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QUALITY 
CONTROL 

ACTIVITIES
 

1. NAEP Quality Control Checks 
 
A. Quality Control Checks Conducted by Your Supervisor 
 
Your supervisor will have many important responsibilities, one of which is to perform and 
document quality control (QC) checks of the procedures you will be carrying out, as 
described in this manual. 

Using the Quality Control Booklet (QCB), your supervisor will document each QC check so 
that at the end of the assessment, Westat can analyze the data for all assessment 
administrators (AAs). This QC check is done to ensure each procedure is completed 
according to the standards NAEP set out and is necessary for demonstrating the statistical 
validity of the data collected. Your supervisor is required to complete one QCB for each age 
assessed in a school. 

B. School Visits by NCES, ETS, and Westat 
 
Staff members from the National Center for Education Statistics (NCES), the Educational 
Testing Service (ETS), and Westat will regularly conduct both scheduled and unannounced 
quality control visits to schools on assessment day. The purpose of these site visits is to 
ensure that the procedures before, during, and after the administration are being conducted 
according to NAEP guidelines. 

C. Quality Assurance Conducted by HumRRO 
 
NCES has contracted with the Human Resources Research Organization (HumRRO) to 
conduct independent quality assurance (QA) activities throughout the NAEP test cycle. 
HumRRO’s QA efforts include randomly selecting schools at which to conduct site visit 
observations of NAEP test administration. A large portion of HumRRO’s QA activities 
includes visits to training and assessment locations. The locations of assessment 
observations are selected from a comprehensive list of all testing sites, and the selection 
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represents schools from across the country as well as schools of various sizes. Particular 
NAEP staff members are not targeted for observation. 

This QA check is an integral and necessary part of NAEP’s quality control program and is 
primarily 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 supervisor (or another contact provided by 
Westat) affiliated with each selected site visit location 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 administration. 

Observation Protocol 
A team of two observers conducts most HumRRO site visits. Observation teams are 
instructed to split up during the visit, to observe all session types being conducted in a given 
school (e.g., regular and accommodation sessions), and to remain as unobtrusive as 
possible. HumRRO staff members may need to ask questions of NAEP staff to ascertain 
whether certain activities have been performed, but should do so only when it will not disrupt 
the assessment administration activities. Anytime a task is not observed being performed as 
trained, HumRRO observers are trained to provide full documentation of the specifics of the 
situation (for example, any extenuating circumstances that may have prevented the task 
from being performed). 

Observation Checklist Items 
HumRRO has designed separate rating sheets for pre-, during- and post-assessment 
activities, and for both supervisor and AA duties. It is important to note that these are only 
activities that NAEP staff members are expected to perform on the day of assessment. An 
additional checklist addressing the secure handling of NAEP materials is also completed. 
Checklists include items related to (though not limited to) the following assessment day 
responsibilities: 

• room preparation, 

• informing AAs of school protocol, 

• classroom management during testing, 

• completion of paperwork, and 

• general handling of materials. 

Interactions Between HumRRO and NAEP Staff Members 
Based on the above checklist, it is clear that HumRRO observation teams and NAEP assessment 
administration teams may experience a variety of interactions, including the following: 

• observation from a distance, 

• personal inquiry (as to whether or not a specific task was performed), and 

• “looking over the shoulder” observation. 
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Observation From a Distance 
The majority of assessment day activities will be easily observable by HumRRO staff. It 
should be possible for NAEP staff to go work while taking little or no notice of the HumRRO 
team. Observers generally try to find a seat in which they can observe all activities while 
maintaining a comfortable distance between themselves and the assessment administration 
team. 

Personal Inquiry 
In some instances, job tasks may be performed prior to the arrival of the HumRRO team or 
are simply not directly observable. If the opportunity arises, a HumRRO staff member may 
approach a member of the administration team to verify that a given task was performed. 

“Looking Over the Shoulder” Observation 
HumRRO staff members are instructed to observe detailed job tasks including the proper 
completion of testing materials and paperwork. In some situations, HumRRO staff may 
quietly walk amongst team members and view their work. 

