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F. Parent/Guardian Notification Letter 
 
The No Child Left Behind Act requires that parents of students sampled for NAEP 
assessments 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 it to parents. While signed consent is not a NAEP 
requirement (although some schools, districts, or states may require it), NAEP does require 
a dated copy of the Parent/Guardian Notification Letter that each school sends. 

States, districts, or schools determine how parents are notified. 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 may have received the NAEP 
Parent/Guardian Notification Letter from their gaining cooperation supervisor. You will also 
provide a copy of the appropriate 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 school. 

More information on your responsibilities regarding the Parent/Guardian Notification Letter is 
provided in chapter 7. 
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Parent/Guardian Notification Letter 
 
 

August 2007 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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G. Logistics Questionnaire 
 
The Logistics Questionnaire is provided to schools in the Preassessment Packet. This 
document contains questions related to the assessment day logistics. In schools with age 13 
students, these questions will be asked at the end of the preassessment visit, and in schools 
with age 9 or age 17 students, the school coordinator has the option of completing them 
ahead of time to make the visit shorter. If the school coordinator does not complete the 
questionnaire before the preassessment visit, the questions are reprinted in your QCB for 
you to ask the school coordinator during the visit. 
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H. NAEP Storage Envelope and “Destroy By” Postcard 
 
1. 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. 

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

Detailed instructions for using the NAEP Storage Envelope are presented throughout the 
manual. 
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2. “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. 
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I. School Folder (and School Folder Transmittal Form) 
 
The School Folder, shown below, contains the most critical set of documents in the 
assessment process. You will prepare a folder for each cooperating school in your 
assignment, with a set of contents tailored for that school. 

There are three versions of the School Folder, one for each age. For easy identification, 
age 9 folders are blue, age 13 folders are green, and age 17 folders are yellow. 

As you prepare each School Folder you will insert a School Folder Transmittal Form inside 
listing the folder’s contents. The form is printed on three-part paper. It contains a list of 
materials that should be in the folder at the beginning of your assignment (described in 
chapter 7), and another list that shows the materials you need to include in the folder when 
you send it back to your field manager after all work for the school is complete (described in 
chapter 9). 

More details on using the School Folder and its contents are provided in chapter 7. 
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J. Quality Control Booklet (QCB) 
 
The Quality Control Booklet (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 insert 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 cover (shown on the following page) unique to the school. It is a requirement 
of your job as a supervisor to complete a QCB for each age assessed in a school. 
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 
Educational 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 three parts: 

• 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, the preassessment visits and the Assessment Booklet Preparation Record, used 
to evaluate each AA’s preparation of the assessment booklets. 

• Part 2 contains checklists and scripts for all assessment day activities including the 
Assessment Quality Control (QC) Record, used to evaluate the performance of each AA 
during assessment activities at the school; the Makeup Session Worksheet; and a 
questionnaire for conducting the School Coordinator Debriefing Interview after the 
assessment. 

• Part 3 contains a checklist of all activities you must complete after assessment day. 

 
Detailed instructions for using each of these parts are provided throughout the manual. 
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Quality Control Booklet Cover 
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K. Administration Schedule 
 
1. The Critical Role of the Administration Schedule in the NAEP Process 
 
The Administration Schedule is a form used throughout the three stages of the NAEP 
process: preassessment, assessment, and post-assessment. It is the only document that 
links students selected for the NAEP sample to their demographic data and their 
performance on the assessment. The importance of the Administration Schedule is revealed 
through an examination of the following:  

• the role of the Administration Schedule during the preassessment activities, 

• the role of the Administration Schedule on assessment day, and 

• the role of the Administration Schedule after the assessment. 

The process can be seen on page 3.22 of this manual. A sample Administration Schedule is 
shown on page 3.27. 

Role of the Administration Schedule During the Preassessment Activities 
After the sample has been selected for each school, the student names and demographic 
data are either preprinted or written on the Administration Schedule. The Administration 
Schedule then becomes the primary document used to prepare for the assessment. During 
the preassessment visit, you will review the student demographic data with the school 
coordinator and verify that the data are correct. You will also collect any missing student 
demographic data. 

