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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.

Part 3
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There are a series of icons used throughout the manual. The table below identifies the icons 
and their meanings. 

 

This icon indicates a quality control check or “QC check” will be 
required.  

 

This icon indicates the NAEP materials you are working with must 
be kept secured and/or confidential. 

SCSSCS
 

This icon indicates the data must be entered in the School Control 
System (SCS) website.  

2009

 

This icon indicates the task or materials are related to NIES. 

ESBQESBQ
 

This icon indicates the task or materials are related to the ESBQ. 

 

This icon indicates information regarding the ordering of additional 
assessment materials from Westat. Detailed instructions for using 
the Westat MOS are provided in the Westat MOS User’s Guide 
(Appendix A). 

 

 

This icon indicates the Pearson SchoolHouse Materials Ordering 
and Pearson Materials Tracking System.  

 

Voices of Experience: These boxes offer tips and practical advice 
from experienced NAEP staff who have honed their skills in the 
field. 

 

This icon indicates the system used for tracking the hours worked 
by the assessment team.  
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Key NAeP Forms

The objective of this chapter is to introduce you to the key NAEP forms you will 
use in your job as an assessment coordinator (AC). By the end of the chapter, 
you should be able to recognize and understand the key NAEP forms and other 
materials. A thorough understanding of these materials and how they are used 
in the assessment process will put you well on your path to being a successful 
NAEP team leader.

Accuracy in completion of forms is essential to the integrity  
of the data NAEP collects.

1. Key N
A

eP Form
s

ChAPter 1
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Key NAEP Forms
 

The Coordinate Manual contains all of the information you will need to perform your duties 
as an assessment coordinator (AC). It details the National Assessment of Educational 
Progress (NAEP) procedures prior to, during, and after the assessment. The manual is 
intended to be your guide throughout the NAEP process and should be kept close at all 
times during your assignment.  

The manual is divided into 12 chapters, five appendices (four of which are about NAEP 
forms) at the back of the manual, and an index. As you read through the manual, feel free to 
highlight, make notes, and mark up pages. This is your copy, and you should make the most 
of it.  

This first chapter introduces you to three of the key forms you will use during each phase of 
the assessment period and in each of your schools. After you read this chapter and before 
you continue on, review the other NAEP materials and forms described in the NAEP forms 
sections of this manual. These materials are organized in the order in which you will use 
them: Appendix A, Preassessment Packet Materials; Appendix B, Preassessment Visit 
Materials; and Appendix C, Assessment Materials. Appendix D, NIES Materials is discussed 
later in the manual as is Appendix E, Working With Private Schools. 
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1. Administration Schedule 
 
A. Administration Schedule Role and Process 
 
The NAEP Administration Schedule is a form used throughout the three stages of the NAEP 
process: preassessment, assessment, and postassessment. 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. 

 
This process can be seen on page 1.4 of this manual. A sample Administration Schedule is 
shown on page 1.6. 

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 by Pearson or entered by hand on the Administration Schedule on 
the day of the assessment. The Administration Schedule then becomes the primary 
document an AC will use 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. 

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, student with 
disability (SD) and/or English language learner (ELL) status(es), and National School Lunch 
Program (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 assessment administrators (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 states. The NAEP results for the nation include reports by gender, 
race/ethnicity, students classified as SD and/or ELL, and NSLP status. 
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B. A Closer Look at the Administration Schedule 
 
There is one Administration Schedule per session. Only students whose names appear on 
the Administration Schedule may participate in the assessment, unless the school requests 
that a nonsampled student 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 ID Number 
A unique NAEP School Identification (ID) Number is assigned to every school sampled for 
NAEP. The ID is a seven-digit number. 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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The Session Number 
The Session Number consists of two letters and four numbers. The two letters indicate the 
subjects being assessed. In 2009, there are three session types: RS, RN, and RM. 

NAEP 2009 Session Types 

Session Subjects Grades School Type 

 RS Reading/Mathematics/Science 4/8/12 Public and Private 

 RN1 Reading/Mathematics/Science 4/8 Bureau of Indian Education (BIE) and public schools 
in Arkansas, Kansas, Vermont, Nebraska, and the 
District of Columbia 

 RM Reading/Mathematics 12 Public in Arkansas, Connecticut, Florida, Idaho, 
Illinois, Iowa, Massachusetts, New Hampshire, 
New Jersey, South Dakota, and West Virginia 

1 These session types are for the states not participating in state-level science. One in 19 students sampled will be 
assessed in science for the NAEP National Sample. 

 
Next to the subject indicators will be two numerals—04, 08, or 12. This is the grade 
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 grade 8 public school with three sessions would have 
three Administration Schedules: one Administration Schedule for session RS0801, the 
second for session RS0802, and the third for session RS0803. 
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The Columns of the Administration Schedule 
The chart below details 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, “M” for 
mathematics, or “S” for science. An “MC” indicates students who will need a calculator 
during the mathematics assessment.  

E Birth Date To indicate each student’s month and year of birth. 

F Sex To indicate each student’s gender.  

G 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. 

H School Lunch To indicate each student’s eligibility status in the NSLP. The codes used in this 
column are printed in the upper-left corner of the form. 

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

J Final SD Code To record a student’s SD status, if it has changed since it was originally recorded.  

K ELL To indicate each student’s ELL status. The codes used in this column are printed in 
the upper-left corner of the form. 

L Final ELL Code To record a student’s ELL status, if it has changed since it was originally recorded. 

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

N 
(New!) 

Planning Code To record how a student will be assessed—whether in the regular session, a separate 
session, or if the code is not applicable.  

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 number. That number 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 
(New!) 

Admin. Code Unlike previous years, this column will not capture accommodation information. 
Rather, you will use it to record each student’s participation status.  

R Admin. Codes List of the codes and definitions for column Q.  
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The Administration Schedule: A Closer Look 
 

 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 1.11 

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 Q after the assessment. The 
formula in this box calculates the total number of students assessed. 
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Demographic Data 
The demographic data on the Administration Schedule is located in the upper-left corner 
and includes: Race/Ethnicity, NSLP, SD, ELL, and the Planning Codes. Each of these 
pieces of data corresponds with the columns located in the middle of the Administration 
Schedule as shown below.  

Race/Ethnicity 
The data for Race/Ethnicity is printed in column G of the Administration Schedule (see page 
1.12). One of the following codes will be assigned to every student sampled for NAEP: 

 Code 1 White, not Hispanic: A person having origins in any of the original peoples of 
Europe (except Spain), North Africa, or the Middle East. 

 Code 2 Black, not Hispanic: A person having origins in any of the Black peoples of 
Africa. 

 Code 3 Hispanic: A person of Mexican, Puerto Rican, Cuban, Central or South 
American, or other Spanish (but not Portuguese) culture of origin, regardless of race. 

 Code 4 Asian or Pacific Islander: A person having origins in any of the original peoples 
of the Far East, Southeast Asia, the Indian Subcontinent, or the original peoples of the 
Pacific Islands. These areas include, for example, China, Japan, India, Korea, the 
Philippine Islands, Samoa, and Hawaii. 

 Code 5 American Indian or Alaska Native: A person having origins in any of the original 
peoples of North and South America (including Central America), and who maintains 
tribal affiliation or community attachment. 

 Code 6 Other: A person who identifies with more than one of the non-Hispanic 
categories above or has a background other than the ones listed. 

 Code 9 Information unavailable: Occasionally, schools may not retain information on 
Race/Ethnicity for one or more students. If so, code 9 will be used. 
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Race/Ethnicity 
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National School Lunch Program (NSLP) 
Demographic data about the student’s eligibility in a school lunch program is found in 
column H of the Administration Schedule, as shown below. These codes and the definitions 
are as follows:  

 Code 1 Student not eligible: Student not eligible to participate. 

 Code 2 Free lunch: Student receives a free lunch. Schools participating in Provisions 2 
or 3 of the NSLP should code all students as “free lunch.” If it is not possible to 
distinguish between “free” and “reduced price” for some students, all students will be 
coded as being eligible for free lunch. 

 Code 3 Reduced price lunch: Student receives a reduced-price lunch. 

 Code 4 School not participating: School does not participate in the NSLP. Code 4 is a 
universal code, meaning that schools electing to use it must apply it uniformly to all 
students on the list. 

 Code 5 School refused: If a school or school district refuses to divulge student eligibility 
information, then field staff will record a 5 for students during the preassessment visit. 

 Code 9 Information unavailable: Code 9 is used for schools indicating that school lunch 
eligibility data are unavailable for some or all students. 
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Students With Disabilities (SD) 
Demographic data pertaining to students identified as SD are found in column I of the 
Administration Schedule. During the preassessment visit, you will record the final SD status 
in column J of the Administration Schedule. The codes and the definitions are as follows:  

 Code 1 Yes, IEP: Student has an Individualized Education Program (IEP). If it is not 
possible to distinguish between “Yes, IEP” and “Yes, 504” for some students, code 
these students as “Information unavailable.” 

 Code 2 Yes, 504: Student has a Section 504 Plan. If it is not possible to distinguish 
between “Yes, IEP” and “Yes, 504” for some students, code these students as 
“Information unavailable.” 

 Code 3 Yes, IEP/504 Plan in process: The IEP or 504 Plan is in process and/or the 
student’s status is unclear. 

 Code 4 No, not SD. 

 Code 9 Information unavailable: This code will be used for schools indicating that SD 
data are currently unavailable for some or all students. 
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English Language Learners (ELL) 
Demographic data for students identified as ELL are reported in column K of the Administration 
Schedule. During the preassessment visit, you will record the final ELL status in column L of the 
Administration Schedule. The codes and the definitions are as follows:  

 Code 1 Yes, ELL.  

 Code 2 No, not ELL. 

 Code 3 Formerly ELL (and monitored for AYP reporting): If a student has achieved full 
English proficiency within the previous 2 years and the state includes formerly ELL 
students in its AYP reports, the student should be coded as “formerly ELL.” States that 
allow use of this code will be noted on the State Information Form. 

 Code 9 Information unavailable: If the state you are working in uses this code, it will be 
listed on the State Information Form. This code will be used for schools indicating that 
ELL data are currently unavailable for some or all students. 
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Column N, the Planning Codes 
After meeting with the school coordinator during the preassessment visit, assign every student a 
Planning Code in column N of the Administration Schedule. The purpose of this column is for 
you to be able to quickly identify how many students will be tested in the regular or separate 
session. You are the only person authorized to update this column. The codes are listed in the 
upper-left corner of the Administration Schedule and described in the table below. 

Planning Codes 

1 Assess without accommodation(s). Used for students who can be assessed in the regular session 
without any accommodations. This code is used for SD and ELL students who do not require 
accommodations and students not classified as SD or ELL.  

2 Accommodation(s) offered in regular session. Used exclusively for SD and/or ELL students who are 
offered accommodations that can be provided in the regular session. 

3 Accommodation(s) offered in separate session. Used exclusively for SD and/or ELL students who are 
offered accommodations that must be given in a separate session. 

4 Not applicable. Used for any students who are withdrawn/graduated or ineligible. Also used for SD and 
ELL students who are excluded (Administration Codes 60–65 and 67–69). Students who are Excluded 
but Assessed (Administration Code 66) should be given a Planning Code of 2 or 3. 
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Guidelines for Completing Scannable Documents 

 
The data you enter on many of the NAEP forms are machine-scannable. 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; and 

 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 examples are unacceptable due to edges touching the sides of the box and 
extraneous loops on characters: 

 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 1.19 

2. Quality Control Booklet (QCB) 
 
The QCB is 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. As an AC, you are required to complete a QCB for 
each school in your assignment. The QCB has been developed to ensure that accurate and 
consistent data are collected for each school. 
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The Critical Role of the QCB in the NAEP Process 
You will receive one QCB for each of the schools in your assignment and use it to record all 
communication with the school coordinator and to document tasks related to the 
preassessment visit and assess activities in the school. Each QCB will have a label on the 
front cover unique to the school. If multiple grades in a school are selected, you will 
complete one QCB per grade. The information you record in the QCB will be used to provide 
reports for various NAEP Alliance members. It is critical that you complete each QCB 
accurately and completely.  

The QCB is organized into six parts: 

 Part 1 contains scripts for you to follow as you conduct the preassessment visit 
Scheduling and Confirmation Calls; 

 Part 2 consists of a script for you to follow as you conduct the preassessment visit and 
instructions for completing your preassessment visit activities; 

 Part 3 contains the Booklet Preparation QC Record, used to evaluate each AA’s 
preparation of the assessment booklets; 

 Part 4 contains the Assessment QC Record, used to evaluate the performance of each 
AA during assessment activities at the school; 

 Part 5 contains the Makeup Session Worksheet and the NIES and ESBQ Worksheet; 
and 

 Part 6 consists of a questionnaire for conducting the School Coordinator Debriefing 
Interview after the assessment. 

It is your responsibility to familiarize yourself with the QCB format and its content before you 
begin your preassessment contacts with your schools. Failure to do so could result in 
difficult and lengthy interactions with the school coordinators. 

You will use the QCB in tandem with your AC Quick Checks to complete your 
preassessment tasks. The AC Quick Checks contain all of the checklists you will need to 
prepare for the preassessment calls and the visit. 
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After the AC Training, you will receive one QCB for each school in your assignment in your 
Westat bulk supplies. QCB labels will be given to ACs at AC Training. An example of the 
QCB label is shown on the following page. On the front cover of the QCB, you will affix a 
label that contains the following information: 

 the school ID number, region, and area; 

 the assessment date; 

 school name; 

 address; 

 telephone number; 

 the name of the principal; 

 the name of the school coordinator;  

 the school coordinator telephone number; and 

 the session number(s). 

 
The label will also indicate whether the school: 

 is participating in the National Indian Education Study (NIES), 

 has been selected for the Extended Student Background Questionnaire (ESBQ),  

 has been selected for the High School Transcript Study (HSTS); (grade 12 only), 

 has selected the Take-All option, or  

 has a Student Sampling Summary Report. 

 
If the school is NIES, ESBQ, or HSTS, you will affix a corresponding color-coded sticker 
onto the front of the QCB cover, as an easy way to identify if the school has been selected 
for one of these special studies.  
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Example of QCB Label 
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3. Assessment Information Form 
 
Effective communication between you and your AAs is crucial to NAEP’s success. The 
Assessment Information Form (page 1.25) has been developed for ACs to communicate 
specific information to the AAs about their assignment. You will either mail your Assessment 
Information Forms to your AAs or give them to your AAs in person 1–2 weeks before each 
assessment. Upon receipt of the form, the AAs should review the accommodation 
information thoroughly and become familiar with the logistics and the school protocols to be 
followed on assessment day. 

The general assessment information is provided at the top of the Assessment Information 
Form. A school’s participation in the Extended Student Background Questionnaire (ESBQ) 
and/or the National Indian Education Study (NIES) will also be noted here. For more 
information about these studies, refer to Overview magazine and chapter 9 of this manual 
for information about the NIES. 

The next part of the Assessment Information Form is a table that shows the session 
information for all sessions in the school. Beneath the session information, record directions 
to the school, parking information, and instructions for when and where your team will meet. 
If NIES sessions are to be conducted, record information for transitioning and dismissing 
students here. 

On the front of the form, you will record the following: 

 the assessment date; 

 the time the AAs should arrive at the school; 

 the school name and NAEP school ID number; 

 the school address; 

 the school coordinator’s name and telephone number; 

 the principal’s name; 

 a check mark in the appropriate box(es) if the ESBQ and/or NIES Survey will be 
administered; 

 the NAEP session number(s) and accommodation group numbers assigned to each AA; 

 whether or not the session is a regular or an accommodation session; 

 the room(s) where the session(s) will be held; 

 the time each session will be held; 

 information about accommodations offered in the regular sessions, the Administration 
Schedule number of each student requiring accommodations and the abbreviation of 
these accommodation definitions; 
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 directions to the school and where to park once the AAs arrive at the school; 

 instructions for meeting the assessment team; 

 any other pertinent information, such as the policy for dismissing students, as well as 
handling persistently disruptive students and students who arrive after the session has 
begun; and 

 if NIES, instructions for dismissing students for the NIES session. 

 
It is important that you communicate to your AAs any protocols that the team must follow 
while working with the school, including the policies for dismissing students at the end of the 
session and handling students who arrive after the session has begun. Your AAs should 
also be informed of how to handle ill or persistently disruptive students, as explained in 
Strategies magazine.  

On the back of the Assessment Information Form, there is space for you to record 
information about the separate accommodation sessions (if any) that will be held at the 
school.  

For each student in an accommodation session, use the Inclusion Worksheet to record the 
student’s 

 Group #, 

 Session #, 

 Line #, and 

 Subject #. 

 
Circle all accommodations that apply. If “OTH” is circled, specify which accommodation the 
student is offered in the NOTES sections. 
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Assessment Information Form 
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4. Preassessment Packet 
 
All schools will receive a Preassessment Packet during the first week of January 5, 2009. 
The school coordinator will use packet materials to prepare for your preassessment visit. It 
is important that you familiarize yourself with this packet of materials. You will reference and 
update many of the forms included during the preassessment visit. You should also be 
aware that you may be called upon to work with your supervisor in December to compile the 
materials for these packets. 

The items in the Preassessment Packet are shown on page 1.27. A table listing the contents 
of the packets, including the name, quantity, and purpose of each, is shown on page 1.28. 
More detailed information about each form can be found in Appendix A and throughout this 
manual. 
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Preassessment Packet 
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Preassessment Packet Materials 

Document Name Quantity Purpose of Document 

Instructions for the School 
Coordinator brochure 

One per school (grade 4/8, grade 
4/8 NIES, or grade 12) 

Instructions to the school coordinator for 
preparing NAEP materials and coordinating 
assessments with the supervisor. 

Student Information Report  One per session Master list of students selected for the 
assessment.  

SD/ELL Roster of Questionnaires 
(copy of the original) 

One for each grade 4 and grade 8 
school with assigned SD and/or ELL 
Questionnaires 

Used to assign and track each of the SD 
and ELL Questionnaires. 

Grade 12 Roster of 
Questionnaires  
(copy of the original) 

One for each grade 12 school Used to assign and track each of the SD 
and ELL Questionnaires and the Grade 12 
School Questionnaire. 

Grade 12 School Questionnaire One for each grade 12 school Used to collect data about school 
characteristics for NAEP. 

SD Questionnaire  One for each student on the 
Administration Schedule identified 
as having a disability 

Collects important information about a 
student’s disability. 

A Guide for Completing the 
Student With Disabilities (SD) and 
English Language Learner (ELL) 
Questionnaires 

One per SD and/or ELL 
Questionnaire 

Instructions for the person completing an 
SD or ELL Questionnaire. 

ELL Questionnaire One for each student on the 
Administration Schedule classified 
as an English language learner 

Collects important information about a 
student’s English language proficiency. 

U.S. Department of Agriculture 
Letter  

One per school Authorizes the disclosure of the NSLP 
information for the selected students. 

Parent/Guardian Notification Letter 
(generic or state-specific version) 

One per school Notifies and explains the assessment and 
its importance to the parents or guardians 
of students selected for the assessment.  

Logistics Questionnaire  One per school, also found in the QCB  Collects information to arrange assessment 
day logistics. 

NAEP Storage Envelope  One per school (grade 4/8–red or 
grade 12–blue) 

Used by the school to hold the NAEP 
material needed by the NAEP team on 
assessment day and for storage of the 
material at the school following the 
assessment. 

NIES Envelope (if necessary)  One per school that has one or 
more American Indian or Alaska 
Native students selected for NAEP 

Contains the NIES Brochure, parent letter, 
the NIES Student Information Report that 
lists the students selected to participate, 
and the NIES Sample Questions Booklets. 

“Destroy By” Postcard One per school Alerts Westat that the NAEP Storage 
Envelope and its contents has been 
destroyed. 
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5. School Folder 
 
The School Folder is designed for your use and contains the most critical set of documents 
in the assessment process. There are three versions of the School Folder, one for each 
grade. For easy identification, grade 4 folders are bright green, grade 8 folders are bright 
yellow, and grade 12 folders are bright blue. 

The folders will contain many different documents, and the contents may vary from school to 
school. You will receive the School Folders for schools in your assignment from your 
supervisor no later than the end of December 2008.  

The items contained in the School Folders are shown below. A table listing the contents of 
the folders including the name, quantity, and purpose of each item is then shown on pages 
1.30 and 1.31. 
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School Folder Materials 

Document Name Quantity Purpose of Document 

School Folder Transmittal Form One per folder Used to track of the School Folder 
items that should be in the folder at 
various times during the assessment 
period. 

Private School Folder One per school (private schools 
only) 

Contains all of the documents that 
were used during the school 
recruitment phase. 

Field Sampling Line Numbers 
Form 

One per session type (schools 
sampled in the field only) 

Lists the line numbers that were used 
to conduct the student sample for 
schools that were sampled in the 
field.  

New Enrollee Sampling Line 
Numbers Form 

One per session type Lists the line numbers that are to be 
used to select the new enrollee 
sample. 

New Enrollee Listing Form One per school Used to record the names of the 
newly enrolled students and their 
sampling status. 

Original List of Students 
Submitted for Sampling 

One per school Is the original list of students that the 
school submitted to NAEP to select 
the student sample.  

SD/ELL Roster of Questionnaires (Quantity depends on the numbers 
of SD and/or ELL students) 

Used for grades 4 and 8 schools to 
keep track of the SD and ELL 
Questionnaires for each SD and/or 
ELL student.  

Grade 12 Roster of 
Questionnaires 

(Quantity depends on the numbers 
of grade 12 SD and/or ELL 
students) 

Used to keep track of the School, 
SD, and ELL Questionnaires 
distributed at grade 12 schools.  

Preassessment Packet FedEx 
Airbill 

One per folder Retained as documentation that the 
packet was sent and to track the 
package, if necessary. 

Preprinted white labels for 
preparing the Student 
Appreciation Certificates  

Quantity depends on the number of 
students sampled (grades 8 and 12 
only) 

Used to place on the back of the 
Student Appreciation Certificates for 
grades 8 and 12. 

Quality Control Booklet (QCB) One per school (unless school has 
multiple grades) 

Used to document all communication 
with the school coordinator 
throughout the preassessment and 
assessment period.  

Administration Schedule(s) One per session Lists each of the students selected 
for NAEP, along with their 
demographic information and their 
assigned NAEP booklet.  
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School Folder Materials (continued) 

Document Name Quantity Purpose of Document 

Inclusion Worksheet (Quantity depends on the number 
of SD and/or ELL students) 

Used to record the accommodations 
required for each SD and/or ELL 
student. 

Student Sampling Summary 
Report 

One per school, if necessary Lists any errors in the demographic 
data that were detected when the 
student sample went through the 
data checks.  

If ESBQ, ESBQ Administration 
Schedule 

One per NAEP session (ESBQ 
schools only) 

Used to link the students to their 
ESBQ and NAEP booklet numbers.  

If NIES, NIES Administration 
Schedule  

One per NAEP session (NIES 
schools only) 

Used to link the students to their 
NIES and NAEP booklet numbers.  

If NIES, NIES Roster of 
Questionnaires 

One per school, if necessary Used to keep track of NIES School 
and Teacher Questionnaires that are 
distributed at the school.  

If NIES, NIES School 
Questionnaire  

One per school Distributed during the preassessment 
visit.  

If NIES, NIES Teacher 
Questionnaire 

(Quantity depends on the number 
of AI/AN students and their 
teachers) 

Distributed during the preassessment 
visit.  

If NIES, Listing of Sampled NIES 
Students 

One per school Distributed during the preassessment 
visit to the teachers of students 
sampled for the NIES. 

Student booklet ID labels One per student (schools sampled 
in the field) 

Used to label the student booklets for 
schools that were sampled in the 
field. Pearson will not provide pre-
printed labels for these schools.  

School/Teacher Roster of 
Questionnaires 

One per school (grades 4 and 8 
only) 

Used for grades 4 and 8 schools to 
keep track of the School and 
Teacher Questionnaires distributed 
at the school.  

NAEP 2009 Listing of Sampled 
Students 

One per session Lists the students selected for NAEP 
provided to the school coordinator to 
inform teachers and handed out to AAs 
on assessment day to aid in directing 
students to the correct session. 

School Appreciation Certificate 
and Folder 

One per school Given to school coordinators at the 
end of the assessment to thank them 
for their participation. 

School ID labels  10 per school An optional tool that you can use on 
any form so you do not have to hand-
write the school name and ID. Used to 
place on the various documents in the 
School Folder.  
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School Folder Materials 
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Chapter 1 Summary 
 
Upon completing this chapter, you should be able to 

 recognize and understand how to use key NAEP forms,  

 recognize the contents of the Preassessment Packet, and 

 recognize the contents of the School Folders. 



 

 

 

KEY NAEP FORMS

 
 1.34 ASSESSMENT COORDINATOR MANUAL 

 
 

Test Your Knowledge 
 
1. The ____________________ is the only document that links students selected for the 

NAEP sample to their demographic data. 
 
 a. Administration Schedule 
 b. Quality Control Booklet 
 c. Assessment Information Form 
 d. School Folder  
 
2. After meeting with the school coordinator during the preassessment visit, what code 

will you assign in column N of the Administration Schedule for every student?  
 
 a. Demographic data 
 b. Attendance information 
 c. Planning Code 
 d. Birth date 
 
3. It is acceptable to use a pen when filling out the Administration Schedule. 
 
 a. True 
 b. False 
 
4. ____________________ is the only document that tracks your work with the school 

throughout the entire process of planning assessment activities.  
 
 a. Administration Schedule 
 b. Quality Control Booklet 
 c. Assessment Information Form  
 d. School Folder 
 
5. Which form is used to communicate information to the assessment administrators 

about their assignment?  
 
 a. Preassessment Packet 
 b. Administration Schedule  
 c. Assessment Information Form 
 d. Quality Control Booklet  
 
6. You will send the Preassessment Packet to every school in your assignment.  
 
 a. True 
 b. False 
 
 



ChAPter #

PlANNiNg For NAeP ACCommodAtioNs

The objective for this chapter is to provide you with an overview of the 
accommodation process and the materials used in planning for these 
accommodations. At the conclusion of reading this chapter, you should be 
familiar with the accommodations provided by NAEP, the procedure for 
assigning accommodations, and the accommodations not allowed on NAEP.

ChAPter 2

2. Planning for N
 A

eP A
ccom

m
odations   

Accommodations are differences in how the assessment is 
administered or how questions or responses are handled.
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Planning for NAEP 
Accommodations

 

1. The Accommodation Process 
 
In all NAEP schools, accommodations will be provided, as necessary, for students with 
disabilities (SD) or English language learners (ELL). This chapter provides you with 
information you will need to be familiar with before conducting your preassessment visits. 
Specifically, you will learn about:  

 materials for planning accommodations,  

 accommodations allowed and not allowed on NAEP,  

 resources for school staff providing accommodation information, and  

 how to plan for accommodations. 

 
Before each of these items is discussed, and how they are connected, let’s look at the steps 
that take place during the accommodation planning process. The chart on page 2.2 provides 
an overview of the entire process and your role in planning for and providing 
accommodations to students who require them. 
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2. Materials Used for Planning Accommodations 
 
The process of planning for and testing students with accommodations can be complex. 
There are multiple people who might be involved in the decision process of how a student is 
tested, the required accommodations, and how a student takes a state test vs. a NAEP test. 

As an assessment coordinator (AC), your cue to planning for accommodations comes from 
two places: the completed SD or ELL Questionnaire, and the discussion with the school 
coordinator, in which you confirm the accommodation needs of the student. 

The materials used for planning the accommodations include those shown in the table below. 

Materials Used for Planning NAEP Accommodations 

Accommodations for NAEP Flip 
Chart 

This chart describes the accommodations NAEP allows and how to 
plan and administer them. It also outlines the subjects in which each 
accommodation is allowed, if the accommodation is typically held in 
the regular or a separate session, and the additional 
accommodations typically offered to a student. You will use this flip 
chart when planning accommodations with the school coordinator 
during the preassessment visit. 

SD and ELL Questionnaires 

The questionnaires are designed to help school staff make decisions 
regarding student participation in NAEP. There must be a completed 
questionnaire for each student identified as SD and/or ELL on the 
Administration Schedule, regardless of whether that student will be 
assessed. The school staff member most knowledgeable about how 
each SD and/or ELL student is tested in the state assessment 
should complete the questionnaire. 

Inclusion Worksheet 

As an AC, your main tool for planning accommodations is the 
Inclusion Worksheet. You will transcribe the key information filled out 
in the SD and ELL Questionnaires onto this worksheet and then 
review it with the school coordinator during the preassessment visit. 

A Guide for Completing the Students 
With Disabilities (SD) and  
English Language Learner (ELL) 
Questionnaires (A Guide for 
Completing SD/ELL Questionnaires) 

New to the accommodation planning process this year is a resource 
for the school staff person completing the SD and ELL 
Questionnaires. The guide includes detailed explanations for each 
question in the SD and ELL Questionnaires, state-specific 
accommodation guidelines, and state accommodation chart. 

State-Specific Accommodation 
Guidelines 

The guidelines are developed by the NAEP State Coordinators and 
provide information on how state accommodations map to NAEP 
accommodations. Only accommodations allowed by the state will be 
allowed on NAEP. 

State Accommodation Chart 
This chart provides state-specific guidelines for completing the SD 
and ELL Questionnaires. It also contains information about which 
state accommodations are allowable in NAEP. 
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3. Accommodations for NAEP 
 
Many SD and ELL students who require accommodations can receive them in the regular 
assessment session. However, some students require a separate test session, refered to as 
an “accommodation session,” either because their Individualized Education Program (IEP) 
or 504 Plan requires one or because the type of accommodations they are provided must be 
administered in a separate session in order not to disturb the other students taking NAEP.  

Generally, there are five main categories of accommodations: Direct Linguistic Support, 
Modifications to the Presentation of the Test, Modifications to the Response Format of the 
Test, Modifications to the Timing, and Other Accommodations. General information about 
each category is provided below. Details about each type of accommodations are provided 
in the Accommodations for NAEP Flip Chart. 

Accommodations Descriptions 

Direct Linguistic Support: 
- a bilingual math or science booklet, 
- test items read aloud using bilingual math 

or science book, 
- the directions read aloud in Spanish, or 
- a bilingual dictionary. 

Accommodations involving direct linguistic support require a 
separate accommodation session. The person administering 
the session will use the grade-appropriate bilingual session 
script to conduct the session, with the exception of bilingual 
dictionary accommodation.  

Modifications to the Presentation of the Test: 
- an occasional word or phrase read aloud, 
- most or all of the test read aloud, 
- the test items signed, 
- the directions signed, 
- a Braille version of the test, or 
- a large-print version of the test.  

Modifications to how the test material is presented to the 
student typically require a separate accommodation group. 
Others, such as a large-print booklet, are allowed to be 
administered in the regular session.  

Modifications to the Response Format of the 
Test: 

- sign language,  
- a Braille typewriter, 
- oral responses to a scribe, 
- a computer or typewriter, 
- a template,  
- a special writing tool, or 
- the use of magnification equipment. 

Accommodations where students respond with an alternate 
form of recording answers (i.e., sign language) requires a 
separate session. Other accommodations in this category, such 
as use of magnification equipment or a special writing tool are 
appropriate to include in a regular session.  
 

Modifications to the Timing: 
- extended time, or 
- breaks during the test.  

Accommodations that involve modifications to the timing of the 
session include extended time or breaks during the test. 
Extended time is allowed in both regular and separate 
accommodation sessions.  

Other Accommodations: 
- Varies by school. 

There are other accommodations a student may require that are 
not allowed on NAEP. You will determine the details about each 
of these “other” accommodations during your preasssessment 
visit to the school. Always ask your supervisor if you are unsure 
about whether an accommodation is permitted.  
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Accommodations NOT Allowed by NAEP 
It is a goal of NAEP to be as inclusive as possible when it comes to students classified as 
SD and/or ELL. However, there are some accommodations that NAEP does not allow:  

 oral or written responses translated into written English; 

 a bilingual dictionary for reading; 

 test material read aloud in a native language (permissible in Spanish only and only 
when a Spanish/English bilingual mathematics booklet is used); 

 test questions read aloud or signed for reading; 

 a bilingual version of the test (permissible in Spanish only and only when a 
Spanish/English bilingual mathematics or science booklet is used); 

 tape-recorded answers; 

 test taken over several days; 

 a calculator for test computation tasks in a booklet or a section that does not require 
one, including talking or Braille calculators; 

 an abacus, arithmetic tables, graph paper, or any ruler other than a NAEP-provided 
cardstock ruler; and 

 a dictionary, a thesaurus, or spelling- and grammar-correction software or devices. 

4. The SD and ELL Questionnaires 
 
The overall goal of each SD and ELL Questionnaire is to determine:  

 how SD and ELL students are assessed in the regular state academic assessment in 
the NAEP subject the student is selected to take; 

 if the accommodations that a student receives on the regular state academic 
assessment in the NAEP subject are allowed on NAEP; 

 if the student needs access to accommodations; 

 what accommodation(s) the student needs to participate in NAEP; and 

 if the student can participate in NAEP, which accommodations are allowed on NAEP. 

 
Your role as an AC is to take the data from the questionnaires and transfer the key 
responses to the Inclusion Worksheet. You and the school coordinator will then use the data 
to plan whether the student(s) will be assessed in NAEP without accommodations; with 
accommodations, and if so, which ones; or excluded. School staff are the only ones 
allowed to enter, edit, or remove data contained within each questionnaire. 

As an AC, you must be familiar with the content of the SD and ELL Questionnaires. The 
following pages describes each question from the SD and ELL Questionnaire.  
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The review of the SD and ELL Questionnaires begins with the covers (shown below). Note 
that there are two options for a school staff member to complete the SD or ELL 
Questionnaires—either hardcopy or online. The cover also contains the name of the student 
(on a label you will remove before leaving the school), and the subject the student will be 
tested in on NAEP. This is important because many questions in the questionnaire refer to 
the subject the student is taking on NAEP. If the NAEP subject is not tested on the state 
assessment, the person who is most familiar with how the student is tested or receives 
instruction in the classroom should complete the questionnaire.  
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Page 2 is left blank intentionally, so the next page you will review is page 3. Page 3 includes 
a letter from the Office of English Language Acquisition (OELA) and the Office of Special 
Education Programs (OSEP). As the Nation’s Report Card, it is important that students 
taking NAEP are representative of the students taking the state assessment, so this letter 
encourages inclusion of SD and ELL students in NAEP.  
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Page 4 contains general directions for completing either the SD or ELL Questionnaires, in 
addition to Question 1. 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 2.9 

 
 
On page 5, there is a decision tree that illustrates the decisionmaking process for how an 
SD or ELL student should be included in NAEP based on the subject the student is assigned 
in NAEP. The school staff completing the questionnaire will indicate how the student takes 
the state assessment (reading, mathematics, or science)—with no accommodations, with 
accommodations, or if the student takes an alternative assessment. The responses to these 
questions will guide the respondent through the rest of the questions to determine whether 
or not the student should be included in NAEP. 
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On page 6 (Question 4) of either the SD or ELL Questionnaire, you will find a matrix of the 
most common accommodations and whether or not these accommodations are permitted on 
NAEP. The school staff should use this chart to record only the accommodations the student 
receives on the state assessment (in the subject the student is taking on NAEP). 
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On page 7 (Questions 5 and 6), ask questions about whether or not the accommodations 
recorded in the chart on Question 4 are allowed on NAEP. If so, the student will be 
assessed with those accommodations. If not, the question asks if the student can participate 
with only those accommodations that are allowed (he/she wouldn’t receive the ones not 
allowed). If the student must have an accommodation not allowed on NAEP, or if the student 
takes an alternative or modified state assessment, the student will be excluded in NAEP. 
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Depending on the SD or ELL Questionnaire, page 8 contains questions relating to the 
degree of disability of the student and the grade level in which the student performs. 
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5. A Guide for Completing the SD/ELL Questionnaires 
 
To better assist the person completing the SD or ELL Questionnaire, A Guide for 
Completing the Student with Disabilities (SD) and English Language Learner (ELL) 
Questionnaires was developed. This guide (shown below) provides answers to commonly 
asked questions made by school staff when completing the SD or ELL Questionnaires. This 
guide also provides in-depth instructions for each question of the SD or ELL Questionnaire. 

 



 

 

 

PLANNING FOR NAEP ACCOMMODATIONS

 
 2.14 ASSESSMENT COORDINATOR MANUAL 

6. State-Specific Guidance for Completing the SD and 
 ELL Questionnaires 
 
NAEP State Coordinators posted State-Specific SD/ELL Guidelines (shown below) on the 
MySchool website for schools to access. Your supervisor downloaded these specific 
guidelines for each school in his/her assignment, made copies, and inserted them in the 
back of the guide shown on page 2.13. The supervisor then included the guide in the 
Preassessment Packet of materials (see Appendix A). 

These additional guidelines provide state-specific information about how to complete each 
question on the SD or ELL Questionnaire. 
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7. State Accommodations Chart 
 
In addition to A Guide for Completing SD/ELL Questionnaires, and the state-specific guidance, 
the NAEP State Coordinators may also provide schools with a State Accommodations Chart.  
The State Accommodations Chart is a document customized by the NAEP State Coordinators 
that shows how the NAEP accommodations compare to state accommodations. This chart 
includes state-specific information about the accommodation, and how it is typically administered. 
The school coordinator can use this tool to compare state and NAEP accommodations, as some 
accommodations that are allowed in states are now allowed on the NAEP assessment. 
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8. The Inclusion Worksheet 
 
The Inclusion Worksheet, shown below, contains the following preprinted information: 
student name; session #/line #; subject; and whether the student is classified as SD, ELL, 
or both. 
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After the preprinted information, there are a number of boxes labeled “Accommodations 
Allowed in NAEP.” These accommodations match those printed in Question 4 of the SD and 
ELL Questionnaires. Next to each accommodation is an “r,” “m,” or “s.” These letters 
indicate which subject allows the accommodation.  

Each accommodation listed on the Inclusion Worksheet has an accompanying designation 
of “S” (Separate) or “R” (Regular). These designations are informational guides as to which 
type of session the particular accommodation is usually administered in. They are for 
guidance only. 

As an AC, you may not assume to know which accommodations are appropriate for any SD 
or ELL students. You must ask the school coordinator to verify any accommodations 
required, as indicated in the SD and ELL Questionnaires. 

You will use the Inclusion Worksheet during the preassessment visit to transcribe the key 
questions in the SD and ELL Questionnaires and plan for accommodations. Let’s first look at 
the information in this document.  

After the long list of accommodations, the next section of the Inclusion Worksheet indicates 
how each student will be assessed based on responses to specific questions from the SD 
and ELL Questionnaires. Students identified as SD and/or ELL will either be included 
without accommodations or with all required accommodations, or will be excluded or 
included with only NAEP-permitted accommodations. 
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 Include Without Accommodations—Just 
because a student is classified as SD or 
ELL does not mean the student requires an 
accommodation on NAEP. In fact, many 
SD and/or ELL students are assessed in 
the regular assessment without 
accommodations. This column corresponds 
with Question 3 in the SD and ELL 
Questionnaires that asks if a student can 
be assessed without accommodations. If 
Question 3 is answered “A,” you will check 
this column for the student. 

 
 
 

 

 

 

 

 Include With Required Accommodations— 
This column corresponds with Question 5 in the 
SD and ELL Questionnaires, which asks if the 
accommodations the student requires are 
allowed on NAEP. If Question 5 is answered 
“A,” you will check this column for the student. 
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 Exclude—Sometimes a student will be 
excluded because either the 
accommodations required are not 
permitted on NAEP, or the student’s IEP 
or 504 Plan states he/she cannot be 
tested. This column corresponds to 
Question 5 response C or Question 6 
response B in the SD and ELL 
Questionnaire. You will need to determine 
the reason for the exclusion. Record the 
reason in the NOTES column so you can 
record the appropriate Exclusion Code on 
the Administration Schedule, in column Q, 
during the preassessment visit. NAEP’s 
Exclusion Codes are shown on page 2.20. 

 

 

 

 Include With Only NAEP-Permitted 
Accommodations—Sometimes a student 
requires an accommodation that is not 
permitted in NAEP. This column corresponds 
to Question 5 response B or Question 6 
response A in the SD and ELL 
Questionnaires. These responses will 
determine if the student can be assessed 
with only the accommodations that are 
permitted. For example, if a reading student 
is typically given the read aloud, extended 
time, and one-on-one accommodations, the 
student could be excluded because the read 
aloud is not permitted in reading. However, 
the school can indicate whether or not the 
student can be tested with only those 
accommodations that are permitted in 
reading. In this instance, it would be the 
extended time and one-on-one 
accommodations. 
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If a student requires one of these accommodations and cannot be included in the 
assessment with only NAEP-permitted accommodations, he/she will be excluded from using 
one of the Administration Codes listed below. 

Reasons for Exclusion 

60 SD—Cannot be assessed. Student whose IEP states he/she cannot be tested or whose cognitive 
functioning is so limited that the student cannot be included in the assessment even with an 
accommodation. 

61 SD—Required accommodation not permitted. Student cannot be included in the session due to a 
disability for which a required accommodation was not permitted (e.g., reading the assessment items to a 
student selected for a reading assessment). 

62 ELL—Cannot be assessed. Student whose English language proficiency is so limited that he/she cannot 
be included in the assessment even with an accommodation. 

63 ELL—Required accommodation not permitted. Student cannot be included in the session due to 
limited proficiency in the English language for which a required accommodation was not permitted (e.g., a 
bilingual booklet for a student selected for the reading assessment). 

64 SD & ELL—Cannot be assessed. Student whose cognitive functioning and/or English language 
proficiency is so limited that he/she cannot be included in the assessment even with an accommodation. 

65 SD & ELL—Required accommodation not permitted. Student cannot be included in the session due to 
a mental/physical disability and limited English proficiency for which required accommodation was not 
permitted. 

66 Excluded, but assessed. Students who the school deemed should be excluded from the assessment, 
but the school requested that they participate anyway.  

67 SD—Required accommodation not available. Student cannot be included in the session due to a 
disability for which a required accommodation was not available (e.g., a scribe or other accommodation 
supplied by the school). 

68 ELL—Required accommodation not available. Student cannot be included in the session due to limited 
proficiency in the English language for which a required accommodation was not available (e.g., a 
bilingual dictionary or other accommodation supplied by the school). 

69 SD & ELL—Required accommodation not available. Student cannot be included in the session due to 
a mental/physical disability and limited English proficiency for which a required accommodation was not 
available.  

 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 2.21 

Once the Inclusion Worksheet is completed and 
you have discussed with the school coordinator 
how the SD and/or ELL students will be assessed 
in NAEP, you will use the Group # column to group 
the students into accommodation sessions. Mark 
all students who will be assessed in the regular 
session with an “R.” Categorize the separate 
accommodation sessions by accommodation type 
and then group them together. For example, 
assign a “1” to all students who will be tested 
together in a read aloud session (remember that a 
read aloud session must be grouped by subject); 
assign a “2” to all students who will be tested in a 
bilingual booklet session. 

Finally, your last step in completing the 
accommodation planning process is to assign a 
Planning Code in the Planning Code column of 
the Inclusion Worksheet. 

After the Inclusion Worksheet is completed, you 
will transcribe a Planning Code to all students on 
the Administration Schedule. The Planning Code is assigned to provide a quick way for you 
and the assessment administrators (AAs) to see which students will be assessed without 
accommodation, assessed with accommodations in the regular session, and assessed with 
accommodations in a separate session. 

The Planning Codes and a description of how they are used are provided in the table below.  

Planning Codes to Assign in Column P of the Administration Schedule 

1 Assess without accommodation(s). Used for all students who are not classified as SD and/or ELL, and 
for students who are classified, but who can be assessed in a regular session.  

2 Accommodation(s) offered in regular session. Used for SD and/or ELL students who are offered 
accommodations that can be provided in the regular session. 

3 Accommodation(s) offered in separate session. Used for SD and/or ELL students who are offered 
accommodations that must be given in a separate session. 

4 Not applicable. Used for students who are withdrawn/graduated or ineligible. Also used for students  
who are excluded (Administration Codes 60–65 and 67–69). Note: Do not use this code for students who 
are Excluded but Assessed (Administration Code 66). These students should be given an Accommodation 
Code of 2 or 3. 
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9. Transcribe the SD and ELL Questionnaires Onto the 
 Inclusion Worksheet 
 
Now that you have reviewed the components of the SD and ELL Questionnaires, and the 
Inclusion Worksheet, the next step is to see how these two documents work together. 
During the preassessment visit, you will take the key information from the completed 
questionnaire and transcribe it onto the Inclusion Worksheet. The pages to follow display a 
completed SD Questionnaire and corresponding Inclusion Worksheet, along with 
instructions about how to transcribe the data during the preassessment visit. 

 

The first thing you will do is look at Question 4 on page 6. Place a check mark in the 
appropriate column(s) titled “Accommodations Allowed on NAEP” on the Inclusion 
Worksheet, as shown above. 
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Transcribing the SD Questionnaire 
 

 

Next, look at the answer to Question 5 on page 7. If the answer is “A,” place a check mark in 
the Inclusion Worksheet column titled “Include With Required Accommodations.”  
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Transcribing the SD Questionnaire 
 

 
 
Look at the answers to Question 5 and 6. If the answer to Question 5 is “B” or the answer to 
Question 6 is “A,” place a check mark in the Inclusion Worksheet column “Include With Only 
NAEP Permitted Accommodations.”  



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 2.25 

Transcribing the SD Questionnaire 
 

 

If Question 5 on page 7 is answered “C” or Question 6 is answered “B,” these students are 
excluded from NAEP. Place a check mark in the Inclusion Worksheet column titled 
“Exclude.”  
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10. The SD/ELL Online Questionnaire Summary 
 
If the SD or ELL Questionnaire was completed online, you will receive the SD/ELL Online 
Questionnaire Summary from the school coordinator. This printout contains the responses 
to the questions in the SD or ELL Questionnaire that are transcribed onto the Inclusion 
Worksheet. You will transfer this information onto the Inclusion Worksheet as you would do 
for the hardcopy version of the SD and ELL Questionnaire. 
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Chapter 2 Summary 
 
Upon completing this chapter, you should be able to 

 understand the accommodations provided for NAEP, 

 describe the procedure for transcribing the SD and ELL Questionnaires, 

 understand how to use the Inclusion Worksheet, and  

 understand the accommodations not allowed by NAEP. 
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Test Your Knowledge 
 
 
1. ____ The decision about whether to offer extended time is based on directions from the 

school.  

2. ____ The school coordinator first receives the SD and/or ELL Questionnaire for each 
student identified as SD/ELL in the Preassessment Packet.  

3. ____ The columns on the Inclusion Worksheet, titled “Include With Required 
Accommodations,” correspond to Question 5.  

4. ____ Each student listed on the Administration Schedule should also be assigned a 
Planning Code. 

5. ____ Students assigned a Planning Code of 2 or 3 are not required to have an 
accommodation recorded on the student booklet cover.  

6. ____ Accommodation Codes should be recorded on the student booklet cover only after 
the assessment.  

 
 



ChAPter #

BeFore the PreAssessmeNt Visit

In this chapter, you will learn about the activities that take place before the 
preassessment visit. These activities include making a Scheduling Call to 
schedule the preassessment visit, making a Confirmation Call to confirm 
the preassessment visit, and preparing the School Questionnaire, the 
Teacher Questionnaire, and the Roster of Questionnaires. At the conclusion 
of the chapter, you should be familiar with the steps needed to complete 
the activities mentioned above as well as how Part 1 of the Quality Control 
Booklet (QCB) fits into this task.

ChAPter 3

3. B
efore the Preassessm

ent Visit

During your telephone calls with the school coordinator,  
maintain a good rapport by being courteous and professional.
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Before the 
Preassessment Visit

 
1. Overview of Preassessment Activities 
 
You will conduct your preassessment visits during the month of January. Most of these visits 
should be completed before the assessment period begins on January 26th. Use Part 1 of 
the Quality Control Booklet (QCB) to document your preassessment scheduling activities 
with each school. Once you are ready to begin your contacts with the schools, prepare each 
QCB by reviewing the information on the label and highlighting or making notes where 
appropriate throughout the appropriate section(s). Part 1 encompasses two procedures that 
are required to schedule preassessment activities. These procedures include: 

 

Procedure 1. Conduct the Scheduling Call 
 
Before making the preassessment visit, you will conduct two telephone calls with the school 
coordinator. The Scheduling Call is first. The purpose of this call is to confirm the 
assessment date and schedule a date and time for your preassessment visit. The second 
call is a Confirmation Call. The purpose of this call is to verify receipt of the Preassessment 
Packet and to review what needs to be ready when you arrive at the school. You will follow 
the instructions in Part 1 of the QCB as you conduct and document the two preassessment 
telephone calls with each school.  

Begin scheduling the preassessment visits immediately after the assessment coordinator 
(AC) Training. Scheduling telephone calls for all of the schools in your assignment must be 
completed by Friday, December 19, 2008. If you are unable to reach the school coordinator 
by December 19th, report this to your supervisor immediately. 
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Steps to Prepare for the Scheduling Call 
The steps to prepare for the Scheduling Call are outlined in the AC Quick Checks and are 
as follows: 

 Review the QCB label and the School Control System (SCS) to determine the following: 

- the sessions to be conducted at the school, 

- the school coordinator’s name and contact information, and 

- the assessment date. 

 Determine the approximate length of the preassessment visit. You will need 
approximately 1 hour of the school coordinator’s time for the preassessment visit. This 
does not include the hour you will need to arrive before the visit to work independently, 
or the time it will take to complete your activities after the visit at the school. Add 
additional time if there are many students identified as students with disabilities (SD) 
and/or English language learners (ELL), substantial information is missing on the 
Administration Schedule(s), or the school is participating in the National Indian 
Education Study (NIES). 

 Identify several dates and times that you will be available to conduct the preassessment 
visit. 

- Schedule small schools with few (or no) SD and/or ELL first, beginning on January 5, 
2009. 

 Fill in the blanks and circle or highlight the appropriate text where options are listed in 
parentheses in Procedure 2, Conduct the Scheduling Call. 

Have your calendar, School Folder, and other reference materials ready for the call. 

In most cases, you will take one assessment administrator (AA) along to help you with your 
preassessment visits. If the number of students being assessed at a school is very small, 
you should be able to conduct the visit by yourself. For all other schools, plan to bring the 
same AA with you to each preassessment visit. Choose one AA from your team who you 
think will be best at working with you on this task. 
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AC Quick Checks 
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Immediately after AC Training, you must begin contacting each school in your assignment to 
confirm the assessment date and schedule the preassessment visit. When calling the 
school, use the script in Procedure 1 in Part 1 of the QCB. 

Contact the schools in your area with the earliest assessment dates first. This telephone call 
should take no longer than 10 minutes per school, so all of your telephone calls should be 
completed within a few days. Begin the call by introducing yourself, NAEP, and the grade 
level to be assessed. 

 

At this stage, it is unlikely that the school will want to change an assessment date. However, if 
the school coordinator wants to change the date, your response will depend on your schedule. 
If you cannot agree on a date when you can cover the assessment with your staff, tell the 
school coordinator you will need to check with your supervisor. This will give you time to 
review your schedule with your supervisor and determine what other options are available. 

At this time, you will also discuss receipt of the Preassessment Packet and the Best 
Practices for Improving Twelfth-Grade NAEP Participation (Best Practices Guide); if this is a 
grade 12 school. Tell the school coordinator that you will arrive an hour or so before your 
scheduled appointment to gather some completed materials and work in a designated space 
until the time of your meeting. 

 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 3.5 

 

Suggest a date and time for the preassessment visit (continue suggesting dates and times 
until you establish a mutually convenient schedule). Record the date and the arrival and visit 
times in the spaces provided in the QCB. 

 

Arrange for a work area to complete the independent work you (and your AA) will be doing 
before the visit. Record the location in the space provided in Part 1, Procedure 1-2 of the QCB. 

 

In Procedure 1-3, alert the school coordinator that you will be calling after he/she receives 
the Preassessment Packet to review the contents, answer questions, and confirm the 
preassessment visit date and time. 

 

Next, in Procedure 1-4, ask the school coordinator for his/her direct telephone number and 
e-mail address. Be sure to confirm the spelling of the e-mail address. You will need to enter 
this information in the SCS after the call. 
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In Procedure 1-5, inquire about the best method to contact the school coordinator and the 
best time he/she can be reached. 

Finally, make sure the school coordinator has your full name, contact telephone number, 
and/or e-mail address.  

 

After the call, send the “Scheduling Call” e-mail that is located at the 
bottom of the Preassm’t Tab in the SCS. 

After the Scheduling Call Sample E-Mail Template 
 

 
Dear [SCHOOL COORDINATOR NAME], 
 
This is to confirm our meeting on [PREASSESSMENT VISIT DATE] at [PREASSESSMENT 
VISIT TIME] to finalize plans for the NAEP assessment in your school. You will be receiving 
a Preassessment Packet from NAEP on January 5, 2009. Be sure to open it immediately 
and review the Instructions for the School Coordinator brochure. This brochure provides 
instructions on what to complete before, during, and after our visit.  
 
As a reminder, I will be arriving at the school at [TIME] to work in the [ROOM] until our 
scheduled appointment. 
 
Please call or e-mail me if you have questions. 
 
Thank you, 
 
[ASSESSMENT COORDINATOR NAME] 
NAEP Assessment Coordinator 
[ASSESSMENT COORDINATOR E-MAIL] 
[ASSESSMENT COORDINATOR PHONE NUMBER] 
 
 

 

SCSSCS
 

After the call is over, mark any callback dates on your calendar and enter the 
following information into the SCS: 

 the preassessment visit date and time, and 

 the school coordinator’s direct telephone number and e-mail address, if 
available. 
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Procedure 2. Conduct the Confirmation Call 
 
Beginning on Monday, January 5, 2009, you must conduct a Confirmation Call with each 
school. To prepare for the Confirmation Call, refer to your AC Quick Checks. The following 
are the steps to prepare for the Confirmation Call: 

1. Verify the Preassessment Packet was delivered by either calling FedEx or using the 
FedEx website. 

2. Review the SCS for the number of teachers who teach reading, mathematics, or science 
(grades 4 and 8). You will confirm this number during the call and ask for the teachers’ 
names in order to prepare the questionnaires. 

3. Record the teacher names onto the fourth- or eighth-grade Roster of Questionnaires as 
the school coordinator reads them to you. 

4. Check the QCB cover to determine if any students will participate in the NIES Survey. If 
so, fill in the blanks in the call script and have the NIES Administration Schedule and an 
NIES Generic Packet ready. 

5. Fill in the blanks and circle or highlight the appropriate text in the call script to ensure the 
flow of the call goes more smoothly. 

6. Determine if you’ll need to ask the school coordinator for more detailed directions to the 
school. 

7. Have the appropriate Instructions for the School Coordinator brochure out and ready for 
review. 

8. Remember to have your calendar open when you place the call. 

 
Because the supervisors will ship the Preassessment Packets via FedEx to all school 
coordinators on January 2, 2009, you must begin calling the schools on January 5, 2009. 