A collegial atmosphere has emerged between HumRRO and NAEP staff during many site 
visits, which has led to more frequent interchanges between members of either group. As a 
result, it may seem that when HumRRO staff members are present, they are working with 
NAEP staff. It is important, however, to note that HumRRO staff members are not present to 
advise NAEP staff on proper procedure. Some additional examples of what should not be 
expected of HumRRO observation staff include: 

• preparing or assisting in the preparation and/or completion of assessment materials, 

• monitoring classrooms/answering students’ questions, and 

• maintaining the security of test materials. 

At the end of each site visit, time permitting, HumRRO observers may ask the NAEP team 
members a series of questions designed to gather information on how the efficiency and 
accuracy of future administrations might be improved. Any feedback collected during this 
brief interview, along with any comments made throughout the visit, may be included in the 
site visit report and clearly noted as NAEP staff comments. 

D. 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 your supervisor in advance. The purpose of these visits is 
similar to that of the NAEP staff visits. He/she will observe each assessment team and 
check that all administrative procedures conducted by the assessment team are carried out 
according to proper procedure. He/she will document his/her observations in the In-Person 
Quality Control Form. 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. 
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E. Follow-up Telephone Calls to Schools 
 
As a further QC check, your field manager will call a random 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. 

2. Your Role in NAEP Quality Control 
 
In NAEP, quality control is the responsibility of every team member. As an AA, you play an 
important role in NAEP quality control. It is essential that you get in the habit of reviewing 
your own work and the work of your fellow AAs. There are numerous QC checks presented 
throughout this manual. You should become very familiar with each of these. 
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1. Activities to Complete Before Assessment Day 
 
Procedure 1. Receive and Review the Assessment Schedule 
 
Your supervisor will give you a tentative schedule of your assessments at the AA in-person 
training. You should review this schedule and let your supervisor know if you have any 
conflicts. After he/she has conducted the preassessment visits at the schools, you will 
receive an updated schedule. Remember that your supervisor may alter the schedule at any 
time due to unforeseen situations such as bad weather and makeup sessions. 

Procedure 2. Practice Using Session Scripts 
 
It is your responsibility to practice using the session scripts before you administer an 
assessment session. It is important for you to be able to read the script verbatim and in a 
natural manner, without stumbling over or omitting words. Since there are differences 
between scripts, you should also be familiar with the structure of the script that you will use 
to conduct the session. Directions for using the script to conduct assessment sessions are 
provided in chapter 5. 

 

Voices of Experience 
Before assessment day, use a Post-itTM note to flag the appropriate session 
script for easy reference on the day of the assessment. 

 
Procedure 3. Receive and Review the Assessment Information Form 
 
You will receive a completed Assessment Information Form from your supervisor for each 
school in your assignment at least 1-2 weeks before the assessment. This form will provide 
all of the information you need to prepare for the assessment. 
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It is important that you arrive at the school on time and meet your assessment team in the 
appropriate location. Your supervisor will determine when and where the team will meet. 

It is also important that you are aware of the protocols you must follow while working with 
the school, including the policy for dismissing students at the end of the session and 
handling students who arrive after the session has begun. You also must know how to 
handle ill or persistently disruptive students. All of this information will be recorded on the 
Assessment Information Form. 

After reviewing the form, you should have the necessary information to get to the school on 
assessment day and administer your session(s). If you have questions about any of the 
information, contact your supervisor immediately. 
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Procedure 4. Prepare the Booklets 
 

 

On a schedule set by your supervisor, you should plan to gather at your 
supervisor’s house or another convenient location (schedule and driving 
distance permitting) to prepare the assessment booklets for the upcoming 
week. Once the booklets are prepared, they must remain with your 
supervisor until the day of the assessment in order to protect the security of 
the assessment materials. 

