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Creetingsl * . . .
N R . . .

. The Natiomal Assessment of Educational Progress is designed to survey the
knowledgs, skills, understandings and attitudes of certain gToups of you -
Anericsns. Its tvo major goals are (1) to make svailable the first cOmpre=
henaive data on the educationsl attainments of the nation's youth, and (%)
to measure any grouth or declime which takes place in selected aspects of
the qdulational attainments of young AneTicans ih certain subject aress.

F

Natfonal Assessaent, like all surveys, candot be successful unless the data
collection activities are conducted in an inpeccable manner. As a Districe !

Supervisor, you will have a signfffcant Tole if fnsurdng that the data collected
are of the hisht.lt quality, )

This =anusl "is designed to provideé you with background informatiom on
Natiomal Assessaent, guidance on £ield procedures, and instructions on con-
ducfing admintstrative procedures. We trust that its contents will be adequate
for your needs. Should you £ind tnat you need \wdditional information, pleass

y 90 not besitste t& contact your imvediate supervigor.

We aTe glad to have! You with us for Yesr 11, and hope you will find the
woTk. {nteresting and challenging.

[ - r
B Sincerely,
, . s R. Chl'ﬂy, Ph.D. . )
' * LI Project Director
TRC:bpY, * . . . -
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Y Y Scu&y this manuall b\e it as agrinfofmation lourcc for ald tu‘u as= *
. s:l;ned to you during auunenl: . ~ . S e
2. Maat your Dhrrtcc 1101' u the, dau. tind, and phca qrudﬁ oo

upon. [ A . "

--C
L

3.  Assist your nhc’ticc _Supervisor in :hc sazple uhcq.ou and lcheduling
+ + . of students ul’m. should participate in anumt.

‘e “~ 7-..,

- &4, Review your plm for mrciu adnin{st:auon. “r ,

3+ <Collect all uuria;‘muded and pnpare chc Toom £or ‘czuciu chinis-

* « tration.

. rlulniniuu’ gxgr:ih .plclc:cu fonowin; muuczidu oucuud aT

i Qi rg,m hmul, vand dn’the Al!ni.n.‘.nru{vc Ingtructidng l*lamul.w T, .

,
' -

7. A!ur uerc:«. adniniur'igi.on, codc a. odnphud pacmu accordin; to"
mstrucucns’ given in-Chapter IV of s manual, - -
* 8, At the end o! aach day, check ovpr all nurnh checked out ca you snd L
storTa thea actording to a plaa \roﬂud put uith your District Supervisor. -

.
]

!

9. S;\fccr completing all ush assigned to you. conphu your Production, -
Tinas, and Expanse Record- and return all Huional Assessauant naterisls, = .
. gw your District, Superviaor. . -t -
s ¥ ’ - . ) - - - "' )

I.O “~ L » .

REMEMBER THAT YOU ARE RESPONSIBLE FOR ALL NATIONAL ASSESSHENT MATERIALS AND

* THA !OU MUST PROTECT THE CONFIDERIIALIT! OF TEE STUDY DATA AT ALL TIH!S'

. 1
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e A *Research ‘l‘thn;lc Instituu SRTI! . ] +
! " L} .. . * ’ - *
. Ruurch 'rumgh Institute 1s ‘s not-!o:-pto!i:. scientific
S o = . . ' “ 3 utch’o:uniution uub!.hhcd by “the thuc aajor universitles . .
: » of ﬂotth‘urouu't Ruurch 'rrhn;lc 4rea—Duke Udiversity fn
. - ' _ . i
. e . . Durhsm, the Uoiversity of Horth Cstolsga at Chapel HL1L, sadNorth
’ . " ' » Carolins State University st Raleigh. The Zostitute.perforns | MI
4 L .
. . research u:tmu:u lmdll' contract with !tdetal, state, and local f .
e . ‘. governsent dcputunu rqsml oruntutsm. foundattms, public -~ -
YU o . , service aginctu. anq indu.ltrhl qlimts ranging from qnu cul- ”

’ %
. panjes to u‘tsml mnoratiou. RTI ovns md occupsu. ten wen-

! ‘o squipped o!,ﬁcc and hqu’ttory bund!ngl on a 180-scTe CABPUS in .
Ruurch 'r:mnc Puk g2d aploy- c pu-glneax, !un-tm su!! o!
* ) . " tpptoximtdx 1,000, Tﬁé Jnatttu':c sexves a3 the éaxpling and ’ .

e ‘ ' adninis;nr.son contucto: "for r.he Natiooal Luumn: of zduatsoml v

-

- - Progrcu,'md is tuponsfblc for the ulccttoa o! s mttomridc lm‘pl\c
‘. - ]

’ of schools ‘snd studsuts for the assessment snd for thi nl\ttopl da_ta i

o ~ . - hd N
collection activities. . N . ., S .

. » .
.

. T ,i -"Hauufmnﬂt Rt‘urch Center ggcz-.

suresent Reseaych Center, Xnc. ves-established fn 1953 25 .

' ’ . £ : t-pro!u Univcutty of Iwa-luua organizatfon. It vas ’
e ¢ ~ . ot -~ " .
’."I ' : N3 o!!-apr;.n; of thé pionut Towa (Testing Frograd. MRC s new a . 10C
) . . p . divisfon of Hutinshouu umingf(:otpotluca and {s & lesder Sn
. . - \pplyin; ur.ﬁnolog to cducusonal prob‘lm. "Located £n Iovs cs:y.
” - ' _Iovs. MRC {s videly kaovn And uspacud for the development of 4
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. , - . , < ped
ey .. .
R 3 = - . v - \ -
* ! . - slectronic tut-scozing devices, othc: data proceéssing services,
- . LY . t 7 -
. . - - .t #£ad systems for individual-scident, computer-mansged ingtruccion.
. c. _ “MRC's responsibilities for tha study described in this manual are.
»t . ¥ -

N =, the ptin:inz and sco:ﬁg of -the exercise 'par.luzu.'

¢ - »
. .
- L4 . - . L s - .

. C. ThesNational Assessment of Educational Progress

v ) In 1964,,.C|megic Co:ponuon sppointed an Exploratory Coa-
% mittes on Assessing the ?rnzzcu of !duut‘ioa and, togctﬁéz vi:h
. the Ford Po\mdauoa\g rmd !ot the Advencement of Education, !unded
v ' . the devplomnt of a plaa !o: Hntioul Asl:;:;c;t- The specific
. ) tasks u;l;ncd st0 and cm:phted by -the r.xploutory Committee in~-
N . tluded the denlOpun: nd tiscing of an dl-:ncluu\tn wathodology
. ¥ . to assess the knwlcdgq,. skills, and atcitudes of groups of Auziun
_. Yousg peoph u:hc: than ind{viduals. In 1968 vhan the wvork of tha
» . Cosmittes lppmlchcd the opcuuonnl phase, the vord "exploutory
3 e . vas dropped’ frow' the Cc:-ittu ] nm /In July of 1969, the Educa-.
- . oo tien Comiuion of the States, an organization presently repre-

. s - - senting’ !o:ty-ux states, mriah Sanod, Puczto u:o, and the Virgin
.1slands, took mrc: the tupcmtibuit)' for zhc general adm‘l.nhtution *
N . of tha pzojcct now known as the Natiomal Mlcsmﬂt of tducadml
P:agteu. The Nltiqnal Assessaent staff office is loutcd J,n. T
?\ . ' .o e Denver, (Et;lcrndo, with the Education Commission of the States. The
. . . project h funded by the National Institute of Fducetion, Office of

- . - -

\ the Assistant Secretary for Education, Departmant of Heslth, Education

= .

. : , and Helfars. v e , .
N Kational Asssssment has :v-u-nj'oz gosls: to proyide compre- =

hensive data oo the.educationsl attainments of young Anericans and
v - Y . "
to measure any growth or decline in such attainments. Its purpose

-

is %o gnhc;: 13formation which vwill help legislaters, educctors,

fomesim " ]

. Y : s ' . |
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? U

. and othir dcclqion-ﬂicu in iwproving the educational experiencs
L] )

g

4 [ I T . -
‘ . T of youth in ths United States. It is the first and only con- -
tinulns ctttott in the nation to obuln dtpcndahh &ad complate

. nchlwmnt data ttoq school population ;toupa on a national basis

L o .
P

. Ln uniform, lcloatulc minner.. Stch data ate pecesdary if intel-
- “ , ..,,'lls.tnt ‘decisions are to bc zade regarding the allocation of rescurcas

- “gor edutationil purposes. Thase,dats are collectad through the ad-

(1 ] *

¢ R uqiatz}tbéf questions and tésks (called “exercises” in Nationsl
v L] [y bd
. A‘l!‘&t’tnt terminology) to four age groups: 9,.13,.17, and 26~to-35

- * "yeal olds. .

. ‘. .

. ' ‘ Durln; sach assessment year, & national probability saspla of

L "
- - .

9‘-7ur-old 13-ynr-old and 17~ylu-old students froa pudblic, pri-

.
L

4 - . ’ vatps aud parochhl lchooh is selected to parcicipate in the sur- -
(-_' 'Gq. In soss annmnt ynn. young sdulta and a nuaber of 17- -

» . yiir-ol.ds who' are mo lon;u- 1n school au identittcd through p:oba-

:mlu:y tschniques #nd sssessed dn thelr ho-:ul or pther cut-of-school |
[ RS - . b e . . P
. ‘settings. |, I, . *

. . “ In the initial planning conferences, teachers, school adminis-

. ’ 7’ trators, and laymen all o.n:pha 2ed the need to assess the progress

*

. wf chnduu and youth in savers lnrnlu! 2reas, not lisitlns the
~ 1. bt}
- . . ' . lpp’uhol to r.!u 3 R‘ alone. Henca, ten' lsaruing aress vere origi-
. » g ¢ b
a'uny cho’gétor uu-ucnt: Art, Carur and Qcdupationzl Develop- *

unt. cttizcnlhip, I.luﬂtuu. }hthmtlcl Husic, Rudin:. Science,
- . N gSo:‘ch Studies, and Hrltm. Later, lpccul probas 1nto such areas °*
> P . 't n Functionsl Literacy, Basic Life Skills, Gonsumer, Skills, and Attl-
- . - ] i
‘ . mn The first unnmnt of r.hcu learning aress !urnhhu information
‘ . ’ : abgput the status of educaticn. changc can be datermined ofly as data
- ¥

'ior rju sana idreas ars collected auln.

4
e

5 v . . 4 A ' ﬂ ; -
' N e Ay o 16 . o ,
L 4 . Y .-

. L]
gﬂn sid Ach{evement in Hlthmqlcs for certain age ;roups ware carried
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’ ' . r . * ' ) fe " . . ( ’
) . . In the first ten yu:s of Nationsl Aue'amnt 81l learning -~
" . ;
Lt sTeAs - Vere uuued and the aress of iudtng. Sctencc. Ht!ttn:. I
. * "
’ ctttmsMpISochl Studiu. Mathematics, Art snd Music were . . g
P ¥
33
ruuesud. During thp 1979-~80 school yésr, the 'nth-,vur of the . L
* 1 . . e,
. program, 9<, 13- and 17-yesr-old studeats and out-o!-school 17- . S}*g
P s/ a ‘.?;‘
' year-ol¥s will 2ltt1c1pate {n the first iotegrataed hadin:luuntuu fx";
assessmect. It will also include a third assessnent of soie Resdicg . . »E')_“’_.;
L] [] - -.' - -
exercises and a second assessment of sooe Literature exarcises. The ]E:?
- i R e
% - year's schedile calls for the assessoent of 13-yesr-olds-(Age Class 2) . o {.\
» oS0 1
© 1in the fall of 1979, of 9-yuz—om (Age Class 1) in the winter of 1980, B
. B s
. o
* of 17-yur-ol.ds {Age Class 3) in :hc sprieg of 1980, and of out-o!- .}-‘:T‘%;r
.. ATy
. schook 17-year-olds m the stomer o! 1980. .- .o i:‘gj:
" . ‘l':h _2‘3.’
' : d : ' %
1 LN * . . TR
. R . Z
0o b Meewa ' L ke
’ This macual hes been prepared to fnstruct you concarning the © AEE
. ')‘*-'-_.’.:v,h
* field work associsted vith the study. !t should bae uu!uny studied* . i,,#’:-.-
- . REe
ptto& to beginning your uligmunt. .A supplement to tAe masual, the LN A
. "y, ’ ' e |
" Bxctctu Adainututor Adainhtutivc Inatructions, vnl be given to THE : = |
O B N f ’_!;‘:":‘" I, .
' you when you begin work. It will contain addttioml instructions . Ej;&;;;, o T
. ) 109 s w
. M acd is }ntcndad for your.use during actual assessment, sestions. - ;f;,;g;,» |
» . - . : - . e |
* - . /\ This nhul and the sdditionsl instructions may not snswer all - :"‘ . -
. - s . ;"_,‘ % ‘
> . questions pr cover 111 situations encounter#d {n the .‘.hld Whan L W .
- » .i o -
- in doubt about any fiald s!tutions. you sﬁould :l-ldhtcly contact =~ .: . .
Sy ’ .
F ' t
* . ’ your Sgupervisor. It is suggested that you enter the nane, address, o)
- . 3 ' ’ . . s L :
acd telephona nuzher of your supervisor in the splce‘ provided for . '“'*‘
. ~ this purpore on page I-6. 1f your supervisor is unsvailable, call e .
. . "_ , - ,":i_\:
- " N eV o ’
/ T, '® You may wish to u}u notu. outitse, 7”;9,. underline sections -, 't
/ ' of nuchl importanca. e .
) . '
‘ { ' ) . . . .
- BTN . ot * A .

’ﬁ 3 4‘\‘ a st ; ' ’ + L I
o AVt A ’ . ~ - -
. ' Fl %

H . -, . L S . . .
i . e ! % .
N . [ hd
. + - 2
. . ¥ ~ ‘ . . " * . ‘ T
. ) : ‘k’ ) . ) .
) . . . . . 7 > .
. P SR : ‘
- AR . - - i
. ~ :
n hd -, |‘
. . : » » b LY .
" LI
n . N -
. S R . . .
7 2 . * 1 / 5 s I " n’
® -y - A ] . x
P " - » - 3] .- H




Research Trisngle Institute for one of tha pcrlou Jsted b;l.b#
. . You ean toll-fres Honday through r:xay f:on 8 Nhsoto "
00 p.=. (Eastern Time Zonk).

» . . W . "
, Allen Duffer | « .o
- - * -l " »
, Kirk Pate 1-800¢334-8571 .
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Aruitoxt provided by Eic:

. 1I, omvzm.or EXERCISE ADMINISTRATOR ‘fASKS' } )

. . . . -
N

rials necessary ’coaplctc the tasks assigned to you. TYour first

responsibility will be to assist your Distriét Supervisor in the
¢.uple- ‘uiccuon ° /lchmcl who ghould participate in assessment OF IUTIES
and in preparing s edu]:u for e:crci:u sdainistration. Follcvins
thc lchcdulin:, you 11 aéainister ucrciu plchgu {booklets) to

*  groups of studsnts. After l.dn.lnhcnuun, you»wiu code cartazin '

. {nformation on the copleted exercise packages and store all materials
¢

sccordiny.to a plen wdrked out vith your District Supervisor. o Y

. carrying out yqur‘duties du:'-zn; assegement, bear in mind

and school officials. eir attitude toward the projcc: will depend

in large part on your Jattitude aad cg‘aduct. Studeau, tehchers,
: < and gchool officials should be svare of the laportance and uriou- DIPORIMR':!
. or LA
ness 'of the project, sad S:udcnu shou:ld be encouraged to dd° thur ATTITUDE
AND CONDUCT
' NB'ut. Try to show by-you: conduct #nd attitude that you conudcr

liluom:l Asnuunc Jworthy bf the best effort of wcryonc-invelvcd. -
- .
§
.- . ]

. | K )

B. Forms Use T . s ‘
: . .l LN |

Your District Scpervisor will train you in the coapl.cuon and N

[} v

use of thc.‘r.hr:c forus used di.un; assesrment. They are: ~

- -

: 1. Student Listing Form v T . FORM -

- - F

The Student Listing Porm (SL¥) is used to select students
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for psrticipation in National Assessaent. An exazple of this {on
) J +

4 -
~

for Age Class 2 (13-year-olds) is shown on the next page. -

a0

Colums 1-5 of the Student Listing Form are 'c.oaplctgd By

. - ~

the school prior to student selection; column & is used by the Dis-

L] - ‘ ‘ L
trict Supervisor to nusber the students 1isted and to identify those .
ptudents vho are selected for anu\u‘m:.

»

2. Administration Schedule ' .

After student !clcction. the District Supervisor, together

with the scheol coordinatdr or principal, will arrange a schedule
‘. - )

for the plchlc.ldninlltrl.tiunl to be completed in the school, An T ADMINISTRA- ’
Adninistration Schedule is to be completed for each aduniu;ar:ion :Icggwu
scheduled. Adainistrations are identified by a-letter on the Student

Liui'ng Forn. Each letter rcp':eunn a specific package mumber, , .
Your District Supervisor will advise you of the package number ssso- . f
ciued' with uch' letter. Spaces are provided om the -schedule to -

:eco‘r:! thc.dug. time*, and place of the administrition, the nul-b/c: ., :

of studants to be assessed In the session, the package pumber t6 be -’ ’ .
administyred, the ?'SU and school nunbers: and the number of the \ ’ .
Ixercise Adathiatragor who will administer the package. In the sp- j ‘
propriate-spacas on sach schedule, enter th; nases 'of. the ltudtnt:. ‘¢
sssigned to the administration luur an{ package nun!'nt entered on

the scheduh sad complete coluns 2,3, 4, cnd,sjf.or each student ’
lhud.o ?hne colunm corrumd gL colusns i" 3, &, and S:m the -

Student I.iuin; Fora. The colms headed "R“ "Studeat 1.D. Kum= * '

bc:" will be filled .'.n dur.'.ng the assessment only for those ltudintt

® The spuces .‘.or nau and Time in the upper right box are to be f.nlcd

- 1in to ind{¥ite vhen tho package is actually a&u:lniucrcd. R
Rt \Lnf.omtton nay ndt be prwtdcd on the Studtnt Listing Forn, o
- - . . v *
» 5 . ¢ * *
v . ’ "
- .- ) 2
\ - . - . " .
. . <
. . A
A s
- + . ' b * -
. . \
" - . ' I
- . v ~ i . 0. =
, - s . ..
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res n

vho pa:uclpatc ia the union.
anigncd %o you will be ;ivcn to you prior to the scheduled assess-

unt. An example of a p:opcrly cmlc

! 11-4

*
7

ule is shovn on the next page.

3-M¢M‘—d

The use of the Appointmant Card is opuonai.

may wish to use

dliutor notify the students.
vhich you :rc working prefers

pleted for nch student shown P all of the M:nlnu:uuon Schedules.

+

I

A copy of this ur‘d‘__h qhm below.,

or

2

L] q »

The schedule.for an administration
ted Croup Adnlniuu:lon Sche([-
Soae schools

the card, vhuc others may prc!cr to have the coor-

1f the coordmtor fot the school in

"

lh.u':

A!?OINTHE'R CARD .

EH; NATIONAL ASSESSMENT OF EDUCATIQONAL PROGRESS

« * L

« *

(Last)
foom or Saction:

[{ .{u:)'

{Hiddle)

Pleasa Taport to

- > Fs

at

i e
S (Day Of Wedk) ¥

)

}
[ . ‘ *,PLEASZ 35 OM TINE)

3

-

nrdnrr-

to use the card, & urd isCto 'hc OB cum
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. N « Qe a:e:ialrSugglied .
) 1a addition td' ghis manual and the Ad:inis:ﬂtive Inlfructious, .
. . I . MATERIALS
. LI - " . the uttrialn supplied to you fo: pucklge administutton 1nc1ude SUPPLIED »
- . N the following: . . . . , ‘. ", -
. . .
' ~ ' 1, " Assessuent packages ’ .
* . N '
e National Aauuun: exercises are, g:ouged o uts ‘ealled .

"_?ach_gu". Each pscksge {s identified on the cover p;ge by p:c\uge‘ !
number and age class. At the, end of each plchge is 2 se: 9! Back- PACKAGES
. ground Questions to be ansvered by each s:uden: who parttcipa:es in ‘\
usumnE;

® at L]

. . -, 2. Tipes and Tape Recorders . :\’__

* : - All spoken 2nd vritten directions nied-e& for t'ne adninis-— . g

o

. . . ,tration of the packages hwe. peen taped. This is d_ona to assure '

. unlfom!ry#:ou administrations. ‘Ihe tapes :re enéloled in " .

‘ cassettes and most cuuttes contain the GLape for twd ptckagas. N
. one on each side of the tape. Eofh cassette i3 individuslly boxed.

and each side of the cnse:te is lsbeled uith the.zgt clt:‘l\:"ld *

. ‘ the packsge nunbu’ for whith :ha: side of the tape hu bean p:epued ' TAPES ;um

. + Prior to adninistering L‘.‘!. p:clugu be sure ybu have in the recordert RECORDEX

* the corrict si e of the nyu for the p:chge you are to adzinister

- and that the cape 'i'i,conplenly wound on-the left side of the .
. Jat -~ = [
. cassatte. Taps recorders um be !umtshnd with the tapes. ‘z’pu: ~ -
- . . -
: ‘ District Supervisor will txain you in thn-uu o£ the recorder amd
P * ., .
. . the cassette tapes. : . “
. ’ -
. . ' 3. $oft Lead Pencils (No 2) ith Ersvers Lt . .
A . ) . . . . '\.
Esch studeat gkr.ticipatins “4n -4, ETOUP union aust be
. - . i PENCILS
. provided uith ordtmry loft lead pej;u: for reco:ding :h;t:
. . ~ A
. - .
- - T

-

* -
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Aruitoxt provided by Eic:

X . . yov.y are goih; to adufnister and the mnhcr of guh;u you | -
) * N #111 need; that is, the nimber of a:udcn;s assigned to taka ’
Y L # . . *
.r . t‘hc package, t 1 . v Em
. -7 o "
{ . - 8¢ sure you haVe the following taterials needed for the b
- £ I‘ Vs
. package to be.adninistered:
\ - : Sharpenad soft lead pencils - 2 for each student® ,
“ ~ . . N x
* . Packages (1 for esch studeat) ° *
‘- - T . Tape Recorder . } .
T N Tape prepared for package D
4 4 - -
- Gat to the-rCom in tine to prepare the rdom for exercise A
b ™7 ws #. sdointstration (arrange weating, sat up tape recorder, -
* - ’
’ N . .
. conceal all school materials such as maps, erade.black-
boards, ete.) . ) .
) / LY < y '
> . \ ‘
) < g - \ .,
L} . 1
*~ . . ' "t:.'-..' A Khh - ~ - . ¥,
- » * 7 ' [] - » ' - . .
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¥ . . . A N A ¥
. - responses, °Students are pot peraitted tdase any pencils or to .
. ! pens they may bring into the assessent session, ’ "
. . . ~ s \ . . LI - . e
. . N o . .
. g . D. Plapning for Package Adninistreiid - .o
S i .
. . ) ‘ ‘rh; success of Nacionsl Assessment depends to a considerable = .
s A e L y B
’ L 'degree upon the cftor: invuted by the Exercise A nistrator in -
. . of - -~ *
¢ hnnin; uch paehsc adalhistution. .
- Bcfou each schaduled assessment pcuion yumr\rwiw yodi“\) PLANNING +
(+)°4 b,
. - pim for package adn&nutrntion, which includu the £ouou1ng tas ;Amci‘ ‘
’ ADMINI=- .
R Deumu ttn , your Adninhtru:lon Schedule Mz:lch package : STRATION .