 

Introduce yourself and remind the school coordinator of your last telephone call and the date 
and time of the preassessment visit. 
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Next, verify that the school coordinator has received the Preassessment Packet. If the 
school coordinator has not received it, describe what it looks like. If the packet still cannot be 
located, look at the tracking information you recorded in Procedure 2-1 of the QCB and let 
the school coordinator know the date and time of delivery and the name of the person who 
signed for it. If the packet still cannot be located, verify the school coordinator’s shipping 
address and contact your supervisor immediately to send another Preassessment Packet. 
You will need to reschedule the preassessment visit if there is not enough time for the 
school coordinator to receive the packet prior to the visit. 

 

Once the school coordinator has located the packet, ask him/her to locate the Instructions 
for the School Coordinator brochure. 

Since the information you collect at the preassessment visit varies between school and 
grade level, three versions of the Instructions for the School Coordinator brochure have 
been developed. These versions include 

 Grade 4 and 8, not NIES; 

 Grade 4 and 8, NIES; and 

 Grade 12. 

 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 3.9 

Have the appropriate version of the Instructions for the School Coordinator brochure open 
for the Confirmation Call. This brochure includes many topics, all of which will help ensure 
the school coordinator and the AC have a successful preassessment visit. Beginning with 
the panel titled Activities to Complete Prior to the Preassessment Visit, review each item 
(shown below) in detail with the school coordinator, so that he/she can prepare for the visit. 

 Distribute and collect the SD and/or ELL Questionnaires; 

 Review A Guide for Completing the Student’s With Disabilities (SD) and English 
Language Learners (ELL) Questionnaires; 

 Provide instructions for printing the SD/ELL Online Questionnaire Summary; 

 Review and update the Student Information Report; 

 Request a current list of students be ready, and ask that the list be printed in 
alphabetical order by last name; 

 Send the dated Parent/Guardian Notification Letter; and 

 Complete the Logistics Questionnaire. 

After you review the steps the school coordinator needs to accomplish before the 
preassessment visit, you will review the materials he/she needs to have ready for you when 
you arrive at the school. You and an AA will work with these materials for about 1 hour or so 
prior to meeting with the school coordinator. 
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In addition to the tasks described above, if NIES, you will also discuss 
the following additional item and task: 

 The NIES Envelope and its contents, and 

 Review and update the NIES Student Information Report according 
to the instructions at the top of the form. 

 
The contents in the NIES Envelope include the NIES Brochure, the NIES Student 
Information Report, the NIES Sample Questions Booklet, and the NIES Parent/Guardian 
Notification Letter. 

To complete the NIES Student Information Report, the school coordinator will need to verify 
that each student listed is American Indian/Alaska Native, and record the reading and/or 
mathematics teacher for these students.  
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Ask for the names of all reading, mathematics, and science teachers so you can prepare the 
NAEP Teacher Questionnaires before the visit. As the school coordinator gives you the 
names, record them in the Teacher Name column on the Roster of Questionnaires. For 
grade 4, record all the teacher names you are given, starting on side 1. For grade 8, record 
the reading teachers on side 1, and the mathematics and science teachers on side 2 (an 
example is shown on page 3.18). 

If the number of teachers in the SCS differs from the actual number provided by the school 
coordinator, prompt the school coordinator to be sure your information is accurate. You do 
not need to update the teacher numbers in the SCS. 

 

Procedure 2-4 is specific to grade 12 schools. The script introduces the grade 12 challenge 
and the Best Practices Guide. The Best Practices Guide, available as a hardcopy binder or 
online, was sent to every grade 12 public school in the fall. However, the school coordinator 
may not be aware of the binder or may not have received it from the principal. Let the school 
coordinator know that the Best Practices Guide can also be accessed through the MySchool 
website, located at www.mynaep.com, and encourage him/her to look at the binder prior to 

http://nces.ed.gov/transfer.asp?location=mynaep.com
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the preassessment visit. During the preassessment visit, you and the school coordinator will 
review the binder together and discuss strategies for securing grade 12 participation. 

 

Finally, wrap up the call by 

 answering any other questions the school coordinator has, 

 verifying the work area for the independent work you (and your AA) will be doing during 
the visit,  

 asking where you will be able to collect the materials upon your arrival, and 

 making sure the school coordinator has your full name and contact telephone number. 

 

 

SCSSCS
 

Be sure to enter the updated preassessment visit date and time into the 
SCS, if necessary. 
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After the call is completed, plan to send the “Confirmation Call” e-mail that is located at the 
bottom of the Preassm’t Tab in the SCS. The text in the Confirmation Call e-mail template is 
tailored to the grade of the selected school, and whether or not the school is NIES. Feel free 
to modify the text in the e-mail template as appropriate. 

 

After the Confirmation Call E-Mail Template 

 

 
If the school coordinator does not have e-mail, and you think it is necessary, you may call 
again to remind him/her of the visit. 

 
Dear [SCHOOL COORDINATOR NAME], 
 
This is to confirm our meeting on [PREASSESSMENT VISIT DATE] at [PREASSESSMENT 
VISIT TIME] to finalize plans for the NAEP assessment in your school. Per our conversation, 
please have the following materials ready for me when I arrive: 
 
 Completed hardcopy SD and ELL Questionnaires. If any were completed online, 

please print the SD/ELL Online Questionnaire Summary. We will use the data in the 
questionnaires to determine what, if any, accommodations each SD and/or ELL 
student will receive on NAEP. 

 Updated NAEP Student Information Report. Review the demographic student data 
for accuracy and fill-in any missing data. Revisions should be made directly on the 
report. Also identify any students who are withdrawn or graduated, are ineligible 
because they do not attend classes on-site, or who are neither enrolled nor attend 
the school in the [FOURTH / EIGHTH / TWELFTH] grade. 

 [IF NIES, SHOW THE FOLLOWING:] Updated NIES Student Information Report. 
Follow the school coordinator instructions at the top of the form that describe how to 
review the student’s race codes and record the names of each student’s reading and 
math teacher. Updates should be written directly on the form. 

 Printed list of all students currently enrolled in the [FOURTH / EIGHTH / TWELFTH] 
grade. This list should include all the students in alphabetical order, by last name, 
and their birth dates. 

 Completed Logistics Questionnaire (optional). Your answers provide important 
information regarding proper protocol in your school. By completing this 
questionnaire ahead of time, it will make our visit shorter.  

 
As a reminder, I will be arriving at the school at [TIME] to work in the [ROOM] until our 
scheduled appointment. Please call or e-mail me if you have questions. 
 
Thank you, 
[ASSESSMENT COORDINATOR NAME] 
NAEP Assessment Coordinator 
[ASSESSMENT COORDINATOR E-MAIL] 
[ASSESSMENT COORDINATOR PHONE NUMBER] 
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Procedure 3. Prepare for the Preassessment Visit 
 
After the Confirmation Call, you will prepare for the preassessment visit by completing 
Procedures 3A–3M. 

You can also refer to the AC Quick Checks for the tasks associated with preparing for the 
preassessment visit. 

3A. Prepare the NAEP School Questionnaires (grades 4 and 8 only). 
 
School and Teacher Questionnaires will be sent to you by your supervisor in late December 
along with the prepared School Folders. Note that grade 12 schools will have already 
received their School Questionnaires in the Preassessment Packet. 

Using the school staff names that you received during the Confirmation Call and recorded 
on the roster, you will need to complete the information on the front of the School and 
Teacher Questionnaire covers before the preassessment visit. 

To prepare the School Questionnaire cover, you will do the following: 

 Write the school ID number in the box labeled School #. 

 Record the date the questionnaire needs to be returned to the school coordinator 
(usually a day before the assessment). 

 Place a blank removable label in the lower-right corner of the cover. Write the principal’s 
name on the label (if available in the SCS). 

 
An example is shown on the next page. 
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Example of a Prepared School Questionnaire 
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3B. Prepare NAEP Teacher Questionnaires (grades 4 and 8 only). 
 
The NAEP Teacher Questionnaires will be distributed as follows:  

 Grade 4—Teachers of grade 4 students will be asked to complete one Teacher 
Questionnaire, which covers all the subjects being assessed (reading, mathematics, 
and science).  

 Grade 8—Teachers will be asked to complete a subject-specific Reading Teacher 
Questionnaire, a Mathematics Teacher Questionnaire, and/or a Science Teacher 
Questionnaire.  

 Grade 12—There are no Teacher Questionnaires at this grade. 

 
To prepare the covers, take out the correct number of grade-appropriate Teacher 
Questionnaires from your bulk supplies.  

 For each questionnaire, you will do the following: 

- Write the NAEP school ID number on the questionnaire cover.  

- Record the date the questionnaire needs to be returned to the school coordinator 
(usually a day before the assessment). 

- Record the teacher ID number from the Roster of Questionnaires on the line where 
you recorded the teacher’s name during the Confirmation Call. 

- Place a blank removable label in the lower-right corner of the cover. 

- Record the teacher’s name on the label. 

 
An example is shown on the next page. 

Be sure to bring extra grade-appropriate questionnaires to the preassessment visit in case 
the list of teacher names you obtained during the Confirmation Call is incorrect. In this case, 
you will need to prepare new Teacher Questionnaires while at the school for the 
preassessment visit. 
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Example of Prepared NAEP Teacher Questionnaire 
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3C. Prepare the Roster of Questionnaires. 
 
In addition to preparing the questionnaires, you will also need to prepare a Roster of 
Questionnaires for each school before the preassessment visit. All rosters are preprinted by 
Pearson with each school’s name and ID number. You will receive the appropriate school-specific 
roster from Pearson to place in the School Folder. The rosters for grades 4 and 8 are as follows:  

 Grade 4 Roster of Questionnaires, 

 Grade 8 Roster of Questionnaires, 

 Grade 4/8 SD/ELL Roster of Questionnaires, and 

 NIES Roster of Questionnaires. 

To complete the grade 4 or grade 8 rosters (as shown in the exhibit below): 

 Record the School Questionnaire ID number on the roster. 

 Record the principal’s name in the space provided on the roster (if available in the SCS). 

 For grade 4, enter the Teacher Questionnaire ID number for each Teacher Questionnaire 
prepared for the school on the corresponding Teacher Questionnaire ID number line. 

 For grade 8, enter the Teacher Questionnaire ID number for each Teacher Questionnaire 
prepared for the school on the corresponding Teacher Questionnaire ID number line. The 
name of the reading teacher is recorded on the front of the roster, and the names of the 
mathematics and science teachers are recorded on the back of the roster. 
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 On the back of the grade 8 roster, you will find that the teacher subjects alternate every 
other one. Teacher line numbers 15–31 are assigned to mathematics teachers, and 
teacher numbers 32–48 are assigned to science teachers. In the Teacher Name 
column, record a mathematics teacher first on line number 15 then record the 
corresponding Mathematics Teacher Questionnaire ID #. 

 
Science teachers are recorded in the shaded row beginning on line number 32. Record the 
name of the science teacher and the corresponding Teacher Questionnaire ID # in the 
Science Teacher Questionnaire ID # column. There is a Return Status column for both the 
mathematics teacher and the science teacher. An example of the back of the roster is 
shown below. 

 

In large schools, you may find that you have more teacher names than lines allotted on the 
roster. If this is the case, take a blank roster and locate the subject of the teacher. Cross out 
the number on the roster and renumber with the next available number. For example, on the 
back of the grade 8 roster, numbers 15–31 can be assigned to a mathematics teacher. On 
the blank roster, cross out “15” and start with teacher number 49 (the next available number, 
because the science teacher numbers are 32–48). 
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3D. Prepare the Student Appreciation Certificates (grades 8 and 12 only). 
 
The Student Appreciation Certificates are distributed to students to express appreciation for 
their participation in NAEP. Schools may use these certificates as an appointment card to 
remind grade 8 and 12 students of the assessment date and location. You will pass out the 
certificates to the grade 4 students at the end of the assessment session as a “Thank You,” 
so these do not need to be prepared in advance.  

 

Students selected for mathematics with a section requiring a calculator will receive an 
appointment card with instructions for bringing a scientific or graphing calculator to the 
assessment. There will be a preprinted message on the back of the certificate for students 
selected in mathematics who need a calculator. Check column C on the Administration 
Schedule for the letters “MC”—an indication that the student has a mathematics booklet with 
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a section requiring a calculator. If students do not bring a calculator on the day of the 
assessment, you will provide one for them. 

Students are not permitted to bring the following: 

 a laptop or portable computer, 

 a pocket organizer, 

 a device with a typewriter-style keyboard, 

 an electronic writing pad,  

 a pen-input device, or 

 a cell phone. 

Prepare all the eighth- and twelfth-grade certificates by affixing the white student-specific 
name/ID label to the back of the certificate. Only the students with an MC indicator on the 
Administration Schedule need the special calculator certificates. If you prefer, this task can 
be done by the AA during the preassessment visit. 

3E. Prepare the Teacher Notification Letter. 
 
The purpose of the Teacher Notification Letter is to tell teachers which students have been 
selected for the assessment and when the assessment is taking place in their school. 
Prepare one copy of the Teacher Notification Letter for each school. You will provide it to the 
school coordinator during the preassessment visit, with instructions that copies should be 
made and distributed to each of the teachers who have students in their class(es) selected for 
NAEP, if they wish to do so. 

Prepare the letter by filling in 

 the date, 

 the grade in the “TO:” line, 

 your name in the “FROM:” line, and 

 the Session Numbers for each session scheduled at the school. 
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You will fill in the time and location for regular and accommodation 
sessions during the preassessment visit. If the school is participating in 
the NIES, you will fill in the date, time, and location for the NIES Survey 
session(s) during the preassessment visit as well. 

An example of the Teacher Notification Letter is shown on the next page. 
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Example of a Prepared Teacher Notification Letter 
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3F. Review the QCB label to determine if the school is a “Take-All” school. 
 
The “Take-All” option is in schools that assess all students in the grade. In most cases, these 
will be grade 4 schools, and the students’ names will be printed on the Administration 
Schedule(s) in alphabetical order. If the school has chosen the “Take-All” option, check the 
Administration Schedules to see if column C, Homeroom or Other Locator, has been 
completed (since that is often how the students will be grouped for the assessment). 

3G. Review the QCB label to determine if there is a Student Sampling 
Summary Report. 

 
Determine if there is a Student Sampling Summary Report that must be reviewed with the 
school coordinator. If the school has this report, it will be indicated on the QCB label, and 
the report should be in the School Folder. If this is the case, verify that the report is in the 
School Folder. An example of this report is in Appendix B, pages B.22–B.23. 

ESBQESBQ
 

3H. Review the QCB label to determine if the ESBQ will be 
conducted at the school. 

 
Bring the ESBQ Sample Questions Booklet if the QCB label indicates the 
ESBQ will be conducted at the school. Refer to Overview magazine for 
more information about the ESBQ study. 
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3I. Review the QCB label to determine if the NIES will be 
conducted in the school. 

 
If the school is not NIES, bring the generic packet of NIES materials in 
case any students are identified with a Race Code of 5 (American 
Indian/Alaska Native). Refer to Overview magazine for more information 
about the NIES study. 

3J. Verify that the NAEP 2009 New Enrollee Sampling Line Numbers Form is 
in the School Folder. 

 
You will use the NAEP 2009 New Enrollee Sampling Line Numbers Form in Part 2, 
Procedure 2 during the preassessment visit. Make sure it is in the School Folder. A blank 
New Enrollee Listing Form will accompany the instructions. If these documents are not in the 
School Folder, contact your supervisor in time for him/her to send them to you before the 
preassessment visit. An example of these documents is in Appendix B, pages B.19–B.20. 

3K. Review Part 2 of the QCB. 
 
To help prepare you for the preassessment visit, fill in the blanks and circle or highlight the 
appropriate text in Part 2 of the QCB, where options are listed in parentheses. 
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3L. Review the State Information Form to determine if you will need to bring 
additional publications to the school.  

 
The State Information Form indicates if you will need to bring a supply of Frameworks or 
NAEP Sample Questions Booklets to the school. If so, record the information in Procedure 
3J-9 of the QCB. 

3M. Gather and organize materials for the visit. 
 
Next, gather the materials you will need to bring with you to the visit. A list of these materials 
is found in your AC Quick Checks and described below. 

The School Folder contains all the materials listed on the School Folder Transmittal Form, 
including:  

 Quality Control Booklet; 

 Original Administration Schedule for each session; 

 Original ESBQ Administration Schedule for each session, if applicable; 

 Preprinted Inclusion Worksheet; 

 Grade 12, Roster of Questionnaires, if applicable; 

 New Enrollee Sampling Line Numbers Form; 

 New Enrollee Listing Form; 

 Original List of Students Submitted for Sampling; 

 NAEP 2009 Listing of Sampled Students;  

 Student Sampling Summary Report (if applicable); 

 If grade 8 or 12, white name labels for use on the Student Appreciation Certificates; 

 If grade 4 or 8, School and Teacher Questionnaires and Roster of Questionnaires; 

 If grade 4 or 8, SD/ELL Roster of Questionnaires (if applicable); 

 If grade 12, Certificates of Community Service; 

 Teacher Notification Letter; 

 If grade 8 or 12 only, the NAEP Student Appreciation Certificates; 

 State-specific Parent/Guardian Notification Letter or NAEP generic Sample 
Parent/Guardian Notification Letter (for private schools and public schools that do not 
have a state-specific letter); 

 Frameworks and NAEP Sample Questions Booklets, if applicable; 



 

 

 

BEFORE THE PREASSESSMENT VISIT

 
 3.24 ASSESSMENT COORDINATOR MANUAL 

 If grade 12, bring the Best Practices for Improving Twelfth-Grade NAEP Participation 
(Best Practices Guide); 

 Measure Up; 

 Locating Private School Results on the Web; 

 ESBQ Sample Questions Booklets, if applicable; 

 Teacher’s Guide to NAEP; 

 School staff accommodation scripts; 

 Extra U.S. Department of Agriculture Letters; 

 Extra grade-appropriate School, Teacher, SD, and ELL Questionnaires; 

 Your calendar; 

 Directions to the school; and 

 Basic office supplies. 
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If the school is NIES, bring the NIES Administration Schedule, the 
NIES Roster of Questionnaires, and the NIES School and NIES 
Teacher Questionnaires. 

 
Chapter 3 Summary 
 
Upon completing this chapter, you should be able to 

 describe what you must do to prepare for and conduct the preassessment visit 
Scheduling Calls and Confirmation Calls,  

 demonstrate how to use the QCB to complete activities before making the 
preassessment visit, and  

 understand the materials preparation before making the preassessment visit.  
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Test Your Knowledge 
 
Instructions: Determine if the statements below are true (t) or false (f). 
 
1. _____ The purpose of the Scheduling Call is to confirm the assessment date and 

schedule the preassessment visit. 
 
2. _____ During the Confirmation Call, it is optional to review the Instructions for the School 

Coordinator brochure. 
 
3. _____ You do not have to reschedule the preassessment visit if the school coordinator 

does not have time to receive the Preassessment Packet before the visit. 
 
4. _____ During the Confirmation Call, you will receive the names of the school staff who 

will fill out the Teacher Questionnaires. 
 
5. _____ The Roster of Questionnaires for each school should be prepared before the 

preassessment visit. 
 
6. _____ If the school is not identified as NIES, it is not necessary to bring the generic NIES 

packet of materials to the preassessment visit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



ChAPter #

CoNdUCtiNg the PreAssessmeNt Visit

This chapter explains how to conduct each procedure of the preassessment visit 
using Part 2 of the Quality Control Booklet (QCB) as your guide. The procedures 
outlined in the QCB will guide you through the preassessment visit—from the 
time you arrive at the school, to completing your independent work, to meeting 
with the school coordinator. By the end of the chapter, you should be able to 
understand the procedures and materials needed to make the preassessment 
visit a success.

ChAPter 4

4. Conducting the Preassessm
ent Visit

The purpose of the preassessment visit is to gather data from 
the school for NAEP and to get the information your team of 
assessment administrators (AAs) will need on assessment day.
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Conducting the 
Preassessment Visit

 

The preassessment visit is an in-person visit conducted at each school in your assignment. 
This visit provides an opportunity for you to establish a positive rapport with the school 
coordinator while planning for the assessment.  

On the day of the scheduled preassessment visit, you and the assisting assessment 
administrator (AA) will arrive an hour before the appointment with the school coordinator to 
collect materials and conduct independent work, as described in Part 2 of the Quality 
Control Booklet (QCB). 

To conduct the visit, you will follow the script provided in Part 2 of the QCB. 

The visit is divided into four parts, which correspond with the four procedures listed in Part 2 
of the QCB. 
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Procedure 1. Gather Materials From School Coordinator to 
Complete Work Independently 
 
The preassessment visit begins with a brief meeting with the school coordinator. 
Procedure 1 will walk you through the process of gathering materials from the school 
coordinator that you will need to complete Procedures 2A through 2H. 

 

Upon arriving at the school, meet with the school coordinator to pick up the materials 
needed to complete your independent work: the updated Student Information Report(s); the 
completed SD and ELL Questionnaires or SD/ELL Online Questionnaire Summary; a 
current list of students; the Logistics Questionnaire; and if National Indian Education Study 
(NIES), an updated NIES Student Information Report. In some instances, you may pick up 
the materials from the school secretary instead of the school coordinator. In either case, 
introduce yourself and the AA assisting you. Then, go to the room where you will be working 
to begin your independent tasks. In Procedure 1-2, check those items collected from the 
school coordinator when you begin your independent work. 
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If all materials are not ready when you arrive, ask the school coordinator to collect the materials 
and bring them to you during your independent work in Procedure 1-3. Record which materials 
she/he does not have completed. If the school coordinator cannot complete the items and bring 
them to you during your independent work, ask for them in Procedure 3 when you meet with the 
school coordinator.  

 

In Procedure 1-4, inquire about how to locate the school coordinator when you have completed 
your work. 
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Procedure 2. Work Independently 
 
Procedure 2 involves the work you will be completing to prepare for your meeting with the 
school coordinator. You will complete this work at the school in a designated work space on 
the day of the preassessment visit, about an hour prior to your scheduled appointment. 

 

As you begin your independent work, start with Procedure 2. In this procedure, organize the 
task of completing your independent work by making sure you have plenty of work space to 
spread out your NAEP materials, and set out any highlighters, Post-it notes, or any other 
supplies you may need to complete your independent work. At the beginning of each 
procedure, there is a list of materials you will need to complete the task ahead of you. Make 
sure you only have out those materials needed. 

Procedure 2 is divided into eight subprocedures. 

 

An AA will help you complete some of these subprocedures. Part 2 of the QCB includes 
footnotes for tasks the AA can or should complete. Generally, these tasks are associated 
with the transfer of information from one NAEP document to another. You will check the 
AA’s work for accuracy. 

At the beginning of each subprocedure is a list of materials required for its completion. Keep 
only the necessary materials in front of you during your work to alleviate confusion and 
promote organization. 
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Procedure 2A. Select the Sample of Newly Enrolled Students 
 
In Procedure 2A, you will be selecting the sample of newly enrolled students. The definition 
of a newly enrolled student is any student not on the Original List of Students Submitted for 
Sampling, this could be a student who was inadvertently left off the original list or a newly 
enrolled student. The procedure begins with a list of the materials you will need to complete 
the task. 

 
 
The Instructions for the School Coordinator brochure requests that the school coordinator 
print out a current list of students in the selected grade. The list must include birth date 
information. However, no further demographic information is required on the list. Any 
missing demographic information for new enrollees added to the sample will be obtained 
during your visit with the school coordinator. 

 
1 AA can do this task. 
 
To complete Procedure 2A-1, compare the current list of students with the Original List of 
Students Submitted for Sampling. (The Original List of Students Submitted for Sampling will 
be in the School Folder.) When comparing the two lists, it may be helpful to have your 
assisting AA read the names from the current list of students to you. Designate a “new 
enrollee” highlighter color and have the AA highlight the names of students that appear on 
the current list of enrolled students but do not appear on the Original List of Students 
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Submitted for Sampling. Then, record the highlighted names and demographic information, 
if available, on the New Enrollee Listing Form. 

Year-Round Schools. If the school is a multitrack year-round school, eligible students who 
will be on break on assessment day should not have been listed on the current list of enrolled 
students. However, if they are, they should be clearly marked on the list as on break. These 
students should not be considered new enrollees. Their names should not be highlighted. 

 

Count the number of newly enrolled students listed on the New Enrollee Listing Form. If 
there are no new enrollees, check the first box in Procedure 2A-2 and go to Procedure 2B. 
If there are new enrollees, check the second box and record how many students are on the 
New Enrollee Listing Form in the space provided. You will need to enter this number into the 
School Control System (SCS) after the preassessment visit. Continue to Procedure 2A-3 in 
which you select the sample of newly enrolled students. 
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ESBQESBQ

To select the sample of newly enrolled students, use the New Enrollee Listing Form and the 
NAEP 2009 New Enrollee Sampling Line Numbers Form (shown on the following page). 

The New Enrollee Listing Form has consecutive numbers in the Line # column. Refer to the 
NAEP 2009 New Enrollee Sampling Line Numbers Form for the set of line numbers used to 
select the sample. Then, record the session type (e.g., RS) in the Sampled column for the 
students on the New Enrollee Listing Form whose line numbers correspond to those found 
on the NAEP 2009 New Enrollee Sampling Line Numbers Form. The students with a 
session type are the sample of new enrollees. 

Once the sample has been drawn, record the number of newly sampled students in the space 
provided in Procedure 2A-3. This number will be entered into the SCS after the 
preassessment visit. 

Add the sampled students to the Administration Schedule with the same session type (e.g., RS) 
and fewest students. Record any demographic information that you have for the student. You will 
collect any missing demographic information during the visit. Also be sure to record a “1” in 
column M on the Administration Schedule(s), designating this student as a new enrollee, as 
shown in the following exhibit. 

If on the Administration Schedule in column O, labeled “Original Booklet ID#,” there are no 
booklet numbers assigned to the sampled new enrollees, you will make a note to request 
booklets from Pearson or assign booklets from your bulk supplies. 

 

Procedure 2A-4 is specific to schools selected for the Extended Student 
Background Questionnaire (ESBQ). Any new enrollees added to the 
Administration Schedule must also be added to the ESBQ Administration 
Schedule in the same order.  

 

Review the students with disabilities (SD) and English language learners (ELL) classifications for 
the new enrollees who were added to the Administration Schedule. Prepare an SD and/or ELL 
Questionnaire for new enrollees classified as such. Add these students to the Inclusion 
Worksheet and the Roster of Questionnaires. 
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Example of Adding Selected New Enrollees to Administration Schedule 
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Procedure 2B. Identify Withdrawn, Ineligible, and Students Not Enrolled 
 
In Procedure 2B, you will identify the withdrawn and ineligible students and code the 
Administration Schedule(s) accordingly. The procedure begins with a list of materials you 
will need to complete the task: 

 

The Instructions for the School Coordinator brochure requested that the school coordinator 
indicate directly on the Student Information Report(s) which students are withdrawn, 
graduated, or ineligible. You will review these designations with the school coordinator 
during your scheduled visit. 

 

In Procedure 2B-1, use the Student Information Report(s) to update ineligible codes. First, 
look for “withdrawn/graduated” students on the Student Information Report(s). These are 
students who are no longer enrolled in the school because they have withdrawn, graduated, 
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or have been expelled. Enter Administration Code 51 in column Q on the Administration 
Schedule(s) for these students.  

Next, enter the number of students the school coordinator has marked as “ineligible/never 
attends campus” with Administration Code 54 column Q on the Administration Schedule(s). 
These are students who are ineligible because they are enrolled but never physically attend 
the school, such as homeschooled students or students attending all classes off campus. 

Finally, enter the number of students the school coordinator has marked as “ineligible/other” 
with Administration Code of 55 in column Q of the Administration Schedule(s). These are 
students who are not eligible for the assessment for other reasons, such as not being in the 
grade being assessed or being a foreign exchange student. This code does not apply to 
students who are excluded because of an SD and/or ELL status. Give these students an 
Administration Code of 55 in column Q on the Administration Schedule(s). 

 

In Procedure 2B-2, look for each student with an Administration Code of 51, 54, or 55. 
Draw a line through the student’s name up to the perforation on the Administration 
Schedule(s), as shown on page 4.12. Do not put a line through any information for a student 
beyond the perforation. No other information needs to be completed for those students. 

If any of these students were classified as SD and/or ELL, line through the student’s 
information on the Inclusion Worksheet.  

ESBQESBQ
 

If the school is participating in the ESBQ, draw a line through the 
student’s name on the ESBQ Administration Schedule for each student 
coded a 51, 54, or 55, and assign the corresponding ESBQ 
Administration Code. 
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Example of Coding Ineligible Students 
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Procedure 2C. Update Missing or Incorrect Student Demographic Data 
 
In Procedure 2C, you will update student demographic data on the Administration 
Schedule(s). Refer to pages 1.12–1.16 for definitions of the codes used in columns E–H on the 
Administration Schedule. The procedure begins with a list of materials you will need to 
complete the task. 

 

The Instructions for the School Coordinator brochure requests that the school coordinator 
enter missing or incorrect data directly onto the Student Information Report(s). During your 
independent work, you will transfer any corrections and/or additions from the Student 
Information Report(s) to the Administration Schedule(s). The changes you make to the 
Administration Schedule(s) will be reviewed with the school coordinator during your visit. 

 
* Except for SD and ELL codes. These will be addressed in Procedure 2D. 
 
To complete Procedure 2C-1, look at columns E–H on the Administration Schedule(s) to 
determine if there is any missing information. If columns E–H are complete, check the 
“There is no missing demographic data” box and go to Procedure 2C-2. 

If the school coordinator provided missing demographic data, check the second box and 
transfer the missing information from the Student Information Report(s) to the Administration 
Schedule(s). You may have the AA complete this task. 
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* Except for SD and ELL codes. These will be addressed in Procedure 2D. 

To complete Procedure 2C-2, review the Student Information Report(s) to determine if the 
school coordinator made corrections to the information. If corrections were made, you or 
your assisting AA will transfer those corrections from the Student Information Report(s) to 
the Administration Schedule(s) and check the box “Corrections have been made on the 
Student Information Report(s) by the school coordinator.” If there were no corrections, 
indicate so in the QCB and continue with Procedure 2D-1. 

Procedure 2D. Update SD and ELL Classifications 
 
In Procedure 2D, you will update SD and ELL classifications. Refer to pages 1.14–1.15 for 
definitions of the codes you will use in columns J and L on the Administration Schedule. The 
procedure begins with a list of materials you will need to complete the task. 

 

The Instructions for the School Coordinator brochure requests that the school coordinator 
record any change in SD or ELL classifications directly on the Student Information 
Report(s). Make any noted revisions to the Administration Schedule(s). Changes will be 
verified with the school coordinator during the visit. 

 

First, indicate in Procedure 2D-1 if there have been changes to the SD and ELL codes on 
the Student Information Report. If so, continue on to Procedure 2D-2. If there have not 
been any changes to SD or ELL codes, go to Procedure 2E. 
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At Procedure 2D-2, you are looking for students who are newly classified as SD or ELL. If 
any students who were coded 4 for “No, not SD” in the SD column or 2 for “No, not ELL” in 
the ELL column are now classified as SD or ELL, you will enter a 1 for “Yes, IEP,” 2 for “Yes, 
504,” or 3 for “Yes, IEP/504 in process” for “Yes” in column J, labeled “Final SD Code,” or a 
1 in column L, labeled “Final ELL Code,” on the Administration Schedule, as shown in the 
following exhibit. 

 
 
Prepare the appropriate SD and/or ELL Questionnaire for these newly classified students. 
Add them to the SD/ELL Roster of Questionnaires. You will give the questionnaires to the 
school coordinator during the scheduled visit. 

You will also add newly classified SD and ELL students to the Inclusion Worksheet by 
recording the student’s name, session/line numbers, subject, and SD/ELL status. 
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1 To only be used in states that allow the use of this code. 
 
At Procedure 2D-3, you are looking for students who are no longer classified as SD and/or 
ELL. If any students are no longer classified as SD and/or ELL, you will enter a 4 for “No, 
not SD” in column J, labeled “Final SD Code,” or a 2 for “No, not ELL” in column L, labeled 
“Final ELL Code,” on the Administration Schedule. If the school coordinator indicates that 
the ELL student is now classified as “Formerly ELL” (monitored for adequate yearly progress 
[AYP] reporting), which means the student has achieved full English proficiency within the 
previous 2 years and the state includes formerly ELL students in its AYP reports, the student 
should be coded as “Formerly ELL,” or code 3, in column L. If you are allowed to use code 3 
in your state, it will be noted on the State Information Form. Contact your supervisor if you 
have any questions about using this code. 

Students no longer classified as SD and/or ELL should be removed from the Inclusion 
Worksheet as well. Do this by lining through the student’s name on the worksheet.  

Remember: If you receive a blank questionnaire that was not completed online, shade the 
“not completed” oval. If the questionnaire has any questions completed, record the 
appropriate status in the Return Status column on the roster. 
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Procedure 2E. Transcribe SD/ELL Questionnaire Data Onto Inclusion Worksheet 
 
In Procedure 2E, you will transcribe information found in the SD and ELL Questionnaires or 
the SD/ELL Online Questionnaire Summary onto the Inclusion Worksheet. The procedure 
begins with a list of materials you will need to complete the task. 

 

The Instructions for the School Coordinator brochure instructs the school coordinator to 
distribute and collect the completed SD and/or ELL Questionnaires. 

 

Procedure 2E begins by asking you to check the appropriate box in Procedure 2E-1. If the 
school coordinator returned the SD and ELL Questionnaires or the SD/ELL Online 
Questionnaire Summary (if applicable), you will indicate that and continue with Procedure 
2E-2. 

Record the status of the completed questionnaires on the roster. Occasionally, you will get a 
questionnaire for a student who is withdrawn or ineligible. For these students, you will still 
shade in a status of “Hardcopy” or “Online” in the Return column on the roster. 

If you do not receive a questionnaire for a student, you will shade the “Not Completed” oval 
on the roster.  

If there are missing SD or ELL Questionnaires or if there are questionnaires for newly 
classified students or new enrollees classified as SD and/or ELL that have not yet been 
completed, enter the number of incomplete or missing questionnaires in Procedure 2E-1 
and highlight the names of the students on the Inclusion Worksheet. You will ask for the 
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missing questions during your meeting with the school coordinator. Continue to Procedure 
2E-2 for the completed questionnaires. 

If there are no SD and/or ELL Questionnaires in the school, indicate this and continue to 
Procedure 2F. 

 
1 AA can do this task with your direction and oversight. Remember, the AA is to transcribe the 

information exactly as it appears on the questionnaire. 
 
Procedure 2E-2 requires you to transfer information from any completed SD and/or ELL 
Questionnaires to the Inclusion Worksheet. Refer to pages 2.22–2.25 in chapter 2 for details 
on how to transcribe the key questions in the questionnaires onto the Inclusion Worksheet. 

 

If any of the SD/ELL Questionnaires were online, the school coordinator should have printed 
out an SD/ELL Online Questionnaire Summary, which you collected upon arriving at the 
school. Using the SD/ELL Online Questionnaire Summary, transcribe the data from it onto 
the Inclusion Worksheet in Procedure 2E-3. You may have your assisting AA complete this 
task; however, be sure to perform a quality control (QC) check. On the SD/ELL Online 
Questionnaire Summary, begin with the first row of data and transcribe column by column 
onto the Inclusion Worksheet, as shown in chapter 2. 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 4.19 

For confirmed SD and/or ELL students, you may encounter a situation where the SD/ELL 
Online Questionnaire Summary has empty data in the columns, either because the data is 
missing or not entered due to skip patterns inside the questionnaires. It is important that you 
become familiar with the SD and ELL Questionnaires, and how their skip patterns work with 
both the SD/ELL Online Questionnaire Summary and the Inclusion Worksheet. Here are 
some general rules to keep in mind when considering if data is missing or incomplete on the 
SD/ELL Online Questionnaire Summary: 

 Generally, either Question 3, 5, or 6 is filled in.  

 The only times when there should be no data in Question 4 is when Question 3 = A or 
Question 6 = A or B. 

 
Remember, if the student is confirmed as no longer SD or ELL, you will not have any data 
on the SD/ELL Online Questionnaire Summary.  

In addition to missing data, you may also encounter situations where the school completed 
both the hardcopy and the online version of the questionnaires. In these cases, review the 
data in each one to see which questionnaire is more complete. When in doubt, ask the 
school coordinator.  

After you transfer the data onto the Inclusion Worksheet, you will be reviewing each 
student’s status with the school coordinator at the preassessment visit. During that meeting, 
check to be sure you have the information needed to plan accommodations, and if not, 
obtain additional information during your discussion. Remember to place a circled check 
mark on the Inclusion Worksheet anytime a change is made during your discussion that is 
not reflected in the questionnaire. You should suggest that the revisions are made to the 
questionnaires (either online or on the hardcopy), but you are not required to rectify the data 
inside the SD and ELL Questionnaires—that is the responsibility of the school coordinator. If 
the school coordinator updates the hardcopy questionnaire and it supersedes the online 
version, write a note on the cover of the questionnaire telling Pearson which version to use. 
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Procedure 2F. Complete NIES Tasks 
 

2009

 

Some schools are pre-identified as NIES, meaning you know before the 
preassessment visit that the school has American Indian/Alaska Native 
(AI/AN) students. During your independent work, it is possible that a 
school not previously identified as NIES now has students with Race 
Codes of 5, meaning they are now eligible for the NIES. In addition, 
schools previously identified as NIES may no longer have any eligible 
AI/AN students. 

Procedure 2F is when you will work through the process for determining if the school is 
NIES. You will work through Procedure F for every school in your assignment. Because 
there is a special set of procedures for conducting this task, pages 9.6–9.10 in chapter 9 
describes the steps for completing this part of the QCB. 

 

Procedure 2G. Review Logistics Questionnaire 
 
In Procedure 2G, you will review the information provided by the school coordinator on the 
Logistics Questionnaire to ensure that you understand the information completely. 
Depending on where you live, your supervisor may have made minor changes to the 
questions in order to reflect weather conditions that might affect the assessment schedule 
(e.g., a fog delay schedule). 

If you determine that further clarification of the Logistics Questionnaire is required or that the 
school coordinator did not complete this questionnaire, indicate in Procedure 3G-1. You will 
clarify information or complete the questionnaire with the school coordinator during the 
scheduled visit. 
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Procedure 2H. Prepare to Conduct Visit 
 
In Procedure 2H, you will prepare to conduct the preassessment visit with the school 
coordinator. Following this procedure, you will meet with the school coordinator to finish the 
remaining preassessment tasks in Procedures 3 and 4. 

 

Data that can be prefilled includes the following items: 

 Procedure 3C-3 (Student Sampling Summary Report), 

 Procedure 3H-1 (NIES Status),  

 Procedure 3J-9 (Distribution of Frameworks and Sample Questions Booklets), and 

 Procedure 3K-2 (Status of Logistics Questionnaire). 

 
If a school is in grade 4 or 8, you can cross out these procedures: 

 Procedure 3I (Discuss Grade 12 Participation), and  

 Procedure 3L-2 (Discuss High School Transcript Study). 

 
If a school is grade 12, you can cross out these procedures:  

 Procedure 3F (Distribute and discuss grades 4 and 8 questionnaires),  

 Procedure 3H (NIES), and 

 Procedure 3J-7 (NIES). 

 
You may also cross out procedures related to the ESBQ (Procedure 3J-4) or NIES 
(Procedures 3H-2–3H-6 and Procedure 3J-7), if the school is not eligible for participation. 
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Procedure 3. Meet With the School Coordinator 
 
The goal of the preassessment visit is twofold: First, you will review the items completed 
during your independent work; and second, you will discuss some additional items in order 
to prepare for the assessment day.  

 

Procedure 3-1 begins with you meeting the school coordinator using the script provided. The 
information you cover with the school coordinator during the visit includes discussing the 
inclusion of newly enrolled students, collecting and confirming student demographic data, 
confirming student eligibility, planning for accommodation sessions, discussing 
parent/guardian notification, and finally, the logistics of the assessment. 

Procedure 3A. Confirm Results of the New Enrollee Selection 
 
In Procedure 3A, you will be confirming the sample of newly enrolled students. The 
procedure begins with a list of materials you will need to complete the following task. 
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You will begin Procedure 3A-1 by telling the school coordinator how many students were 
added to the assessment sample. Then, read from the Administration Schedule the names 
of the newly enrolled students who were added to the sample. 

 

In Procedure 3A-2, if any newly enrolled students have missing demographic data, you will 
collect the missing information immediately from the school coordinator and record it on the 
Administration Schedule. 

If any newly enrolled students are classified as SD and/or ELL, remember to prepare an SD 
and/or ELL Questionnaire. You can do this task after the visit, but it must be done before 
you leave the school. 

Procedure 3B. Confirm Withdrawn, Ineligible, and Students Not Enrolled 
 
In Procedure 3B, confirm that you have the correct designations for students 
withdrawn/graduated, ineligible, and not enrolled. The procedure begins with a list of 
materials you will need to complete the task. 

 

To confirm that withdrawn and ineligible students have been properly identified, read the 
names of the students and their updated status to the school coordinator. Have the school 
coordinator verify that each student has been coded properly.  
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In Procedure 3B-1, ask the school coordinator to confirm any students identified as 
withdrawn/graduated (51) on the Student Information Report, and record any updates on the 
Administration Schedule. 

 

In Procedure 3B-2, ask the school coordinator to confirm any students identified as 
ineligible, never attends campus (54) on the Student Information Report, and record any 
updates on the Administration Schedule. 

 

In Procedure 3B-3, ask the school coordinator to confirm any students identified as 
ineligible, for other reasons, such as not being in the grade assessed, (55) on the Student 
Information Report, and record any updates on the Administration Schedule. 

 

Procedure 3B-4 is for schools selected for the ESBQ. Because there is an 
ESBQ Administration Schedule, you will need to make the same updates for 
withdrawn and ineligible students to the ESBQ Administration Schedule, once 
the school coordinator has confirmed the updated student statuses. Updates 

to the ESBQ Administration Schedule can be made after the preassessment visit. 

ESBQESBQ
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Procedure 3C. Confirm Missing or Incorrect Student Demographic Data and 
Review the Student Sampling Summary Report, If Applicable 

 
In Procedure 3C, confirm that the revisions you made to the demographic data on the 
Administration Schedule(s) are correct. You will also review any issues included on the 
Student Sampling Summary Report, if applicable. The procedure begins with a list of the 
items you will need to complete the task. 

 

 
* Except for SD and ELL codes. These are addressed in Procedure 3D. 
 
If no revisions were made, you must verify that the demographic data are correct as 
recorded. If corrections were made, review them with the school coordinator and then enter 
the total number of corrections in the line provided. It is important for the school coordinator 
to review each revision and confirm that the demographic data are accurate. 
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In Procedure 3C-2, collect any missing demographic data from columns E through M, if 
applicable. Refer to pages 1.11–1.16 in chapter 1 for details about the demographic codes 
on the Administration Schedule. 

 

If the school has a Student Sampling Summary Report, it will be noted on the QCB label and 
included in the School Folder. At Procedure 3C-3, record whether you received a Student 
Sampling Summary Report for that school. If not, skip to Procedure 3-D. If you did receive 
one, you will review the report with the school coordinator. 

In fall 2008, a series of statistical checks were run on all of the original lists of students 
submitted to NAEP for sampling. Any checks that resulted in a warning message were 
printed on a Student Sampling Summary Report (SSSR). A list of these warning messages 
can be found in Appendix B, page B.16. Your supervisor will review each SSSR with you 
before the preassessment visit. Each unresolved issue on the SSSR will need to be 
addressed with the school coordinator. Make any corrections necessary on the 
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Administration Schedule(s), and mark those items as “Corrected on Admin Schedule” on the 
SSSR. For those items on the SSSR that were verified as correct, simply mark “Verified as 
Correct.” After your review, place the completed SSSR back into the School Folder. This 
information will need to be entered into the SCS after the preassessment visit. 

Procedure 3D. Confirm SD and ELL Classifications 
 
In Procedure 3D, confirm the accuracy of the changes made to SD and ELL classifications. 
The procedure begins with a list of the items you will need to complete the task. 

 

 

Following the script in Procedure 3D-1, you will begin by reviewing the names of students 
who are newly classified as SD and/or ELL. These students require SD and/or ELL 
Questionnaires. You should have prepared these questionnaires while working 
independently, and they can be distributed to the school coordinator now. 
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In Procedure 3D-1, also review the status of each student no longer classified as SD and/or 
ELL. The school coordinator must verify the revised status of each student. SD and/or ELL 
Questionnaires are no longer required for these students. 

 

In Procedure 3D-2, distribute the SD and/or ELL Questionnaires of the new enrollees and 
the newly classified SD and ELL students to the school coordinator. Request that the 
questionnaires be completed and returned to you before you leave the school that day. This 
will make preparing for the assessment easier. If it is not possible to have the questionnaires 
returned to you at the preassessment visit, schedule a callback to collect the necessary 
information. 

Procedure 3E. Review the Inclusion Worksheet and Discuss Accommodations 
 
In Procedure 3E, confirm the information that was transcribed to the Inclusion Worksheet 
and then plan accommodations accordingly. The procedure begins with a list of materials 
you will need to complete the task. 
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Procedure 3E-1 outlines the steps to follow for the review of the information on the Inclusion 
Worksheet. In schools with a large number of SD and ELL students, you may ask the school 
coordinator if he/she thinks it would be helpful to have the person most knowledgeable 
about the selected students’ accommodations present at this time. 

 
1 In schools with large numbers of SD and ELL students, you may ask the school coordinator if 

he/she thinks it would be helpful to have someone knowledgeable about these student 
accommodations present at this time. 

 
Review the information for each student listed on the Inclusion Worksheet with the school 
coordinator and point out the subject being assessed and the accommodations the student 
receives on the state assessment, as indicated in the SD and/or ELL Questionnaires 
completed for that student. Then, tell the school coordinator whether these accommodations 
are permitted in NAEP. Refer to the Accommodations for NAEP Flip Chart to determine if 
the accommodations checked are permitted. 

If the Include Without Accommodations box is checked, verify that the student will be 
assessed in the regular session without any accommodations. 
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If the answer to Question 5 in the SD or ELL Questionnaire is “A,” place a check mark in the 
Include with Required Accommodations box. Plan the details for providing the accommodations 
with the school coordinator. Again, you will use the Accommodations for NAEP Flip Chart for 
the planning process. Refer to the completed questionnaires if questions arise. 

For students with the Exclude column checked on the Inclusion Worksheet, you will need to 
verify the reason for the exclusion with the school coordinator. Record this reason in the 
Notes section of the Inclusion Worksheet. Enter the appropriate Administration Codes 60–
69 in column Q on the Administration Schedule for the excluded students, and line through 
their name. Refer to the exclusion codes found in chapter 2, page 2.19. Update the Planning 
Code in column N of the Administration Schedule to 4. 

 

ESBQESBQ
 

If any students are excluded from NAEP and it is an ESBQ school, line 
through the student’s name on the ESBQ Administration Schedule and 
assign an appropriate ESBQ Administration Code. 

 
If any of the accommodations a student receives on the state assessment are not permitted 
in NAEP, the student can still be assessed if the Include With Only NAEP Accommodations 
column is checked for the student. This means the student will be assessed with only the 
NAEP-permitted accommodations. 
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If any students are excluded from NAEP, and it is an NIES school, line 
through the student’s name on the NIES Administration Schedule and 
assign an appropriate Excused from NIES Admin. Code (60, 62, or 64). 
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Handling Requests to Accommodate Students Not Formally Classified as SD 

On a rare occasion, schools will request a student not formally classified as SD to 
receive an accommodation on NAEP. This means the student does not have an 
Individualized Education Program (IEP) or a Section 504 Plan. These requests 
happen most often in private schools, where students are often not formally classified. 
If you conduct a preassessment visit, and the request is made to accommodate a 
student not identified as SD, do the following: 

1. Provide the school staff member with an SD Questionnaire, and ask that he/she 
complete the questionnaire for the student. Question 1 asks why the student is 
classified as SD, and response “D” states that “This student does not have an IEP 
or Section 504 Plan, but requires an accommodation to be tested.” 

2. Plan on providing the accommodation(s) for the student, as long as it is 
permissible on NAEP. 

3. After the preassessment visit, contact your supervisor for instructions on how to 
code the SD column on the Administration Schedule. 
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Review Special Situations: 

Calculators. Some students selected for mathematics are excluded from NAEP because 
they use calculators on their state mathematics assessments, and students on NAEP only 
use calculators for those sections requiring one. However, if a student is excluded because 
he/she is assigned a mathematics booklet, check column C on the Administration Schedule. 
If “MC” is listed, let the school coordinator know that the student’s assigned booklet allows 
the use of a calculator for at least one section. For any sections not requiring a calculator, let 
the school coordinator know that the computation problems do not require a student to use a 
calculator. Ask if the student can still be included, and always abide by the school 
coordinator’s decision. 

Discussing Extended Time. It is important to be aware of the accommodations in which 
the mode of administration may require extended time (e.g., read aloud—most or all, or 
using a bilingual booklet, a scribe, a Braille booklet, etc.). In order for the student to use 
certain accommodations, it will naturally take longer than for students taking the regular 
assessment. 

Therefore, when discussing extended time, do the following: 

Review the Accommodations for NAEP Flip Chart to see which accommodations have 
“EXT” in the Typical Additional Accommodations column. These accommodations will 
usually have the “extended time” oval shaded on the SD and/or ELL Questionnaires. 

If the student requires an accommodation that typically requires extended time but the 
“extended time” oval is not shaded in the questionnaire, you will need to have a 
conversation with the school coordinator to see if the student is usually accommodated with 
extended time. If so, place a check mark in the Extended Time column on the Inclusion 
Worksheet and circle it. Do not add or remove a response from the SD and/or ELL 
Questionnaires. Only the school staff may record responses in the questionnaires. 
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If “extended time” is marked because the state test is untimed, you may need to remind the 
school coordinator that NAEP is not a “speeded” test, and therefore it is unlikely that 
students will require much more time than the regular session allows. 

Remember, the ultimate decision about whether or not to allow extended time is based on 
the directions from the school. 

 

Plan for Accommodations: 

Now look at each student on the Inclusion Worksheet and determine if these students will be 
assessed in the regular session, a small group, or a one-on-one session. Check the Small 
Group column for students being assessed in a small group. Check the One-on-one column 
for students requiring the assessment be administered in an individual session. 

If more than one student requires the same accommodation in a separate accommodation 
session, plan to assess them together whenever possible. This grouping will most likely 
happen with the read aloud and the bilingual booklet accommodations. Remember: You will 
need a separate session for each read aloud subject. 
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Now, record a group number for each separate session in the Group # column on the 
Inclusion Worksheet (as shown above). Be sure to assign a separate number to each one-
on-one session. 

Next, assign a Planning Code for each student on the Inclusion Worksheet. The Planning 
Code provides you and your AAs a snapshot of which students will be assessed without 
accommodations, assessed with accommodations in a regular session, and assessed with 
accommodations in a separate session. Refer to chapter 1, page 1.16, and chapter 2, page 
2.20, for a complete description of these codes. 

Finally, it is important to note that the Inclusion Worksheet should be a reflection of all the 
accommodation decisions you have made with the school coordinator. The accommodation 
information on the Inclusion Worksheet will then be used to prepare the Assessment 
Information Form. 

Then, count the number of separate sessions and inform the school coordinator how many 
accommodation sessions are required. Record this number in Procedure 3E-4. 
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Count the number of excluded students in each subject. Record that information in 
Procedure 3E-5. You will enter this information into the SCS after the preassessment visit. 

 

 

Voices of Experience: 

 
For schools with large SD and ELL populations, another way to discuss 
accommodations is to: 

1. List all students on the Inclusion Worksheet in the same manner as for schools 
with small populations of SD/ELL students. 

2. Group questionnaires with the same accommodations together in a bundle. 

3. For students who have the bilingual booklets accommodation, separate those 
selected for mathematics and science. 

4. When you meet with the school coordinator, begin the discussion by 
accommodations “type” rather than by “student.” 

5. Give the stacks to the school coordinator one at a time. Explain the 
accommodation recommended on the questionnaire and what is allowable. 
Discuss any students who have a one-on-one accommodation or will need 
school staff to help administer the session. 

6. Return to the workroom and code the Inclusion Worksheet. You might want to 
highlight those students who will need accommodations outside of the regular 
session. Determine how many accommodation sessions will be required and 
make arrangements with the school coordinator. 
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Procedure 3F. Grades 4 and 8: Distribute and Discuss School and Teacher 
Questionnaires 

 
In Procedure 3F, provide the school coordinator with the School and Teacher 
Questionnaires. This procedure is only completed for grade 4 and grade 8 schools.  

The procedure begins with a list of materials you will need to complete the task. 

 

Begin Procedure 3F by giving the school coordinator the School Questionnaire. 

 

Now, verify with the school coordinator that you have prepared Teacher Questionnaires for 
all of the teachers who teach mathematics, reading, and science to students in the sampled 
grade. Begin by reading the names from the prepared Teacher Questionnaires. Ask the 
school coordinator if any teachers have been overlooked. 
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If a teacher was missed, add the teacher to the Roster of Questionnaires. You will prepare 
the Teacher Questionnaires after the visit, but before you leave the school. 

Inform the school coordinator that both the School and Teacher Questionnaires can be 
completed either online or in the hardcopy form and that the deadline is the day before the 
assessment. The online questionnaires tend to take less time to complete, so be sure to 
emphasize this when discussing the Teacher Questionnaires.  

Then, give a copy of the Roster of Questionnaires to the school coordinator. Tell the school 
coordinator to fill in the appropriate oval in the Returned column to indicate if each 
questionnaire was done in either the hardcopy form or the online form as each questionnaire 
is completed and returned. 

The school coordinator should return to you both the completed hardcopy questionnaires 
and the blank questionnaires—if completed online—and the completed copy of the Roster of 
Questionnaires on the day of the assessment. 

Procedure 3G. Verify Parent/Guardian Notification 
 
In Procedure 3G, you will collect a signed and dated copy of the Parent/Guardian 
Notification Letter. The procedure begins with a list of materials you will need to complete 
the task. 

 

The No Child Left Behind legislation requires that the parents of students selected for NAEP 
be notified in writing that their child has been selected for NAEP and that student 
participation is voluntary. NAEP must have a copy of the dated Parent/Guardian Notification 
Letter in order to proceed with the assessment. 

Procedure 3G secures a copy of the dated Parent/Guardian Notification Letter for NAEP’s 
files. This procedure also obtains details as to when, to whom, and how the notification was 
sent. All of the information obtained in this procedure will be entered into the SCS after the 
visit. 
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If the parents/guardians have been notified, check the “Yes” box in Procedure 3G-1, and 
ask the school coordinator for a copy of the dated Parent/Guardian Notification Letter. 
Continue on to Procedure 3G-2. 

If the parents/guardians of selected students have not been notified, urge the school 
coordinator to notify them as soon as possible. Stress the importance of this notification by 
reminding the school coordinator that you will need a copy of the dated notification before 
assessments can be administered. If you do not have a copy of this dated notification on 
assessment day, the assessments will have to be rescheduled. Arrange a callback date and 
time to verify that the notification was sent. Skip to Procedure 3H. 

