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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. 

 



 

 

 

OVERVIEW OF THE NIES

 
 9.20 ASSESSMENT COORDINATOR MANUAL 

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). 
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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. 
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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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