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The Summary Box 
The summary box (the long rectangular box below the school information boxes) is used to 
summarize attendance data that you will record in column R after the assessment. The 
formula in this box calculates the total number of students assessed. This information is 
entered in the SCS after the assessments and is used to generate production reports that 
are delivered to NCES and other NAEP Alliance members. 

 
 

L. Inclusion Worksheet 
 
You will use the NAEP Inclusion Worksheet (shown on the next page) to keep track of 
accommodations decisions for all students classified as SD and/or ELL at each school. For 
schools with age 9 or age 17 students, when you print this form from the Student Data System 
(SDS), it will be preprinted with the names of the SD and ELL students in the school and the 
subject in which each student is selected to be assessed. For schools with age 13 students you 
will handwrite the Inclusion Worksheet after you have selected the student samples. 

You or your AA will transcribe accommodation information onto the Inclusion Worksheet at 
the school on the day of the preassessment visit, once you have received the completed SD 
and/or ELL Questionnaires from the school coordinator. Note that, you, instead of the 
school coordinator, will be responsible for completing this document. It will not be 
provided to the school coordinator with the SD and/or ELL Questionnaires in the 
Preassessment Packet. 

Instructions for using the Inclusion Worksheet are provided in chapter 7. 
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Inclusion Worksheet 
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M. New Enrollee Listing Form and Instructions for Sampling New 
 Enrollees (Ages 9 and 17 only) 
 
The New Enrollee Listing Form will be used by you to record the names and demographic 
information of the age-eligible students who are currently enrolled at the school but not on 
the list of students submitted to NAEP for sampling. 

You will only be selecting a sample of newly enrolled students at the preassessment visit for 
schools with age 9 or age 17 students, because they will be submitting their student lists for 
sampling in the fall of 2007. At schools with age 13 students you will be selecting the 
student sample at the preassessment visit, so there is no need to select the sample of newly 
enrolled students. 

From the list of students on the New Enrollee Listing Form, you will select a sample of 
students during the preassessment visit using the school-specific Instructions for Sampling 
New Enrollees. This form (shown on page 3.32) provides the following information: 

• Step-by-step instructions for using the New Enrollee Listing Form and the Instructions 
for Sampling New Enrollees. 

• A set of line numbers used to select the students for the assessment. 

Specific instructions for using these documents to select the new enrollee sample are 
provided in chapter 7, and in the QCB. 

 

Impacts Statistical Validity 
The new enrollee sample ensures that all age-eligible students in the sampled 
schools have a chance to be selected. 
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New Enrollee Listing Form 
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Example of Instructions for Sampling New Enrollees 
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N. E-File Roster (Ages 9 and 17 only) 
 
It is important that NAEP is statistically valid and one way to ensure this validity is to make 
sure that all eligible students have a chance to be selected to participate in NAEP, 
particularly those who have enrolled in the school between the time the list of students was 
submitted for sampling and the preassessment visit. For schools with age 9 or age 17 
students only, the E-File Roster is a list of all the school’s students submitted for sampling. It 
contains each student’s name and all the demographic variables that were submitted for 
each student on the student list. 

At the preassessment visit, for schools with age 9 or age 17 students, you will compare this 
list to the list of currently enrolled students provided by the school coordinator in order to 
identify newly enrolled students. Once you have completed the preassessment visit, you 
should store the E-File Roster in the NAEP Storage Envelope. The students’ names should 
not leave the school after the preassessment visit. 
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O. Field Sampling Line Numbers 
 
When the list of eligible students is submitted for sampling, the sampling program assigns 
numbers to each of the students and the program selects the appropriate line numbers to 
designate the sampled students. The Field Sampling Line Numbers lists the line numbers 
for that school that the sampling program assigned for that school. 

For schools with age 9 or age 17 students, that are E-Filed and e-sampled, the Field 
Sampling Line Numbers will be downloaded to the SDS in early December and will be 
available for you to print. For schools that you sample using the SDS, you will the print the 
Field Sampling Line Numbers in order to draw the sample from the numbered hard copy list 
of eligible students provided by the school. 