 

The date on the Parent/Guardian Notification Letter lets you know when the letter was 
prepared. However, it is necessary to know specifically when the notification was sent. Ask 
the school coordinator for this information and record it in Procedure 3G-2. 
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Ask how the parents/guardians were notified. Read the options provided in Procedure 3G-3 
and check one. If the school coordinator answers “some other way used,” you will need to 
record the method used. 

 

Ask the school coordinator if only parents/guardians of sampled students were notified or if 
the parents/guardians of all students in the grade were notified. Check the appropriate box 
in Procedure 3G-4. 

 

In Procedure 3G-5, record the date the school coordinator provided you with the dated 
Parent/Guardian Notification Letter.  

 

In Procedure 3G-6, record if any parent/guardian or students have refused, and if so, 
record how many. 
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If new enrollees have been added to the sample, continue with Procedure 3G-7. If the 
parents/guardians of sampled new enrollees have been notified, check the “Yes” box in 
Procedure 3G-7 and continue with Procedure 3H. 

If the parents/guardians of sampled new enrollees have not been notified, check the “No” box 
and urge the school coordinator to notify these parents/guardians as soon as possible. 
Remind the school coordinator that if the parents/guardians of these newly selected students 
are not notified prior to the assessment day, the assessment for these students will have to be 
rescheduled. You will need to arrange a callback to verify that the notification has been sent. 
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Procedure 3H. Grades 4 and 8: Discuss NIES, If Applicable 
 
In Procedure 3H, you will discuss NIES for schools that have AI/AN 
students who have been selected for NAEP. Instructions for completing 
this procedure in the QCB are found in chapter 9, page 9.15. 

 

 
* This also includes schools no longer identified as NIES because there are no eligible AI/AN students. 
 
Procedure 3H-1 should be checked for every school in your assignment, regardless if the 
school is NIES or not. 
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Procedure 3I. Discuss Grade 12 Participation, If Applicable 
 
For grade 12 schools, you will discuss ways to maximize student participation in 
Procedure 3I. 

 

Procedure 3I begins with a list of materials to complete the task. You should also refer to 
the Grade 12 Challenge in Overview magazine. 

 

In Procedure 3I-1, ask the school coordinator to locate his/her copy of the Best Practices 
Guide. If the binder cannot be located, use your copy to review and discuss strategies for 
encouraging students to show up and do their best on NAEP. Begin by opening to the tab 
labeled “The Twelfth-Grade Challenge” and discuss the main points with the school 
coordinator. 

 

In Procedure 3I-2, move on to discuss the contents of the Prepare and Schedule tab. This 
tab contains information about placing NAEP on the school calendar and notifying students 
of the assessment, and it offers ideas for getting the word out about NAEP. 
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In Procedure 3I-3, discuss with the school coordinator the general testing practices used in 
the school, such as how students are notified about testing and the best time to schedule 
NAEP. For example, students in grade 12 may not have a first-period class. Therefore, 
scheduling an assessment for 9:00 a.m. would produce low participation. This is also the 
time to talk about any other scheduling conflicts, such as teachers who do not release their 
students from class.  

 

Procedure 3I-4 is the time to review specific strategies to motivate students to attend the 
assessment. Turn to the Motivate Students tab in the Best Practices Guide. Not all students 
are selected for NAEP, so talk with the school coordinator about how to motivate these 
students. Some of these strategies include (1) showing students a NAEP video, (2) having 
the principal make an announcement at a school assembly, and (3) including an article 
about NAEP in the school newspaper. 
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Procedure 3I-5 focuses on motiviating students to do their best on NAEP. Follow the 
scripted questions in this procedure for generating ideas from the school coordinator on 
what will work in his/her school to motivate students to do their best on the assessment. 
There is a suggested list of incentives in this procedure that schools have used in the past to 
encourage students. 

 

In Procedure 3I-6, distribute the Grade 12 Strategies Form to the school coordinator. This 
form is critical in capturing the incentives and methods the school will actually use on 
assessment day to encourage participation. For each grade 12 school, you must have the 
Grade 12 Strategies Form completed. You will collect the Grade 12 Strategies Form on 
assessment day. If the information is not completed, you will collect the information during 
the School Coordinator Debriefing Interview. 

NOTE: You will also have the Certificates of Community Service to distribute to the school 
coordinator and a student letter for grade 12 students. Be sure to provide these items to the 
school coordinator before leaving the school. 
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Procedure 3I-7 is for grade 12 schools. If the school coordinator has collected the 
completed grade 12 School Questionnaire from the principal, collect it now. Otherwise, you 
will collect it on assessment day. 

Procedure 3J. Make Assessment Arrangements 
 
In Procedure 3J, you will schedule the assessment sessions. The procedure begins with a 
list of materials you will need to complete the task. 
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You will begin this procedure by determining how the students will be grouped in the Take-
All schools. Schools are identified as “Take-All” if the number of students enrolled in the 
sampled grade is less than or equal to the number of students sampled to take NAEP. Most 
Take-All schools are grade 4, since NAEP allows us up to 120 grade 4 students to be 
sampled. The label on the front cover of the QCB will inform you if the school is a Take-All 
school. If it is, ask the school coordinator if the students should be grouped by homeroom or 
in another way. Record how the school would like the students to be grouped. 

Once the school coordinator has identified the classroom in which each student should be 
assessed, Procedure 3J-2 instructs you to record this information in column C of the 
Administration Schedule. 

 

In Procedure 3J-3, you will review column C on the Administration Schedule(s) for student 
locator information. Any blanks in the column need to be filled in if students are to be 
assessed in their homerooms. If students are to be assessed in their homeroom or other 
intact class, you will need to reorganize the Administration Schedule after the visit. There is 
space in Procedure 3J-3 for you to record any notes that are pertinent to how the school 
would like the students to be grouped. 
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ESBQESBQ

 

 

Procedure 3J-4 is specific to schools selected for the ESBQ. For these 
schools, you will show the school coordinator an ESBQ Sample 
Questions Booklet, which contains the questions asked of students and 
the rationale for the questions. Explain to the school coordinator that the 
additional questions will take students an extra 5 minutes at the end of 

the session. Assume that the school will allow the students to participate, unless the school 
coordinator indicates otherwise. Place a check mark in the Participation Status code, and 
then continue with Procedure 3J-5. After the preassessment visit, you will enter the ESBQ 
participation status in the Special Studies tab of the SCS. 

SCSSCS
 

NOTE: In the SCS, all ESBQ schools are set to a default status code of 
Pending. You must change the disposition when a school provides a 
decision on participating. The disposition codes are Cooperating, 
Pending, and Refusal. 

 

In Procedure 3J-5, discuss the time and location for each of the regular and accommodation 
sessions. You should plan to conduct all regular sessions at the same time. Begin with the 
regular sessions, and record the start time and location for each regular session on the front 
cover of the QCB.  
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If separate accommodation sessions will be held, discuss the time and location for each in 
Procedure 3J-6. Use the Inclusion Worksheet to identify the separate accommodation 
sessions. 

When possible, schedule one separate accommodation session at the same time as the 
regular sessions. Additional accommodation sessions should be scheduled after the regular 
sessions are completed. If the school only has two separate accommodation sessions and 
two regular sessions, you may schedule them simultaneously as long as you have an 
available AA on your team. School staff administering accommodation sessions should be 
scheduled for after the regular assessment, when possible. Record the time and location of 
the separate accommodation sessions on the QCB cover. 

If the school coordinator requests all of the regular and accommodation sessions scheduled 
at the same time, you can ask the school coordinator if there are school staff available to 
conduct an accommodation session. While a school staff person can administer an 
accommodation session in order to fulfill this request, note that only an AA is allowed to 
conduct the regular session. 

This year, school staff administering the assessment may receive a copy of the session 
script before assessment day. Plan to leave at least one copy with the school coordinator 
during the preassessment visit and have extras available on assessment day. School staff 
should return the School Staff Accommodation Scripts at the end of the assessment. 

Occasionally, a school will refuse an accommodation session due to scheduling or staffing 
problems (e.g., if the student requires the test be administered by a school staff member but 
that staff member is not available). In these instances, students assigned to that session will 
be coded Administration Code 45 – Accommodation scheduling problem on the 
Administration Schedule, column Q.  
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2009
In Procedure 3J-7, make arrangements for the NIES session. Refer to 
chapter 9 for a detailed decription of making NIES Survey arrangements. 

 
Next, update the NAEP 2009 Listing of Sampled Students based on the Administration 
Schedule with any new enrollees. Also, update the NAEP 2009 Listing of Sampled Students 
for any students who are excluded, or have a code of 51, 54, or 55. Also, record the 
accommodation group number next to the student name before making copies for teachers. 
Your AA can do this task. 
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In Procedure 3J-8, discuss teacher support for NAEP. Ask the school coordinator to 
distribute the Teacher Notification Letter. The Teacher Notification Letter briefly explains 
NAEP and specifies the dates, times, and locations of the assessment sessions. The school 
coordinator may copy this letter and provide it to all of the teachers in the selected grade. 

Provide copies of the Teacher’s Guide to NAEP publication, which includes detailed 
information about NAEP that is of specific interest to teachers. Provide one guide per 
teacher, leaving a maximum of five at the school. 

 

If the NAEP State Coordinator has not already done so, give the school coordinator a set of 
Frameworks and the NAEP Sample Questions Booklet in Procedure 3J-9. 
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For grades 4 and 8, distribute the Measure Up newsletters. For private schools in your 
assignment, distribute the brochure titled Locating Private School Results on the Web. 

 

In Procedure 3J-11, show the school coordinator the Student Appreciation Certificates 
(grades 8 and 12 only). Explain that these certificates may be used to inform selected 
students of the time and location of the assessment and to thank them in advance for their 
participation. For students in grades 8 and 12, selected for math that require a calculator, as 
indicated by “MC” in column C of the Administration Schedule, you also have special 
certificates asking students to bring a calculator to the session. The school is not required to 
use them. If the school does use the certificates, you or the assisting AA will prepare them 
and leave them for the school coordinator. Ask the school coordinator how he/she will 
distribute the certificates and record the response.  

If the school coordinator elects to not use the certificates as appointment cards, record how 
the school plans to notify the students.  
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Procedure 3J-12 explains to the school coordinator that students respond more positively 
to the assessment when they know it has the backing of the school administration. Ask if it is 
possible to include an announcement to encourage students to do their best or to possibly 
have a staff member introduce the assessment at the beginning of each session. 

 

In Procedure 3J-13, ask the school coordinator if it is possible to have a teacher be present 
in each session. If yes, review the Teacher Observer Letter. 

 

In Procedure 3J-14, explain to the school coordinator that a makeup session must be sched-
uled if less than 90 percent of the students are present and participate on assessment day. 

 

You will ask the school coordinator where the NAEP Storage Envelope will be located when 
you arrive on the day of the assessment. Finally, ask where you will be able to locate the 
school coordinator when the assessment sessions are complete, so you can conduct a 
debriefing interview, and record the information in Procedure 3J-15. 
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Procedure 3K. Discuss Logistics Questionnaire 
 
In Procedure 3K, you will review and gather logistical information for the assessment. The 
procedure begins with a list of the items you will need to complete the task. 

 

While you were working independently, you were instructed to review the Logistics 
Questionnaire and note the status of it in Procedure 3K. 

 

In Procedure 3K-1, ask the school coordinator about traumatic events in the school and 
record how your staff should proceed in the event of an emergency. Procedure 3K-1 should 
be discussed with every school coordinator, regardless of whether the Logistics 
Questionnaire has been completed. 
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In Procedure 3K-3, if the Logistics Questionnaire was not completed, you will have to go 
over it now with the school coordinator. The questionnaire is reprinted in the QCB in 
Procedure 3K-3. 
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If the school coordinator completed the Logistics Questionnaire and you have no questions, 
you will skip to Procedure 3L-1, Confirm the Callback. Confirm any required callbacks you 
have scheduled with the school coordinator. Mark in your calendar to send a reminder in an 
e-mail to the school coordinator prior to the scheduled callback. 
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Procedure 3L-2 applies to only grade 12 schools selected for the High School Transcript 
Study (HSTS). The HSTS is a period survey of transcripts of high school graduates. A NAEP 
representative assigned to work with the schools selected for this study will contact his/her 
assigned schools after each preassessment visit in January. If a school coordinator has any 
questions about the HSTS, make note of it and contact your supervisor after the call. The 
NAEP supervisor assigned to the HSTS at a school will return the call and follow up with the 
school coordinator. In this procedure, the AC needs only to inform the school coordinator 
that another NAEP representative might be in contact to discuss his/her school’s 
involvement. 

To complete Procedure 3L-3, answer any questions the school coordinator may have. The 
preassessment visit with the school coordinator is now complete.  

Excuse yourself to return to your work area to complete a few additional tasks in Procedure 
3L-4 before leaving the school. Return the NAEP Storage Envelope to the school 
coordinator before you leave the school.  
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Procedure 4. Complete Additional Tasks Before Leaving the School 
 
In Procedure 4, you will return to your independent work area to complete the 
preassessment visit wrap-up activities. Procedure 4A-1 is a checklist of tasks to guide you 
through completing the tasks before leaving the school. 

 
1 AA can do this. 
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 Code the Administration Schedule(s) for students receiving accommodations. In column 
N of the Administration Schedule(s), enter one Planning Code (1–4) for all students, as 
described in chapter 1 on page 1.16. As a rule: 

- If a student is identified as withdrawn or excluded at the preassessment visit, the 
student is assigned a 4 in column N. 

- At the preassessment visit, if there are student or parent refusals, the student is 
assigned a 4 in column N. 

 Record the start time and location for each regular and accommodation session on the 
Teacher Notification Letter. 

 Update the NAEP 2009 Listing of Sampled Students by lining through the names of 
students who are withdrawn, ineligible, or excluded, and by identifying students who will 
be assessed in accommodation groups together. Schools can use this list to release 
students selected for NAEP from class. 

 If grade 8 or 12, prepare the back of the Student Appreciation Certificates. 

 Prepare the appointment cards with the calculator note. 

 Finally, prepare the NAEP Storage Envelope by making photocopies of the following 
(keeping the originals in the School Folder): 

- the Administration Schedule, 

- the ESBQ Administration Schedule (if applicable), 

- the Grade 4 or 8 Roster of Questionnaires, 

- SD/ELL Roster of Questionnaires, 

- Grade 12 Roster of Questionnaires,  

- Grade 4 or 8 Roster of Questionnaires, and 

- the Inclusion Worksheet. 

 Place these other documents in the NAEP Storage Envelope: 

- Student Information Report(s), 

- Original List of Students Submitted for Sampling, 

- Current List of Students, and 

- the New Enrollee Listing Form (if completed). 
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Prepare questionnaires for newly identified NIES schools. Also, 
record the reading and mathematics teacher numbers onto the NIES 
Administration Schedule. Update the Teacher Notification Letter and 
the Listing of Sampled Students for the NIES. See page 9.11–9.13 
for more information. 

 Make a photocopy of the NIES Administration Schedule and the NIES Roster of 
Questionnaires. Place these items in the NAEP Storage Envelope.  

 Provide the school coordinator with the updated Listing of Sampled Students for the 
NIES. 

 Place the NIES Student Information Report in the NAEP Storage Envelope. 

 
Fill out the assessment date and time on the cover of the NAEP Storage Envelope. Finally, 
before you leave the school, provide the complete NAEP Storage Envelope to the school 
coordinator and other items such as questionnaires or certificates. 

 

Westat is interested in obtaining feedback from you, the AC, about the preassessment visit 
to help improve the process in future years of NAEP. Your answers to Procedures 4A-2 
and 4A-3 of the QCB will provide summary information about any problems experienced 
during the preassessment visit and how long the visit took. 
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Finally, you can either use page 2.43 in the QCB as a checklist of items to enter into the 
SCS, or you can record the actual data that you will be entering into the SCS after the visit. 
All of the information needed to complete this table will be found within the QCB. Be sure 
you have all of the information required to enter into the SCS before you leave the school. 

The preassessment visit is now finished. 

Chapter 4 Summary 
 
Upon completing this chapter, you should now be able to: 

 Demonstrate how to use the QCB to complete the following preassessment activities: 

- Collect materials from the school coordinator, 

- Complete independent work, and 

- Conduct the preassessment visit. 
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Test Your Knowledge 
 
Instructions: Select the answer that best completes the statement or answers the question. 
 
1. During the portion of the preassessment visit when you work independently, which of 

these steps will you NOT complete? 
 

a. review the Logistics Questionnaire 
b. select the sample of newly enrolled students 
c. update SD and ELL classifications 
d. record assessment arrangements 

 
2. Students might be marked “ineligible” on the Student Information Report for several 

reasons. Which of these reasons would NOT result in the student being classified as 
“ineligible”? 

 
a. The student refused to participate. 
b. The student is not in the grade being assessed. 
c. The student is homeschooled. 
d. The student attends all classes off campus. 

 
3. During the preassessment visit, you will transcribe the information from the SD and 

ELL Questionnaires onto the ______________________. 
 

a. Administration Schedule  
b. Student Information Report  
c. NIES Roster  
d. Inclusion Worksheet  

 
4. Which of the following is intended to guide you through the process of planning for 

accommodation arrangements?  
 

a. the NAEP Sample Questions Booklet 
b. the Accommodations for NAEP Flip Chart 
c. the SD/ELL Roster of Questionnaires 
d. the Administration Schedule  

 
5. If a school staff member is required to administer an accommodation session but is 

not available on assessment day, that student should receive Administration Code: 
 

a. 67, 68, or 69 (SD/ELL-required accommodation not available) 
b. 45 (Accommodation scheduling problem) 
c. 40 (Temporary) 
d. 48 (Other, specify on cover) 

 
 



ChAPter #

AFter the PreAssessmeNt Visit

This chapter describes the activities that take place immediately after the 
preassessment visit. These activities include completing all the required 
paperwork after the visit, scheduling assessment administrators (AAs) to 
conduct the sessions, organizing the materials you will need for the assessment, 
and ordering any additional materials, as needed. At the conclusion of the 
chapter, you should be familiar with the activities described above.

ChAPter 5

5. A
fter the Preassessm

ent Visit 

The activities you will complete after the preassessment 
visit are designed to make the assessments in your area go 
as smoothly as possible.
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After the 
Preassessment Visit

 

Procedure 1. Record That the Preassessment Visit Is Complete on 
the Back Cover of the QCB 
 
The Record of Preassessment Contacts, located on the back cover of the Quality Control 
Booklet (QCB), is for you to record each contact or attempted contact with the school during 
your preassessment activities. These include telephone calls, voice-mail messages, e-mails, 
and in-person visits.  

The preassessment visit is one of your most important contacts, but many assessment 
coordinators (ACs) forget to record it here. Record the date, time, and the result of the 
contact. 

Record of Preassessment Contacts 
Date Time Spoke With Result 

    
    
    
    
    
    
    
    
    
    
 
Procedure 2. Record the Callback Date(s) and Time(s) in Your 
Calendar 
 
Check Procedure 3L-1 of the QCB. If you have scheduled any callbacks to the school 
coordinator, you should have recorded them here. Copy the date(s) and time(s) for the 
callback(s) from this page into your appointment calendar, so you remember to make the 
callbacks at the agreed-upon time. 
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Procedure 3. Place the Dated Copy of the Parent/Guardian 
Notification Letter in the School Folder 
 
If you did not do so during the preassessment visit, place the dated copy of the Parent 
Guardian Notification Letter in the School Folder. If you did not receive a dated copy of the 
letter, remember to place it in the School Folder when you do acquire it from the school 
coordinator. As a reminder, the assessment cannot begin until you have collected the 
Parent/Guardian Notification Letter. 

Procedure 4. Complete Part 1 of the Summary Box at the Top of the 
Administration Schedule 
 
Complete the first part of the Summary Box, as shown in the shaded portion of the example 
below: 

 

 The number of students in the original sample should have been preprinted by Pearson 
or already entered by you on the line labeled # Original Sample. If not, enter the total 
number of students originally listed on the Administration Schedule. 

 On the line labeled # Selected New Enrollees, enter the number of students you 
added to the Administration Schedule coded as a 1 in column M. 

 Add the # Selected New Enrollees to the # Original Sample. Enter the sum on the 
line labeled Total in Sample. 

 On the line labeled # Withdrawn & Ineligible, enter the total number of selected 
students who have withdrawn from the school (Administration Code = 51), and any 
students who are ineligible (Administration Codes = 54 and 55). 

 On the line labeled # Excluded, enter the total number of selected students who were 
excluded from the assessment by the school (Administration Codes = 60-69). 

 Subtract the # Withdrawn and Ineligible and the # Excluded from the Total in 
Sample, and enter the difference on the line labeled TO BE ASSESSED. 
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If there is missing student information to be collected on the assessment day that may affect 
these summary totals, you may wait to complete this procedure until you have obtained the 
missing information from the school coordinator. Now that you know the session information, 
you can complete the date, time, and location at the top of the Administration Schedule.  

 

ESBQESBQ
 

If the school is participating in the Extended Student Background 
Questionnaire (ESBQ), repeat the steps above for the Summary Box 
on the ESBQ Administration Schedule. 

 

2009

 

If the school is participating in the NIES, repeat the steps above for the 
Summary Box on the NIES Administration Schedule. 

 
Procedure 5. Place Completed Questionnaires in the Session Box 
 
You have collected and updated several forms during the preassessment visit. If you 
collected completed hardcopies of the SD and/or ELL Questionnaires from the school 
coordinator, you should band these together and place them in Session Box 1. You will ship 
them back to Pearson after the assessment. Hold onto any blank SD and/or ELL 
Questionnaires that were completed online. You will give them to the school coordinator to 
dispose of them after the assessment. 

Procedure 6. Enter Pertinent Information Into the SCS 
 

SCSSCS
 

Go back through Part 2 of the QCB and identify the information you are 
required to enter into the School Control System (SCS). Look for the SCS 
icons to help you find the items that require SCS entry. Refer to the SCS 
User’s Guide in Systems: The AC Guide to Using NAEP Systems for details 
on entering this information. 
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Procedure 7. Review and Revise the Assessment Schedule 
 
You are responsible for scheduling the assessment administrators (AAs) on your team. 
Develop a tentative AA schedule and distribute it to your team at the AA Training. After each 
preassessment visit, you should review and revise this schedule as necessary. 

To determine the number of AAs required for a school: 

 First, review the number of regular and separate accommodation sessions listed on the 
cover of the QCB.  

 Then, schedule enough AAs to conduct all regular sessions and one separate 
accommodation session simultaneously. 

 Additional accommodation sessions should be scheduled after the regular sessions are 
completed.  

 If a school has only two separate accommodation sessions and two regular sessions, you 
may schedule them simultaneously as long as you have an available AA on your team. 

 Generally, assign one AA per regular or separate accommodation session. 

 Because all regular sessions can be conducted in the same room (the timing and the 
session scripts for all subjects are the same), some schools may ask that you conduct 
large, combined sessions. While this is not encouraged, space constraints in some 
schools make it necessary. It is important that you have the appropriate number of AAs 
scheduled to conduct and monitor these sessions. Plan to have one AA for every 30 
students in combined sessions. 
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7A. Enter names of AAs on the front cover of the QCB. 
 
You will enter the AA assignments in the Contact Summary, Schedule for Regular 
Assessment Sessions, Schedule for Accommodation Sessions, and Schedule for NIES 
Survey Sessions boxes on the front cover of the QCB, as shown below.  
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7B. Become familiar with situations that may affect your assessment 
schedule. 

 
Previous NAEP assessments have taught us that assessments generally run smoothly and 
according to procedure. On occasion, however, you may encounter a situation that requires 
special attention, such as those described below. Even though these situations occur 
infrequently, you must know how to handle them. Remember to document and discuss any 
unusual situations with your supervisor. 

 Makeup Sessions. A makeup session is a small session that must be held at a given 
school on a later date if the attendance at the school is below 90 percent. It is best to 
complete the makeup as soon after the original session as possible. Be sure to examine 
your calendar to be certain that your schedule will accommodate the date suggested by 
the school. You may schedule an AA to return to the school to conduct the makeup 
session without you. If the school is eager to get the makeup out of the way but the 
dates it offers conflict with your team’s schedule, talk to your supervisor about the 
possibility of someone else covering the session. 

 Accommodation Sessions. Separate accommodation sessions may be conducted for 
students with disabilities (SD) and/or English language learners (ELL). You will need to 
be familiar with the differences in the administrative process of these sessions as well 
as with the allowable accommodations for these students. In schools with four to six 
regular sessions, schedule regular sessions in the morning and separate 
accommodation sessions afterward to match the total number of AAs on your team. In 
schools with three or fewer regular sessions, schedule as many separate 
accommodation and regular sessions concurrently as the number of AAs you have on 
your team. In staffing sessions where students will be accommodated, remember that it 
is important that the AA assigned to the session be comfortable working with special 
needs children. For example, an AA with a special education background would be 
ideal. 

If students are being accommodated as part of the regular session, the AA 
administering the session may need additional help. Depending on the nature of the 
accommodations, an additional AA for every three to five accommodated students 
might be necessary. Each AA should know in advance the student(s) with whom they 
will be working and the nature of the accommodation. Accommodation information is 
communicated to your AAs via the Assessment Information Form (on page 5.9). 

 When the AA Cannot Conduct the Session. The assessment rules specify that only 
an individual who attended the AA Training can administer the assessment. The 
exception to this is when a school staff member administers an accommodation 
session. This may happen when a school wants accommodation sessions conducted at 
the same time as the regular sessions or when a student’s accommodation requires a 
familiar person to administer the assessment. In this case, ask the school coordinator to 
assign one or more school staff members to administer the accommodations sessions 
and provide the school coordinator with a copy of the session script. These school staff 
members must sign the Accommodation Teacher Letter.  
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 Multiple Sessions. In grade 12 schools, you may need to schedule several sessions in 
an attempt to assess as many students as possible. Contact your supervisor 
immediately if you will need additional AAs to cover the multiple sessions scheduled in 
the school. 

 Rescheduling Sessions Due to Bad Weather. In some areas of the country, bad 
weather could prevent the school from holding a scheduled assessment or prevent you 
from reaching the school. If a school is closed due to inclement weather, contact the 
school coordinator the following morning to reschedule. The school’s decision to open 
or delay opening will depend largely on whether the buses can run. If the school opens 
the following day, you should be able to make it to the session, unless you already have 
sessions at another school scheduled that day. Be alert for changes in the school’s 
schedule. 

 The School Postpones the Assessment. If the school coordinator calls to inform you 
that the school will need to postpone the assessment, attempt to reschedule it 
immediately. Be sure to notify your supervisor of any schedule changes. The changes 
could have an effect on the schedule in other areas or require the use of a 
Troubleshooter AA. Troubleshooter AAs are assigned to each territory to assist where 
needed. 

 Conducting Sessions in Spanish. In order for an AC or AA to administer an 
assessment in Spanish, he/she needs to be NAEP-certified. Therefore, any AAs who 
have not passed the written and verbal Spanish certification cannot administer NAEP 
sessions in Spanish (bilingual booklet or bilingual directions read aloud). Once an AC or 
AA passes the NAEP Spanish certification, he/she is considered certified on NAEP. 

 
Procedure 8. Communicate Assessment Information to Your AAs 
Using the Assessment Information Form 
 
The Assessment Information Form (on page 5.8) communicates specific information to your 
AAs about each school and the accommodation sessions being held at the school. Fill out 
one Assessment Information Form for each school either on a hardcopy or electronically. 
The Assessment Information Form can be distributed to AAs by regular mail or in person 
1 to 2 weeks before each assessment. The method you choose may depend on your 
geographic proximity to the members of your team. Student names should never be written 
on the Assessment Information Form. 
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Assessment Information Form 
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Procedure 9. Verify Assessment Materials and Order Any 
Additional Materials From Pearson or Westat 
 
After each preassessment visit, check the Session Boxes you received for that school, gather 
other materials needed from your bulk supplies, and order additional materials, if necessary. It is 
important to verify school materials immediately after each preassessment visit so you will have 
adequate time to order and receive additional supplies from Pearson and/or Westat.  

You are also responsible for making sure all materials and supplies used during the 
assessment remain in good condition. If you receive any damaged or misprinted materials 
or supplies that cannot be used, do not dispose of them. Contact Pearson for replacements. 
All damaged or misprinted booklets must be accounted for and returned to Pearson. 

 

Security and Confidentiality Alert 
Remember that you must account for all used and unused assessment 
booklets throughout the assessment process. 

 
School Materials 
After the completion of each preassessment visit, complete the following steps: 

1. Open the school’s Session Box(es) and check that the Bundle #s on the Administration 
Schedules match those on the Bundle Slips in the box, as shown on the following page. 
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Example of Bundle Slip and Administration Schedule 
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2. Check that: 

 the prefix numbers of the booklet IDs printed on the Bundle Slips match the numbers 
that are printed in column O on the Administration Schedule, and  

 the Bundle Slip numbers match those preprinted in the upper-right corners of the 
Administration Schedule. 

 
Session Subjects Grade # Booklets in a bundle 

RS Reading/mathematics/science 4 14 

RS Reading/mathematics/science 8 16 

RS Reading/mathematics/science 12 16 

RN Reading/mathematics/science 4 14 

RN Reading/mathematics/science 8 16 

RM Reading/mathematics 12 16 
 
3. Check the materials in your shipment against the packing lists and Administration 

Schedule to verify that you have sufficient supplies. 

Bulk Supplies 
The remaining assessment materials are what NAEP calls “bulk supplies.” Bulk supplies 
refer to materials that you may or may not need at each session. Most of these materials will 
come from Pearson, but a few will come from Westat. 

Pearson Bulk Supplies 
Calculators and timers are located in your bulk supplies from Pearson and not in the 
Session Box. You will use the timers from your Pearson bulk supplies for every assessment. 
You will also use the calculators for every grade 4 assessment. The remaining bulk 
materials are for you to use if you need extra materials for your sessions.  
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Pearson Session Box Supplies 
The following tables identify, by grade, the materials that will be packed in each Session 
Box.  

 
 
 

Grade 8 RS and RN Sessions 
Quantity Item 
1–2 bundles Grade 8 Reading/Mathematics/Science Booklets (16 per bundle; 32 total booklets) 
Varies Mathematics Shapes “G” (student punches out) 
Varies Ruler/Protractor “P” 

Varies Mathematics one white flattened box and one NAEP Ruler/Protractor Set “V” (student punches 
out) 

1 Sign “Testing in Progress—Do Not Disturb” 
2 Rubber Bands 
36 NAEP Pencils 
32 Preprinted Student ID Labels (salmon) 
1 Return Shipment Label 
1–2 bundles Grade 8 ESBQ Booklets, if needed (16 per bundle; 32 total booklets) 
32 ESBQ Student ID Labels (salmon) 
1–10 bundles NIES Student Questionnaires, if needed (3 per bundle) 
Varies NIES Student ID Labels, if needed (salmon) 

Grade 4 RS and RN Sessions 

Quantity Item 

1-2 bundles Grade 4 Reading/Mathematics/Science Booklets (14 per bundle; 28 total booklets) 

Varies Mathematics Manipulative Set “G” (prepunched) 

Varies Mathematics Set “K,” Foam Shapes 

Varies Rulers “R” 

1 Sign “Testing in Progress—Do Not Disturb” 

2 Rubber Bands 

36 NAEP Pencils 

28 Preprinted Student ID Labels (salmon) 

1 Return Shipment Label 

1–2 bundles Grade 4 ESBQ Booklets, if needed (14 per bundles; 28 total booklets) 

28 ESBQ Students ID Labels, if needed (salmon) 

1–10 bundles NIES Student Surveys (3 per bundle), if needed 

Varies NIES Student ID Labels, if needed (salmon) 
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Grade 12 RS and RM Sessions 
Quantity Item 
1–2 bundles Grade 12 Reading/Mathematics/Science Booklets (16 per bundle; 32 total booklets) 
Varies Mathematics Spinner on Cardstock “N”  
Varies Mathematics Folding Card “O”  
Varies Mathematics Ruler/Protractor “P” 
Varies Mathematics Set “Z” 
Varies Mathematics Reference Sheet “U” 
Varies Mathematics Reference Sheet in envelope “F” 
Varies Reading Pamphlet—Applying for a Federal Job “J”  
Varies Guide to Metro Fares “M” 
Varies Social Security Application “S” 
Varies Science Periodic Table of Elements “Q” 
1 Sign “Testing in Progress—Do Not Disturb” 
2 Rubber Bands 
36 NAEP Pencils 
32 Preprinted Student ID Labels 
1 Return Shipment Label 
2 bundles ESBQ Booklets, if needed (16 per bundle; 32 total booklets) 
1 sheet ESBQ Student ID Labels; if needed (salmon) 
 
Other Bulk Supplies 
Quantity Item 
5 Administration Schedules (blank) 
5 Grade 4 Roster of Questionnaires (blank) 
5 Grade 8 Roster of Questionnaires (blank) 
5 Grade 12 Roster of Questionnaires (blank) 
15 SD/ELL Rosters 
6 Grade 4 School Questionnaires 
6 Grade 8 School Questionnaires 
6 Grade 12 School Questionnaires 
10 Grade 4 Teacher Questionnaires 
10 Grade 8 Mathematics Teacher Questionnaires 
10 Grade 8 Reading Teacher Questionnaires 
10 Grade 8 Science Teacher Questionnaires  
50 SD Questionnaires 
50 ELL Questionnaires 
1 Bundle Grade 4 Booklets (14 per bundle) 
1 Bundle Grade 8 Booklets (16 per bundle) 
3 Bundles Grade 4 Read-Aloud Math Booklets (6 per bundle) 
3 Bundles Grade 8 Read-Aloud Math Booklets (6 per bundle) 
3 Bundles Grade 4 Read-Aloud Science Booklets (6 per bundle) 
3 Bundles Grade 8 Read-Aloud Science Booklets (6 per bundle) 
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Other Bulk Supplies (continued) 
Quantity Item 
 ESBQ Administration Schedules (blank) 
 NIES Administration Schedules (blank) 
1 bundle Grade 12 Booklets 
 Grade 4/8 NIES School Questionnaire 
 Grade 4 NIES Teacher Questionnaire 
 Grade 8 Teacher Questionnaire 
 Grade 4 NIES Student Survey 
 Grade 8 NIES Student Survey  
 Grade 4 ESBQ Booklets 
 Grades 8/12 ESBQ Booklets 
 Read-Aloud Science Booklets 
 
Student Booklets in Bulk 
Your Pearson bulk supplies will include the following unassigned booklets: 

 grade 4, grade 8, and grade 12 assessment booklets for regular sessions, and 

 grade 4 and grade 8 read-aloud accommodation booklets for mathematics and science. 

 
If you discover during the preassessment visit that you will need additional read-aloud 
booklets for grade 12 sessions or other accommodation booklets, you must order them from 
Pearson. 

Always use the Bulk Security Checklist (shown on page 5.16) to keep track of the booklets 
included in your bulk supplies. The checklist lists all of the booklets included in your bulk 
supplies. After receiving your bulk supplies, check that you have all of the booklets listed on 
the Bulk Security Checklist and record the date that you received each booklet. As you use 
the booklets, you will record the issue date, school and session information, date and time 
the book is returned to Pearson, and the tracking number. You will return this completed 
checklist to your field manager at the end of the assessment so that all of your bulk booklets 
can be tracked.  
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Bulk Security Checklist 
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Requesting Additional Student Booklets 
You must also request the following accommodation booklets not included in your bulk 
supplies from Pearson, as needed: 

 large-print booklets, 

 grade 12 read-aloud booklets, 

 bilingual booklets for mathematics and science, and 

 Braille booklets for reading, mathematics, and science.  

 

Read-Aloud Booklets 

If a student requires the read aloud most or all accommodation, he/she must be assigned a 
read-aloud booklet. 

A small number of read-aloud booklets for grades 4 and 8 are provided in your Pearson bulk 
supplies. When a student requires a read-aloud booklet, pull a read-aloud booklet from your 
bulk supplies. Also take a matching booklet for the AA who will administer the session. If you 
do not have enough read-aloud booklets for the student(s) requiring one and for the AA to 
read from, order more from Pearson. 

When ordering a read-aloud booklet, you will need to provide the student’s original booklet 
ID. 

(Reminder: The read-aloud accommodation is not offered for students assessed in 
reading, therefore there is no read-aloud reading booklet.) 

 
 
Special Instructions for Ordering Large-Print Booklets 

In the Pearson Materials Ordering Site (MOS), there will be three entries for the three 
different types of large-print reading books. Record the school ID and the original student ID 
for which you are ordering a large-print booklet in the Special Instructions box on the 
Pearson MOS ordering page. Your order will not be fulfilled if this information is missing. 

 

 

You must account for all of the regular and accommodation 
booklets that you receive in your bulk supplies or via short shipment 
from Pearson. Use the Pearson Materials Tracking System (MTS) 
to indicate that you received all of the booklets shipped to you.  



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 5.17 

Westat Bulk Supplies 
The bulk supplies you will receive from Westat are listed below. 

AC Westat Bulk Supplies 
Publications # Provided 
A Guide for Completing SD/ELL Questionnaires 1 
Teacher’s Guide to NAEP Customized 
NAEP Sample Questions Booklet (Grades 4, 8, and 12) Customized 
ESBQ Sample Questions Booklet Customized 
NIES Sample Questions Booklet  Customized 
Mathematics Framework Customized 
Reading Framework Customized 
Science Framework Customized 
Measure Up Newsletter Customized 
Locating Private School Results on the Web Customized 
Grade 12 Materials: Certificates of Community Service and Student Letters  Customized 
Grade 12: Best Practices Guide Customized 
Forms and Materials 
Quality Control Booklets (QCBs) 20 
“Destroy by” Postcards 20 
Removable Labels (blank) 5 sheets 
Student Appreciation Certificates—Generic 60 pads 
Student Appreciation Certificates—Calculator Reminder 20 pads 
Session Debriefing Forms 75 
Inclusion Worksheets (blank) 5 
AA Assessment Information Forms 75 
Grade 12 Strategies Form Customized 
Teacher Observer Letter 75 
Accommodation Teacher Letter 50 
Teacher Notification Letter 25 
School Staff Accommodation Scripts 5 
NSLP/USDA Confidentiality Agreement 10 
NIES Appointment Cards Customized 
Alphabetical Table Tents 1 set 
Grade 4 Student Booklet Cover Poster (for distribution to AAs) 6 
Grade 8 Student Booklet Cover Poster (for distribution to AAs) 6 
Administrative Material 
Non-Exempt Fieldworker I T&E Reports (25 are for distribution to AAs) 50 
Trip and Expense Reports 5 
FedEx Airbills 25 
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How to Order Additional Materials 
Both Pearson and Westat maintain an MOS that can be accessed from the MyNAEP 
website and will enable you to order materials by completing an electronic order form. You 
may place orders on both the Westat and Pearson websites 24 hours a day, 7 days a week. 
To receive overnight orders from Pearson, they must be placed by 3 p.m., Central time. 

You may also order materials from Pearson via telephone or e-mail. Before you call or 
e-mail Pearson, you must complete the NAEP Materials Request Form (shown on page 
5.20) included in your bulk supplies from Pearson.  

To place your order by telephone or if you need to speak with someone about an order you 
placed on the MOS, contact Westat or Pearson at the telephone numbers or e-mail 
addresses shown below. 

Materials Ordering Sites 

Contact Method Westat Warehouse Pearson Help Desk 

Website www.mynaep.com www.mynaep.com 

Telephone 1-800-283-6237 1-888-627-6237 

E-mail NAEPWarehouse@Westat.com NAEPmaterials@prod.pearson.com 

Hours  9 a.m. to 5:30 p.m., Eastern time 7 a.m. to 4:30 p.m., Central time 

 

mailto:NAEPWarehouse@Westat.com�
mailto:NAEPmaterials@prod.pearson.com�
http://nces.ed.gov/transfer.asp?location=mynaep.com
http://nces.ed.gov/transfer.asp?location=mynaep.com
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NAEP Materials Request Form 
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Chapter 5 Summary 
 
Upon completing this chapter, you should be able to  

 use the QCB to record the status of the preassessment visit, contacts, and AA’s 
assignments; 

 place the dated Parent/Guardian Notification Letter in the School Folder (if received);  

 complete the Summary Box on the Administration Schedule;  

 enter appropriate data in the SCS; 

 communicate session and accommodation information to your AAs via the Assessment 
Information Form; 

 verify assessment materials; and 

 order materials if necessary. 
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Test Your Knowledge 
 
Instructions: Fill in the blank with the correct word or words.  
 
1. The ________________________________________ allows you to communicate 

specific information to your AAs about their assignment and about the accommodation 
sessions being held at the school.  

 
2. If you do not receive a dated copy of the ______________________, you cannot 

administer the assessment.  
 
3. If you retrieved completed SD and/or ELL Questionnaires from the school coordinator, 

you should band these together. Place them in the _____________ and then ship them 
back to Pearson after the assessment.  

 
4. If a student requires the read aloud most or all accommodation he/she must be 

assigned a ____________________________. 
 
5. Using the _____________________, you will indicate that you received all of the 

booklets shipped to you.  
 
 



ChAPter #

Prior to AssessmeNt dAy

To be prepared for the school’s assessment, the following activities should 
be conducted immediately before the scheduled assessment day: assigning 
accommodation booklets to students, preparing the assessment booklet 
covers with your assessment administrators (AAs), conducting a QC check of 
the prepared booklets using Part 3 of the Quality Control Booklet (QCB), and 
gathering materials to bring to the school. At the conclusion of the chapter, you 
should be familiar with the tasks described above.

ChAPter 6

6. Prior to A
ssessm

ent d
ay

All assessment materials should be prepared and checked for 
quality control (QC) prior to assessment day.
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Prior to Assessment Day
 

Procedure 1. Distribute the Assessment Information Form to  
Your Assessment Administrators (AAs) 
 
You must communicate information about regular sessions and accommodation sessions to 
your AAs prior to the assessment day through the Assessment Information Form as 
described in Procedure 8 of chapter 5. 

Procedure 2. Assign Accommodation Booklets 
 
The first activity to complete prior to assessment day is to assign an accommodation booklet 
to each student requiring one. Refer to the table below for a list of available accommodation 
booklets. 

Accommodation Subjects Allowed Grades Booklet Is Available 

(BIB) Bilingual booklet  Mathematics 
Science 

4, 8 
4, 8 

(LRG) Large-print booklet  Reading 
Mathematics 
Science 

4, 8, 12 
4, 8, 12 
4, 8, 12 

(REA) Read aloud  Mathematics 
Science 

4, 8, 12 
4, 8, 12 

(BRL) Braille booklet  Reading 
Mathematics 
Science 

4, 8, 12 
4, 8, 12 
4, 8, 12 
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To assign an accommodation booklet, enter the appropriate accommodation booklet ID 
number in column P on the Administration Schedule (labeled Accommodation Booklet ID 
#), as shown below. Record the Admin. Schedule Line# and Session# in the space provided 
at the top of the booklet cover. Repeat for each student requiring a separate 
accommodation booklet. Do not record the actual accommodations on the booklet cover at 
this time. Your AA will be responsible for coding this information after the assessment. 

Place the assigned booklet in the appropriate Session Box on top of the bundles of booklets. 

Example of Assigning an Accommodation Booklet 
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Procedure 3. Assign Booklets to Students Newly Added to the 
Administration Schedule 
 
If you added any new enrollees to the sample during the preassessment visit, there may not 
be enough preprinted booklet numbers assigned in column O of the Administration 
Schedule. In this case, assign a booklet (from your bulk supplies) in the order they appear 
on the Bulk Security Checklist by completing the following: 

 in column O of the Administration Schedule, write the appropriate booklet ID number; 

 in column D of the Administration Schedule, if a subject is not preprinted, assign one as 
determined by the booklet assigned; 

 on the Bulk Security Checklist, write the date the booklet was issued, the school ID 
number, and the Session Number next to the appropriate booklet ID number; and  

 put the booklet in the appropriate Session Box on top of the bundles of booklets. 

 

 
 

NOTE: If all the rows on the Administration Schedule are full, use a blank Administration 
Schedule from your bulk supplies to add on additional students. 
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Procedure 4. Gather Local AAs to Prepare Assessment Booklets 
for the Upcoming Week 
 
Once a week during the assessment period, you will assemble local AAs to prepare the 
booklets for assessments scheduled for the following week. Before your AAs arrive, do the 
following: 

 Decide which AA will prepare the booklets for each session. It is best for the AA who 
will conduct a session to prepare the booklets for that session, but this may not always 
be possible. 

 Gather the following materials for each session to give to the AA who will be preparing 
the materials for the session: 

- Administration Schedule; 

- The Session Box containing: 

 1. student ID labels, 

 2. assessment booklets, 

 3. ancillary materials, and 

 4. accommodation booklets, if necessary. 

- If necessary, ESBQ booklets and labels. 

 
NOTE: Pearson packed each Session Box with the average number of ancillary items 
needed for a session. There will be sessions in your assignment that require more 
ancillaries than were provided for in the Session Box. Therefore, it is important you provide 
the additional materials you received in your bulk supplies for AAs to use when preparing 
the booklets. 
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Voices of Experience—Tips for Preparing Booklets for Take-All 
Schools 
When you and your AAs prepare the booklets for the week’s 
upcoming assessment, follow these procedures: 

 Make one copy of the NAEP 2009 Listing of Sampled Students for each grade 4 
classroom, plus one extra set (your copy). 

 Designate one set of each NAEP 2009 Listing of Sampled Students copy for each 
classroom. 

 On each NAEP 2009 Listing of Sampled Students, the AAs will highlight each student 
who belongs in that classroom using a different highlighted color for each classroom. 
(Also highlight the student’s names and classrooms on the extra set.) 

 Have the AAs prepare the booklets in original Administration Schedule order. Be sure to 
record the Session Number and line number from the original Administration Schedule 
onto the booklet covers. 

 Sort the booklets into three piles by highlighted color (i.e., classroom). 

 Pack the test booklets with the corresponding highlighted set of student lists in each 
Session Box for each classroom. 

 Mark each Session Box with a highlighted color that corresponds to the materials 
inside. 

 
Procedure 5. Perform a QC Check of the Prepared Booklets and 
Report Their Status in the QCB 
 
Once AAs have finished preparing the booklets, you are responsible for conducting a quality 
control (QC) check of the booklets. Additionally, your team of AAs should conduct its own 
QC check to make sure the booklets have been prepared properly, but you are responsible 
for the final check of the booklets for each session. 

 

To conduct this final QC check, thumb through the booklets and conduct a “spot 
check” to verify that the booklets have been prepared correctly. As a general rule, 
run every third or fourth booklet in each stack through the comprehensive series of 
checks beginning on page 6.6. 

Procedures 5A through 5K on the following pages will help you identify any major errors 
with the booklet preparation. If you find any errors, consult the AA immediately, and together 
with the AA, check each booklet to make sure that the same error has not been repeated. 

Once you have completed the QC check of the booklets, report the status of the materials in 
Part 3 of the Quality Control Booklet (QCB) on the Booklet Preparation QC Record, shown 
on page 6.6. There is one Booklet Preparation QC Record in the QCB. Use one row of the 
record for each AA. 
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Evaluate the AA’s preparation of the booklets on a rating scale of 1 through 3. The rating 
categories are defined as follows: 

1. AA Met: The AA conducted all tasks associated with preparing the booklets according 
to NAEP standards. 

2. AA Partially Met: The AA conducted some, but not all of the tasks associated with 
preparing the booklets according to NAEP standards.  

3. AA Did Not Meet: The AA conducted few or no tasks associated with preparing the 
booklets according to NAEP standards. Whenever it is necessary for you to intervene, 
a “3” rating should be assigned. Ratings of “3” must be explained in the adjacent 
“Comments” column. Describe the problem and the action you took to correct it. 

 
If AC completed the booklet preparation, check  

 
 
 
5A. Ensure that the AA has prepared the correct booklets for the session. 
 
Assessment booklets will be packaged in bundles. The number of booklets in the bundle 
depends on the grade and the session type. Check that the Bundle # on the slip matches 
the number printed in the Bundle # box in the upper-right and section of the Administration 
Schedule. 

5B. Record the Administration Schedule line number and Session Number on 
the booklet cover. 

 
In the spaces provided in the upper-right corner of each booklet cover, the AA should record 
the student’s line number and Session Number from the Administration Schedule. 

5C. Verify that the original booklet has been replaced with a separate 
accommodation booklet, if necessary. 

 
Students who require accommodation booklets in the regular session should have the 
accommodation booklet substituted for the original booklet. Every student who receives an 
accommodation booklet will have an accommodation booklet ID number assigned to him/her 
in column P labeled Accommodation Booklet ID # on the Administration Schedule. 

AA Name AA Task Rating Comments* 
 Prepared Assessment Booklets 

According to Procedure 
1. AA Met 
2. AA Partially Met 
3. AA Did Not Meet 
 

 

 Prepared Assessment Booklets 
According to Procedure 

1. AA Met 
2. AA Partially Met 
3. AA Did Not Meet 
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Verify that 

 for each student assigned an accommodation booklet in the regular session, the AA has 
removed the original booklet from the pile and replaced it with an accommodation 
booklet, and 

 the original booklet has been coded with an Administration Code of 52 on the cover and 
set aside. 

Also verify that the accommodations booklets for students who will be assessed in a separate 
accommodation session have been removed from the stack and banded together for the 
accommodation session. 

Booklets for students who will be assessed in a separate accommodation session should be 
separated, banded together, and stored in the Session Box.  

5D. Verify that the booklet ID number on the preprinted label matches the 
booklet ID number on the Administration Schedule and the booklet cover. 

 
Check that the AA has put a line across the booklet ID number on the student label and 
recorded the number of the accommodation booklet so the label ID number matches the 
accommodation booklet ID number column P of the Administration Schedule. 

Check that 

 the label is attached; 

 the booklet ID number matches the Administration Schedule in column O, labeled 
Original Booklet ID #, or column P, labeled Accommodation Booklet ID #; 

 the ID number on the affixed label and the ID number printed on the booklet cover 
match; and  

 if the student has been assigned a separate accommodation booklet, the AA has written 
the accommodation booklet ID number on the affixed label. 

5E. Verify that any booklets assigned to ineligible, withdrawn, parent 
refusals, student refusals, or excluded students have been pulled from 
the stack and banded together. 

 
Check that 

 codes of 45–47, 49, 51, 54–55, or 60–65 and 67–69 have been entered as the 
Administration Code in column Q on the Administration Schedule; 

 the booklets corresponding to students with these codes have been removed from the 
stack and banded together; and 

 these booklets have the corresponding Administration Code written on the preprinted 
label. 
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5F. Ensure that the correct ancillary materials have been placed inside the 
front cover of the assessment booklets. 

 
Ancillary materials required for each booklet are identified by the letter(s) next to the booklet 
version number in the upper-right corner of the booklet cover. Verify that the correct ancillary 
materials have been placed inside the front cover of the correct assessment booklet. 

NOTE: The calculator and the foam shapes are the only ancillary items not placed in the 
booklet during booklet preparation. 

5G. Ensure that the booklets have been banded together and the 
Administration Schedule is on top of the stack of booklets. 

 
Banding together the stack of booklets will prevent the booklets from becoming mixed up or 
separated prior to the final steps of preparation on assessment day. 

Conduct a spot check of the booklets to ensure that 

 each student’s line number and Session Number have been recorded in the spaces 
provided in the upper-right corner of the booklet; and  

 all assessment booklets are in the proper Administration Schedule order. 

Place the Administration Schedule back in the School Folder. 

ESBQESBQ
 

Procedure 6. Monitor AAs Preparing the Extended 
Student Background Questionnaires (ESBQs),  
If Necessary 

For schools selected for the ESBQ, AAs will be responsible for preparing the ESBQ booklets 
for every student listed on the ESBQ Administration Schedule. ACs will be provided with an 
ESBQ Administration Schedule in each School Folder. To monitor the AAs preparing the 
ESBQ booklets, reference chapter 8 of the AA Manual. As the questionnaires are prepared, 
check that the AAs stack them in ESBQ Administration Schedule order. 

6A. Verify that the ESBQ student label matches the NAEP booklet student 
label. 

 
Check that the correct ESBQ student label also matches the NAEP booklet label. 

6B. Verify that the NAEP Administration Schedule line number and Session 
Number are recorded in the space provided. 

 
Check that the AA has recorded the Administration Schedule line number and Session 
Number on the cover of the ESBQ booklet. 
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6C. Verify that the correct ESBQ barcode is recorded on the  
 ESBQ Administration Schedule. 
 
Check that the barcode on the cover of the ESBQ booklet matches the barcode ID # on the 
ESBQ Administration Schedule. Note that an ESBQ booklet must be assigned for every line 
that has a NAEP student booklet ID number, regardless of whether or not a student is 
assigned to the number. 

6D. Verify that the ESBQ booklets are placed in the back of the student 
booklets, if applicable. 

 
If the school is participating in the ESBQ, ensure that the AAs preparing the ESBQ booklets 
have ones in the back of the regular NAEP booklet. 
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Procedure 7. Prepare NIES Surveys, If Necessary 
 
If the school is confirmed NIES, you will need to prepare the NIES 
Surveys. Refer to page 9.22 in chapter 9 for the procedures. 

 
Procedure 8. Review the Quality Control Booklet 
 
Review Parts 1–3 of the QCB to ensure that all the preassessment activities have been 
completed. If you have omitted something, correct it now.  

 Make note of the information you need to collect from the school coordinator when you 
arrive at the school. 

 Review the date, day, and time of the assessment. 

 Review directions to the school and parking instructions. 

 Review the Assessment Information Form that you prepared for your team to verify that 
it is complete. 

 Verify which AAs will administer each session at the school. 
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Procedure 9. Review Materials in the School Folder 
 
Review the materials in the School Folder to ensure that you bring the correct materials for 
the school. Verify that you have the Administration Schedule(s) for the school and all of the 
other critical documents that should be included. Use the School Folder Transmittal Form 
located in the School Folder to check these documents.  

Procedure 10. Review Security and Confidentiality Procedures for 
Missing Booklets and Materials 
 
It is your responsibility to account for all assessment materials you receive. All session 
materials must remain under lock and key. Your supervisor must be notified within 1 hour 
in the event that any of the session materials are missing. 

Confidentiality Procedures 
 Never, under any circumstances, allow anyone to examine NAEP assessment booklets, 

whether they are completed or unused. School staff members may ask you or your AAs to 
see the assessment booklets or have questions concerning their content. If so, become 
familiar with the Guidelines for Viewing Assessment Materials on the following page. 

 School coordinators will receive NAEP Sample Questions Booklets for inspection by 
anyone interested in the study. The Sample Questions Booklets contain the NAEP 2009 
background questionnaires. These booklets are also posted on the MySchool 
(www.mynaep.com) and NAEP (http://nces.ed.gov/nationsreportcard) websites. 

