ADMINISTER

A MANUAL FOR ASSESSMENT ADMINISTRATORS



__oUTER PART 3

Part 3 of your training...

is your manual: your step-by-step, procedure-by-procedure instructions about
how to do your job. Following these instructions precisely allows NAEP results to

be comparable within states and across the country.

NAEP is complicated and accountable. It includes many, many steps—

all of which must be completed with the highest level of attention and accuracy.
Forms must be filled out and records maintained, student samples selected,
accommodations planned, student attendance recorded, sessions conducted, and

the security of materials maintained. Precision in each of these steps is critical.

Your manual is the source of the step-by-step procedures for every part of the
process for which you are responsible. These procedures must be followed “to the
letter” to assure consistency of results across the country. Comparable procedures

produce comparable data.




NAEP 2009

ASSESSMENT ADMINISTRATOR MANUAL

Table of Contents Page
Understanding NAEP Materials ...........ccooimmeciiiiinieniiinnnns 1.1
1. NAEP MaterialS ....coviieiiiriiriireiierenisesressssssessenssessessssssessesssnssansens 1.1

A. Assessment Information FOrmM .......oooveeiieiiee e 1.2
B. Administration SCheAUIE ........ooieieieee et 1.3
C. Assessment Booklets and Student ID Labels...........cooevveeeeeeeeeinennenn.. 1.10
D. Ancillary Materials............coooiiiiiiiiiiiieeeee e 1.12
E. Assessment QC Record and Booklet Preparation QC Record........... 1.13
F.  SeSSION MaterialS. ......cooieeeeeeeeeeeee et 1.15
L€ TR 7= 1T (o] IS Ty o) 3 1.16
H. Session Debriefing FOrM ... 1.19
. Teacher Observer Letter. ... oo 1.20
J.  Accommodation Teacher Letter.........coouvieiieiiiiii e, 1.21
K. Student Appreciation Certificates............ccccciii 1.22
L. School Staff Questionnaires and Rosters of Questionnaires.............. 1.23
Preparing for Assessment Day.......cccccceeiimmmmenniniinnneninnnns 2.1
1. Activities to Complete Before the Assessment Period............... 21
Procedure 1. Receive and Review the Assessment Schedule.................. 2.1
Procedure 2. Meet With Your AC to Complete Post-Training Activities..... 2.1
Procedure 3. Practice Using Session Scripts ... 2.2
2. Activities to Complete Before Assessment Day ...........ccccovvreeneee 2.2
Procedure 4. Receive and Review the Assessment Information Form...... 2.2
Procedure 5. Meet With Team to Prepare the Booklets ............................ 25
5A. Check the bundles of assessment booklets ........c.cccovvvvveveiiiiennn.. 2.6
5B. Record the line number and Session Number on the booklet
(070 1V/=] (R 2.8
5C. Replace the original booklet with a separate accommodation
booklet, if necessary.........cccccc 2.8
5D. Verify the booklet ID number and attach the student ID label ....... 2.8
5E. Check column Q on the Administration Schedule for Refusal/
Withdrawn/ Ineligible/and Excluded students............cccccvvvvvvvinnnnnns 2.10

ASSESSMENT ADMINISTRATOR MANUAL iii



TABLE OF CONTENTS (continued)

5F. Insert required ancillary materials inside the booklets................... 2.11
5G. Review Assessment Information Form and identify students
who require accommodations..............ueuveieriiiiiiiiiiiaaes 2.11
5H. Band together bookIets.............ccouviiiiiiiiiii 2.11
51.  Give booklets to your AC for quality control (QC) check............... 2.1
Procedure 6. Gather Materials to Bring to the School on
ASSESSMENE DAY ...cciieeeiiiee et 2.13
Completing Activities Upon Arrival at the School........... 3.1
Procedure 1. Report to the School on Time ... 3.1
Procedure 2. Meet NAEP Observers, If Necessary, and Follow
Guidelines for Interacting With Observers ...........ccccooiiiiiiiiiiniiins 3.2
2A. Meet NAEP ODSEIVers ..o 3.2
2B. Follow guidelines for interacting with observers.............cccccceeee. 3.2