N ¢ 21 < : e

Y S - - ‘
~ . : O v O
. . . ‘.. - ‘,: N “ . . * - |
L ¢ * : E. GConfidentiality of Materisls v : . -
’ D ’ I B 4 5 N + - -‘- - - ’ ) € " - s f" \‘(J‘
- ) ) Uu‘ost care bust be taken by each person associated with thn . P
2 v * o
. - ./ . project to protéte the confidentiality of the Nutoﬂl’usunmt' Sz W
] - - ¢ ., e i
. { ' ) uu:uz at all tims. Completed and unconpleu& ackages and CONFIDEN- . :
. ’ ™ « . ‘ . TIALITY L
. . e * other National Auuuent materials are not to' be siven to anyone 07 ALL |
. 't s . NATIONAL |
. vho 1s’ not ‘sctually invoived i plckan sdatnistracion. No dupli- ASSESSMENT .
oy . MATERTALS o
oo f - cation of materisls is gemitud The nameg of the students au . ., _-
. . , ¥ .
T . . not to be written on or in the packa;u. mt{in: idevrrifying v >

students by name may not bc resoved from the school preaises. Lad ‘

. - Only those students designated bz your Pistrict Sugervuofr may - - |

. . . participate s.n assessment, Othef students should not b. pm-uud

- n N -

to see the agsessment packages, Should azy of :h. school staff - . |

[ ¢ . l . A TRquUest to ses the packasu or ask technical quucions’conccrnm . L ' |

rvisor. (‘ )

. National Assessment, refer tl}n polgtely to yoyg District Supe taor: . -
) ) - You will hava !uu responsibility for sll National Assessmant
X . - |

waterials tuued to you, including this manusl, Your Diseriet |

Supervisor will instruct you conceraning tho‘afc storage of all
. . - ' terials, Any National Aumupt naterials that are stored in

! ) your ut—uhould lockeg in the trupk. Neder leave'Natiomal . . -

snent ach ] tapes, or taps recordera st & school overnight,

' ‘ « » WHhen you huv.\corplcted your Tasrssment assignment, ybu are to return

=
g

- et * to your District Supervisor all zaterials issued to you.
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F. _ Student Cooperaticn . o b

. It is Important that’an |tud¢nr.s ulccud for assessment -

~
N *

. complete.the packages uupcd to thu' hww.:, students have the .

«

V5 ’ . . :i;hl: to refusq to participate or co:phu any cxe:ci.n within r.ha
-
’ plckagc. You should procsed positively at all times. dIf a studeat

] - v -
. - » ., aske if cooperation is umhto’ry, sxplain that it "is not, but that STUDENT

- o ; COOPERATION
- . - we' believa %ltudy is important and would appreciate cooperation

of all selected students. Should » student refuse to participate -

excuss the student from the session epd ask the student to.return l'.o,

N . " class, If the student has been !.n\?d a plchgo 'exphi.n the situ-

' . - ation on the /(:ovcr page of tha packege und nake a note of the packsge
s . nunbc: and ! D. number gnd give r.hu 1n£omr.ion to youy Dhr.ucr.

.- ) - .

. . Supervisor. *

»

-

E lC,
e ¢




s S T11. PACKAGE ADMINISTRATION ~
r -
¥ - )
L Y ' . * 4 .
. . - . A, Introduction . .
[ - E % _&"
. All packages ares nlt-u‘!ninisuud;,thu , Students will .
—-ij-ﬂ—"v‘-—-é racord thair ansvers in the package. To assist the studepts in
p~ . . . » o
P ) understanding how to record ansvers, exazple exercises are included
' . in each package and ¢11 instructions ave taped, ’ ’

-

[« S ’ .
‘E MC - - oy . 29 /‘ -
. . , o - .
J %—

3. ce::n'al Rules
. 1. ‘r_um ) .

) Tha packages have been dl.lit'ﬂtd to bg cowplated in approx-
imataly &5 ninut;s. Seating of students, disn:ibt_auon and collection*
of materizls, rndu:’ﬂ the introduction, a'nd packsge ldninistultion.

.~ v : should take cbout‘m hour. Plan your tise so that all these pro=
" cedures can be aceo-pl;.shcd {n the allotted timaf o -
\ " 1t a‘: all possiblae, y.ou ehould oot begin an adainistration
unless thers 1§ sufficient tize to coaplete it. “Howaver, in rire

- inlmu:. you u§ be forced to sdninister s packege knowing thit

thare is an insufficiint aaount of time allotted, TIf this is the .

cass, resarve five minutes of the total tine availsble for compla~ TIMING

. ticn of the Background Questicns and iodicate on the covar pags of

each package that it was not completsd dua(to. sn huufifeiwt agount”

' of tine., The completion of the Bsckground Questions is uuntis

aven if one "ot more exercises in the packige are not cozpleted due

C to s lack of tima.
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. 2,” Seating . A . o~
: Studcnu lhduld bc luted as fsr apare as practical, prd-
iubly one vork autzon apart., Ask the studeats to remove froma the

. desks any ‘extraneous matexials tley may hmr.c brought into the room,

' 'lrsch s books, r_‘ls}cu, protractors, pencils, pens, etc.

' 3.° Angwerin stions

LY

*As the '!Eud'cnt'l begin the exercises, valk around snd nake
“suré that r:ho gtudcnt; s¥e racording their snsvers zs 4nstructed
and r.fut they are using the pencils distribucted. Students Tust use

* only ths pmc!.is ;Svtn‘thu to assure that the sasvers to the mul-

e

vr.hu the tape is ludlblo to sll students, If the roos in which you

 iTe ccddur.tink tha uuion is not large enough to spacet students at

’

:hc m;(re ssssion ih order to avoid uudcn: collusion.
5. [ExpIainiog Inccaplsts Packages .

Soma studants who b;un ul.lmﬂ:t may, for one resasoo or

gnother, fail to complate sn exercise or & packegs, Yollowing -

ate & nuaber of situations that may occur:

Tt ;
. .E‘h' ‘ ,-‘ ;‘E = >
X . . N

‘s‘- - ) Sose students may have difficulty in understsnding th.c
T*N ' exercises; however, ylo:.t cannot give detagled instruceions to the
:" students. o-nco’thn tape ht; besn started you can assist tho‘uu-
-.. ) dents only Li ﬂ.wwin; thes howsito record their answers correcely. .
) .Should you observe students consistently having difficulcy vith a-
- 3 cartain exercise, ;cport ;Ml to your Diserict Supervisor.
\ . :B M 4. Monitoring . * .

tiple choicc quuum e2n be machine scored. You should nlno insure

propu' dur.nmu £rol each other, you must continue to memitor dyring




- - . P ' s LT 2 . -
:l ¢ > \l" —— ' v =y ' " ¥
. L& . a, Principal oz other responsible authority prevents
. ’ - o
Rl - * _assessment of student; e.g. s-student identified a3 slow, troubhle-
’ ’ . soms, illiterate, atc. ) ~ e .
. o - , . b. Studest removed at the Tequest of & school official |
:’ 4 . . ‘.
. during assessment for reasons unrelated to the assessment) Teason
- . for Temoval wnknown or uorelated to assessmedt. - o
- ¢ - .._.p-‘
. ;“"c. Student Tesoved during assessaent for Tessons unn-
: “ ) lated to‘the assessment and for Teasons other thaa & ‘school offi-
b cial's request, such ‘as fot a fire drill, sports prq.ct:lco..té “‘eatch
. - [ ] ~
.. *<"a bush ete. . -
! . o ‘- d, Student decided r.o”dumtinu. zesponding to the -exer
* . .
. . ciges for such Tessons as illness, went to restroom, left session S
‘ eazly to avoid missing & class, or decided not to participats. / *
i a ¢F . e, Studt bum,uu:mt but is unable to complate
C . - . the packsge becsuss he or she caandt zead. . T
- o~ o £, Equipment failure, «, . ¢
' , . B T . Booklst dm;od ot prinun: problm (pn;o n:luin;.
- . .tCO)o -~ . .
L . . *  Uhen such unusual.situaticcs as the ones u;ud above do occur, [
. packas,. as "Studcnt called frow the rdom by t.h
! 3
' = pletdd only mrchu 1-4, Resson.for remavs " When you
L ]
! . era vrttin: on tha mg page o£ a packags, do not write .tn.:bi left,
Y .
- . margin of the paga of 1&‘ the blocks or ovals on tho pngo. ' .
- . * ' ’ hY
* - o L If & studeat does Dot oonplou ' pschn bounu he or
. . . " she s & nonzeader, record this fatt on the cover -,iau o! the package,
. . and indfcate how you determised that the studmt'u"a nonrudnr, 8By
A . - . . ' * ./ .
- b - ' N
u, . . . . N |
- “ ) P V. \ i i
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- turning to class.? Ask the school coordinagor about the usuxl

[ 4 . 1 ,
fa s b v, - . *

A .0 - H - .

% froam athool perscanel, by adaiulon of the ltuden.t, or Ahrough your
. obgervat of the student. Hever ask s student H he or she is a
. "« < ponresder. 1If a ltudenl: tells you that hc of she canoot cocplete 7 }.’ . .

. % packige becauss hg ¢r she candot read; excuse the student from tbe .
- » . . .
session: 1f & package had been assigned to the student, explain the Ny R

L]
- ; situation on the covet page of the package, snd tode the Packsge

. Condition Oval “EE".*
”

“ .
= .

- C. Procedures . —_— g -
————

- e —— L]

’ " - Ditemh{ng_sm&cnts %o Be Assessed . J

* . . L, , b ‘I‘he Crowp Administration Schedule indicates how many stu- '
\ v . den;s should pnrt!cipau in the group session and l_hu the napes of
“* + rthe students ulected for paztidpuion. As each student enters the
B * room, check to ud if the student's naze is on the Adaisistration 1
. " §chedu1¢. If 30, haye the student taks a seat; 1f oot, reguest the . R
. - student to return to class.A* When it appears that all students vho STUDINTS
\ ' . will attend the segsion are present, begin package adninfsiration. " ASSZSSED ‘ 1

i Once the session”has begun, students cannot be admitted to the assess-

)
r - . ment room; ask any students who arrive after the sessiocn has be;uh%

|
i ' 1y
~ .Teturn to class. ‘o,

.

: |
2. - Distribotion of Msterisls and Completion of Adainistration . . |
|

.

* . Sthedule-~ .

" ’ . . OF MATERIALS

L
R |
. Distribute to esch gtudent two soft-lead pencils snd = DISTRIBUTION
.- .  exercise package. Instruct each studeit not to open the package

- . [
& .

=
* . ® See Chapter IV.R1 -

.
~
.

Al

#t  Students nay nedd,s permit from the school office before re- .

school routine, -
¥ .

Q . . ' ¢ b . ”
ERIC C. <1 32 ‘ e
R i . . . -

-t




= 'f . . . -
\ * ‘ : ” ] - -
«. % . until told to d As’you give each studeat & packigs you .

-

. . -5 - - -7 T,

sust perform two {;ulu: i / W -

- e. Inter on the Adninistratico S_chldulc. on the sane >

- L]
* - 14ne as ths pews of the acudent, the I.D. number shoun om the cover

. : aze of the packize you geve to that student. This.I.D. muzber is _ ' - =

[ - _ o —_— = . ‘
¢ & four-digit m’nbtr'pri_utud in the last four blocks in the ceater

l __—-——‘_‘f— - - ~
S - ~of the page. U — . - . .

- . ¢ N

vt . b. Eater the racisl or ethnic fdentification of the

i . student by placing & ¥ (¥hite), B (Black), § (Spenisb Beritagd), or
-" 1 (Anerfcen Indian oﬂ‘"&luhn Xativae), A (Asian or Pecific Islendex), - .
or U (Uaclaseified) in colum 6 of the schedule. More speeific , ° COMNPLETING
L}

definitions of the racial or sthaic chutft.cuion are gives in the '
- N * s+ SCHEDULE 1

2\ ., ‘ : Adninietrative Instructions Maisual. . .
2 Vhes all materisls have bpen diseributed, check to .

sea that sach student bas the requirad materials; correct is neces-

-
»
-

. saTY. . - .
3. Packsge Adainistration * . .

L

) ){ : ) When esch student has the reguired materials, begin pack- PACKAGE ’

"
v
1

» = ' 4ge aduinietration. See the Adainietrative Instructions Memual STRATION

_for spacific mr.tuc:tm'u. ‘e

¥ 4. Adainstering the Backgroufd Questions ~ .

@

’ " : At the and of each peckage,is a st of Background Questions®,

f‘ ‘\' ) Yaeigoed to cbtain backgrolmd information from esch studedt vho - .

]
" . . - -

- - ' *® 7 The Background Questions for all thrse age claspae and specific
- ingtructions for adxinistering them ire includsd™in the Admini- T
- O strative Instructions Hsaual. . .

L
3
*
»

L]

¢
v
-
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.ptrﬁicipstu 'in National Asu:lmnc. These questions, vhich are s,
. - . ~ . ADMINISTERING ~ -
oot included on the tupe, are to be adainistered by you after the THE BACK=
- . . . . } . i . GROUND QUES~
- sfudents have coapleted the exercises snd must be checked by you TI0NS
» L] -
' before the students lesvs the room. ’ -
. If a student refuses to conplet'e the B&ck;:o\;a'd Quastions, ’ -
- ’ explain thre situption on the cover page of the packsge. "Make a vo-
- - ) oote of the package nusber gnd package I.D. number and ;1:: this . v

. information to your Distrilt Supervisor. .

*

S. g_onection' of Matarials .

-
- -

) .

clla. Thazk thes and tnstruct thed'zo return to clges. ~
e 6. Windiog Tapes ’
LBt ¥ - .
. b. Forward (or backward) wind the tapg used during the ses-
1 . . . - .
sion and replace 1t 1o the plastic contafner. ' .,
. . \ “o
0 ) . ) ’
. . *e ’a}f‘
. » R ” i e
» x* [ . . —
.o * RN D
.-t . / .
L4 K ] . ’
o« ri ‘ i . . r > .
Lo * )
|/ ’ ~ . L
: L
» * * .
. ‘. . f \ -
L
- - L]
.' ~ * .
N » . - L
* ¥ ) ]
. %
L) - AY + - >
~, . LY
' L
- i L]
M .
° ! . " 34 -
—~ " L] ’

**  When you have thecked tife Background Questions for all stu-

deate, instruct thea to return to you the exercise packages and pen-" or

COLLECTION
HATERIALS
WINDIRG
TTAPES
= [
F I
i
. .
-
{
R L
» . . »
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- IV OTHER EXERCISE ADMINISTRATOR TASKS N e
- * ’ ‘
. Co ..
A, After Bach Assessment Session “ . r -,

1. Accounting fof Pacglgu

After ssch session, count the p:chgu used and compirs

ACCOURTING
FOR
the 1.D. nwabe:s minu your 1. n. nuabc: cntu“ on the Adaini- PACKAGES
stration Schedule. Reconcile any diffcrtncu-!mmd. i£ you cannot -
recgnc dif!ercnce} censult your District Suptrvi:or. 1f you
have any unused packages from'the session, placs them on top of - !
the used packages .c'nd uou_thu i the carton set aside for this .
purposel * N 4
' L]
2. Accoumeing for Aduinistration Schedules -
2 ..
A AlL Adainistration Schedules ate to be uoug te=poTAT= AccoorTIRG
) ' yoR -
ily vith the packages. At the end of each day, give all schedules . ADMINISTRA=
. JI08 ’
to thc coordipator; schedules are never to bs taken from the school. - »SCHEDULES
3. uindtorTapes B . S
. -
/ Forward (or backvard) vind the tape used duriog the aes=  Cwispise, |
. " ) TAPLS
eion and replsce it im rhe plastic container. ) . t
4. Preparing for Next Sgaefen | ° - ’ ,
IS Sharpen pencils and, if necessary, cearrange the rooa for
: ! " PREPARING °
your next sesgion. If your pext sessfon is to be in anothar.Iood, TOR NEXT
. . “ . Sesslon
be sure to take ail Racional Assesssant caterials with ybu. Ressz= -
bar you aTe accountabls for all ntcuah iuued to youl .
v . . . )
. - .. ¢ l : a o
* - » -
’ : ’ . LIS _ *
. « ! » . e *
I "
. . . .
» » » -
”
. > L] “ % t .~
- 30 L] v ]
. f
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-\-- . .

el
L

B. Coding *

“ - - T
\ - A.L'I. gpding is £o bejdons with the pencils supplied by your

. -

District Supervisor. Hakc suu'that all-numbers entered are N

. clcany legiblef You us.n bc responsible for coding certain

g

- information on the cover,page of each package you \dninistcr. .
1nc1udin; packages which Students fail to complets. Specific
U {nstructions follow. ¢

- " L) ‘ ' l)
. f\ 1. Package cmition Ovals .

-

4
The Package Coadition Ovals are in the lover left corner - '

racmagz
N o! the cover page and are dnlgnlud ¥, P, X%, and XE. !ou are :33 CONDITION

- s . OVALS ‘
|
|
}

111 in, one of these ovels.to ndfcate the cmﬁt_& undu' vhich & *
v

~
‘ 7 _package vu sduinistered, 2s followss* | .

Normal Adainistration: the student was present for

the cntiu:uuunent persod add had s opportunity i
. , < -
to canphte every exercise, but may not _have done 0.

Hovcwr. if at lcur. one ezcrcin within the package
has bna cguphtcd. you should £111 in the ovsl
- beside-N.,

P - Partial Administration: }pe student Vas not preseat ) o

. ' ; for, or did not-have an opportwnity to complete, ome

-or more of the exercises in the package; for example, ST

the studuné: vas called from thea room, a'page of the v

-

. package vas niulfxg. ste, 1f

(See Chcp;.'cr_ 111.3.5).

this occurk, £111 {n the oval beside P, and Jrite, on
-'-‘ - .
s ' ’

- -

. . .
% Thess-dafinitions ayre included.fn the Administrative Insfructions -t
] “} Fe 2

D S A . .

|

|

|

|

\

. . to
|

\

\




ERIC -

Aruitoxt provided by Eic:

) * “} . r 4 »
- k . . % * -
. * » * . - <
the cover -page the nuzbers of the exercises vhich
. L < . %
.t \ the student did not have an opportunity to complete,
o - . e 7"\71:“’ - -~ = % ‘,
. ?‘r :Qo ether vith'a detailed lanation, 2s: "Exercises

»
- ;i
" princider;lso:ﬁ: rlno-ul unkdowa. "
“ "R - No Response to Pntire L;a;n the student was present
N / -
LY for the entire assassaent period snd had the opportunity

. to comsplete every exertise, but complated nom'; that .

2533 not complated: student called fron. room by

-

-

. is, did not nitmpt sny exercise in the package. If

thére is no response to the entire package, £111 {n *

. the oval beside KR and note on the cover pige the reastn,

. . if Xoown, or "Reason Uokaown."

P Y .

'- Not Eligiblet the studént was awsigned s package zad
rd - ‘
Il B cozpleted one or*more of the exercises but ehould not

~ ~have b'cm sasessed; that i{s, the atudent was not cnub_lc
because he/ahe vas not born within the year specified on

- thc'Stude?t Listing Yorm, wak not listed cn the Admipi~ )

-

stration Schedule, was a self-identified nonr'udcr, stc.
|

TR | you discover, during or after an assessmant sessiom,

th;t a atudent is not sligible to participate in .

~

Rationzl Assassment, nots the Teason on the cover plt.e
and £111°1n only the oval baside NE. In Sther words,’

. e utuo'tiutiop as Not Eligibles tekes priority over the'*

- *

other Package Condition Qvals.

3 -
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The first oval, Normal Adn:lnhtriti‘on. vill cover the majority

. . * *
of the adainistration situations® Exercises, onitted within packagds

L 4
coded N do not heve to be listed on the cover page. Packapes *

codad P‘, KR, or NE must have on the CovaeT DAKS & reason for the
Package Condition code, 1f known; in cddl\tim. packages coded ?

shculd have a notation of the exercises omitted, Packages which are

oot administered should not have a !cclu;c' Conditi
s

T2¢  Iype of Azsassment Gvals {Age Class 3 Only)

Packages for Age Class 3 contain am extra set of three

ovals following the Package Cohdition Ovals. These ovals &re

Oval filled in.

e

TYPE OF
designated R, ¥, and S. You are to £111 in the R or ¥ oval to gﬁm ’
ident‘:l!y the type of assessment in which the packige vas adaing- ‘.

:tor'cd a3 follows: ’ . '
’ R~ egular: the package was adn.tniinrod during the \
. ) iirst adninistration of that package ‘:lnla lcfool. .
* F~ Followup: the package was adainistered dyring a ‘
followup session after all other adninfstzations /

P .
.
. N »
»

The oval designated S fe pot to be filled ia.

in 2 school.

3. Ccolums 3-8 -\
Colums 3-8 at the bottow of the cover page of the pack- - T

age are used to code information from the Adainistration’ Schedule

and to enter your EA nunber and the code numbers for the PSU and g

school 1n vhich the packege was zdzinistered. Colums =6 correspond o

to colusas 3-6 on the Adataistration Schedule. Colum »1s for your

EA nunber, vhich is recorded on the cover of this manusl, and column P

8 is for the code nuzbers of the PSY and gchool, which are shown on

. , \




T

>

the ﬂunu:r-ttpn Schedule. In sach tolumn “enter tic@cprrcct code
il

in the block(s): - T, i ! _

< PR

Before codtng any infornation in columna 3—6 be sure you
havc matched the packlzc to be coded with the correct J.tne of the-
AMuinistratfion Scheduls. The I.D. nuaber 1- used to match Admini-
atration Schedule line numbers with packiges. Coder to be'used in
columns 3~& are gshowvn on psge IV~5, An exaaple of & .por'ttbn of an
Adainistration Schedule‘snd.s package cm; properly coded for s
ptudent is shown on pl.st IV‘.T. o
C. Final Review of Puckages -

After coding, review all packages sdainlstéred by you. If you

notice during this reviev that #n exercise vas onitted by e student,

do not mske sny entries on the page(s); however, 1f you notice any

oval £i1led in by you or the student is foo light to bc\;.nchtne ¢
ncorc:i, darken that ovel. Do not chm;’e any of the entfies’ other-
viss; for example, do mor fill in another'oval or in any way change
the original respgnuse. Be sure that any packsge with s Packige
Condition Oval other :hm N (Normal) has m.explmtlon written on

the covar page; packages coded P (Partial) cust also ltavc on tha cover

page the numbers of the exercises vhich the student did mot complate.

g "“":""{‘5“ - -
) - M g - - ’
D. StBuge of Materisls .

Remeabar that Administrstion Schedules sre not removed from

the achool site and(’mn_bc stored 10 & safe place in the |chool;

. X eccording to the plan mhd out v:l.th your Dh:ﬂc: Supnrvtlor. 1£f

your District Supervhor ;greu, you may take hooe all uud and o

unused packages, npu. tape, ucorderl. lnd supplies, oz lock

these in the trunk of your esr, 1! it huf.dt'odo 80+ *
Y - !
Al .o ey \\ -
. «::.‘ wo
, . w:'\ ‘_'/h\ "'
=4 , J
R .
'{ ~ -U
. . , )
3 - " ‘ V-
L]
. - - 4 ‘ ' L]
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" FINAL REVIEW

OF PACKAGES -

STORAGE OF
MATERIALS
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Aruitoxt provided by Eic:

"

- :l .. - . oy - , . s
. w o "IV-6 i . (
N + * N -~ ' # ) , #
" E.  Lodes To Be-Used ih Colimng 3-8a P e
=250 % Lolwmns 3-8 .
T Package Administrfrion ' .
- . Coding Scheduls -
ol Iten . v Code
Coluay CO):uln R - -
. 3 . 3 Grade Two digits: . - -
L | Lt ath gradew o8
B Ungraded class = 987 .
3 —-— . Spactal c{iucltion class = 99 ) Y
. 3 ‘, Sex " 1% Hale’ i - .
'\ 2= Yemsle ’ .
) 5, 5 Birthdste Month sad last. tvo digits of year: ‘
- . May 1966 = 0366 , T o
‘6 6" Race 1= W (WMite) . v,
- 2= 3B (Black)—
A . 3 = S (Spsaish Haritage) .
* 4= 1 (American Indisa or Alaskan
,» » Hative)
S = A (Asian or Pacific Islander)
6 = U (Unclassified) * '
/'l
7 -— IA Number  Twd digits; number recorded on the )
. . front covar of you::n).l - . i
. -] — PSU and Five digits; P 4
School Hrat two = PSU Nuaber;
. - Himbers Last three = School Numd ’ T
. ' is shown on the Administrat .
1 - v ‘Schedule - .
d . L1
l. . » », .
w 1]
‘l . "
~ _ -
— / k R )
- * -‘ .
rl -
P
. . N
. ~an .:' v . . / \. . -
hY . . ’ - . . L]
' % Thest codes are 1ncluded 1n the Adainistrative Inatructipis Manual, - l .
' » [ - . - Y
’ * . . . ~
. £ ’ ) ) .
» . . : v . .
’ - ———— '. -
‘ “‘ \|ﬁ\ . , . . . st ) |
v - x ' Z
1 * .
' i} A ‘! ) -t l
. . . - ’ - !
) e . . !
‘.5.’ . - - ‘ L] X . . i
= v ¥ . , o ". - -z «
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V. ADMINISTRATIVE PROCEDURES ~ EXERCISE ADMINISTRATOR

. ’
- ‘.