 Never leave any assessment booklets or other NAEP materials unattended. If you leave 
the school between sessions, take all of these materials with you and lock them in the 
trunk of your car. If you leave the preparation room provided by the school, either take 
the materials with you or ask an AA to watch them. Never ask school staff or non-
Westat staff to watch the assessment materials. 

 Only students whose names appear on the Administration Schedule may participate in 
the assessment (except if the school requires a nonsampled student to participate). Do 
not permit other students to see the assessment booklets. 

 The names of the students who participate in the assessment must not be on or in 
completed assessment booklets when the booklets leave the school. 

 

http://nces.ed.gov/transfer.asp?location=mynaep.com
http://nces.ed.gov/nationsreportcard.gov�
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NAEP Guidelines for Viewing Assessment Materials 

Since its inception, NAEP has administered both cognitive test questions and background 
questionnaires. The test questions assess student knowledge and skills in academic subject 
areas. The background questionnaires provide information for reporting categories and collecting 
noncognitive data related to achievement on students, their family background, teachers, and 
schools. 

By statute (P.L. 107-110), “the public shall have access to all assessment data, questions, and 
complete and current assessment instruments” of NAEP with two important exceptions: 

1. “Personally identifiable” information about individual students, their families, and schools 
must remain confidential in accordance with the Federal Privacy Act (Sec. 552a of Title 5, 
U.S. Code); and 

2. Access to cognitive questions may be restricted to maintain security if such questions are to 
be reused. Breaches of security are punishable as a felony. 

To fulfill the first requirement, NAEP has made sure since its inception that no information on 
individual students or schools is included in its data releases or reports. The names of students 
who have taken NAEP shall not leave the school building in which the assessment is 
administered, and all information collected by NAEP about individual students and schools will 
remain strictly confidential. 

To fulfill the second requirement, the National Assessment Governing Board adopted a strict 
policy on how to handle requests to see NAEP assessment booklets. All requests to view NAEP 
assessment booklets must be handled in the following ways: 

If a request is made to view the background questions asked in the student’s assessment 
booklets, provide copies of the NAEP Sample Questions Booklets. 
The Sample Questions Booklets contain the NAEP 2009 background questionnaires. Your AC 
will receive a supply of Sample Questions Booklets from Westat, and the booklets will also be 
posted on the MySchool and NAEP websites. 

If a request is made to view the actual test questions by school staff members, parents, or 
anyone else, that person or persons must submit a written request to NCES. 
Under the statute, all secure cognitive questions must be made available within 45 days after a 
written request, provided test security is maintained. All written requests to view test questions 
should be sent to the NAEP State Coordinator or the field manager, who in turn will contact 
NCES. 

In addition, never, under any circumstance, allow anyone to examine materials completed 
by students or school staff. 
Copying or duplicating actual assessment booklets is never permitted. Following each assessment, 
NAEP releases to the public approximately 25 percent or more of the test questions. These 
released questions will not be used in future assessments and appear in the NAEP reports and on 
the NAEP website. You should encourage any interested party to view the previously released 
NAEP test questions on the NAEP website at http://nces.ed.gov/nationsreportcard. 

 

http://nces.ed.gov/nationsreportcard.gov�


 

 

 

PRIOR TO ASSESSMENT DAY

 
 6.12 ASSESSMENT COORDINATOR MANUAL 

Missing Booklets 
From the time that Pearson ships student booklets to the time that you return them to 
Pearson, the student booklets should all be accounted for. In the event of a missing booklet, 
you should make every attempt to locate it.  

If a missing booklet is identified after the session, locate the school coordinator immediately. 
Provide the student’s name, and ask the school coordinator to locate the student. If the student 
has the missing booklet, the school coordinator should be able to retrieve it. If the school 
coordinator is not able to locate the student or the booklet, contact your supervisor right away 
by telephone and provide the missing booklet ID number. Your supervisor will contact the home 
office. Do not wait to contact your supervisor via e-mail when you get home.  

To help ensure that all booklets are accounted for, review the following guidelines before 
each assessment day: 

 Work carefully and keep accurate records of materials used as you work through your 
assignment. 

 Never lend unused booklets to other NAEP staff or school staff. 

 Never leave completed or unused assessment booklets or other NAEP materials at the 
school overnight. Take everything with you when you leave the school. If you leave the 
school between sessions, take all of these materials with you and lock them in the trunk of 
your car. If you leave the preparation room provided by the school, take the materials with 
you. NAEP materials must never be left unattended, even for a quick trip to the restroom. 

 Account for all used and unused materials when the assignment is completed. 

At the AC Training, you commit yourself to keeping the used and unused assessment 
materials secure before, during, and after the assessment. During training, you will sign an 
Oath of Office and Pledge of Confidentiality. The violation of the oath or pledge is sufficient 
grounds for disciplinary action, including dismissal and criminal penalties. 

Procedure 11. Gather Materials to Bring to the School on 
Assessment Day 
 
Before leaving home for the school on assessment day, you should gather all of the materials 
you will need to bring with you. For each assessment, you will need the items listed below: 

 School Folder containing the QCB, the Administration Schedules, and Roster of 
Questionnaires that you will use for each session; 

 AC and AA Manuals; 

 extra session scripts for school staff (in case an AA forgets to bring his/hers); 

 Teacher Observer Letter(s); 

 Accommodation Teacher Letter(s); 

 your NAEP ID badge;  
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 Session Boxes; and  

 bulk supplies (including ancillary items). 
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If there will be an NIES session held at the school on assessment day, you 
will also need the following items: 

 prepared NIES Student Questionnaires,  

 the NIES Administration Schedule, 

 NIES Roster of Questionnaires, and 

 NIES pencils. 
 
Check your packed assessment materials one more time to verify you have the correct box(es) of 
materials from Pearson for the school as well as any additional materials you will need for 
assessment day, including copies of the NAEP 2009 Listing of Sampled Students and Roster(s) 
for each AA. The table below and on page 6.14 provides a list of what is required from your 
session and bulk supplies for every grade 4, 8, or 12 assessment session conducted at a school.  

Assessment Day Session Materials 
Materials for Each  
Grade 4 Session 

Materials for Each  
Grade 8 Session 

Materials for Each  
Grade 12 Session 

 Original Administration Schedule 

 Copies of the NAEP 2009 Sampled 
Student Listing Form  

 ESBQ Administration Schedule, if 
necessary 

 1 copy of the Roster of Questionnaires 

 1 box of prepared session materials 
with 

- accommodation booklets, if 
necessary, 

- additional booklets assigned to 
students added to the 
Administration Schedule, if 
necessary, and 

- ESBQ booklets, if necessary  

 1 “Testing in Progress—Do not 
Disturb” sign 

 Timer 

 Student Appreciation Certificates 

 Booklet Cover Poster 

 Session Debriefing Form 

 5 blue calculators 

 1 box of pencils 

 Original Administration Schedule 

 Copies of the NAEP 2009 Sampled 
Student Listing Form  

 ESBQ Administration Schedule, if 
necessary  

 1 copy of the Roster of Questionnaires 

 1 box of prepared session materials 
with 

- accommodation booklets, if 
necessary, 

- additional booklets assigned to 
students added to the 
Administration Schedule, if 
necessary, and 

- ESBQ booklets, if necessary 

 1 “Testing in Progress—Do not 
Disturb” sign 

 Timer 

 Session Debriefing Form 

 Booklet Cover Poster 

 5 gray calculators 

 Original Administration Schedule 

 Copies of the NAEP 2009 
Sampled Student Listing Form 

 ESBQ Administration Schedule, 
if necessary 

 1 box of prepared session 
materials with 

- accommodation booklets, if 
necessary, 

- additional booklets assigned 
to students added to the 
Administration Schedule, if 
necessary, and 

- ESBQ booklets, if necessary 

 1 “Testing in Progress—Do not 
Disturb” sign 

 Timer 

 Session Debriefing Form 

 5 gray calculators 
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 Assessment Day Session Materials (continued) 

Extra Materials to Have  
Available for AA’s Use 

Grade 4 Session 

Extra Materials to Have  
Available for AA’s Use 

Grade 8 Session 

Extra Materials to Have  
Available for AA’s Use 

Grade 12 Session 

 1 “Ancillary Materials Gr4, Math” 
bag (from bulk supplies) that 
contains the following 

- Ruler R (3), 

- Set G (3), and 

- Set K (3). 

 10 blue calculators 

 1 box of pencils 

 1 “Ancillary Materials Gr8” bag 
(from bulk supplies) that contains 
the following 

- Protractor/Ruler P (3), 

- Set G (3), and 

- Set V (3). 

 10 gray calculators 

 1 box of pencils 

 1 “Ancillary Materials Gr12” bag 
(from bulk supplies) that contains 
the following 

 Protractor/Ruler P (3), 

 Set G (3), 

 Set O (3), 

 Spinner N (3), 

 Pamphlet J (3), 

 Pamphlet S (3), 

 Sheet U (3), 

 Envelope F (set 3) 

 Pamphlet M (3), 

 Sheet Q (3), 

 10 gray calculators, and 

 1 box of pencils. 
 
Chapter 6 Summary 
 
Upon completing this chapter, you should now be able to 

 describe the process for assigning accommodation booklets,  

 describe what you need to do before your AAs can prepare the assessment booklets, 

 explain the importance of careful preparation before assessment day, and  

 understand the procedures to keep materials and booklets secure.  
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Test Your Knowledge 
 
Instructions: Determine if the statements below are true (t) or false (f). 
 
_____ 1. Accommodations can be recorded on the student booklet cover before the 

 assessment.  
 
_____ 2. After AAs have prepared the booklets, the AC is responsible for performing a 

 QC check on the booklets.  
 
_____ 3. For students who will be assessed in a separate accommodation session,  
  band their original booklet and their accommodation booklet together when you 

 prepare the booklets for the assessment.  
 
_____ 4. Ancillary materials should be placed in the back of the student’s booklet.  
 
_____ 5. If your AA informs you of a missing booklet, you should notify your supervisor 

 by e-mail when you get home. 
 
_____ 6. The QCB, Administration Schedule, and Roster of Questionnaires are all forms 

 you are required to bring to every assessment. 
 
_____ 7. You can lend school staff an unused booklet if they sign the Teacher 

 Confidentiality Letter. 
 
 



ChAPter #

leAdiNg AssessmeNt dAy:  
BeFore the sessioN

This chapter provides step-by-step procedures detailing your responsibilities 
on assessment day before the sessions begin, including meeting any NAEP 
observers and understanding the rules of interacting with them, retrieving 
required documents and information from the school coordinator, and 
overseeing your assessment teams’ preparations for the sessions at the 
school. At the conclusion of this chapter, you should understand your role on 
assessment day.

ChAPter 7

7. leading A
ssessm

ent d
ay:  

B
efore the session

Arrive at the school early enough to finalize any outstanding details 
and perform a quality control (QC) check of your assessment 
administrators’ (AAs’) work.
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Leading Assessment 
Day: Before the Session

 

Procedure 1. Report to the School on Time 
 
Arrive at the school at least 1 hour before the assessment begins.  

Follow the school’s protocol for visitor check-in. Be sure to have your NAEP ID Badge on before 
you enter the school. Have a photo ID with you also, in case one is required by the school. 

Procedure 2. Meet NAEP Observers, If Necessary, and Follow 
Guidelines for Interacting With Observers 
 
As explained in Overview magazine, part of NAEP’s comprehensive quality assurance (QA) 
program includes observers from the National Center for Education Statistics (NCES); the 
NAEP State Coordinators; and the NAEP contracting organizations (Educational Testing 
Service [ETS], Pearson, Westat, and Human Resources Research Organization [HumRRO]) 
and your supervisor and field manager who will schedule visits to a sample of NAEP schools 
on the preassessment visit and assessment day throughout the field period. The purpose of 
these visits is to monitor field staff performance and observe firsthand how well-established 
assessment administration procedures work in the schools. 

While this is the overall purpose of site visits, each type of observer will have a slightly different 
focus. For example, observers from NCES will be visiting to see overall how the assessments 
happen in schools; observers from Pearson will want to learn how the materials and the 
packaging and shipping processes are functioning; and observers from the Westat home office 
will be interested in assuring that all field procedures are working as planned. In addition, your 
supervisor is required to observe each assessment team during the field period. He/she will be 
evaluating the team’s performance using a standardized in-person observation form.  

All site visits by any of these groups will be scheduled in advance with your supervisor. A 
staff member from the observing organization will contact the supervisor affiliated with each 
selected school to inform him/her that 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. Your supervisor will inform you prior to the assessment day if 
you are expected to have observers at a given school in your assignment.  
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2A. Meet NAEP observers, if necessary. 
 
If observers will be present, plan to meet them at the school office or other arranged location 
after you check in with the school. Observers will typically plan to arrive at the same time as 
the assessment team so they can observe all assessment day activities. Treat the observers 
as if they are your guests and you are the host. They will want to follow and watch you and 
your assessment administrators (AAs) as you prepare for and conduct the assessment. 

2B. Follow guidelines for interacting with observers. 
 
Please carefully study the following guidelines for your interactions with NAEP observers 
before you begin the assessments in your assignment. Most importantly, remember that 
your interactions with observers represent NAEP staff across the nation. Courtesy and 
professionalism must be shown at all times. 

Interactions Between Observers and NAEP Staff Members 
Observers and NAEP assessment administration teams may experience a variety of 
interactions, including the following: 

 Observation From a Distance 

The majority of assessment day activities will be easily visible to the observers. It 
should be possible for NAEP staff to perform job tasks while taking little or no notice of 
the observations. Observers generally try to find a seat where they can watch all of the 
activities while maintaining a comfortable distance between themselves and the 
assessment administration team. 

 Personal Inquiry 

In some instances, job tasks (such as booklet preparation) were performed prior to the 
arrival of the observers or were simply not directly observable. If the opportunity arises, 
observers may approach a member of the administration team to verify that a given task 
was indeed performed. 

 “Looking Over the Shoulder” Observation 

Observers will likely want to see detailed job tasks, including the proper completion of 
testing materials and paperwork. In some situations, observers may quietly walk among 
team members and view their work. 

 
Observer Expectations 
A collegial atmosphere can emerge between some observers and NAEP staff during site 
visits. As a result, it may seem that when observers are present, they are working with 
NAEP staff. It is important, however, to note that observers, except for supervisors and field 
managers, are not there to advise NAEP staff on proper procedures. Examples of what 
should and should not be expected of observers are presented in the table on page 7.3. 
Allowable actions are check marked. 
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 Observers 

Action by Observer HumRRO NCES 
ETS, 

Pearson 
NAEP State 
Coordinator 

Westat 
(Supervisor, 
FM, Home 

Office Staff) 
Look at student booklets (used and unused)      
Answer general student questions about 
NAEP 

     

Answer questions about assessment booklet 
items (using QxQs) 

-- -- -- --  

Talk during the assessment -- -- -- -- -- 
Assist in assessment day activities -- -- -- --  
Provide booklet security -- -- -- --  

Action by ACs and AAs      
Answer questions upon being asked by:      
Ask procedural questions of: -- -- -- --  
 
Furthermore, it is never appropriate to discuss payroll, personnel, or other in-house 
business with observers other than supervisors, field managers, or home office staff. 

2C. NAEP State Coordinators perform the QA activities. 
 
In addition to site visits by HumRRO, NAEP State Coordinators will be conducting 
assessment observations throughout the field period. While NAEP State Coordinators have 
always observed assessments in the past, the QA observations for 2009 will be more 
structured. The purpose of these observations is to expand NAEP’s quality control (QC) 
activities and ensure that NAEP data are of the highest quality possible. 

NAEP State Coordinators have been instructed to observe at least 1 assessment at each 
sampled grade, and observe a total of 10 assessments. The NAEP State Coordinator will 
contact the field manager at least 1 week before the observation to inform him/her of the 
observation. The field manager will supply the NAEP State Coordinator with the contact 
information for the assessment coordinator (AC), and the NAEP State Coordinator will 
contact the AC directly for assessment logistics. Your supervisor will inform you if a NAEP 
State Coordinator will be conducting an observation at any school in your region. 

NAEP State Coordinators will be provided with a checklist (see page 7.4) that they are to 
complete as they observe a session. Keep in mind that these QA observations are not 
intended to be personnel reports or evaluations on NAEP field staff. Rather, the 
observations are part of the debriefing process on the NAEP 2009 assessments, and are 
intended to provide data to ensure that the NAEP assessments are conducted in a 
competent and consistent manner throughout the country. 
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NAEP State Coordinator Observation Checklist 
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Observation protocol for the NAEP State Coordinator visits is similar to that of the HumRRO 
visits. NAEP State Coordinators will be “observing from a distance,” so that it is possible for 
NAEP staff to complete their tasks while taking little or no notice of the observers. NAEP 
State Coordinators will plan to observe the entire assessment process from the time the 
assessment team arrives at the school until they are packed up and ready to leave. 

After the assessment, the NAEP State Coordinator will send the results of the observation to 
your field manager who will in turn share the results with your supervisor. 

Procedure 3. Retrieve the NAEP Storage Envelope 
 
You will need to retrieve the NAEP Storage Envelope from the school coordinator upon your 
arrival at the school. At this stage in the assessment process, the NAEP Storage Envelope 
contains the Student Information Report and a copy of the Roster of Questionnaires. If the school 
coordinator is not readily available, refer to your Quality Control Booklet (QCB) for the location of 
the NAEP Storage Envelope, which you recorded during the preassessment visit.  

Procedure 4. Obtain a Dated Copy of the Parent/Guardian 
Notification Letter, If Necessary 
 
If you were not able to obtain a dated copy of the Parent/Guardian Notification Letter from the 
school coordinator during the preassessment visit, you will need to do so prior to the 
assessment start time.  

If you are not able to secure this documentation that the parents/guardians have been 
notified, you must postpone the assessment and reschedule for another day. For that 
reason, it is wise to call or e-mail the school coordinator a day or two before the assessment 
to verify the letter has been distributed. 

SCSSCS
 

Reminder! 

If you receive the dated copy of the Parent/Guardian Notification Letter for the 
first time on assessment day, place it into the School Folder and, after the 
assessment, update the parent notification information in the School Control 
System (SCS). 
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Procedure 5. Ask the School Coordinator If Any Parents/Guardians 
or Students Have Refused Participation and Code the Administration 
Schedule, If Necessary 
 
If the school coordinator reports that students or parents/guardians have refused 
participation, code the refusals on the Administration Schedule(s).  

If a parent/guardian has refused to allow his/her child to participate, enter Admin. Code 46 in 
column Q on the Administration Schedule next to the student’s name. 

If a student has refused to participate, enter Admin. Code 47 in column Q on the 
Administration Schedule next to the student’s name. 

Procedure 6. Review the Administration Schedule for Incomplete or 
Missing Data 
 
Review the Administration Schedule for any missing data. 

At this point, it is critical that columns E through N on the Administration Schedule 
are complete. If there are data still missing, ask the school coordinator to provide the data 
as soon as possible.  

Columns E through N should not have any missing data. The only columns where it is 
acceptable to have empty boxes are in column J, labeled Final SD Code, and column L, 
labeled Final ELL Code. 

If any new data gathered, such as withdrawals, affect the totals in Part 1 of the Summary 
Box at the top of the Administration Schedule, recalculate the numbers you entered here 
after the preassessment visit. 

Double-check that the Planning Code in column N is completed accurately. 

Procedure 7. Go to the Location Where the Assessment Team Will 
Work 
 
The AAs should organize the assessment materials in the location identified in the QCB before it 
is time to go to the separate assessment locations. Remain in this location with your team as 
much as possible, so you are available to oversee activities before the assessment and answer 
questions from your AAs. 
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Procedure 8. Prepare the Assessment Quality Control (QC) Record 
 
Prepare the Assessment QC Record by 

 writing the name(s) of the AA in the space provided, 

 placing a check mark in the appropriate session type,  

 if an accommodation group, writing in the group number, and 

 completing the "Prior to the session" information. 

 
How to Use the Assessment QC Record in Part 4 of the QCB 
 

 

On assessment day, your principal role is to manage the assessment and to 
perform QC checks on the work of your team of AAs.  

 
The Assessment QC Record is the official documentation that you have conducted the 
required QC checks for each AA at each school. As shown in the example on page 7.9, the 
Assessment QC Record provides a grid for you to evaluate each AA on all of the procedures 
that he/she is to perform. 

The Assessment QC Record divides the AA procedures as follows: 

 Quality Control Procedures to Complete Prior to the Session 

 Quality Control Procedures to Complete During the Session 

 Quality Control Procedures to Complete After the Session 

 
The procedures listed are the AAs’ responsibilities. It is your job to use this form to evaluate 
the performance of your team of AAs and to ensure that any errors or omissions are 
corrected. 
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Directions for Using the Assessment QC Record: 
 

Rating Description 

1. AA Met: The AA conducted all tasks associated with the procedure according to NAEP 
standards, in a professional manner, with no or only very minor deviations. 

2. AA Partially Met: The AA conducted some, but not all of the tasks associated with the procedure 
according to NAEP standards. Performance of tasks, while adequate, had rough spots 
that needed improvement. Tasks not completed according to NAEP standards: 

 did not require immediate intervention,  

 did not affect statistical validity,  

 did not result in missing or incorrect data, or  

 did not place student either at an advantage or a disadvantage when responding to 
assessment items.  

When you give a “2” rating, describe the problem and the action you took to correct it in 
the adjacent “Comments” column. 

3. AA Did Not 
Meet: 

The AA conducted few or no tasks associated with the procedure according to NAEP 
standards. Whenever it is necessary for you to intervene, a “3” rating should be 
assigned. Ratings of “3” must be explained in the adjacent “Comments” column. 
Describe the problem and the action you took to correct it. Tasks not completed 
according to NAEP standards include: 

 required immediate intervention,  

 would have affected statistical validity if not addressed,  

 resulted in missing or incorrect data, and 

 gave students an advantage over other students taking the assessment or resulted 
in students being disadvantaged.  

4. Did Not 
Observe: 

Use this code when you were not able to observe the AA conducting the procedure. 

5. Not Conducted: Use this code when the procedure was not applicable or did not have to be completed 
for the given session. 
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Assessment QC Record 
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Procedure 9. Give AAs Their Session Materials 
 
Your team of AAs will have already prepared the booklets the week prior to the assessment. 
However, all assessment materials must remain in your possession until assessment day. 
You will give each AA the appropriate Session Box, containing the prepared booklets and 
other session materials, before the session begins on assessment day. 

Also, give each AA a Session Debriefing Form to complete. AAs should fill out the session 
information at the top prior to the start of the session.  

After the AAs arrive at the school, the first task they are required to perform is to open the 
Session Box and verify that the booklets have been prepared correctly. This procedure is 
important because, in some cases, the AA who will be administering the session is not the 
AA who prepared the booklets. In these cases, reviewing the booklet preparation on 
assessment day is not only a QC check on another AA’s work, but also a way for the 
administering AA to become familiar with the specifics of the session (i.e., students who 
have withdrawn, refused, or need accommodations). 

AAs will also need to confirm that during transport to the school, no ancillary materials 
slipped out of the inside front covers of the booklets where they were placed during booklet 
preparation.  

The process of helping the AAs organize for the sessions will take up most of the time 
before the assessment begins. Therefore, it is important to give your AAs their session 
materials as soon as possible after they arrive at the school. 

Procedure 10. Ask the School Coordinator to Accompany You and 
Your Team to the Assessment Locations 
 
Ask the school coordinator to accompany you and the AAs to the assessment locations in 
time for the rooms to be prepared. The school coordinator can quickly identify the 
assessment rooms, and his/her presence will help with the introductions to teachers. 

Procedure 11. Introduce Yourself and Your Team to the Teacher 
 
As you enter each room, if possible, introduce yourself to the teacher or other school staff 
members who are present. An important time to create a positive rapport with the school 
and its students occurs when you meet a teacher.  

The following is an example of how you might introduce yourself and your team to a teacher: 

“Hello, (TEACHER NAME). On behalf of the NAEP team, thank you very much for 
welcoming us at your school and allowing us to use your classroom (OR OTHER 
ROOM). My name is (YOUR NAME), and I will be supervising NAEP activities at 
your school today. I have a team of (# OF AAs) who will be working closely with me 
to administer NAEP. We look forward to working with you and your students.” 
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Procedure 12. Provide NAEP Instructions for School Staff Observers 
 
Following your introduction, encourage the teacher and/or the school coordinator to remain 
in the assessment location during the session to observe and assist in classroom control.  

For any teacher or other school staff members who will remain in the assessment room, you 
must also do the following: 

 Tell him/her that the AA will conduct the session by reading from a script and explain 
that all responses to student questions are scripted to ensure standardization in the 
process across the nation, and it is critical that AAs respond to each student’s concern 
or question in this way.  

 Distribute the Teacher Observer Letter, which provides instructions on the staff 
member’s role during the assessment. This letter contains a nondisclosure statement to 
sign because he/she will have access to the assessment booklets and data.  

 After the teacher or staff member has signed the Teacher Observer Letter, give the top 
copy to the teacher/staff member and place the bottom copy in the School Folder.  

 Stress to any observers that they cannot read the actual test booklets.  

 
Teachers who will be assisting in or conducting an accommodation session should be given 
the Accommodation Teacher Letter to read and sign. This form includes directions to 
teachers who will be conducting or assisting with students in the accommodation session. 
As with the Teacher Observer Letter, after a teacher has signed the form, place it in the 
School Folder. 

NOTE: School staff assisting students requiring an accommodation in the regular session 
should be given the Accommodation Teacher Letter to read and sign. 
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Procedure 13. Conduct the QC Check of Assessment Rooms 
 
Once the AAs have finished preparing the room, you are responsible for conducting a final 
QC check. This QC check is the first one you will perform on assessment day, and the first 
one you will document using the Assessment QC Record.  

To conduct a QC check of the rooms, walk around to each assessment location and 
check for the following: 
 
13A. Check that all supplies needed for the session are organized and 

assessment materials are ready for distribution. 
 

Materials to be set out and easily accessible: Materials to be ready for distribution: 

 the AA Manual, turned to the appropriate session 
script;  

 the Administration Schedule for the session;  

 copies of the NAEP 2009 Listing of Sampled 
Students for other sessions (if there is more than 
one session);  

 copies of the Roster of Questionnaires (grades 4 
and 8);  

 ESBQ Administration Schedule (if necessary);  

 NIES Administration Schedule (if necessary);  

 timer;  

 Session Debriefing Form; and  

 Assessment Information Form.  

 sharpened NAEP No. 2 pencils,  

 Student Appreciation Certificates (grade 4),  

 prepared assessment booklets with appropriate 
ancillary materials inserted into the front cover,  

 correct number of grade-appropriate calculators,  

 extra grade appropriate calculators, and 

 extra ancillary materials.  
 

 

 

Voices of Experience: 

The NAEP materials need to be organized in the assessment room without 
disturbing the items on the teacher’s desk or other table being used. 
Similarly, no one should go through a classroom desk looking for or taking 
supplies that might be needed. AAs should always bring to the assessment 
location all of the office supplies that might be required. 
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13B. Make sure any visual materials that would assist the students are 
concealed. 

 
The AA is responsible for concealing any items that could assist the student in taking the 
assessment. These items could be information on the board, multiplication tables, or other 
items related to the subjects being assessed. AAs should not erase anything written on 
boards unless given specific approval to do so from the school. 

13C. Check that the “Testing in Progress—Do Not Disturb” sign has been 
posted outside the room. 

 
This sign should be posted on the door of the room, if possible. If this sign is not posted 
prominently, the testing could be disrupted. 

 

Voices of Experience: 

If tape is not available, AAs should use extra “removable labels” to tape 
the sign to the door. 

 
13D. For grades 4 and 8, check that the Booklet Cover Poster has been posted 

at the front of the room. 
 
AAs will use either the grade 4 or grade 8 Booklet Cover Poster to help instruct students 
where to record the school ID number and the teacher number on the booklet cover. This 
poster should be hung at the front of the room next to these numbers. The AA should not 
write on the booklet cover, but instead point to the school ID and teacher number as 
appropriate during the session. 

13E. For grades 8 and 12, check that the school ID number is written on the 
board. 

 
The script will instruct all grade 8 and 12 students to record the school ID number on their 
booklet covers.  

To reduce the possibility for error, the AA will enter the school ID number on all grade 4 
booklets after the assessment.  

 

Voices of Experience: 

If a session is being conducted in a room without a board, make 
arrangements with the school coordinator to have a portable board or 
easel in place. If this is not possible, write the school ID and teacher 
numbers with a marker on a large piece of paper and have the AA post it 
at the front of the room. 
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13F. For grades 4 and 8, check that teacher names (by subject for grade 8) and 
their corresponding two-digit teacher number are written on the board. 

 
The script will instruct all grade 4 and grade 8 students to record their teacher’s two-digit 
number on their booklet covers. Therefore, the AA will need to write the 

 teacher names (by subject for grade 8), and 

 corresponding two-digit teacher numbers on the board in front of the room.  

If the classroom has a dry erase board, double-check that the marker is not permanent 
before writing on the board. 

The teacher names and corresponding two-digit numbers are found on the Roster of 
Questionnaires, as shown below. 

 

Voices of Experience: 
It is important, especially for grade 4, that all teacher names and 
corresponding numbers are displayed on the board. Leaving off one name 
and/or number can disrupt the flow of the assessment session and create 
a difficult situation for the AA to handle. 
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13G. Report the QC check on procedures to complete prior to the session on 
the Assessment QC Record. 

 
Once you have conducted a check of each assessment room, report the status on the 
Assessment QC Record. If the requirement has not been met, please provide an 
explanation in the Comments column. 

Chapter 7 Summary 
 
Upon completing this chapter, you should be able to do the following: 

 understand the guidelines for interacting with observers,  

 facilitate the process of getting signed observer letters for teachers and staff members 
who will stay in the room for the session,  

 check that the AAs have prepared the assessment rooms according to procedure, and 

 understand how to use the Assessment QC Record.  
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Test Your Knowledge 
 
Instructions: Fill in the blank with the correct word or words. 
 
1. Which four observers should not be asked questions about assessment procedures 

during their observations? __________, __________, ___________ and ________.  
 
2. When a parent refuses to allow his/her child to participate in NAEP, a code of ___ 

should be assigned to the Administration Schedule. When a student refuses to 
participate, he/she should receive a code of ____ on the Administration Schedule.  

 
3. After the AAs arrive at the school, the first task they are required to perform is to open 

the Session Box and ____________________________. 
 
4. The top copy of the Teacher Observer Letter is handed to the __________ and the 

bottom copy is placed in the ____________.  
 
5. The ___________________________ is the official documentation that you have 

conducted the required QC checks for each AA at each school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



ChAPter #

leAdiNg AssessmeNt dAy:   
dUriNg the sessioN

This chapter provides step-by-step procedures detailing your responsibilities 
during the sessions on assessment day. Specifically, your role is to observe and 
evaluate the assessment administrators (AAs) administering, monitoring, and 
ending their assigned sessions. At the conclusion of this chapter, you should be 
familiar with the procedures for observing and evaluating AAs.

ChAPter 8

8. leading A
ssessm

ent d
ay:  

d
uring the session

You are responsible for ensuring that NAEP procedures  
are followed at all times during the assessment.
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Leading Assessment 
Day: During the Session

 

You will observe and evaluate the assessment administrators (AAs) administering regular 
and accommodation assessment sessions. Use the Assessment Quality Control (QC) 
Record in Part 4 of the Quality Control Booklet (QCB) as your guide for overseeing the 
sessions. In many ways, your oversight role during the assessment is a challenging one. 
Without being intrusive or overbearing, you need to allow each AA the latitude to conduct 
the assessment in a way he/she prefers, as long as he/she is still operating within the 
parameters of standard NAEP procedures. If an AA does something or omits something that 
could jeopardize the statistical validity of the assessment, you must tactfully and privately 
bring it to his/her attention. If immediate intervention is required, approach the AA and speak 
softly so observers and students do not hear. 

The following, also printed in the QCB, provides instructions for monitoring all of your AAs at 
each school. 
 
The Sequence of Monitoring AAs 
When multiple sessions are held concurrently at a school, you will not be able to observe 
each AA conducting an entire session. In these cases, try to do the following: 

 Observe the first AA reading the introduction and distributing materials. 

 Observe the second AA timing and monitoring the session. 

 Observe the third AA collecting booklets and dismissing students. 

 If there are more than three AAs at a school, modify this sequence so you observe each 
AA for part of a session. 

 Across schools, rotate the first AA you observe, so you are able to observe each AA 
equally doing each set of tasks. 

 If all sessions are combined into one large room, you will observe all of the AAs for the 
entire session. 

 If a school staff member is administering an accommodation session, include him/her in 
your monitoring. Just write “School Staff Member” for the AA’s name on the 
Assessment QC Record. 
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Procedure 1. Observe and Evaluate AAs Beginning the Session 
 
Observe that the AAs performed the following: 

1A. Ensured that each student is at the correct location. 
 
As the session is beginning, the AA will verify that students are in the correct session. AAs 
should use their copies of the NAEP 2009 Listing of Sampled Students to determine in 
which session, if any, the student belongs. 

Under no circumstance should the AA allow another student to substitute for a sampled 
student who is absent from the session. It is your responsibility to make sure this is clear to 
your assessment team. 

1B. Began the session on time. 
 
When AAs have begun to administer assessment sessions, walk around to each session to 
verify that the sessions started on time, as scheduled. 

If the session has not begun, assist the AA with whatever is needed to start as quickly as 
possible. 

If four or more students listed on the Administration Schedule have not arrived after the AA 
has taken attendance, he/she should wait a few minutes before beginning the session. 
Rarely should the wait exceed 5 minutes. 

1C. Selected the correct script to conduct the session. 
 
There are six different session scripts depending on the grade and type of session being 
conducted: 

 Grade 4 Session Script, 

 Grade 4 Accommodation Session Script, 

 Grade 8 Session Script, 

 Grade 8 Accommodation Session Script,  

 Grade 12 Session Script, and 

 Grade 12 Accommodation Session Script. 

 

To conduct a thorough QC check, observe that the AA has performed the 
following: 
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Review the scripts to ensure that you know which one should be used for each assessment 
session. 

During your observation, confirm that the AAs are using the correct scripts. This is critical 
because the scripts differ in wording, procedures, and required materials. 

Procedure 2. Observe and Evaluate AAs Following the Session 
Script 
 
Observe that the AA performed the following: 
 
2A. Read the session script verbatim. 
 
It is important for the AAs to read the script with fluency and expression. Fluency means it is 
evident that the AA has practiced the script ahead of time and is familiar with its syntax. 
Expression means the AA reads the script naturally and comfortably, so students easily 
understand it. 

This is a skill that will be practiced during the AA Post Training. It is your responsibility to 
ensure that the AAs are able to read a script according to standard NAEP procedures. 

AAs need to read all sections of the scripts verbatim in order to ensure all sessions are 
administered the same way throughout the country, except during an accommodation 
session. Depending on the type of accommodation being offered, it may be necessary for 
the AA to modify the accommodation session script. In these cases, the script should be 
used as a guide for the type of modifications NAEP allows. 

2B. Used the most appropriate method to distribute the booklets. 
 
There are two methods written into the script that AAs can choose from when they distribute 
the booklets. The AA must decide ahead of time which method to use. A smooth 
assessment session will be defined from the beginning if the AA selects the most 
appropriate method for booklet distribution.  

You are evaluating the AA to verify that this decision was made ahead of time, and the AA 
has selected the most appropriate method. 

 Option 1. AAs will call the students in Administration Schedule order to the front of the 
room to receive their booklets. 

 Option 2. AAs will place the booklet and a pencil on each student’s desk prior to the 
student’s arrival.  

For large sessions, AAs can arrange the booklets on a table alphabetically by student 
names and then, as the students enter the room, ask them to find their booklet and take a 
seat. Give the AAs a set of the alphabetical table tents included in your bulk supplies for this 
purpose. 
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How Are Latecomers Handled? 
Standard NAEP procedures address two different “latecomer” scenarios: 

1. If a student arrives at the assessment location during booklet distribution, the 
AA should ask the student to wait at the front of the room while he/she finishes 
distributing booklets. Then, the AA should check in the late student(s); give 
each his/her assigned booklet, pencil, and other required assessment 
materials; and direct the student to a seat. 

2. If a student arrives after the AA and/or the students have begun to read the 
booklet directions, the AA should instruct the student to return to his/her 
classroom or to the office, according to the school’s preference. No student 
may be admitted once booklet directions are being read. 

It is important for the AA to follow these procedures and ensure that the assessment is 
standardized by giving all students the same booklet directions and the same amount 
of time to take the assessment. 

 

2C. Instructed students to remove the student ID label from the cover of their 
booklet. 

 
You are verifying that the AA confirmed that every student had removed the student ID label 
from the cover of his/her booklet and placed this label on the corner of the desk. This 
procedure is critical for protecting the confidentiality of students, because the names of 
students must never leave the school on the booklets. 

The AA must collect and destroy these labels before dismissing any students from the 
session.  

2D. Checked that students removed additional materials from inside the 
booklet cover.  

 
After the students remove the student ID labels from their booklets, the AA should instruct 
them to remove any additional material from the front cover of their booklet and place the 
materials on the corner of their desks. 

For grade 8 sessions, the AA should also have checked that students, who were required to 
separate mathematics manipulatives, did so in the section of the booklet requiring one, and 
placed them back into the original packet. 
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2E. For grades 8 and 12, verified that students properly recorded the NAEP 
school ID number on their booklet covers. 

 
Each booklet must have a school ID number recorded on the cover. The script instructs 
students in grades 8 and 12 to enter this information on the front cover of their booklets 
before beginning the assessment. 

To collect accurate data, it is critical that students enter the correct school ID number. 
Before the assessment starts, the AA should write this number clearly on the board so 
students can easily reference it.  

AAs should verify that students have properly recorded the school ID number on their 
booklet covers by walking around the classroom and conducting a spot check of students’ 
booklets. 

NOTE: Students in grade 4 are not asked to enter the school ID number themselves; the AA 
will enter it on the booklet cover following the assessment. 

2F. For grades 4 and 8, verified that all required students properly recorded 
the two-digit teacher number on their booklet covers.  

 
For grades 4 and 8, the session script read by the AA instructs students to enter the teacher 
information on the front cover of their booklets.  

To collect accurate data, it is critical that students enter the correct teacher number. Data 
analysts match these two-digit teacher numbers to the Teacher Questionnaires for each 
school. Prior to the assessment, the AA should print these numbers clearly on the board so 
students can easily reference them.  

You should observe the AA as he/she walks around the classroom and conducts a spot 
check of students’ booklets to ensure that students have entered this information on the 
front cover of their booklet. 

2G. Provided the booklet directions appropriately for the grade level. 
 
Verify that the AA has 

 read the directions aloud for using the assessment booklet, if grade 4; or 

 instructed the students to read the directions to themselves for using the assessment 
booklet, if grade 8 or 12. 
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2H. For grade 4, distributed and collected calculators appropriately. 
 
Some students taking the mathematics assessment will need to use a calculator. For grade 4, 
the AA will distribute (as needed) and then collect the blue NAEP calculators. For grades 8 and 
12, students may use their own calculator. However, if a student needs a calculator, the AA 
should provide the student with a gray NAEP calculator. 

Because it is very important that students have a calculator only when working in a section that 
requires one, calculators for grade 4 must be distributed and collected from individual students 
at the beginning of each mathematics cognitive section in the assessment booklet. You should 
observe the AA as he/she follows the script instructions for distributing and collecting calculators 
throughout the session.  

Not all booklets or all sections within a booklet will require a calculator. If a mathematics 
booklet requires a calculator, a large “C” will appear on the booklet cover in the upper-right 
corner, next to the booklet version number. There will also be a “C” printed in the upper-right 
corner of each page of the booklet that requires a calculator, as shown below. 

 

The purpose of the “C” is to allow the AA to walk around the room and glance at the 
student’s booklet to verify whether the student should be using a calculator. You should 
observe the AAs doing this during the course of an assessment session. 

It is critical that the AA verifies that students have received calculators when needed. To 
provide an accurate picture of what students know and can do, students must be given 
equal access to materials. 

2I. For grades 8 and 12, checked to see that students used  
NAEP-appropriate calculators. 

 
Students in grades 8 and 12 are encouraged to bring their own scientific or graphing 
calculators during the assessment as long as they are not a laptop or other portable 
computer, a pocket organizer, a cell phone, a device with a typewriter-style keyboard, an 
electronic writing pad, or a pen-input device.  

Confirm that the AAs have verified the calculators are NAEP-appropriate and used only 
during sections requiring a calculator. 
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2J. Checked to see that students used math ancillaries in sections requiring 
one. 

 
Students should only use math ancillaries in a section of the booklet that requires one. 
Specifically: 

 For grade 4, make sure the AA checked that students used ancillary R (ruler) only when 
required. 

 For grade 8, make sure the AA checked that students used ancillary P (ruler/protractor) 
only when required. 

 For grade 12, make sure the AA checked that students used the ancillary P 
(ruler/protractor) and ancillary F (reference sheet of math formulas) only when required. 

Procedure 3. Observe and Evaluate AAs Monitoring Sessions 
 

 

In addition to conducting QC checks to verify that the AAs are using the 
session scripts and administering the sessions as described in Procedure 1, 
you will also conduct QC checks to ensure that the AAs are effectively 
monitoring the sessions. 

 
While students are taking the assessment, check that the AA is walking up and down the 
aisles and moving through the classroom. The AA’s presence and behavior should be 
unobtrusive and professional. 

On occasion, you should observe the AA standing at the back of the room to 
inconspicuously watch the students. The AA’s attention must always be focused on the 
students. 

The AA should be performing many of the checks outlined in this chapter, such as the 
calculator and ancillary materials check. The AA should also be following standard NAEP 
procedures for responding to students’ concerns or questions and handling special 
situations that may arise, which are described in the AA Manual and Strategies magazine. 

Finally, other than recording information about student questions or issues on the 
Session Debriefing Form, an AA should not be completing paperwork during the 
assessment. It is important that AAs take this responsibility seriously; effectively monitoring 
the assessment session can prevent errors in administration. 

The following subprocedures are tasks you will observe and evaluate the AAs on while they 
are monitoring the session. 
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Observe that the AA performed the following: 

3A. Timed sections appropriately. 
 
After the booklet directions, each assessment booklet contains several blocks of cognitive 
questions for students to answer. These sections are followed by subject-area and general 
background questions. 

Background and cognitive sections are timed while students work independently, except for 
the Grade 4 General Background Section. This section is read aloud to grade 4 students. 
The session script provides instructions to the AA for the presentation and timing of each 
section. 

The following chart displays the time for each session: 

Section # Content Timing 
Section 1 Subject-Area Cognitive Items 25 minutes 

Section 2 Subject-Area Cognitive Items  25 minutes 

Section 3  General Student Background Questions  5 minutes (grades 8 and 12) 
(in grade 4, read aloud by AA) 

Section 4  Subject-Area Background Questions  10 minutes (grade 4) 
8 minutes (grades 8 and 12) 

Section 5 Extended Student Background Questions (if necessary) 5 minutes 
 
Upon a request from a school, the AA may allow the students to take a break between 
sections of the assessment. The time the AA should allow for a break will vary by grade and 
by school. You should inform the AA when and how long a break should be and any special 
procedures from the school that he/she should follow.  

AAs are also responsible for ensuring that students who finished sections early do not go 
back to previous sections or work ahead in the booklets. Verify that 

 The AA told students who finished a section early that they may not go back to previous 
sections or work ahead in the booklet.  

 If a student is working in the wrong section of the booklet, the AA used a gentle 
reminder of the correct section as a prompt (e.g., “You should be working on Section 
2 now”). The AA should continue to stand near the student until he/she sees the 
student working in the correct section. 

 The AA encouraged any student who completed a section of the booklet before time 
was called to review his/her work in that section only. The student should neither be 
allowed to work ahead in the NAEP booklet nor be allowed to read or work on his/her 
homework or other non-NAEP activity. 
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3B. Followed NAEP procedure for answering students’ questions about how 
to record answers. 

 
Questions about where and how to record answers are the only type of questions that the 
AA may answer in his/her own words. Verify the AA has clarified students’ questions about 
how or where to record answers, if necessary. 

3C. Followed NAEP procedure for responding to students’ questions during 
cognitive block (subject-area) sections of the assessment. 

 
Ensure that the AA has not helped students respond to any item in a cognitive section. The 
AA may not provide any specific information, answers, or instructions about any question, or 
any assistance in reading or spelling. 

 If a student asked a question about a cognitive block item (other than about how or 
where to record an answer), ensure that the AA replied with this scripted response: “I’m 
sorry. I cannot answer any questions in this section. Please reread the question and do 
the best you can.” 

 Be certain that the AA has read and clarified directions to students, as needed. 

 
3D. Followed NAEP procedure for responding to students’ questions during 

the general background section. 
 
The NAEP procedure for responding to students’ questions during the background sections 
is different from the NAEP procedure for responding to questions during the cognitive 
blocks. Ensure that 

 The AA responded to students’ questions during the general background section by 
referring to the Question-by-Question Specifications (QxQs) within each session script. 

 The AA answered questions from students by walking to the student’s desk and 
responding quietly to the question. 

 If several students had the same question, the AA advised all students of the question 
and answer in the session. 

 The AA advised students that they may skip any general background question they do 
not feel comfortable answering.  
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3E. Followed NAEP procedure for answering students’ questions during the 
subject-area background section. 

 
Ensure that 

 The AA responded to students’ questions during the subject-area background section 
by referring to the reading, mathematics, or science background section QxQs found in 
the back of each session script. 

 The AA answered questions from students by walking to the student’s desk and 
responding quietly to the question. 

 The AA has not attempted to advise all students of the answers to questions in the 
session asked by individual students. Unlike in the general background section, 
students’ questions in the subject-area background sections will vary depending on the 
subject area of their assessment booklet. 

 The AA advised students that they may skip any subject-area background question they 
do not feel comfortable answering. 

 
Special Considerations When Evaluating AAs Administering 

Separate Accommodation Sessions 
 
The AA’s primary role is to administer the session and clarify the directions for the students. 
To truly assess the student’s knowledge, it is important for the AA to refrain from giving 
and/or prompting answers. Here are some basic guidelines for the AA to follow and for you 
to observe.  
 
The AA may 
 modify the accommodation session script, depending on the type of accommodation 

being offered;  

 answer students’ questions regarding the general background section of the booklet, 
the booklet directions, and how to record answers;  

 allow students to take a break between booklet sections; and  

 allow the student(s) to use accommodations/adaptations on the assessment if they 
have been deemed necessary by the school.  

The AA may NOT 
 provide assistance on assessment items. Students may look for validation on certain 

items; the AA may not indicate verbally or nonverbally his/her recommendations. 
Instead, the AA is encouraged to remind students to answer questions to the best of 
their ability.  

 allow any student to use accommodations/adaptations on the assessment that are not 
indicated in his/her Individualized Education Program (IEP) or 504 Plan that are not 
normally used by the student during testing. 
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ESBQESBQ
 

Procedure 4. Observe and Evaluate the AAs 
Administering the ESBQ, If Necessary 

The Extended Student Background Questionnaire (ESBQ) is not required for all schools. If 
the ESBQ is required at the school, you should observe how the AA administered the ESBQ 
using the session script.  

4A. Instructed students to remove the label from the ESBQ booklet. 
 
The AA should also have instructed students to remove the ESBQ student ID label from the 
ESBQ booklet and place it next to their NAEP label in the upper-right corner of the desk.  

4B. Answered students’ questions during the ESBQ section. 
 
Verify that the AA responded to students’ questions during this section by referring to the 
ESBQ QxQs, located in the back of the session scripts. 

Procedure 5. Observe and Evaluate How the AAs End the Session 
 
5A. Collected student ID labels. 
 
Before the end of the ESBQ assessment session, verify that the AA has collected both the 
ESBQ and NAEP student ID labels from the corner of every student’s desk, according to the 
instructions in the session scripts. 

Student ID labels must be properly disposed of to maintain the confidentiality of students. 
Therefore, it is critical that the names of students be removed from the booklets. 

Once the AA has collected both student ID labels, the AA must destroy them. You should 
observe the AA as he/she tears up the labels and places them in the trash. 

 

Security and Confidentiality Alert 

No names on the completed booklets and questionnaires are to leave the 
school on assessment day. It is your responsibility to make sure that your 
AA team destroys the student ID labels. Failure to remove all names from 
the booklets violates NAEP security and confidentiality. 
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5B. If NIES, distributed appointment cards. 
 

2009

 

If the school is participating in the NIES, and the school has elected to 
conduct the NIES Survey immediately following the NAEP assessment, the 
AA will hand the selected students an NIES Appointment Card to notify them 
of their selection. 

Verify that the AA has carried out this transition in an orderly and timely 
manner, and according to the instructions in the NAEP session script. 

5C. Collected NAEP materials at the end of the assessment. 
 
At the end of the session, you should observe that the AA has selected an appropriate 
method for collecting the booklets and distributing Student Appreciation Certificates, if 
necessary. Check that the AA counts the booklets and accounts for all of them. Below are 
two suggested collection methods. However, the AA may find it necessary to devise another 
method, depending on time constraints and grade level. Be prepared to give suggestions for 
collection methods to AAs in unique situations. 

 Option 1. The AA should call students to the front of the room in Administration 
Schedule order and verify that each student has returned an assessment booklet (and 
ESBQ, if necessary) with used ancillary materials. As the booklets are collected, 
confirm that the AA has set the booklets face down, one on top of the other. 

Collecting booklets in Administration Schedule order will make the AA’s responsibilities 
following the assessment session easier. 

 Option 2. Verify that the AA has instructed students to place the assessment booklet 
(and ESBQ, if necessary) in the upper corner of their desk or workspace. You should 
observe the AA as he/she collects a booklet from each student in Administration 
Schedule order. As the AA collects the booklets, you should also observe the AA as 
he/she verifies all used ancillary materials. 

If the testing is in a cafeteria or auditorium, verify that an AA is stationed at each exit 
during booklet collection to ensure that a student does not leave the testing area with a 
booklet. 
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5D. Accounted for all NAEP materials before dismissing students. 
 
It is critical to account for all NAEP materials before dismissing students from the 
assessment session. You should observe the AA as he/she accounts for each and every 
assessment booklet, whether completed or blank, as well as NAEP calculators and used 
ancillary materials. 

After collecting NAEP materials, you should observe the AA as he/she counts the used 
booklets to confirm that the number matches the number of students present at the session. 
You should also observe the AA as he/she counts the blank booklets to confirm that the 
number he/she has after the session is the same as the number the AA had before the 
session. 

If the AA finds any NAEP booklets missing, including blank or ESBQ booklets, 
students are not to be dismissed until the missing booklets have been located. 

For grades 4 and 8, you should also observe the AA as he/she counts the calculators to 
confirm that the number collected matches the number the AA had before the session 
began. 

If the AA finds that he/she is missing any items, such as a calculator, you should observe 
the AA as he/she explains to the students what is missing and asks them to check their 
belongings to see if the missing items have been misplaced. If the missing items cannot be 
produced, it should be reported to you. 

5E. Dismissed students according to school protocol outlined on the 
Assessment Information Form. 

 
The AA should dismiss students at the conclusion of the assessment session in the manner 
you have provided on the Assessment Information Form. 

At this time, you are confirming that the AA has read this information in advance and is 
implementing the correct procedure for that particular school. 

To maintain a good rapport with the school, it is important that the AA follow the school 
protocol.  

When the assessment has ended, you will want to verify that your AAs have 

 appropriately handled difficult situations pertaining to students’ behaviors or attitudes, 
and 

 appropriately handled unexpected situations that arose during the session. 
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Handle difficult situations pertaining to students’ behaviors or attitudes. 

 Occasionally during the course of administering an assessment, you may encounter a 
difficult situation with student behavior or attitude. It is important that you respond 
appropriately to each situation. The Strategies magazine provides important classroom 
management techniques to help you avoid many of these situations. It also provides 
guidelines for handling difficult situations when they do arise. 

 Record a difficult situation on the Session Debriefing Form. Do not write it on the booklet 
cover. 

 The table below outlines the guidelines and procedures for coding these situations. For 
more information on coding student booklets, see Procedure 4 in chapter 6. 

 

Behavior Guidelines 

Becomes disruptive 
and out of control 

 If a student does not remain in the session, write “Disruptive behavior” and the line 
number of the student on the Session Debriefing Form. 

Reluctant or refuses 
to participate 

 If the student continues to refuse, collect the booklet and materials and dismiss him/her 
according to the school’s instructions.  

 Write “Student refused to work” and the line number of the student on the Session 
Debriefing Form.  

Emotionally upset  If a student does not remain in the session, write “Emotionally upset” and the line 
number of the student on the Session Debriefing Form. 

Asks to leave the 
session  

 If a student leaves and returns for any reason, record on the booklet cover the time and 
section number when the student left and the time and section number when the student 
returned.  

 If a student cannot complete the session, collect the booklet and other materials. 

 Write the reason the student left the session on the booklet cover. 

Becomes ill  If a student does not remain in the session, write “Student became ill” and the line 
number of the student on the Session Debriefing Form. 
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Listed below are three special situations that may arise, guidelines for how the AA should 
respond, and instructions for how the AA should document the situation and code the 
student booklet covers. If any of these situations happened, ensure that the AA responded 
appropriately. 

Situation Guidelines Coding and Notes of Explanation 
Student 
received 
defective 
assessment 
materials 

 If a student discovers a defective booklet after beginning 
work, replace the booklet with another of the same version 
number, if possible.  

 If a booklet of the same version number is not available, 
have the student skip the defective portion and continue 
working on the remaining portions of the booklet.  

 In the event an ancillary material is found to be defective, 
replace it with another (of the same material), if possible. 

 Record the booklet ID number 
of the defective booklet on the 
front cover of the replacement 
booklet.  

 Record the booklet ID number 
of the replacement booklet on 
the cover of the defective 
booklet. 

 Write “Defective booklet” on 
the defective booklet cover.  

 Use Administration Code 14. 

School fire 
alarm 

 Your first priority is safety and the removal of the students 
and yourselves from the building. If your AC has informed 
you that this is a drill and not an emergency, follow these 
guidelines: 

- Stop the timer.  

- Collect all of the assessment booklets from the students. 

- Take the booklets and the timer with you when you exit 
the school. 

- When you are safely outside the school, check to make 
sure the correct number of students are with you. Then 
check the timer and note the time remaining in the 
session. 

- When the students return, redistribute the booklets and 
adjust the timing of the assessment to account for the 
time the students were gone. 

 Write a brief note explaining the 
fire drill and place it at the top of 
the Session Box. 

 If you cannot continue the 
session, use Administration 
Code 13. 

 

School 
lockdown 

 Your first priority is the safety of the students and yourselves. 

- Generally, a school staff member will advise you of the 
school protocol in this situation. 

- Be sure to first follow their instructions. Then, if 
necessary, stop the timer and collect all the assessment 
booklets from the students. 

- In most cases, the assessment can proceed through a 
lockdown. If the session was interrupted, when a school 
staff member has indicated it is okay to proceed with the 
assessment, redistribute the booklets and adjust the 
timing to account for the lost time. 

 Write a brief note explaining the 
lockdown and place it at the top 
of the Session Box. 