Meeting with your team to prepare the assessment materials for distribution is a multistep 
process. Before you begin, you will need to gather the following materials from your 
supervisor: 
 
• Administration Schedule; 

• student ID labels; 

• assessment booklets; and 

• accommodation booklets, if necessary. 

You will then perform the steps that follow. 

4A. Check the Bundles of Assessment Booklets. 
 
Assessment booklets will be packaged in bundles. The number of booklets in the bundle is 
the same for all ages being tested. 

Bundle Sizes 
 

Age Bundle size 
9 16 booklets 
13 16 booklets 
17 16 booklets 

 
The number of bundles in each Session Box will be determined by the number of students 
pre-printed on the Administration Schedules. A numbered Bundle Slip will be shrink-
wrapped with each bundle. The Bundle # on the slip should match the number printed in the 
Bundle # box in the upper-right section of the Administration Schedule. 

Each Bundle Slip will list the three-digit prefixes of the booklets contained in the bundle. 
These prefixes should match the prefixes printed on the Administration Schedule. 
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Be sure to open the bundles in the order indicated on the Administration Schedule, and 
never use booklets for any session other than those booklets specified on the 
Administration Schedule. 
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4B. Verify the Booklet ID Number and Attach the Student ID Label. 
 
Beginning with the first student listed on the Administration Schedule and the first booklet in the 
first bundle for the session, check that the booklet ID number is the same on the booklet and in 
column O of the Administration Schedule (see below).  

Then, attach the salmon-colored label bearing the student’s name and booklet ID number to the 
cover of the booklet matching that ID. If the student has an “Other” (51-56) or “Excluded” (60-
69) code in column R, write that code on the removable label. If you find you need to fix a label 
or create a new one, your supervisor will have blank removable labels to use for this purpose. 

Note: The student ID labels for schools with age 13 students will not have the students’ names 
pre-printed. You will need to write them in. 

As the booklets are prepared, be sure to stack them face down to keep them in Administration 
Schedule order. 
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Student ID Labels 
Because students’ names are never written directly on the assessment booklets, preprinted 
removable student ID labels will be used to help you distribute booklets to the correct 
students. An example of the information contained on a student ID label is shown below. 

122–122–0 LT1301

ADMIN SCHED LINE# 1001 000293 4

Abate, Mark

SEQ# 00018

 
 
The first line contains the unique school ID number, the specific Session Number from the 
Administration Schedule, and the sequence number that is used by Pearson only. The 
second line of the label lists the preassigned booklet ID number from the Administration 
Schedule and the line number on which the student’s name appears on the Administration 
Schedule. The student’s name appears on the last line of the label. 

The labels are always printed in the same order as the list of students on the Administration 
Schedule. Depending on when the student lists were developed, the labels will either be 
shipped in the Session Boxes to your supervisor with the student names preprinted on them, 
or your supervisor will print the labels. For the few schools that did not send student names 
for sampling, you will need to write the student names on the labels by hand when you 
prepare the booklets. 

4C. Prepare Accommodation Booklets. 
 
Some students may require a separate accommodation booklet in order to participate in 
NAEP. If so, your supervisor will assign an accommodation booklet to the student and 
record the booklet ID number in column P of the Administration Schedule. You will receive 
assigned accommodation booklets with your session materials. 

Below is a chart of accommodations that require separate accommodation booklets along 
with the subject in which each accommodation is allowed. 

Administration Code Accommodation Subjects Allowed 
71-BIB Bilingual booklet Mathematics 

73-LRG Large-print booklet Reading 
Mathematics 

75-REA Read aloud Mathematics 

79-OTH Braille booklet  Reading 
Mathematics 

79-OTH Directions read aloud in native language Mathematics 
 
Follow these steps on the next page for assigning an accommodation booklet: 
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Bilingual Booklets 
Since bilingual booklets contain both the English version of the assessment and the Spanish 
translation, they are printed in two booklets or parts. You will need to affix the preprinted 
student ID label to the cover of Part 1 and then create a similar label to apply to the cover of 
Part 2. Each booklet should have its own label. 