The Field Sampling Line Numbers are a good reference should you need to verify that the 
correct students were sampled once you are at the school for the preassessment visit. 
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P. Student Sampling Summary Report 
 
NAEP is committed to providing data of the highest statistical quality. Generally, this begins 
with the school and student samples that NAEP uses. Westat, as the sampling contractor, 
draws both the school sample and the student samples using the lists of eligible students 
submitted by schools, districts, and states. When those student lists are submitted either by 
E-Filing or via the SDS, the lists are run through a series of data checks to verify the quality 
of the submission. If the checks identify questions or issues, messages are displayed to the 
list submitters to give them an opportunity to correct or verify the submitted data. 

We have developed a Student Sampling Summary Report (SSSR), shown below, which 
summarizes the unresolved data checks for each school. At the preassessment visit, for 
schools with age 9 or age 17 students, this report should be included in the School Folder 
and you should review it with the school coordinator. 

In schools with age 13 students, the SSSR will be posted to the SCS 24 to 48 hours after 
the student sample has been transmitted to Westat. You will review any SSSRs with school 
coordinators on assessment day. 

In some cases, you will not need to address the issues with the school coordinator, while in 
other cases you should review the issues and attempt to resolve them with the school 
coordinator. In all cases, review the proper course of action with your field manager. He or 
she will tell you which issues you will need to discuss with the school and which you do not. 
Appendix E contains a summary of the error messages that could be printed on the SSSR. 
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Q. Certificates of Appreciation (School and Student) 
 
1. Student Appreciation Certificates 
 
NAEP has created Student Appreciation Certificates as a way to thank each student for 
his/her participation. In most schools, you will prepare these certificates and give them to the 
school coordinator during the preassessment visit to use as appointment cards for the 
students. In schools that elect not to hand out these certificates in advance, the AA will be 
responsible for distributing them at the end of the session. In these cases, it is your 
responsibility to give the certificates to the AAs who will need to hand them out. 
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2. School Certificate of Appreciation 
 
The School Certificate of Appreciation has been created as a way to thank the school for its 
cooperation and effort in helping to make NAEP a success. It is printed in color on 8 ½” by 
11” paper and is inserted in an attractive folder. It is suitable for framing, and many schools 
hang it on their walls. 

You will present the school certificate to the school coordinator at the conclusion of the 
Debriefing Questionnaire on assessment day. 
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R. Private School Recruitment Documents 
 
Private school recruitment activities began in May 2007 by a team of 18 field managers and 
supervisors called gaining cooperation supervisors (GCSV). For each school in his/her 
recruitment assignment, the GCSV created a School Folder to house the private school-
specific materials related to the recruitment process including records of contacts, 
recruitment materials provided to the school, updated contact information, correspondence 
between recruiter and school, and the School Data Collection Form (SDCF) that documents 
assessment arrangements made with the school. Because the regular School Folders were 
not available when recruitment began, recruiters used generic folders; you may wish to 
place these folders inside the official age-level LTT folder for consistency. This section 
describes each of the recruitment documents you will find in private School Folders and any 
steps you should take in completing the forms. 

You should familiarize yourself with the information contained in these forms and note any 
specific requirements, requests, or arrangements made with the school. Shortly after your 
training, GCSVs who gained cooperation for private schools in your assignment will contact 
you to review the folder contents, discuss any special circumstances, and answer any 
questions you may have. The GCSV will also inform you when they have contacted the 
school coordinator to introduce you as the local assessment supervisor who will assume 
responsibility for NAEP activities from that point forward. You will contact the school 
coordinator shortly afterward to initiate a relationship with him/her, answer any questions, 
and provide your contact information. Westat hopes that promoting continuing contact and 
reducing the number of individuals who contact private schools will prevent attrition during 
the assessment window. 

All recruitment materials must remain in the School Folder when it is returned to the home 
office. Following the field period, recruitment records and documents are analyzed by home 
office staff and used to refine materials and recruitment procedures for future recruitment 
efforts. 

1. Private School Log 
 
Each private School Folder contains a one-page school-specific Private School Log that lists 
the information known about the school at the time it was selected including contact and 
locating information, affiliation, up to five professional associations the school belongs to, a 
6-year history of NAEP selection/participation status, and space for GCSV’s to enter 
corrections and notes. On the reverse side of the log is space where the GCSV noted 
information gleaned from Internet research, any special instructions related to assessing the 
school, and any sensitive information the assessment team should be aware of. 