Procedure 3. Go to the Location Where the Assessment Team

WL IMEEE ... e e 3.7
Procedure 4. Receive the Session Materials............cccoooiiiiiiiiiiiiiiiiiii. 3.7
4A. Quality control (QC) check the assessment booklets and
review the Assessment Information Form..........................l 3.9
4B. Prepare the Session Debriefing FOrm .........cccoooiiiiiiiie 3.10
Procedure 5. Adhere to Security and Confidentiality Guidelines................ 3.1
Procedure 6. Prepare the ROOM ... ... 3.13
B6A. Set out the supplies you will need for the session......................... 3.13
6B. Erase or conceal visual materials..............coooevvveviiiiiiiiiiiiiiiiiiininnns 3.14
6C. Post the “Testing in Progress—Do Not Disturb” sign
OUtSIde the FOOM.....ceiiiiiiiiiieieeeee e 3.14
6D. For grades 4 and 8, hang the Booklet Cover Poster at
the front of the roomM .......eeiiiii e 3.14
6E. For grades 4 and 8, write the teacher names and
corresponding teacher numbers on the board.............cccceeeee 3.14
6F. For grades 8 and 12, write the school ID number on the board .... 3.17
6G. Conduct a QC check of the assessment room ...........ccccevveeeeeenee. 3.18
Administering and Monitoring the Session...................... 4.1
Procedure 1. Begin the SeSSION .........ccooiiiiiiiiiiiiiiieee e 4.1
1A. Ensure that each student is at the correct location........................ 4.1
1B. Begin the session on time ..., 4.1
1C. Use the correct session script to conduct the session................... 4.2
Procedure 2. Follow the Session Script.........cccccccviiies 4.2
2A. Read the session script verbatim ... 4.2
2B. Use the most appropriate method to distribute booklets ............... 4.3
2C. Instruct students to remove the student ID label from the
cover of their bOOKIEts .........cccoooviiiiiiicii 4.4

2D. Check that students have removed additional materials from
the inside cover and placed them on the corner of their desks ..... 4.4

ESSMENT ADMINISTRATOR MANUAL




2E. For grades 8 and 12, verify that students have properly

recorded the school ID number on their booklet covers ................ 4.5
2F. For grades 4 and 8, verify that all students have properly

recorded the two-digit teacher number on their booklet covers..... 4.6

2G. For grade 4, read the booklet directions aloud ..................cc..c.... 4.7
2H. For grade 4, distribute and collect calculators appropriately,
WRHEN reQUINEA ... 4.7
2l. For grades 8 and 12: If students are using their own calculators,
check to see that calculators are NAEP appropriate ..................... 4.8
2J. Check that students use mathematics ancillaries only when
1Yo [0 1] = o SRS 4.8
Procedure 3. Monitor the Session...........oooiii 4.9
3A. Time sections appropriately........cccccviviiiiiiiiiiiicc e, 4.9
3B. Answer students’ questions about how to record answers............ 4.11
3C. Answer students’ questions during cognitive block
(or subject-area) sections of the assessment...............ccceeeeeeeeee. 4.11
3D. Answer students’ questions during the general background
SECHION ..ot 4.12
3E. Answer students’ questions during the subject-area
background section ..........cccooi i 412
Procedure 4. End the Session ... 4.15
4A. Collect student ID labels............ooeeiiieiiiiiiiiieeee e 4.15
4B. If the National Indian Education Study (NIES) will be
administered, distribute appointment cards............ccccvviiiiiiiiinnin. 4.15
4C. Collect NAEP materials at the end of the assessment.................. 4.16
4D. Account for all NAEP materials before dismissing students.......... 417
4E. Dismiss students according to school protocol outlined on the
Assessment Information FOrm.........ccccceeiiiiiiie e, 4.17
Administering Accommodation Sessions.............ccc........ 5.1
Procedure 1. Understand Accommodations Most Frequently
Provided bY NAEP ... 5.1
Procedure 2. Recognize Accommodations NOT Allowed by NAEP .......... 5.18

2A. Codes for excluded students — accommodation not permitted...... 5.18
2B. Codes for excluded students — accommodation not available ...... 5.19