. ‘. . A. Terns of Faploynent . ’ . ‘. . o
' &= All Mational Azsessment Exercise Adninia:z:tora are uplo&rd by .
. . Powerforce Company, Inoc., 150 E. Buron Street, Chicago, Il:&:ln‘bh ’
) ' 4 ’ ) 60611, Al_r.hougia your employer will he Powerforce, you vtl].'bc . .
PR ) . aslected and frained by aa XII D:u:x:ict Supervisor and you v;u .
. ‘o . X Tecord’your hours worked and ekpedjas “incurred on the spp'r;prhtc ’ |
Qoo . " forn and submit fc to BIL. ‘ . : o |
' At the time you are ed you zust complete & W-4 Internal ) f
, : Revenue Surdco form., Du ;‘uuumt. 1t.v£1l be your gesponsi- .

bilityto keep 2 daily record of your producucn. tm. and upmu TERMS OF
as-an Exaviise Administrator. At the 'gowpletion of each suimt,

—— .

L. . you mst subnit your Daily Producticn, Time, and Expense Record to

> . your District Superviser. Proper cospletion ot’ tha Exercise
. v Mn:l.nutrator *s, Daily Production, Tice, and Expcnu Record is co'uud
in tbc ucuon which follows. " "

On page V-S is an exasple of a properly cmlctcd Exercise b ) ’
.. e . A.dninhttptor'npauy Producticn, 'rnu. and Expense Record to - -
- : .-thp you underatand how this form is to be completed. Thia form * .
o’ is pr:lnud on MCR paper with ‘ecoud (yellw). thlrd {pink), ;nd .

’ fourth (goldenrod) hedts adhered to, the original (vbf.tc). ch:tu .

. -

~ usde on the original ahut are transferved to the other’shpets »

¥

. - without the use of conventional carbgm paper. .

N{C\- A . ' | . x .- . ’ ‘\\ #-.
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. ¢ = * - . - - . \/’(
B. Exercise Administrator's Daily Production Time, and Expense
£y , . L]

* . - The E;trytoe Administrator's Daily P:oduction., Time,’and Expense -

- Record hay been designed to permit you to keep, on a daily basis, t!;e
pusber of sdainistrations you coq:lfu. a record of the hours you
vork {by activity}, and the butuas-ﬁ%ted expensas you incur in -
urvin; as an Exercise Adainistrator.

.forn is to be used to covexr

each assignnent your District Supervisor gives you.and only ome line

B is to be used for each day's eatries. EA'S DATLY. .
Lt : : , PRODUCTION,
: . Your District Suparvisor will give you & Record before-you be- TIME, AND
o \ . 4 *  EXPENSE
R . gin each assignment. The appropriate information in the box {a the RECORD ¥
upper left-hand corner of the form will have beep entered, You .
‘are ‘to print the rest of the mflmtton rtqu:.;-ea at the top of the ) .
ee ° e form.* TYou are to enter the dste (month, dsy, and year) in the three (
, ’ colums under "Data” for each dsy you work. The "Production; secticn e
y * is desigoed to show the muber of ad:inistrations completed each day. N .
. * The "Hours Worked" ssection has been sat up to allow you,to record the ‘
L} * " »
s . hours you vork by type of activity. Hours to be recorded undar “Irain- e
- P ing" {nclude the time you spend reading this manusl, plus the tine .
S j }ou cpe;d receiving basic instruction from your Dutrtc:\Supt'rvhur.
: 1f you spend time p:epn:j.n; Student Listing Forms, enter thit*tine ’ ¢
’ T in the column désignated "Filling out SL¥s". Time spent in actusl
) - assessaent {waiting for students to report and adaintue:ini. check- R
5 . . . . .
. ing, and cdding packsges) is to be entered in the "Actusl Assess~. . T,
. . ~
sent™ column, Most of the time your verk will fall ia this .
! “ category. Time spent in usistir;; your Dht:tc'c Supervisor fh other * ‘
- ¥ r
» * "
- -%  This mast includé your Social Security Number. ! , .
N ' !
» v ' Ll !
. ' . . * .
" ' N . s , b . '
& ! d - -
~ . » .
- - o
’, ‘ ) . b * ' ’ . - !
: # . ~ ‘|
- . v o> ~ ' .
PR : ) Yo . T . »._-mll
v v . . ‘ ’ ., . [] ’i
- | . * 43 I\ . . . ) . * i
. - - L]
Q . . - :
e L -7 ) ' . .
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tnks auip:ed to you i3 to be entered under "Other Related Dutln".
Iuter in tﬁt Nrravel Between s:hooh” colum the tize you spend trav-
gztn; betveen schools in the vorking day. (Iime spent going between

pur hose snd schools cannot be charged,)* #Hours Worked” are to be

shown to the nearest quarter-hour under esch oazegory. The ”E:pcuub

column is jp:oﬂded to record e:pm'u for which you will be reimbursed.

You will b.c comipensated at the rate of §.17 1.:0:: nile for each nile
over ten I:I.Lu you drivk in the courss of a working dly 1n going be-+’
tveen your houe and uhooh and 1pltnvcun; between schools. "Mis=-
}Jugncous” expenses for vhich yot‘x will be.compensated include pl:rkin‘
expenses and tolls, hphin niscellmeous expenses and attach appro-
priaste recugtl. !ntcr on a dsily basis thc n\ﬂbcr‘of niles in ax-

©  cess of ten that you drive and any mcgzhncoul ezpmu.

J’hmqnn,hav;_couplctcd your uumt, total your entries in

v the "'P;rod‘nction "Hours Worked”, and "Expcnsn" colun on your

*a

ncﬁ;{, and cokplete the bottom half of the form e foucm

L
%
‘.. 1.&'» 1o the “Sumzary of Daily Record” box, ’ .

'Hya}".. ‘Enter tha total number of hours you workad (from your

L

*Daily Record) and multiply it by your hourly rate to
drrive at a dollax anéunt for your services.

-
p- Eaoter the total miles (from your Daily Record) and

mileiply it by $.17 to arrive at the dollar smount

for which you are to be, compensated for business-

connectéd nilsage,
N ~” N

L) r ’ ~

. k  Undet abnorul conditions involving excessive distances, D(urict
Supervisors msy authorize compensation for time going; between your
home: and schools, The Diurict Supervisor will diséuss this if
it affects you,

+

AN
~

< -
- :" "' \ - b *
wh #
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= PRAN '
ot N Y * . » 1
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;E * ) . oLt v * - ! v:.‘ i
- - - i N .
: ’ . ¢. Enter the totzl of miscellantous expenses ydu are -
- . ; e ¢ § 7 3
., _clatming (from your Daily Record). Attach necessary - “rﬁ“" s
s 4 ) :,cdgf.i. . «
’ . d. Carefully add the apounts claimed for your services,
’ T ailezge, aod miscellsoeous expenses and enter that -
3 . ., sua {n the box to the right of "Total Aascumt Dus." ¢ .
T ' Py (Your District Supervisor will enter the P:ojccyﬂmbcr). :
- PR N . A P ‘
. 2. Sigz ("Signature”) and date ("Date”) :hcihco:d. ¢ ‘
3. Be sure your Social Security Nusber, your full sime, eailing l
LT . : _address including Zip Code, and tel;phonc. nusber, are entered "
- . .
. % 2t the top of the form. L
\ e -~
- 7] . ¢ Dpisposteios . ’ T \
* ) . When you have cozpleted the Record, separste the fourth {goldenrod) ’ e
: . ) sheet froa the other thres. This copy is fof your records. Give )
the resaibing thres copies to your District Supsrvisor, who will -
. hal N LY
A spprove thea and mafl thea to RTI. RIT will check the form for = DISPOSITION |
x N =
S . accuncy':nq'fowu@n:fo:ct. ' .
£ -
’ . v A single check covering your services, milesge, and expenses, .
. 1css statustory deductions, will bs written by Powerforce and mailed
., » . ' A .
- o directly to you. You should receive a check for esch zssignment about
v ] -
'.tvo weeks after-phe Record covering the assignsent is receifed at RTI.
. e i - / o
. * - . ] - P . " R - -
p N - - ) . ~\ .
) . . . ) —
bl ) " . . .
AN R ’
P ' H M
R * » L] ‘l “ ‘ . .
4 - . . ‘\
v Y
f = LY - * . - . ' . Te ' -
L ] L - :
Y - ] . . \ *
N, v . ' .
* . . - ( * ’ ’ . f
N — e
* L4 b ’ |
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N * . - \VI. SUMMARY COF TASXS - DISTRICT SUPERVISOR
r [y
. ) . Study and use this zanual! It bas been prepared as a guide for all Ce-
_:. sponsibilicies assigned to yau—h you prepare fdr sn(—l co;duct assessasnt, 1If p

_—

- - you encounter situations oot covered in the manual irndtructioms, call your Re-

gional Supervisor. . "

)
Pach District Supervuo‘i' (vs) u/;u'p’onsibh for conducting asseasment &t
L] - -

Age Clagses 1, 2, and 3'.‘:1: s Eulber of primary gu:plin; units. A pricary
sacpling unit (PSU) is defined as s :eo:rgphic aTes such as & county, seversl

* +
counties, or & major city. Within each PSU a group of individuals from esch ”

sge class is selected by p':obtbili.u supl'.in; procadures to participats in

1
l " National Assessaent. Assessment of &1 age class in most PSUs will require

spproximately one veek; stsessaent in other PSUs may reqlire ome snd one-half .

. L
L
. L\- to two veaks. \q‘ . - :
F ] = ’
- The following list iteaizes the District Supsrvisor's tasks that are to

be completed in each of the PSUs. Iteas] through 11 gre assoclated with

- pre-assasgaent tagks; Iteas 12 through 22 are actual J’uu:'u‘ht tasks; items
* N
. 23 through 29 are post-asses tasks. Eazch task is discussed in detail
) , io the chapters that follow -~ .
1. Telephona » 1 adninistrators to scheduls uc}intl;dnrin;
. ) . . . your Zixs% visic to the PSU tod check i1l informstion printed - .
- ) on the Lists ‘ofsgchools Selected; correct 48 mecessary. .,
. h . ¥ o
N ~ 2. Telephons RII to confira or update the informetion printed h
< oo the Lists of Schodls Selected and report the date, tine, ‘
, and plate for sach meating scheduled in the PSU. * .
- o, . N ’ \:‘
¥ v o= * '
» . N - .
. . . ) R 4
- * P . L
L [ L
L] T " . . ’ . - <
-' - ) \ . R { \, 4
N L\J . . ~ R . , I
-~y ) ~ [ - ’ *
L] ‘ * Ny * - s - '/ .
, . i ol
- - L] . -
4 ' — : .
- O ‘ ’ N . <4 — . M . .
FRIC  ©  © 1. o . |
. . ’

:
| . . .
< .
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r
Full Tt Provided by ERIC.

v

Prepare an advance schedule for first PSU visits (reseyva- .

accommodations, subait {rineraries, etc,)

tions for travely
* )

Check supplies shipped from RTI and MRC.".
mnbh.uterhll to take to infroductory meetings.

”
Prepare cutline E:t NAEP pressntsticn to be made at intro-

ductory meetings. - .,_ .
Y

Heat vwith lupcrintmdcnt(l)-md principals of schools
selected for Year 11 assessment. (Several uitml'vi.:h- .
in a PSU will 1£h11.b¢’n/¢celuty.)
Du!ins the meeting: . \, .
a. Collect and check ?rincipal'l Questionniires.

b z:puin Narional Assessaent mf angwer questions.

c. pruin school :Luvo].vumt and role a.nd ap ize

uportnncc of coordinator.
4
4. nu_t.:ibun SLYs and Suzmary ot School Tasks. !Requast
\ principsls to discuss both !om 1ri.th coordinator if .
- N - _=—
‘ I
¢. Deteraine specific wveek(s) for Age Classes 1 and 2

r  one is sppointed.

assessaeat &ad £or Age Class 3 sxmple selebtion sad S
‘! a
assessaent.

£. Iaform principals you will send & Confirmation’ Heme

indicating date(s) you plaa to drav the sasple nng!‘ .
. conduct assessment in the school. - * - . s
g “Verify infornsticn listed on and complete PSU Comtrol
. . -

Shuu:-
h. nquin about special oF split u)lim and Tecord
informatica on the Special Scuionl Recording Form

L

1f epplicable, X

/ \ " . .
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1. ' Inquire about possidle IA candidates a3 necessary. ‘
3. . Discuss vith pringipals of schools selected for 17- ‘

yu:-ol‘d sssessmant the Nonresponse Followup and’, .
Supplementary Fr_un assessment ,* if ap*plic:hh'. "' ‘
Select Ixarcise Adai.nlltnton (EAs) a3 n’.c'e.ury** and
provide asch vitﬁ 25 A Meousd (emter your nima, ad:!rcu. .
gnd t,lephcac nuubcr on Pasc I-6 and the EA's mumber cd the

mn to RIT a completed W-4 I35 fora :m

I3 .

fromnt cover).
uch A, nlected.
Otfer assistance in coopleting SL?- qurc necuugx 1f.

EAs or pchool perscunal are to uaiu. give instructions

] «  and make ‘oinmu. " .
. ’ | - 10, Preparc {tinerarfss fbr issessmant veeks nd mail to RTI
f/, ‘ - ,at least two veeks in advance of assessment in your first .
% » b A
?SU. T L4 ] 5 o " .
X | -
" . 1, Chcck to insure r.hat you have recefved all tom. uuruh,
) . ' J ) and equimt ‘zequired to ccuphu assesszent 1o a PSU.
. . ’ B 12. Prepare for sssessment: ; . .
) a. Send appropriau Confirastion Memo ndiutins date(s)
- 59
’ : . you plan to conduct ssssssment OT drav the sazple in in i . ¢ °
. . Ny .
* +  the school; include Principal's Resding/Literature .
» ’ Questiomnaire ss applicable. | \
) " ' ) b. P.Ck hlrtllhd-h as n.t&td for PSU. . = *
- ~ | .- * " "
. . ce Heat with coordinstor for RAEP in the school. . ¢
’ - ‘ - » *
T % An asiessmant of A‘I-‘ycu-‘:l‘h vho are not enrolled in school during | ¢ .
- ’ . Age Class 3 assessment. 14stsof dropouts md early graduates. are
. T . requested from schools selected for this essessaent. ° L
¢ x Necassity of uaing EAs i ducul_::g in Chaptu' Ix. . ) L
- . _\' . LY . ¢ .
* A - - . -
. . ‘e t R “ - - s . =
. ’ . . e .
» * ’ v b * o‘ ‘. s *
P * ’ - A . »
¢ * * -~ i . -
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Aruitoxt provided by Eic:

., i t . VI-4— - o
' -} : . ‘ .
- ; » N \'
\Schct wazple in each school} ask principlh 1nvolved ia—-
e .. .
17-yu:-old uuuunt to keep & record of any cge-cngibh
student who lesves or euters the school bctvun the tine you
drav the saxple sod return for agssssment.* .
., . GCouplefs Adainistration Schedules. . L
r

.

.

f. Detéraine place and time for each sdainistration.

L " LI
’. Trais EA(s) prior to assessment of each age class.

o
.

Distribute materials to FA(s) pricr to sssassmant
< . P '

« of sach age class.

13. Kaep 2n accurate record of your schedules for sssessment

and mest 2ll appointments. Once you have established ‘a

. gchedule, do not change At unless mCuury.‘ 1f & change \

u uqt)‘.:q, notify the school(s) immedistely.
5. lhb;’ entrie® dzny on the Weakly Status Repozt. -

15. )Scboduh, luparviu. check, and coordmu EAs' packege

11

- a.da.tniura:‘im. . -

16.' Observe and critiqyach TA's first pach;n adninutration. .

+ 17«  Schedule uk:up and !o‘nawp stssions vhen necnury

18. Collact cnd check Pﬂncipal'l Reading/Literature Quntlon—

- | -

naizres.

219. Review all packsges adninfstéred and check coding against’
" & . .\

Administration Schedules or detachments.

0. .COIpltt.l School Workshests. - -
»21. During A:l“cml 3 asseisnent co]j.'ccr. Supplementary Frise lists
' vherd spplicadle. . )
- [
PR .

»

*

Dutr‘ibuu Supplezentary Fraoe Listing foras vhere spplicable.

. .
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-
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.
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.’ :"’ 22. ‘gheck, approve, and mail appropr td:othn of EA's Daily
; T Produc?ton_. Tims, and Expense Tords to RII,
- 23,  Collect #IL matérfals cHicked out to ZAs, - - ¢
. - . "y . * »
« } - 24, Pack and ship exercige packages to MRC, N
A Y - »
* - 25. If all packages cannot be adminfytered in & PSY during the
) 4 veak(s) scheduled for assessmant, call your Regional Super- I
Yo .o visor immedistely. ’ S
v # =
26, Telephofie RIL iznedfately vheneyer & lcho;:l coopu'{y
“ . problea is cncounteﬂ{ or suspected, ~ T
’ 1
. 27. ‘“Report in detail on the Weakly Status Xeport all refusals,
. restrict{ons placed by school officisls on the conduct of
L} '] 1 ']
f’ assessaent, and instances vhere #cheduled adainistratiocns
. are oot conducted, .
-~ »
(\ 28. Cowplete and ‘mail 211 required adainfstrative Teports.
29. Report aay problems observed with.package or exercise
o
it . sduinistration to your RS} complete Exercise Observation
. . ) fores and return to D. Saith av RT1 atgthe end of the
4 = .
e ’ ‘. assessaent of each sge glass. .’ ‘ »
' ) A KEMRMBER THAT YOU ARE RESPONSIBLE FOR TEE SECURITY OF ALL NATIONAL
5 ”~
» , ASSESSMENT MATERTALS (PACKAGES, PORH'S, REIC.) AND THAT THE CONTIDEN-
’ : ‘ ""- - L) ]
' . TIALITY OF THE ustmrr PATA AND NAMES OF STUDENTS MUST BE PRO- g
" . . TECTED AT ALL TIAZS. o~
- , > ”
* S ——— ' (a8 . -
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‘ . VII. INITIAL CONTACTS wiTH SCHOOL OFFICIALS W

* * o * { o - % o m———— e =,

- & - o

- » . .
A. latroducticn . - 5

- nunn; the £irst visit {o a PSU, you vill nect vith officials of schools
. n:l.ccud for participation in National Mnumn:. The purposes of, the meeting
. ara to angver questions regarding National Assesszent, to advise the school of-
, oo . ficlals of the chu.:_ireagnu of tha ?r;jecu, and to tltlbl‘ilh the sctusl veeks
_ . e . for assessaent, On Juns 8, 1979, a letter vas sent to involved CTHIEL State

School 0fficers inforping thea that schools within their statés have been sa~

. lected for National Assessment. This letter also indicated that materials

. . %3, - from RTI would follov which ‘ieuld.idcntﬂy the |ch;.1-d/1-tr:lcu. privata lchools:

and paroaul schools l;iiziedﬁfbr_ﬁ;;lmﬂt in ;ﬁ;u state. Coples of these

. ’ . B .
: * (\ letters and a list of Yedipients in each state sre included in Appendix A, a
. The initisl let.tt: to the euperintendents of schools selected for partici-
. < pu.ian is fto‘- Dr. Roy H. Forbes, Project Director of Nstioual Assessment. I .
dascribas N:uml Assessment briefly and requestz the superinumieut'l coop-
MG eraticn in the prejects This letter is followed by s muopt pf the NAZP

folder wiich includes & letter from RTI cuuutin; & meeting date snd m!ornins

ment vhich m not uader the jurisdiction pf a pubuc school suparintendent are

. tha lhpcrinundcnl: that tha Diserice Supc:vuar vul call to make final srranga~ |
. - nents for :he gnu.n;. Vhen the ueuns has been an'angcd. « confirming letre? ' |
. N L ’ . 2‘-:. seat to th. superintendents and an initial mailout is nade to the school ‘

"*" e . punc:lpah to inform them of the agreed-upon meeting date, time, aod phcc. * y
) . ’ ofncim of private schools selected for put:lc:lp:uo'n- in Hatiml ahnn- l
|
|

_» also seat coples of Dr. Forbes' letter, folloved by & mailout including a letter

N : suggesting a mectifig date. These letters have been altered to allov for differ-
L] v L] ~
- - ~ [ ]
b ences betweed these schools and those in multi-school administrative unies. A .
. 1,
- " ) b * .
» . i
R L] - =
- - . * - * . .
\ A] . v R - . * s .
. . .
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separate meeting date 1: cuxieued £or privnr.e -chocls. During the phone

-

o

~

Coviie2

cill, b.puever, t.‘he D&,hu the option of inv:ting pr:l.vue school officials

to attend one of the public school meetings*(jf all pnrtiu u'e qreeabl\e)

or of arranging separate luel::lnil with the private school officials. Super;

:lntendtnu, principnla. and private school ofﬂchl- of schools ulected for

a4

Yur 11 assessment within a PSU will meet with the DS between August 27 snd

. »0ctober, 5,

.

y |

B. TIime Schedule for the Initizl Contact Procedures and for As::sment —

Year 11, 1979-80

July 16-23, 1979

L -

/July 3? = August 3, 1979

-

bt

Avgust 6<17, 1979

- i

August 20-24, 1979

—~

RT1 mails introductory materials to {11‘.
luper;n_te;xdent- and*privace achool’

off{cials, " ‘
DS Trainiog Session . .

Phone calls to superinteadents snd

privue school officials from DS, - ol

1. Couphtion of all callsg to super-

.

officials (1f necessary).