Please note that there are new procedures this year for assigning Administration Codes on 
the Administration Schedule (column R) and completing the booklet covers for students 
assessed with accommodations. More details about these procedures can be found in 
chapters 6 and 7. 

4D. Check Column R on the Administration Schedule for 
Withdrawn/Ineligible/Excluded Students and Refusals. 

 
Check the Administration Code in column R for excluded, withdrawn, and ineligible students 
and refusals. If any of the codes below have been recorded, write the code on the label and 
set the booklet aside (keeping the label attached to the booklet). 

Administration Codes for Withdrawn/Ineligible/Excluded Students and Refusals 
 
Other Student Codes 
51 Withdrawn/Graduated. Student is no longer enrolled in the school or is expelled. 
54 Ineligible, never attends campus. Student is listed as enrolled but is not physically attending the school 

(e.g., home schooled or attending all classes off campus). 
55 Ineligible, other. Student was not eligible for the assessment for any other reason (e.g., not in the grade 

being assessed or foreign exchange student). Explain fully on the booklet cover how you determined the 
student was ineligible. 

Reasons for Exclusion 
60 SD – Cannot be assessed. Student whose IEP states he/she cannot be tested or whose cognitive 

functioning is so limited that the student cannot be included in the assessment even with an 
accommodation. 

61 SD – Required accommodation not permitted. Student cannot be included in the session due to a 
disability for which a required accommodation was not permitted (e.g., reading the assessment items to a 
student selected for a reading assessment). 

62 ELL – Cannot be assessed. Student whose English language proficiency is so limited that he/she 
cannot be included in the assessment even with an accommodation. 

63 ELL – Required accommodation not permitted. Student cannot be included in the session due to 
limited proficiency in the English language for which a required accommodation was not permitted 
(e.g., bilingual booklet for a student selected for the reading assessment). 

64 SD & ELL – Cannot be assessed. Student whose cognitive functioning and/or English language 
proficiency is so limited that he/she cannot be included in the assessment even with an accommodation. 

65 SD & ELL – Required accommodation not permitted. Student cannot be included in the session due 
to a mental/physical disability and limited English proficiency for which required accommodation was not 
permitted. 

67 SD – Required accommodation not available. Student cannot be included in the session due to a 
disability for which a required accommodation was not available (e.g., Braille typewriter or other 
equipment supplied by the school). 
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Reasons for Exclusion (continued) 
68 ELL – Required accommodation not available. Student cannot be included in the session due to 

limited proficiency in the English language for which a required accommodation was not available (e.g., 
bilingual dictionary or other equipment supplied by the school). 

69 SD & ELL – Required accommodation not available. Student cannot be included in the session due to 
a mental/physical disability and limited English proficiency for which required equipment was not 
available.  

Absent Student Codes 
45 Accommodation scheduling problem. School refused accommodation session due to staffing and/or 

scheduling issues. 
46 Parent refusal. Parent officially notified school that he/she refused to allow student to participate in the 

assessment. 
47 Student refusal. Student officially notified school or NAEP staff that he/she refused to participate in the 

assessment before being given an assessment booklet. 
49 Session/subject refused by school. Entire session or certain subjects within a cooperating session 

were not conducted due to the refusal by the state or school. 
 
4E. Record the Line Number and Session Number on the Booklet Cover. 
 
In the spaces provided in the upper-right corner of each booklet cover, record the student’s 
line number and Session Number from the Administration Schedule. 

Do not fill in any information in the boxes labeled “Total Time for Accommodation (74-
EXT),” “Accommodations Offered in Regular or Separate Session,” and “Do Not Use” on 
the cover of the booklets. This information will be completed during or after the assessment. 

4F. Band Together Booklets. 
 
After all booklets are prepared, band together the booklets for excluded, withdrawn, and 
ineligible students along with booklets for refusals and original booklets for students who 
received an accommodation booklet. These should be kept banded together separately but 
remain at the bottom of the Session Box. It is a good idea to mark this stack of booklets with 
a Post-itTM note. 