 If you cannot continue the 
session, use Administration 
Code 13. 
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Chapter 8 Summary 
 
At the conclusion of this chapter, you should be able to 

 observe and evaluate AAs on assessment day, 

 observe and evaluate the ESBQ administration, and 

 recognize how AAs should handle difficult situations.  
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Test Your Knowledge 
 
Instructions: Select the answer that best completes the statements below. 
 
1. If, after all session materials have been collected, the AA finds that a booklet is missing, 

the AA should _______________________________________. 
 

a. dismiss students and note on the Administration Schedule that one 
booklet is missing  

b. determine which student’s booklet is missing by checking the labels 
against the Administration Schedule 

c. subtract 1 from the total number of students assessed 
d. not dismiss any students until the missing booklet is located 

 
2. If four or more students listed on the Administration Schedule have not arrived after the 

AA has taken attendance, the AA should __________________________________. 
 

a. substitute students from another class 
b. dismiss all the students, and ask the AC to schedule a makeup session 
c. wait a few minutes before beginning the session 
d. begin the session, and let the four students begin when they arrive 

 
3. Grade 4 students are given ___________ to complete subject-area background 

questions. 
 

a. 20 minutes 
b. 10 minutes 
c. 5 minutes 
d. as long as they need 

 
4. Before the end of the assessment session, the AA should collect the student ID labels 

from the corner of every student’s desk and _______________. 

a. dispose of them 
b. put them in the School Folder 
c. put them in the plastic bag marked “used labels” 
d. check them against the Administrative Schedule 

 
5. If you discover that a calculator is missing when you collect materials at the end of the 

assessment, you should ________________________________. 
 

a. tell the students’ teacher 
b. keep the students in the room until the calculator is located 
c. ask students to check their belongings for the missing item 
d. send a student to find the school coordinator 

 



oVerView oF the Nies

This chapter provides a description of the NIES, the materials needed to 
administer the session, and the procedures for completing NIES tasks. NIES 
activities occur at the Scheduling Call and Confirmation Call, the preassessment 
visit, and during the assessment. At the conclusion of this chapter, you should be 
familiar with the procedures for completing each of the NIES activities.

9. o
verview

 of the N
ies

ChAPter 9

Accuracy in preparation and administration of the NIES is 
essential to the integrity of the data collected for this  
special study.



 

 
 ASSESSMENT COORDINATOR MANUAL 9.1 

Overview of the NIES

 

1. About the NIES 
 
The National Indian Education Study (NIES) is an important study sponsored by the Office 
of Indian Education in the U.S. Department of Education and is designed to provide valuable 
information on the education of American Indian/Alaska Native (AI/AN) students. The NIES 
Survey is administered to AI/AN students in grades 4 and 8 who have been selected to take 
reading, mathematics, and science NAEP assessments.  

Approximately 30 percent of the schools selected for NAEP are expected to be eligible to 
participate in the NIES. Because the NIES Survey includes questions related to the impact 
of AI/AN culture on the educational experiences of AI/AN students, only students with a 
Race Code of 5 are eligible to participate. 

A school can be identified as NIES at two points in the NAEP schedule: during sampling 
activities in the fall, or at the preassessment visit. Each school in the sample will fall into one 
of the following four categories: 

 Eligible, previously identified: If one or more AI/AN students attend the school and are 
sampled for NAEP. 

 Eligible, identified during the visit: When new enrollees who are AI/AN are added to the 
sample. 

 Eligible, identified during the visit: If a student’s Race Code is updated to 5 (AI/AN). 

 Ineligible, previously identified: If selected students are determined to no longer be 
coded AI/AN. 

 Ineligible, previously identified: If selected students will not be able to participate 
in NAEP.  

 



 

 

 

OVERVIEW OF THE NIES

 
 9.2 ASSESSMENT COORDINATOR MANUAL 

To differentiate between the various scenarios, a school identified for the NIES during the 
sampling visit is referred throughout this manual as “previously identified as NIES,” and 
schools identified as NIES during the preassessment visit are referred to as “newly identified 
as NIES.” The script in the Quality Control Booklet (QCB) is your guide to determining a 
school’s inclusion in the NIES.  

1A. Key NIES Materials 
 
In order to capture better-quality data, there are three NIES-specific materials that you will 
use to complete NIES procedures:  

 NIES Administration Schedule. For schools previously identified as NIES, the NIES 
Administration Schedule comes preprinted by session with the name of the school, the 
school ID#, the grade, the NIES student names, and the original NAEP booklet ID# from 
the NAEP Administration Schedule. There will be an NIES Administration Schedule for 
each session containing one or more students with a Race Code of 5. Your supervisor 
will include the NIES Administration Schedule for previously identified NIES schools in 
the School Folder. 

 NIES Roster of Questionnaires. For schools previously identified as NIES, the NIES 
Roster of Questionnaires will be preprinted by Pearson with the school name, city, 
state, and school ID#. 

 NIES Student Information Report. For schools previously identified as NIES, your 
supervisor will print the NIES Student Information Report from the Student Data System 
(SDS). It will include the school’s name, the school ID#, the Session Number, and 
information about each student with a Race Code of 5. 

 
Another key new NIES document is the Instructions for the School Coordinator brochure for 
grades 4 and 8. This brochure (see page 9.4) will be included in the Preassessment Packet 
sent by your supervisor to schools previously identified as NIES. 

A complete description of the NIES materials is located in Appendix D. 
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Key NIES Materials 
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Procedure 1. Conduct the Confirmation Call 
 
Prior to the preassessment visit, you will complete a Confirmation Call with every school in 
your assignment. For schools previously identified as NIES, in Procedure 2-2, ask the 
school coordinator to locate the Instructions for the School Coordinator brochure from the 
Preassessment Packet. Have the brochure open and ready to review during the visit. 
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Ask the school coordinator to take out the NIES Student Information Report. The school 
coordinator will need to confirm that the students selected for NIES all have a Race Code of 
5 (AI/AN). For students with a confirmed Race Code of 5, the school coordinator will record 
the names of the mathematics and reading teachers onto the NIES Student Information 
Report. If one teacher teaches both subjects, the teacher should be listed twice. You will 
collect the completed NIES Student Information Report when you arrive at the school for the 
preassessment visit. 

The NIES portion of the Confirmation Call is now complete. Continue with Procedure 2-2 in 
the QCB. 

Procedure 2. Work Independently 
 
Because a school can be previously identified or newly identified as NIES, there are two 
sets of NIES materials specific to each scenario. For previously identified NIES schools, 
your supervisor will prepare materials listed in the first two columns in the chart below. Your 
supervisor will also prepare a generic packet of materials (third column below) for schools 
that are newly identified as NIES at the preassessment visit. 

NIES Packet School Folder Generic Packet 

For schools previously identified as 
NIES, your supervisor will send the 
following materials in the 
Preassessment Packet: 

 the NIES Envelope, labeled 
“Important NIES Survey 
Materials,” 

 the NIES Brochure, 

 the NIES Student Information 
Report (printed from the SDS), 

 the NIES Sample Questions 
Booklet, and 

 the sample NIES 
Parent/Guardian Notification 
Letter. 

 

For schools previously identified as 
NIES, check that your supervisor 
included the following NIES 
materials in the School Folder: 

 the NIES Administration 
Schedule (preprinted with the 
NIES student names and their 
NAEP booklet ID number), 

 the NIES Roster of 
Questionnaires,  

 a blank NIES School 
Questionnaire,  

 blank grade-specific NIES 
Teacher Questionnaires, and 

 the Listing of Sampled Students 
for NIES. 

 

If a school has not been previously 
identified as NIES, you will need to 
bring the generic packet of NIES 
materials to the school with you. 
Your supervisor will prepare the 
generic packet and send it directly 
to you with your School Folders. 
The generic packet of NIES 
materials includes:  

 the NIES Envelope, 

 the NIES Brochure, 

 the NIES Sample Questions 
Booklet, 

 the NIES Student Information 
Report (blank), 

 the NIES Roster of 
Questionnaires (blank), 

 the NIES Administration 
Schedule (blank), 

 one NIES School Questionnaire, 

 two grade-appropriate NIES 
Teacher Questionnaires, and 

 a sample NIES Parent/Guardian 
Notification Letter. 
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When you arrive at the school for the preassessment visit, you should collect the NIES 
Envelope with the updated NIES Student Information Report. For every school (regardless 
of their NIES status), you will need to work through Procedure 2F in order to confirm the 
eligibility status of the school for NIES. 

 

 

In Procedure 2F-1, check “Yes” if the school was previously identified as NIES in the fall 
and continue with Procedure 2F-2. If the school was not previously identified as NIES, 
check “No” and skip to Procedure 2F-6. 

 

Procedure 2F-2 is for schools previously identified as NIES prior to the visit. The three-fold 
purpose of this procedure is to 1) check for any new enrollees with a Race Code of 5; 
2) confirm if the school coordinator updated the Race Code to 5 for any students on the 
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NAEP Student Information Report; and 3) check for any students with a Race Code of 5 
who are withdrawn, ineligible, or not enrolled.  

If there are new enrollees with a Race Code of 5, add the student names to the NIES 
Administration Schedule and the NIES Student Information Report. If the school coordinator 
updated any Race Codes to 5 on the NAEP Student Information Report, you will also add 
these students to the NIES Administration Schedule and the NIES Student Information 
Report. Finally, if any sampled students with a Race Code of 5 are withdrawn, ineligible, or 
not enrolled, assign an appropriate NIES Administration Code of 51, 54, or 55 on the NIES 
Administration Schedule. 

 

Use the completed NIES Student Information Report to complete Procedure 2F-3. If you do 
not have the completed NIES Student Information Report, ask the school coordinator to 
review it and make updates. You cannot continue with Procedure 2F until you have the 
updated NIES Student Information Report. 

With the completed NIES Student Information Report, verify that all the students listed have 
a Race Code of 5 in column D. If any students with a Race Code of 5 are no longer 
confirmed, or were incorrectly assigned a Race Code of 5, these students are not eligible for 
the NIES, and you will record an NIES Administration Code of 53 (Ineligible, not AI/AN) on 
the NIES Administration Schedule. Make sure the Race Code has also been corrected on 
the Administration Schedule of the regular session. 
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In Procedure 2F-4, you will review all the updates and determine if there are any students 
with a Race Code of 5 who are not withdrawn, never attend campus, or are other, ineligible. 
If “Yes,” the school is still eligible for NIES, and you should continue with Procedure 2F-5.  

If “No,” the school is no longer eligible for NIES. Make sure the students listed on the NIES 
Administration Schedule have appropriate NIES Administration Codes and record the NIES 
Status code as Ineligible (no AI/AN students) in Procedure 3H-6. After the preassessment 
visit, update this code in the School Control System (SCS). Since this school is no longer 
eligible for NIES, skip to Procedure 2G. 

 

In Procedure 2F-5, confirm that you know the reading and mathematics teachers of the 
students confirmed with a Race Code of 5 on the NIES Student Information Report. For every 
student with both the reading and mathematics teacher recorded, complete Procedure 2F-6. If 
there are any confirmed students on the NIES Student Information Report but no teachers 
recorded, you will collect that information during the visit with the school coordinator. Then 
prepare the appropriate NIES School and Teacher Questionnaires, as shown on pages 9.12–
9.13. After completing Procedure 2F-5, skip to Procedure 2G. 
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The purpose of Procedure 2F-6 is to walk you through the process of determining whether 
a school not previously identified as NIES is now eligible for NIES. First, determine if any 
new enrollees added to the sample have a Race Code of 5. Next, locate the Student 
Information Report for NAEP, and check to see if the school coordinator updated the Race 
Code to 5 for any students listed. If so, move on to Procedure 2F-7. 

 

In Procedure 2F-7, you will review the updates and determine if there are any students with 
a Race Code 5 who are not withdrawn, never attend campus, or are otherwise ineligible. If 
“Yes,” the school is newly identified as eligible for NIES, and you should continue with 
Procedure 2F-8. If “No,” this school is still not eligible for NIES, and you should skip to 
Procedure 2G. 
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In Procedure 2F-8, locate the generic packet of NIES materials provided by your supervisor 
and pull out the NIES Student Information Report. Fill in the school name and school ID#. 
For each eligible student with a Race Code of 5, complete the following columns:  

 A (Session ID and Line #), 

 B (Student Name), and 

 C (Race Code). 

 
During the preassessment visit, you will ask the school coordinator to confirm these students 
are AI/AN. At this point, you have not met with the school coordinator, so you cannot collect 
the names of the reading and mathematics teachers. Work through the steps outlined in 
Procedure 2F-8 and continue with Procedure 2G-1. 

If this results in no students with a Race Code of 5 taking the NAEP assessment, the school is 
no longer eligible for NIES, and you should alert the school coordinator and skip to Procedure 
3I-1. Otherwise, if the school is still eligible for NIES, continue with Procedure 3H. 
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2A. Prepare the NIES Roster of Questionnaires and the School and Teacher 
Questionnaire covers. 

 
To prepare the NIES Roster of Questionnaires:  

 Record the School Questionnaire ID number on the roster. 

 Record the principal’s name in the space provided on the roster. 

 Fill in the name of the reading teacher on the front of the roster and the name of the 
mathematics teacher on the back of the roster. 

 
Fill in the corresponding NIES Teacher Questionnaire number from the barcode on the 
Teacher Questionnaire cover. If one teacher is teaching both reading and mathematics to 
NIES students, list that teacher twice: once in the front for reading and once on the back for 
mathematics. That teacher will have two teacher numbers, but only one barcode (recorded 
in both places) for his/her NIES Teacher Questionnaire. 
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There is one NIES School Questionnaire for grades 4 and 8. The School Questionnaire is 
intended for the principal to complete either on hardcopy or online. Follow the steps 
described below to prepare the NIES School Questionnaire:  

 Write the school ID number in the box labeled School #. 

 Fill out the date the questionnaire needs to be returned to the school coordinator 
(usually a day before the assessment). 

 Place a blank removable label in the lower-right corner of the cover. Write the principal’s 
name on the label. 
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There is one NIES Teacher Questionnaire for grade 4 and one for grade 8. Both the reading 
and mathematics teachers of grade 4 and 8 NIES students will be asked to complete an 
NIES Teacher Questionnaire, regardless of the NAEP subject the student is assigned to 
take. For students in grade 4, this will most likely be the same teacher. For students in grade 
8, both the mathematics and reading teachers will be asked to complete an NIES Teacher 
Questionnaire. Teacher Questionnaires can be completed either on hardcopy or online.  

Follow the steps described below to prepare the NIES Teacher Questionnaire: 

 Write the NAEP school ID number on the questionnaire cover.  

 Fill out the date the questionnaire needs to be returned to the school coordinator 
(usually a day before the assessment). 

 Record the reading and mathematics teacher ID numbers from the NIES Roster of 
Questionnaires. 

 Place a blank removable label in the lower-right corner of the cover. 

 Record the teacher’s name on the label. 

 Place the Teacher Questionnaires back in the NIES Envelope. 
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Procedure 3. Meet With the School Coordinator 
 
This year, only students eligible for NIES who take the NAEP assessment will be surveyed 
in NIES. Therefore, if during the preassessment visit in Procedure 3E, you and the school 
coordinator determine that students eligible for NIES will be excluded from the NAEP 
assessment, these students should not be surveyed for the NIES. Assign these students the 
appropriate EXCUSED FROM NIES Administration Code from the NIES Administration 
Schedule.  

The EXCUSED FROM NIES Codes on the NIES Administration Schedule are as follows:  

 60 = SD - cannot be surveyed 

 62 = ELL - cannot be surveyed 

 64 = SD & ELL - cannot be surveyed 

 
On the NAEP Administration Schedule, you will notice there are several choices for 
assigning an excluded code. However, for the NIES, the categories are collapsed, and you 
will have to assign the most appropriate EXCUSED FROM NIES Code based on the choices 
provided on the NIES Administration Schedule. For example, if an SD student is excluded 
from the regular assessment because his accommodation is not permitted, you will assign a 
code of 61 (SD required accomm. not permitted) in column Q on the Administration 
Schedule. The same student will receive a code of 60 (SD - cannot be surveyed) on the 
NIES Administration Schedule. An example of this is shown on page 9.15. 
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Example of Updating NIES Administration Schedule With Excluded Students 
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Any student excluded from NAEP is not eligible to participate in the NIES. Students are 
identified as excluded in Procedure 3E-1 during your visit with the school coordinator. 
When a student is excluded, you are instructed in Procedure 3E-1 to line through the 
student’s name on the Administration Schedule and assign an excluded code. If the school 
is NIES, you will also line through the student’s name on the NIES Administration Schedule 
and assign an appropriate excused code of 60, 62, or 64. 

NOTE: The NIES is a survey and not a test of cognitive abilities, so any type of 
accommodation is allowed. You will not code or collect any accommodation information for 
students participating in the NIES. 

The NIES discussion with the school coordinator takes place toward the end of the 
preassessment visit in Procedure 3H. At this point in the visit, set aside materials not related to 
the NIES and have the materials available, as described at the beginning of Procedure 3H. 

 
 

 

In Procedure 3H-1, check the appropriate NIES status and update the status for every 
school in your assignment. Your choices are as follows: 

 This school is not NIES. If the school is not NIES, there is nothing else for you to do in 
Procedure 3H, and you will skip to Procedure 3I. 

- If the school was previously identified as NIES and is no longer NIES (has no eligible 
AI/AN students), inform the school coordinator. 

 This school was identified as NIES before the visit and is still eligible. If the school was 
identified as NIES before the visit and is still eligible, continue on with Procedure 3H-2. 
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 This school was not NIES before the visit and is now eligible. If the school was not NIES 
before the visit and is now eligible, you will skip to Procedure 3H-4 and introduce the 
NIES Survey to the school coordinator. 

SCSSCS
 

Update Procedure 3H-1 in the Preassm’t tab of the SCS for every school 
in your assignment, regardless of whether it is NIES or not. The default 
option is “Not Answered,” and you must update this status to one of 
these three options: 

 This school is not NIES, 

 This school was NIES before the visit and is still eligible, or 

 This school was not NIES before the visit and is now eligible. 

 
For a school previously identified as NIES, start with Procedure 3H-2. If the school is newly 
identified as NIES, you will start with Procedure 3H-4.  

 

In Procedure 3H-2, inform the school coordinator of the number of students eligible to 
participate and that the sessions are typically conducted after the NAEP sessions. 

 

In Procedure 3H-3, distribute the prepared NIES School and Teacher Questionnaires, 
along with a copy of the NIES Roster of Questionnaires. If you did not have the NIES 
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teacher names before the visit, collect the names of missing reading and mathematics 
teachers for students confirmed with a Race Code of 5. You will prepare the questionnaires 
after the visit, but before you leave the school. Point out to the school coordinator that these 
questionnaires can be completed either on hardcopy or online and that you will collect them 
on the day of the assessment. Skip to Procedure 3H-5. 

 

For schools newly identified as NIES, begin your discussion with the school coordinator at 
Procedure 3H-4. Discuss the number of students identified as AI/AN. Introduce the NIES to 
the school coordinator and provide him/her with the generic NIES packet of materials and 
briefly go over its contents. Also provide the school coordinator with the NIES Sample 
Questions Booklet and explain that the survey will take 15–20 minutes. Finally, hand the 
school coordinator the NIES Student Information Report and ask him/her to verify that the 
students have a Race Code of 5. The school coordinator will need to complete the NIES 
Student Information Report by filling in the reading and mathematics teachers of the 
confirmed NIES students. 

Before leaving the school, you will need to prepare the NIES School and Teacher 
Questionnaires and give them back to the school coordinator along with a copy of the NIES 
Roster of Questionnaires. Continue with Procedure 3H-5. 
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In grade 4 schools, the NIES Survey is read aloud to the students. In grade 8 schools, the 
school coordinator should decide whether the NIES Survey should be read aloud to 
students or if the students should read the survey silently. Check which method the school 
coordinator prefers in Procedure 3H-5 and make a note of it on the cover of the QCB. 

 

Procedure 3H-6 is the NIES participation status check. There are four possible participation 
statuses:  
 
 Cooperating. The school will participate in the NIES. 

 Pending. Check this default status if the school has not decided at the preassessment 
visit if they will participate in the NIES. Record a callback date and time to obtain a final 
decision. 

 Refusal. The school refuses to participate in the NIES (after the visit, contact your 
supervisor, if this is checked). 

 Ineligible. The school has the sampled grade, but no eligible students, or it is 
determined after the visit that a school is not eligible. 

SCSSCS
 

After the preassessment visit, you will need to update the status of 
pending to reflect the decision of the school coordinator; enter this 
information into the Special Studies tab of the SCS. Procedure 3H is 
now complete. 
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3A. Make assessment arrangements. 
 

 

When scheduling the NIES, there are two options you will offer the school coordinator for 
when the NIES will be conducted: 

 immediately after all the NAEP regular sessions have been completed, or 

 later on assessment day (i.e., after lunch). 

 
In Procedure 3J-7, make arrangements for the NIES session. Record the start time and the 
location on the front cover of the QCB. If the school coordinator wants to schedule the NIES 
on a day other than the assessment day, record the suggested day and time and speak with 
your supervisor about scheduling after the visit. The choice of when the NIES will be 
conducted is left up to the discretion of the school coordinator. The same holds true for how 
students are notified of their selection in the NIES. The school coordinator knows the students 
and whether or not extra precautions need to be put in place to avoid singling out students 
selected for the NIES. The standard practice for notifying NIES students this year is for the 
assessment administrator (AA) to distribute an NIES appointment card at the end of the 
regular session. Thus, student names are never called out loud, and students can be notified 
in a sensitive way. If the school coordinator prefers not to use the appointment cards, inquire 
about how he/she plans to notify the students and honor the request. However the school 
coordinator decides to transition students from the regular session to the NIES session should 
be communicated clearly to your AAs both on the Assessment Information Form and in 
person. 
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In Procedure 3J-8, let the school coordinator know that you will provide him/her with a 
Listing of Sampled Students for the NIES before you leave. 

3B. Complete NIES activities before leaving the school. 
 
For all NIES schools: 

 Prepare questionnaires for newly identified schools. 

 Record the Teacher Number on the NIES Administration Schedule. 

 Record session information on the Teacher Notification Letter and update the Listing of 
Sampled Students for NIES. 

 Make a photocopy of the NIES Administration Schedule and the NIES Roster of 
Questionnaires. Place these items in the NAEP Storage Envelope. 

 Place the NIES Student Information Report in the NAEP Storage Envelope. 
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Procedure 4. Update the NIES Administration Schedule 
 
4A. Record the NIES Teacher Numbers from the NIES Roster onto the NIES 

Student Information Report. 
 
For each eligible NIES student, record their reading and mathematics teacher numbers onto 
the NIES Administration Schedule. To do this, use your prepared NIES Roster, and record 
the corresponding NIES Teacher Number next to the appropriate teacher name on the NIES 
Student Information Report (shown below). 

 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 9.23 

4B. Transfer the NIES Teacher Number onto the NIES Administration Schedule. 
 
At this point, you have recorded the appropriate NIES Teacher Number next to the teacher 
name on the NIES Student Information Report. The NIES Student Information Report now links 
the teacher name to the student. Your next step is to transfer the NIES Teacher Number from 
the NIES Student Information Report onto the NIES Administration Schedule (shown below). 
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Procedure 5. Prepare the NIES Student Surveys and NIES 
Appointment Cards 
 
It is the responsibility of the AC to prepare the NIES Student Questionnaires. The cover of 
the questionnaire for each grade is printed in a different color ink for easy distinction. The 
covers look similar to the covers of the NAEP assessment booklets, but can easily be 
identified by the NIES logo in the upper-right corner. 

The NIES Student Questionnaires will be shipped to you in the Session Box(es) for schools 
that were previously identified during the sampling as NIES. Each bundle of NIES Surveys 
contains three booklets. You will receive enough surveys for the sampled students identified 
as AI/AN in the session. You will receive a set of salmon-colored student ID labels in the 
Session Box that you will affix to the questionnaire covers. These student ID labels will also 
have “NIES” printed on them. For schools that are identified during the preassessment visit, 
you will need to use the grade-appropriate NIES Surveys, the blank NIES Administration 
Schedule, and the removable labels from your Pearson bulk supplies. 

To prepare the NIES Student Questionnaires, you will need the following materials: 

 the NIES Administration Schedule (from the School Folder), 

 a blank NIES Student Questionnaire for each student listed on the NIES Administration 
Schedule (this includes students who are withdrawn, ineligible, or excluded), and 

 the preprinted (or blank) salmon-colored removable student ID labels. 

 
To prepare the questionnaires: 

 Affix a salmon-colored ID label to each questionnaire cover (complete the label if it is 
blank). This will make it easier for you to match the student with the correct teacher 
number(s) and to distribute the booklets to the correct student during the session.  

 Enter the NAEP Administration Schedule Line# from the Administration Schedule, and 

 Enter the NAEP Session Number at the very top of the questionnaire. 

An example of a completed Grade 8 NIES Student Questionnaire cover is shown on page 9.25. 

Do not complete any of the information in the box labeled “For NAEP Staff Use Only.” You 
will record this information after the NIES session. 

For any NIES students coded as withdrawn or ineligible (51–56) and excluded (60, 62, 64), 
you still must prepare an NIES Student Questionnaire. 

Every line of the NIES Administration Schedule that has a pre-printed or handwritten NAEP 
Student Booklet ID will need to have a NIES Student Questionnaire assigned and an 
Administration Code filled in. 
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Grade 8 NIES Student Questionnaire Cover 
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5A. Record the NIES Barcode ID Number onto the NIES Administration Schedule. 
 
Once you prepare the NIES Student Surveys, update the NIES Administration Schedule by 
recording the NIES Barcode ID # on the NIES Administration Schedule.  

5B. Prepare the NIES Appointment Cards. 
 
Next, prepare the NIES Appointment Cards from your bulk supplies. Record when the 
survey will take place (immediately after NAEP or later), and the date, time, and room. 

Procedure 6. Prepare to Conduct the NIES Student Survey 
 
As has been done in previous years, the AC is responsible for administering and monitoring 
the NIES Survey to eligible students. Typically, the NIES will be administered following the 
regular NAEP session. However, if a school schedules the NIES on a different day than the 
NAEP assessment, the AC is still required to return to that school and administer the NIES. 

6A. AA distributes NIES Appointment Card at the end of NAEP session. 
 
You will have discussed with the school coordinator when and where the NIES will be 
administered, and you will communicate this to your AAs on the Assessment Information 
Form. Although you are responsible for administering the NIES Survey, your AAs are 
responsible for informing the students about the survey and distributing the NIES 
Appointment Cards.  

As the AAs walk around the room collecting the student ID labels, they will place the NIES 
Appointment Cards on the upper-right corner of the students’ desks who will be asked to 
participate in the survey. Every effort must be made on the part of the AA to be sensitive to 
the students’ feelings, and to not do anything to make the students feel singled out when 
being asked to participate in the NIES.  

6B. Transition student from NAEP to the NIES Survey. 
 
The script (shown on page 9.27) instructs the AAs to invite the selected students to 
participate in the NIES. Depending on when the NIES will be conducted, the AA follows the 
script using the appropriate option to invite the students to participate in the survey.  

Option 1: NIES to be administered immediately following the NAEP assessment. 
The AA will ask the students, to whom the AAs distributed the NIES Appointment Cards, to 
remain in the room after the other students have been dismissed. If necessary, they will 
escort the students to the location where the NIES will be administered. 

Option 2: NIES to be administered at a later time. 
You will inform the students, to whom the AAs distributed the NIES Appointment Cards, that 
later in the day, they will be taking part in a special survey and should refer to their 
appointment card for the time and location where the survey will take place. 
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Script for Transitioning Students to the NIES 
 

 
 
NIES Student Survey, If Required 
 
Option 1: NIES to Be Administered Immediately Following the NAEP 
Assessment 
 
Some of you have been invited to take a special survey after the NAEP assessment. If you 
have an appointment card on your desk, please remain here when I dismiss the other 
students. The survey should only take 15–20 minutes and then you can return to class. 

 When all of the other students have left and you have accounted for all of the 
session materials, escort those students to the location where the NIES will be 
administered, if neccesary. 

 
Option 2: NIES to Be Administered at a Later Time 
 
If you have an appointment card on your desk, you have been invited to take a special survey 
after the NAEP assessment. Please refer to your appointment card for the time and location 
where the survey will take place. The survey should only take 15–20 minutes and then you 
can return to class. 
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6C. Begin the session. 
 
Before the session begins, make sure you have a signed Teacher Observer Letter for any 
classroom teacher or school staff member who intends to remain in the room during the NIES 
Survey. The observer must read and sign the letter and return it to you before the session 
begins. School staff that remain in the room may not answer any questions that students ask, 
talk to anyone during the survey, or provide assistance on the assessment items. 

6D. Use the correct session script to conduct the NIES Survey. 
 
Once all of the students have arrived at the survey location and have been seated, you will 
conduct the survey by following the NIES Survey Script for the appropriate grade level. 
There is one grade 4 script and one grade 8 script. The NIES Session Scripts and the NIES 
Question-by-Question Specifications (QxQs) for each grade’s NIES Student Questionnaire 
are located in the back of the AA Manual. 

Procedure 7. Follow the Session Script 
 
7A. Read the session script verbatim. 
 
Since you will be conducting the NIES Survey sessions, you must become thoroughly 
familiar with each script and be able to read each fluently. The script should be read word 
for word (with expression) to make sure that all survey sessions for a given grade are 
administered the same way throughout the country.  

7B. Distribute the questionnaires and take attendance. 
 
After you read the introduction, the script instructs you to distribute the NIES Student 
Questionnaires and pencils. There are special NIES pencils to give the students in these 
sessions. Do not use the NAEP pencils. 

There are several methods for distributing the NIES Student Questionnaires: 

 The first is to call the students to the front of the room individually in the order they are 
listed on the NIES Administration Schedule. Hand each student his/her preassigned 
questionnaire and an NIES pencil. In most schools, this is how you will distribute the 
questionnaires, because you will have very few students in the session, or students will 
have already been assembled for the regular session.  

 Another method for distributing materials is to place a preassigned questionnaire and a 
pencil at each student’s desk. 

As you distribute the questionnaires, record each student’s attendance status for the survey by 
writing a check mark () for present or an A for absent in the Atten. column on the NIES 
Administration Schedule. If a student is absent, also record an A on the student’s questionnaire 
cover and place the booklet to the side to avoid giving an assigned questionnaire to the wrong 
student. 
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7C. Instruct students to remove the student ID label from the cover of their 
questionnaires. 

 
After all of the students have received a questionnaire, the script instructs you to tell the 
students to remove the student ID label from the cover of their questionnaire and place it on 
the corner of their desk. This will assist you in monitoring the session, because you will be 
able to ascertain the student’s name simply by glancing at the label on the desk. 

7D. For grade 4, read the questionnaire directions aloud. 
 
For grade 4 sessions, you will read aloud the entire survey to the students. The directions 
for using the NIES Student Questionnaires are presented on the first page of the 
questionnaires and are also printed for you in the session script. Read these directions 
aloud to the students in all grade 4 sessions. 

“Who me? I’m not American Indian.” 

If a student arrives at the survey session and tells you that he/she is neither of American 
Indian nor Alaska Native heritage, you should ask the student if he/she would mind 
completing the survey anyway, and then determine the student’s correct race/ethnicity with 
the school coordinator after the session. 

If you and the school find that the student’s race was coded incorrectly on the NIES 
Administration Schedule, and the student is not American Indian or Alaska Native, give the 
student an Administration Code of “Ineligible, not AI/AN” on both the NIES Administration 
Schedule and the student’s questionnaire cover. If the school determines that the student’s 
race is correctly recorded as AI/AN but the student refuses to complete the survey, give the 
student an Administration Code of “Student refusal.” Administration Codes for the NIES 
Survey are discussed in detail later in this chapter. 



 

 

 

OVERVIEW OF THE NIES

 
 9.30 ASSESSMENT COORDINATOR MANUAL 

7E. For grade 8, read the questionnaire directions and survey aloud, as 
instructed by the script. 

 
Read the questionnaire directions aloud for grade 8 students. However, grade 8 NIES 
schools have the option of having the student survey read aloud to the students or having 
the students complete the questions silently to themselves. Refer to Procedure 3H-6 in the 
QCB to determine if the school coordinator requested you read all of the survey questions 
and answer choices aloud to the students. 

 

How to Handle Latecomers to NIES Sessions 

  Ask students who arrive during the questionnaire distribution to wait at the front 
of the room while you finish. Then check in the students, give each his/her 
assigned questionnaire and a pencil, and direct each student to a seat. 

  If you have a large session and four or more students listed on the NIES 
Administration Schedule are not present after you have checked in students 
who have arrived, wait a few minutes before beginning the session. While you 
are waiting, you may informally ask those present if the missing students are 
absent from school that day. If a school staff member is present, discuss the 
possibility of finding the missing students. Proceed with the survey if it is 
determined that missing students are, in fact, absent, or after 5 minutes have 
passed. Do not, under any circumstances, allow another student to substitute 
for a sampled student who is absent from the session. 

  Students may be admitted to the survey session at any time. Because the 
survey is not timed and we want to include as many selected students as 
possible, do not turn away a student who arrives after the other students have 
begun answering the questionnaire items. If a student arrives late to a grade 4 
session or a grade 8 session where you are reading all the questions aloud, 
ask the student to begin working on the question the rest of the students are 
on. If the school schedule allows, the late student may stay to complete the 
questionnaire after the others have been dismissed. If a student arrives late to 
a grade 8 session where students are working at their own pace, direct the late 
student to begin working from the beginning of the questionnaire. If the student 
needs extra time to complete the questionnaire after the other students have 
finished and the school schedule allows, he/she may stay after the others have 
been dismissed. 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 9.31 

Procedure 8. Administer the NIES Survey 
 
The Grade 4 NIES Survey Script, found in the AA Manual, contains all of the questions and 
answer choices you must read aloud to students in grade 4 sessions. 

Grade 4 and grade 8 NIES Survey sessions are expected to take about 15–20 minutes, 
depending on whether the questions are read aloud. These times include distributing the 
materials and checking attendance, administering the questionnaire, collecting materials, 
and dismissing the students. The actual reading of the survey questions is not timed. You 
should allow all the time needed, within reason, for all students in a session to complete the 
questionnaire in order to obtain the best possible data on the survey. In past years, most 
students completed the set of NIES Survey questions within 10–15 minutes. An example of 
the NIES Survey Scripts are shown below. 
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Procedure 9. Monitor the NIES Survey Session 
 
The following rules and guidelines should be in effect while monitoring the NIES Survey 
session. Some are similar to those used for NAEP sessions, but many are different. 

9A. Answer students’ questions. 
 
Once students have begun the questionnaire, you may answer certain student questions 
that are described below: 

 A student may skip any question he/she does not feel comfortable answering. 

 To assist you in answering questions about the questionnaire items, you are provided 
QxQs. Refer to them to help students understand the intent of a question. The purpose 
of the QxQs is to allow you to respond to these questions in a standardized manner. 
Therefore, you must refer to the QxQs for standardized responses. There is a different 
set of QxQs for each grade, and you should become thoroughly familiar with each set 
before your first NIES Survey session. 

 Questions about the survey items should be answered individually. If a student has a 
question, go to his/her desk to respond quietly to the question to avoid disrupting the 
other students. Only if several students ask the same question should you advise the 
entire session of the question and answer. 
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Example of the Grade 4 and Grade 8 QxQs 
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9B. Answer student questions about how to record answers. 
 
Because the NIES Survey instrument is a questionnaire and not a cognitive test (as is 
NAEP), there is no need to offer students testing accommodations. However, since we do 
want to obtain the best possible data from the survey, students should be offered any help 
they need in reading, understanding, and answering the questions. The following are some 
suggestions for how to accomplish this. 

 Student needs questions and answer categories read aloud. For grade 4 sessions, 
the script instructs you to read all survey questions and answer categories to all of the 
students as a group. At grade 8, if there are a number of students who will need to have 
the questions read aloud, the school coordinator will likely have decided to have all of the 
questions read aloud to all of the students in the session. If there are only a few grade 8 
students who need this option and the school coordinator does not want you to read the 
questions aloud to all of the students, you may conduct a separate read-aloud session 
(this will be rare). If there are students in a regular grade 8 session who need certain 
words or passages read aloud to them, you may do so quietly at each student’s desk. 

 Student needs extended time. Because the student survey is not timed, this will be a 
non-issue in most cases. Allow as much time as needed within reason and within the 
school’s schedule for all students in a session to complete the questionnaire. If the 
school identifies one or more students who may need substantially more time to 
complete the questionnaire, during the preassessment visit, arrange with the school 
coordinator for the student(s) to stay and finish the questionnaire after the others have 
been dismissed, or administer the survey to any student who requires the extra time in 
a one-on-one or small group setting. 

 Student has limited English proficiency. If a student’s English skills are so limited 
that the school believes the student cannot understand the questionnaire items in 
written or spoken English, the student may use a bilingual dictionary of his/her own or 
provided by the school. We cannot offer students a translation of the entire 
questionnaire into another language. If the student needs a word translated now and 
then and a school staff member is available to translate, that is acceptable. 

 Student needs help to physically record the answers. If the school can provide a 
scribe, a computer, or other assistance to help the student record his/her answers, 
allow this to take place. If the help the student needs is better suited to a one-on-one or 
small group setting, you will have already arranged for such a session during the 
preassessment visit. 

 Student needs a large-print booklet. If the student needs enlarged text in order to 
adequately read the questions and record the answers, you may enlarge the student’s 
questionnaire (or ask the school to do so). Standard enlargement size is 129 percent of the 
original size, but you may enlarge the questionnaire to any size the student requires. Be 
sure to band together the enlarged version with the original NIES Student Questionnaire 
when you prepare the survey materials for shipping to Pearson. 
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 Student needs a one-on-one or small group. If the school determines that a student 
needs the survey to be administered in a one-on-one or small group setting in order to 
participate, you will have scheduled an appropriate session during the preassessment 
visit. 

 
Remember, this is not an assessment. It is not necessary to administer the NIES Survey in 
the same way that the student is tested on NAEP or on the state assessment. 

Procedure 10. End the Session 
 
Once all of the students have finished answering the questions, the script instructs you to 
collect the questionnaires and remove the student ID labels from every desk. After you 
collect the labels, tear them up and throw them away. Remember: The names of NIES 
participants must never leave the school on the completed questionnaires or on other NIES 
Survey documents. 

If time allows, call the students by name in NIES Administration Schedule order so the 
students bring their questionnaires to you. This procedure enables you to easily account for 
all of the questionnaires. In large sessions or if time is not sufficient, instruct the students to 
pass the questionnaires to the end of their row of seats for collection. Regardless of which 
collection procedure you choose, you must strive to maintain control of the classroom. This 
may be a difficult task as students become eager to leave once the survey is over. Students 
may keep the NIES pencils as a thank-you gift for participating in the NIES Survey. 

You must account for all of the NIES Student Questionnaires at the end of the session. 
When you have accounted for all of the questionnaires, the script instructs you to thank the 
students and release them according to the school’s preference. If a student finishes the 
NIES Survey before other students, he/she should remain in the classroom until all students 
are finished. Once all the NIES students are finished completing the survey, dismiss the 
students as a group, after you have collected all of the NIES Surveys. 
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Procedure 11. Activities to Complete After the Session 
 
11A. Go to the location where your AAs are working. 
 
Once you have excused the students, go to the location where your AAs are working. 

After conducting the NIES Survey session, you will be responsible for completing the NIES 
Administration Schedule and NIES Student Questionnaire covers. 

11B. Enter an NIES Administration Code for each student on the NIES 
Administration Schedule. 

 
Based on the results of the session, record an Administration Code for every student listed on 
the NIES Administration Schedule in the NIES Admin Code column. The NIES Administration 
Codes are similar to those of the NAEP Administration Codes. The NIES Administration 
Codes and the guidelines for using them are detailed below and on page 9.37. 

NIES Administration Codes 
 
Surveyed Students—Original Session 

10 In session full time. Surveyed in original session. 

11 No responses in booklet. Student was in original session full time, but there were no responses in the 
questionnaire. 

12 In session part time. Student left the original session and did or did not return. Specify the reason on 
the questionnaire cover. Refer to your Session Debriefing Form for notes made during the assessment. 

13 Session incomplete. Original session was interrupted, and no student was able to complete the 
questionnaire (e.g., fire drill). Specify the reason on the questionnaire cover. 

14 Other, specify on cover. Use this code for any situation covered by the other SURVEYED IN 
ORIGINAL NIES SESSION Codes (e.g., the discovery of a page missing from a questionnaire). Explain 
fully on the questionnaire cover. 

 
Surveyed Students—Makeup Session 

20 In session full time. Surveyed in makeup session. 

21 No responses in booklet. Student was in makeup session full time, but there were no responses in 
the questionnaire. 

22 In session part time. Student left the makeup session and did or did not return. Specify the reason on 
the questionnaire cover. Refer to your Session Debriefing Form for notes made during the assessment. 

23 Session incomplete. Makeup session was interrupted, and no student was able to complete the 
questionnaire (e.g., fire drill). Specify the reason on the questionnaire cover. 

24 Other, specify on cover. Use this code for any situation covered by the other SURVEYED IN 
MAKEUP NIES SESSION Codes (e.g., the discovery of a page missing from a questionnaire). Explain 
fully on the questionnaire cover. 
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Absent Student Codes 

40 Temporary. Student is not in school temporarily (less than 2 weeks) due to illness, disability, or 
excused absence. 

41 Long-term. Student has been absent from school for 2 weeks or more due to an illness or disability. 

42 Chronic truant. Student attends school occasionally, if ever. 

43 Suspended. Includes in-school suspension. 

44 In school, did not attend session. Student was known to be in school on day of survey but, for 
example, was not released by teacher, or the school would not allow to participate due to disruptive 
behavior. 

45 Scheduling problem.  

46 Parent refusal. Parent/guardian officially notified school that he/she refused to allow student to 
participate in the survey. 

47 Student refusal. Student officially notified school or NAEP staff that he/she refused to participate in the 
survey before being given a questionnaire. 

48 Other, specify on cover. Use this code for any absence not covered by codes 40–47. Specify reason 
on questionnaire cover. 

49 Session Refused. Use this code for a school refusal of the entire NIES session.  
 
Other Student Codes 

51 Withdrawn/Graduated. Student is no longer enrolled in the school. 
52 Unassigned book (unused). 
53 Ineligible, not AI/AN. Use this code for a student who is found not to be of American Indian or Alaska 

Native decent. Explain fully on the questionnaire cover how you determined the student was ineligible. 
54 Ineligible, never attends campus. Use this code for a student who is listed as enrolled but is not 

physically attending school (e.g. home schooled or attending classes off campus). 
55 Ineligible, NAEP/other. Use this code for a student who was not eligible for the survey for any other 

reason (e.g., not in the grade being surveyed). Explain fully on the questionnaire cover how you 
determined the student was ineligible. 

56 Not in Sample (NIS). Use this code for any student not sampled but surveyed at the convenience of 
the school. 

 
NOTE: The EXCUSED FROM NIES Codes are the same codes used for students excluded 
from the NAEP assessment. 

Excused From NIES Codes 
60 SD - Cannot be surveyed. Use for any SD student who was excluded from the NAEP assessment. 
62 ELL - Cannot be surveyed. Use for any ELL student who was excluded from the NAEP assessment. 
64 SD & ELL - Cannot be surveyed. Use for any SD and ELL student who was excluded from the NAEP 

assessment. 
 



 

 

 

OVERVIEW OF THE NIES

 
 9.38 ASSESSMENT COORDINATOR MANUAL 

11C. Enter an NIES Administration Code on every line of the NIES 
Administration Schedule with a barcode. 

 
Since there are three NIES student booklets in a bundle, it is possible you will have 
unassigned NIES booklets. Any booklets you do not use can be returned to your bulk 
supply. 

11D. Complete the Summary Box at the top of the NIES Administration 
Schedule. 

 
It is very important that the summary information at the top of the NIES Administration 
Schedule is accurately calculated and recorded, as shown below. You will need to enter this 
summary data into the SCS after the session. 

 
 
11E. Total the Summary Box information on the NIES Administration 

Schedule. 
 
Since NIES Administration Schedules are printed by session, you may have multiple NIES 
Administration Schedules. If this is the case, add up the information in the Summary Boxes 
on each of the NIES Administration Schedules. To complete this task, use the NIES 
worksheet in Part 5 of the QCB and add up the following fields: 

 Original Sample, 

 New Enrollee,  

 Total in Sample,  

 Withdrawn/Ineligible,  

 Excluded,  

 Absent,  

 Refused, and  

 Total Surveyed. 

SCSSCS
 

Enter the total of these fields in the Special Studies tab of the SCS after 
you leave the school. 

 
11F. Determine if an NIES makeup session needs to be held. 
 
If the school is participating in the NIES and a makeup session needs to be held for NAEP, 
plan to also hold a makeup session for NIES, if there were any students absent from the 
NIES session(s). If a makeup session is not needed for NAEP, there will be no makeup 
session for the NIES.  
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11G. Organize all NIES Student Questionnaires back into NIES Administration 
Schedule order. 

 
Put all NIES Student Questionnaires back in NIES Administration Schedule order, including 
those for absent, excluded, withdrawn, and ineligible students. While you are doing this, 
check to see that you have one questionnaire for each student listed on the NIES 
Administration Schedule regardless of whether the student was surveyed. 

11H. Verify that student ID labels are removed from NIES Student 
Questionnaires. 

 
All student ID labels must be removed from the NIES Student Questionnaires. Verify that the 
students completed this. If any were left on the covers, including those NIES Student 
Questionnaires assigned to students who did not attend the assessment, remove them now, 
unless these students will be invited to participate in a makeup session. 

11I. Enter the following information in the spaces provided on the cover of 
each NIES Student Questionnaire: 

 
 the school ID number; 

 the teacher number(s) from the Administration Schedule that you entered during the 
preassessment visit. For both grades 4 and 8, be sure to record a teacher number in 
both Teacher Number boxes;  

 the NIES Admin Code; and 

 the NAEP student booklet ID number from the NIES Administration Schedule. 

 
If the student has the same teacher for both reading and mathematics (as will be the case 
for most fourth-graders), that teacher will have two different NIES Teacher Numbers (one for 
reading and one for mathematics). 

Similarly, if the student has one teacher for reading and a different teacher for mathematics 
(as will be the case for most eighth-graders), each teacher will have his/her own number 
and his/her own questionnaire (one for reading and one for mathematics). In both cases, 
record the student’s reading teacher number in the box labeled “Reading,” and the 
mathematics teacher number in the box labeled “Math.” 

If the student is withdrawn, ineligible, excluded, or refused, you still need to complete the 
information on the cover of the students’ NIES Questionnaire, including: 

 the school ID number,  

 the NIES Admin Code, and  

 the NAEP student booklet ID number. 
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11J. Transfer the NIES Administration Codes to the NIES Student 
Questionnaire covers. 

 
On the NIES Administration Schedule, you will have recorded an Administration Code in the 
NIES Admin Code column for each student. Transfer each code from the NIES 
Administration Schedule to the Admin. Code box located on the front cover of the 
corresponding NIES Student Questionnaire. 

11K. Band the NIES questionnaires together and place in the NIES 
Administration Schedule on top. 

 
Then, using a rubber band, band together all the questionnaires for the school. If there are 
more questionnaires for a school than will fit in one rubber band, band them together by 
NIES session. Place the questionnaires and NIES Administration Schedule in the Session 
Box. 

Procedure 12. Prepare Materials for Leaving the School 
 
12A.  Prepare NIES materials for the NAEP Storage Envelope. 
 
For the NIES Administration Schedule, make one copy with the student names attached. 
This will be placed in the NAEP Storage Envelope. Next, remove the list of student names at 
the perforated edge and also place them in the NAEP Storage Envelope.  

Make a copy of the NIES Administration Schedule, without the names, and place in the 
School Folder. Also, place the original NIES Administration Schedule, without the names, in 
the Session Box. 

Make one copy, with the teacher names attached, of the NIES Roster of Questionnaires, 
and place it in the NAEP Storage Envelope. Remove the list of teacher names from each 
roster by tearing at the perforated edges, and place the rosters in the NAEP Storage 
Envelope.  

Make a copy of the roster without the names and place it in the School Folder. Place the 
original Roster of Questionnaires, without the names, in the Session Box. 

Finally, place the NIES Student Information Report in the NAEP Storage Envelope.  

12B. Complete the Session Debriefing Form. 
 
Complete the Session Debriefing Form and place it in the School Folder. You are now 
finished with NIES activities. 

12C.  Pack the NIES materials to ship to Pearson. 
 
Your AAs will pack the Session Box materials. Refer to the guidelines for packing Session 
Boxes, according to Pearson procedure, on page 6.12 of the AA Manual. 
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Chapter 9 Summary 
 
At the conclusion of this chapter, you should be familiar with the following:  

 the key NIES materials; 

 the inclusion of students in the NIES; 

 how to complete the NIES tasks during your independent work; 

 how to discuss NIES with the school coordinator; 

 the procedures for preparing NIES questionnaires (student, teacher, and school); and 

 how to administer the NIES. 
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Test Your Knowledge 
 
 
Instructions: Determine if the statements below are true (t) or false (f). 
 
1. ___  A school can only participate in the NIES on the same day as the regular NAEP 

assessment.  
 
2. ___  If a student who is scheduled for the NIES tells you he/she is not of American Indian 

or Alaska Native heritage, and there is no time before the assessment begins to 
check with the school to verify the accuracy of the student’s Race/Ethnicity Code, you 
should ask the student if he/she would mind completing the survey anyway, and 
determine after the session whether the coding is correct.  

 
3. ___  Use the NIES Administration Schedule to record the names of the NIES teachers. 
 
4. ___  Students excluded from NAEP are eligible to participate in the NIES.  
 
5. ___  On the NIES Student Questionnaire, a student may skip any questions he/she does 

not feel comfortable answering. 
 
6. ___  NIES Survey sessions are expected to take about 20–25 minutes for grade 8 

students and 30 minutes for grade 4 students. 
 
7. ___  Students who arrive late for the NIES Survey may be admitted at any time because 

the survey is not timed, and we want to include as many selected students as 
possible.  

 
8. ___  Student ID labels on the NIES Student Questionnaire will be removed by Pearson 

after the questionnaires are linked with students’ NAEP assessment results. 
 
 
 
 
 
 
 



leAdiNg AssessmeNt dAy:  
AFter the sessioN

This chapter provides step-by-step procedures detailing your responsibilities 
on assessment day after the sessions have ended but before you leave the 
school, including how to conduct quality control (QC) checks of your assessment 
administrators’ (AAs’) work, how to determine if a makeup session will need 
to be held, and how to conduct school debriefing activities with the school 
coordinator and your AAs. At the conclusion of this chapter, you should 
understand what procedures to perform after the session.

10. leading A
ssessm

ent d
ay:  

A
fter the session

ChAPter 10

Before you leave the school, you are responsible for ensuring that 
everything is completed accurately and accounted for.
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Leading Assessment 
Day: After the Session

 

Procedure 1. Go to the Work Location for the Assessment Team 
 
After the session, meet your assessment administrators (AAs) in the location where your 
team will be working. If the school is participating in the National Indian Education Study 
(NIES), you will administer the NIES session and then meet your AAs. If you cannot meet 
your AAs immediately following the session, they should take the initiative to begin 
postassessment activities and have their work prepared and ready for you to conduct a 
quality control (QC) check when you arrive.  

Procedure 2. Verify That Your AAs Accounted for All Materials 
Used 
 
The AAs are responsible for returning all NAEP materials to you immediately following the 
assessment in a school. Each and every assessment booklet must be accounted for and 
returned to Pearson; none can be left in the school or thrown away for any reason. If any 
assessment booklets are missing, contact the school coordinator to locate the student and 
retrieve the missing booklet. At this point, collect materials from the AAs that identify the 
names of students and teachers such as the NAEP 2009 Listing of Sampled Students, and 
the copy of the roster. 

Procedure 3. Verify the Administration Schedule Has Been 
Completed Accurately 
 
Immediately following the session, the AA team should have taken the initiative and 
conducted its own QC check to make sure the Administration Schedules were completed 
properly, but you are responsible for the final check of the Administration Schedules for 
each session. 
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Once you have conducted this QC check, report the status of each AA’s Administration 
Schedule in the Assessment QC Record of Part 4 of the Quality Control Booklet (QCB). If 
the requirement has not been met, provide an explanation in the Comments column. To 
conduct a thorough QC check of the Administration Schedules, perform the following 
checks: 

3A. Verify that each student listed on the Administration Schedule has an 
Administration Code entered in column Q. 

 
Entering an Administration Code in column Q of the Administration Schedule is the AA’s first 
responsibility after students have been dismissed. Check that: 

 the AA entered an Administration Code for each student listed on the Administration 
Schedule by running your finger down column Q to verify that there is an entry for every 
student, and 

 the code the AA has entered is consistent with what you have observed during the 
course of the assessment session. 

 
The Administration Codes and their definitions are printed below and on the following pages. 
These codes and guidelines are also printed on the Administration Schedule.  

NOTE: The Administration Codes the AA will enter based on the session results are limited 
to the assessed student codes 10–14, and the absent codes 40–44 and 47–48. 

Definitions of Administration Codes Used in Column Q 
Assessed students—Original session 

10 In session full time. Assessed in original session. 
11 No responses in booklet. Student was in original session full time, but there were no responses in the 

booklet. 
12 In session part time. Student left the original session and did or did not return. Specify the reason on the 

booklet cover. Refer to your Session Debriefing Form for notes made during the assessment. 
13 Session incomplete. Specify the reason. Original session was interrupted, and no student was able to 

complete the booklet (e.g., fire drill). If this code is used, it must be assigned to all students in the session. 
14 Other, specify on cover. Use this code for any situation that is not covered by the other Assessed in Original 

Session Codes (e.g., the discovery of a page missing from a booklet). Explain fully on the booklet cover. 
Assessed students—Makeup session 

20 In session full time. Assessed in makeup session. 
21 No responses in booklet. Student was in makeup session full time, but there were no responses in the 

booklet.  
22 In session part time. Student left the makeup session and did or did not return. Specify the reason on the 

booklet cover. Refer to your Session Debriefing Form for notes made during the assessment. 
23 Session incomplete. Specify the reason. Makeup session was interrupted, and no student was able to 

complete the booklet (e.g., fire drill). If this code is used, it must be assigned to all students in the session. 
24 Other, specify on cover. Use this code for any situation that is not covered by the other Assessed in Makeup 

Session Codes (e.g., the discovery of a page missing from a booklet). Explain fully on the booklet cover. 
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Definitions of Administration Codes Used in Column Q (continued) 
Absent student codes 

40 Temporary. Student is temporarily not in school (less than 2 weeks) due to illness, disability, or excused 
absence. 

41 Long-term. Student has been absent from school 2 weeks or more because of an illness or disability. 
42 Chronic truant. Student attends school occasionally, if ever. 
43 Suspended. Includes in-school suspension. 
44 In school, did not attend session. Student was known to be in school on the day of assessment but did not 

attend any portion of the assessment (e.g., was not released by teacher). 
45 Accommodation scheduling problem. School refused accommodation session due to staffing and/or 

scheduling issues. 
46 Parent refusal. Parent officially notified school that he/she refused to allow student to participate in the 

assessment. 
47 Student refusal. Student officially notified school or NAEP staff that he/she refused to participate in the 

assessment before being given an assessment booklet. 
48 Other, specify on cover. Use this code for any absence not covered by codes 40–47. Specify reason on 

booklet cover (e.g., student came to room too late after session started). 
49 Session/subject refused by school. Entire session or certain subjects within a cooperating session were 

not conducted due to the refusal by the state or school.  
Other student codes 

51 Withdrawn/Graduated. Student is no longer enrolled in the school or is expelled. 
52 Unassigned book (unused). Use this code for any booklet not used because the booklet was not assigned 

to a student. If the student is assigned an accommodation booklet, the original preassigned booklet should 
receive this code. 