2C. Codes for excluded students — cannot be assessed ..................... 5.19
2D. Codes for excluded students — accommodation scheduling
] y0] o] =T o ¢ TSRS 5.19
Procedure 3. Use the Planning Codes to Identify Students Requiring
ACCOMMOAALIONS ...ttt 5.20
Procedure 4. Administer Accommodations Within the Regular Session ... 5.20
Procedure 5. Administer Separate Accommodation Sessions .................. 5.20
5A. Use the accommodation session scripts when conducting
separate accommodation SESSIONS .........cccuvveiiieieeiiiiiiiiiiee e, 5.21

5B. Ensure that school staff assisting in the administration
adhere to the guidelines described in the Accommodation
Teacher Leter ... ... s 5.22

ASSESSMENT ADMINISTRATOR MA




TABLE OF CONTENTS (continued)

5C. Follow the same standard NAEP procedures for monitoring

the SESSION ..oeeiiiiiiiiiiiieeeee e 5.22
5D. Record extended time (EXT) accommodation session start
and end time on the Assessment Information Form..................... 5.22
Completing Activities After the Assessment................... 6.1
Procedure 1. Go to the Location Where the Assessment Team Will Work.... 6.1
Procedure 2. Account for All Materials Used ............ccccouiiieiiieieiiiiiiiiieee. 6.1
Procedure 3. Complete the Administration Schedule................................ 6.1
3A. Enter an Administration Code in column Q ........c.oooviiiiiiiiiieiiennnen. 6.1
3B. Enter an Administration Code of 52 for all unassigned booklets... 6.4
3C. Complete the Summary BoX.........ccccoovviiiiiiiii 6.4
Procedure 4. Code the Booklet COVErS .........cceeveieiiiiiiiiiieieee e 6.5
4A. Organize all booklets back into Administration Schedule order .... 6.5
4B. Verify that student ID labels are removed from booklets............... 6.5
4C. Ensure that all ancillary materials are removed from booklets...... 6.6
4D. Ensure that each booklet has the correct school ID number-......... 6.6
4E. Verify that the students recorded their teacher numbers............... 6.6
4F. Transfer the Administration Codes to the student booklet
COVEIS .. e 6.6
4G. Write an explanation on the booklet cover ...........cccooooieen 6.8
4H. Transfer the Planning Codes to the student booklet covers.......... 6.8
4|. Code accommodations on the booklet cover ............cccccceevrnnnnnee. 6.8
4J. Code the “Total Time for Accommodation (EXT)” boxes for
extended time accommodations...............ccoee 6.10
4K. Band the booklets together and place the Administration
Schedule ontop of the stack...................cc 6.10
4L. Provide materials to your AC for a quality control QC check......... 6.10
Procedure 5. Pack the Session Box and Return Additional Materials
B0 YOUN AC e e e e 6.12
5A. Pack the Session Boxes according to Pearson procedure............ 6.12
5B. Provide leftover session materials to your AC...........cccevvvvvvveeeeee. 6.14
5C. Provide the Session Box to your AC for the final QC check of
sesSion MaterialS.......c.ouuiiiiii i 6.14
Procedure 6. Finalize the Session Debriefing Form ..........cccccooiiiiiiiinnnn. 6.15
Conducting a Makeup Session........ccccceeeciiiiiiiiinnnnnneennnnes 71
Procedure 1. Secure Assessment Materials for the Makeup Session....... 71
Procedure 2. Meet the School Coordinator and Retrieve the
NAEP Storage ENVEIOPE ........uuuuuuecccee e 7.2
Procedure 3. Organize the BookKIets..............c.oeeeeiiiiiiiiiiie 7.2
Procedure 4. Prepare the ROOM ...........ouciiiiiiiiiiiicicce e, 7.2
Procedure 5. Conduct the Makeup SesSioN ............uuueeiiiiiieiiiiiienas 7.2
Procedure 6. Complete the Administration Schedule................................ 7.3
Procedure 7. Code the Booklet COVErS ........ccoooiiiiiiiiiiieeeeeee e 7.4
Procedure 8. Prepare the NAEP Storage Envelope.........ccccccceeieininnnnnnne. 7.4

