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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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APPENDIX B. PREASSESSMENT VISIT MATERIALS

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.

/

12*" GRADE NAEP 2003 SCHOOL FOLDER 12" GRADE
PLACE LABEL HERE SUFERVISOR: Complets the following information before sending to AC:
TERRITORY: REGION: AREA: SPECIAL STUDIES (circle all that apply): HSTS ESBQ NONE
T DATE: IT COORDINATOR:.
‘SCHOOL TYPE (circle one): PUBLIC NONPUBLIC SUPERVISOR:
SCHOOL NAME: STUDENT LIST TYPE (circle one): E-FILE  FAX/MAIL COCLLECTED BY NSC
SCHOOL ID§: Qty. QUESTIONNAIRES REQUIRED FOR THIS SCHOOL
ADDRESS: o | _1 |SCHOOL Grade 12
w
& | — |SD Questionnalre
<
PRINCIPAL: z|— ELL Questionnaira
z
‘SCHOOL COORDINATOR: o
- N
PHONE: (2]
FAX:
E-MAIL: 8" GRADE NAEP 2009 SCHOOL FOLDER 8" GRADE
SESSION NUMBERS: PLACE LABEL HERE SUPERVISOR: Complete the following Information befors sending to AC:
TERRITORY: REGION: AREA: SPECIAL STUDIES (circle all that apply): NIES ESBQ NONE
T DATE: IT COORDINATOR:.
COMMENTS:
SCHOOL TYPE (circle one): ~ PUBLIC NONPUBLIC SUPERVISOR:
SCHOOL NAME: STUDENTLIST TYPE (circle one): E-FILE  FAX/MAIL COLLECTED BY NSC
SCHOOL ID#: Qy. QUESTIONNAIRES REQUIRED FOR THIS $CHOOL
ADDRESS: 1 [sCHOOL Grade 8
o |=—
o SD Questionnalre
-4
PRINCIPAL: : — | ELL Questionnaire
z
‘SCHOOL COORDINATOR: Z | ____ |READING TEACHER Grade 8
o
PHONE: | — | MATHEMATICS TEACHER Grade 8
u A
g | SGIENCE TEAGHER Grade 8 /
FAX:
E-MAIL: 4" GRADE NAEP 2009 SCHOOL FOLDER 4" GRADE
‘SESSION NUMBERS: PLACE LABEL HERE SUPERVIEOR: Complata tha following information befora sending to AC:
TERRITORY: REGION: AREA: SPEGIAL STUDIES (drdle ell thet apply): NIES ~ ESBQ  NONE
COMMENTS: T DATE: T R:.
‘SCHOOL TYPE (gircle one): PUBLIC NONPUBLIC SUPERVISCR:
SCHOOL NAME: STUDENT LIST TYPE (circle ona):  E-FILE ~ FAX/MAIL  GOLLECTED BY NSC
SCHOOL ID#: Qty. QUESTIONNAIRES REQUIRED FOR THIS SCHOOL
@
ADDRESS: ;’ 1 |SCHOOL Grade 4
; '—— | 8D Questionnaire
z
PRINCIPAL: =z | — |ELL Questionnaire
)
SCHOOL COORDINATOR: I | —— |TEACHER Grade 4
L
PHONE: w | |NIES SCHOOL Grade 4 (If NIES to be administerad)
=]
FAX: o|l___ NIES TEACHER Grade 4 (If NIES to be administered)
E-MAIL:
AC: Complste this befors gto
‘SESSION NUMBERS: T DATE: TIME:
MAKEUP REQUIRED (circle one): YES NO REFUSED DATE:
COMMENTS:
NUMBER OF REGULAR SESSIONS:
NUMBER OF SEPARATE ACGOMMODATION SESSIONS:
NUMBER OF AAs:
SHIPMENT TRACKING ON BACK OF FOLDER
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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.

School Folder Transmittal Form — NAEP 2009
School Name: ID #:

INSTRUCTIONS TO SUPERVISORS AND ACS:
Initial in the appropriate col to indicate the d ts you are including in the School Folder.

SUPERVISOR ACTO SUPERVISOR

DOCUMENT TO AC SUPERVISOR TO FM

COMMENTS/NOTES

Private School Folder

Field Sampling Line Numbers Form

New Enrollee Sampling Line Numbers Form

New Enrollee Listing Form
Original List of Students Submitted for Sampling

SD/ELL Roster of Questionnaires

Grade 12 Rostar of Questionnaires

Preassessment Packet FedEx Airbill

White name labels for student certificates

Quality Control Booklet

Administration Schedule

Inclusion Worksheet

SD/ELL Online Questionnaire Summary

Student Sampling Summary Report
If ESBQ, ESBQ Administration Schedule

I NIES, NIES Administration Scheduls

If NIES, NIES Roster of Questionnaires

If NIES, NIES School Questionnaire

if NIES, NIES Teacher Questionnaire(s)

School/Teacher Roster of Questionnalres

Dated Parent Notification Letter sent by School

Student Booklet ID labels

Assessment Information Form

NAEP 2009 Listing of Sampled Students
School Certificate of Appreciation and folder
Signed Teacher Obsarver Letter(s)

Signed Accommodation Teacher Letter(s)

Session Debriefing Forms

Grade 12 Strategies Form

Telephone Follow-Up QC Form

In-Person QCF

School Folder QC Checklist

FM Initials Ci 1

FIELD MANAGER: Be sure all AC Supervisor d 't
above are Included before final shipment to Westat.