54 Ineligible, never attends campus. Student is listed as enrolled but is not physically attending the school 
(e.g., homeschooled or attending all classes off campus). 

55 Ineligible, other. Student was not eligible for the assessment for any other reason (e.g., not in the grade 
being assessed or a foreign exchange student). Explain fully on the booklet cover how you determined the 
student was ineligible. 

56 Not in Sample (NIS). Use this code for any student not sampled but assessed at the convenience of the 
school. 

Reasons for exclusion 
60 SD – Cannot be assessed. Student whose Individualized Education Program (IEP) states he/she cannot be 

tested or whose cognitive functioning is so limited that the student cannot be included in the assessment even 
with an accommodation. 

61 SD – Required accommodation not permitted. Student cannot be included in the session due to a disability 
for which a required accommodation was not permitted (e.g., reading the assessment items to a student 
selected for a reading assessment). 

62 ELL – Cannot be assessed. Student whose English language proficiency is so limited that he/she cannot be 
included in the assessment even with an accommodation. 

63 ELL – Required accommodation not permitted. Student cannot be included in the session due to limited 
proficiency in the English language for which a required accommodation was not permitted (e.g., a bilingual 
booklet for a student selected for the reading assessment). 

64 SD & ELL – Cannot be assessed. Student whose cognitive functioning and/or English language proficiency 
is so limited that he/she cannot be included in the assessment even with an accommodation. 
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Definitions of Administration Codes Used in Column Q (continued) 
Reasons for exclusion (continued) 

65 SD & ELL – Required accommodation not permitted. Student cannot be included in the session due to a 
mental/physical disability and limited English proficiency for which required accommodation was not 
permitted. 

66 Excluded, but assessed. Students who the school deemed should be excluded from the assessment but the 
school requested that they participate anyway.  

67 SD – Required accommodation not available. Student cannot be included in the session due to a disability 
for which a required accommodation was not available (e.g., a scribe or other accommodation supplied by the 
school). 

68 ELL – Required accommodation not available. Student cannot be included in the session due to limited 
proficiency in the English language for which a required accommodation was not available (e.g., a bilingual 
dictionary or other accommodation supplied by the school). 

69 SD & ELL – Required accommodation not available. Student cannot be included in the session due to a 
mental/physical disability and limited English proficiency for which a required accommodation was not 
available.  

 
3B. Verify that an Administration Code of 52 has been entered for all 

unassigned booklets on the Administration Schedule. 
 
Verify that for all unassigned booklets, the AA entered Administration Code 52 = 
Unassigned book (unused) in column Q of the Administration Schedule. These are lines 
on the Administration Schedule where there is a preprinted booklet ID number but the 
booklet was never assigned to a student.  

NOTE: Blank lines that do not have a preprinted booklet number should not be given an 
Administration Code. 
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3C. Verify the Summary Box has been completed accurately. 
 
It is very important that the summary information at the top of the Administration Schedule is 
accurately recorded, as described below. 

 

You will need to verify these Summary Box totals before performing the calculations to 
determine if a makeup session is necessary. 

“Not in Sample” Students, Administration Code 56 
If a school required some students to be included in the assessment even though they were 
not sampled, you will have added the students’ names to the bottom of the Administration 
Schedule prior to the assessment. You will also have entered the Administration Code 56 = 
Not in Sample for these students in column Q on the Administration Schedule. 
 
Not in Sample students should not be counted in the # Assessed (Original Session) at the 
top of the Administration Schedule. 
 
AAs will also need to record Administration Code 56 on the booklet covers of the Not in 
Sample students. 

 
NOTE: If a school refuses to allow a session to be conducted, code all assigned booklets  
49 = Session/subject refused by school on the Administration Schedule. After completing 
the top of the Administration Schedule and making photocopies, open the refused Session 
Box and place the Administration Schedule for that session inside the box on top of the 
materials. The bundles of booklets should remain sealed. Return the refused Session Box of 
materials to Pearson with the other Session Boxes. 
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Procedure 4. Verify That the Booklet Covers Have Been Completed 
Accurately 
 
The AA team should have conducted its own QC check to make sure the booklets were 
completed properly. You will evaluate the AA on how well he/she completed the QC check in 
the QCB. However, you are responsible for the final check of the booklets for each session. 

To conduct this final QC check, thumb through the booklets and spot check that the booklet 
covers have been completed correctly. As a general rule, run every third or fourth booklet in 
the stack through the comprehensive series of checks provided below. 

This procedure will help you determine if the AA is making any major errors. If you find any 
errors, consult the AA immediately and jointly check each booklet to make sure the error has 
not been repeated. 

Once you have conducted this check, report the status of each AA’s materials in the 
Assessment QC Record in Part 4 of the QCB. 

To conduct a thorough QC check of booklets, perform the following checks: 
 
4A. Ensure that all booklets, including those separated during the 

preparation activities, are in Administration Schedule order. 
 
Check that: 
 there is one booklet for each selected student, regardless of whether the student was 

assessed, and 

 all booklets are in Administration Schedule order, including booklets for absent, 
excluded, withdrawn, and ineligible students, as well as students assessed with an 
accommodation booklet. 

 
4B. Verify that student ID labels were removed from booklets. 
 
All student ID labels must be removed from the booklets. Following the session script, the 
AA should have instructed students to do this before they were dismissed from the 
assessment session. Check that the labels were removed from all booklets, including the 
Extended Student Background Questionnaire (ESBQ) and those belonging to students who 
did not participate in the assessment, unless those students will be invited to participate in a 
makeup session. 

4C. Verify that ancillary materials were removed from the booklets. 
 
Check that the AA has removed all ancillary materials from the student booklets. 
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4D. Ensure each booklet has the correct school ID number. 
 
Check that: 

 for grade 4, the AA entered on each booklet the seven-digit NAEP school ID number 
from the Administration Schedule in the boxes labeled School #; and 

 for grades 8 and 12, students have entered the correct school ID number; if not, verify 
that the AA has entered it.  

 
4E. Verify that the students recorded their teacher numbers. 
 
Check that all grade 4 and grade 8 students have recorded a teacher number on their 
booklet. While there is no way you or the AA can know if the student has entered the correct 
teacher number, it is the AA’s responsibility to verify that students in grades 4 and 8 entered 
a teacher number in the proper space on their booklets.  

NOTE: Students in accommodation sessions may have written their teacher’s name on the 
front cover of the booklet. AAs are responsible for recording the corresponding teacher 
numbers for these students and erasing the names of the teachers from the booklet covers. 
Some of these students may have teachers who were not originally given a number and a 
Teacher Questionnaire. In this case, you will have to add the teacher to the roster and let 
the AA know what the newly assigned teacher number is. You will also need to provide the 
appropriate additional questionnaire for the school coordinator to give to the teacher. 

4F. Verify the Administration Codes were transferred to the student booklet 
covers. 

 
Check that the AAs transferred each Administration Code from the Administration Schedule 
(column Q) to the Admin. Code boxes located on the front cover of the corresponding 
booklet.  

4G. Verify that any Administration Code requiring an explanation has one on 
the front cover. 

 
The Administration Codes 12–14, 22–24, and 48 all require, by definition, an explanation of 
the individual situation. For each of these codes, verify the AA documented the details on 
the Session Debriefing Form. Check that the AAs wrote a clear explanation on the booklet 
cover for each student given one of these codes. The AA should not write in the booklet 
timing tracks (down the left side of the cover or on the boxes with recorded information). 
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4H. Verify that the Planning Code recorded on the booklet cover matches 
the Planning Code in column N on the Administration Schedule.  

 
To collect all of the information about the students who were assessed with 
accommodations, a list of accommodations offered has been printed on the front cover of 
every booklet. The AA should have shaded the oval for every accommodation offered to the 
student. As described earlier, your AAs should transcribe this information from the 
Assessment Information Form, as shown on the next page. 

For students requiring an accommodation, check that the AA has 

 recorded the Planning Code of 2 or 3 from column N on the Administration Schedule to 
Planning Code (Col. N) on the booklet cover; and 

 shaded in the appropriate ovals on the front of the student’s booklet cover to reflect all 
accommodations offered to the student. 

 
4I. Verify that the accommodations have been recorded on the student 

booklet cover. 
 
The accommodation codes are recorded by the AA on the student’s booklet cover after the 
assessment. Students who were assessed with an accommodation should have the ovals 
for all accommodations offered shaded on the student’s booklet cover, regardless of the 
accommodation. For students who are not classified with disabilities (SD) or as English 
language learners (ELL), there should be no accommodations recorded on the student 
booklet cover. 
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Example of Transferring Accommodations Onto the Student Booklet Cover 
 

 

4J. Verify that students who required the extended time accommodation 
(EXT) have the “Total Time” recorded on the front cover. 

 
For students who received the extended time accommodation, check that in the Total Time 
for Accommodation (EXT) boxes on the booklet cover, the AA has: 

 entered the total number of minutes the student took to complete the cognitive sections 
of the assessment booklet, 

 entered “050” if a student who was offered extended time did not take more than the 
standard 50 minutes of time to complete the cognitive sections, and 

 not entered a number of minutes that is more than three times the regular amount of 
time allocated for the cognitive sections of the booklet (i.e., no more than 150 minutes), 
which is the limit for the extended time accommodation. 



 

 

 

LEADING ASSESSMENT DAY: AFTER THE SESSION

 
 10.10 ASSESSMENT COORDINATOR MANUAL 

4K. Ensure that all booklets have been banded together and the 
Administration Schedule is placed on top of the stack of booklets for 
the regular session. 

 
Verify that: 

 the correct Administration Schedule is placed on top of each stack of booklets for the 
regular session, and  

 the Administration Schedule is not banded with the booklets. This will tear the edges. 

 
Procedure 5. Verify That the ESBQ Administration Schedule(s) and 
ESBQ Booklets Were Coded Correctly, If Necessary 
 

ESBQESBQ
 

If the ESBQ was administered at the school, you will need to include the 
ESBQ Administration Schedule and the ESBQ booklets in your QC 
activities. Conduct a spot check to ensure that the ESBQ booklets have 
been prepared according to NAEP standards. Run every third or fourth 
ESBQ booklet in the stack through a comprehensive series of checks. If 
you find any errors, you and your AAs will check each booklet to make 
sure the same error has not been repeated. 

5A. Entered an ESBQ Administration Code on the ESBQ Administration 
Schedule. 

 
Verify that the AAs recorded the ESBQ Administration Code for each student without one in 
the ESBQ Admin Code column in the ESBQ Administration Schedule. All of the ESBQ 
Administration Codes are listed on the right side of the ESBQ Admin Code column. The 
codes are grouped according to participation status: assessed students (ESBQ 
Administration Codes 10–14) or absent students (ESBQ Administration Codes 40–49). 

5B. Entered an ESBQ Administration Code of 52 for all unassigned ESBQ 
booklets. 

 
Every line of the ESBQ Administration Schedule that has a NAEP Student Booklet ID # pre-
printed on it will need to have an ESBQ booklet assigned to it and an ESBQ Administration 
Code recorded. Therefore, check that the AA has entered an ESBQ Administration Code of 
52 was assigned in the ESBQ Admin Code column of the ESBQ Administration Schedule for 
all unassigned ESBQ booklets. 

5C. Completed the ESBQ Summary Box. 
 
Check that the summary information at the top of the ESBQ Administration Schedule is 
accurately recorded. 
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SCSSCS

5D. Totaled the Summary Box information on the ESBQ Administration 
Schedule. 

 
Since ESBQ Administration Schedules are printed by session, you may have 
multiple ESBQ Administration Schedules. If this is the case, add up the 
information in the Summary Boxes on each of the ESBQ Administration 
Schedules. Enter the total of these fields in the Special Studies tab of the 

School Control System (SCS) after you leave the school. To complete this task, use the 
ESBQ worksheet in Part 5 of the Quality Control Booklet and add up the following fields: 

 Original sample, 

 New Enrollee,  

 Total in Sample,  

 Withdrawn/Ineligible,  

 Excluded,  

 Absent,  

 Refused, and  

 Total Assessed.  

 
5E. Organized ESBQ booklets back into ESBQ Administration Schedule 

order. 
 
Ensured that all ESBQ booklets are in the ESBQ Administration Schedule order. 

5F. Verified that student ID labels were removed from the ESBQ booklets. 
 
The student labels must be removed from the ESBQ booklets. You must verify that this was 
checked by your AAs. 

5G. Ensured that each ESBQ booklet cover has the correct school ID 
number. 

 
Check that on each grade 4, 8, and 12 ESBQ booklet cover, the school ID number from the 
ESBQ Administration Schedule is recorded in the boxes labeled School #. 

5H. Recorded the Administration Codes on the ESBQ booklet covers. 
 
Check that the AA transferred each code from the ESBQ Administration Schedule to the 
ESBQ Admin. Code boxes located on the front of the corresponding ESBQ booklets. 
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5I. Recorded the NAEP student booklet ID number on the ESBQ booklet 
covers. 

 
Check that the AA recorded the NAEP student booklet ID number on the ESBQ booklet 
covers, including for students who are withdrawn, ineligible, and excluded. 

5J. Banded the ESBQ booklets together and placed the ESBQ 
Administration Schedule on top of the stack. 

 
The ESBQ booklets should be banded together and the ESBQ Administration Schedule 
should be placed on top of the stack. The AA should not band the ESBQ Administration 
Schedule with the booklets. This will tear the edges. 

Procedure 6. Complete School Staff Questionnaire Activities 
 
To complete the questionnaire activities, do the following: 
 
6A. Collect the questionnaires from school staff, if necessary. 
 
Retrieve any outstanding school staff questionnaires from the school coordinator, including 
any blank questionnaires completed online.  

NOTE: You should have collected the SD and ELL Questionnaires at the preassessment 
visit. If you did not collect all of them prior to the assessment, collect them now. 

Band together all questionnaires that were completed online. You will hand them to the 
school coordinator after the debriefing interview and instruct him/her to throw them away. 
Any questionnaire filled out on the hardcopy form must be retained and included in the 
Session Box to ship to Pearson.  

At this point, if you find there are questionnaires that have not been completed, arrange to 
collect the completed questionnaires from the appropriate school staff members before you 
leave the school. If this is not possible, you must leave a postage-paid Supplemental 
Shipping Envelope (included in your bulk supplies) with the school coordinator so that the 
school can return the completed questionnaires directly to Pearson. 
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If the school is participating in the NIES, collect any outstanding NIES school 
staff questionnaires at this time. Any NIES Questionnaires that are not 
returned to you before you leave the school must be completed and returned 
directly to Pearson in the Supplemental Shipping Envelope. NIES and NAEP 
Questionnaires can be combined and mailed in one envelope. 
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6B. Verify that each Roster of Questionnaires has been filled out accurately 
and completely. 

 
Verify that each roster has been completed accurately and fully by: 

 

 entering any missing information on the roster(s),  

 reviewing all information that is entered to make sure that it is correct, 
and 

 carefully reviewing the back of the grade 8 roster to confirm the 
mathematics and science teacher numbers are assigned correctly.  

 
6C. Update the status of the questionnaires on the appropriate Roster of 

Questionnaires. 
 
As completed questionnaires are returned to you, update their status in the Return Status 
column in the NAEP section on the original roster: 

 Shade the Hardcopy oval for questionnaires completed on hardcopy. 

 Shade the Online oval for questionnaires completed electronically. 

 Shade the Not completed oval for any questionnaires not completed or returned. 
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If the school is participating in the NIES, shade in the appropriate ovals in 
the Return Status column on the NIES Roster of Questionnaires as 
completed questionnaires are returned to you. 

 

 

The Importance of Completing Rosters 

For every set of School, Teacher, SD, ELL, and NIES Questionnaires, 
Pearson must receive a completed, original version of the Roster of 
Questionnaires. If the roster is not placed in the Session Box, or if a 
photocopy is sent instead of the original, the roster has to be recreated at 
Pearson in order to scan the data. This means someone has to piece 
together all the information that belongs on the roster before the 
processing and analysis can begin. Therefore, it is very important that the 
completed, original Roster of Questionnaires is always sent in with your 
Session Box materials at the end of the assessment.  
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6D. Verify that the covers of the questionnaires have been filled out 
accurately and completely. 

 

 

For completed hardcopy questionnaires, you will need to 

 enter any missing information on the cover, and 

 review all information entered on the cover to make sure that it is accurate. 
 
6E. Remove the label on the front cover of each questionnaire.  
 
Before giving the questionnaires to the school coordinator, your supervisor affixed a 
removable label to the front cover of each SD, ELL, School, and Teacher Questionnaire. 
Remove and destroy the label from each questionnaire before packing the questionnaires in 
the Session Box to send to Pearson. 
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If the school is participating in the NIES, be sure to remove and destroy the 
labels from the NIES School and Teacher Questionnaires as well. 

 
Procedure 7. Determine Whether a Makeup Session Must Be Held 
 
When assessment attendance at a school is below 90 percent, a makeup session will need 
to be scheduled. The AAs are responsible for recording on the Administration Schedule the 
# Assessed (Original Session), # Refused, and # Absent. It is your responsibility to 
compute the response rate for the school and determine if a makeup is necessary. 

 To calculate the assessment attendance, use the Makeup Session Worksheet located 
in Part 5 of the QCB (shown on the following page). Round percentages to the nearest 
whole percentage. 

 If a makeup session is not required, complete the # Assessed (Makeup Session) and 
TOTAL ASSESSED blanks on the top of the Administration Schedules. Enter “0” for # 
Assessed (Makeup Session) and enter the same number as # Assessed (Original 
Session) on the TOTAL ASSESSED blank. 

 If a makeup session is required, these blanks will be filled in after the makeup session 
has been completed. 
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If the school is participating in the NIES and a makeup session needs to 
be held for NAEP, plan to also hold a makeup session for the NIES on the 
same day as the NAEP makeup session if there were any students 
absent from the NIES session(s). If a makeup session is not needed for 
NAEP, there will be no makeup session for the NIES in that school. 
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Example of Makeup Session Worksheet 
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Procedure 8. Organize Materials 
 
8A. Prepare materials. 
 
After verifying that information entered on all of the forms is complete and accurate, use the 
table below to guide you through the process of preparing materials for the NAEP Storage 
Envelope and School Folder:  

Form Action Final Placement 

 Make one copy with student names 
attached. 

NAEP Storage Envelope 

 Remove the list of student names at 
the perforated edge. 

NAEP Storage Envelope 

 Make a copy of the Administration 
Schedule, without names.  

School Folder 

Administration Schedule 
(including NIES and ESBQ, 
if applicable) 
 

 Place the original Administration 
Schedule, without names. 

Session Box 

 Make one copy with teacher names 
attached. 

NAEP Storage Envelope 

 Remove the list of teacher names 
from each roster by tearing at the 
perforated edge. 

NAEP Storage Envelope 

 Make a copy of the roster without 
names. 

School Folder 

Roster of Questionnaires 
(including NIES,  
if applicable) 

 Place the original Roster of 
Questionnaires, without names. 

Session Box 01 

 Make one copy with student names 
attached. 

NAEP Storage Envelope 

 Remove the list of student names by 
cutting off the Student Information 
column. 

NAEP Storage Envelope 

Inclusion Worksheet 

 Place the original Inclusion 
Worksheet, without names. 

School Folder 

NAEP 2009 Listing of 
Sampled Students 
Listing of Sampled 
Students for NIES 

 Collect original and all copies of the 
Listing of Sampled Students from 
your AAs.  

NAEP Storage Envelope 

Student Information 
Report  

 Place the original Student 
Information Report. 

NAEP Storage Envelope 

New Enrollee Listing 
Form  

 Place the original New Enrollee 
Listing Form. 

NAEP Storage Envelope 

SD/ELL Online 
Questionnaire Summary 

 Place the original SD/ELL Online 
Questionnaire Summary. 

School Folder 
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If a makeup session will be held at the school: 

 Leave the names attached to the Administration Schedule and Roster of 
Questionnaires.  

 Fold back the names and make one copy of the Administration Schedule and Roster of 
Questionnaires for your School Folder.  

 Leave the Administration Schedules and roster with the names attached in the NAEP 
Storage Envelope at the school to be accessed on the day of the makeup session(s).  

 After the makeup session(s), the AA will finalize the NAEP Storage Envelope and 
provide you with final copies of the Administration Schedule and Roster of 
Questionnaires for the School Folder.  

 
8B. Record the NAEP school ID number on the “Destroy by” postcard. 
 
Record the school ID number, school name, city, and state (from the Administration Schedule) 
in the space provided on the “Destroy by” postcard, as shown in the example below.  
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8C. Staple the “Destroy by” card to the front of the NAEP Storage Envelope. 
 
Staple the “Destroy by” card to the front of the NAEP Storage Envelope in the upper-right 
corner, as shown here: 

 

 

 
NOTE: For grade 12 schools, the contents of the NAEP Storage Envelope will be destroyed 
by December 31, 2009. 
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Procedure 9. Perform Final Check of Session Box Materials 
 
To conduct a final check of the Session Box materials, perform the following: 
 
9A. Receive the Session Box from the AA. 
 
When the AA has completed his/her tasks immediately following the session and you have 
completed your QC checks, the AA will pack the session materials in the Session Box and 
give the box to you. 

It is your job to make sure that the AA packs the Session Box properly and returns it to you. 

9B. Place the completed questionnaires in the Session Box. 
 
Once you have received the Session Boxes from the AAs, place the school staff 
questionnaires you have collected from the school coordinator at the top of Session XX01 
Box along with the completed original Roster of Questionnaires. 
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If there are NIES school staff questionnaires at the school, place them along 
with the NIES Roster of Questionnaires in Session XX01 Box underneath the 
NAEP school staff questionnaires. 
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9C. Verify that the boxes are packed according to Pearson procedure. 
 
Next, check to make sure the materials are packed according to the examples shown in the 
diagram of the Session Boxes. When the box is completely packed, place the pillow pack to 
use as a filler before sealing the boxes. 

In this procedure, you are conducting a final comprehensive check of the Session Box(es) 
that will be sent to Pearson to verify that the AA has properly completed all of his/her 
responsibilities following the assessment, and that you have included all other required 
materials. 

Double-check the following: 

 There is an original Administration Schedule without names in each Session Box. 
Verify that the AA has included the original (blue) Administration Schedule and 
NOT a photocopy. You will need to place any copies of the Administration Schedule(s) 
in the NAEP Storage Envelope. 

 The ancillary materials are included in the box to be mailed to Pearson. 

 
9D. Receive bulk supply session materials from the AA. 
 
Following the assessment, the AA will have a number of materials that should be returned to 
you. These include: 

 all calculators; 

 all unused ancillaries; 

 used foam shapes (Manipulative Set “K”), rulers, and ruler/protractors; 

 extra pencils; 

 session timer;  

 any extra “Testing in Progress” signs that you may have provided from your bulk 
supplies (the signs that were shipped in the Session Boxes should be returned in the 
Session Boxes); and 

 Booklet Cover Posters. 

If you have not already done so, be sure to also collect any and all copies of: 

 Administration Schedules, and 

 ESBQ and NIES student lists. 

During this final QC check, ask for these materials if you have not received them from the AA.  
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Procedure 10. Complete School Debriefing Activities 
 
10A. Review Session Debriefing Form. 
 
The Session Debriefing Form is the written record of the conduct of each session. It also 
serves as a resource for answering any questions raised after the assessment.  

The AA is responsible for completing the Session Debriefing Form. A Session Debriefing 
Form must be completed for each assessment session, including makeup, accommodation, 
and NIES sessions.  

The AA should have partially filled out the form prior to the session. After the AA finalizes 
the form, you will need to review it. If any problems or unusual situations arose during the 
administration of the assessment, speak with the AA about them. It is important to document 
exactly what happened, how it affected the students, and how and by whom the situation 
was resolved. If no unusual situations or problems occurred, it is not necessary to speak 
with your AA about the information he/she wrote on the form. 

After you have reviewed the form, initial it in the space provided in the top-right corner, and 
place it in the School Folder. 
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10B. Debrief the school coordinator. 
 
What you need to know: What you need to do: 

 You arranged this interview during the 
preassessment visit. 

 The interview should take no more than  
5–10 minutes. 

 The Rule: The interview should be 
conducted only on the day of the original 
assessment. 

 The Exception to the Rule: If you are 
unable to meet with the school 
coordinator before leaving the school, 
leave the NAEP Storage Envelope, used 
ancillary items, and the School Certificate 
of Appreciation with the school secretary. 
Call the school coordinator as soon as 
possible to conduct the interview over the 
telephone and confirm he/she has 
received the NAEP Storage Envelope. 

 For makeup session(s), contact the 
school coordinator following the makeup 
session(s) only if something unusual 
happened during the session. 

 Use the scripted debriefing questionnaire 
in Part 6 of the QCB to conduct the 
interview and record the school 
coordinator’s answers to the questions. 

 Obtain the school coordinator’s reaction to 
assessment activities, ask about any 
special preparations undertaken before the 
assessment, and obtain feedback about 
how NAEP can improve participation. 

 If grade 12, obtain the completed 
Grade 12 Strategies Form. If the school 
coordinator did not complete one, you 
will need to collect the information and 
transcribe the data into the Special 
Studies tab of the SCS. An example of 
the Grade 12 Strategies Form is shown 
on the following page. 

 Thank the school coordinator, leave the 
NAEP Storage Envelope, give the school 
coordinator ancillary materials that can be 
left at the school, hand him/her any 
questionnaires completed online and 
instruct him/her to throw these away, and 
present the School Certificate of 
Appreciation.  
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Example of Grade 12 Strategies Form 
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Example of Grade 12 Strategies Form (continued) 
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10C. Schedule a makeup session with the school coordinator, if necessary. 
 
At the end of the debriefing interview, if necessary, schedule a makeup session with the 
school coordinator.  

Use the following standard NAEP guidelines for scheduling makeup sessions: 

 Hold one makeup at a school (unless the school had assessments for more than one grade). 

 Invite all students who were absent (not refused). 

 All makeup session students can be assessed in a single location even if the students 
are listed on more than one Administration Schedule, unless they are being 
accommodated in separate sessions. 

 Include the ESBQ as part of the makeup, if necessary. 
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If the NIES Survey was conducted at the school and any students were 
absent from the survey session, hold an NIES makeup session immediately 
after the NAEP makeup session.  

If the school is reluctant to schedule a makeup session, stress the importance of a high 
participation rate for the accuracy of the assessment results. The makeup sessions are just 
as important as regular sessions. Your responsibility as an AC is to encourage makeup 
sessions to be completed when necessary. If the school is still reluctant, be sure to record 
the situation and discuss the matter with your supervisor immediately. In some situations, a 
makeup may be difficult (e.g., in the case of chronically absent students). 

If a makeup session is needed but refused by the school, shade in the Makeup Not Held 
oval at the top of the Administration Schedule (as shown on page 10.26). 

Once the makeup session is scheduled, record the date, time, and location of the session in 
the box provided at the top of the Administration Schedule. 

SCSSCS
 

Record the date of the makeup session in the SCS, so that Pearson 
knows when to expect the Session Boxes for the school. See the SCS 
User’s Guide in Systems: The AC Guide to Using NAEP Systems for 
more information. 
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Procedure 11. Arrange With Staff to Conduct a Makeup Session, If 
Necessary 
 
If a makeup session is required, complete the following: 
 
11A. Assign the AA(s) to conduct the session. 
 
The AAs conducting the makeup sessions will be returning to the school without you or the 
other team members. Therefore, when possible, choose one or two of your most competent 
AAs to conduct all of the makeup sessions.  

11B. Notify the AA(s) about conducting the makeup session. 
 
Before your assessment team leaves the school on assessment day, notify the AA(s) that 
you have scheduled the makeup session. Be sure to give the AA(s) an Assessment 
Information Form with the time, date, and location where the makeup will take place, as well 
as other pertinent information. If the AA is not present at the school on the original 
assessment day, contact the AA with his/her new assignment. 
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11C. Give the AA the session materials he/she will need to conduct the 
makeup session. 

 
The AA assigned to conduct the makeup session should keep the materials in his/her 
possession until returning to the school to conduct the makeup. Be sure to give the AA 
assigned to conduct the session the materials he/she will need before leaving the school on 
assessment day, and remind the AA about security and confidentiality procedures. If the AA 
assigned to conduct the makeup session is not with you that day, make a note to give the 
materials to him/her as soon as possible. 

Guidelines for conducting the makeup session, coding the booklet covers, and packing the 
Session Box are included in chapter 7 of the AA Manual. A checklist of these activities is 
also included in the AA Quick Checks in the back of the AA Manual. 

 

Security and Confidentiality 

Be sure that the AAs know how to protect the security of these materials in 
the interim by following the NAEP security and confidentiality guidelines. 
Review these procedures with the AA before handing the materials to 
him/her. 
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If an NIES makeup session will also be conducted, you—not an AA—will 
need to conduct both the NAEP makeup session and the NIES makeup 
session at the school. 

 
After conducting the makeup session, the AA will return the assessment materials to you. 
You will be responsible for shipping the Session Box(es) to Pearson as soon as possible 
after the makeup session. 

Chapter 10 Summary 
 
At the conclusion of this chapter, you should be able to 

 verify that the Administration Schedule has been completed correctly, 

 confirm that the booklet covers were completed accurately, 

 complete the school coordinator debriefing activities, and 

 schedule a makeup session.  
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Test Your Knowledge 
 
 
Instructions: Determine if the statements below are true (t) or false (f). 
 
_____ 1. Entering an Administration Code in column Q (labeled Admin. Code) of the 

 Administration Schedule is the AA’s first responsibility after students have been 
 dismissed. 

 
_____ 2. Verify that for all unassigned booklets, the AA entered Administration Code 52 = 

 Unassigned book in column Q of the Administration Schedule. 
 
_____ 3. If a student is assigned a Planning Code of 2 or 3 in column N of the Administration 

 Schedule, there should also be a Planning Code recorded on the student's booklet 
 cover. 

 
_____ 4. You will need to verify the Summary Box totals on the Administration Schedule  
  before adding up the totals to determine if a makeup session is necessary. 
 
_____ 5. A code of “050” should be entered for a student who was offered extended time, but 

 did not take more than the standard 50 minutes to complete the cognitive sections. 
 
_____ 6. If you find, after the assessment, that some Teacher Questionnaires have not been 

 completed, you can count these as missing.  
 
_____ 7. If a makeup session is going to be held at the school, leave the student names 

 attached to the Administration Schedule and Roster of Questionnaires. 
 



resPoNsiBilities AFter leAViNg the sChool

This chapter describes the procedures that must be completed following each 
assessment. Your responsibilities include conducting a quality control (QC) check 
of any makeup session materials, shipping Session Boxes to Pearson, entering 
assessment information into the School Control System (SCS), and finalizing 
School Folders. At the conclusion of this chapter, you should be familiar with all 
the guidelines for completing the tasks described above.

11. responsibilities A
fter  

leaving the school

ChAPter 11

Shipping the completed assessment materials is one of your  
most important tasks.
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Responsibilities After 
Leaving the School

 

Procedure 1. Conduct a Quality Control (QC) Check of Makeup 
Session Materials, If Necessary 
 
If a makeup session was held, it is your responsibility to conduct a QC check of the 
assessment administrator’s (AA’s) work with the makeup session materials before you 
prepare the session materials for shipping. 

The AA will enter the results from the makeup session on the Administration Schedules. On 
each Administration Schedule, complete the following steps: 

1. Make sure the Makeup Held oval is shaded. 

2. Verify that the AA changed the Administration Code for each student who participated in 
the makeup session. The AA should have erased the initial absent code and entered 
one of the ASSESSED IN MAKEUP codes (20–24). 

3. Check that the AA completed the remaining entries in the Summary Box. The number of 
students who participated. In the makeup session should be written on the line labeled 
# Assessed (Makeup Session). This number should be added to the line labeled # 
Assessed (Original Session) and the sum written on the line labeled TOTAL 
ASSESSED. 

4. After you finish checking the Administration Schedules, check the booklet covers. Using 
the information from the Administration Schedules, review the booklet covers for all of 
the students invited to attend the makeup session. Ensure that the covers are coded 
correctly, according to the same procedures for coding booklet covers in a regular 
session (as described in the AA Manual). 

5. Repeat the above procedures for any Extended Student Background Questionnaire 
(ESBQ) makeup sessions, if one was conducted. 
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The Makeup Session Process 
 

 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL 11.3 

Procedure 2. Ship Session Boxes to Pearson 
 
You are responsible for shipping the completed materials to Pearson as soon after the 
session as possible and no later than 1 day after the assessment or makeup session. Follow 
these next steps for preparing and shipping boxes. 

2A. Attach the FedEx return labels to the boxes. 
 
Place a prepaid, preaddressed FedEx Express 2-day return label on each box that is to be 
returned (see example on the next page). 

The FedEx tracking number is scanned at the time of pickup, so do not make any alterations 
to the label or use a photocopied label. FedEx will not accept packages with altered or 
photocopied return labels. If you do not have enough FedEx return labels (one is required 
for each box), call Pearson at 1-888-627-6237. 

 



 

 

 

RESPONSIBILITIES AFTER LEAVING THE SCHOOL

 
 11.4 ASSESSMENT COORDINATOR MANUAL 

FedEx Return Label 
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2B. Complete the purple label on each box. 
 
Each Session Box will arrive from Pearson with a purple label on the side that says 
“Important NAEP Materials.” On the “Box __ of __” line, fill in the number sequence of the 
boxes being returned for the school (e.g., Box 1 of 3, Box 2 of 3, etc.). These numbers are 
important because they help to confirm that all of the boxes have been received at Pearson. 
If the purple label becomes damaged, replace it with the extra label provided in the Session 
Box. 

 



 

 

 

RESPONSIBILITIES AFTER LEAVING THE SCHOOL

 
 11.6 ASSESSMENT COORDINATOR MANUAL 

2C. Arrange for FedEx to pick up the boxes. 
 
You may drop off the boxes at any FedEx location or call 1-800-GOFEDEX (1-800-463-
3339) to schedule a pickup. You may give the sealed boxes to an AA to drop off at a FedEx 
location, if necessary. 

 

Do not leave the boxes unattended for pickup. Do not leave the boxes at 
the school or at any other FedEx pickup location unattended. 

 
If you call FedEx for a scheduled pickup, have the following information available when you call: 

 Shipping type, Express or Ground: This is critical, as FedEx has different business 
units for ground and air, which do not overlap. Express will be used for session 
shipments. Ground will be used for returning bulk materials at the end of your 
assessment period; 

 contact name; 

 contact telephone number; 

 pickup address; 

 Zip Code (the representative will then verify the city by the Zip Code that you provide); 

 the number of boxes you are shipping; and 

 the average package weight (use 8 pounds per Session Box, 15 pounds per bulk box). 

 
FedEx will give you a confirmation number and the date of the pickup. In most cases, your 
pickup will be scheduled for the following business day or the date you requested. In some 
large metropolitan areas, if you call FedEx early in the day, your pickup may be scheduled 
for that same day. 

2D. Destroy the remaining labels. 
 
After returning your materials for this project, any remaining FedEx labels must be 
destroyed. These are project-specific labels and cannot be reused. 
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Procedure 3. Record Shipping Information on the School Folder 
and the Quality Control Booklet (QCB) 
 
At the bottom of the FedEx return shipping label, there is a small, peel-off label preprinted 
with the tracking number. 

Peel off the label with the tracking number and affix it to the back cover of the School Folder. 
Then, in the space provided next to the tracking number, record the date you shipped the box. 

 
 
Enter the Makeup Session Status and the Session Box Shipping Information on the back 
cover of the QCB. 
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Procedure 4. Enter Assessment Information Into the School 
Control System (SCS) and the Pearson Materials Tracking 
System (MTS) 
 

 

SCSSCS
 

The following table outlines the information you 
need to enter into the SCS and MTS. The SCS 
User’s Guide and the Pearson MTS User’s Guide in 
Systems: The AC Guide to Using NAEP Systems 
have details on how to enter this information.  

SCS and MTS Entries 
 

Session Disposition/Type SCS Entry MTS Entry 

Makeup session is scheduled Enter scheduled makeup date. N/A 

Completed NAEP session From the Summary Boxes of the 
Administration Schedules in the 
School Folder, enter the: 

 number of students in the new 
enrollee sample; 

 number of withdrawn, ineligible, 
excluded, and absent students; 

 number of refusals (parent, 
student, and session/subject); and 

 number of students assessed in 
the regular and makeup sessions. 

From the School Folder, enter: 

 the shipping date for each 
Session Box, and 

 the tracking number for each 
Session Box. 

 From the Summary Boxes of the 
ESBQ Administration Schedule(s), 
enter the total: 

 number of newly added 
students; 

 number of withdrawn, ineligible, 
excluded, and absent students; 

 number of refusals (parent and 
student); and 

 total number of students 
assessed in the regular session 
and makeup session. 

 

 From the Grade 12 Strategies Form, 
enter the data into the Special Studies 
tab. 
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SCS and MTS Entries (Continued) 
 

Session Disposition/Type SCS Entry MTS Entry 

2009

 

From Summary Boxes of the NIES 
Administration Schedule(s), enter the 
total: 

 number of newly added students; 

 number of withdrawn, ineligible, 
excluded, and absent students; 

 number of refusals (parent and 
student); and 

 total number of students surveyed 
in the regular session and makeup 
session. 

 Not applicable if the NIES 
Survey was conducted on the 
assessment day. 

 If the NIES Survey materials 
were shipped separately from 
the NAEP Session Boxes: 

- mark the box of materials 
not used in the MTS, 

- enter the shipping date, 
and 

- enter the tracking number 
of the NIES shipment 
(envelope or box). 

All sessions for this school are 
complete 

Update the “Assessment Complete?” 
field from No to Yes. 

N/A 

 

Procedure 5. Finalize School Folders 
 
At this point, the names of students should not be on any document, on the QCB, or on any 
form sent to your supervisor in the School Folder. As a reminder, no student names should 
be written anywhere on the documents sent with the finalized School Folders.  

Finalize each School Folder by referring to the School Folder Transmittal Form. Put your 
initials over each item in the AC to Supervisor column, on the School Folder Transmittal 
Form, and then keep a copy for your files. 



 

 

 

RESPONSIBILITIES AFTER LEAVING THE SCHOOL

 
 11.10 ASSESSMENT COORDINATOR MANUAL 

As a general rule of thumb, when in doubt, leave any form not listed in the School Folder 
Transmittal Form in the School Folder. If you are unsure about whether a document or note 
should be left in the School Folder, follow this guideline as long as student names are not 
listed on the document in question. A sample of a completed School Folder Transmittal 
Form is shown below. 
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The School Folder must contain all required information, because Westat staff will frequently 
refer to the contents during booklet processing and statistical checks. If the photocopy of the 
final Administration Schedule for each session or the Roster of Questionnaires is not included 
in the School Folder, your supervisor may ask you to return to the school to obtain it. 

It is important to note that once your supervisor receives the School Folder, he/she will check 
each folder using the School Folder Quality Control Checklist. The checks on this QC checklist 
are used to ensure that all the documents in the School Folder are completed accurately. 

NOTE: If any data on the forms in the School Folder are incorrect or missing, this will be 
documented in your personnel file. 
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Procedure 6. Ship School Folders to Your Supervisor 
 
During the first week of your assessments, ship the first two or three School Folders on 
Thursday for FedEx overnight delivery to arrive to your supervisor on Friday. After the first 
shipment, send the School Folders every Friday for delivery on Tuesday (2-day FedEx). 

NOTE: Use blank FedEx labels to send the folders to your supervisor, not the preprinted 
FedEx labels that you use to return the Session Boxes to Pearson. 

There are two options for getting your package to FedEx: 

 The courier will come to your house or other designated location and pick up the 
package. To request a pickup time or to get a list of FedEx locations, call 1-800-GO-
FEDEX or go to their website at: http://www.fedex.com/us. 

 Drop off your package at any FedEx location. 

 
Below is an example of how the FedEx label to your supervisor needs to be completed. 

 
 

http://nces.ed.gov/transfer.asp?location=fedex.com/us
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Chapter 11 Summary 
 
At the conclusion of this chapter, you should be familiar with the following:  

 how to perform QC procedures for makeup sessions, 

 how to enter assessment information into the SCS and the MTS, 

 how to report assessment progress to your supervisor, 

 how to finalize School Folder contents, and  

 how to pack and ship the Session Boxes back to Pearson. 
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Test Your Knowledge 
 
Instructions: Select the answer that best completes the statement. 
 
1. When conducting a QC check of makeup session materials, the AA should have erased the 

initial absent code on the Administration Schedule and entered ______________________. 
 

a. one of the other codes (51–56) 
b. one of the Assessed in Original Session codes (10–14) 
c. one of the Assessed in Makeup Session codes (20–24) 
d. the AA should not have erased the initial absent code 

 
2. Two to three School Folders from the assessments conducted during the first week must be 

shipped to your supervisor __________________. 
 

a. on Thursday for overnight delivery 
b. within 2 days 
c. every Friday 
d. as soon as possible 

 
3. When you make arrangements for shipping the Session Boxes to Pearson, 

__________________________. 
 

a. have FedEx pick up the boxes from the school 
b. use express shipping (air) only 
c. use ground shipping only 
d. mark all of the boxes “Confidential” 

 
4. When finalizing a School Folder, use the _________________ to account for all documents: 
 

a. the QCB 
b. the School Folder Transmittal Form 
c. the Westat School Folder Form 
d. the School Folder Quality Control Checklist 

 
5. When you ship the session materials to Pearson, peel off the tracking number from the 

FedEx shipping label and affix it to the _______________________. 
 

a. the Administration Schedule 
b. the School Information Form 
c. the back cover of the School Folder 
d. the QCB 
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This chapter provides the schedule of events you will follow after 
AC Training, including assisting your supervisor with sampling and 
preparing Preassessment Packets, receiving your School Folders, 
developing a schedule for assessment administrators (AAs), receiving 
assessment materials, participating in AA Training, and communicating 
weekly with your supervisor. At the conclusion of this chapter, you 
should understand your post-training tasks.

ChAPter 12

After attending the AC Training, you may be asked to assist 
your supervisor with post-training activities.
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Activities 
After Training

 

After you return home from training, your assessment coordinator (AC) responsibilities will 
begin immediately. These include several preliminary activities that you will complete both 
on your own and with your supervisor. Be sure to prepare yourself for every facet of your 
assignment by rereading this manual and familiarizing yourself with the forms and materials 
you will be working with on a regular basis.  

Procedure 1. Assist With Sampling Activities, If Necessary 
 
From late November through December 2008, your supervisor will select the sample of 
students to be assessed in schools in your area if the state, district, or school did not send 
an electronic list of students for sampling. Your supervisor may enlist your help with the 
tasks involved in sampling students for the assessment at these schools. 

These activities will require you to 

 review and prepare the student lists for selection, and 

 enter the sampled students’ names and other demographic information into a tracking 
system called the Student Data System (SDS) on your supervisor’s computer. 

 
Your participation in these activities will depend on the sampling activities completed in your 
area before you begin your assignment. Your supervisor will provide details about your 
responsibilities with regard to student sampling and provide further instruction. 
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Procedure 2. Prepare Preassessment Packets With Your 
Supervisor 
 
Your role in this task is to work with your supervisor to compile materials for the 
Preassessment Packets according to standard NAEP procedures. 

Preparing the Preassessment Packets with your supervisor gives you an opportunity to 
become familiar with the materials you will be using to communicate with the schools. 
Throughout December 2008, you and your supervisor will assemble the Preassessment 
Packets that are mailed to participating schools. The Preassessment Packets contain 
important information, instructions, and materials the school coordinators need to prepare 
for the preassessment visit and the assessment process.  

The supervisors will send the Preassessment Packets to the schools via FedEx on January 
2, 2009. Your supervisor will coordinate a time, date, and location with you for preparing the 
Preassessment Packets. He/she will also have all of the materials needed to prepare the 
packets and will provide instructions on packet assembly. 

The documents included in the Preassessment Packet are listed in chapter 1 and in 
Appendix A, Preassessment Packet Materials. One of the most important documents 
included in the Preassessment Packet is the Parent/Guardian Notification Letter. The letter 
is generic or, in some states, the state has prepared a specific letter. Only one letter is 
posted per state in Step 2 of the MySchool website. It is important that the correct letter is 
included in each school’s Preassessment Packet.  

Procedure 3. Receive the School Folders From Your Supervisor 
 
It is the AC’s role in this task to 

 ensure you receive one School Folder for each school in your assignment, and 

 review the contents of the School Folders. 

 
The School Folder contains the most critical set of documents in the assessment 
process. You may receive the School Folders from your supervisor in a few different ways. 
In some cases, your supervisor may ask you to help prepare School Folders in your area. If 
you assist in assembling, your supervisor may choose to give them to you at that time; 
otherwise, your supervisor will mail them to you. If you do not receive the School Folders by 
the end of December 2008, contact your supervisor.  

The School Folders will contain many different documents, and the contents may vary from 
school to school. When you receive them, it is your responsibility to check that every School 
Folder contains the documents listed at the top of the School Folder Transmittal Form, which 
is also included in the folder. Your supervisor will initial each document listed on the School 
Folder Transmittal Form. 
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You are required to sign for each box of assessment materials 
delivered to you. Do not sign for all the boxes delivered to you from 
FedEx until you have verified that all the boxes on the list are in the 
shipment. If you sign for a box that is not in the shipment, it will be much 
more difficult to track that box since FedEx considers it as delivered. 

 
Procedure 4. Develop a Tentative Schedule for Assessment 
Administrators (AAs) With Your Supervisor 
 
You are responsible for scheduling the AAs on your team. Typically, there are three to five 
AAs per team. The number of AAs on your team depends on the 

 geographic size of your area, 

 anticipated number and size of the sessions, and 

 schedule of the assessments. 

 
You will work with your supervisor in December 2008 and January 2009 to develop a 
tentative schedule for your AAs. Be prepared to give each AA his/her schedule at the  
AA In-Person Training in January. After each preassessment visit, once you know whether 
accommodation sessions will be necessary and the time and location of each one, you will 
review and revise this schedule as necessary.  

Instructions for scheduling AAs using standard NAEP procedures are included in chapter 5, 
After the Preassessment Visit. Please read this chapter carefully before developing your 
tentative schedule, and again as you revise your schedule after the preassessment visits. 

Procedure 5. Receive and Secure Assessment Materials From 
Pearson 
 
 Beginning January 5, 2009, Pearson will send you via FedEx the 

materials needed to conduct all the assessments in your area. The 
boxes will be sent to your home address unless you have informed 
Pearson, by updating the Pearson Materials Tracking System (MTS) 
before December 17, 2008, that a different name or address should 
be used. 

Proper handling and storage of all assessment materials and supplies are very important 
parts of your job. 
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Your role in this task is to determine that you have received 

 all of the boxes of assessment materials in your assignment, and have organized the 
boxes by school to prepare the inventory of their contents; and 

 the bulk supply boxes, and have inventoried their contents. 

 
Calculate the number of boxes you receive. In order to plan effectively, after AC Training, 
calculate the number of boxes that you should receive. To calculate the maximum number 
of boxes that you will receive, use the following equation: 

([# of schools] x [# of sessions]) + (6 bulk supply boxes) = total # of boxes 

You will most likely have many boxes to organize and store. Therefore, you will need to 
separate the boxes by school to inventory their contents. 

As soon as you receive all of the boxes:  

 Verify that you have received the correct number of Session Boxes for each school (a 
master packing list in box 1 lists all schools and sessions). 

 Verify that you have received the bulk supply shipment. 

 Inventory the contents of the bulk supply boxes at the time they arrive, because some of 
the materials will be needed during the preassessment visit.  

 
The packing slips will indicate the number of boxes in each shipment. If you do not receive 
all of the boxes in a shipment, or if you do not receive an expected shipment, contact your 
supervisor immediately. 

 

In the MTS, you will need to record 

 when you have received all materials shipped to you, and  

 each time you receive an additional shipment.  

Details on using the MTS to inventory your assessment materials 
are provided in your home study and in Systems: The AC Guide to 
Using the NAEP Systems. 
 

Procedure 6. Participate in AA Training 
 
Each state will have one or more AA Trainings, generally held during the first 3 weeks of 
January 2009. A small number of AA Training sessions will be held in December, shortly 
after the AC Training. One of your responsibilities as an AC is to attend the AA Training in 
your area. At that training, you will review each AA’s home study quiz and monitor your team 
as it completes training exercises.  
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Before your first assessment, you will also meet with your team of AAs to review a few post-
training items, including the session scripts and the contents of the Session Boxes. During 
this meeting, you will also prepare the assessment booklets for the first week. Be sure to 
reinforce the activities that will take place before, during, and after the assessment sessions 
at this meeting. This short follow-up training will provide a place for your AAs to ask 
questions and develop as a team. It will also reinforce the information that was presented at 
the AA Training. 

Additional details will be provided about your role in both of these training sessions after 
your AC Training in December.  

Procedure 7. Communicate Weekly With Your Supervisor 
 
It is critical that you and your supervisor stay in close contact during the 
preassessment period. Once the assessments start, the weekly telephone calls you 
conduct with your supervisor will change from reporting the status of your preassessment 
calls and visits, to reporting your assessment progress. Have the School Folders and all 
other materials you will need ready for the call.  

At this stage of the assessment process, your call with your supervisor will include reporting 

 the schedule of AAs assigned to upcoming assessments, 

 the performance of AAs (see next page), 

 troubleshooting needs, 

 the shipment of assessment materials, 

 the status of SCS entries, 

 observations conducted by NAEP staff, and 

 staffing or other problems you have or may encounter. 

 

 

Voices of Experience: Addressing Important Questions or Issues  

If you have a question or issue that requires immediate attention, 
including staff hours and management issues, do not wait for your 
scheduled call to contact your supervisor. If he/she is unavailable,  
contact your field manager or the NAEP staff Help Desk at  
1-888-283-NAEP (6237). 
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Discussing AA Performance With Your Supervisor 
If you are experiencing performance problems with an AA, as discussed in the Leadership 
magazine, you will first want to discuss the problem directly with the AA. Document the problem, 
any discussions you have with him/her, and the situation’s resolution or outcome. It is a good idea 
to put this documentation in the form of an e-mail to your supervisor. 

Your weekly report call is the time to inform or update your supervisor about the problem and 
discuss the actions you have taken so far. Your supervisor is required by a new Westat corporate 
policy to complete a Documentation Log for any performance problems with a field staff member 
(both ACs and AAs). Your supervisor will use the information you provide to complete this form. 

If you are unsure about how to proceed with an AA with whom you are experiencing difficulties, 
discuss the situation with your supervisor as soon as possible. Your supervisor can offer valuable 
suggestions for working with your team of AAs, especially in problematic situations. Do not delay 
discussing AA problems with your supervisor. The NAEP field period is very short, and most 
problems can be corrected quickly and will provide you with a quality and effective team member 
for the remainder of the assessment period. 

At the conclusion of the assessment period, you and your supervisor will complete an evaluation 
form for each AA. If you report problems with an AA’s performance on this form, you and your 
supervisor are required to have written documentation to back up the ratings you give the AA. 
Therefore, you must document in writing all performance problems with an AA and discuss them 
with your supervisor at the time the problem arises—not at the end of the assessment period. 

 
Your role in this task is to prepare your questions and materials to ensure a productive 
weekly report call with your supervisor. Your supervisor will plan this activity with you during 
the AC Training. The first call will be scheduled for the week after training. In preparation for 
the call, gather the following materials: 

 Log of Schools (if provided by your supervisor) on which you have recorded the status 
of activities for each school; 

 School Folders for the schools you are currently working on; 

 Administration Schedule (if postassessment, this will be the copy without names); 

 Quality Control Booklets (QCBs) for the schools you are currently working on; 

 the assessment and staff assignment calendar; 

 notes or questions pertaining to your assignment; 

 notes of any issues with particular staff; and 

 notes to discuss National Indian Education Study (NIES) schools. 
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During the weeks where you are conducting preassessment visits and before the 
assessment field period begins, the weekly telephone call with your supervisor will include 
reporting about 

 Review of schools. Supervisors will review the requirements for schools in your 
assignments, including the contents of the School Folder and missing demographic 
information from key NAEP documents such as the Administration Schedule. Your 
supervisor will also discuss any Student Sampling Summary Reports (SSSRs) for each 
of your schools and discuss how to talk about the data checks from this report with the 
school coordinator.  

 Private schools. Schools that have a sticker on the cover of a private School Folder 
require extra attention. Your supervisor will review documents from the private School 
Folder with you and point out any special requests such as wearing a headdress or 
matching the gender of the AA to the gender of the students. If during your 
preassessment visit at a private school any requests are made by the administrator, you 
should bring them to the attention of your supervisor during this call. Some private 
schools decide to drop out of NAEP, and if they do, attempt to find out a reason from 
the administrator.  

 Scheduling telephone calls. Discuss the progress of the Scheduling Calls in your 
assignment and inform the supervisor of any scheduling conflicts with the 
preassessment visit dates that have been set. Your supervisor will also inquire about 
whether or not you are up to date with entering the preassessment visit date and time in 
the School Control System (SCS). 

 Confirmation telephone calls. Discuss the status of the Confirmation Call and inform 
your supervisor of any problems.  

 Preassessment visits. Your supervisor will be asking about the preassessment visits 
and the results of any discussions about special studies the school is sampled for. For 
grade 12 schools, your supervisor will ask how, overall, the discussion with the school 
coordinator went by using the Best Practices for Improving Twelfth-Grade NAEP 
Participation. 

 Preparing for assessments. For the assessments in the upcoming week, you will 
review the arrangements for booklet preparation, the requirements for each school, and 
discuss staffing arrangements and the schedule of AAs. 

 



 

 

 

ACTIVITIES AFTER TRAINING

 
 12.8 ASSESSMENT COORDINATOR MANUAL 

As the assessment period gets underway, topics related to the assessment and post-
assessment will be discussed, including: 

 Results of assessment day. You will also discuss the assessments that are 
completed, including any makeup sessions. Your supervisor will review the schools 
selected for the NIES or the Extended Student Background Questionnaire (ESBQ), as 
well as any grade 12 strategies that were implemented. Provide your supervisor with an 
update of your postassessment SCS entries.  

 Personnel issues. The reporting call is also a time for you to discuss any personnel 
issues about your AAs both individually and as a team. This includes informing your 
supervisor of any situations where you had to intervene in a session (e.g., if your AA left 
materials unattended) or you had to retrain AAs on a procedure.  