2. DS notifies Centraj.staff neabers!

of school districts which want more

N Fl

information.
» 4 " ~
3. RTII and NAEP staffs work to resolve

-cho;al cooperition probleas.
4, RT1 central staff completes bulk of

- .
xailout of confirmation letters to

suparin ndents and inicial uuwt‘ .

b .
of NAEP materials to principals,

b T
- » N
.
-~ " L
- T .
» L
.
[
~ -

..nuM4r1vnr..uth_._ o Aee




- . - r " .».“ . N
~ . , - J vI1-3 - _ N
1 o R ( f J . . -
- ) .
. . ) . %. DS makes.phene contacts, 3% necessATYy
', . : » ' ' to confirm appointments. . '
. . . . ,
, N 6. DS prepares to conduct introductory
. / b - - c .
. oa . e 1 peetings.
t - . " -  August 27 3 Oct:gbet 5, 1919‘\..;.\‘ ‘six-veek contact period to complate,
. tmet = Ly e 14 s vi
. - " 0,?1 (tial weetings with school supes=
, . ’ : ' intendents snd principsls, to scheduls
. , - ..
. y sssessment, #bd To select ‘E.M N
’ ‘ L October 8 = Deceaber 14, 1979 Hsne-ueek' pér.iod for student sample | ~
- h . Fe-3
. , . gelection and uusmnt of 13-1ut-a_']£l.
. ) \W Decesber 10-20, 1979 ’ “ 1, DS contact with schools selected
. ' . C ' ' . " for 17-year=old ‘assessment to {nform
b M ¢
) * : them when DS will arrive to dfw
. ) N . ’ the sample of that DS will not salect.
] ] - 8 ) the sazple estly. o
. ) : . 5. " DS contact with schools tavolvad in
- BTN - .
. \ LT T ’ - the uuunent of §-yesr-olds to .
’ ) . . ® iaforn thn vhen DS will ;r:iu_,to
LY " .
- . . sslect uspl. and conduct ‘:ucuunt.
. # 3, DS orgsaization of materials for 9= "
[ ~ " .
) ) . yesr-old uusmn:. i
. . ' b :
pecember 21-28, 1979 ", , Days free of nornl,,__agmnt actiﬁ.uu.l
“« - = * - - - !
14 " Japuagy 2 - Mazch 7, 1980 ~ 1, Student smh,sclcc:ian gn4. assEss~
. ”~
! * ment of 9-1u:-olda. v
. o , L . 2. DS dﬂvr* sxzplg in schooh selected
\ . . ] e \ fo‘: 17-1ut—old auuum: and!or B
. - |
. R . . - leaves Scpphmury rruu mr.i.nz )
. * ! ' . forms vhera appiicable.
i - : N R x.
L] - ' r
[ . 5
* L) . M > ‘
s .
[ R . - . . K ’ r
. 2 N SR s
F . ) Jo. . x ' - . . - - ? " :
. - - +
. A . n - ’ ’ - ;
- . i . ’ - . ’ s "
~ . ) ’ : - / J T f
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. -. VII-4 : . ..
» o tk 4 - e ’ ’ * [The -
v" - . ‘Q . i . ,(
. Harch 3 - Miy 9, 1980 ; o 1. » Assessuent of 17-year-olds. v
. - L3 L] . %
, . { * 2, Acquisition of S\:/pplehentary :
' LA Lo Frame listk. " . )
May 12 - July 18, .1980 Supplu,unury Fran¢,assessaent conducted.
’ ] . . . . \ - .
~ : -

<. Contenu of Piut Mailout to Superintendenu and Pri\rate School ottichls

» Oa\July 13, 1979, RTI wailed materials €0 supcrintepdcnts of school dis-
trices a.nd officials of private sch.ools ulect&d fox- !eat 11 uussmc.
Iuclud.ed in these mteuals wvas a suggested date and tize tor a uetins with

T2 superintendeats .and puncipa.‘u of schools ulected for Year 11 auumﬂt.

The-uailout to supetfintendents and private school .officials vas in two

[y Taom - .

parts: . .- . \

' 1. Inicial Letter . ﬁ
Lo 'rﬁe 1u1t1:1 letter to supeuntenaents and private-school offfci

L]
A

s frca Dr. Roy ,H Fof;bes was nuled onﬁuly 16. 1t described thn project unes-
£,

&Qny and stated that addiuml niterials (HA!:P folder) verﬂcm nailed up-

¥ 'euuly. N . -

. 2 N_Agl’ Folder . T -

“The m-:uh ingluded in the mr folder mailed to all superintendeuts

and pri\rtte sé\\ool otticials on July 23,, 1979 vers:
a. A cove: letter, signed by Hr. bonald G. Snith. RTI National Fie}d

¢
L]

< “Director, w;aich .explaiged the contents of the folder, propoud a due for the
.~ - » -

initial nee:ing. and indicated that a telephona cdntact would be uhdc by the

,

Diurict §upqrv1:or betveen August 6-17. .

. A Hmundta to Superintandents or Hemorandum to School ottxms
hich included a schadule of the uusmnt acuvitiu for Year '11 and presented

an ov tew of the school's role in Nationsl Aueumt. ?
1

. - I e
L] ’ N - - !
- L ’ -
l' . L
* L . . o
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. . » ¢
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.& . .
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-
. .
4
i H
»
13 * .
&
. -
— . N
.t SQ- - e r)
F - ’ -~ b -
« » ' . - -
-t «



- .o R " T
- . ~ + . * "
. ! . .

. - . (4

- .

\
. \ f . c. Lists of Schools Selacted® (computer piintouts). Each super-
L. . ~, 4ntendent of a district received & list 1dent1£y1ns schools selected ia thé

. dutric: and the age group for uhich nch scﬁool vas celected. Each official

. i . ‘of & private-school received 2 pri.ntout 1dtn:1£ym the lgt group fqr w'hich *

ind the school was selected. All Lutl of Schools Selected were accompanied by 2o

L ,xplmtory sntr.unt . .

- - . . d. In.!omuml nyterials 1nc1uded vere: L.

(1) A Demonstration JPackage crsmuining objectives a.nd exeaple

* - . . x
. exercises for the Year 11 subject areas

’ :

. . (2) ;uterulc describifig Natioosl Asgessuent. Topics

" oot . covered include goals’ of Nationsl Assessaent, how NAEP® ¢
resules are reported and used, hew schools and students
are selected, and vhat additlonal :lx;!am;tion is svailable. .

. {3) NAEP Publicptions List :

R (4) ,A copy of 2 recent NAFF Newsletter -
4 L
. 'Copies of these matérials ére in Appeadix A sad shobuld be 7ead

L ]

’ carefully before making-phone calls fo superintendents asd private school.

- -

o~ . " offictsls. ' e

s * . . » Al -, < \
\ ' . .
‘ . D. Instructions for Msking Fhone Calls to Superingendents and Privste

& ' School 0fftctals _ o

~

—_— 1. Geperal Instructioms .

t—t.(, * . pi i -1

. . ) pisthict Supervisors will ¥pend August 6324 srranging maeting dates

\ . P - and curif.yinE questions for school superintendents. The first call to s1l . °

*

- [ ] T
. » superintendents musg be nade by.August 15.

S U
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béth pubnc and pu-ochial school distircts:

- . ° . - ?su Nmbet and District Supe:vis?t"s pame (in jppet left come:,,
. ) - Sy Nuabet also appears in lower tiaht corner) ’
] T N
. S}( -~ Naoe oi district supsrintendent or school princxpal {firat
, * e colwza) ) . )
A ] 3 N
X -  District selection in Year 09 and/or 10 (second coluan)

o' * < « PSU, District, and School Number(s) (third coluan) )

) . - Schools selected for é-yut-old sigessaent

— «  Schools selected for 13-year-old sssessment

= . .

o - " Schools selectsd for 17-yelt-o'16 assessment
. . - District or school naces, add_uue‘.. sad phone numbers (fourth
. coluzn) ; age .stoup(s) for which 1.c_l'|ooh vere nl'c.cted appear
" above each schoo), nase -

- Crade range of each school selected (i'ifth colupn) ‘ '
P
. - Estimated total enrollment of each school selected (‘liXth i :
% ! . .
n ¢olyu=n) }
o ¥ -

’ - Siggeated meeting date printed on first page for each dfstrict* - <

|

I

- ; -~ Supplementary Frase ltltul - T T T PR
I

> I.m;n for p:‘i\rlte schools will provide 311 of the above 1n!omtxon except that 4 I

A
whxch vefers tos -upcrintcndent or schiool. districe. It iy your responsibflfty |

) _to call each uggerintendent and private school offfcial listed on the printouts

'~ ~

© e to arrange & meeting. ! . - ' col
¥

. B - -

- . To assist you in checking for duplication of sehool districts across PSPs, .’
' . the third columa of the List of Schools Selected enumerates all PSUs in shich
. R ’ the dxstuc: appears. The fowver hft-hmd corn.: o£ the printout lists all ! ‘
uchools :hat.._gu 1o the districe. unhm s sinsle ?BU. the school district .

T + - - N

* ® - You will aho"bc given a form which indicates the nuuna dete and tina 7
- auue:tcd r.o “each superintendent and private school official, g v

- .

-—'E S X2 T . . - - - . . . .
: e P o ey ‘ ’ N

L - L]

L . 1 ,_,5'7 W - . s
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-

. . - and schools conuined in a du:rict are nued cply once. The a;: group(s)
tor vhich the schools ‘are selected appur above the school na3e and are also 5

: - dnitn.ntcd by the school nuaber vhich appurt to the left of the school naaze *

- H . . - — -
r
. p ’ and u.ddrul. . -

- ’ . . - -

1
-

' XIT will inform you ¢ any tchool selected for part:lcipauon in YTear 11

‘ refused to parr.l.cl.pau between !ml 03 and 10, lnd 3f any specisl Instructicay

- . are.necessary !or r.onthctins potentnl problex dutrf.ct:.
' T, Yor each achool district or private school contacted, the Dhtrict: Super-~

* »

visor Yﬁl vpdate the 1ist of s¢hools aslectadk and verify oy change the nnun: :
L . - ———2
- . date, Updated jnformaticon and meating dates vill be telephoned to RIT ** °
. - Dats op nestings scheduled betveen-August 27 and August 31 must !3. called in

to RTI by August 1S. In.f.gmtion on mestings tchcdu:d/.bﬁam Septamber
- 4 and 7 aust be cilled 1n by August 17. Inforsation.cfl teetings scheduled .

s L *N  septesber 10 or later most be ;:,ucd in by August 24. T, -
. \l

* 2. ” outlime of Phoue Calls . e -

- ——— e —————————— . ~
2

“ 7 ronowing 1s an outline of points to bt covered in the phm calls to

= * A tupcrintendent‘s\or private school otﬂ.cﬂh. A model phome call c:ptnding on
- ™~
* (- these poinr.a is “shown in Appendix B.

M 3

. . a. ‘cal1 superintendent, ;ldmtl!y ywrnli, and vq}fy t!ut

. £

. . MAE? materlals zailed by n‘n ware received. .

S
+ - .

- » b. Establish sesting dau, tize, and phcc for priné:l.pah

+
2 . A N -

invol!.ved. - .

’ -
* -~ A - 4 - Y. '
‘ . . [ . * «
- ri - “

. ; 1% = Add, ot delete schools .as necessary; delations may otcur as & resull: of
. , ‘ . ' N, grade range changes: Age Class 1-schools xust have grade(s) 2, 3, &, .
' . . il or 5; Age Class 2 schools oust have grade(s) 5, 7, 8, 49, Age Clash
. o ' 3 nchooh wust have gudc(s) 9. 10, 11, ortl . .

. - -

-

- L}

.
- .- . N . *%  .Toll-free 1-800-33‘-8571. \ . .

O ’ * ) “
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e

ERIC.

Aruitoxt provided by Eic:

-

b

LM

- . - .
/ . ) . .
-t ' % .
' - C ﬁhcgk lists of schools, 'school addresses and priocipals

, . for sdditions,* deletions, and corrections.
d. Inform superintendent thst we will contact by wail prin- .
cipals involved to notify them of the zeeting date, ting,

and phce;'requ;at superintendent to also conmtact these

princi{psls. o

€. Confirm meeting date,“tine, aad place prior to conclusion ~
of plone call, . - ‘

. ~
- ' L]
- - 3
ot .

E. Handling Situstions That May Arise'During Phone Call .t

] 4!

LY
Situations that may arise during the phote call and instructions for
a - *

. |
bandling thea are outlined Below: '

- L Y
1. Materisls Not Received . '

.

-
-

- . - - 'u - - E ] * '.
If you find that the RAEP materials have not been received by the

-
superintendent, arrange for the syberintendent to receive the materisls and <

.. Sttempt to schedule s meeting at the suggested tizme. If the superintendent *
a :

*

will oot agree to" 2 pewting before Teceiving the mterials, arrange to r.oa.l.l.
" . » - *
st a lster date. « . -

. a
» . ~

2, Superfutendent Unsvailsble -

~
-

€4 yo{: find that the superintendent is odt of the office for a fev

days, t‘llk;ﬁith a personal alcr;tary or assistant to deternine 1{f the sufer-

-

" {ntendent Bas received the materisls (if not, arrsoge for 2 second nai an'd

haz sppointed someone on ltht staff to handle tRe Nstional A;anmnt Project: - -
- * " ]

" New gchools sre not sutozatically in the ssaplé., Based on the inforzation
you obtain (school name, grade range, estimated total earollment, amd open-
. ) ing date), they vill be sdded on x probsbilfey basis. e ¥ with grade
taoge changes vhich make them eligible ¥4r snother sge chz: vill 2130 be .
sdded on a probsbility basis. If new stchools in your district fa1l into the
sa=ple, you will be ootified so thet you can in_fo? the superintendent prior
tovthe initial meeting. ?

Ly

- - - hd @
- Ny . ‘ .
] . » -
3 . ¥ ' ..
- < . i - »
% ~
N -
- . . . , . ’
- “ "
b ~ '
» . - 1y
4 b Y
4 -
‘
* -
L] a .
-
~ e ’ »
e * ‘ Y
N .
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"
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v .- s 1f s0, make arrangements for the seetings; contact the. superin-
. . 'Eﬁdmt prtor to ths meeting. '
. - b. if nof daternins the earliest datethe superintendent can’be

‘¢, Qe -
. . . cotgcted and call back on that data.

. 3,- Furthar Contact Nacesaary

.
- “ s

. & 1f_tha supsrintendent Taquests further information before agreeing,

to puttcipuo 1n Hn:lou:l. Axsessnent, arrsngs & zeeting with the superintes+

. . . . dant{znd ataff lccordin; to the t'ollowmz suideunu: )

a
<
.

, s . s, If the .upartntendqyt‘a sttitude towu'd NAZP llg basically posi-
tive{ or neutral dut WIs in:‘.omtton {a ::quuud,‘lrtmgn a seating with ;.he
eupsTintendent snd thy ataff mesbers the @.mmdann Wishes to include (this
. ) < nasting should bp'hnld batwesn August -20-2!)\. Su=marize your /u:ungeun: on

- wo v - . =, -t r.hl "Lut of Schooh Salactad™ . and contact your Regional Supntvhor i=nedistaly
. r D z 5 s L8 - I ° -
. . for further m:ructtgu. .o A S

.
4

4 < b. If thk supsTintendest's attitude tovard m is basically naga-

]

tiva, note thl\n on ths "List of Schooh Schcn’ﬁ" and call Donn Sn!.th* at x‘t’I
. . R m:duuly. RTI and m{? vill zake mm;mts to contact tha nupnrintrnden:
. - cnd will achedn:ly . :ntin;. If necasasry, to ;ni.n tha coopcntton of r.h. achool

. sya:ca. KT1 vill comtact you concarning the atatus of tha district of achool N
™ ¢

. at s ‘later dats. .

W > . ) ‘. « d!-llll" % .
.

<Y . A suparintendent or privats achool offfcisl may openly Tefusa to par=

: . ~ ticipate in Maticnal Assaaspent, If a0, you shoult:'- ba vary tactful and polita *

K , during your talsphona convarsation, It fa 'vnry i:porugt that you nt:u&p: to
. ~ : . .
. * If not availabla, ask for Kizk Pats, Allen Duffar, Naacy Homrog, or

. Bill,Crdgen, - . -
. . . - v '

FRIC S | . >

r .
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rTRes AW

. - . L ‘

obtain the :nson(a) for l:hc refusal. This informetion will enable WAZP

RII to dcvclop appropriate plahs for atteapting to reverse the cefusal,
S -

1f the aupe::lnundcnt or private gchool omcw. is very sbrupt and hostile,

=

¥ou should oot further antagonize the indiyidual by prolonging the

converastion,
Tou should obtain the Teason(s) tcr the refusal, and politely terninate the

- . »

conversation. Do not indicate’ to the refusing party that no further contaet

. vill be made by NAZP s2d RTI. Be sure your notes froa the conversation are

. \ R clear, then call Donn Snith¥ at RIT icesedistely. © . !

S

. ' by - <! h
. ; it, bovcvcr.. the superintendent aeems guenable to further diacussion, your *

ERIC

———

should cousider tajecting any or 411 of the zoum: itens into the converas-
by .

tion:

s, During Yeara 02 through 13. less than ten percent of the saable

schools refused.

v

0

1

L}
b. !ou aund _your E.u"wtu. do .u the sazple uhction. paclusc ad-

Y [ Lol | e e -t

ni.ntu:ation- er.c. , 1f thcrc is any :eshmcc uh:uvcr cbout su' coqlctton
or other clerical vork on the district or achool: yut. you should offer to
have your EAs do the werk or to rezwnerate school ataff for doing the v;:k. N -

€. You will be as flexible as possible about stheduling the vork,

[ ]
space requireaents, etc. _ -

d.  You may offer to have a NAEP-or RIl atsff meader w{t: more
Icnouledguble about the ovarall, RAEP prograa cogtact the school official, ‘

-
-

A!tc: further dtacuuton. if the gchool ofﬂcm atill refuses to pa:tt-
cipate, thmk the official for tha cmtdcut:[oa, and polttﬂy ummu :h.

conversgtion. Again, record "your notes of the altuptlon clearly for .htn'

-

recall, and call ponn Smith at, XTI {oedistely,w

’
. f

*1f7not available, ask for fudividusls identiffed at bottoa of page VII-9,

PR
. * Ll *
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. . L} N . - wed - 3 .
., * RTI will confacr. you concerning the sratus of the district or schodl at 3
) . . later date. - . N .
) S. Scheduling Meetings . . ey :

-

. - In lchedulin; introductoty aeetings the following guidelines may be
-~ ! used: ‘ i} '

[l ., B .

» . a. Gcnenuy. “you should begin your first zorning meexjog by 9:3Q

s.n. and your first &f.tcrnocn auting by 1:30 p.-. You my mcoun:er supsrion=-

', . tend:ntl who want you\co tchcgule gore :hanme seeting vi:h :chools in théir

district; e.g., separate neetings ‘sith elementary, juator high, and high ’

3 £ R . ] = =

. , scbool principah You may outmtiully,’alur your schedule of imtroductory
v ' . N\ mt:ln;s to accommodate such requests pr mdbg you can hold ‘211 maetings in _‘:

* - I.PSU in the sgme ve;k If you ganoot, call xo&-: Ragional Superviscr for. -

»

guidance. !ou azy also mcmu: si:uaum wvhere it {3 both feasible ud -

{ convenient to involve mors r.lun one district of private school in a2 meeting.

- + This would be to your‘a.dvmuge' bou.:ver, kaep in mind you ahould neur;d;

- .

s school off!cul to spend‘an mord!nar.e aactiht Of tiu :ro gl to and:

- ‘ “from a ueting'._ . - g
[ -~
T b. 1f suggested keeting dates and times ave not couvenient to the

. . -

wpcrinttndtnr.. you should follow :M. procedure;

.

. (1) Attempt to ch:nu the meeting to s zutuslly convenient
tima during the' sm wesk, - - .

¢ . _ (2) If such 1;15. ca.m':ot be,a.rnued and ths suporinr;‘mdcnc-

. b still vaats™o sest with you personally, suggest an individual mesting - .

. bethresn August 20-24, (A mbtr of ght staff could then represent :ho
- * [ »
“ .u?erintwdenr. at the otigiully suuuud tﬁu )
: N () Specifically note changes of sppointments and/or necessity

. ’ . s .
L . -
1 L} r
- ’ [
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for prelininary meetings on vLigt of Schools Selected" aod relay this Iaforma-

tion to RTE when you Teport updated inforzation for the PSU. ?

4 ‘ .
Yollow-up Hailout to ssgeuntendenn and Mailout to Priscipals -

_ of Schools Selected for Year 31 Assessnment -

¥.

e

As aoon a8
corrections on computer printouts, sinultaneous mailouty will be unr. r.o prin-
cipals of ichools selected for asgessment snd their :uperintend_cnu. The
p:incipm' sailout will infom uch principal of the meeting dnto. ti:u. .
£nd plaie, vill explain the school‘a role ip N&:;oul Mlumnt, and wiu .

include juforzatiopdl mtterisly. The :qpar!ntendmu zajlout will confim

¥

m receives varification of dites established for :ucr.in;a a.nd

‘

for each superintendest the Deeting date, tize, and phu and will 1nc1uda “

eaterials zot 1n1r.hny seat to thﬂ.. The coutents are as follows:¥
[

a. Lcttu froa RTI conﬂraing the pesting date, tine, snd place

b. Heaonndxn to School ?gincipah

-~

i

C. Puncipd's Questicnnaire

v e

‘nu conplctioa ot these mailouts by RIL uiu conclude pnpautim for

the arcangements of neetiags to be held botvcén August 2? and October 5.

) -
= Coples of thess raterisls are in Appendix A.. -
., : IS
»
* * * e
4 .
- . \ .
’ e
r - ‘
» : N - .
> *
l -*
6')
o’ .

e

t1. rincigal a Hailout (to be nailed in NAEP !olde:) d .
&. Letter from RTL including meeting dﬂ.’e. tine, mdﬂphc- -
‘b, Mesorandua to School Pringipals . s
) <. Pﬁncipd‘s Qustioﬂnlir. ) . L
d. Copies of the 1n£omt!m1 saterisls that vere included ih the
] . superintendent’s initizl mailout .. . -
2, Superintendent's } Mailout ’ .
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Viil. mmiﬂ MEETINGS WITH S6H00L, OFPICIALS" .
EES A S -
A. Praparation:for First Visit &nd Overview of Tasks 2

-

During the peried of August 27 through October S,.1979, you will make your

prearranged ‘visits to the PSUs in your district to meet with superintendests
r - B €

and prineipals of s schools mo!.ved it Year 11 sssessment. It is suggested

that you confirm each meeting by telephone with the lupeu;tendent or private

school official st least cme day before your visit. ..

= 1. Hatarisls Needed = . “

' 2. Updated 1lifts of the schools in t{e sl:?ple (PSU Control Shest,
NA-10}.%* Thess Listings incorporate the revisions cade as a Tesult of your
phione calls to the ‘superintendencs and include any nev schools which vera sel-
ected in the sexple. You w1l haye three Control Sheets for each PSU—one
for uhool: selected for 9-yur-ol:! uusg:wni. one kfor.lchooll selected for
13-year~old sssessment, and one for schools selected fqr 17-year-old sssess-

" seat. . .
v b, Natioosl Asassszent nucript'ivc Materfals (sae depcription ip
B.2 of this chapter). "

. c. A suffictent supply of Student Listing Forms (SLPs) for 9-year-
olds (blue), 13-year-olds (s;un), and 17-yesr-olds (vhite) to distribute to
principn'h. - ) - ( ]

d. Extrs copfes of the Principal's Questicnnaire (for principals
vho may not have received a copy or failed to dring it to the ucti.!;i}.

*a. Specisl Sessions hccrdin;ﬁ?ofu.

»
-

* Ao exaxple of this form is shown at the end of this chapter.

-

>

*
-
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' Supply of Sumzaty of Scheol T“.uks for each agrs‘roup {also .

color. coded). ) "

-

) 8 Extra HAEP folders. ‘ " ) .
. ' h. This manusl (for reference). . . _
" “3. Tasks To 3e Perforned N : . :
°  Durtng the meeting 1t'w;:11 be your responsibility to: ‘

&. Collect and check completed Principal's Questionzaires,

""--?-._ Ansver 'quuttau concerning Natfonal Assesszent, tuirnz materials

[) ~ L .
provided you. Call your Regional Supervisor sbout queétions you are unable to

F , .
4nsWer. €
' .

<o " Explain the tFsks that will be required of each sehool in’ -

™ Natfonal ﬂuesmgt.

