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2. Assessment Forms and Materials 
 
The materials described in this section are used primarily in schools during the assessment 
period. Some of the materials are used by the AAs for administering the assessment sessions, 
while others are for observers or school staff who administer accommodation sessions. 

A. Assessment Booklets 
 
The assessment booklets are used to assess the selected students. There are many 
different versions of assessment booklets. The cover of each booklet contains space to 
record the school ID number. Each booklet cover also has a code in the upper-right corner 
(see examples below). This code is made up of the following two components: 

• a letter identifying the subject; and 

• a three-digit booklet version number. 

You should be able to recognize the booklet codes to ensure you are distributing the correct 
booklets and materials for each session. 

To help further distinguish the correct booklets for a session, the covers are printed in 
different colors: age 9 in blue ink, age 13 in brown ink, and age 17 in gray ink. 

Long-term trend assessments do not use ancillary materials such as calculators or other 
manipulatives. 
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B. Session Scripts and Question-by-Question Specifications 
 
1. Session Scripts 
 
Regular Session Scripts 
Session scripts are used to administer the assessment. This year, there are three different 
scripts for regular assessment sessions as indicated below.  

• Age 9 Session Script 

• Age 13 Session Script 

• Age 17 Session Script 

There are differences between scripts in wording, procedures, and required materials. The 
session scripts are provided in the back of the AA Manual. 
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Accommodation Session Scripts 
Accommodation scripts should be used to administer separate accommodation sessions. 
These scripts have been developed to meet the specific needs of the students who are 
being accommodated. Some sections of the scripts have been shortened or simplified, and 
the timing of the sections is less stringent. Each accommodation script is listed below. 

• Age 9 Accommodation Session Script 

• Age 13 Accommodation Session Script 

• Age 17 Accommodation Session Script 

These scripts are also provided in the back of the AA Manual. 

 
 
2. Question-by-Question Specifications 
 
Question-by-Question Specifications, also referred to as “QxQs” for short, are brief explanations 
of the intent of each question in the student background questionnaire section of the assessment 
booklet, and instructions on how AAs (and any other session administrators) are required to 
answer certain questions from students about each questionnaire item. 

QxQs for the general student background sections of the assessment are provided in the 
back of each session script. AAs must refer to them when helping students understand the 
intent of a question in the background section. 
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C. Teacher Observer Letter 
 
NAEP encourages the teacher and/or the school coordinator to remain in the classroom 
during the assessment to observe and assist in classroom control. NAEP has developed a 
Teacher Observer Letter that is printed on two-part paper that provides instructions to 
school staff observers on their role during the assessment. 

Since the staff members observing the assessment sessions have access to the 
assessment booklets and data, there is a nondisclosure statement located at the bottom of 
the letter for school staff to sign. You will provide this letter to school staff observers and 
collect the signed letter prior to the assessment. 
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D. Accommodation Teacher Letter 
 
NAEP has developed an Accommodation Teacher Letter that school staff who assist with or 
administer an accommodation session must sign. This letter provides instructions to school 
staff on their role during the assessment. 

Since these staff members have access to the assessment booklets and data, the 
Accommodation Teacher Letter also contains a nondisclosure statement. The letter is 
printed on two-part paper. On the assessment day, you will provide this letter to school staff 
administering or assisting in an accommodation session and collect the signed copies just 
prior to the assessment. 
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E. Session Debriefing Form 
 
The Session Debriefing Form has been developed to gather information about the 
assessments. By accurately completing this two-page form, AAs will provide NAEP with 
documentation that the session was completed and a record of any problems that may have 
been encountered regarding the session. If problems arise during the session, AAs must 
use this form to document exactly what happened; how it affected the performance of 
students in the session; and how and by whom the situation was resolved. 

A Session Debriefing Form, shown below, must be completed for each original session, 
each separate accommodation session, and each makeup session held in the school. 
Instructions for completing the form are located in the AA Manual. 
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3. Guidelines for Completing Scannable Documents 
 
The data you enter on many of the forms discussed in this chapter are machine scannable. 
Below are the guidelines for completing scannable documents. 

When entering pertinent information onto the Administration Schedule, Roster of 
Questionnaires, questionnaire covers, and assessment booklet covers, you must adhere to 
the following guidelines: 

• Use only No. 2 pencils. 

• Print all information neatly within the boxes. Numbers should be written clearly in the 
center and should not touch the sides of the boxes. Avoid extraneous loops. 

• Right justify all numerals entered in multiblock columns. 

• Erase completely and clearly to correct handwritten entries. 

• To correct computer-printed entries, strike through the error and write the correction in 
the white space. 

 
Shown below are examples of acceptable and unacceptable writing styles for completing 
scannable documents. 

The following are acceptable writing styles: 

 
 
The following are unacceptable writing styles because there are edges that touch the sides of 
the box and extraneous loops on characters: 

 
 

 

Impacts Statistical Validity 
Be careful when entering information on scannable documents. Remember 
to enter information carefully and check your entries to verify you have 
entered the correct information. 
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Chapter 3 Summary 
 
Upon completing this chapter, you should be able to: 

• describe various NAEP materials, 

• describe when and how each material is used during NAEP, and 

• understand the guidelines for completing scannable documents. 
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QUALITY 
CONTROL 

ACTIVITIES
This chapter provides an overview of the quality control activities for LTT. Each 

NAEP team member is vital in ensuring the quality of student data. A 

comprehensive process is in place to ensure checking and rechecking of all team 

members’ work. Other checks permit you, your field manager, and other Westat 

staff to identify, diagnose, and resolve potential data problems. 