 Postassessment activities. Under this topic, your supervisor will ask about any 
session materials missing at Pearson (4 days after shipment) and will check to see if 
your SCS entries are current.  

 Administrative tasks. Finally, your supervisor will review past and upcoming hours 
charged by you and your team of AAs, and will ensure that your Hours Tracking System 
(HTS) entries are current.  

 
If you have questions or problems that require immediate attention, do not wait for your 
scheduled call to address them; call your supervisor immediately. If your supervisor is not 
available, contact your field manager or the NAEP Help Desk at 1-888-499-NAEP (6237). 

Once the assessment period begins, you will discuss a somewhat different list of issues with 
your supervisor during this weekly call.  

Chapter 12 Summary 
 
Upon completing this chapter, you should be able to 

 understand the activities you will complete after training,  

 familiarize yourself with the activities your supervisor may need assistance completing,  

 understand your responsibilities regarding AA Training, and  

 prepare for the weekly call with the supervisor.  
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Appendix A.
Preassessment 

Packet Materials
The materials described in this section are used to prepare the Preassessment 

Packet. Each school will be sent one packet of materials prior to the 

preassessment visit. Supervisors will prepare the packets and may ask for your 

assistance in the process. 
 

Instructions for the School Coordinator Brochure 
 
This brochure (page A.2) is included in the Preassessment Packet and provides the school 
coordinator with the list of items included in the packet and instructions for what needs to be 
done prior to the preassessment visit. During the Confirmation Call, you need to review this 
brochure with the school coordinator. 

This year, there are three versions of the Instructions for the School Coordinator brochure: a 
combined one for grades 4 and 8, one for grade 12, and one with information related to the 
National Indian Education Study (NIES) at grades 4 and 8. Each version of the brochure has 
information specific to the grade level being assessed, and you should become familiar with 
the information in all three of them.  
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Instructions for the School Coordinator Brochure 
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Student Information Report 
 
The Student Information Report (shown below) is a session-level document that contains 
the sampled student names and all of the demographic information that the Administration 
Schedule contains. Your supervisor will print out and provide you with one Student 
Information Report for each session. 

On the Instructions for the School Coordinator brochure, the school coordinator is asked to 
review the Student Information Report and update any missing demographic data.  
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SD and ELL Questionnaires 
 
Students who have disabilities (SD) and/or who have been identified as English language 
learners (ELL) require an additional questionnaire to be completed by the school staff 
member most knowledgeable about their testing ability. School staff members are asked to 
complete two types of questionnaires: 

 SD Questionnaire; and 

 ELL Questionnaire. 

 
These questionnaires (page A.5) will be used to collect additional information for NAEP and 
to assist the school coordinator in making informed decisions about how SD and ELL 
students will be assessed. The school coordinator or staff member most knowledgeable 
about the SD and/or ELL student has the option of completing the questionnaire either on 
hardcopy or online.  

The school coordinator’s instructions for distributing and collecting SD and/or ELL 
Questionnaires are printed on the right side of the SD/ELL Roster of Questionnaires. You 
will collect the completed hardcopy questionnaires and the blank questionnaires for those 
completed online during the preassessment visit. Then you will transcribe the results of the 
hardcopy questionnaires onto the Inclusion Worksheet. 
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SD and ELL Questionnaires 
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Guide for Completing the Student With Disabilities (SD) 
and English Language Learner (ELL) Questionnaires 
 
The Guide for Completing SD/ELL Questionnaires (shown below) provides step-by-step 
information on filling out the SD and ELL Questionnaires. The person completing the SD 
and ELL Questionnaires is provided with detailed instructions on how to answer each 
question within the questionnaire. Your supervisor may also have inserted into this guide 
state-specific SD/ELL guidelines for each state in your assignment. 
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The SD/ELL Roster of Questionnaires—Grades 4 and 8 
 
There is one combined SD/ELL Roster of Questionnaires available for grade 4 and grade 8 
schools. The Roster of Questionnaires (shown below) is the document that links the 
completed NAEP school staff questionnaires to the principals and teachers of sampled 
students. Therefore, it is important that the rosters are completed correctly to ensure that 
questionnaire data are linked to the correct teachers and schools. If incorrect information is 
recorded on the roster, the final NAEP results will not be accurate. Your supervisor will 
include a copy in the Preassessment Packet. 

There are four versions of the rosters: 

 Grade 4 Roster of Questionnaires, 

 Grade 8 Roster of Questionnaires, and 

 Grade 4 and 8 SD/ELL Roster of Questionnaires. 
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The Grade 12 Roster of Questionnaires 
 
The front of the Grade 12 Roster of Questionnaires (shown below) contains tracking 
information for the School Questionnaire, and the back of the roster contains tracking 
information for the grade 12 SD or ELL Questionnaires. If the school has any SD and/or ELL 
students, the student information will be preprinted by Pearson on the grade 12 roster. Your 
supervisor will include a copy of the grade 12 roster in the Preassessment Packet. 
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The Grade 12 School Questionnaire 
 
The NAEP School Questionnaire is the only document used to collect detailed background 
information from principals or school administrators. Since there are no Grade 12 Teacher 
Questionnaires, supervisors will prepare a Grade 12 School Questionnaire and send it with 
any required prepared SD and/or ELL Questionnaires to each grade 12 school along with 
the Grade 12 Roster of Questionnaires in the Preassessment Packet. Principals may 
complete the questionnaire using one method: online or hardcopy. Online questionnaires 
are located at www.naepq.com. 

 

http://nces.ed.gov/transfer.asp?location=naepq.com
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U.S. Department of Agriculture Letter 
 
A letter from the U.S. Department of Agriculture (shown below), authorizing the release of 
National School Lunch Program data, as part of the NAEP data collection process, is sent to 
the school coordinator in the Preassessment Packet. 
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Parent/Guardian Notification Letter 
 
The No Child Left Behind Act requires that the parents of students sampled for the NAEP 
assessment be notified that their child has been selected and that participation is voluntary. 
NAEP has developed a sample Parent/Guardian Notification Letter (page A.12) for schools 
to use or modify as necessary. Schools are encouraged to print the letter on their school 
letterhead before sending to parents. Sometimes a school may choose to notify parents by 
including a statement about NAEP in a newsletter, and this is acceptable. While signed 
consent is not a NAEP requirement (although some schools, districts, or states may require 
it), NAEP does require you to collect a dated copy of the Parent/Guardian Notification Letter 
that each school sends before assessments can be conducted. 

States, districts, or schools determine how parents are notified. The method used can be 
found on the State Information Form. In the fall, public schools receive either a state-specific 
letter or the NAEP Parent/Guardian Notification Letter from the NAEP State Coordinator. 
Private schools receive a letter from their gaining cooperation supervisor. Your supervisor 
will include a copy of the appropriate (either state-specific or generic) Parent/Guardian 
Notification Letter to schools in the Preassessment Packet. 
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Parent/Guardian Notification Letter 
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Logistics Questionnaire 
 
The Logistics Questionnaire contains questions related to the assessment day logistics. If 
the school coordinator does not complete the questionnaire before the preassessment visit, 
the questions are reprinted in your Quality Control Booklet (QCB) for you to ask the school 
coordinator during the preassessment visit. 
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NAEP Storage Envelope 
 
There are two versions of the NAEP Storage Envelope (shown below). The traditional red 
NAEP Storage Envelope is for grades 4, 8, and 12. Instructions on the outside of the 
envelope tell the school coordinator to dispose of all assessment documents by June 1, 
2009, or the end of the school year.  

A second NAEP Storage Envelope, colored blue, is for grade 12 schools. Instructions on the 
envelope indicate that the school coordinator should dispose of the envelope and all of its 
contents on or around December 31, 2009.  

Both versions of the NAEP Storage Envelope will stay at the school throughout the 
assessment period and will be used by you and the school coordinator to store various 
assessment-related documents, such as Administration Schedules, Rosters of 
Questionnaires, and completed School and Teacher Questionnaires.  
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“Destroy By” Postcard 
 
After June 1 or by the end of the school year, the school coordinator in grade 4 and 8 
schools is instructed to complete the “Destroy By” Postcard and send it to Westat, indicating 
that the contents of the NAEP Storage Envelope have been destroyed. For grade 12 
schools, the contents of the envelope should be destroyed on or around December 31, 
2009.  
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NIES Envelope 
 
If a school is identified as eligible for the National Indian Education Study (NIES) during 
sampling, your supervisor will include an NIES envelope in the Preassessment Packet. The 
contents of the NIES envelope include the NIES Brochure, an NIES parent letter, an NIES 
Student Information Report, and NIES Sample Questions Booklets. More information can be 
found about these items in Appendix D.  
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Appendix B.
Preassessment 

Visit Materials
 

Administration Schedules 
 
The NAEP Administration Schedule (shown below) is the form used throughout the three 
stages of the NAEP process: preassessment, assessment, and postassessment. It is the 
only document that links students selected for the NAEP sample to their demographic data 
and their performance on the assessment.  

There are two other Administration Schedules in 2009: The Extended Student Background 
Questionnaire (ESBQ) (shown on page B.2) and the National Indian Education Study (NIES) 
versions are used to link student data to the regular NAEP assessment. The Administration 
Schedule for the NIES is described and shown in Appendix D. 
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The ESBQ Administration Schedule (shown below) is only used for the schools sampled for 
the ESBQ. The ESBQ Administration Schedule does not replace the Administration 
Schedule for NAEP assessment; instead, it is used in conjunction with the Administration 
Schedule. If an ESBQ session is administered in one of your schools, you are responsible 
for completing two Administration Schedules: one for NAEP and one for the ESBQ.  

The ESBQ Administration Schedule will be preprinted with student information in the 
Student Name, NAEP Session #/ Line #, and Original Student Booklet ID # columns.  

ESBQ Administration Schedule 
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The School Folder 
 
The School Folder (shown below) contains the most critical set of documents in the assessment 
process. There are three versions of the School Folder—one for each grade. For easy 
identification, grade 4 folders are bright green, grade 8 folders are bright yellow, and grade 12 
folders are bright blue. Detailed information about the School Folder is provided in chapter 1. 
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School Folder Transmittal Form 
 
Insert or staple a School Folder Transmittal Form (shown below) inside every School Folder. 
Your supervisor will initial the contents of the School Folder before he/she passes it on to 
you. At the end of the assessment, when you are ready to ship the folder back to your 
supervisor, initial the folder contents in the AC to Supervisor column. When your field 
manager receives the folder, he/she will check to be sure all rows have been initialed or 
have a comment to ensure that all steps have been completed. 
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State Information Form 
 
Your field manager has developed a State Information Form (shown on page B.6) for the 
state in which you work. The purpose of the form is to notify you about specific state issues 
or requirements that you need to know to properly conduct assessments, collect 
questionnaires, and otherwise deal with schools. It will include agreements or requirements 
that the states expect assessment coordinators (ACs) and assessment administrators (AAs) 
to observe when in schools. It will also include information about whether the state- or 
NAEP-provided Parent/Guardian Notification Letter is used; the demographic variables used 
during E-Filing (e.g., the “Information unavailable at this time” [shown as blanks], will require 
you to collect the missing data at the preassessment or assessment visit); or if the “formerly 
ELL“ code is used (only used in specific states); as well as information about specific 
accommodations that are or are not permitted by the states.  

Your supervisor will review this form with you during AC Training and keep you up to date 
on any changes made to it during the assessment period. 
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State Information Form 
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Confidentiality Agreement 
 
The National School Lunch Program (NSLP) is a federal meal program that provides low-
cost or free lunches to eligible students. A letter from the U.S. Department of Agriculture, 
authorizing the release of the NSLP data as part of the NAEP data collection process, is 
sent to the school coordinator in the Preassessment Packet. 

For most schools, the NSLP data was already released during the student list submission 
process by the school, district, or state in the fall of 2008. However, if some or all of the NSLP 
data is missing on the Administration Schedule, you must attempt to collect it during the 
preassessment visit. In this case, refer the school to the U.S. Department of Agriculture letter 
(shown below). If a school requests a confidentiality agreement in writing to release the NSLP 
data on their students, the confidentiality form is available for you to sign and use for this 
purpose.  
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Quality Control Booklet (QCB) 
 
The QCB (shown below) is your guide throughout the assessment process at each school. 
Because the QCB is the only document that tracks your work with the school throughout the 
entire process of planning and supervising assessment activities, you must complete one for 
each school. The QCB has been developed to ensure that accurate and consistent data are 
collected for each school. Detailed information about the QCB is provided in chapter 1. 
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The Inclusion Worksheet 
 
You will use the NAEP Inclusion Worksheet (shown below) to keep track of accommodation 
decisions for all students classified as SD (with disabilities) and/or ELL (English language 
learners) at each school. When you receive this form in the School Folder from your 
supervisor, it will be preprinted with the names of the SD and/or ELL students in the school 
along with the subject in which each student is selected to be assessed. 

You or your assisting 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 or the SD/ELL Online Questionnaire Summary 
from the school coordinator.  
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The SD/ELL Online Questionnaire Summary 
 
School staff will be given the option of completing questionnaires in hardcopy or online at 
www.naepq.com. If the person most knowledgeable about a student identified as SD and/or 
ELL chooses to complete either the SD or ELL Questionnaire online, the school coordinator 
will be asked to print the SD/ELL Online Questionnaire Summary for you to use in place of 
the hardcopy questionnaire(s). During your independent work at the preassessment visit, 
you (or the AA assisting you) will then transcribe the information from the printout onto the 
Inclusion Worksheet, just as is done with the hardcopy questionnaires.  

 

 

http://nces.ed.gov/transfer.asp?location=naepq.com
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School Staff and Teacher Questionnaires 
 
The NAEP questionnaires are the only documents used to collect detailed background 
information from teachers, principals, or other school administrators. 

In addition to the SD and ELL Questionnaires, there are also two additional types of school 
staff questionnaires: Teacher Questionnaires and School Questionnaires shown below. 

These questionnaires will be used to collect additional information for NAEP. School staff 
may complete all questionnaires either online or by hand. Online questionnaires can be 
accessed at www.naepq.com, as printed on the hardcopy questionnaire cover. The 
instructions to the school coordinator for distributing and collecting all questionnaires are 
printed on the right side of the Rosters of Questionnaires. 

NAEP Teacher Questionnaires 
The Teacher Questionnaire collects information about a teacher’s background characteristics, 
educational training, and instructional practices. The Teacher Questionnaires are as follows:  

 Grade 4 Reading/Mathematics/Science (combined),  

 Grade 8 Reading, 

 Grade 8 Mathematics, and 

 Grade 8 Science. 

All grade 4 and grade 8 teachers who teach the subject(s) being assessed to students in the 
selected grade will be asked to complete a questionnaire.  

 

http://nces.ed.gov/transfer.asp?location=naepq.com
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New Enrollee Sampling Line Numbers Form and New 
Enrollee Listing Form 
 
The New Enrollee Listing Form (page B.13) will be used by only the field staff, not by the 
school coordinator. You will use it to record the names and demographic information of the 
students who are currently enrolled at the school but not on the list of students submitted to 
NAEP in the fall. 

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 New Enrollee Sampling 
Line Numbers Form (page B.20). A set of line numbers for the appropriate session type is 
used to select the students for the assessment. 
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New Enrollee Listing Form and New Enrollee Sampling Line Numbers Form 
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Original List of Students Submitted for Sampling 
 
The Original List of Students Submitted for Sampling (shown below) is the original list of 
student names. Supervisors will include this form in the School Folder. ACs will use the 
Original List of Students Submitted for Sampling to check against the current list of students, 
in order to determine if there are any new enrollees at the school.  

NOTE: The version of the Original List of Students Submitted for Sampling in the School 
Folder you receive may vary slightly, depending on whether the school E-Filed (submitted 
their list of students electronically) or was sampled by your supervisor. 
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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 samples and the student samples using the lists of eligible students 
submitted by schools, districts, and states. When those student lists are submitted by  
E-Filing, they 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 E-Filers, giving 
them an opportunity to correct or verify the submitted data. 

For some schools that submitted an E-File, you will receive a Student Sampling Summary 
Report, shown on page B.16, which summarizes the online data checks that each school 
received. Not all schools will have a Student Sampling Summary Report. Your supervisor 
will include this report in the School Folder, if necessary. 
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Student Sampling Summary Report 
 

Check# Variable Error Message Text 

1 Grade 100% of the students on the file you submitted are classified as Grade ___, 
excluding those students classified as “NA” or “information unavailable at this time.” 

___% of your students have grade levels outside the expected range for their age. 

2 Sex ____% of the students are female and ____% are male. / 100% of the students are 
female/male. 

 Data on file for this school shows ____% female and ____% 
male. 

 Data for this school filed in a previous year shows ____% female 
and ____% male. 

 The first names of the students classified as (male/female) are 
names commonly given to (males/females). 

3 Students with 
Disabilities (SD) 

____% of the students are shown as Students with Disabilities. / 100% of the 
students are shown as Students with Disabilities. 

 Data for this school filed in a previous year shows ____% 
Students with Disabilities. 

4 English language 
learners (ELL) 

____% of the students are shown as English language learners. / 100% of the 
students are shown as English language learners. 

 Data for this school filed in a previous year shows ____% 
English language learners. 

5 National School 
Lunch Program 
(NSLP) 

____% of the students are shown as eligible for free or reduced price lunch. / 100% 
of the students are shown as eligible for free or reduced price lunch. 

 Data on file for this school shows _____% eligible for free or 
reduced price lunch. 

 Data for this school filed in a previous year shows ____% eligible for free 
or reduced price lunch. 

 The number of students receiving reduced-price lunch is greater than the 
number of students receiving free lunch. 

6 Race  The race/ethnicity data composition of the age (9/13/17) students 
differs substantially from the data on file for this school/data for this 
school filed in a previous year. 

 All of your students are identified as a single race. This differs from the 
data on file for this school/data for this school filed in a previous year. 

7 Race/Name As a quality control check, please review the race/ethnicity for all students. 

8 Enrollment The number of students on the file you submitted differs substantially from the data 
on file for this school. 
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Log of Schools 
 
The Log of Schools (shown below) is a computer-generated, complete listing of all schools 
in your area in NAEP School ID Number order. You will receive the log from your supervisor. 
Use the log to quickly find assessment dates for your assigned schools, help you schedule 
your activities, and assist you in conducting your weekly call with your supervisor. 
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NAEP 2009 Listing of Sampled Students 
 
The NAEP 2009 Listing of Sampled Students (shown below) is printed out by the supervisor 
and placed in the School Folder. There should be one copy per session. The list contains 
the Session Number, student names, and homeroom for each student. After the 
preassessment visit, update this form by crossing out any students who are withdrawn, 
ineligible, or excluded. Also, group any students together who will be assessed in the same 
accommodation group. You will provide the school coordinator with a copy of this form 
before leaving the school to inform teachers of the students selected for the assessment. 
You will also provide copies of this form to your AAs in order to direct students to the correct 
session. 
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Teacher Notification Letter 
 
The Teacher Notification Letter (shown below) is provided for the school coordinator to inform the 
teachers of students selected for NAEP sessions. 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 for distribution to all teachers of students who will be participating in the assessment. 
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Certificates of Appreciation (School and Student) 
 
Student Appreciation Certificates 
 
NAEP has created Student Appreciation Certificates (shown below) as a way to thank each 
student for his/her participation. In grade 4 schools, AAs will hand out these certificates to 
the students at the conclusion of the assessment session. In most grade 8 and grade 12 
schools, you will give a supply of these certificates to the school coordinator during the 
preassessment visit to use as appointment cards for the students. In grade 8 and grade 12 
schools that elect not to hand out these certificates in advance, it is your responsibility to 
provide a supply to the AAs who will then distribute them at the end of the session. 
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Students in grades 8 and 12 are encouraged to bring their own scientific or graphing 
calculators for use during the assessment and will receive an appointment card with 
instructions for bringing a NAEP-appropriate calculator. 
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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 8½ x 11 
paper and is inserted in an attractive folder. It is suitable for framing, and many schools do 
so and hang it on their walls. 

You will present the School Certificate of Appreciation to the school coordinator at the 
conclusion of the School Coordinator Debriefing Interview on assessment day. 
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NAEP 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. A list and short descriptions of the most common 
NAEP publications you will use are featured below and on pages B.24–B.28. You will be 
provided with a small quantity of these documents in your bulk supplies. 

Best Practices for Improving Twelfth-Grade NAEP Participation (Best Practices Guide) 
Also known as the grade 12 Best Practices Guide, this binder is sent to the grade 12 
schools sampled for NAEP by the NAEP State Coordinators. Each grade 12 school will 
receive one copy of the binder, and you will receive additional copies in your bulk supplies 
from Westat to take to your grade 12 preassessment visits. The Best Practices Guide 
contains a wealth of information including a CD, PowerPoint slides, articles, and strategies 
to encourage grade 12 participation in NAEP. This binder will be your guide to discussing 
ways to motivate students to attend NAEP and do their best during the preassessment visit.  
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An online version of the Best Practices Guide is available on the MySchool website. School 
staff members accessing the online version do not have to go to a specific step in 
MySchool, as the link is located within each step.  

Frameworks 
These small booklets describe the test design and content of the assessments. There is one 
Framework for each NAEP subject. NAEP State Coordinators may choose to send the 
Frameworks to public schools in the late fall. You will be responsible for giving these to 
private schools or public schools in states that did not distribute them. 
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Sample Questions Booklets 
NAEP Sample Questions Booklets (shown below) contain actual student background 
questions as well as 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 each grade and one for the ESBQ. 
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NAEP Teacher’s Guide 
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 include one of these brochures with each Teacher 
Questionnaire you distribute at the school. 
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Measure Up Newsletter 
The Measure Up newsletter contains facts about past NAEP assessments and upcoming 
NAEP activities. There is a version available for grades 4, 8, and 12 for public schools. A 
supply of Measure Ups will be provided in your bulk supply. You will need to bring a few 
extra with you to the preassessment visit. 
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Locating Private School Results on the Web 
The private school brochure titled Locating Private School Results on the Web contains 
information about how to access private school data online. Distribute one brochure per 
private school in your assignment during the preassessment visit. 
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Appendix C.
Assessment Materials

On assessment day, bring all the materials from the preassessment visit as well 

as all the materials specific for the assessment, as described in this appendix. 
 

Assessment Information Form 
 
Effective communication between you and your assessment administrators (AAs) is crucial 
to NAEP’s success. The Assessment Information Form (page C.2) 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.  
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Assessment Information Form 
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Bundle Slip 
 
Assessment booklets will be packaged in bundles. The number of booklets in a bundle 
depends on the grade and the session type. An example of the Bundle Slip and the bundle 
sizes are shown below. 

Bundle Sizes 
A numbered Bundle Slip will be shrink-wrapped with each bundle of booklets. The Bundle # 
on the slip should match the number printed in the Bundle #’s box in the upper-right section 
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. The slip 
will also show the types of additional materials needed for the booklets in the bundle. 
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Assessment Booklets and Ancillary Materials 
 
The assessment booklets (shown below) 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 NAEP School ID Number. Some booklets will also have space to write a 
teacher number. Each booklet cover also has a code in the upper-right corner. This code is 
made up of the following three components: 

 a letter identifying the subject; 

 a three-digit booklet version number; and 

 a letter or letters identifying any additional materials, often called “ancillary materials,” 
the booklet requires. 

NOTE: Only certain assessment booklets require the use of ancillary materials. The 
materials will vary depending on the subject and the grade being assessed. Some of these 
materials will be individually prepackaged in clear plastic bags. A label on the bag will tell 
you the name of the material inside and the code letter. 

You should be able to recognize the booklet codes to ensure you are distributing the correct 
booklets and materials for each session. 
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Session Scripts and Question-by-Question Specifications 
 
1. Session Scripts 
 
Regular Session Scripts 
Session scripts (shown below) are used to administer the assessment. There are five 
different versions of the session scripts: 

 the Grade 4 Session Script, 

 the Grade 8 Session Script, 

 the Grade 12 Session Script, 

 the Grade 4 NIES Session Script, and 

 the Grade 8 NIES Session Script. 

There are differences between scripts in wording, procedures, and required materials. The session 
scripts for the regular and accommodation sessions are provided in the back of the AA Manual. 
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2. Question-by-Question Specifications 
 
Question-by-Question Specifications (page C.7), also referred to as “QxQs,” are brief 
explanations of the intent of each question in the student background questionnaire sections 
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. 

General Background QxQs 
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 sections. 

Subject-Area Background QxQs 
QxQs for the subject-area background sections of the assessment are also provided in the 
back of each session script. AAs must refer to them when helping students understand the 
intent of a question in the reading, mathematics, or science subject-area background 
sections. 
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Examples of General Background QxQs 
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Accommodation Session Scripts 
Accommodation session scripts (shown below) 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: 

 the Grade 4 Accommodation Session Script, 

 the Grade 8 Accommodation Session Script, and 

 the Grade 12 Accommodation Session Script. 

 

 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL C.9 

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 (shown below), printed on two-part paper, which 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 just prior to the assessment. Give the top copy to the teacher, and 
place the bottom copy in the School Folder.  
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Instructions for School Staff Administering Accommodations 
 
To accommodate the teachers administering separate accommodation sessions, a copy of 
the session scripts have been made available for assessment coordinators (ACs) to 
distribute to the school coordinator. During the preassessment visit, if it is determined that a 
school staff member will administer the session, provide a copy of the session script to the 
school coordinator. You will be sent a supply in your bulk supplies. Have extra copies on 
hand in case there is more than one staff member administering a session. 
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Accommodation Teacher Letter 
 
NAEP has developed an Accommodation Teacher Letter (shown below) that school staff 
who assist 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 assessment day, you will provide this letter to school staff 
administering or assisting in an accommodation session. After the teacher has signed the 
letter, you will give the white copy to the teacher and keep the yellow copy to be placed in 
the School Folder. 
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Session Debriefing Form 
 
The Session Debriefing Form (shown below) 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 arose 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. If 
a student needs extended time in a session, the AA should also note the start and end times 
of the session on the Session Debriefing Form. 

There are two Session Debriefing Forms: one for the regular sessions and one for the 
accommodation sessions.  

You will hand out the Session Debriefing Form as part of the session materials when AAs 
arrive at the school on assessment day. AAs should keep the form handy throughout the 
assessment to write down student questions. 
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The Bulk Security Checklist 
 
The Bulk Security Checklist (shown below) is used to keep track of the booklets included in 
your bulk supplies. You are required to fill out this checklist and send it to your supervisor at 
the conclusion of the assessment period in the School Folder. 
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Certificate of Community Service 
 
For grade 12 schools (and some grade 8 private schools), a Certificate of Community 
Service (shown below) is offered to students after the session. The certificate is good for 1½ 
hours toward community service, which students sometime need to fulfill. The AC should 
provide these to students at the conclusion of the assessment. 
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Appendix D. 
NIES Materials

 

NIES Administration Schedule 
 
The NIES Administration Schedule is used only for schools that are participating in the 
National Indian Education Study (NIES). 

The purpose of the NIES Administration Schedule is similar to that of the Administration 
Schedule. You will use it as an organizational tool to manage the NIES activities in the 
school. It will help you track all the American Indian/Alaska Native (AI/AN) students selected 
for NAEP who were given the opportunity to complete the NIES Survey.  

For ease of use, the NIES Administration Schedule is designed to look similar to the 
Administration Schedule. It will be preprinted with the school and student information. Your 
supervisor will send the NIES Administration Schedule to you in the School Folder. 
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At the top of the NIES Administration Schedule, there is space for: 

 the school ID number,  

 the school name, 

 the survey session, and 

 the administrator name. 

 
In the top-right corner, you will record the date, time, and location of the survey session, and 
if necessary, that of the makeup survey session. 

In the Summary Box under the school and session information, you will calculate and record 
survey summary totals, similar to the way in which you and your assessment administrators 
(AAs) will record summary totals for NAEP on the Administration Schedule. 

Below is the summary information for columns on the NIES Administration Schedule:  

 student attendance, 

 student name, 

 the NAEP Session and Line Number from the Administration Schedule, 

 the NAEP booklet ID number (from column O of the Administration Schedule), 

 the NIES Student Questionnaire ID Number, 

 the Math NAEP Teacher Number, 

 the Reading NAEP Teacher Number,  

 the NIES Administration Code, and  

 the list of NIES Administration Codes. 
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NIES Student Information Report 
 
The NIES Student Information Report (shown below) is a document your supervisor will print 
from the Student Data System (SDS). The NIES Student Information Report will include 
students sampled with a Race Code of 5. The school coordinator will review it for missing 
and/or inaccurate data for students selected for the NIES. The school coordinator will also 
use the NIES Student Information Report to record the reading and mathematics teacher 
names of the students selected for the NIES.  
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NIES Roster of Questionnaires 
 
The NIES Roster of Questionnaires (shown below) is used to track the status of the NIES 
School and Teacher Questionnaires. The front of the roster is where the school coordinator 
will record the name of the principal completing the NIES School Questionnaire and the 
names of the reading teachers. The back of the roster is where the school coordinator 
records the names of the mathematics teachers and their questionnaire ID #’s. 
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Listing of Sampled Students for NIES 
 
The Listing of Sampled Students for NIES (shown below) is printed out by the supervisor and 
placed in the School Folder. There should be one copy per session. The list contains the 
Session Number, student name, and homeroom of the students. This form should be updated 
for ineligible and excluded students, copied, and given to the school coordinator before you 
leave the preassessment visit. The school coordinator may distribute his/her copy to teachers 
of the students selected for the NIES. This form should also be distributed to AAs on the 
morning of the session, as it takes the place of needing multiple copies of the NIES 
Administration Schedule. At the conclusion of the session, collect and account for each copy 
of the Listing of Sampled Students for NIES and leave it in the NAEP Storage Envelope. 
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NIES Appointment Card 
 
The NIES Appointment Card is distributed by the AAs after the regular session to inform 
selected students that they are invited to participate in the NIES. As the AAs collect the 
student ID labels, they will place the appointment cards on the upper-right corner of the 
students’ desks. 
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NIES Student Questionnaires 
 
The NIES Survey (shown below) is in a booklet separate from the regular NAEP 
assessment booklet. These booklets are referred to as the NIES Student Questionnaires.  

There are four NIES Student Questionnaires: 

 Grade 4 (non-Alaska), 

 Grade 8 (non-Alaska), 

 Grade 4 (Alaska), and 

 Grade 8 (Alaska). 
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NIES Student ID Labels 
 
In your bulk supply, you will receive a set of peach-colored student ID labels for the NIES. 
These labels will be preprinted and have “NIES” printed in the lower-right corner of the label. 
These labels are also removable. You will affix the label that corresponds to the student on 
the NIES Student Questionnaire cover (shown below). The labels will be removed and 
discarded at the end of the NIES session.  
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NIES School Questionnaire 
 
The NIES School Questionnaire (shown below) is distributed only in schools participating in 
the NIES. This questionnaire collects information about school factors related to the 
education of AI and AN students in the school. 

Like the NAEP School Questionnaire, there is one NIES School Questionnaire per school, 
and it is to be completed by the principal or someone designated by the principal. It is 
available for completion online or in hardcopy booklet format. Give the NIES School 
Questionnaire to the school coordinator at the preassessment visit. 

For schools participating in the NIES, you will receive the NIES School Questionnaire in the 
School Folder from your supervisor. 
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NIES Teacher Questionnaires 
 
The NIES Teacher Questionnaires (shown below) collect information about the teacher’s 
background and instructional practices as they relate to the education of the AI and AN 
students whom the teachers serve. 

There are two NIES Teacher Questionnaires: one at grade 4 and one at grade 8. Only 
teachers who teach reading or mathematics to students selected for the NIES will complete 
a Teacher Questionnaire. NIES Teacher Questionnaires are available for teachers to 
complete online or in hardcopy booklet format. 

Bring to the preassessment visit the prepared School Questionnaires and the grade-specific 
NIES Teacher Questionnaires. 

In the School Folder, your supervisor will include two NIES Teacher Questionnaires for each 
student on the NIES Administration Schedule, for up to five students. For schools with five 
or more students on the NIES Administration Schedule, you will receive a total of 10 NIES 
Teacher Questionnaires. 
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NIES Survey Scripts 
 
There are two NIES Survey Scripts (shown below): 

 the Grade 4 NIES Survey Script, and 

 the Grade 8 NIES Survey Script. 

The NIES scripts use different wordings and procedures than the session scripts for regular 
sessions. 
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NIES Student Survey QxQs 
 
Question-by-Question Specifications (QxQs, shown below) for the NIES Student 
Questionnaire are provided with the NIES Survey Scripts in the back of the AA Manual. You 
must refer to these when helping students understand the intent of a question in the NIES 
Survey. Guidelines for using the NIES QxQs are provided in the AA Manual. 
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NIES Sample Questions Booklet 
 
There is one combined NIES Sample Questions Booklet (shown below) for grades 4 and 8. 
For NIES schools, distribute one copy of the NIES Sample Questions Booklet during the 
preassessment visit. 
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Instructions for the School Coordinator for Completing 
Preassessment Activities for the National Indian Education 
Study 
 
The Instructions for the School Coordinator for Completing Preassessment Activities (shown 
below) is a brochure included in the Preassessment Packet of materials for grades 4 and 8 for 
schools selected for the NIES. The brochure discusses in detail the activities the school 
coordinator will need to complete prior to the preassessment visit for both NAEP and the NIES. 
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NIES Storage Envelope 
 
For schools previously identified as NIES, your supervisor will include an NIES Storage 
Envelope (shown below) containing an NIES Brochure, an NIES Student Information 
Report, and an NIES Sample Questions Booklet. As discussed in chapter 9, the NIES 
Envelope can also serve as a generic packet of NIES materials, which your supervisor will 
assemble. Refer to chapter 9 for a complete list of generic NIES materials.  

 

 



 

 

 

APPENDIX D. NIES MATERIALS

 
 D.16 ASSESSMENT COORDINATOR MANUAL 

NIES Brochure 
 
The NIES Brochure (shown below and on page D.17) is included in the materials sent with 
the NIES Storage Envelope and is for the school coordinator. The information contained in 
the NIES Brochure includes the schedule of NIES activities, information about the study, 
and a history of the NIES.  
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NIES Brochure (continued) 
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Appendix E.
Working With 

Private Schools
 

Private schools account for 24 percent of all schools in America and educate almost 11 
percent of the nation’s school children. Any attempt to report what America’s youth know 
and can do in primary subject areas would be incomplete without the representation of the 
private school population. In order to report private school data, an overall participation rate 
of 70 percent of original schools is required. It is essential that the response rates achieved 
by NAEP’s team of Gaining Cooperation Recruiters (GCRs) be maintained in order to meet 
our contract obligations and to ensure that private school data are valid and reportable. 

Our goal for 2009 is to assess in all schools that initially agreed to participate. We can 
achieve this goal only with the complete support of every NAEP team member who comes in 
contact with private schools. Because private schools differ in so many ways from public 
schools, it is important for NAEP staff to be sensitive to the special needs, concerns, and 
requests of private schools and to customize their approaches to make participation as 
comfortable for schools as possible. This chapter provides you with the background for 
understanding the challenges associated with maintaining the participation of private 
schools and with guidelines for working successfully with the private schools in your 
assignment.  

Understanding the Challenges of Securing and Maintaining 
Private School Participation 
 
Bringing private schools onboard for NAEP and keeping them onboard is challenging for a 
variety of reasons: 

 Private school participation is not easily obtained because participation is completely 
voluntary at both the school and student levels. Private schools are under no obligation 
to participate and can drop out of the assessment at any time. Every contact that field 
staff make with these schools, whether by phone or in person, is an opportunity for 
them to rethink and decline participation. Therefore, we cannot assume full participation 
until the assessment has been successfully administered. In reality, every field staff 
member who comes in contact with the school must be a recruiter. 
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 Private schools have little incentive to participate. They receive no school or student 
data reports. Except for Catholic schools, data for NAEP reports are not disaggregated 
by private school type or affiliation. While possible loss of Title I funding is a motivating 
factor for public school participation, it does not apply to private schools. Most schools 
choose to participate because they recognize an obligation to contribute to the common 
goal of ensuring that all children have access to educational opportunities that enable 
them to achieve healthy, productive, self-supporting lives regardless of the educational 
route their parents have chosen for them. 

 Private schools have different approaches to the education of their students, different 
curricula, and differing programs and other characteristics that impact their decision 
about participation. Some have philosophies that do not include testing; others have 
customs that differ from those of mainstream society and are reluctant to participate 
because they fear testing personnel outside their own staff will not respect their 
customs. 

 
Making the Transition From Supervisor to Assessment 
Coordinator (AC) a Smooth One 
 
A team of GCRs began private school recruitment activities in May 2008 to secure the 
participation of as many private schools as possible and to lay the groundwork for the 
assessment teams that would continue the process.  

Your NAEP supervisor made contact with each private school in mid-November to confirm 
participation, assessment dates, and sampling procedures. To make the transition to the AC 
as smooth as possible, they explained that you would be making contact in December to set 
up a visit to finalize assessment arrangements. The school coordinator was provided with 
your name and contact information.  

Additionally, two “Save the Date” postcards were sent to each cooperating private school. 
The postcards included the assessment date, some informational material about the value 
of NAEP, and a message that the AC would be calling in mid-December to set the 
appointment for the preassessment visit. Your responsibility is to follow through by calling 
each private school as soon as possible after you complete your AC Training.  

If the GCR wanted you to have additional information that could not appropriately be entered 
in the School Control System (SCS) or on the School Folder materials, they prepared and 
inserted in the folder a personal letter to you. Such letters are for NAEP staff eyes only and 
should not be shared with school staff. For those schools where there are special 
concerns—participation is tenuous, or special requests of our staff have been made—the 
GCR flagged the folder by placing a smiley-face label on the cover as a reminder that 
special attention is required.  
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Your supervisor will distribute the School Folders for private schools to you at the conclusion 
of your training in December. He/she will review each folder with you, devoting extra 
attention to those with smiley-face labels, and discuss any concerns or questions you may 
have. The original GCR is also available if you want to call for more information. The GCR’s 
name is listed on the Private School Data Collection Form (PSDCF) and on the cover of the 
manila private School Folder. 

Understanding Private School Recruitment Documents 
 
The Private School Recruitment Folder 
 
For each school in his/her recruitment assignment, the GCR assembled a School Folder to 
house the private-school-specific materials related to the recruitment process. Since official 
NAEP folders had not been printed at the time recruitment began, private School Folders 
are printed on generic manila stock. Your supervisor prepared the appropriate NAEP School 
Folder and placed the entire private School Folder inside. The cover of the folder contains a 
preprinted label with the school name and contact information, and information about the 
school’s NAEP selection. You will find a Record of Contacts printed on the inside cover of 
the recruitment folder. The information here has been transferred to the SCS and can be 
viewed and printed from that source.  

The PSDCF 
The PSDCF is the central document for Gaining Cooperation recruitment activities and is 
available in hardcopy form inside the School Folder; it can also be accessed and printed 
from a link on the General tab of the SCS. The fields in the hardcopy PSDCF (described and 
shown on page E.4) mimic what is displayed online. You should familiarize yourself with the 
information contained in the PSDCF and note any specific requirements, requests, or 
arrangements made with the school. 
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Private School Data Collection Form 
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The hardcopy version of the PSDCF was used by the recruiter to confirm participation, 
structure conversations with the school principal and school coordinator, and record specific 
information and session arrangements. The cover of the form contains a preprinted label 
listing the contact information, 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 confirmed assessment date, 

 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. 

 
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.  

While hardcopies of the following forms may be found in some folders, they were designed 
to be accessed from links on the SCS. Review the SCS section of Systems: The AC Guide 
to Using the NAEP Systems to learn more about the information contained in the SCS that 
relates to private schools. 

Materials Checklist  
The Materials Checklist is located on the General tab of the school’s page in the SCS. 
Gaining Cooperation staff used the Materials Checklist to document which materials were 
used with individual schools during the recruitment process. The information recorded on 
this checklist will allow the home office to evaluate which materials worked best with 
different kinds of schools. 

The Internet Search Form  
The Internet Search Form is a field located on the General tab of the SCS. GCRs recorded 
information in this field as they conducted Internet searches on the school in order to 
customize their recruitment approach. Introducing school achievements or highlighting 
relevant points in mission statements provided good segues into discussions about why 
schools should participate in NAEP. You may find it helpful to review this field for useful 
information as you work with the school. 
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Special Situation Form 
The Special Situation Form documents any special sampling requests a school made and 
the statisticians approved. Examples of situations documented on this form include requests 
to assess all or fewer students in a grade. If a special situation was arranged for a school, it 
will be noted in the Sampling tab of the SCS. The form is also duplicated in the PSDCF that 
the recruiter used to record the information before transferring it to the SCS. Your supervisor 
used the information recorded on this form if sampling was conducted on site. 

Working Successfully With Private Schools 
 
No two private schools are alike. You may encounter large preparatory schools that function 
much like a large high school or college campus with unlimited operating funds. Most private 
schools are much smaller and operate on very limited budgets. Some utilize or have 
available little or no technology. The key to working successfully with private schools is 
sensitivity to, and respect for, their unique situations. You or your assessment administrators 
(AAs) may have no experience working with private schools. The suggestions in this section 
will assist you in making your contacts with private schools positive experiences.  

Build a Relationship. Effective field staff always exhibit friendliness, courtesy, and a 
willingness to be flexible when working with any of their NAEP schools. Private schools 
appear to need and value these social aspects of working together even more so than public 
schools and will respond more positively to outsiders who take the time to practice them. 
Flexibility and organization are particularly essential. NAEP staff will want to assume any 
tasks they possibly can in order to minimize inconvenience to the school and staff. Strive to 
make the experience of participating in NAEP pleasant and unobtrusive, so that a school 
selected for future rounds of NAEP will recall the experience positively, be inclined to 
participate again, and encourage their associated schools to do likewise.  

Always keep in mind that schools are gifting NAEP with staff and student time. We respond 
appropriately to their gift of participation when we are organized, flexible, understanding, 
and appreciative. Demanding behavior turns schools off to participating and has led in the 
past to schools backing out of the decision to participate. In this regard, you will want to set 
a positive example for your AAs to assist them in customizing their approaches to ensure a 
positive experience with each of the private schools in your assignment.  

Taking the extra effort and time required to continue developing the relationship begun by 
the GCR and your supervisor will reward both our field staff and the school in the long run. 
Just as the supervisor began the process for you by providing your name and contact 
information to the school coordinator shortly before your AC Training, you will continue the 
process at the conclusion of the preassessment visit by introducing by name the AAs who 
will conduct assessment sessions in the school. If the school is a small, single-session 
school and you will not be present on assessment day, you should consider taking the AA 
who will conduct the assessment with you to the preassessment visit. Emphasize that the 
recruiter, supervisor, you, and your AAs are members of a team dedicated to making 
participation in NAEP a positive experience for the school.  
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Respect That Most Private Schools Are Overly Concerned With Confidentiality. Many 
private schools do not allow student names to ever leave the building. Take care to listen for 
such concerns and offer options for working around them. In some schools, sampling was 
achieved by using student initials or arbitrary numbers that can be matched to names only 
from a school-maintained list. Staff should physically demonstrate that they are not 
removing identifiable information each time they leave the school. Stress that NAEP staff 
have submitted fingerprints for an FBI clearance and that staff who visit the school are 
mostly locally retired school teachers who signed an oath of confidentiality.  

Respect School Customs and Special Requests. Where known, the recruiter has 
recorded such requests on the PSDCF and in the SCS. In previous NAEP years, some of 
these requests included matching the gender of the assessor to the gender of the students; 
female NAEP staff wearing head coverings; females refraining from wearing pants or 
blouses without sleeves; and staff honoring prohibitions against jewelry, makeup, and/or 
consumption of food/drink on campus. If not already documented in the SCS, you should 
inquire during the preassessment visit about any special requirements and observe how 
school staff are dressed, and pass this information on to the AAs. It is always prudent for 
NAEP staff going into private schools to dress modestly, avoid all food and drink on campus, 
and take care to express appreciation to students and staff they encounter.  

Because private school participation has a high priority and every school is critical to the 
sample, NAEP staff are accountable for exhibiting the sensitivity necessary to retain 
participation. Some schools that have agreed to participate will drop out for reasons beyond 
our control before you can complete their assessment; however, we can greatly reduce that 
number by working effectively together to address the special issues associated with 
working with private schools. By doing so, we meet the conditions of our NAEP contract and 
ensure that NAEP reports are truly representative of the complete educational community.  
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NAEP 2009 
AC INDEX

NOTE: Page numbers followed by fig, q, or t indicates exhibits, quotations, or tables respectively. 
 

A 
AA 

. See National Assessment of Educational Progress (NAEP), 
assessment team 

AA In-Person Training 
. See National Assessment of Educational Progress (NAEP), 

assessment team 
AC 

. See National Assessment of Educational Progress (NAEP), 
assessment team 

AC In-Person Training 
. See National Assessment of Educational Progress (NAEP), 

assessment team 
AC Quick Checks, AC1.20, 3.1, 3.2, 3.3fig, 3.23 
Accommodation Teacher Letter 

. See letter types 
accommodations, AA5.1–5.21; AC2.1–2.28; IN2, 5, 9–16  

. See also Assessment Information Form; Inclusion 
Worksheet 

accommodation session scripts, AA1.17, 1.17fig, 5.20; IN17 
booklet assigning process, AA2.4fig (see also booklets) 
chart types 
   Accommodations for NAEP Flip Chart, AC2.3, 2.4, 4.29, 

4.30, 4.32 
  State Accommodation Chart, AC2.3, 2.15, 2.15fig 
coding 

. See SD/ELL Online Questionnaire Summary, Planning 
Codes 

direct linguistic support, AC2.4 
ELL Questionnaire 

. See form types 
special requests, AC4.31 
Inclusion Worksheet 

. See form types 
making allowances based on students' needs, IN17, 18 
map of administrative steps, IN28 
materials used, AC2.3 
modifications to the presentation of the test, AC2.4 
modifications to the response format of the test, AC2.4 
modifications to the timing, AC2.4 
 
 

accommodations (continued) 
monitoring sessions, AA5.21 
most frequently used by NAEP, AA5.1; IN10–16 
   . See also Accommodations for NAEP Flip Chart 

bilingual booklet, AA2.5, 2.8, 2.10, 5.4fig; IN10, 23 
bilingual dictionary without definitions, AA2.5, 5.5fig; 

IN11, 23 
Braille version of test, AA2.5, 5.8fig; IN12 
breaks during test, AA2.5, 5.16fig; IN16 
directions only signed, AA2.5, 5.5fig; IN11 
directions read aloud in native language, AA5.2fig; IN10, 

11 
extended time, AA2.5, 5.15fig, 5.21; IN15, 19, 20, 23 
large-print version of test, AA2.5, 5.8fig; IN12, 18 
magnification equipment, AA2.5, 5.9fig; IN13, 19 
one-on-one, AA2.5, 5.13fig; IN15, 18, 19 
other, AA2.5, 5.17fig; IN16 
preferential seating, light, furniture, AA5.14fig; IN15, 18, 

19 
read aloud – most or all, AA2.5, 5.7fig; IN12 
read aloud – occasional, AA5.6fig; IN11 
responds in sign language, AA5.9fig; IN13 
responds orally to scribe, AA2.5, 5.10fig; IN14, 19, 20 
responds using Braille typewriter, AA5.10fig; IN13, 19  
responds using computer or typewriter, AA2.5, 5.11fig; 

IN14, 19 
school staff administers, AA2.5, 5.15fig; IN15 
small group, AA2.5, 5.13fig; IN14, 19, 23 
study carrel, AA5.14fig; IN15 
test items read aloud in native language, AA5.3fig, IN11 
test items signed, AA2.5, 5.6fig; IN12  
uses special writing tool, AA5.12fig; IN14 
uses template to respond, AA5.11fig; IN13 

not allowed by NAEP, AA5.18–19, AC2.5; IN16 
other accommodations, AC2.4 
Planning Codes, AA5.20; AC2.21t 
process, AC2.2fig 
SD Questionnaire 

. See form types 
SD/ELL Online Questionnaire Summary 

. See form types 
special requests, AC4.31 



NOTE: Page numbers followed by fig, q, or t indicates exhibits, quotations, or tables respectively. 
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accommodations (continued) 
state-specific guidelines, AC2.3, 2.14, 2.14fig  
test modification (understanding difference), IN10 

accountability, L4–5, 7, 19 
accuracy, L5, 26, 28 
adaptation 

. See conflict management 
Adequate Yearly Progress (AYP), AC1.16 
administering sessions, AA4.1– 4.18; AC8.1–8.16 

. See also monitoring sessions 
accounting for all NAEP materials, AA4.17; AC8.13 
additional materials removal, AA4.4 
calculators (see ancillary materials) 

collecting NAEP materials, AA4.17, 6.6; AC8.12 
. See also booklets 

dismissing students, AA4.17; AC8.13  (see also Assessment 
Information Form) 

ESBQ  
  . See Extended Student Background Questionnaire (ESBQ) 
handling 

latercomers, AA1.2fig, 4.3; AC8.4 
student ID labels (see also student ID labels) 

collecting, AA4.15; AC8.11 
removing, AA4.4; AC8.4 

NIES Appointment Cards 
. See Extended Student Background Questionnaire (ESBQ) 
recording numbers (school ID, teacher), AA4.5, 4.6 
timing, AA4.1, 4.9–4.10, 4.10fig 
verifying 

locations, AA4.1; AC8.2 
session scripts, AA4.2; AC8.2 

Administration Codes types, AA6.2-6.3  
Administration Schedule 

. See form types 
age groups 

. See characteristics by grade 
ancillary materials, AA1.12, 2.1, 2.5, 2.11, 2.14, 3.8, 3.9, 4.16, 

4.17, 6.6, 6.12, 6.17; AC 6.4, 6.8, 6.14, 6.15, 8.7 
. See also Session Box; AC Appendix B 
calculators, AA1.13fig, 1.22, 2.11, 3.8, 3.13, 4.7, 4.8, 4.16, 

4.17, 6.14, 6.17; AC6.13, 6.14, 8.6 
defective items, AA4.14 
grades 4, 8, and 12, AA1.2, 3.8; AC6.13 

answering students' questions 
. See monitoring sessions 

asks to leave early 
. See classroom management skills, handling student 

problems 
assessment day 

activities to complete prior, AC6.1-6.15 
activities before the session, AC7.1-7.16 
activities during the session, AC8.1-8.17  
activities after the session, AC10.1-10.28 
activities after leaving the school, AC11.1-11.14, 12.8 

Assessment Information Form 
. See form types 

Assessment QC Record 
. See form types 

assessment schedule, AA2.1; AC4.20, 5.4, 5.6 
assessment team 

. See National Assessment of Educational Progress (NAEP) 
assessment team meetings 

. See location 
attention deficit (with and without hyperactivity), IN8, 20 

. See also students with disabilities (SD) 
attire 

. See dressing professionally 
avoidance 

. See conflict management 
 

B 
background questionnaires 

. See questionnaire types 
behavioral styles (NAEP team members), L21–22 

. See also conflict management 
behaviors 

disruptive, S7, 8, 12, 14–15, 25 (see also Assessment 
Information Form; trauma, helping schools and students) 

distracting, S9, 14 
expectations, S8 
inappropriate, S6, 7, 8, 15 (see also classroom management 

skills, handling student problems) 
off-task, S8 
problem, S2, 3, 11, 12, 14–17, 24–28 
regressive, S24 (see also trauma) 

Best Practices Guide 
   . See Twelfth-Grade Student Participation 
body language, L8, 10, 20 

classroom management skills, S4, 6, 7, 8, 28 
cultural differences, S2, 3,19, 20,21, 22, 28 (see also cultural 

diversity) 
Booklet Cover Poster, AA3.8, 3.14, 4.5, 4.5fig; AC6.13, 7.13 
Booklet Preparation QC Record 

. See form types 
booklets 

accommodation, AA2.5, 2.8, 3.8, 6.12; AC6.1, 6.2, 6.2fig,  
collecting 

Option 1, AA4.16; AC8.12 
Option 2, AA4.16; AC8.12 

colors by grade, AA1.10 
covers 

accommodation, AA6.8 
makeup session coding, AA7.4 
writing explanations on, AA6.8 

distributing 
Option 1, AA4.3; AC8.3 
Option 2, AA4.3; AC8.3 

duplicating, AA3.12 
ESBQ  
  . See Extended Student Background Questionnaire (ESBQ) 
missing, AC6.12 
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booklets (continued) 
poster 

. See Booklet Cover Poster 
preparation, AC12.7 
QC checks, AA2.11, 2.12, 3.9, 3.13, 3.18, 4.1, 6.10, 6.14; 

AC8.5, 8.11 
reading directions aloud, AA4.7; AC8.5 
school ID number, AA4.5 
security, AA3.9 (see also security and confidentiality 

guidelines) 
    Take-All schools, AA2.12; AC1.21, 3.22 

timing of sections, AA4.9–4.10; AC8.8 
unassigned, AA6.3, 6.4, 6.6, 8.8; AC8.7 

breaks 
restroom, S11, 16, 28 
"stretch," S11 

bundle # (number), AA1.9fig, 2.6 
bundle sizes, AA2.6 
   .See also AC Appendix C 
Bundle Slip, AA2.6, 2.7fig, 6.12; AC 5.9, 5.10fig, 5.11 
   .See also AC Appendix C 
Bureau of Indian Education (BIE) 

. See school types 
 

C 
calculators, AA1.13fig, 1.22, 2.11, 3.8, 3.13, 4.7, 4.8, 4.16, 4.17, 

6.14, 6.17; AC6.13, 6.14, 8.6 
. See also ancillary materials 

camaraderie, L8, 21, 22, 28 
cerebral palsy 

. See students with disabilities (SD), orthopedic impairment 
certificate types (see also AC Appendices B and C) 
 Certificate of Community Service, AC3.23 

School Certificate of Appreciation, AC1.31 
Student Appreciation Certificate, AA1.22, 3.8, 3.9, 3.13, 4.16 
AC3.19, 3.19fig, 3.23 

chalkboards, AA3.14 
. See also visual materials 

characteristics by grade, S6, 9, 10–13, 24 
eighth, S6, 9, 12, 24 
fourth, S6, 9, 10–11, 24 
twelfth, S6, 9, 10, 13, 24 

child with disability 
. See students with disabilities (SD) 

childhood disability 
. See students with disabilities (SD) 

classroom management skills, S2, 4, 6–9, 12 
. See also session scripts 
being authoritative, S4, 5, 7, 14 
being confident, S4, 5 
being effective, S4, 5, 6, 9, 14 
body language, S4, 6, 7, 8, 28  
desk arrangements, S6, 7, 8, 10 
eighth-grader characteristics, S6, 9, 12, 24 
eye contact, S4, 6, 7, 8, 20, 22, 28 
first impressions, S5 

classroom management skills (continued) 
fourth-grader characteristics, S6, 9, 10–11, 24 
handling student problems, S14–17 (see also trauma) 

asks to leave early, AA4.13; AC8.14; S16, 4.15 
becomes emotionally upset, AA4.13; AC8.14; S11, 16 
diffusing situations, S14 
disruptive behavior, AA4.13; AC8.14; S6–9, 14–15, 25 

