
 

 

  
 3.42 SUPERVISOR MANUAL — LTT 

UNDERSTANDING NAEP MATERIALS

S. Teacher Notification Letter 
 
The Teacher Notification Letter (shown below) is provided for the school coordinator to use 
to inform the teachers of students selected for the assessment. You will provide the school 
coordinator with a copy of this letter during the preassessment visit. School officials can 
copy or modify this letter as they wish and distribute it to all teachers of students who will be 
participating in the assessment. 
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T. NAEP 2007-2008 Publications 
 
There are a number of NAEP publications that you will use or provide to the schools as 
needed during your NAEP assignment. These publications come in many formats, from one-
page color brochures to small booklets. Below is a list and short descriptions of the most 
common NAEP publications you will use. You will be provided with a small supply of these 
documents in your bulk supplies.  

1. LTT Sample Questions Booklet 
 
The LTT Sample Questions Booklet contains actual student background questions and 
examples of the types of cognitive questions in the assessment booklets. Since the 
cognitive questions in the assessment booklets need to remain secure and are not released 
to the public, Sample Questions Booklets have been developed for school staff, parents, 
and other persons interested in the types of questions asked on the NAEP assessment. 
There is one Sample Questions Booklet for all ages. See Chapter 1 for more information on 
the NAEP Guidelines for Reviewing Assessment Materials. 
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2. Teacher’s Guide to NAEP 
 
This color brochure provides teachers with facts about NAEP, including why their 
participation is important and information on how to encourage their students to participate 
and do their best on NAEP. You will provide each school coordinator with one of these 
brochures for each teacher of age-eligible students in the school. 
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3. Measure Up Flyer 
 
This four-page color flyer provides information for teachers about NAEP results, sample 
questions, and other topics of interest. A version for public elementary, middle, and high 
schools has been developed. You will distribute this flyer to each public school coordinator 
at the preassessment visit, unless the NAEP State Coordinator has already done so. A 
version has also been developed for private schools, which you will provide at the 
preassessment visit. 
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U. Assessment Information Form 
 
Effective communication between you and your AAs is crucial to NAEP’s success. The 
Assessment Information Form is a two-page document developed for you to communicate 
specific information to the AAs about their assignment and about the accommodation 
sessions that will be conducted at the school. You can either mail your prepared 
Assessment Information Forms to your AAs or give the forms to them in person 1-2 weeks 
before each assessment. Detailed information on how to complete this form is provided in 
chapter 7. 
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V. Bundle Slip 
 
Assessment booklets for all ages will be packaged in bundles of 16 booklets. Session Boxes 
for all sessions will contain two bundles of booklets. 

A numbered Bundle Slip, shown below, will be shrink-wrapped with each bundle of booklets. 
The Bundle # on the slip should match the number printed in the Bundle # box in the 
upper-right sections 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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W. Bulk Security Checklist 
 
It is your responsibility to keep track of and account for all booklets assigned to you, both 
those included in Session Boxes and those sent to you in Pearson bulk supplies. Each time 
you use a booklet from your bulk supplies, you must record the: 

• date you received the booklet from Pearson (Received); 

• date you used the booklet (Date Issued); 

• School ID and Session ID in which the booklets were used (School/Session); 

• date and time you returned the booklet to Pearson (Date/time Returned); and  

• tracking number of the package in which the booklet was sent to Pearson (Tracking Number). 

At the end of the field period, you must return this completed form to your field manager.  

Supervisor: Mr. Smith Seq. # 001

Region #: IA01

Bundle # Received Date Issued School/Session Date/Time Returned Tracking Number
Book ID's

90001
2310000091
0010000000
1900000001
2040000060
0900450680
1157534689
0091123794
2171234567
1360005594
0340023364
2340078532
1310000666
0160011189
2043333365
0204444835
1360452189

80001
2320000091
0020000000
1910000001
2050000060
0910450680
1167534689
0101123794
2181234567
1350005594
0360023364
2320078532
1300000666
0170011189
2053333365
0214444835
1370452189

Instructions: This form is for your use only. Do not return to Pearson.
Each time you use a booklet from this bundle, you must record the date used, the name and ID of the school, 
the session and line number it was assigned to and the tracking number of the package in which it was returned 
to Pearson.  All unused booklets from this bundle must have the tracking number of the package in which it was 
returned to Pearson.

This completed form must be returned to your field manager at the end of the assessment period.

NAEP LTT 07/08 
Bulk Security Checklist
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