you will prepare a Grade 12 School
Questionnaire and send it with any required prepared SD and/or ELL Questionnaires to
each grade 12 school along with the Grade 12 Roster of Questionnaires in the
Preassessment Packet.

To prepare each Grade12 School Questionnaire cover, you will:

® Write the school ID number in the box labeled School #.

e Fill out the information for completing the booklet online and the date the questionnaire
needs to be returned to the school coordinator (usually a day before the assessment).

® Place a blank removable label in the upper-left corner of the cover.

e  Write the principal’s name on the label, if known.

The Grade 12 Roster of Questionnaires contains space to track both the School
Questionnaire and each SD and/or ELL Questionnaire required for the school. The Grade
12 Roster of Questionnaires will be preprinted with the following information:

school ID number,

® school name and city/state,

e student name(s) (each student identified as SD or ELL),

® Session Number/line number (right of the perforation), and

e original booklet ID number (from column N on the Administration Schedule).

You will also receive blank Grade 12 Rosters that you will use to prepare for schools that
were sampled after November 25, 2007.

Prepare the Grade 12 Roster of Questionnaires by recording the following:

® School Questionnaire ID number,

e the name of the principal to whom the School Questionnaire will be distributed (if
known),

e the corresponding SD and/or ELL Questionnaire ID number for each prepared
guestionnaire in the spaces provided.
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PREPARING SCHOOL FOLDERS AND PREASSESSMENT PACKETS

If a student is assigned both an SD and an ELL Questionnaire, that student should be listed
twice on the Roster.

Also, complete the “Page of ” section in the upper-right corner of each Grade 12
Roster for the school.

See Exhibit 5-2 for an example of how to prepare the Grade 12 School Questionnaires and
Roster of Questionnaires.

Finally, make a copy of both sides of each Grade 12 Roster, insert the original Roster(s) in
the School Folder and the copies in the Preassessment Packet for the school.

Exhibit 5-2. Preparing Grade 12 School Questionnaire and Roster of Questionnaires

Q-969

= J’L 2008 School
- NAE P Grade 12 Questionnaire
: '- (School Characteristics and Policies)

Mr. Maxwell SCHOOL #

HERINENIN

Directions For School Staff

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

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

DO NOT USE Admin Use On Iy

969 — 025181 — 2

s ooonnnnonnonnonaonnnnonRRRRRRRRRRRRNY

o LEEELEEEETE P R E PP PR TR LT P L
] I (] ]] imin 11 Mn 1 |
. *ﬂ 2008 SCHOOL #:
This form must be ! NAEP Gradg 12 Roster of Questionnaires o

completed in No. 2 pencil. (ol and SD/ELL Questionnaire Tracking Form)

|
|
1. School Questionnaire | 1. School Questionnaire Returned SCHOOL NAME: _Washi
|

E T HiE :
Disributed o MEMaxwell | (BarcedeIDFonCoven) olo| o CITY/STATE: _Cape Coral,F
1L N\E T\ SDor K w\———/ R School Co it
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2G. Prepare and Ship Preassessment Packets to Schools.

As you put together each Preassessment Packet, use the list inside the school coordinator
brochure as a reference. As you place each item in the FedEx box, put a check mark next to
that item on the list in the brochure. Not all schools will receive each of the documents listed,
and this will help school coordinators know which documents they should have received in
the packet. Below is a list of the Preassessment Packet documents in the order in which
they should be placed in the FedEx box. Each of these documents can be seen in

Appendix D.

® [nstructions for the School Coordinator brochure

® |nstructions for the School Computer Administrator brochure, if SICT
e Student Information Report

e SD Questionnaires, if applicable

e ELL Questionnaires, if applicable

® Grade 12 School Questionnaire, if applicable

® copy of Grade 4 or 8 SD/ELL Roster of Questionnaires, if applicable
e copy of Grade 12 Roster of Questionnaires, if applicable

e U.S. Department of Agriculture Letter

e Parent/Guardian Notification Letter (downloaded from MySchool)

® |Logistics Questionnaire

e NAEP Storage Envelope

e “Destroy by” postcard

On December 31, 2007, you will be shipping the Preassessment Packets to the schools via
FedEx. Each packet should fit in a small FedEx box. These boxes can be ordered directly
from FedEx (1-800-GO-FEDEX or FedEx.com).

The Preassessment Packets should be sent using “FedEx Priority Overnight.” The
packaging should be “FedEx Box.” The payment should be “Third Party.” Westat's FedEx
code: 1290-1574-8 will be preprinted on the labels. Enter the project number for the
preassessment activities, 7707.08.54.03 in Section 2 for the Internal Billing Reference
number. The Preassessment Packet must be signed for by someone at the school. Check
off the “Direct Signature” box.
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e ] T

P D WP #1400 504- 205 P o PRIVTED N WS A, 87

L Once you have shipped the Preassessment Packets, you will need to
@ o enter the date each package was shipped in the SCS (Preassm’t tab in
. s the School Packet Sent field [see the SCS User’s Guide]).

For the materials that are sent to the schools, you will receive red labels that read “Important
NAEP Materials” that can be affixed to the outside of the FedEx box. Be sure to save the
sender’s copy of the label with the FedEx tracking numbers and put them in the School
Folders.

All prepared Preassessment Packets should be shipped to the schools on December 31,
2007, for receipt on January 2, 2008. If you have information that any schools in your
assignment will not be in session on January 2, 2008, you should hold the Preassessment
Packet and ship it for receipt on the first day the school is in session after the winter break.

Chapter 5 Summary
Upon completing this chapter, you should now be able to:

e understand the process of preparing School Folders,
® prepare Preassessment Packets for schools,
® fill out SD and/or ELL Questionnaires, and

® ship Preassessment Packets to the schools.
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