WHITE: SCHOOL FOLDER  PINK: FIELD MANAGER  BLUE: SUPERVISOR GOLD: AC GREEN: SUPERVISOR
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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.

ASSESSMENT COORDINATOR MA
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State Information Form

APPENDIX B. PREASSESSMENT VISIT MATERIALS

NAEP 2009
State Information Form

1. State Contact Information

Date Last Updated: | State:
TUDA(s):

NAEP State Coordinator (NSC): | Primary Phone:
Fax:
Email:

Preferred method of communication:

Check if this is a new NSC (start date after September 2006).

2. TUDA Contact Information

TUDA: Primary Phone:
TUDA Coordinator: Fax:
Email:

Preferred method of communication:

Communication: Only through NSC
Both NSC and TUDA Coordinator
Directly with TUDA Coordinator

TUDA: Primary Phone:
TUDA Coordinator: Fax:
Email:

Preferred method of communication:

Communication: Only through NSC
Both NSC and TUDA Coordinator
Directly with TUDA Coordinator

TUDA: Primary Phone:
TUDA Coordinator: Fax:
Email:

Preferred method of communication:

Communication: Only through NSC
Both NSC and TUDA Coordinator
Directly with TUDA Coordinator

1
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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.

UNITED STATES DEPARTMENT OF EDUCATION
INSTITUTE OF EDUCATION SCIENCES

NATIONAL CENTER FOR EDUCATION STATISTICS

Agreement Between NAEP Officials and School Food Authority Regarding
llection of Free and Reduced Price Meals Data

Under this agreement, a NAEP Official, as an agent of the National Center for Education Statistics (NCES), U.S.
Department of Education, shall collect the eligibility status for free or reduced price meals for the children sampled
for the National Assessment of Educational Progress (NAEP). An agent of the School Food Authority shall
provide the eligibility information to the NAEP Official.

Both parties understand that:

« The School Food Authority shall provide the eligibility status to the NAEP Official for those children
selected to participate in NAEP.

o The NAEP Official shall adhere to Section 303 of the National Assessment of Educational Progress
Authorization Act, Title ITI of the Educat ion Sciences Reform Act of 2002, 20 U.S.C. 9621, w hich
states that:

o NCES shall use the eligibility information as part of the federal administration of NAEP under the
requirement to Oinclude ifformation on special groups, including, whenever feasible, information
collected, cross tabulated, compared, and reported byEsocioeconomic status. NCES uses
eligibility for free and reduced price meals as a proxy for socioeconomic status.

o NCES may Oory collect information that is directly related to the appraisal of academic
achievement, and to the fair and accurate presentation of such information.)

o OTheCommissioner for Education Statistics shall ensure that all personally identifiable information
about students, their academic achievement, and their families, and that information with respect to
indivi(d{)ual schools, remains confidential, in accordance with section 552a of title 5, United States
Code

« Under the Privacy Act of 1974 (section 552a of title 5, United States Code), should there be a case of
unauthorized disclosure, civil action may be brought against the U.S. Department of Education.

U.S. Department of Education: NAEP Official: School Food Authority:

— —

(Signaturc) (Signature) (Signature)

Peggy Carr

(Name) (Name) (Name)

A ate Commissi

(Title) (Title) (Tide)

National Center for Education Statistics

(Organization) (Organization) (8chool)

1990 K Strect NW, 8 Floor

(Address) (Address) (Address)

Washin, DC_20006

(City, State, Zip) (City, State, Zip) (City, State, Zip)
Our mission is to ensure equal access to education and Nation.
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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.

NAEP 2009
QUALITY CONTROL BOOKLET

School Information Contact Summary
School ID #: Region: Area: AC:
Assessment Date:
School Name:
School Address: PAV Conducted By:
Telephone #:
Principal: Date PAV Completed:
School Coordinator:
Telephone #:
Sessions: Assigned AAs:
NIES: YES / NO
ESBQ: YES/NO
HSTS: YES/NO
Take-All: YES / NO
Student Sampling Summary Report? YES / NO

Schedule for Regular Assessment Sessions
Session # # of Students Date Time Location Assigned AA

Schedule for Accommodation Sessions
Group # # of Students Date Time Location Assigned AA

Schedule for NIES Survey Sessions
# of If Grade 8:
Students Read Aloud? Date Time Location Administrator
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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.

NAEP 2009 INGLUSION WORKSHEET
school Name _Dixon Middle School School ID# _992-122-0 Page __of ___
Student Information Accommodations Allowed on NAEP Y those marked in Col. AQ. 4
NAEF Codes Review quastions 3,5, and & In the
2z alalz] elg|=z|z|=z]=[=[z[2[2[=[z = SD and ELL Questionnalres and
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