Next, band together the booklets for any separate accommodation sessions and place them 
in the Session Box. 

Finally, band together the booklets for participating students and place them in the Session 
Box with the Administration Schedule on top of the stack. Do not rubber band the 
Administration Schedule with the booklets as this could tear the Administration Schedule. 

4G. Conduct a Quality Control (QC) Check on the Prepared Booklets. 
 
After you prepare your stack of booklets, your supervisor will conduct a “spot” check to 
ensure the booklets are prepared according to NAEP standards. To conduct this QC check, 
your supervisor will run every third or fourth booklet in the stack through a comprehensive 
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series of checks. If errors are found, you and your supervisor will check each booklet to 
make sure that the same error has not been repeated. 

After the QC check is completed, your supervisor will record the results in the Quality 
Control Booklet. You will then repack the Session Box and return it to your supervisor along 
with the Administration Schedule. Your supervisor will keep the session materials until the 
assessment day. 

 

Before your supervisor conducts this check, you should conduct an initial 
QC check by switching your stack of booklets with the stack of another AA. 

 
Procedure 5. Gather Materials to Bring to the School on 
Assessment Day 
 
Before leaving home for the school on assessment day, or the night before the assessment, 
gather together all of the materials you will need to bring with you. For each assessment, 
you will need the items listed below:  

• your NAEP identification (ID) Badge, 

• the Assessment Information Form for the school, and 

• this manual with the session scripts. 

Upon arriving at the school, your supervisor will give you the assessment booklets and the 
other session materials you will need on assessment day. 

Procedure 6. Review Guidelines for Professional Dress 
 
Professional behavior and dress are required at any time you are working in a school. 
Clothing is one of the most important elements in effectively taking charge of a classroom 
and establishing authority. 

NAEP recommends the following proper classroom attire: 
 
For women: 

• dress pants or skirt, 

• blouse or sweater, 

• tailored dress, or 

• business suit. 
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For men: 

• a collared shirt, 

• dress pants, 

• sports jacket and tie, or 

• suit and tie. 

For women, low-heeled, comfortable shoes are preferred. Both men and women need to 
make sure that you maintain the heels on your shoes to avoid making excess noise as you 
walk around the room. While monitoring a session, experienced NAEP staff will walk slightly 
on their tip-toes to minimize the amount of noise and to remain as inconspicuous as 
possible. 

 

Voices of Experience 
The colors that have proven themselves best for establishing authority are 
navy blue, maroon, rust, gray, and black. You want to have a conservative 
appearance. Clothing need not be elaborate or expensive, but should be 
neat, business-like, and appropriate. 

 


	Chapter 3. Quality Control Activities
	1. NAEP Quality Control Checks
	A. Quality Control Checks Conducted by Your Supervisor
	B. School Visits by NCES, ETS, and Westat
	C. Quality Assurance Conducted by HumRRO
	D. School Visits by Your Field Manager
	E. Follow-up Telephone Calls to Schools

	2. Your Role in NAEP Quality Control

	Chapter 4. Preparing for Assessment Day
	1. Activities to Complete Before Assessment Day
	Procedure 1. Receive and Review the Assessment Schedule
	Procedure 2. Practice Using Session Scripts
	Procedure 3. Receive and Review the Assessment Information Form
	Procedure 4. Prepare the Booklets
	4A. Check the Bundles of Assessment Booklets.
	4B. Verify the Booklet ID Number and Attach the Student ID Label.
	4C. Prepare Accommodation Booklets.
	4D. Check Column R on the Administration Schedule for Withdrawn/Ineligible/Excluded Students and Refusals.
	4E. Record the Line Number and Session Number on the Booklet Cover.
	4G. Conduct a Quality Control (QC) Check on the Prepared Booklets.

	Procedure 5. Gather Materials to Bring to the School on Assessment Day
	Procedure 6. Review Guidelines for Professional Dress