(see also behaviors) 
illness, AA4.13;  AC8.14; S17 (see also trauma) 
refusing to participate, AA4.13; AC8.14 
reluctance to participate, AC8.14; S13, 15, 26 
respect, S5, 10, 11, 17, 19, 22, 26, 28 
seeking assistance, S12, 15, 16, 17 
sleeping, S17 (see also trauma) 

interacting privately with students, S5, 6, 8, 12, 14 
moving around the classroom, S5, 6, 7, 14 
P.E.P. (proximity, eye contact, privacy) technique, S8–9 
smiling at students, S5, 7 
thanking students, S7 
touching a student, S17 
twelfth-grader characteristics, S6, 9, 10, 13, 24 

Close-Out Procedures, R38 
completing data entry, R38 
Bulk Security Checklist, R38 
Hours Tracking System, AC12.8; R38 
Bulk Security Checklist, R38 
Pearson Materials Tracking System (MTS), R38 
returning sessions materials, R38 
School Control System, AC12.8, R38 
staff evaluations, R38 
Westat Field Files Department, R38 

clothing 
. See dressing professionally 

collaboration, L5, 6 
. See also conflict management 

collecting 
NAEP materials, AA4.7, 416, 4.17 (see also booklets) 
student ID labels, AA4.15, AC8.8 

communication 
blaming statements, L21 
body language, L8, 10, 20 
clarifying information, L8, 9 
constructive criticism, L12–13 
defensiveness, L12, 17, 22 
differing opinions, L20 (see also conflict management) 
empathy, L21 
eye contact, L8 
hearing, L8, 15 (see also listening) 
interpersonal skills, L5 
listening, L6, 9, 21, 22 

active, L9, 21 
objective, L22 

methods, L5, 9 
e-mailing guidelines, L8–10 
telephoning, L8, 9, 24, 25 

reporting calls, L6, 10 
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communication (continued) 
  methods (continued) 
    telephoning (continued) 

voice messaging, L9 
miscommunication, L25 

open discussions, L6, 15 
with supervisor, AC12.5  

competition 
. See conflict management 

compromise 
. See conflict management 

concealing visual school materials, AA3.14; AC7.13 
condition of schools, S19, 24 
Confidentiality Agreement 

. See National Assessment of Educational Progress (NAEP), 
report results, National School Lunch Program 

Confirmation Call E-Mail Template, AC3.12 
Confirmation Calls, AC3.1, 3.9, 3.13, 3.15, 12.7 
conflict management, L20–22 

changing behavior styles, L21 
intimidation, L22 
manipulative behavior, L22 
mediation, L20, 22 
removing barriers, L20 
settling disputes, L20 
ways of dealing with conflict, L22 

adaptation, L22 
avoidance, L22 
collaboration, L22 
competition, L22 
compromise, L22 

consistency, L5, 18, 22, 26 
constructive criticism, L12, 13 
correct location (verifying), AA4.1 
criminal penalties 

. See Oath of Office; Pledge of Confidentiality 
crying in class, S11, 16 

. See also trauma 
cultural differences, IN22, 23 

. See also cultural diversity 
cultural diversity, S2, 3, 4, 18–22, 27 

. See also classroom management skills 
cultural backgrounds, S18, 19 
cultural differences, S19, 20–22 

body language, S19, 20–22 
discrimination, S19 
eye contact, S19, 20, 22 

cultural terminology, S19, 27 
population, S2, 18, 19, 27 

minority groups, S18, 19, 27 
schools, S2, 18 
United States, S18, 19 
U.S. Census Bureau, S18 

respect, S19, 22 
statistics, S18 (see also U.S. Census Bureau, U.S. Census  
[2000]) 

cystic fibrosis 
. See students with disabilities (SD) 

 
D 
data collection, L4, 24, 26; O7, 8, 13, 14, 16, 17, 21–22, 31; S4 
data integrity, L4, 15 

. See also statistical validity 
deadlines, L7, 18, 24 
decisionmaking, L6, 15, 16 
defective assessment materials 

. See handling unexpected situations 
demographic data, AC1.2–1.16 
demotion 

. See job performance 
desk arrangements 

. See classroom management skills 
desks 

classroom, AA3.13 
teachers', AA3.13 

Destroy by postcard, AC1.28, 10.17, 10.18 (see also AC 
Appendix A) 

developmentally delayed 
. See students with disabilities (SD) 

diffusing classroom situations 
. See classroom management skills, handling student 

problems 
disability 

. See special needs children, students with disabilities (SD) 
disciplinary action 

. See Oath of Office; Pledge of Confidentiality 
discrimination 

. See cultural diversity 
dismissing students, AA1.2fig, 2.2, 4.6, 4.17; AC8.13 
 ESBQ, AA8.6 
 NIES, AA2.2 

. See also Assessment Information Form 
disruptive behavior, AA4.13; AC8.14 

. See also Assessment Information Form, behaviors, 
classroom management skills 

district/school staff 
. See National Assessment of Educational Progress (NAEP), 

assessment team 
diversity 

. See cultural diversity 
documentation 

. See recordkeeping 
Documentation Log 

. See form types; job performance 
dressing professionally, S4, 5 
dyslexia 

. See students with disabilities (SD), developmental 
 
 
E 
educational 

policy, L4 
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educational (continued)   
progress, L4 
research, L4 
snapshots, L4 

eighth-grader characteristics, S6, 10, 12 
ELL Questionnaire 

. See questionnaire types 
e-mailing guidelines, L8–10 
emergencies in classrooms, AA4.13, 4.14 

. See also Assessment Information Form 
English language acquirers (ELA) 

. See English language learner (ELL) 
English language learner (ELL), IN2, 4, 5–6, 8–10, 22–25, 27 

criteria of state definitions, IN10 
cultural differences, IN22, 23 
data on SD and ELL students, AA1.3; IN4, 6, 21, 23 
establishing rapport, IN23 
impact of immigration, IN8 
input-processing-output model, IN8 
most common languages, IN22 
NAEP's inclusion goal, IN4, 8, 9 
profile, IN8 
showing respect, IN24–25 
student anxieties, IN23 (see also special needs children) 
timespan of NAEP accommodations, IN8 
trauma, effects on, S26 
when to stop testing, IN21 
working with, IN22–23 

ensuring students work in correct section, AA4.11 
erasing visual school materials, AA3.14 
errors, L4, 5, 19 
ESBQ 

. See Extended Student Background Questionnaire (ESBQ) 
ESBQ Admininstration Schedule 

. See Extended Student Background Questionnaire (ESBQ) 
ethical standards, L6, 7 
ethnic/ethnicity, S18, 19, 27 

. See also cultural diversity 
ETS 

. See National Assessment of Educational Progress (NAEP), 
organizational structure 

evaluating solutions 
. See problem-solving 

exceptional student 
. See students with disabilities (SD) 

Extended Student Background Questionnaire (ESBQ), AA2.6, 
4.9, 7.1; AC1.21, 1.23, 4.8, 5.3, 6.8, 8.11, 10.6, 11.1, 12.8 
(see also AC Appendix); O9, 10 

conducting session, AA8.1–8.11 
ESBQ Administration Schedule, AA3.8, 3.13, 6.12, 7.3, 7.4, 

8.1, 8.2fig, 8.3, 8.6, 8.7, 8.8, 8.9, 8.11; AC1.31, 3.23, 4.8, 
4.11, 4.24, 4.30, 4.57, 5.3, 5.14, 6.8, 6.9, 6.13, 7.12, 
10.10–10.12,11.8 (see also AC Appendix B) 

 
 

 

Extended Student Background Questionnaire (ESBQ) 
(continued)   

ESBQ booklets, AC5.12, 5.13, 5.14, 6.4, 6.8, 6.9, 6.13,  
   10.10, 10.11, 10.12, 8.11, 8.13 
ESBQ sessions 
   conducting session, AA8.1–8.11 

makeup session, AA7.1–7.4, AC10.25, 11.1 
monitoring session, AC6.8–6.9 

ESBQ QxQs (grades 4, 8, and 12), AC8.11 
ESBQ Sample Questions Booklet, AC3.22, 3.24 
ESBQ Worksheet, AC1.20, 10.11 

eye contact, L8 
classroom management skills, S4, 6, 7, 8, 20, 22, 28 
cultural differences, S19, 20, 22 (see also cultural diversity) 

 
 
F 
fatigue, L25 
Federal Information Processing Standard (FIPS) code, AC1.7fig 
Federal Privacy Act, AA3.12; AC6.11 
FedEx 

contact information 
telephone number, AC11.6, 11.12 
website, AC11.12 

delivery services 
FedEx Express for session shipments, AC11.3, 11.6 
FedEx Ground for returning bulk shipments, AC11.6 
FedEx Overnight, AC11.12 
FedEx 2-Day, AC11.12 

package services 
dropping off packages, AC11.6, 11.12 
finding a location, AC11.6, 11.12 
scheduling a pickup, AC11.6, 11.12 

supplies 
remaining labels (destroying), AC11.6 
return shipping labels, AC11.3, 11.4fig, 11.7 

tracking number, AC11.3, 11.7  
feedback, L11–13, 18–21 

. See also Documentation Log 
field director 

. See National Assessment of Educational Progress (NAEP), 
assessment team 

field manager 
. See also National Assessment of Educational Progress 

(NAEP), assessment team 
fire drills 

. See handling unexpected situations 
504 Plan 

. See Individualized Education Programs 
form types 

Administration Schedule, AA1.1, 1.6, 1.11fig, 1.30, 4.1; 
AC1.2– 1.3, 1.4fig, 1.5, 1.6fig, 1.7–1.9, 1.10fig, 1.11fig, 
1.12-1.17fig, 6.7, 6.8, 7.6, 10.2, 10.4, 10.6, 10.8, 10.10 
(see also makeup session; AC Appendix B) 
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form types (continued) 
Administration Schedule (continued) 
  columns (see also Administration Codes types) 

A (Atten.), AA1.7; AC1.9 
B (Student Name), AA1.7; AC1.9 
C (Homeroom or Other Locator), AA1.7; AC1.9 
D (Line # / Subject), AA1.7; AC1.9 
E (Birth Date), AA1.7; AC1.9 
F (Sex), AA1.7; AC1.9 
G (Race/Eth.), AA1.7; AC1.9,1.12, 1.13fig 
H (School Lunch), AA1.7; AC1.9, 1.14, 1.14fig 
I (SD), AA1.7; AC1.9 
J (Final SD Code), AA1.7; AC1.9, 1.15, 1.15fig 
K (ELL), AA1.7; AC1.9, 1.16, 1.16fig 
L (Final ELL Code), AA1.7; AC1.9, 1.16, 1.16fig 
M (New Enrollee), AA1.7; AC1.9 
N (Planning Code), AA1.7; AC1.9, 1.17, 1.17fig, 7.6 
O (Original Booklet ID #), AA1.7; AC1.9 
P (Accommodation Booklet ID #), AA1.7; AC1.9, 2.21t 
Q (Admin. Code), AA1.7; AC1.9, 1.11 
R (Administration Codes), AA1.7; AC1.9 

   completing, AA6.1–6.5; AC10.1–10.6 
features (of form), AA1.5, 1.5fig; AC1.5–1.17 
missing data, AC7.6 
process flow, AA1.3, 1.4fig; AC1.2, 1.4fig 
role 

after the assessment, AC1.3 
on assessment day, AC1.3 
during preassessement activities, AC1.2 

school ID number, AA1.5, 1.5fig; AC1.7, 1.7fig 
Session Number, AA1.6; AC1.8 
Summary Box, AA1.9, 1.9fig, 6.4, 6.4fig ; AC1.11, 1.11fig 

Assessment Information Form, AA1.2, 1.2fig, 1.27, 2.2–2.3, 
2.3fig, 2.5, 2.11, 2.13–2.14, 3.1, 3.8–3.9, 3.13, 4.9, 4.15–
4.18, 5.1, 5.20, 5.21, 6.8–6.11; AC1.23–1.24, 1.25fig, 1.34, 
4.34, 5.7, 5.8, 5.17, 5.20, 6.1, 6.9, 7.12, 8.13, 9.20, 9.26, 
10.8, 10.26 (see also AC Appendix C) 

makeup session, AA7.1, 7.5 
NIES, AA2.2 

Assessment QC Record, AA1.13, 1.13fig, 1.14, 1.27, 3.13, 
3.18, 4.1, 6.10, 8.9; AC7.7–7.8, 7.9fig, 8.1; R37 

Booklet Preparation QC Record, AA1.13, 1.13fig, 1.14; 
AC6.5, 7.13 

Bulk Security Checklist, AC5.14, 5.15fig, 6.3 (see also AC 
Appendix C; Close-Out Procedures) 

Documentation Log, AC11.10; L18, 19, 26, 27, 28 
ESBQ Administration Schedule 
. See Extended Student Background Questionnaire (ESBQ) 
Field Sampling Line Numbers Form, AC1.30 
Grade 12 Strategies Form, AC4.43, 5.17, 10.22–10.24, 11.8 
Inclusion Worksheet, AC1.24, 1.31, 2.3, 2.16, 2.16fig, 2.17, 

2.18–2.21fig, 2.22, 2.22–2.25fig, 3.23, 4.8, 4.11, 4.15–4.19, 
4.28–4.30, 4.32–4.35, 4.47, 4.57, 4.60, 5.17, 10.16 (see 
also AC Appendix B) 

Log of Schools, AC12.6 (see also AC Appendix B) 
 

form types (continued) 
Materials Checklist  

.See AC Appendix E 
Materials Request Form, AC5.18, 5.19fig 
NAEP 2009 Listing of Sampled Students, AA3.8, 3.9, 3.13, 

3.19, 4.1; AC1.31, 3.23, 8.2 (see also AC Appendix B) 
NAEP State Coordinator Observation Checklist, AA3.5, 

3.6fig 
New Enrollee Listing Form, AC1.30, 3.22, 4.7, 4.8, 4.57, 

10.16 (see also AC Appendix B) 
New Enrollee Sampling Line Numbers Form, AC1.30, 3.22, 

3.23, 4.8 (see also AC Appendix B) 
NIES Appointment Cards 
   .See National Indian Education Study (NIES) 
NIES Administration Schedule  

.See National Indian Education Study (NIES) 
Original List of Students Submitted for Sampling, AC1.30, 

3.23, 4.6, 4.57 (see also AC Appendix B) 
Private School Data Collection Form 

.See AC Appendix E 
Quality Control Booklet, AC1.19, 1.19fig 
Roster of Questionnaires, AA1.1, 1.23, 1.25, 1.26fig, 1.27, 

3.8, 3.13, 3.14, 6.6 
after the assessment, AC10.13, 10.16, 10.17, 10.19, 10.28 
before preassessment visit, AC3.10, 3.15, 3.17, 3.17fig, 
3.23 
before session, AC7.5, 7.12, 7.14 
preassessment visit, AC4.8, 4.15, 4.37, 4..57, 4.58, 4.60 
prior to assessment day, AC6.12, 6.13, 6.15 
role in NAEP process 
  .See AC Appendix A 
roster types (see also AC Appendix A) 

grades 4 and 8, and 12, AA1.25, 1.26fig; AC1.28; 1.31  
grades 4 and 8 SD/ELL, AA1.25; AC1.28; 1.30, 3.23 

NIES, AA6.12 
School Folder Transmittal Form, AC1.30, 3.23 6.10, 11.9, 

11.10fig, 12.2 (see also Appendices B and E) 
School Folder Quality Control Checklist, AC11.11, 11.11fig 
SD/ELL Online Questionnaire Summary, AC2.26, 2.26fig, 

3.9 (see also AC Appendix B) 
Session Debriefing Form, AA1.19, 1.19fig, 3.8, 3.10, 3.13, 

3.19, 4.12–4.14, 6.2, 6.8, 6.16–6.17; AC5.17, 6.13, 7.1, 
7.4–7.5,  7.10, 7.12, 8.7, 8.14,  9.36, 9.40, 10.2, 10.7, 
10.21 (see also AC Appendix C) 

Special Situation Form 
   .See AC Appendix E 
State Information Form, AC1.16, 3.23, 4.16 (see also AC 

Appendix A and B) 
The Internet Search Form  

.See AC Appendix E 
fourth-grader characteristics, S9, 10–11 
Frameworks  

. See AC Appendix B 
frequently asked questions 

. See National Assessment of Educational Progress (NAEP) 
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G 
gaining cooperation 

. See private schools 
goals 

. See supervising 
Grade 12 Strategies Form 

. See form types 
grades 

. See also Session Box 
4, 8, and 12, AA1.6 
NAEP results by subgroups, AA1.3 

guidelines for viewing assessment materials, AA3.12; AC6.10, 
6.11; O14 

Guide for Completing the Student With Disabilities (SD) and 
English Language Learner (ELL) Questionnaires, AC2.3, 
2.15, 5.17 (see also AC Appendix A) 

 
H 
handling difficult situations, AA4.13; AC8.14–15 

. See classroom management skills 
handling latecomers 

. See booklets 
handling unexpected situations 

. See also classroom management skills 
defective assessment materials, AA4.14; AC8.15 
school alarm fire, AA4.14; AC8.15 
school lockdown, AA4.14; AC8.15 
writing notes on Session Debriefing Form, AA4.13–4.14; 

AC8.14 
handwriting styles 

. See scannable documents guidelines 
hearing aids 

. See students with disabilities (SD), physical 
Help Desks 

NAEP, AC12.5, 12.8 
Pearson, AC15.18 

High School Transcript Study (HSTS), AC1.21; O9, 12, 28 
home office, L23 
Hours Tracking System, AC12.8 (see also Close-Out 

Procedures) 
HumRRO 

. See National Assessment of Educational Progress (NAEP), 
organizational structure 

 
I 
identification badge 

. See NAEP ID Badge 
IEP 

. See Individualized Education Programs (IEPs) 
illness in class 

. See Assessment Information Form; classroom 
management skills 

impaired development 
. See students with disabilities (SD) 

Indian Education Survey 
. See National Indian Education Study (NIES) 

Individualized Education Programs (IEPs), AA5.1; AC1.15, 
8.10; IN5, 10, 14, 17; S26 (see also accommodations) 

Individuals with Disabilities Education Act (IDEA), IN7 
Instructions for School Staff Administering Accommodations 
  .See AC Appendix C 
Instructions for the School Coordinator Brochure, AC1.28, 3.6, 

3.7, 3.8, 3.9, 3.25, 4.6, 4.10, 4.13, 4.14, 4.17, 9.2, 9.4 (see 
also AC Appendix A) 

interacting privately with students, S5, 28 
interpersonal skills, L5 
intimidation, L22 
 
 
J 
job performance, L11, 12 

AAs, AC12.6, 12.8 
additional training, L19 
boundary setting, L19 
defining parameters, L20 
demotion, L18 
Documentation Log (see form types) 
factors affecting, L18, 19 
goals, L19, 20 
improving job performance, L12, 18 
NAEP-specific guidelines for rating individual performance 

categories, AC12.73-12.76 
problems, L18 
problem-solving, L6, 15–16, 20 
reassigning team members, L19 
restructuring workload, L19 
setting clear expectations 
 giving feedback, L11–13 
 giving instructions, L5, 18 
termination, L18 

job requirements, L11, 19 
job satisfaction, L24 
 
 
 
L 
Lavole, Richard, IN6q 
leadership characteristics, L5 
learners of English as a Second Language (ESL) 

. See English language learner (ELL) 
learning disabled 

. See students with disabilities (SD) 
learning from experience, L17 
leaving class early, S16 
letter types 

Accommodation Teacher Letter, AA1.21, 1.21fig, 4.1, 5.21, 
7.1; AC5.6, 5.17, 6.12, 7.11(see also AC Appendix C) 

Office of English Language Acquisition (OELA) and the Office 
of Special Education Programs (OSEP), AC2.7fig 

Parent/Guardian Notification Letter, AC1.28, 3.9, 3.23, 4.37, 
4.38, 4.39, 5.2, 5.20, 7.5, 9.5 12.2 (see also AC Appendices 
A, B, and E) 
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letter types (continued) 
Teacher Notification Letter, AC.20, 3.21fig, 3.23, 4.49, 4.57, 

4.58, 5.17, 9.21 (see also AC Appendix B) 
Teacher Observer Letter, AA1.20, 1.20fig, 1.27, 4.1, 7.1; 

AC4.51, 5.17, 6.12, 7.11, 7.16, 9.28 (see also AC Appendix 
C) 

U.S. Department of Agriculture Letter, AC1.28, 3.24 (see also 
AC Appendix A) 

Levine, Mel, IN26q 
limited English proficient (LEP) 

. See English language learner (ELL) 
lip readers 

. See students with disabilities (SD) 
Locating Private School Results on the Web, AC3.24, 4.50, 5.17 
(see also AC Appendix B) 
location 

assessment room (verifying), AA4.1; AC7.6 
assessment team meetings, AA2.1, 3.1 

lodging 
allowance, R22–23 
hotel, R20 
staying with family or friends, R24 

Log of School 
. See form types 

Logistics Questionnaire 
. See questionnaire types 

lunch periods, S12, 16 
 
M 
magazines 

Leadership, R37 (see also quizzes) 
Overview, AC1.23, 3.22 
Strategies, AC8.7 

makeup session, AA7.1–7.5; AC4.51, 5.6,  9.36, 9.38, 9.39, 
10.2, 10.6, 10.14–10.15, 10.17, 10.22, 10.25, 10.26, 10.27, 
10.28, 11.1, 11.2, 11.3, 11.7, 11.8, 11.9, 11.13, 11.14, 12.8  
Accommodations Teacher Letter (see letter types) 
Administration Schedule, AA7.1, 7.2, 7.3fig, 7.4 
Administrative Codes, AA7.3fig; AC10.2 
Assessment Information Form, (see form types) 
conducting, AA7.2 
ESBQ  
. See Extended Student Background Questionnaire (ESBQ) 
meeting school coordinator, AA7.2 
NAEP Storage Envelope, AA7.1, 7.2, 7.4 
process, AC11.2fig 
Quality Control Booklet, AC1.20, 10.14, 11.7 
Roster of Questionnaires (see form types) 
scheduling, AA2.1, 7.1 
securing materials, AA7.1 
Session Box, AA7.1, 7.4, 7.5; AC10.26–10.27 
Session Debriefing Form (see form types) 
Teacher Observer Letter (see letter types) 

Makeup Session Worksheet 
. See Quality Control Booklet 
 

Materials Ordering Site (MOS), AC5.18 
Materials Request Form 

. See form types 
Measure Up Newsletters, AC3.24 (see AC Appendix B) 
mediation 

. See conflict management 
miscommunication 

. See communication 
misunderstandings 

. See cultural differences 
monitoring sessions, AA4.9– 4.14; AC8.10–8.17 

. See also administering sessions; handling difficult 
situations; handling unexpected situations 

answering students' questions 
cognitive block (subject-area) sections, AA4.9, 4.11;    

AC8.8, 8.9 
general background sections,  AA4.9, 4.12; AC8.8, 8.9 
recording answers, AA4.11; AC8.9 
subject-area background sections, AA4.9, 4.11, 4.12;   
AC8.8, 8.12 
QxQs, AA4.9 

ending session, AA4.15–4.17 
  ensuring students work in correct section, AA4.11; AC8.2 

monthly calendar 
. See time management strategies 

morale, L12, 18 
MOS 

.See Materials Ordering Site (MOS) 
moving around the classroom, S5 

. See also classroom management skills 
MTS 

. See Pearson, Pearson Materials Tracking System (MTS) 
MySchool, AA3.11, 3.12; AC6.10, 6.11, 12.2; O11 
 
N 
NAEP 

. See National Assessment of Educational Progress (NAEP) 
NAEP 2009 Listing of Sampled Students 

. See form types  
NAEP ID Badge, AA1.13fig, 3.1, 3.1fig 
NAEP materials, AA1.1, 1.13fig, 3.4, 3.11, 3.13q 
 collecting, AA4.16, 4.17 
 returning to AC, AA6.1 
NAEP observers, AA3.2–3.4; AC7.1– 7.5 

actions by ACs and AAs, AA3.3; AC7.3 
actions by observer, AA3.3, 3.3t; AC7.3 
HumRRO, AA3.4; AC7.1, 7.3 
NAEP State Coordinators, AA3.5, 3.6; AC7.1, 7.3, 
    NAEP State Coordinator Observation Checklist, AC7.4fig 

NAEP publications 
. See AC Appendix B  

NAEP report results by subgroups 
. See National Assessment of Educational Progress (NAEP) 

NAEP State Coordinator 
. See National Assessment of Educational Progress (NAEP), 

assessment team 
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NAEP Storage Envelope, AC1.28, 4.51, 4.55, 4.57, 4.58, 7.5, 
9.21, 9.40 (see also makeup session; Appendices A and D) 
after the assessment, 10.16, 10.17, 10.18, 10.20, 10.22 

National Assessment of Educational Progress (NAEP) 
assessment team, AA2.1, 3.1; O2, 17, 17fig, 19, 24, 25, 32  

AAs, AC1.24, 7.1, 7.2, 7.5, 7.6, 8.2, 10.1, 10.26; O2, 17, 
17fig, 19, 20, 22, 23, 25, 27,  30, 31 

in-person training, AC12.4; O9, 16, 17, 17fig,23, 27 
roles and responsibilities, O20 

ACs, AA1.2, 1.27, 3.2, 3.3; L26;  O2, 15, 16, 17, 17fig, 
19, 20, 22, 23, 25, 27, 30, 31 

in-person training, AC12.6; O30, 31 
 after training activities, AC12–12.8 
roles and responsibilities, O20 

district/school staff, O10, 17, 17fig,18, 24, 25, 31 
role of classroom teacher, O24 
role of instructional facilitator, O24 
role of principal or leader, O24 
role of school coordinator, O24 

field directors, O17, 17fig,19, 30 
roles and responsibilities, O19 

field managers, AA3.2, 3.11, 3.19; , L16, 22; O15, 17, 
17fig,18, 19, 25, 27, 30 

roles and responsibilities, O19 
NAEP State Coordinator, O7, 8, 17, 17fig,18, 25, 29 

roles and responsibilities, AA3.3, 3.5, 3.6, 3.12; 
AC2.3, 2.14, 2.15, 4.49, 6.11, 7.1, 7.3, 7.4, 7.5; O18 
(see also Appendices A and B) 

supervisors, L26; O2, 4, 15–17, 17fig,18–20, 22, 23, 25, 
27, 29, 30–31 

  gaining cooperation  
     .See AC Appendix E 

in-person training, O30 
roles and responsibilities, O19 

Westat home office, L22; O17, 17fig, 23 
assessment team meetings, AA2.1, 3.1; L10 
assessment types, O9–10 

High School Transcript Study, AC1.21; O9, 12, 28 
long-term trend, O5 
national, O5, 6, 9 
National Indian Education Study 
   . See National Indian Education Study (NIES) 
pilot tests, O9 
special studies, O5, 9 
state, O5, 6, 9 
Trial Urban District Assessment (TUDA), O9 

Code of Ethics, O2, 3, 13, 14, 31, 32 
Oath of Office, AA3.11; O31 

criminal penalties, AA3.11 
disciplinary action, AA3.11 
violations, AA3.11 

principles of test administration 
accuracy, O5, 13, 18, 20, 22, 31 
integrity, O13, 18, 20, 22, 31 
respect, O2, 12, 13, 18, 31 

educational policy role, O9 

National Assessment of Educational Progress (NAEP) 
(continued) 

educational progress, L4 
frequently asked questions, O23, 26–29 
history, O4–8, 28 
inclusion goals, IN4, 8, 9 (see also accommodations) 
methodology, O6 
organizational structure  

Human Resources Research Organization (HumRRO), 
AA3.3, 3.4; AC7.1, 7.3   

NAEP Alliance, O5, 7, 8fig, 19, 25 
Educational Testing Service (ETS), AA1.3, 1.4fig, 3.2; 

AC1.3, 1.4fig; 7.1; O8 
Fulcrum (IT), O8 
Pearson, AA1.3, 1.4fig, 1.7, 1.11, 2.11, 3.2, 3.3, 6.1, 

6.5, 6.6, 6.12, 6.13, 6.14, 7.4, 7.5; AC1.3; 1.4fig; 
111.3; O8 

Westat, AA3.2, 3.3, 3.9, 3.10, 6.8, 6.15; AC7.1;O5, 7–
9, 15–19, 21–23, 25, 27 

National Assessment Governing Board (NAGB), AA3.10; 
O5, 7, 8, 10  

National Center for Education Statistics (NCES), 
AA1.20fig, 3.2; O5, 7, 8, 10, 12, 28 

Pledge of Confidentiality, AA3.11; AC1.9, 6.12; O27 
primary goals, O6 
procedures, L4, 5, 7, 12, 16, 17, 19, 21, 28 
quality control measures, O5, 7, 16, 19, 20, 22, 25, 30, 31 
report results, O32 

date of birth, AC1.2 
English language learners (ELL), AA1.3; AC1.2 
gender, AA1.3; AC1.2 
grade, AA1.3; AC1.2 
National School Lunch Program (NSLP), AA1.3; AC1.2  

. See also AC Appendix B 
race/ethnicity, AA1.3; AC1.2 
students with disabilities, AA1.3; AC1.2 

sample for 2009, O9, 12 
schedule for 2009, O9, 25 
subjects, O6, 9, 17, 26, 29 
"The Nation's Report Card," IN4; O4, 6, 25, 28 

National Indian Education Study (NIES), AA3.8, 4.7, 4.17, 6.1; 
AC1.23; 3.2, 9.1–9.42; 12.6; O9, 12, 27 
Instructions for School Coordinator Brochure (see also AC 

Appendix A) 
Listing of Sampled NIES Students, AC1.31 
NIES Envelope, AC1.28, 3.9 (see also AC Appendix A) 
NIES Materials AC3.25 (see also AC Appendix D) 

Listing of Sampled Students for NIES, AC9.5, 9.21, 10.16 
NIES Administration Schedule, AC1.31, 3.7, 3.24, 4.30,     

4.58, 5.3, 5.14, 6.13, 7.12, 9.2, 9.5, 9.7, 0.8, 9.14–9.16, 
9.21–9.24, 9.26, 9.28–9.30, 9.35, 9.36, 9.38–9.40, 9.42 

NIES Appointment Cards, AA4.15; AC5.17, 8.12, 9.20, 
9.26(see also AC Appendix B) 

NIES Brochure, AC3.9 
NIES Roster of Questionnaires, AC1.31, 3.17, 3.24, 4.58, 

6.13, 9.2, 9.5, 9.11, 9.13, 9.17, 9.18, 9.21, 9.40 
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National Indian Education Study (NIES) (continued) 
NIES Materials (continued) 

NIES Sample Questions Booklet, AC3.9 
NIES School Questionnaire, AC1.31, 3.24, 5.14, 9.5, 9.12 
NIES Storage Envelope, AC10.15, 10.16 
NIES Student ID Labels, AC5.12 
NIES Student Information Report, AC1.28, 3.9, 3.12, 4.3, 

4.58, 9.2, 9.5–9.8, 9.10, 9.18, 9.21–9.23, 9.40 
NIES Student Questionnaire, AA4.10; AC5.12, 6.13, 9.24– 

9.25, 9.28–9.29, 9.34–9.36, 9.38–9.40, 9.42 
NIES Student Survey QxQs 
NIES Survey Scripts, AC9.31, 9.31fig 
NIES Teacher Questionnaire, AC1.31, 3.24, 5.14, 9.11, 9.13 

NIES Parent /Guardian Notification Letter, AC3.9, 9.5 
Nie Questionnaire, AA3.8, 4.17 
NIES Survey Session, AC9.1-9.40, 11.9 (see also     

assessment day) 
activites to complete after session, AC9.36-9.40 
conduct Confirmation Call, AC9.4 
meet school coordinator, AC9.14 
NIES Student Surveys, AC9.24–9.26 
 administer, AC9.31–9.35 
 prepare, AC9.24–9.28 
 session scripts, AC9.28–9.30 
 update NIES Administration Schedule, AC9.22–9.23 
 work Independently, AC9.5 

NIES Worksheet, AC9.38 
NCES 

. See National Assessment of Educational Progress (NAEP), 
organizational structure 

New Enrollee Listing Form 
. See form types 

New Enrollee Sampling Line Numbers Form 
. See form types 

NIES 
. See National Indian Education Study (NIES) 

NIES Survey 
.See National Indian Education Study (NIES) 

No Child Left Behind legislation, AC4.37; O6, 26 
nondisclosure statement, AA1.21 (see also Accommodation 

Teacher Letter) 
nondiscrimination, L6 
nonverbal cues, S5, 8, 28 
NSLP 

. See National Assessment of Educational Progress (NAEP), 
report results 

 
O 
Oath of Office 

. See National Assessment of Education Progress (NAEP), 
Code of Ethics 

observations 
. See NAEP observers 

office 
. See home office; Westat home office 

Office of Indian Education, O12, 28 

organizational skills, L7, 23, 24, 25 
Original List of Students Submitted for Sampling 

. See form types 
Overview 

. See magazines 
 
P 
Pearson 

. See National Assessment of Educational Progress (NAEP), 
organizational structure 

Pearson Materials Tracking System (MTS) AC12.3, 12.4  
Close-Out Procedures, R38 

P.E.P. (proximity, eye contact, privacy) technique, S8–9 
performance evaluation 

. See Staff Evaluations 
performance issues 

. See job performance 
personnel issues, L22 

. See also job performance 
Pledge of Confidentiality 

. See National Assessment of Educational Progress (NAEP) 
politeness, L10 
population 

. See also cultural diversity 
minority groups, S18, 19, 27, 28 
schools, S2, 18 
United States, S18, 19 
U.S. Census Bureau, S18, 19 

Preassessment Packet, AC1.1, 1.26, 1.27fig, 3.1, 3.7, 12.2 
assembly (with School Folder), AC12.2 
contents, AC1.1, 1.28t (see also AC Appendix A) 
preparing, AC12.2 

preassessment visit 
activities to complete after, AC5.1-5.21 
before, AC3.1-3.23 
conducting, AC4.1-4.60  
overview before the visit, AC3.1–3.24 

preparing the room 
. See room preparation 

Private School Folder, AC1.30 
private schools 

. See school types; AC Appendix E 
problem-solving, L6, 15–16, 20 
procrastination, L25 
professionalism, L6, 10, 11, 13 
proximity, S6, 7, 8 

. See also P.E.P. 
psychosomatic symptoms 

. See trauma, signs of 
Public Law 107-110, AA3.12 
 
Q 
Quality Control Booklet, AA1.13fig; AC1.19, 1.19fig, 1.21, 

1.21fig,1.30, 3.1, 3.23, 4.1, 5.1, 5.17, 6.5, 6.9, 7.5, 8.1, 9.2, 
10.2, 10.11,  11.7, 12.6 (see also Booklet Preparation QC 
Record, AC Appendix B) 
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Quality Control Booklet (continued) 
makeup session, AC1.20, 10.14, 11.7 
Makeup Session Worksheet, AC1.20, 10.14, 10.15fig 
organizational structure, AC1.20 
Record of Preassessment Contacts, AC5.1 
reviewing label, AC3.22 
role in NAEP process, AC1.20 
School Coordinator Debriefing Interview, AC10.21–10.22 

quality control (QC) procedures, AA1.13 (see also supervising) 
QC checks, AA2.11, 2.12, 3.9, 3.13, 3.18, 4.1, 6.10, 6.14 

questionnaire types 
background, AA1.24fig, 3.11, 3.12 
debriefing questionnaire, AC10.22 (see also School 

Certificate of Appreciation) 
ELL Questionnaire, AA1.23, 1.25; AC1.28, 1.30,  2.3, 2.5, 

2.6, 2.8, 2.10, 2.12–2.15, 2.17–2.19, 2.22, 2.26–2.28, 3.9, 
3.12, 3.24, 4.3, 4.8, 4.15, 4.17–4.19, 4.23, 4.27– 4.30, 
4.32, 4.60, 5.3, 5.13, 5.17, 5.21, 10.12 (see also Inclusion 
Worksheet; AC Appendix A) 

ESBQ 
 . See Extended Student Background Questionnaire (ESBQ) 
Logistics Questionnaire, AC1.28, 3.9, 3.12, 4.3, 4.20, 4.21, 

4.52, 4.53, 4.54, 4.60 (see also AC Appendix A) 
NIES Questionnaire, AA3.8, 4.17 (see also National Indian 

Education Study [NIES]) 
NIES School Questionnaire 
   . See National Indian Education Study (NIES) 
NIES Student Questionnaire 
 . See National Indian Education Study (NIES) 
NIES Teacher Questionnaire 
 . See National Indian Education Study (NIES) 
School Questionnaire, AA1.23, 1.25; AC1.28, 3.13, 3.14fig, 

3.23 (see also AC Appendices A and B) 
SD Questionnaire, AA1.23, 1.25, 3.12; AC1.28, 2.22, 2.23, 

2.24, 2.25, 4.31, 5.3 (see also Inclusion Worksheet; AC 
Appendix A) 

Teacher Questionnaire, AA1.23, 1.25, 4.6; AC1.31, 3.10, 
3.13, 3.15, 3.16fig, 3.17, 3.18fig, 3.23, 3.24, 3.25, 4.36, 
4.37, 5.13, 8.5  (see also AC Appendices A and D) 

quizzes 
Inclusion, IN5, 18, 21, 27 
Leadership, L27–28 
Overview, O31–32 
Reporting, R39–40 
Strategies, S27–28 
Test Your Knowledge, AA1.27, 2.14, 3.19, 4.18, 5.22, 6.17, 

7.5, 8.11; AC1.34, 2.28, 3.25, 4.59, 5.21, 6.15, 7.16, 8.17, 
9.42, 10.28, 11.14 

 
 

R 
race/ethnicity 

. See cultural diversity; National Assessment of Educational 
Progress (NAEP), report results 

reassigning team members 
. See job performance 

recording 
school ID numbers, AA3.14, 3.17, 4.5, 6.6, 8.9, 8.11; AC8.5 
teacher numbers, AA1.13fig, 3.14, 3.16fig, 4.6, 6.6, 6.17; 

AC8.5 
recordkeeping, L6, 12, 18, 26 

. See also Documentation Log; time management strategies 
refusing participation, S15, 25 

. See also classroom management skills 
reluctance to participate, S13, 15, 26 

. See also classroom management skills, handling student 
problems 

report types 
Student Information Report, AC1.28, 3.9, 3.12, 4.10, 4.13, 

4.14, 4.24, 4.57, 4.60, 7.5, 9.7, 9.9, 9.18, 9.22, 10.16 (see 
also AC Appendix A) 

Student Sampling Summary Report, AC1.21; 1.31, 3.22, 
3.23, 4.21, 4.25, 4.26, 12.7 (see also AC Appendix B) 

reporting calls, L6, 10 
respect, L6, 11, 15, 4, 18, 21, 22, 28 (see also classroom 

management skills) 
restroom breaks, S11, 16, 28 
restructuring workload 

. See job performance 
RM 

. See session types 
RN 

. See session types 
role modeling 
roles and responsibilities 

AAs, O20 
ACs, O20 
classroom teacher, O24 
field directors, O19 
field managers, O19 
instructional facilitator, O24 
NAEP State Coordinators, AA3.2; 3.3, 3.5, 3.6, O16, 23 
principal or leader, O24 
school coordinator, O24 
supervisors, O19 
Westat home office, O17, 17fig, 23 

room preparation, AA3.13, 3.18, 7.2; AC7.12 
materials out for easy access, AA3.13; AC7.12 
materials ready for distribution, AA3.13; AC7.12 

Roster of Questionnaires, 
. See form types 

RS 
. See session types 

 
S 
Sample Questions Booklet, AA3.11, 3.12; AC1.28, 3.23, 4.21, 

4.49, 5.17, 6.10, 6.11 
. See also Session Box; AC Appendix B) 

scannable documents guidelines, AA1.1; AC1.18 
handwriting styles (acceptable/unacceptable), AA1.1; 

AC1.18fig 
sampling activities, AC12.1 
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scheduling, L7, 16, 25 
. See also deadlines 

Scheduling Call Sample E-Mail Template, AC3.6 
Scheduling Telephone Call, AC3.1–3.6; 12.7 
School Certificate of Appreciation 

. See certificate types 
school coordinator 

. See Instructions for the School Coordinator Brochure; 
Preassessment Packet; preassessment visit; School 
Coordinator Debriefing Interview 

School Control System (SCS), AC3.2, 4.7, 5.3, 7.5, 9.8, 10.11, 
11.8–11.9, 12.7, 12.8 (see also user’s guides, AC Appendix E) 

School Coordinator Debriefing Interview 
. See Quality Control Booklet 

school fire alarm 
. See handling unexpected situations 

School Folder, AC1.29, 1.29fig,1.30–1.32, 3.2, 3.13, 3.17, 3.22, 
3.23, 4.6, 4.26, 4.27, 4.57, 5.2, 5.20, 6.8, 6.10, 6.12, 7.5, 
7.11, 9.2, 9.5, 9.24, 9.40, 10.16, 11.7–11.14, 12.2, 12.6, 
12.7 (see also AC Appendices B and E) 

    contents, AC1.30–1.31t, 1.32fig 
 finalizing, AC11.8–11.10, 11.10fig 
    recording shipping information, AC11.7, 11.7fig 
School Folder Transmittal Form 

. See form types 
School Folder Quality Control Checklist 

. See form types 
school ID numbers, AA1.11, 1.11fig; AC7.13 
 (see also administering sessions) 

booklet covers, AA3.14, 3.17, 4.5, 6.6 
ESBQ, AA8.9, 8.11 

chalkboards, AA3.17 
school lockdown 

. See handling unexpected situations 
school populations 

. See cultural diversity, populations 
school protocols, AA1.2, 1.13fig, 3.4, 4.14, 4.17 

. See also Assessment Information Form 
School Questionnaire 

. See questionnaire types 
school types 

Bureau of Indian Education (BIE), AA1.6; AC1.8 
private, AA1.6; AC1.8, 12.7 
public, AA1.6; AC1.8 

SD Questionnaire 
. See questionnaire types 

security and confidentiality guidelines, AA3.11 
sensory input, IN7 
session 

administering, AA4.1–4.8; AC8.1–8.10 
monitoring, AA4.9–4.14;  AC8.10–8.16 

Session Box, AA1.11, 2.5, 2.12; AC11.3 
packing, AA6.12-6.13; AC10.20 
purple label completion, AC11.5, 11.15fig 

Session Debriefing Form 
. See form types 

session location, AA4.1 
session materials, AA1.15fig, 3.7, 3.8, 3.13, AC7.10 
by grades, AA3.8; AC6.13–6.14 
ready for distribution, AA3.13; AC7.12 
ready for easy access, AA3.13; AC7.12 

Session Number, AA1.6, 1.11, 2.8, 2.12, 2.14, 4.12, 6.12, 7.2, 
8.1 

session scripts, AA1.13fig, 1.16, 1.16fig, 1.18, 1.27, 2.13, 4.2,  
4.9, 4.12; AC5.12, 6.12, 8.2, 8.7, 8.11, 12.5; S5, 12  
   . See also AC Appendices C and D 

 accommodation, AA5.20 
practice using, AA2.2 
Question-by-Question Specifications (QxQs) types 

     . See also AC Appendix C 
ESBQ 
  .See Extended Student Background Questionnaire 

(ESBQ) 
general background, AA1.18; AC8.8, 8.9 
NIES QxQS 
  .See National Indian Education Study (NIES) 
subject area background, AA1.18; AC8.8, 8.9; 8.10 

script types 
accommodation sessions, , AA1.17;  AC8.2, 8.10(see 

also AC Appendix C) 
regular sessions, AA1.16; AC8.2 
verifying correct version, AA4.2; AC8.2 

session types 
. See also bundle sizes 
reading/mathematics (RM), AA1.6; AC1.8 
reading/mathematics/science (RN), AA1.6; AC1.8 
reading/mathematics/science (RS), AA1.6; AC1.8 

setting clear expectations 
. See supervising, basic principles 

settling disputes 
. See conflict management 

sign language interpreter 
. See accommodations, most frequently used by NAEP 

sleeping 
changes in pattern, S24 (see also trauma, signs of) 
in class, S17 (see also classroom management skills, 

handling student problems) 
special education services, IN7 
special equipment for testing 

. See accommodations 
special needs children, IN4 

addressing anxiety, IN21 
being "mainstreamed", IN7 
criteria of state definitions, IN10 
"disabled" usage, IN21 
"handicapped" usage, IN21 
NAEP's inclusion goal, IN4, 8, 9 
success stories, IN26–27 
testing 

environment, IN7, 9, 17 
fairness, IN6 

tracking educational progress, IN4 
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special needs children (continued) 
working with, IN4, 22–23 

spina bifida 
. See students with disabilities (SD), physical 

spinal cord injury 
. See students with disabilities (SD), physical 

Staff Evaluations, R32–37 
. See also Close-Out Procedures 
Guidelines for Individual Performance Categories for NAEP 

Fieldworkers, R34–37 
NAEP Fieldworker Employee Guide, R32 
Westat Data Collector Form, R32, 33, 37 

standardized tests, S6, 13 
statistical validity, IN2, 4, 18, 23; L4, 15, 19 
Strategies magazine, AA2.2, 4.9, 4.13 

. See also quizzes 
"stretch" breaks, S11 
Student Appreciation Certificate 
. See certificate types 
student characteristics by grade, S9, 10–13 
Student Data System, AC12.1 
student ID labels AA1.10, 1.11, 1.13fig, 2.5,  

collecting, AA4.15;  AC8.11 
removing, AA4.5, 6.5, 8.9 

Student Information Report 
. See report types  

student participation, S7, 13, 15, 25 
Student Sampling Summary Report 

. See report types  
students with disabilities (SD), IN2, 4, 7, 9, 10 

characteristics, IN17 
disability types 

developmental, IN4, 7, 8 
autism, IN7, 20 
learning disabilities, IN7, 8, 18, 20 
mental retardation, IN7, 19 
speech or language impairment, IN7, 19 
traumatic brain injury, IN19, 20 

emotional, IN4, 19 
bipolar disorder, IN7, 19 
depression, IN7, 19 
obsessive compulsive disorder (OCD), IN7, 19 
phobias, IN7 
psychological disabilities, IN7 
schizophrenia, IN7, 19 

physical, IN4, 19 
hearing impairment, IN7, 18 
mobility-related disabilities, IN7, 19 
orthopedic impairment, IN7, 19 
visual impairment, IN7, 18 

establishing rapport, IN17 
NAEP results by subgroups, AA1.4 
outputting information difficulties 

verbal expression, IN7 
visual-motor coordination, IN7 
 

students with disabilities (SD) (continued) 
processing information difficulties 

auditory, IN7 
memory, IN7 
visual, IN7 

profile, IN7–8 
showing respect, IN24–25 
student anxieties (see special needs children) 
trauma, effects on, S26, 27 
when to stop testing, IN21 

subject indicators 
. See session number 

subjects (for NAEP 2009) 
. See also session types 
reading/mathematics (RM), AA1.6 
reading/mathematics/science (RN) (grades 4/8/12), AA1.6 
reading/mathematics/science(RS) (grades 4/8), AA1.6 

Summary Box, AA1.9, 1.9fig, 6.4, 6.17 
 ESBQ, AA8.8 

. See also Administration Schedule 
supervising, L4–7, 11–18, 20–22, 25, 28 

basic principles 
being a role model, L4, 6 
being knowledgeable, L5 
communicating openly, L6 (see also communication) 
having leadership characteristics, L5 
leading with confidence, L6 
setting clear expectations, L5, 18 

giving feedback, L11–13, 21 
giving instructions, L5 

being available, L25 
common challenges of NAEP supervisors, L17 
conflict management, L20–22 
improving job performance (see job performance) 
investing in team, L28 
keeping written records (see recordkeeping) 
problem-solving, L6, 15–16, 20 

solutions 
evaluating, L16 
identifying, L15, 16 
implementing, L15, 16 
win-lose approach, L20 
win-win approach, L20 

quality control, L4, 17, 19 
self care, L28 
setting limits, L20, 22 

Supervisor In-Person Training 
. See NAEP assessment team 

supervisory traits, L7 
supplies 

bulk, AC5.13–14, 5.17 
Pearson, AC5.12–5.13, 12.4 

Systems: The AC Guide to Using NAEP Systems 
 Pearson Materials Tracking System (MTS), AC11.8–11.9, 
12.4 

 School Control System (SCS), AC10.25, 11.8–11.9 
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T 
Take-All option, AA2.12; AC1.21, 3.22 
teacher introduction, AC7.10 
teacher names, AA3.14, 3.15; AC7.14, 7.14fig 
Teacher Notification Letter 
. See letter types 
teacher numbers, AA3.14, 3.15, 4.6;  AC7.14 
Teacher Questionnaire 

. See questionnaire types 
Teacher's Guide to NAEP, AC3.24 (see also AC Appendix B) 
Teacher Observer Letter 

. See letter types 
Teacher Questionnaire 

. See questionnaire types 
team 

interactions, L5 
investing in, L28 
members, L5–11 
progress, L6, 8 
resources, L5, 15 
respect for, L6, 15, 21 
responsibilities, L6, 18 
strengths, L5 

team building, L8 
team leader, L4–6, 8, 11, 15, 17, 19, 20, 22, 24 
teamwork, L6, 8, 10, 26 
telephoning, L8, 9, 24, 25 

reporting calls, L6, 10 
termination 

. See job performance 
Test Your Knowledge 

. See quizzes 
"Testing In Progress - Do Not Disturb" sign, AA3.8, 3.14, 

AC7.13 
"The Nation's Report Card" 

. See National Assessment of Educational Progress (NAEP) 
Time and Expense (T&E) Report, R4, 6, 11, 17, 19 

approving, R15, 17 
completing, R10–15 
direct deposit, R4, 5, 11, 19 
expenses, R6, 8, 22–23 
frequently asked questions, R18 
payroll 

cycle, R5fig 
office, R5,18 

report types 
Exempt Fieldworker II Time and Expense Report, R6 
Non-Exempt Fieldworker I Time and Expense Report, R6, 
6fig, 17fig 

reviewing, R16 
time management strategies, L7, 23–25 
timer, AA4.10fig 

. See also Session Box, grades 4, 8, and 12 materials 
instructions 

during school fire alarm, AA4.14 
during school lockdown, AA4.14 

timer (continued) 
Types A and B, AA4.10fig 
Voices of Experience, AA4.11q 

timing of sections, AA4.9–4.10 
. See also session scripts 

Title I, O6, 26 
touching a student 

. See classroom management skills 
trauma 

effect on schools, S23–26 
absentee rates, S25 
overcrowded classrooms, S23, 26 
relocation, S23, 24 
strained resources, S23 

helping schools and students, S2, 23–26 
active listening, S26 
dismissing disruptive students, S23 
displaying emotional reactions, S24 
English language learner (ELL), S26 
flexibility, S25, 26 

patience, S26 
reactions to events, S23, 24, 27 
sensitivity terminology, S2, 24, 25 
students with disabilities (SD), S26, 27 

post-trauma recovery, S26 
signs of, S23–24, 25 
types of, S24 

travel guidelines, R19–24 
airfare, R27, 31 
airline reservations, R20 
car 

gasoline, R24, 31 
intercity travel, R24 
mileage allowance, R13, 24, 27, 31 
parking, R24 
personal use of, R24 

insurance requirements, R24 
rentals, R22, 24, 27, 31 
tolls, R31 

day trips, R24 
government rate letter, R21 
lodging, R21–22, 27, 30 

allowance, R22–23 
hotel reservations, R20–21 
staying with family or friends, R24 

meal allowances and incidentals, R23, 23t, 24, 27, 30 
parking meter fees, R31 
per diem rates, R23, 23t, 24 
personal belongings, R24 
public transportation, R24, 27, 31 
reimbursements, R4,19, 22–23 
taxis, R24 
telephone-business, R27, 31 
travel advances, R24 
Trip Expense Receipt, R14fig 
Trip Expense Reports (TERs), R25–31, 25fig, 26fig, 27fig 
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travel guidelines (continued) 
approving TERs, R29–30, 29fig 
completing TERs, R26–28 
receiving payment, R28 (see also travel guidelines 

reimbursements) 
submitting for approval and payment, R28 

supporting receipts, R28 
Westat Accounts Payable, R28, 29 
Westat Travel Office, R19, 20, 22, 24 

Trip Expense Receipt 
. See travel guidelines 

Twelfth-Grade Student Participation, AC12.7, 12.8; O10–11 
Best Practices for Improving Twelfth-Grade NAEP 

Participation (Best Practices Guide), AC3.4, 3.10, 3.24; 
12.7; O11 (see also AC Appendix B) 

twelfth-grader characteristics, S6, 9, 10, 13, 24 
 
 
U 
United States population, S18, 19, 27 

. See also cultural diversity; population 
Urion, David, IN26q 
U.S. Census (2000), S18, 27 
U.S. Census Bureau, S18 
U.S. Congress, O5 
U.S. Department of Commerce, IN8 
U.S. Department of Education, IN7, 12, 22, 23, 25; O5, 12, 25, 

28 
U.S. National Library of Medicine, IN21 
user’s guides 
 . See Systems: The AC Guide to Using NAEP Systems  
Utah State University, S9 
 
 
V 
Veatch, Chauncey (Teacher of the Year, 2002), IN27q 
viewing assessment materials, AA3.12; AC6.10-6.11 
violations 

. See Oath of Office, Pledge of Confidentiality 
visual materials 

concealing, AA3.14; AC7.13 
erasing, AA3.14; AC7.13 

visual processing disorders 
. See students with disabilities (SD) 

voice messaging, L8 
Voices of Experience, AA2.2q, 2.12q, 3.13q, 3.14q, 3.15q, 4.2q, 

4.8q, 4.9q, 4.11q, 4.12q; AC4.35q, 6.5q, 7.12q, 7.13q,  
7.14q, 12.5q  

 
 

W 
websites 

MySchool, AA3.11, 3.12; AC6.10, 6.11, 12.2; O11 
NAEP, AA3.11, 3.12; AC6.10, 6.11; IN21, 24; O6, 27  
National Institutes of Health, IN21 
School Control System, O18, 25  

Westat 
. See National Assessment of Educational Progress (NAEP), 

organizational structure 
Westat Field Files Department 

. See Close-Out Procedures 
Westat Travel Office 

. See travel guidelines 
Westat Trip Expense Report 

. See travel guidelines 
wheelchair etiquette, IN20 

. See also students with disabilities (SD) 
win-lose approach, L20 
win-win approach, L20 
withdrawn, ineligible, and students not enrolled, AC4.10, 4.23 

 
 
 
Z 
Zilbert, Suzie, S8 
 



Help desk for scHools:  naep desk for staff:
1.800.283.NAEP (6237) 1.888.499.NAEP (6237)
naephelp@westat.com naepstaff@westat.com
Hours: 8:00 a.m. to 8:00 p.m. EST Hours: 8:00 a.m. to 8:00 p.m. EST

for information about naep, visit our website at:
http://nces.ed.gov/nationsreportcard
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