4.~ Distribute appropriate Student Listing Forms and ‘explain method ¢

~ w

Tasks. | (

~ -
‘ f. Have principals ‘enter date of assessient wveek omnSumnary of School *

-

of completion; also distribute appropriate Sum-azy of §
. -~ .

e. Deteraine the dates of ufusunt eeks
Tasks mt;d tell then you will confirm all srrangesents pripr to that week.
;.’ Verify informaticn cn and con;;llte the PSU Control Sheets.
h. Obtain informaticn on schools with specizl sessions. ‘
1.  Inquire sbout possible FA candidates wvhen necessary.
J. Discuss with principals of schools s.elfcted for li-year-oid ' " .
assessaent the Nonresponse Yollowup and Suppl::nnury Frazs uufnent. \
If & school is not represented at the meeting, visit the school to
talk wich .the prineipal andfor the coordinstor unless participaticn is in

. ¥
question. If you are unable to visit the school, you sust notify your

Regional Supervisor vhich school you were unable to visit snd why. If the-

principsl has sp_golnéed 4 coordinster vho does not attend the Deeting, you.

should call the coordinator ss soon as possible to discuss the tasks and
-
ansver the coordinator’s questions. _Reneaber, you vill leave the PSU u:p:ctmz
hJ .

e

A
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the work to ba conplued p:opetly upon your return; it is well worth the effort

L)
-

to. calk pcrsonnny vith the “vcrton- vho will ‘nctusny'cmplete the vork to

ingure that he or she has & :horoush» understanding of the tasks to be dene,

. . You may also have to visit some of the schoola to make arrangezents

for completion of the SLFs required for the sazple ssalection of students during

b sssessaent veek. Each of the.tasks ocutlined above is -described in de:;ﬂ. in

L “ . N

[ ) : ,the sections that follow. o .
1]

.

-

-

v
. ve
A .

_B. " Specific Tasks at Tatroductory Meetimg ,
. * 'y
’ 1. Collecting Principal's ﬂesuonn.ure'- L .

. ) As the principals arrive, collect and check sll quasticonaires* for

guidelistes t_nlov are given for your usé in gnﬂcfins questions. You are not §O

. ) . . R
» - rTead thea to the group. :
, ‘ /\

- \ T /‘ ' s.. Question 1 - This information is essentisl for determining o s

N ' . \ nissing data and assistithe principals in completing thea if ncce_ui“ry. The =+

.

- . pkob;biliéy bug the nusber of packages and group size to be sasigned to the
[ ‘ - ' *

school and must be imcluded on the quéstionnaire. If exact information canmot

be obtained, deternine’ the cpp:o:inm cm:onunt and average dadly attendance

. A
= ‘by grade. Average daily atundancc Day bc sn absolpte mumber or a percent sud

.

. _ uy “be based on the previous school year. . Ly

. , b. Question 2 - The response to this quuuon vin have to ba udc

’ L]

on the principal’s judgment.
» * ¢. Question 3 - Option E of this qqution should include those

. . people vho would noreelly be included in A-D btut vho are not vorking tuJ.l tine

. and are mot on welfsre; e.g.. nigrant wvorkers, seasonal factory wvorkers, €t¢.

> ' cptio;u E and F are, therefore, sutuslly exclusive. .
\ ) . . .

-

b IEN
i & A copy of this questionnaire is in Appendix A, ]
r

r
A . »

Q - . - . .
. . )
T[MC . ) S _ |
. I . . - *
. S L, _ o
- - - - — N -~ . . *
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Question «4 ~ The racial
are dcﬁmd as follows:

(1) Category A: . ‘ .

. (2) Ccategory B: . hd ¢

(3) Category C: . - -
[}

*_ (4) Category D: . . .

. {5) Category E:

. i .
. for Title 1 sssistance. If no?; the principal’s superintendent will hava

~ ovinned ;

-
b . ‘ .
-
.

., [

al: ethiic categories in this question
- N 1l L
- '\ . .

P

Anerican Indiui, or Alaskan Native -¢ A person.hw:.ng
ou;uu in tay of the original people of N:r:h Anarica,
and vho zaintains cultural’ ic;enuﬂ'u:ion through tri-
bal atfiliation or coumunity tecc;gx_:_iuon.

Asian ox Pacific I}landn' == A person having origins

" in "any o£ the original pecples of the Far East, South=
m:\Asia. the Indlan Spbcontinent, or the Pacific "
.Inlxn'ds/. This, ;ru‘ hcl:sdes. for example, China, .;:pan.

Korea, the Phinppine Islands and Samoa.
It
i

-
.

Hispanic == A perscn of rnexiun. Puerto Rican, Cuban, -

Central or South‘ Azerican, or other Spaniih Culture or

Ld
origin, regardless of race. . b ky

Black, not of Hispanic Origin —-- A person having origins

in any of the blu:k“r.'acigl groups of Africa. AN

”~ .

White, pot of Hu;unfc Ozigin — A person hn’id crigln.. v .

in sny of :he_ original peoples o{ Europe, North Africa,

»

“or the Middle East. ’ v

off 5 - Most principals will know if their school is-eligible

L

= +

A

"
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Hissiog Principsl’s ngsu'.onnuru pust be ocbtained before leaving

[
.] . ) th; PSU. Do pot inatruct -grinc‘lgth to mail completed quutiomniru to ydu or

. RTI.+" If the principsl canngt give you 311 the information, st lcut determine

-
N . *

the lpproximtc enrollxent md mur:gg dauy utend.m«-hy suda in Quution 1

an,d return s pnu&ny :cnpleud questionnaire to RTI. If tecessary, it is per-

., , - nizssible to uiu the 'inmmuon w&r the telephone from the principal or a

'-’ - . duizn‘:ud Tepresentative, - .ot ' .

" ~ - L4 €

2, Explsining Naflonal Assessmest (

. + Ona purposs of gour-\fizu vigit to the PSU is to q;ruy quuuon.t in
ragard to Nuiml Auununt. 'rhcreforc. you nuu bebﬁ :o give a brief

introductory sutmt. ancl you must also be able i’o\nnu--quut,tm in regard
< - &

*
to the project. . R ’ . .

; The statement Tegarding the NARP project in Chapter I aad the {afor-
» - -

— - " 4

» matigpal materisls included {n Appendix A may agsist you in this tisk. Thege,

A

*
b

aitarials have been sent to the superintendents and principsll prior to the

o,

meating, and hopefuﬂy.\bwc been read.

an cutline of Natfonil Assessment's dev

‘lopunt

is algo & prototype speech und ot

in Appsndix D vhich may prova

N ———

‘ helpful in prepating your ‘own presentatjon,

.
Y
Io :dditioa to the raztionsl materials sent to superintendents_

t.nd principsh. you.vill Bc supplied with-the follewing:*

+ & A nubcuhtp up of.the !:duau.pn Cormigsion of thc Statss.

b. Az or;:niuuoau Lhart shoving the m:mchumup batveen

!:hc !:ducuion Coninion of tﬁk Stetas and the HuimlJAn‘nm: su!f. {3 . '
) lowed by a list of the Rsti Asgessaent suff and their rupmibintiu.
X \ scription of how Huionu Asu lunt ditt’crl from

. othar :md&rdizcd test o ru.s
t! ing prog s

YA gensersl

? *

v

T Copies of thess utgrhh"lge 1o Appéndix c."‘_/ ' i
N <

.

v \?«:‘q& v ¢ .
¥ ‘

-

-
o
N * 3
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3 e . ' . < d
~ "d. A suggested Press Release.* LV

* e. A letter froms Warres G. Hill, Executive Director of IS,

regarding parental tonunt and atudcnt yut!c!yat!on 1 Hat!onal Assessuent .
L

,

- £. nraiuion ,‘let:etl .
3

Copies of ﬂl*el:l‘d parental !nfomtiou

g~ Handouts for teachers ind _‘ltudentl (blackjaad vhite 9mph1et).*
S 4. 7 A recedt NAEE Yevsletter . - .

LI .

Hatioml Assessment Publiat!ou List (order form).*» _

1‘:

- -
a - S,

You should be fmuiabwi.th 2ll the mtethls and use them u neceuu-y to s

. -

answer any queltions.

A}

) N - a

.In add!tton to the pb‘we items, you unl be su*ied vith cop!.es of 2

4

RAEP report to d!st!!bute to uch lupet!ntend'ent or y:iv:_;e school official at ., °

It other achool off!%als uk\fo: coy!u of this reyort.
J

the end of ®the met!ns.

expla!n that the suyerfhtendent has a copy and give then the detgils on how !t
uy be «wrdered (th:oush uu. of"the NAEP Publications List). Supcrintmdeatl i
and principals of Nﬂ!c!yatms !u: 1 éc‘hools will receive r;yotts outlining :
Year.ll uulsnght utults as they are published.. i . y '

. 1f questions te;at’ins thé ‘exercises are mraiud explain that our

noml yrocedu:es are not: to show the actusl exercises to be adzinistered to

ts to anyone except the participating stidents. Becauu NAEP relezzes
tely one half of M itens adninistered egcl: year, security of \thc

ens (used 'to nesfsure change over time) ts of utmost “inportance.

A Dmnlt:at!on Pacluge containing exsmple exgrcises was !ncluded in each fo‘lde:
sent to met!ntendents._ private school officials, aad principals. If school
ofﬂchh insist on seeing the actual 9achgcl, notify your Regional Supervisor
trmedistely of such a request. He will advise you en u@_ictton is to, bc taken.
'm'. Background Questions, designed to deteraine the correlation bcnreen

.

home eavironmental factors and performance on NAEP exercises, are printed on the )

back of the bmnstution Pacgfgc. - .

® sLtppncd in qdant:.ﬂu to. band out 23 necessary.
#*  Included in-the superintendents’ and principals' mailouts.

£ Te s

. 1 - [

..- A W=
]




-

Aruitoxt provided by Eic:

. ERIC

4

~\"”¥-pnt1c1pato. If so, first show the school officisl <opies of the before and .

4 »

1f & school will not pernft the adainistrarfon of one or =more of the Background
Ststus ReportX, instruct Your EAs not %o adainister these questions (and insure

the cwpleu‘d packages when they are shipped to MRC. N

-

.

’ Questicns, you must mote the ns_triction' £n Part B of the appropria'te Weekly

®, that they do not), and fitclude & memorandim describing this restriction with

1f a school official inquires about notifying parents concerning

the assessuent, try to talk to the official on an individusl basis after the

meeting., Cive the officisl the letter froa Warrem . Hill., You should 7'

¥

politely explain to the school official that the law ‘does not require parental
potification for the National Assessuent project, but that if it is a require- "

ment of 2 pa‘rtiguhr school dfstrict or school, ve certainly will wvork ﬂ.ou‘].y

to coordinate this. During discussions vith school officisls regarding

*

2

parentsl notification, be sure to,emphssize thit elaborate precautions are

L]

undertsken in order to ufe'gun-d the snonymity of all students. Since par-

officisls are finstructed to destroy all lcheT
L ]

after assessoent, wo fonow;;l with partidip

ltudcntl, are possible.

_ ticipating students’ nises are never taked from a school building and school

es, SLFs, atc. six months

Shov the school offfcfal copies of tie two pnunu'l informationsl

Jetters: one for all students in t.he specified age class, the other for

. *

.

atudents sctually selected in the sample. These letters provide the parent

with information about the purpose and scope of Nationxl Assessment. You

ey

will be supplied with an a=ple quantity of these letters -y'tm'r.‘you can,

furnish thea to school officisls vho decide to use them!

Occasionally, school officisls may decide that sooe’ forn of parental

pernission vill be essentisl before students .vith:ln'thcir Jurfsdiceion can

sfter sampls lcl.:ti;n izplied congent letters. These latters require s
A b -

r

% Seg Chapter -XIV, B.2.

A

<

W

B I

-’\ ‘

»
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parentsl signature only if the parent does not want the child to partici:pa:g.

1£f there is no xesponu to the letter, 1: 1: assuned that part;cipatim is

~granted, I! the :Lq:licd“conunt lettet 1% not adejuate, show the school - .
- - official. cop:lu of the before tnd after st=ple selection parental R gmission "
letters. 'nwu htteu require that the pltent sigoythe letter and indicate

- vhether pernission to participate is 3rant¢d or dentied. 1f there is 0o

response to the letter, is is assumed that pernission is dented. Since the

»

* " resp;nle..to this J.ette.r is generally poor, ic 1s advantagesus td send 2
' ‘- . followup latter.. ‘I'heretore, 1f the parental pernission letter ig to be used, * .\‘.
- ) you should discuss vith the scheol %l:lc:lal the pon‘.lb:ll:léy of sending 8 .
‘ ,fonwup letter. Once a deciston has beea ceached, notify your R§ of the

type of letter(s) to be uscc\:nd the qunt.t:y peeded. He will see* that the

- lct.:er(.s) 1s printed and sent to the tchool.. .
There is tlvays the possibuity that rep:uenutives of lou!. nevs - P
- nedis will ask you o provide 1nfo£nuion about National Assesszment and the
- 1ocal school syste;.t'r involvu;t. These requests may cone during yo'ur first

visit to the ?SU or they may be made vhen you®return to the PSU for sssessment.

A press releue uphinin; usesm: has been prepared and coples sre provided——

- Jor your uu. Upon Teview and gt:lor approval of all scheol offictals (supez-
. * - .

r

{ntendents, principals, etc.)/ involved, a COPY of this :‘elcug a4y be givan €0
» any bonl fide representative of local nevspapers and television and radie

'\“h su:um vho desires Morm;on about National Assessnent OT specitic_deuth

A "
3

- oa ypur role 1n thc study. I£ :epo:terl vant pore information than is pro=

vided in the nlenc. refer the: to th‘c,"knioul Assesszent ne‘garmnt »f
2

_qgutiou (the nase ‘and phqnt nu::ber are'vn the prus release). .

»

- representative of tbc news mediz 1: unwuun; to lccdpt this policy, contact
L -~

* » YOUT Regional §u'perv:lsor for adv:lu on handling the situstion. UNDER NO -
’ 1
‘ . CIRCUMSTANCES ARE YOU TO MAXE COMRMENTS RECARDING NATIONAL ASSESSMENT FOR

4

.

P
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ruaucumn og BROADCAST. This rule is not be be construed as a lack of

confidencs .‘.n ﬁu: abilities, bul is aenly a device\r.o insure that a

uniform statement on Natfonal Assesspent is being presented in all 'pn'ta

of the

3.

’

hd v
country, \ .

laining the School's Role fn Matlonal Agsessment

Explaining the School s Role 20 Tabioma- 2822220

e

c- H’hen discussing the school's role in assessoent it the 1u1r.1:1

neeting, be sure that you ‘have & clear picture in your own mind o£ the - .

- »

tasks involved or you might give the izpression that 2ssessuent requirea

~
wore of

the schools than it actuzlly does. 'rt;e =ajor task of the school

is completed by supplying an sccurate listing of students as ﬁeé‘iﬂed on

the SLFs. 1In addition to t.hh. the school Dust 1upp1y the rooms for assessm

pent and the principal should appoint & coordinator to see that the students

L

selected for sssesszent are sotified of their sppointsents and appear a8

scheduled. 1f the school has a szall staff, the principsl may elect to act

P . .Yy

4 3 the coordipator. :

It is usually advissble to describe the school's role at the In::o-

= ductory u’c:ing in terzs of' chronological 1qw1v_ueut' that is, }efou, during,

\and aft

M

is the
princip

smn

er assesszent. Therefore, the subject is discussed belﬁ-w in these terns.
a. Before Asiessment

The only thing required of the schools before uuuunt.\vuk

completion of ae SLYa'which you will distribute at the oDeeting. * Since

sls 1nvolvgd in the assestoant—of all three e clesses Tay attend the

eting, the su‘. have been printed on diffeten: colored pnpcr to make '

thea easily dhunguiahable for distribution, The SLF for 9-yur-old students

{bora d

uring the calendar year of 1370) is printed on blue paper; the SLY

for 13-year-old students {born during the czlendar year of 19§6) is printed

on green paper; the SLY foﬁl?-yur-old ar.udenta (born during .the period -

October 1, 1962 through Sepu:ber 30, 1963) is prinr.ed on vhite papcr.

-~ ~ . N v
Q" a - " .
. . [ Yo !
.
- . [}
’

=a
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+ the SL¥s. .If there is a question in & “principsl’s mind as to the nuzber

- - S

- . ~T . »
- ¥

Usually, a school ;li:e involved ia the assessment of ;:;17 one age class;
however, it is quite ely that there will be a“few schools imvolved in

the zssessaent of more than one age class. Each principal will have to
esfizate :h.e punber of pages needed for each age cluf' to be asgessed in - -
the school. Each pa;e has space to list the nanes of 25 students. (SLFs

are packed 100 pages per psckige.) Be liberal whec you are distributing

nuded‘,’extn piges should be given to the principal. At this tine', also

give e;ch school represestative a copy of the "Suzmary of Sch Tasks™® 2nd . Y
an SLF storsge envelope*# for each age c¢lass ia vhich the scl.:o 1l1is mvolvg:!.

The "Suz=sary of Sd';ool Tasks™ for cacira;e class is priroed on axae coler

paper as the SLF for the age clus.

Hhen the SLFs are dutr;buted to thé principals, explain that we

peed coluns 1.5 cozpleted for each*** gtudent, regardless of grade, hi_r}gu‘i.. { s

‘bo\rn ui.thi.n the year specified oo the SLF so that each eligible student will.

have an opportunity to be selected in the final saxple. SLFs for Age c1uus

1 and 2 should be completed as near lp/posli.ble to the scheduled vesk of ’ * )

assessoent for the age claas in the PSU. M,t' Class 3 priscipals should be

told thst the target date for:the completion of SLYs h the first day of the
W

scheduled waek of auesm: for Age Class 1 1n their PSU:. This will help .

insure u_u1y preparnicm oi Afe Clau 3 SLFs for urly uaph selection of

Age Clus 3 uhools. su'. should be coupleted by the school staff from hoae-
»

room record books or £ron cmtnl files. T1f the principsl indicates that
this will be a problea in r.hyuhooj.. talk to the priscipal 1ndlvldua11y

(after the oeeting, if p‘ouiblc) sod ascertain .the nature of the problez. )
» « .
K A copy of thif form for 13-year-old asseisamnt is showm at the end of
the chapter. . . W
*% A gopy of the cover of this form is shown at the end of the chapter.
sax  Section D of the chapter describes'a technique vhich nsy enable & school
to list a subu:ph of the elizible studcnﬂ. trsther than all.




. . K . - - N ] ]

L A$k for permission to have an EA complete the form from school records,
-+ ™ )

' it svailsble, 1If pcmiuion is given, ‘mh an appointment with the principsl

-
L] -

and explain that an FA will complete the fornm at*no expense to the -schodl.
1f the only way we can have the forn completed is to pay a staff member or

& responsible high school student, inform the principal of the rate of pay,

-' daternine vhat vould"be and call RTI for imstrucifons. Complated SLFs should

be placed in the SLF storage envelope and kcp‘t at the school.

- . ’ ‘Schools should be given the opticn of p:oﬁdm} snother type of

— listing if one is readily zvailable. 1f the school can prcvidg & computer

. . -

o , Uaseing of only nge—eligiblo students showing grade, sex, ud birthdate, it
will oot be necuury to complete the Student I.tuing Fora. This liscing

a
»

J should be placed in the SLF gtorage c"nvclon' in .place of the Student Listing

. Fora. ! ’ . N
M ¢ 1f the large schicols hdia\* that they are un)le to complete

the SLY for all studeats in the specified age class, determine the Teason,
. PR R ~

and, 1f necessary, nake arrangezents with the principal to have an ZA {cr

staff mesber) do tife nstins of & subsa=pls, following pro/)duru outlined

in Section D ot is chspter. Before otterlag the opticn of subsazpling to

a scheol, check\the P5U Conu'ol Sheet to deternine if this onion is availeble

tor the school, ools to vhich this optm 1s not available are 1d¢at1£1¢d

- . v »

. ’ on the PSUGontrol Sheet by "AL1" ia Column 2. o )
- .4 " -, Whatever nathod the principal chooses, be sure it is m:dcrscood
. that the SLT zust bo co::leted before, .nd pretcnbly one week prior to, the
: ", specﬂied date.for assesszent or sa=ple ulection nd kept at th. school
- watii you or your EA azyive, 1¢ the school has spcml or noduhr,.usim, -
. — ) ° tha SLFs for esch session are to be kept separate. -~
L] . i ' (
' . > v U -
. ’/
» . » -
/ . .
’ . I *

: f “ ' . ‘ %

* " . »

: vhich is the hourly wage paid ZAs in the PSU, If this is not satisfactory, e
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Generally, school personnel are to 1ist on the SLT each studeat

who Deets the definitions on the SLF.

ncn-English spukin; students, educable mentally retarded (EMR) students,

and funcumuy_ diubhd students.

There are three excepticns to thig—

S
These exceptions are discussed belw

to help clarify HAEPIs po!!‘cy and to give gufdelines to the DS. ‘l‘huc -

exceptions must be discuysed with school officials, and the procedures for, -

keeping count of the ineligible studeats must be explsined.*, )

L ]

The population for mﬁ’. at each age lavel, is &n English-speaking

popuhtion,_. s de not use interpreters, and we do not translste our materials

1nr.o other lapguages,

Students. vho do oot tpuk (or read) English- should not be listed on

 J

.

the SLF. RAEP don not have an instnimeat for Jetermining proficiency in

the English lingusgc. Therefore, school persgunel sust deterzine this for

:18- You should speak vith the principal and possidly other knowledgesble

school personnel. Explain our nor=zl mode of presentation (psced tape) #ud

ask the .sci:ool personnel involved 13: the decision not to list on the SLY

those studenfs vho would ot be able to overcoas the language barrier (under~

stand the task, zespond in vﬂ:un English as necessary, etc.).

-

The population for FAEP, at esch age letkl, does not include BR

students (oentally retarded or esoticmally disturbed). Schools that are

established for these students are excluded from our populstion of schools

=

-

Y

if they are identified 2s ve establish our school frane or contact cuycrinitmdmu. .

. BR students are sometines deterained by psycholo;ical tests.

-

However,

¢
ﬁnny school disu(icu do not have the funds to provide for thess tests or for

special schools. Therafdre, the students may be identified as EMR but resain

I
ia<the regular uhot:h. of may not even be officially identified.

*  Ose the Sumary of School Tesks; explain the "Count of Ineligidle Students.”
This form should be completed and kept in the SLT storage emyelope vith the
Student Listing Fora until the District Supervisor irTives to felect the

a , sample.
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Students who cannot pe-r‘forl in a normal "testing” u:u.ut_on. should -
Dot be listed on the SLY. If psychological tests are not u‘ud, it 1s the do-
cision of the principsl and staff as to Uhethc; oT not a student ig 1n this
CategoTy, aad ve must abide by this decision. However, mske it claar ;h‘lt ve
do not vant students excluded only bQC:III-ll of poor iudeaic perforrance or
vormal discipline problems. We went only those students excluded who capaot
$ive meaningful responsas to txcrc:lut at their age level.- 1In sunmary, students
to be classified as BN} u': studcn:s vho hive been psychol\;!uuy tested as * B
RR or students who are considered DR in the professional opiniog of thc
principal or other qualified 'staff meabers, - Lot 03
. Students yho are so tm:iond].y dfsabled (:é:p&ary ;r permanent . :
Pbysical disability) that they cannoe rupond to the exercises as they are B
" normally sdntnistered (paced u,e) should be c:zcluded froa the saxple and -hould
‘Dot ba listed on the SLF; make £t um, hovever, that functicoally disabled” -

students vho can xnpond to the cxcrcun should bc

included in the sazple.
Py

r

»b.  During Assessment -
As noted esrlier, the school Principal may

appoint a2 steff

Beabar, prdcnbly 2 school counssler, to act as coordinator or tbc pritieipal
may choose to act as coordinster, It will be the coordi’:or * Tesponsi-
»/ bility to notify the ‘students vho 4Te to participste in assessaen® (end their

"

teachers) of the date, [tize, £ad place of packege adaiau:nt!on.‘ Tou shbuld

stress with the cmdi.xu:or the !._-ﬁuncc of fnsuring that esch selected .
student appears for assesssest. It is also advigsble at this ting to point out

the necessity of conducting zakeup or followp adainistrations {f quoTyzs au

Yy

aot achieved. Pravious XTI studies hnc .d.aﬂ.ud the aost succusful uthods .
for'locating students. TYou should obtain peratssion, if possible, to use
ode of the location mathods 1fsted belov 1 order of ‘preference: .
L
. " 1. calf seudents to un!on over & public address system., s -
+ - " L + .
#
[ ] »
’ B » v
. . . ] . . ( -
. " " . 4
) . . . .
L o
+ a
| 76t |
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-

-
I

2. Request coordbuto’r Oor runoer to go.room to Toom to call students.
3. Notify teachers 1n advance, giving a schedule of the seselong

and the students involved and ask teachers to send students

L]
to sessions.