SSMENT ADMINISTRATOR MANUAL



Procedure 9. Repack the Session Box and Return to Your AC................
Procedure 10. Finalize the Session Debriefing Form and Return to
YOUE AC ettt e e e et eaaeaees

Conducting the Extended Student Background
Questionnaire (ESBQ) ......cccccevreiimmreriicccneree s sccneee s e

1. ESBQ Activities to Complete Before the Assessment...............

Procedure 1. Receive and Review the ESBQ Administration Schedule....
Procedure 2. Prepare the ESBQ BookKlets........ccccoooiiiiiiiieiiiiiieee

2. ESBQ Activities to Complete During the Session ......................

Procedure 3. Administer the ESBQ .......coooeeeiiiieee e
3A. Instruct students to remove the label from the ESBQ ...................
3B. Record attendance on the ESBQ Administration Schedule...........
3C. Answer students’ questions during the ESBQ section ..................
3D. Collect the ESBQ booklets from students ..............ccoeeeevvvneeeninnnn...

3. ESBQ Activities to Complete After the Session .........cccoveeueeennnes

Procedure 4. Complete the ESBQ Administration Schedule and
Code the ESBQ Booklet COVEIS........uuoiiiieiiiiiieeeeeeeee e

4A. Enter an ESBQ Administration Code on the

ESBQ Administration Schedule..........cccoooouiiiiiiiiieeeeee,
4B. Enter an ESBQ Administration Code of 52 for all

unassigned ESBQ bookIets...........ccccuiiiieiiiiiiii
4C. Complete the ESBQ Summary BOX........ccccuvviiiriieiiiiiiiiiieeeee e
4D. Organize ESBQ booklets back into ESBQ

Administration Schedule order ...........cooeviiiiiiiiiiiie e
4E. Verify that student ID labels are removed from the

[S] TON oTo o] I=] (=TT
4F. Enter the school ID number on the cover of each

[T 2O oo o] 1=
4G. Record the ESBQ Administration Codes on the

ESBQ DOOKIEt COVEIS ....ceniiieiie e
4H. Record the NAEP student booklet ID number on the

ESBQ DOOKIEt COVEIS ...
4]. Band the ESBQ booklets together and place the

ESBQ Administration Schedule on top of the stack ......................
4J. Provide coded ESBQ booklets and the ESBQ Administration

Schedule to your AC for a quality control (QC) check...................

ASSESSMENT ADMINISTRATOR MAN

vii



viii

January 2009

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3
4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31
S M T W T F S S M T W T F S
1 2 3 4 5 6 1 2 3 4 5 6 17
7 8 9 10 11 12 13 8 9 10 11 12 13 14
14 15 16 17 18 19 20 15 16 17 18 19 20 21
21 22 23 24 25 26 27 22 23 24 25 26 27 28
28 29 30 31

ASSESSMENT ADMINISTRATOR MANUAL

CALENDAR




February 2009

Sunday Monday ~ Tuesday ~ Wednesday  Thursday Friday ~ Saturday
1 2 3 4 5 6 I

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

January 2009 March 2009

S M

4 5
11 12
18 19
25 26

T

13
20
27

w

14
21
28

15
22
29

10
17
24
31

S M

1 2
8 9
15 16
22 23
29 30

T

3
10
17
24
31

w

4
11
18
25

T F

5 6
12 13
19 20
26 27

S

7
14
21
28

ASSESSMENT ADMINISTRATOR MANUAL

ix



March 2009
Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

February 2009 April 2009

s M T

1 2 3
8 9 10
15 16 17
22 23 24

W T F

4 5 6
11 12 13
18 19 20
25 26 27

S

7
14
21
28

S M

5 6
12 13
19 20
26 27

T

7

21
28

w

1
8

22
29

T F

2 3

9 10
16 17
23 24
30

S

4
11
18
25

CALENDAR

ASSESSMENT ADMINISTRATOR MANUAL



ICONS

There are two icons used throughout the manual. Below identifies the icons and their
meanings.

This icon indicates a QC check will be required.

This Voices of Experience icon offers tips and practical advice from
experienced NAEP staff who have honed their skills in the field.
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