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 A.10 ASSESSMENT COORDINATOR MANUAL 

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. 

 

 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL A.11 

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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 A.12 ASSESSMENT COORDINATOR MANUAL 

Parent/Guardian Notification Letter 
 

 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL A.13 

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.  

  

 



 

 

 

 
 ASSESSMENT COORDINATOR MANUAL A.15 

“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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