 
1. Overview of Quality Control Activities 
 
Westat has established detailed quality control (QC) procedures for all stages of NAEP 
2007-2008 beginning with the selection of the school and student samples and extending to 
data collection. As part of our overall focus, we have put in place a QC program to ensure 
that NAEP 2007-2008 field staff members are performing their duties according to the 
established protocols and to allow for timely identification of potential data or personnel 
problems. The QC procedures can be grouped into two categories of activities: (1) activities 
that you perform to ensure data quality, and (2) activities conducted by others for the 
purpose of monitoring field staff performance. 

2. Supervisor Quality Control Activities 
 
Supervisors play an important role in ensuring the statistical validity of student data, which 
includes student demographic information as well as completed student assessment 
booklets. You will use the Quality Control Booklet (QCB) to record the completion of tasks 
that must be accomplished prior to assessment day, to gauge your assessment 
administrators’ (AAs) assessment day performances, and to conduct the School Coordinator 
Debriefing Interview. You will verify with school coordinators during the preassessment visit 
any student demographic data that has been flagged by computer-generated statistical 
checks. Finally, you will assist Westat as necessary to obtain student demographic data 
missing from Administration Schedules returned to Pearson. 
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A. QCB 
 
The QCB is an important document used throughout the assessment process. 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. Chapter 7 contains additional 
information about the QCB. 

B. Student Sampling Summary Report 
 
Once listings of students have been submitted by E-Filing or manually entered using the 
Student Data System (SDS), the student demographic data undergo a series of statistical 
checks. Any checks that result in a warning message are printed on a Student Sampling 
Summary Report, which you will review with the school coordinator. You will record notes 
about revisions to student demographic data in the QCB. Chapter 3 and Appendix E provide 
more information on the Student Sampling Summary Report. 

C. Providing Complete and Accurate Student Demographic Data 
 
It is our goal that all student demographic data on the Administration Schedules are 
complete and accurate. Throughout the field period, Westat will send e-mail messages to 
supervisors with copies to their field managers identifying schools in which there are either 
missing or questions about the student demographic data. This section discusses the 
procedures supervisors will follow for assuring complete and accurate student demographic 
data and responding to these e-mail messages. 

As assessment materials are received at Pearson, the Administration Schedules are 
scanned and files containing the data from the Administration Schedules are sent to Westat 
twice a week. Westat will check the student demographic data in these files. If there are any 
issues with the data, the procedures that will be followed are outlined below.  These have 
changed somewhat from NAEP 2007.  

• An e-mail message is sent from the NAEPQC mailbox to the supervisor (with copies to 
the field director and field manager). 

• Supervisor  

- prints out the message that contains specific information about the issue, 

- locates missing information or obtains correct data, if necessary, 

- records information on the printed out e-mail message, 

- goes to the Post Assessment tab for the school in the SCS and clicks on the link for 
the issue in the new NAEPQC section of this tab, and 

- updates the information to resolve the issue. 

• System checks the supervisor’s entry and notifies supervisor if there are still problems. 
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As in the past, if any of the issues below are noted, the data cannot be processed until they 
are resolved. 

• Missing student demographic data,  

• No students coded “2” (“No”) for new enrollee status, and 

• Some, but not all students coded (“universal” codes): 

- “4” for school lunch (“School does not participate in NSLP”)  

- “5” for school lunch (“School refused”) 

- “7” for race/ethnicity (“School does not collect this information”). 

A brief word about the “Universal” codes is in order.  Most of the demographic codes used in 
NAEP can vary from student to student.  For example, there are six codes (numbered from 1 
to 6) available for identifying a student’s race/ethnicity.  Generally, every student is coded 
with one of these codes, but if a student’s race/ethnicity is not available for some reason, it 
is permissible to use code 9 - “Information unavailable.” 

However, there are situations in which the same code should be used for every student.  For 
example, if a school does not participate in the National School Lunch Program (NSLP), 
every selected student will be coded 4 - “School does not participate.”  Likewise, if a school 
refuses to provide school lunch information, every student will be coded 5 - “School 
refused.” If, on the other hand, the school can provide the information for all but one student, 
that student should be coded 9 - “Information unavailable” and not school refused.  If only 
one student is coded 5 for NSLP, an issue will be sent to the supervisor so that the code can 
be corrected. 

Details for these procedures are explained further in Appendix G (SCS User’s Guide). 

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



 

 

  
 4.4 SUPERVISOR MANUAL — LTT 

QUALITY CONTROL ACTIVITIES

B. Quality Assurance Visits by HumRRO 
 
NCES has contracted with Human Resources Research Organization (HumRRO) to conduct 
independent quality assurance activities throughout the NAEP test cycle. 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 represents schools from across the country as well as schools of various sizes. 
Particular NAEP staff members are not targeted for observation. 

School visits are an integral and necessary part of NAEP’s QC program, and this check has 
been 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 via telephone 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 
correctly, 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. 
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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. 

 
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 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, such as booklet preparation, are 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 will ask NAEP staff 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. 
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C. 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 you in advance. The purpose of the field manager’s visit is 
similar to that of the NAEP staff visits. The field manager will observe each assessment 
team and check that all administrative procedures conducted by the assessment team are 
done according to procedure. 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. 

D. Follow-up Telephone Calls to Schools 
 
As an additional QC check, your field manager and other Westat staff will call a 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. 

Chapter 4 Summary 
 
Now that you have completed this chapter, you should be able to: 

• identify the quality control activities you will perform; and 

• identify the quality control activities NCES, ETS, Westat, HumRRO and your field 
manager will perform. 
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