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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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