 

Impacts Statistical Validity 
The Administration Schedule data verified during the preassessment visit plays a 
key role in analysis and reporting. 

 
The accuracy of the student demographic data is extremely important. The key reporting 
variables for the final NAEP assessment results are all obtained from the Administration 
Schedule. These variables include date of birth, gender, race/ethnicity, SD and/or ELL 
status, and NSLP status. 

Consequently, if incorrect or missing student demographic data are shown on the 
Administration Schedule and not corrected during the preassessment visit, the validity of the 
NAEP reports is jeopardized.  

After the preassessment visit, your team of AAs will use the Administration Schedule to 
prepare the assessment booklets. 
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The Role of the Administration Schedule on Assessment Day 
The Administration Schedule, updated during the preassessment visit, will be used to 
distribute and collect the assessment booklets. It is important that each selected student 
receives the booklet assigned to him/her on the Administration Schedule. The correct 
distribution of booklets maintains the integrity of the assessment by ensuring that the 
students are assessed in their assigned subject and the scored assessment booklets are 
ultimately linked to the correct students’ demographic data. 

The final Administration Codes for the selected students are entered on the Administration 
Schedule. These codes are used to produce student participation reports that list the 
number of students assessed, absent, withdrawn/ineligible, and excluded, as well as the 
number of refusals. 

The Role of the Administration Schedule After the Assessment 
After the assessment, the completed Administration Schedules (with student names 
removed) will be sent to Pearson along with the completed assessment booklets and other 
materials. Pearson will scan the Administration Schedules, score the assessment booklets, 
and send the results to Educational Testing Service (ETS). ETS will analyze them to link the 
scores and demographic data from the Administration Schedule to provide subgroup results 
for the nation and the states. The NAEP results for the nation include reports by gender, 
race/ethnicity, students classified as SD and/or ELL, and NSLP status.  

Examples of how the Administration Schedule data were reported from the NAEP 2005 
assessment are shown below. 

Example of Reported Administration Schedule Data for 2005 
 

Grades 
 4 8 

Score gaps 
Females - Males 6 10 

    

Females Outscored Males in NAEP 2005 Reading 
In 2005, female students scored higher  
than male students in reading, by 6 points at grade  
4 and by 10 points at grade 8. 

 

Year 
 ‘90 ‘05 

Percent at or above Basic level, 
Black 4th Graders 18 73 

    

Percentage of Black Fourth-Graders Scoring at or 
Above Basic in Mathematics Quadrupled 
The percentage of Black fourth-grade students at  
or above the Basic level in mathematics quadrupled  
from 18 percent in 1990 to 73 percent in 2005. 
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 SUPERVISOR MANUAL — LTT 3.23 

2. A Closer Look At the Administration Schedule 
 
There is one Administration Schedule per session. Only students whose names appear on 
the Administration Schedules may participate in the assessment, unless the school requests 
a nonsampled student to participate for the convenience of the school. If a student listed on 
the Administration Schedule cannot be assessed for any reason, under no circumstances 
may you substitute another student for the one who is missing. 
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The NAEP School Identification (ID) Number 
This seven-digit number is unique for each school. It is usually preprinted on the 
Administration Schedule and should be recorded on all NAEP materials for that school. The 
structure for this number is as follows: 
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For example, a school with NAEP ID 4811010 is in Texas, age 9, number 101, original 
sampled public school for Long-Term Trend. 

FIPS Code Definitions 
 

STATE FIPS   STATE FIPS 
AL 01   PA 42 
AK 02   RI 44 
AZ 04   SC 45 
AR 05   SD 46 
CA 06   TN 47 
CO 08   TX 48 
CT 09   UT 49 
DE 10   VT 50 
DC 11   VA 51 
FL 12   WA 53 
GA 13   WV 54 
HI 15   WI 55 
ID 16   WY 56 
IL 17   DoD Int’l 58 
IN 18   BIA 59 
IA 19   DoD Dom 61 
KS 20   PR 72 
KY 21     
LA 22     
ME 23     
MD 24     
MA 25     
MI 26     
MN 27     
MS 28     
MO 29     
MT 30     
NE 31     
NV 32     
NH 33     
NJ 34     
NM 35     
NY 36     
NC 37     
ND 38     
OH 39     
OK 40     
OR 41     

      
 



 

 

  
 3.26 SUPERVISOR MANUAL — LTT 

UNDERSTANDING NAEP MATERIALS

The Session Number 
The Session Number consists of two letters and four numbers. The two letters indicate that it 
is a Long-Term Trend session. This year all sessions include operational or pilot subjects. 