4. Notify students in sdvance by use of Appointment Cards. The

Appointment Cards sﬁoul.d be cowpleted and given to the coordi-

nator for distributicn.

-

The coordinstor also should be availadble to call It:.ideﬂts

for their appoiatments.

N

>

if they do not appear

The s¢hool bust also make available the space required for sssess=egt.
A study conducted by NAZP 1n Year 02 shoved that sbout three percent of all ad-

=zinistraticos conducted that year vere in rooxs or areas vhere the DS felt that

. - -

the quality of the assessment vag adversely affected by poise or o:hcr distrac-
tions.. This study indicated that cafeterias and hannys are npot conauczve to l
optizus testing conditions. Jt slso fndicated that, in soce schools, librariu
and school offices are inferior plices to conduct assesement -

‘Bm in 2ind that a group gdainistration u:uallf requires .ut.ing‘nd
workspece for uvp to 25 students, a s=all table for' the EA, aud = qlectricsl A
wtlc; for :th iape rc:.',ordar.. In soce situat!.on; it aay ha convenient to bave
tvo EAs 1in separste rcoms to conduct two sessions at the saae tine: You will
koov the exact space requj.rmntl in a #chool only after you recaive the Pac)uu
Adsignent !‘ou indicating the nuzber of ;chinusraum to be held in the -
school. If at a1l pouibh. assesssent rooas ghould be cpnforubh (vcu 1ighted
and adcquauly venuhteﬁ) #d they should oot contain aaps and/oT other teaching

Mmaterials. If aay of the latter are prnmt, they should be concesled. -

Bscause the punsber ot,ad:dniuntzm arsigned to a echool cammot

be deternined uatil PSU Control Sheets have Been received at RTI, you will ’

" L]
. . ] .

(-

- rJ , . ‘ ']
]
L —
) ) T
..
. L
’
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.
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o

. be unsble to give this informstion tc; the principals; hovever, the.maxizua

possibility that your supervisor mzy come to the school g'utins the six-month

L] T b o - - a a -
4 et »

.

auaber assigned to any school will be 10, Each selected uude:;:'uin

l. (]
participats id only one adn.lnh:n:i‘r‘e session lasting approxizately, one
v .

. -

c.  After Assesszent .
L
In general, there will be po school involvezent after sssess~

m: ds completed.” All school officisls should be essured r.h.nr. assesgaent

temltl aill not be analyred on an {ndividull ltudmr.‘;chool. ok district A-
basis and no nsoes of individuzl uudznu. lchooil. .o; districts will ba K8
releszsed to the public. Nazes of pa:::lcipaun; students wln at Do tioce *

1Zive the school prezises. Each :u'le'lmt packsge will be fdeatified by -
a2 1.D. mwsber only. ) : . . k -

.- After package adzinistration has been Qupleud in & given
school , you or. your EA will give the principal or coordinstor the .mvdope )
muininz the SLF, the fo‘l'l on which h.libeln axtered the coun: of Mlligiblu. -
zad a copy of llbminhtntion Schedules. 'rhe school will be rcquuud :.o

keep thase forns for & perfod of six months %0 t.ba: data cap be checked if

this should be necessary. Principah should also be told that :heu\f *

pericd for & quality coutrol check and will need these, forns for th'a:'yurp.ou.
After six ponths these fonu are to bs destroyed. TYou vill ba suppIud : L
with postal cards to lmc for the princfpsl oY coordinstor Lo cmqihn

and zafl after these forms bave been dastroyed. The princifal or coordisater
should be requufcd to.eater the projected date of desttustion ¢n tha school
calendar as 2 raini;r. L

[ o ——
4, Deterzining Dates of Assessment

To those present at the meeting, propose the dates of asssssaent

that will best fit your own scheduls. Reaesber that ig sach PSU essigned .
+

'Yl
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-

T

to yot; you will have t.o spend on; to two veeks between October ® and
Decenber 14 for 13-year~cld gssessment, between January 2 and March 7
for 9-year-old uun.u.nt. and agaip betveen March 3 and Hay 9 for 17-
yeu-old assesszent. It f{s advisable to schedule asseszzent in the same
ozc‘ler in vhich the neetings are conducted (e.g., the first PSU vhere

Pt

deetinis are held fs scheduled for assessment October 8, ete.). However,

g - - 3 :
be sure to discuss with the principals prior school comitments; vacation

veeks; holidays; other local, district, or state testing: etc.® and u;n.nse

- . \\ ‘ ‘ * _your schedile so that you can cguplete the assessment of:an age class fn the

allotted time. The schedule allows nine weeks for each age class agsesssent.

‘ -

When assessment weeks have been agreed upon, have the principals

enter the veek(s) schedufed in the proper space of the appropriate Sl..a_::.n'ry

of School Tasks. TYou should have already entered your nane, addreas,

L] L4 d » éd
and telephone number in the proper spaces. Also, inform th®™p¥incipals

5 M B
. that you will confirw the exsct assesszent dates 7 to 10 days prior to *

. assessnent veek, .
L ]

) . 5. Completing PSU Control Sheets

s Enter your nsae 4nd the ‘scheduled dste for assessment week(s) '/-’

e
..

insthe spaces provided in the upper left-hand corner of the Control

' taking care that the date entered fs that scheduled fc:’ the age z.zoup/’
. A

» ahown on the Control Sheet. Since this is &z updated 1ist, Columns (1) -

(s) lbo.u‘ld requizre no chlnﬁi,’ however, check the }nforutf&l in these
~ - * -

. columns with that on the Principal's Questionngires and reconcile any . ., .

~ - .
differences. This infornation pust be the sz=e on both forms.
~ It iz dasirable that school tests, fire drills, snd*other simflar -
school activities are not scheduléd during assessaent week. -

~ "
.

¥




. In Columa (2}, space is provided for you to eater the naxe of the
.. ™ school coordinator, if one has been sppointed, If the principal is to sct as
- - ) coord{inator, eénter "Principal”. The naves of the .principal and school coordi-

nator will appesr oh the Plclugé Assignment Form for each school, /

b - *

— . . Coluzn (5) of the PSU Control Sheet shows the ninimum ouzber of

eligible students Tequired for the sazple 1in elch school and the RTI estizate ~

of the cppro:mate auber of elisible students enrolled at the school., It ia

. - uuntnl t.hat you check vith each principal to d'etu'a:lne 1f thers ara at least R
the minimm number of stud‘:ntl for the specified aga class e;‘::ollcd in the
school; houﬂe:, do not Iuve the {zpression that this 1a the oumber of ttudenu

.. vho \r:l.u bc ulectcd Make no changes in this colm if the nber of studeats

»-

N - in thc agc chu ucgeds this Iower H;urc, bweve:., if feuz then the ainisxey

- - oumber of ltudcnts of the specified 2ge wclasg ara en:olled-tn the schoof ask °

[

~ the przacipal for, thc beat app:oﬂmtion of the nunber enzolhd and coruct the

. figures in Colum (6). The larger nmber, vhich 1s the estinated mmbér of total

» ) - cl;siblu 1o the school, 1s ;gneral resource information providcd to emable you

to get & bettu- feeling for the size of the achool. hou how many SLF)to dictﬁbute,

. . etc. Rezmesber, this is just sn estinste. - d * .

- . In COIum (7) you unlt specify vhethet the sl.? vill be completed Jor

» ‘ L]

a1 studcnts in the lp!cifild au clut or for.qnly a -ﬂle of studcnu (sub~

' . l‘:npung) by Hritin; "Au"L or, "Se=ple” by each school ‘J.:lsted. o~

il

“ . Instructions for completing the PSY Control Sheet sre also 1isted at
. . b [y - . . - N
the da of the printout.-* . :

. . . ) =
. ' * ¢ e & . A ‘
. * Colum (7) has been cotpleted for schools in vhich subsazpling 1is not ellowed

1t subnqling 1s used, follow instruttions in Section D of this chaptar,

(3
-
[ [ v

‘ . . :
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v
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— . 6. Obtaining Information on Schools with !cial Sessions .
. During the introductory meetiag 11: will be your :esponlibuity to
question __}Ptincipsl about situations vhich nay_ pri p:event you £:ou following -
« ) yout nom]. "saxple selection routine and your normal assesszent schedule. :
. «Exacples of such situations are split sessions, modular uuim (“open cazpus”
R I:-.hool arrangements), distﬂbniive education prograns, and similar situstions

, vhich allovw 2 lubstgn::u]_ nu:bo.r of studcnts to be routinely inaccessible du:ms~~-'
the, lchool day. A SPeciu Sessions Recording Pom* is provided £o: recording
* this hfomtion when such a situation exists, This forn lhould be coapleted ,
by yOu and attached to the.app:optiate P:inci.pal‘ Questionnaire. 'nu- infm:— ’
. - mation win be forwarded to lmpltns fo: theit use in assigning packages to
. schools. The form is printed on NCRepaper %o, pto;idc you & copy for reference_
when you receive the Packiage Assignnmt Forns for a school with special uu\mns
Ip Tecent yn:l, p:oblm have arisen with- uhogls%vins irTegular
schedules of attendance. Many times DSs lwu_not geen svare of allpccul -
e schedule at ; school until they arrived for uusmnt.. In lcue cases this

. - telultcd in a loss of pack.lgu and/or sdded wotk for the ps. Obtain!.nz

a

- - priof information concerning #hese situations hopefully um. elininate the

occurreace of such problexs. ’ - - .

 huring the introductory meeting you must ask each ptincipai about the
school's daily schedule. Ask specifically whether tlu:e a:e two srot.qn/of

students enrolled in the school who sttend lchool on different schedules

. . (split uuionl) An mzple would be a high school whers thc 10th grade

¢ . lr.udcnu cttcnd from 8:00 a.m. to 1:00 p.u. and 11th and 12th gndc ltudents

attend from 10:00 a.z. tow p.n. If such a lc!udulc exists in a school, |

Y . '

& by 1t is to be enterad in Part A of the Spccial Sessions chrding ‘l-'orn.
%

. 5

» An c:unplc of this forn is shown on the next pigs.

-
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. - NATIONAL ASSESSHENT OF EDUCATIONAL PROGRESS .~ , Aserewsl Errm /300
. . SPICIAL SESSIONS RZCORDING YORM _ ‘ ..
\ . This resart i svtharised by low 170 ULS.C 1220 ¢ 13 Wnie N
. mnnlmumwﬂﬂhm
. e mahe Yhe ronits ol Phat Iatrdy Comgr dheive, MOw,
- . - el Ry, ’
s’ ’.- - - » -~ .
- Yrisary Saspling Uait - ™, School Nusber
M~ of Schoot ° - e
M -
’ - INSTRUCTIONS: If school hls split sesslons, cowplete Pazt A belov. 1f Echool has sodular
. sessions ot if students ere routinely avay during the schodl day (work-study prograns, .
- ' Distributive Education) complete Part B below, A sepazate psckage sssignment will be
. prepszed for .esch split sersion and sodule I{sted below, Retain the copy of this fgrs so |
™ thet the packsge assignment for each split session and wodule can ba 1dentified.,
. " . ! :
Psrt A: Split Seseions »
_— . , .
§ Vo cnge- - [xfr 2z s efs]efrte]sjroinju
- -
Session A B .
N ] , Session B X
) Time: Session A Segins at : aod ands st * [ ‘_'
L] - - -
et . ' Session 3 begins st and ends at . .
N Part B: Modular Sessions, . |
Crade x {1 j.2) sy e|s]ej2]e]ojrojnjr
. Hodule A ) r - .. .
" - * *
B Hodule 3 e .
. L] - J ~
. Hodule £, ;
~ . ' -
: A Total eligibles Module A . Avallable - .
~— e
¥ .. Total eligibles Mitule 3 ___ . Available. . .
Totel eligibles Module C . Availabla T .
o fart C: Other . .
T Coxplate for say echool with classes; f.a.,dtudents leavisg between classes.
N - Ipclude an explanation of th ss schedule, mmber of eligfbles, and time and
“ plage vhen eligibles sre svfilable Jor assesment. .
> , -
- . e »
‘ ’ - - ‘Y Fy
- / > — ¢ s
- » 4 - -
N 2
. * = ’ ] “x
. Kit Torn &o. 2311*& Distkibuticn: White copy tp RTL{ Yellov copy retained by DS«
N . ’ “ - »
) " . ¢ , . -
. . oy * hY . R .
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-7 Also, a8k each principal attending the {ntroductory meeting vﬁg;h" .

.

or. not the achool has nodul-a: séssions. Hodd'lar nu;ons vould includ; the -
“open-class" :chool; vfhere: theé students are :equz:ed to be on :hq.pchool p:gniges
- only dx;:i.ns hours for vhich they have classes schedlled. l‘hu:ny the- school

¢ adniniuruiou will have arranged ‘daily schedules Qn :mch a way that groups of
uudcnu will auend st various 'u.ul duzing :he day or that f:uucﬁh:-subject;
un1 be taught at sgecifzc imes during the day. It will be your Tesponsibility, &
o ask the -p:iucipal .to 1dentify the specific class periods when ellgzbﬁuill
‘F‘o{cmpus. You should consider each of these pe:Lodl of rine as & nodu.le

L 4

and cozplete Sccuon B o£ the Special Sessions Recordi,ng Ford‘ ’

c e

‘ ~ / . Another exar::ple .of podular unions vould ba s school yhich has -
' . uldings-.sepan:ed geognphicauy. 'In‘:hu “nstanee you :hau}d‘conside: ]
- each building as 3 nodule and conplfu Secticn B of the ford sccordingly.

;7 = To con-,;alt:e Segticn B, ybu nlllt ¢btaln fron the ptizdcipal gude—by-
g:'adc :nrollmu for etch aodule, an euinazqi of :he total nu:xbe: of engiblel
!J,! each mdule and the tinmes at vhich they would be ava:[.}lble for untntn:. “

It is v_c!‘{ anorun: you oﬁ‘tlin godd estimates since packiges vill be zsgigned,

> ot the b;us of :hil infomtgo.n ‘..‘ - . - —-_. "
Seetion € of’nhe foru pertains to o:\ﬁc: situsticns which would :tfent_ f.
. \you: assessBenc,, s'cbedule \E:mplu ’f*s ch situacions would be uofk-uudy. _-_"_f
. prosuw.s vhere stidencs Atce :r.‘hoof'one, of u-.g ‘d.y and gg:k w:y S L:‘.

f:o‘ :chool-wlhe: half £ tjfe day, or vhere n@dmn aro en:one.d in

:‘n’e' sazplessghool ut, attend & ‘?ocaudnal buglding elhevhe:e. You mhst gather

a5 mych 1nformuén as possible/concerning these situations for sa=pling. €O ukc.

L, - p:ops: patkage assignoent, A 6, vhere uudénu ‘attend mothcr'buildmg. . :-.«"
K

de:eminauon mist be r.-.lda by lyou ‘in 'conjuncuon wj;’th the ceu:nl office a8 to

Ll

&
procedures for mkins inicis conuc: Uith those, school offichh The cchcuvo
1
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v i * of the Speclal Sedsion Recording Form is to Facilitage later assessuent

. " sctivities. Tht;efo:e. any information _Hhich'you can obtain froam the principal )

- o about iruguhi sttendsnce situstions st the uhool-‘uin be extremely helpful

- - 1/ - - L)
to RII in preparing psckage assignzment forms and to you whenfyou return for,

. assesszent. . ’
- L

) . 7. Explaining Special Procedures for Schooh\qvolved’ ia

-

. . 17-Year-01d Assessment ¢ .

')

= ‘ . s a4, Selecting Student Sazples for 17-Year-0ld Auumnt -

. Hh:Lle cctu&l satpling p:ocedu:u £o: 17-y¢a:-old sssessaent

-
o

- . will be identiul to thogse for other age ckuu. most sazple selecticn vﬂl
- e Ny eﬂ‘ o . " oecur during .’lanuary or !’cbmry when you visit the PSU £o: 9-yesr-old u_gcu-
. ~---menka_ABy. Age Class 3 chool swithe br_more ssigied adaintarracions st
) . ' N be ssmpled duriug the scheduhd..wuk pf Age Class 1 assessment {n° :h.‘*rsu. !
* . f-\ Sazple selection du:ing Age Clazs 1 uusumt is opr.ior.nl in any Age Class k] ‘
. school assigped cme of two edainistratiocns. ¥ . .
| ) . “Because you will not know at the time of the introductory ‘
_ ) . " -"" * . neeting vhat the Age Clus 3 package assignoents will b:, instruct Au Class’ ]
o p:tnciplis to conphte r.he SLPs during,ths week prio: to the veek’ achcd-
uled for Agc Clzss 1 assessnent {1 the sime SU*. Tell thé prircipals’
. R - _that you will inforn thea by con!imlt.iou nesO OT phonc <all vhather or ot
‘ their schools viu be sampled mly; 1f lo. the ano will mvc app:oxmr.cly
. . ) ' two :;c'n prior to'the wcck during vhich ydu phu Bo select r.ho a.uplo. P
. . - @ If an Age Clurs school yith 1.01'2 apgigned l.dﬂtniuntionl
- will not be sampled during Age Class 1 assessnadt, you nust telephone the
‘ - principals of these schools prior to leating the PSU during fee Classl o+ .

) ., assessment. Inform the principal that you will not be selecting‘the |n91¢, .

.
- o . .
v - L)
x

. . Ee sure each principal ynderstands that althougkt\h: student sample zay

i be selected during Januayy or February, sctual essnent will oot take
. . place until Mareh or April. o,

- (1 ’ . ' . - hd L
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’ in the school at this time and that the SLF should continue to be up-
N * 'Y o -

. dated—until the week you return to conduct Age Class 3 assesscent in the
- . - » " . . p—
‘ Y. . p . . . .

Sel‘pttu Age Cliss 3 sanples ear.ly Hi:),i afford esch school

. - ample lead tlne.in not1fying students, obtaining psrental Eer:.-:tu‘ton (if

* -..nz.::.'en’ry), and ip the completion of all othex preparagory activities.

13 w111 be necessary £o ypdate the iist of. eliztblss just before essessaent )

')' v ey iz cohducted {p HarcH or April (deleting students who hava dropped out or .

.
’ . - - - Ny

transferred and sddipg those vwho have enrolled in the interinm). Students
who hive enrolled in ghe 1;\::::1: will be ztven# chance of inclusion in
» - 'J ‘ -

- the sauple (see Chaptpr-XII)., . . .t LI .

- \ . R
. l ‘ b. Nonrespondent Followup 7, .
) / “ . . S
. by .- L. Since the ipncepticn of ‘m. response rates auong 17-;';,:-
t .
\ ~ old students have been much lover. than those for 9- and 13-yesrcolds, The ¥4

‘
e S - - e —— s . ———— o - — e emtn e ———
E

* nar.ure of high uhools is probebly “the factor which contributes most feavily
0 . to this’ problea. The.high schodls generajly have htgbez ‘sbsentes ntu,

lazger enzoll:unta. more difficulty mncttns students, & viriety of vork- ”
. ’ . study p\}zm, etc. An addititnal major obstacle is r.he tize of year in -

-
vhich Age cuu 3 assessuent i conducted, gudunucn practice, finsl exams, ’
» Lo N W e hd —

e — -

. Sew etc. uduce the putber -of avathble 17-year-olds, NAEP and R‘rl:so:.utdcr

®

- *  an 80 percent response raté among 17-year-olds essentisl éo miu;e!:yedtbtltty\
) of the unssu':t‘d,n and to nininize blas assoctated with nonzupme -

. pzobl?u. An:l?nia of pzwt_oun dats has deternined that -nonzes_pondcnu
d;finttely tend to have dtﬂ*qtnt charscteristics from nzul:lz yespondents. - -
For exasple, they nnd‘to :iia uh;)ol nore f.nq\ul‘r.ly, receive ‘po:rrez LI

grades, take feyer courses, anddjye more vocational-occupational oriented

', » . !
.gg!als. thml_z&hz zes;wam:h:;alu.;’*h The ;yblen of nonresponss is very serious,

To help correct this problesm, a Nonrespondent Followup h‘conduced fon, .

- .
- - - *
A -

=
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17-yedrrold schools.

importance of a high response Tite

o‘.ifecuve nu'na- possible of nof.!.fyins

4 place of sasessment. (See pages

You should ezphasize to uhoo

and encourzge f.hca to us
ar

Tt e
1 cootdin-ltou the

¢ the nou

the ulecte& students of the time

13 snd 1k of this chapter.)
3
ollowup

.trzined on all Ronrespondent ¥
because you will

~

You will be thoroughly

7-year-old ataessoent, Bovevel,

g_?éeduru prior to 1
i u espential

-

. be ueting with Age Class 3 school ofﬁcull {n the fall,
that you convey to thcl the followicg mtcl of the,.progras:
> . w . There, are op quoruas for sdninistraticp sessions at

..
r.onuqueatly there will be no pake-up sessions. Howvever,

;.\ge Class
followup

ntc for the school u leu thas 75.0%, &

- - — LY
—3f the ytudent Tes nse

.

-

N

~

-t

™

U

-

e~£onus;up will be <onducted” on

€ the last regularly

+

(pretern y) or a later day following the completion ©

lcheduled .,dniniurauon in the school.
= -
,two followup sessions vith s maximes of

»

(3) No more than
conducf.cd in 2 |chool.
pear for reguhr assessmen

session will be
(b) S‘tu“tl who fsil to :p

40 students pu'
¢ vill’

ecessdry to agsure

thi day followivg .

L

be assigned 3 follawup package,

oo & sample pasis if o

- .

-4

_no more f.h.tn AO students

per uluon .

the scheol =&Y be’

L ' d
’ > (5) After the followup uulon'(s).

asked to complete’s ghort questiconaire for up to 10 studeats vho did Bot

A
appear for a followup sessions - . 1
+ R 4 -

- * w d \
€. ry Frane Assessment

. ) ¢ .
! Approxizately A0% of

Supylements
-

-year-olds have 00 chancs of ‘buﬁ:r

y ars not sarolled {n :c‘hoal

' - 1
{ncluded in ths {n-school uulment tecause the

[ ]
condhcted; f.hey have

<
vhen the Ags Class 3 uuuuen\t is ‘thdnvn from le.hool
.duu:;-n requirenents earlder thao other of their age groups.

" or compieted gr

g

r
Full Tt Provided by ERIC.
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» Withdrawgl,

involved vill be

[} . '

the'vithdravel, (bora 10-1-¢3 through
- - .

78 ind 1978-79 achoo} Yeary

¢

. Y ’
. 9-30-53) during ke 1977-

&nd 4n the 1979-g0 i
’ $chool year to the
v .