Pay close attention to the section titled “Special Instructions.” The recruiting supervisor 
noted there any special requests made by the school coordinator such as a request to 
assess all, required dress codes, or specific AA gender requirements. In the section titled 
“Sensitive Information” the recruiter supervisor may have recorded information that you or 
team members need to know and take into consideration to ensure that the assessment 
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goes well in the school. Some of this information should not be shared with the school. 
Examples of information recorded here include notations that the school is concerned about 
confidentiality, a particular staff member is not supportive and should be handled sensitively, 
or the school is recovering from some crisis. You may wish to discuss these issues with the 
recruiting supervisor to ensure that you fully understand how to deal with the sensitive 
information. 

2. School Data Collection Forms 
 
Each School Folder also contains the Nonpublic SDCF used by the recruiter to document 
contacts in the Record of Calls section, confirm participation, structure conversations with 
the school principal and the school coordinator, and to record specific information and 
arrangements related to preassessment and assessment activities. The cover of the form 
contains a pre-printed label listing the contact, location, and other information from the SCS. 
Recruiters have made appropriate corrections to the label information and entered them into 
the SCS. Important information you need to review on this form include the following: 

• the name and contact information for the school coordinator, 

• the total or estimated enrollment of the age to be assessed,  

• the confirmed assessment date, 

• year-round schedule information where appropriate, 

• the preferred method for providing the list of eligible students for sampling, 

• the name and telephone number of the person who will assume responsibility for the 
Parent/Guardian Notification Letter, and 

• any additional assessment arrangements or information you should know. 

Please pay particular attention to the section documenting the school’s preferred 
method for providing the list of eligible students. Many private schools are sensitive to 
the confidentiality of this information and reluctant to allow the information to leave their 
campus. It is critical that you make no attempts to persuade a school to E-File or send you 
the list of eligible students by fax or by FedEx if they have expressed the desire for on-site 
sampling. (It is never acceptable to receive lists by e-mail.) If the school has requested that 
names never leave the campus, honor that request and take care to show the school 
coordinator that you have removed the names from any materials taken from the school 
following preassessment visits and assessments. If you need help in working around such 
restrictions, your field manager can guide you. 

Recruiting supervisors have made every attempt possible to speak with every school 
coordinator, review all items on the SDCF and enter all information required. Should you find 
that an SDCF is not completely filled out, contact the recruiter to determine the reason for 
the omission. In rare instances (such as a school only recently recruited), you may need to 
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make the initial school coordinator call to collect the information and make the necessary 
arrangements. 

3. Gaining Cooperation Tracking Form 
 
The Gaining Cooperation Tracking Form is the blue document stapled to the inside of the 
private School Folder. Sometimes more than one recruiter was involved with gaining the 
participation of a school and this form was created to track the folder as it moved among 
recruitment staff. The name of the primary recruiter whom you should contact with any 
questions is recorded at the top of the form. In rare instances, the School Folder of a non-
participating school may be sent to you for assistance with recruitment or refusal conversion. 
In those instances you will make the necessary updates to this form. If the school 
cooperates, the folder will remain with you for assessment. If the school refuses or is 
ineligible for any reason, you will return the folder to the primary recruiter. 

4. Materials Checklist 
 
Gaining cooperation staff used the Materials Checklist to document which materials were 
used with individual schools during the recruitment process. Recruiting supervisors 
customized mailings and other contacts with private schools by selecting from a Private 
School Recruitment Toolbox containing a variety of informational materials, reports, 
endorsement letters, and adaptable letters for addressing varying situations. The information 
recorded on this checklist will allow the home office to evaluate which materials worked best 
with different kinds of schools. Should school staff comment on any of the NAEP private 
school materials, please summarize their feedback in the note box on this form so that it can 
be included in the analysis.  

5. The Internet Search Form 
 
The Internet Search Form was used by recruiters as they conducted Internet searches to 
record information they considered useful for customizing a more personalized initial mailing 
to schools or for addressing arguments the schools might make for non participation. 
Introducing school achievements or highlighting relevant points in mission statements 
provided good segues into discussions about why schools should participate in NAEP. 
Reviewing this form will provide you with interesting information that you may find useful as 
you work with the school.  

6. Special Situation Form 
 
The Special Situation Form documents any special requests a school made and the 
statisticians approved in reference to sampling. Examples of situations documented on this 
form include requests to assess all or fewer students in a grade/age, requests to assess age 
eligible students in only one grade, etc. If a special situation was arranged for a school, a 
flag in the SCS will also alert you that the form exists. 
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Private School Recruitment Documents 
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