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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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