. - PSy, Also, from all" schools in the §

. L]
. will be folloved Up and Assessed,

S‘.,,.Idx‘ﬁry Frame SssesIment wi))

. r - Schools which have beeh selected for incluston in the Supplesentary Frane,.
l .

ot & later date, )

&t the infeqa) Geeting, -

¢ 3{ven to the Principal

r; er Pe'bnury. o ’ .
If 1t appears thye 8 achool officqy) 44 LG to particpecs

» . . hd /‘
in this phage of the nunmt;-qphtn that

"1t 13 noe Declagary thae the
8¢chool provide the 1igtq,

Dolatuu Ebc inporeance of tha study, but do ,
L]
not j?OplrdI.tl the ragulsr fsensnent 3y , nchoof by'u'ndun PIRSsuTa on tp,
school offfetal. 1f § yenoor 18 villgng

to par-ticipatl in regulsr i3ssagnene
¥

Q
ERIC
e,

r
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. . {see Chapter IX).

2
\

but refuses n\.:rttcipluo;: in Suppleaentary Frame agsessment, LIY to b,
determine the reason(s) for the refusal and call Donn Smith at RIT -
ﬁedu:::ly after the meeting. ) ' v

- L] ’ L]

8, Other Tasks

- . - -
. , When necessary, obtain from the superintendent or the principals
‘ names of possible P?\ candidates; be sure they understand the EA qualifications
" Mso be sure to make appointzents with those pziz;t;ipals

. » ]
to vhoa you pust provide assistance in Cozpleting SLFs, md to discuss, when

spplicable, other visits or phone calls to talk with t.he.cooi'dm:or, to
x *

obtain dats for the Principsl's Questionnaire, or to+1ook &t assessment

sites, Ixplain subsaaplipg in detsil to the pzinctp'lh aod coordinstors  °

€

L4
vho plam'to use it. Make sppointments to visit the principals and coordinators

LI L

*

* who do Dot attend the meeting, . ) o "

»

C. V.Dupo:itlon of PSU Control:Sheets and chclg&!'sﬂuesttm

Imedlatdy following the last neeting in a PSU, check each PSU Control

Sheat to assure :h‘ywr qnutu'tn the upper left corner are correct, that
~

any necessary corrections have been made in colms (2) = (6), snd that there

is an entry in Column (7). Be sure to record the achedul:d wveek(s) of nusl-

U

lhut. Hul one éopy to RIT together v:lth 211 sppropriate Principal's

Q-.uulomuzu {and information om :ptcial sessions vhers spplicable)

. for every school listed on the Control Sheet. It i{s essential that

RI1 receive this information as scon as possible in order that packsge

assignoent producticn may begin. .
- R :
~— . . , .
¢ g
- ' ; \ . * ’

' ', N ‘ .
)
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. * .
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. .
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D. Special fm:ruc:ions for Coepleting the Student Listing Form for Only
L

-

, " & Sazple of Students (Subs lin . .
x . L
o . - 4ndicated on pige vm-u, 4f a school can lupply a listing of only
" age-eligible stpdeacs, {ncluding grade, sex, and birthdate, it will not be
K]

pecessary for the school to cocphu the SLF or to subsazple the list. This

»

* 1isting should be placed ia the SL¥ :ora:e envelope in place of the Studeat
* -
. Listing Form. . *
.
. . 1. Fhen :o Subsazple Y by
. S
* If a l4sc of only a;e—ellgible uudenu is uuvuhble, schools with
el : - large enrbllments of uuden:s will probably find it advantsgeous not tO have u .
' ’ . to 1ist every eligible student on the SLF. If the school cad wpply a st .

{computer prineo

ut, card fi.lei or soae other forn of 14sc) of all studeats

. ]
. in the wehool including grade, sex, and birchdate, the school will have 2
s a -

. ~

choice* of: - o

; ‘ B ) - "a: - Coepleting the.SLY for all eusi.ble students, ‘or - K
' . . b. Cosplering the SLY for a sssple of the euuble students.
. ’ If the second option {s chosen, & randox SiaItC nu:bu- snd a count 1num1
N " are provided op the PSU Control Shest in Columns (8) and (9) respcc::uly.
- 4 School personnel or EAs abould. be instructed to exclude
-~ {neligible students (our-ci-range birthdates or as specified on the Sumary -

' of School Tasks) from the entire list ‘of students. The counts of thoss .

)
k]

’ ’ wvho are‘ue-eugible hur excluded Because they are non-Epsulh speaking,
’ R, or funcrionally dissbled should be ent‘rcd op the "Count of Ineligibles™

s \ wvich the Smry of School Tasks. sszpling fron the 14st should be done oaly

- after the 1neuub1¢ studencs havc been excluded md enuzerated. ! .

L ’ ’
. - .
+ . .
. . . 'S
+

*x Schools to which chis option 1s not svailable are Identified on the PSU

. . not sval o
- . 4 . Coatrol Sheer by "All" in Column (79 and "1" in Cﬂms (8) and (9). -
" ’ L4 ' 1
- ’ 1) ’
¢ » . . »
’ . " ¢ .
. ‘ - - ‘.
. - . - - - ﬂ, . -
, L] ) . - . -
- K Y 1 ’
z LS Y A - ;
’ N 4
» . — )
{ ‘ ~ ~ . e .
. - - L 33 -
(S ‘ ., . - . - .
.E MC ] . . " 5 -
ot o .
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“_umlem:ndmuﬂ)&_ig_g}p_d in Wagional Auumntﬂuy. zany

2. ° An Exacple - .

Y .
. . . -

Sup thar for a particular school, Colwmas (6), (7), (8), aad

~(9) appear ollows: ’ .
; . Student Listing Form Status .
. Min{mzm
" Nuzber of Completed For Sa=ple Only
— - Eligibles For All . Start Count
Required Or_Sample ., Nuzber Interval N
"(6) W) . (8 (9
40 (205) Seaple 3 4

1f the SLF i3 to be completed for a sample of students from a 1fst, (or -
card £{le) the 1list would be complered by recording the naze of the

3rd eu;m. student on the 1int and every 4th eligible studmt :heruftc:- .
that h,-mau listed on the SI.!' would be the 3rd, 7th, llth, J.Sth, ctl:..
counting through, the entire list. If the ‘sx.r is to be couphtcd for eoly

a u:ph of students &ér the principal has rcquc,ted assistance in cozpleting

the form, t will be your responsibility to give this usuunce or to S

— —-—--—~- L . ——

- — --'\ -“——-i
tostruct an BA or school exployee cn the completion of the SL¥ prior fo

* »
.

assessaent veek. .

» -

Cautton. The Column (6) entry f; the PSU Control Sheet gives the

ninf=un mnbet of eligible students required in the school w%e:: the

A

nore nands vill be listcd on the SLF than the sunber given iz Column (6).

You should not, under any circusetances, \'stog 1isting naned vn tg"su' until
£ .

you heve gone through thc entire 1ist. = . .

Renember that & Colomn’ (7) mtry 1s requithd for every school “1sted
*  on the PSU Control Sheet, If tbe §LT s to be dompietud for 4ll cu:i.ble

o
students in the school, enter "m" in Column (7). If the SLY {s to be com~

pleted for only a sz=ple of the studmts, eater "Swplo in Colyn (7). -nm_

gnforeation will be incorporated in '‘the sszpling tn'o't/ry&ioa; oh the Package
(! * - -

Msunmnt'l’ora (discussed in Chapter XII). -
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;‘-'\;.: RATIONAL ASCTMMINT OF LOUCATIONAL PROGALSE |, . . .
- A FROMCT OF THL IDUCATION COMMITSON OF TRE STATES .

. AT hs  ATVA JUC e iR E

¥ O PO IAE s SILSOMAGH TA AMGLr J4RF" NOAT - CABGUINA 27708 .
ettt s \ 3 -
- *
SWOUKY OF $CHO0L TASKS . . .
- P :“ ~

13-Tear-014 Assessmest -

. Belov 18 & sundary of the tasks requesced of achools participating in Xatioocsl , ‘e
Asseasnent, The respossibdilicies of the perscn designated 48 gehool “coordingtor sre!

1. lcosure zhat columns 1-5 of the green Stud
age-sligible studest earcllad in che schoo
is deficed as studeat, Tegsrdlass of

* Tha oaly students born during 1965 vho 4

t Listiog Tors are leted for asch -
« An age=-eligibls edr-0ld student !
de, born durisg calender vesr 1966, )
oot be listed ou tbe Student Listing
ocable mentally retarded or
{sea sctsched exemple) should
scords, Bot by the studenta thea— .
t Listing Torm 1s up-to—date,

spesking,
fuocticeally disabled. , The Studsnt Liscisg 1
be completed by school perscmnel usidy achool
selves. Yo fnsure thet icformation og the S .
the 1ist should be prepared spproximately two three weeks bafore the date
indicated below and kept at the school uacil ehe Wactonal Asvassment Digtrice
Svparvisor arrives, ’ \ 1

n
.

4

1 If the school caa provide & computer liec of
showing grada, Jyex, s=d birthdrte, it will zo
the Studeat Listing Form, It wilY be nacess
<omputer 1ist and to identify studesta vho fa

OI"IEaTIgbleas-spacified above.
-
- . .
2.° Record oo the attsched page the number of studen
year 1966 but vhosare oot eligible po partictpate

they ars noe-Zoglish speaking, edwcadle meatelly retarded, or functiooally
be given to the Digtrice Supervisor along with .

disabled. Thase couats
the Student Listing Torm.

&

tudeats bora during 1966 "
be cecessary tor complets * ‘'
s bovever, to update thda -
into the three categories d
L]

-

wvho ware botn during calendar *
¥atiooal Assessment Decause

o

z

3. " Kocify all teaching parsouosl of the L53¢ssment, vesk

the mlbll'.tty that ! .

1004 og their stulsats will be izvolved.

Descripedvp materials for this purpove

_ —_

*

W are evitleble-fromthe Districr SUpIVISSF, IT disly

ERIC

D
A ruiToxt provided by ERIC

&, VWork wich tha Districe Swufervizpr in arrangisg the sp
Cansrally, we will need access to 2 room containing 23
fovzably apaced, & dask for our sduinistrator, and an alec
tsps recorder.., -

required for assnasmant.
ks or ststions, com~
ical ocutlat for a

-

4. losore during astessmeat vk that the studente salecced for icipation are
* at thatt scheduled assesement sessions. The Districe Sepsrvisor will drav the
saaple of students s0d arresge = schedule for essessment wicth the coordinater

Our Discrict Supervisor will h;t your #chool to elect tha studencs that will

be participaciog 4n Nacional Asges t, and to conduct the asgescnent{e) during * -
the ruh of . :

7 — Y
. 4

If any prodlems arise in carrying oot chase tssky, plesse talephone Dozald €.

Salch, Mational T1eld Director, toll free at 1-800-334-8571, .
. e .

L] »
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COUNT OF INELIGIBLE STUDENTS BORM DURING 1966
.

. . =

An ineligible student is defined as one vho is non-English speaking, educable

« nentally ricarded, or functionzlly dissbled. Please indicate below the nuz-
ber of st ts enrglled ip your school who were borm during calendsar yesr 1366
but wl:o ¢ not engfbg.e‘:o participate in Naticnal Assessment.

» . -
1 ‘ RS va ® .
, -fpp.}:ng;.hh{ Spt‘tkin; - — — oy ot et i e
a . A
] !&:ca_?‘.}h Mentally Retarded y . N .
. Funezignally Disabled ) . . N
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> Please retain this count and give {t to the Nationsl Assesszent Digerict
Supervisor alonog with the Stodent me\rm.
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) IX. RECRUITING EXERCISE ADMINISTRATORS .
" - ¥ -
‘ - - - “.f ’ *
. It is your responsibility to recruit Exercise Adniniatut'o.u as needed.’ 4

‘a.l
. . ; - - \ . . -
r -

. . ~ Your need for A;titunce in Year 11 is dependent upon & nusber of factdrs that

~ ‘will be discm;ucd in this chapter. Prior to recruiting any EAs you should :
review this chapter carefully and faniliu‘}ze yourself with eac‘lifPSU at
¢ | » . each age class. It Is very h;porunt that you have sound justification

‘- . ‘t"or your planfof using EAs 1o Yzar 11. - L
¢ Generally, you should plan on using two EAs to assist you in a PSU.
S Bepending on a nunber o:‘.' factors the nunbe:: of m‘uy vary froa PSU to

———— m———

*
i 1

s . . - ) ¥
T

{
2 ° ]

- ."E_ T T l - PSU. Some of the factors you should congidet When tdking decIsivns o‘g—
k1

. EA usage are: £ \ ” ) 7

* 4

d ;: * - N r\ ' .
: . 1. The nuzber of schools in ® P5U.
- . ] 2. The dfstance between scho::]_:s. e . e 9]
- ’ : ! ‘o
¢ . 3. Any hnm(gchgduling problens; e.g.,.vscation periocds,

. v ;e . irregular school schedules, & nimber of opgr; cﬁ;us

) ' \ R (modular session) schools, ete, ~ - .« 1. o
. A
- 4, Westher conditfons during certain times of the year. . .
- P

- - Obvz‘..ou:‘lr,—thnt factorswill hmﬁﬁ%mhron—the—wit—of—-cb;dumwrk —_—
b .

e

1 ~ -

assignaent you can plan. .

T P During Age Class 2, sach DS should average eight sdministracl per '\uci:.

L

During Age Class 1, the expectition fs that each DS average ﬂﬁcdﬂnh

. a - N

s ! stratfons per wesk, and each DS should average seven “administratibns per, ‘

vesk durfng Age Class 3. There miy be aftustions that will prevent a,DS

* o o

’ from accomplishing such avejugu. If such ;ituations ariae; contact yox'xr' .
‘ ’

RS and inform hhf,f the circuzstsnces. The abové expectations are designed .

’ .

N >
to sstisfy budget requiresents. . -

-

. .
3 * *
Ll . * - * -
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hy

prior

- should be

you"%houid .

. this plannings

L . " - > f
P
assigned PSUs to conduct introductory meetings,

—_—

to Nisitin.; your

for each PSU. As 2 result of

develop a plan Iot agsessment

r.he asount of EA tibe necessary to conple:e each PSU

puring the initial visics to r.he SUs 1c will b; .

apparen:.

your responsibility recruit and select the EAs you will peed for

Year 11.

€A during

\l

necessary

Inc.

) . RTI and powerforce

- T githout—¥F

1t 1s" inportant that you actively rec:ui: from all sroups.

,_the 50:1 13 to recmu pore minority EAS,

- are paramun: v

ge clagses providigg | their work 1is acceptable.

. }:As concerning the puzber of hours thev will wvork.

3 -
- entire period.

have5§i
* 1ished osoals- to actively zec t,

As you recruit EAS, pake cledr your plan to use thez in all

Do nor. nuke gronisn to .
r

Hake it clesr to each

P
the initizl i‘nterview that you will request help only as

and that this my not amount to :uny hours of vork aver -r.he s
o

EAg are edployeﬂ on,d, unporary hourly blsls by Pouerﬁorce. .
N . .

-4

- N _% _

.-
«

~ . .

affirmative action prograd with  estab-

L] -
hire, and promote 21l job chuittf.ui.cns

colog, religion, sex, ,‘;e, or ni(.io@ll’ origin.

3::.4_19,::1:: y
EV%hfthouqug;‘

q\ulitiuuom of the cmdidar.u .

gince fhe quality of the NAEP projecr. must be minr.ained,

Before you. mske 3 final decision to ulect an EA, uce:xm that ‘-

-

- ER]

v
- ST
-

.

téz candi
tyaining
opidton,
setting.

recorder,

distinetly.)

*1

) . . pericd i ghe PSU, tut

43 able to adniniuer the package? ‘correctly

basic responsibniues

“thd nu.gnmm:,6

date in gquestion is reliable and—hat mfﬁcjcrr -ﬂuutiml .

to understand and follow dgnned instructions and in your,

4o & cldssroom

(¥ EA zust have enoug‘h :un.uil dex:enr.y to operate a tape

pe zble tO urite, legibl& and also be able to read ahd speak

Y -

Make certagn each EA you nie:.r. tuny undzrnanda :hz i

of. the job an& has, no reurvatious about hmdling »

'
Y
&

nay be needed for only“"“‘i‘ﬁ'&tt‘tme durin; this* -pertod —~
[ ]

An. EA should be svana.ble for r.he enure uuuﬂeaz

oh
. N X



. | 1%-3,

»
. - . - - . ¥ *

. be sure to make this point clear. It is preferable of course to select

* - ) EAs who will be able to wirk throughout the year. © - ’
~ ~ \ - *

. . " In many cases schsol Sfficials can provide nawes of EA candtduei

¢ »

»
1

from Substitute tepcher rosters. Also, upon _ret:u'esr.. RI! may be szble to

. . -~ "
- . - supply you with scme Danes of EAs who have worked in prior years and possibly

v

\ .
the names of RTI interviewers who have wqrkéd in the ares. Substitute
. ., teachers, on the whole, have been the \zestbsourcu for finding capable

' EAs during past assessment years. However, you should #lways bear tn‘ntnd
. . N4 ! 2

. . that you are pot comsitted to recrult. anyone who has been recommended b
L ' . .
. a superintendent or principal. You should be explicit that you are Antergsted

. in considurtng applicants from several sources and therefore may not be able
-/ to recruit the particular ones they have recommended. X N :
- ) . ) 1f =chfol of.f.tcnls' are unable to 6fTer the nazes of 'clpll;le substitute
,

) . o *teacher‘s or if substitute teacher candidates recormended by them are not

 /

lécep.tlb'le to you, the of.f.totalat pay, be able to give you leads on individisls
. - ’ with EA quaelificatfons who .are ot on the substitute teacher roll's: Do mot ‘
- . ! . be discouraged ff school contact$ are unable to provide candtdar.es\ who are
- . ° willing and able to serve as EAs, for there sre Dumerous other sources from
3 which EA candidates can{be drawn. The local offtce‘ of the State’s esploy~
ment service and local -institutions of highet educatjon _(parttcularly the
uaf.f..of. their education departzént) pay be “bl‘e to supply you vtth‘luds o b
oo candidates. Persons who have doue marfle Zesearch and so&hl science
x . . dntervieving n'ay be good EA.caudidates. Also, individuldls wvho have registered
. . . - with tesporary é&xployment ;geuctu (e.g., H:anpwer. Kdly Sewtqu,'ctc.),_
Lt , .u’.:y be available, Since many interviewers re‘istcr with the ‘loc'al Chazber
- L + of Cozmerce, that agency or local ch'grch offices «nd various community 1
- action agencies ny be able to put you .tn touch with persons with inter- »

. viewiog expertence who could serve well as EAs. . 1

. |
\
\
\
-
' . N
. . ’ . ,
-
" . .
. - . ~

. N a—

L . ] * ’ ) »
ERIC U : ~ . _
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.
. [ 4 ‘ *




kS
- .

. ' ) 1%-4 .

. - I

. Enter the name, address, m4 telephone nuzber of each person ulected

. . on the record of EA Nuzbers (see Chapter XIV) and give the mdividul .an
. n . " . EA Manual and 8 copy of tt:e Natfonal Assessoent Brochure. Be surg to
! v ' - record the EA's mumber on the cover page of each manual you :ihttibute .
* '“ and enter your naue, address, and telephone nuttber in the Adni-nist—r_ativo T
Chart in Chapter 1. Also, discuss with the mﬂne NAEP® progran's objecuves

. N and Backgmund and clearly delineate the EA's genenl responsibiﬁties at f

\ the time you select the EA, YHave each EA you select complete a W-i Internal
) ' ) Revenue Serv;.ce fors and meil the form to RIL. 4 . ’
.’ ‘ A part of each{A training session ui]}/be a review of the Exercise ' /s
Adainistrator Hanual. Authori{ze each EA to spend up to.one houn =studying
. the nanual, preferably in the week prior to Qssesszent. All ot‘her training
. in package ad:ninistntion un(be carried out durins aueunene wveek. As
* . soon as the dates of assessment ueek(s) are established, advise your EA of F
’ 4 the exact date, tine, and place to {:e_et you, Reconfirm this apﬁointaent by
' ’ telephone during the u;ek prior to your arrival in the I}SU. N '
_— 1f an EA is" to assi:; in cémpleting SLFs for any school in the PSU, .
> . . the EA must be tnined for this task before you leave the PSU, although 1n
- ) / pany eases the SLF will not be completed for weeks, or even months, After
. - lelectins' an EA_uh'o'is t‘o assist in tiris task, make an apioﬁxtaent at .
. ,’\ -~ one of the schools uhere this needs tobe Aone and train the EA on proper
/ codbletion of the SLF. One-half hour of training should be adequate, Infbrs

the EA that the compensation for this work will be at the saae rate as for

3 package adainistration and provide an EA's Daily Production, Time and Expense
» [ ] L ; Pl
' Record, vhich should be completed and mailed to you as soon 3 the work -
' ' i3, completed.
[l : )
S . .
N . . . ) N .
. . .
. “e ’ ) L T . v
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X. CONDUCTING ASSESSMENT :
PR

~ . -
’ . w9,
. . ~ |

A.  Overview of Major Tasks ) '

|
] ’ .

T ot During assessment at each age class in each PSU you w11} have the folloving

L] . ™ Ll - J

m_‘.of tasks:® . ' 1 |
- . . v
\

. ' / . -  Check each hardlhell received from MRC for package count and L. . 1
. r |

. . Nunber range. * A ‘

. - Reviev the Package Assignment Forms for the PSU and €ormulate 3 ‘plan |
. , |
|

’ . y for scheduling asseeszant activities in each schocl; once you have
v
established 2 schedule,..do pot change it unless absolutely neceuli'y;
4

if a change is required, notify thé scl;ool(s} and your Regional Super= |

v
.

IS v “wisor immediately. :
[ " . * - . ‘
. - For all age élassel, ccaplete a Confirsation Memorandum** and mail _‘

p to principal or cocrdinator two weeks prior to assesszent or esrly

’

. - sazple sgelection, Enter on the Memo the age group to be a_.ssened-
’ the actual date(s) or week you plan to conduct sssesszent in the

. achool (if known) and the number of sessions assigned to the school,

- r . "

Enclose 4 Principal’s nenainslbiseu::: e Questionnaire, as applicable.
’ : - For Age Class 3 schoola in which the sazple is selected rarly, complete
a Cénfirmation of 17-Year=-0ld Assestzent Mesorandun** and mai} 1t eb

* e the principal or coordinator tvo weeks prior to actual jpsaesszent,

? ) Enter all pertineat 1n£ozu.non and enclose,an Age Class 3 Principal’s

.
-

~ - . Reading/Literature Questionnaire. - .
4 . - Confirm your arrival-at the first tvg schools to be visited in & |

PSU by phone a few daya prior to assesizent week, Other :schools m=ay

N - L » - »
v -

P be called after Jou arriva in the PSU. .

. . * Each of these tasks is discuased in the sectiods that follow.
- [

|
: . ar " A copy of this‘fom i3 shown at the end of this chapter, . ‘
' ‘ L . -

ERIC : , o .

. ’ . - ' ,
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Y : -
-  Pack mategials needed for PSU.” . ! *

Contast EAs o hforw them when and vhere to heet you on the

"first day of assessment. .

*
Collect and check (or account for) a Erincipal's Reading/ PP

Litprature Questionnaire in all schools involved in assess-
. ment. « © )

\ -
Complete the sa=ple selection of students for package admini-

. ~ . Y
, sgrations in all schools selected in the PSU. . .

Assign the packages to students, a'rrangc scheduie for sdninigtracions

- ?

; in the school, and complete the Adainistraction Schedules.

Train the EAs 1_n' package adainistration and distribute the necessary

"]
‘y‘ equipzent and supplies to then, PR w - "

. Supervise ‘tnd coordinate the :o:ai Tissessment process.

‘\ - During Age Class 3, collect Supplezentary Fraze listing forns

K wvhere applicable. ’ .