Session Subjects Age School type 
LT Reading/Mathematics 9,13,17 Public, Private 

 
Next to the subject indicators will be two numerals—09, 13, or 17. This is the age indicator. 

The last two numerals are used to identify the session, as there will likely be more than one 
session in a school. For example, a public school with age 13 students with two sessions 
would have two Administration Schedules: one Administration Schedule for session LT1301 
and the second for session LT1302. 

The Columns of the Administration Schedule 
The chart below and the example Administration Schedule on the next page detail the 
purpose of each column on the Administration Schedule. 
 
Column Title Use 

A Atten. (for “attendance”) To indicate whether a student was present or absent for the assessment. 
B Student Name To list the names of the students selected for the assessment. 
C Homeroom or Other 

Locator 
To help locate the selected students on assessment day. 
This column is followed by a perforated line, so student names can be removed 
before the Administration Schedule is sent to NAEP after the assessment. Due 
to NAEP’s pledge of confidentiality, under no circumstances should a 
student’s name appear on any assessment materials leaving the school. 

D Line #/Subject To indicate the subject of each student’s assessment booklet: “R” for reading, 
or “M” for mathematics. 

E Grade To indicate each student’s grade. 
F Birth Date To indicate each student’s month and year of birth. 
G Sex To indicate each student’s gender.  
H Race/Eth. To indicate each student’s race/ethnicity. The codes used in this column are 

printed in the upper left corner of the form. 
I School Lunch To indicate each student’s eligibility status in the National School Lunch 

Program (NSLP). The codes used in this column are printed in the upper left 
corner of the form. 

J SD To indicate each student’s disability status. The codes used in this column are 
printed in the upper left corner of the form. 

K Final SD Code To record a student’s SD status if it has changed since it was originally recorded. 
L ELL To indicate each student’s English language learner status. The codes used in 

this column are printed in the upper left corner of the form. 
M Final ELL Code To record a student’s ELL status if it has changed since it was originally 

recorded. 
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The Columns of the Administration Schedule (continued) 
 
Column Title Use 

N New Enrollee To identify whether a student was in the original sample or selected from the list 
of new enrollees during the preassessment visit. 

O Original Booklet ID # To indicate the assessment booklet the student must receive. Each student has 
been assigned an assessment booklet with a unique booklet ID #, which is 
used to track the booklet from the time it leaves the Pearson warehouse until it 
is returned and processed.  

P Accommodation  
Booklet ID # 

To record when a student identified as SD or ELL must be reassigned a 
separate accommodation booklet (not all accommodated students require a 
separate accommodation booklet). 

Q Accom. (for 
Accommodation) Code 

To record each student’s accommodation status. 

R Admin. Code To record each student’s participation status. The two-digit Administration 
Codes used in this column are listed along the right side of the Administration 
Schedule in column S. 

S Administration Codes To reference the two-digit Administration Codes needed in column R.  
 

 

 
 


	Chapter 3. Understanding NAEP Materials (continued)

	1. Preassessment Forms and Materials (continued)

	F. Parent/Guardian Notification Letter
	G. Logistics Questionnaire
	H. NAEP Storage Envelope and “Destroy By” Postcard
	1. NAEP Storage Envelope
	2. “Destroy By” Postcard

	I. School Folder (and School Folder Transmittal Form)
	J. Quality Control Booklet (QCB)
	K. Administration Schedule
	1. The Critical Role of the Administration Schedule in the NAEP Process
	2. A Closer Look At the Administration Schedule