' Maintain the "Dl:-.:ric: Supervisor's Weekly S:a:u: Report™ on

\ ’ a drily basis. Report in the "Comments" section the dates you
: pake telephone calls to reconfimm il’uamen:; during Age Class
\ 1 report calis nade o establish the day yc;u will be at Age

‘ Class 3 schools to draw the n:lpl_e or to inform principal you *

*

. . . )
will not be there. Tdentify schagls by PSU and school nuzber,
\__.-‘i

Check in all materials that were distributed to the EAs before

\ 'ippr'wlng the Z’A's Prodiceion, Tize, $nd'Expense Records.,

. k Revied each package adﬁﬁ;h':ered to uﬁcer:ain that &1l coding i3
accurate and that ithe Background Questions dre coupleted correctly.

) Columns 5-6‘ on the covu: page c;f the p:ckng-el must be checked

l sgainst the Adainistration Schedglel. e ' :

. - Coaplete School Worksheets. - -
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~

- Ship pac'kagu to MRC and mail appropriaté reports to R‘I'I.’.
L

- Call your Regional Supervisor immediately 1f you anticipate

~ being unable to finish the assessaenc in a PSU as scheduled. -
By, Equipment and Supplies . \

.
-

1. EquipzZent
RTI w11l be responsible for providing District Supfervisors with

the cassette tape recorders riqui’:ed for Year 11 assessment. 1f you do not

receive this equipment by Septesber 14, call Dick Russ at’RTI.

2, Expepdable Supplies .

.
.

. The expendable supplies needed for each age class will be‘sthiaed )

by RTI to arrive prior to the time they are needed. These items are discussed °

) - N
-

"in the sections that follow, .

'Reuibe: that it is your responsibility to maintain an adequate
mven:o.ry of supplies. Forms and procedures for ordering addicional a;xppﬁel
are discussed later in this chapter. Iteas such as scotch tape, pa’pc: clips,
etc. can be purchased in the field 1f you need an additional supply and

-

npo:tec’l ss a nisgellanecus expense on your expense report.

; 3. Supplies Distributed st the Trafning Sessien .
At the Training Session you will be given the Lists of Schools °

Selected for each of your PSUs, For each school districc, you will receive

1iscs idencifying selected schools and the age class(es) for which each scheol

vas selected. For each PSU you will receive forus specifying the suggested

[ 14 " ! .

meeting date and tise lnc‘or‘poutcd in a letfer sent. to each superinctendent
’

. e B

4, Supplies Shipped froa HMRC

The District Supervisor will receive from MRC the Pr.:tnctpal's

Reading/Literature Questionnairés, the packiges required for th? age class

to be “assessed and zeturn hardshell cover sheets. . . ’
. '
] . 1\ .‘
. , ,
R . .
. ¥ ’
]
\ . ’
. | . .
’ I ) 1

LY

J.i
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Year 11 pack-lses corﬂ:un cwpu:er printed package nunben and pre-

-

prin:gd four-dl.gl.: s:uden:j.n. mmbeu ' Student I.D, nuzbers vill¥be augigned
.to each Dtu:rlc: Supervisor and will be shipped to “the Dis:ric: Supewlto:

based on this mzber us!.snnen:. Hardsheus will eon:aln a predeternined quan-
s
tity of each package wi.:h the saze range of I.D. mmbeu printed on each set of

package nudbers, 'thug. for each 83? class, the nuzber of hudsheus you will

recelvelui.ll depend on :he nunber of packages for the 2ge clau. Pachsei
\
for Year 11 are as follows: * ' ’ . -

-, -

Age Class 1 Asgessment === 9-Year-0lds

N .

¥ A}
Group Package Nusbers 1=11 (Reading and Luera:_ure)

-~ . E ] * LA

Age Class 2 Assessaent -== 13-%ear-01ds

™ Group Package Nuzbers 1-1s {Readlng and Luen:ure**) ) .

. .

\ "
1 '

;tse Class 3 Apsessment w== 17-:ln:-01<lg
b

Growp Packige Nuzbers 1-14 :(Reading and Literature)

", i
The first hardshell for each package m=ber will fi¥lude a Shipping Henoha*

with the follovmg'mfom:l‘.on: . . v
(1) DS's naze ,
(2) Age Class
(3) Package number .
(4)" Range of 1.D. nuubers . . .
; (5) Nusber of hardshells per package number
. (6) Date shipped -
(7) MRC checker's initisl . “
[ . . » \
,.< ] .

’ {

x Addidoml, hardshells will be provided 1f needed.

v
#*  Package No. 12 also containg geven ATt exercises. .
»

o .

asA  An example of this form s shown at the end of this chapter.

w N
. ' )
-
. . -~
“ ’
- ra Ve ,
' -~ ‘
- y
a - L] A ]
a L] ” .
» . . ' .
’
- L
’ ’ . - ’
. ¢ ' ¢
. N
-
t .
. L]
R - L
! - .
~
.
4
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’ . ’
b < '(\ - During September, ¥ou will receive one shipment of h::dshelln ) :
* . containing the 13-year-old tas{esment packages. The hardéhells containing ‘
. ) R “ the 3= and 17-—ye¢r-old packages will oot be sh!pped until nearer the starting™® "-
‘ fl ) & date for those phnes. Open each haxdshe.u the day it arrives and check )

. i,w"  § the pacluge count. If your,count does not agTree with the nu=ber indicated
" — on the Shipping Hewmo, call Dan Duse or Sue Worthen at MRC (319) 356=3239.. .

On the hardshell vu{ be a reversible sailing label inserted in 3

. . ”
i frame. Reverse the label before shipplng the hardshell back to MRC. Other

¥ fustructions for the raturn of the packiges and Principal's Reading/Literature
. Questionnaires are given io Section K of this chapter.
’

' The nusber of packsges e;ch District Supervisor will receive will’
/ . *depend on the estimsted nusber of students to be assesyed within the District
m—— ‘ . - .
\ Supervisor's territory, ‘Student 1.D. nusbers are uot pruan!gned to a PSU.

Packagés should be used as nearly as possible in consecutive student 1.D.

nunber order u- you conduct liusment' for each age class. It will be your vt
L]

T responsibility to pack hardshells as needed for each PSU. Instructions

) . for packing hardshells are given in Sectlon C oE this c%lpter. :

\; . ! You will be held accountable for all I D. ounbers .usigned.r.o’tu.' .
" \\; As you Treturn used paclugu te MRC, receipt eont:ol will account for the

) } 1.D. nuzbers received. At the end of each age clasa, you will Teturn all.

\unuud packages to MRC where & f!ul accounting wul be mdc. It is B .

imperative that all packages assigned to you be raturned to HRC.
* ) Preprinted L.D. tusbars requi:e that the Administration Schedule .

" -~ * .+ and each pachge ad:iniuered contain the PSU and dchool m:agen. The PSU

mmaber iz two d!gits, the lchool nuzber 1s three digits. This conblned ﬁve— ,

dlgit PSU/school nuaber will be coded on each packsge adoindstered and will .

. be chacked for accuracy by, MRC receipt comtrol agsinst the Package Auu.l:aent

F
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Summary, the School Worksheet, and the Administration Schedule tear=

’

offs. 4 -

) The yellow tear~offs from the Administration Schedules also

must be sent to MRC because they will be one of the basil quality control

n all {nformation required at the top

. rd | ]
nupber :and informatfon in colimns 3-6 for esch student r -
. .

- documentd. Elch‘tnr-o!f pust contai

" plus the student I.D.
) . T - .participatings MRC receipt control will check thé used packages returned
against the yellov tear-offs to verify 1.D. numbers. If there ake any - !
~ ’ -
* < discrepancies, calls will be zade to the District Supervisors. . .
1Y ’ !
- 5. Supplies Shipped from RTI '
/ \ . - s .
’ The followiog supplies uhich sTe to be used {n conducting the
- j‘ K ' assesscent of the three age chs;es will be ;hipped from RTI.*
! ’ . . - .
o . . Student Listing Forms (color coded for age classes) )
;I. School Worksheets . :
. ' . Croup Adsinistration’ Schedules ., i
v ) \ Appointpent Cards (if requested)
¥ - . -
, ) EA Manusls - "
. . . ’ ¢ . . — .
. o ! . EA Adninistrative Instructions . ) ,
. * - -
. . NAEP Report for School Officials .
{ . .
. . . DS Itincrary Rejorts .
. ¥ ’
\ . DS H’cekly Status Reports -
. . . .
- " DS /Expense Report .
' . Ds Supply Order Forms 4
: 1 ' Record of ;:A Hugbers
R EA's Dafly Prodt}:tion'. Tize, and Expense Records (mﬂnvoicc)
] . . . W-4 Forms
! ’ * T Tnis 1lsc is not cozplete. Other suppiies pay be sent during the year;
\ sach shipment will fnclude & 1ist of contents. .
. . . ‘ "
. . d ' ’ .
. .
r ’ . L] &
. - P -
! L] LY * =
- . .
- - ¥
L ' " -
. . .
1 - -
. ]
. .
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' > Matkrials for Meetings with School 0fficials

- ; PSU Control Sheets (prior to Introductory Meetings) . -
» N ‘. - . t -
( ’ ' Sumeary of School Tasks (for each sge class) - .
hd * El - - . hd
v - ‘ ( * Cmfirﬁ;fon MEmos® T — .,
. 5 #
. Handouts for teachers, sfudents, etc. -
s ! - v N - Fl
! ) . . #10 Buff Puvelopes ¢ !
L L]
y FAEP/RTII Qperations Stationery .
»
/
Exercise Observation Sheets
i a ' Package Assignment Forms (a5 needed for each ige class)
' : DemonstTation Packages . N ,
. F .
4 [ ]
- , Pencils (soft-lead) .
- - ) h * L '
. Vinyl Tape e 7 N . . {W
" . - - " , -, L ] .
) , .y SLF Stovage Envelopes (and postal cards to;bé left ar school) '
- . A - .
% - * DS Business Cards, ,
. . L .
) . Envelopes Addrédased to RTI .
, . . The npeclfs,c‘un and dfsposition of ;l}ese supplies are described
: in various sections of this nanusl. " .
S * - . h
. You will be supplied with four copies of each group package®r
- . ) stioulus tape. Stinulus cassette tapes are ihdividually boxed, and each
side of Rle cassette has a2 label printed in blue ink (Age Class 1), grien
ink (Age Class 2), or black ink (Age Class 3) which fdentifies the age
] * .class and package nusber of the tape. The extra coples can serve za spares
- in case tspes break or are otherwize inoperable. Check each of your tapes
L] — []
(I ' . the day you recefve them. If iny of your tapes are oot in good comditicn
N « ] -
- . ~
" vhen you check them, or if you have not received tapes for ¢ class .
. . .l. h ' -
‘ LY » . . LS [
' . * 'See Section B.4 of this chapter for specific packsge numbers.
- N "‘ - (_
¥ - - LY
o' -
4 ) ’ . ’
» « .‘ ‘\ » Y
\ . g
) , — o« A
' * ' » " .
r - ‘ - 1 .
/ : v |
Y - |

.
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T a special l-ttuation.

S X-8 o

Bl
. . v * ht

. . . ,
10 days prior to besinning the assegsnent of that age class, call your

Ll S —
’

Resional Supervtsor without delay.

6. District Supervisor s Supply Order Form (NA-16)%*

This fora has Deen devised to assist the District Supervisor in order-
*

¢t and supplies from the Central Office. it is printed on  *

ing needed equipmen

*NCR paper which proﬁdes an original and one copy. After you cooplete 8 Supply

eets apart and_ send thi ghite €opy to RIL. Keep the
‘ t
"

1 L) -
R .

Order Form, break the sh

pink copy for your records.

Conlete the form im the following manner: .

1. Enter your name and the date at the top of the form, ~

2, Enter the quantity of each lpectnc ftea which you ‘need on the

* .nn‘g opposite that item. When grdertns SLFs be~sure to circle

the appropriate age class., -

3, 1f you need equipsent or supplies which do not sppear oa this °

form, specify the item needed under "Other” and indicate the

' N . oo /

quantity- .
o A Co-aplete :he section headed ¥send to!”. Enter on the blanks
’ .
, your home addres_s 1f you wish your order to be sent to Yyour

hoae; 1f you uish the supplies to be seat to you at 2 hotel or

.- wotel or some o_ther address,
addreld.
5. Check how you wish th

. w
tional supplies far enough in advance that they can be shipped

be sure to enter that coaplete

.

e ahipment to be sent. Please order addi-

either by regular.mn or bus depending upon weight. Do not

servtc't or sir freight unless you have

requept special dellvery

'
.

» A copy of, this form i

s shown at the end of this chapter.

3

M




~

. . { .
Supply Otder Fptms may be fncluded in your regular weekly nailing -
‘miled Weparately. Should you have an emergency atise .
] ¥ . .
. telating to equipuent andssupplies, telephone your Regional Supervisor s .

hd . :o RII or may be

’ ’ ) inmediately. ’ - ’ . " Lot

- . 7. Responsibility for Equipment and Supplies

‘i

L]

“All: pistrict Supervisors will be held responsible for all eq'uipnen’t

i § - lnd supplies sigred out to them. Remezber that all Natfonal Assessment

RS - r.

mtethls. parucululy packages and tapes,” should be stored securely and

kept conﬁdmﬁé - Do not leave packages, ®3pes, or tape recorders in a v
% _ . .

N .
school overnight for amy reasom. v " , 2.

i) : .

,
1 - .

C  Packing Haédshglls for Assessment .

-

When preparing to leave for a PSU, the Disttict Supervisor is responsible

. - for packing the hardshells for the BSU to be morked. Since the hardslte]ls

. shipped to you from MRC are packed by package number sad not by PSU, you

‘ " oust use empty hardshells (those that originally contained the shipment + I
A . : ' fran MRC and/or extra empty hardshells) to pack a sufficient supply%f pnck-;‘
. ) . .

ages for the schools to be worked. |

- o - During Age Classes 1 and 2, you can deternine how many of 2 package to

-

- take for a school by uaxns the mximm group size given in Part 4.A of the
Package Assignment Form. This ptoceduté will 1nsuu that you will hn‘a
. peckage for every student. At Age Class 3, you may have drawn _the sazple

. before the week of assessment. In such a cue. you will know the group :

sizes when you begin to pack your hu-dlhells for that PSU. However, aince

.

‘upda:‘ing the sample may slighely Inflate the group size, you should pagk '
R ” ' '

- a few extra packages as a precaution, In those Age Class 3 gchools where '

you hav? not dravm the _sazple ea;.'ly. use the maxizus éroup size in Part 4.A

of the Package Au’xznmn: 'Fm to dct;mine the nuzber of packages to-pack.

. s

«n " ./’d‘ / .

.ERIC . ' : - : .
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.
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. ) . . . t - .r

When packing the ha':dshel}s for a PSU, you should pack by school number.

»

Select from your supply of packages those group packages'that have been

. ’

a ”
¢ - assigned ro a'sthool.' If the Package Assignment Fork indicates that the

]
school and pack - -

maxioun group size at & school is 25, select those package |yich the 25
lowest 1.D. a-.:&nbers for <ach group paZkiEE‘:;ﬁ.sned to thgs

]
thea along with the School Worksheet and Principal's Readiihsll.iteutu:e
Questionnaire for that school. Follow this procedure fo:,‘fe\‘very school in

. |
the PSU. 1In most PSUs the same group packsge is assigned two or thres ot
] N |

- times, It does not matter which school :éceives the packages with the

lovest I.D. nuzbers; however, ¥Qu should’qake an attempt to agsign packages ’

to a.school in congecutive I1.D. nusber order. - .
a / N When the work is coupleted for a PSU, the.*unused 'packages should b‘e
ve retumed to your original supply. These unuslec; packages will represent the

LI} .
f lowest 1.D. punbers in ‘the supply ‘and will be used in the next PSU. . (-
. . . . RS .
. , . R
L D7 Principal's Readi'ﬁgﬂ.itua:uu Questionnaire . .

n
. -

« - 4 A Principal's Rudingl[.i\t’eu:u:e Questionnaire must be completed for

‘ »
R . ‘ every school in which one or more packsges are adninistered, This
. ’ &

¥
. ’

* questionnaire is to be sent with the Confirmation Heno (be syre You have
. . ) enteTed and gridded the PSU and schaol numbers on the back page) amd

* L . collected and checked by you when you a:rﬁre at the school for assessaent.

The Confirmation Memo will request the principal to complete the -
[}

B ’ ' questionnaire and hold it for.your arrival. These questionnaires will ,
. hd - ‘-Il ~
* ~

be mailed to you from MRC and project memoranda concerning the
. ) v <Questionnaires will be m‘ilgd‘ from RI_I. The Principsl's Rudingll.i‘tcr‘atuu R

. - 1 “
{ . ’ . Questionnaire for Age’Classes 1 and 2 is identical. If a school is involved

L] LY ‘e [ |

N * in the al.ussmn_t of "both.age classes, At will not be necessary to ask
] 1 \ - e

the 3chool to'co“plete tuo questiondaires, However, you nust accou.nt_for .
. [ ‘,

-
a .. v .

\EN{C . .‘ . Ur_jl . . ‘\. ...' *
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Aruitoxt provided by Eic:

. s e, Bo- Scbeduling Stcond Su;iou ' .
3

p . X-11 "Lt .

& qu“tionulu for every school at both age classes. Conlequently,

1f n)ch.oql hu coapleted a quutioamiu during Age Class 2 assess- -

d oent #nd {s alsp imaolved in Age Class 1 assessnent, do not send another

" -

N principal'l quut‘ionqure vith the Cont'imtion éno. -Enter and grid

' én a quutiomuirc for Age Clul !. the §U nusber and Age Clu“ school,

-

- nmber together with the Age Clul

.-.. -.

ool nuzmber for which a question=

.

w

nure vi’u_%oaple:ed- no otber sntries are necessary. All sthools lnvo!ved

ln.Me Class 3 unlmnt are to- cmplete an’Age l;lus 3 Ermcipll s

\ . .- oLy Ruﬁi}x;ll,iten:ure Quest fonnair€. _The q*lr.ionnuru are to-be Feturned

1 | I

N, H}C with the packages for each.school. . - .

- . [
‘ L * . ’
» - T e - - F) ~ . .

- . P - . ', " N

.
L R

. » - -
» LI .

. ' ,I .ot r oIz :uy ey be pouible to conduct a session vhcn i@lq ortkimny

-~

v
lchnduled. 2.8., the lchool ‘closes for the diy or schcdulel an svent

vhich uakas assegsmint adainistration 1npouib'.lc. ~In suth a cisa :lt is’

‘ your 'rupomibug:y to reschedule the sessior. .-
L3 - - .
P . -

% : ~ R
l Ezo:tﬂ e qf obtuning Hikh Student Reésponse Rates -~ .

puupg Year 11, We are interested in obtaiding the h&zhut poutble
studant relpomﬁ"ates. As . Dutrlct Supa‘bor. you will hwq a
. ugnlﬂunt mount of int’!uence An this Aru. Discuss this subject with
. _your EAs lllo. mfornuns then that {f 25 students are ulu:nd for an

on the day of asskssment aTe the only students who should be pi’ulna fron
4.1 group. ALl “salectad” students who are 1B attendance on assessuent
day are cxtrmly,hportmt to our uupln. There {s concluuve evidence

that uy,"nhcud" itude:ru who do not sppear f.or tuting are in school
\r i

Adniniltution. oui.goal is to assess 2l] 25, The students who are abu‘hl

-




P *> ' . s )‘(":fz_
LI | v, , . b . . v, \ i
} r  chat day but do not "t :h: wvord.” School coordinators should be .
Y strongly encoursaged to employ the most :ffe:tive weans of notifying '

. students X0 appear at the ‘nting site. See Chapter VIII, Seccion B.3 '
- , \ y

. h for recommended procedures for contacting students. . )

. . . Some schools will 'r:ep;rt havllng f‘eu ellg_lble students -and, thcn-.

. -’,. :fo will "b; ;slltned : porcion oi‘a ;;;iup-'adélnpt{atlonl. \ In these "

. " scho?h you should sccempe to_‘a&al:uste{ all packages usisned; If: ] -
fewer ltud\enu than the'nmbcr assigned yppear, you should administer .

. . e 5
. . packsges to che students’ who are present; it {2 not necessary to schedule .

- . » a wakeup or followup session. . .

I Y - L] ‘ - -
’ . ) » G. ' Age Classes ¥ and 2 Quoru=s

- . - -

. N ~ The quorum‘’for each roup sizé {s lpecwifled on thesPacksge Assignment
L » &
Form for Age Classes 1 and 2.- (see Chapter XII).. It is very important chat .

~
s

. R . . the adninistrator follow established procedy¥es to 4nsure .that the quofum

. - -

- "is obrained in each group session if.possible. HoweWer, when it appears
, .

n -

.

~

that all stydents who will sttend the session are present, the aduinistrator .
L] . .

should coaplete the group adoinistration with the students presents-whatever

the nmunber, It is a DS responsibility to decepaine after each assessment”
- ., . . *
session if‘the quoruz was obtafneds Generally, there should be very few "

b instances in which the quorum is not obtained vhen established proc‘cdurel ’

. . - * : ' N
. , -+ are followed. | / t .
- - -

run is obtained, the session is coaplete. 1If a quoruz is .
. » ¢ a

’ ‘not o % 4 second sesSion sust be held, draving from all studencs

A - 5. -
L et . who did not appear for "the first leﬂio!:.* If the quorum is not obtained ;

s A’ Fl - - & -

~

® %;e the origina)-Adainistration Schedule but révise entries as necessiry
ste/cine/roif) . hrs '

o
-
»

ERIC - -
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v . 4, i
) L M) S
. . in two sespfons, you |ho,u1d call your Regioml Supervhor. The RS -.un

’ . ' congider & third s¢ssion baud upen the l!tmtton as éilcuued with the DS,

.
- b »

. H  Agze Class 3 Nonrespondent Poilwf:g .- .

. K : 2 A Ag‘c Class 3, group gize quoruns do not lppll however, it will be
. Y Oecessary to Qd;unhter one or wio !ollmp ullions {as indicated on the ~—
» Plcklg.l Assignzment Pc;ra) at those schools wich an oveu:u student responge * °
rate of less than 75,01, 1In achooh with a & Tesponse rhte of more than
. 75.0%, no !ol];wup is required, ' ,
. ) When ¢ § student response rates at Age Class 3 schools to dlte;'aine '

+ if nonrupondnn: £0lldwups’ are neceaury. you dhould divide the nuuber of

-
»
-

ltudenti that vere ,28sessed by the auzber o! |,m.d¢nts that vere seleccted
., . b '“ far assessnent afeer the sanoie was ugdate'd. If you designate an EA to\ d
. . coapute student response rates, Plé&sl_mkl,aurl that the EA u-thorou;hly ’ ‘
- . . faniliar wich the Procedyres that are to be !od’fowed These proceduru are:
. . (1) The EA or the bs shoild complete the Group Adninistration(s) for
. ghe follovup session(s). There 1s no need "to complete s Followup SLF bafore
. . ulignh;; studedes to the followup ptck;gu. If cne rollowup bachge is
. assigned, 1ise all nonrespondents ¢n the new croup Aduniuution Scheduh. ’
. . 1f, hwever. tvo Pollowup Packages are assigned, nonrespondents ahOUld be ! .
' listed on the'gvo new Group Adninhtrat.ion Schedu'lu onpln altemating basis, £
' ) beginning wit“h-.the £irst nonrespondent from the lowest lettered Group
Adainistratfon Schedule, thn 811 nonrespondents from that schedule have
* e been listed, list students !rou the next lc;vut lettered Group Adnlnilt;'ltion -
’, Schedule in" the sane al;nmatfhz manner. Cootinue until all nonrespondents

have been 1iated on one of 'the other followup Adafntstration Schedules.,

Be sure to use the followup order of Packags assignaent given on the ) .

AR}

.EMC . ’ . . .o v'-'-.‘

L3
Aruntoxt provided by Eic:
'
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LN

. each 'm achcdule. ‘.l‘hen. beginning with the new Group Aduinis:u:ion Schedule

’

1 Y

‘.
q{uud randoao nusber.

» T o y -
‘ . M > : - ‘ d H
. . . e
. ‘ . , . ) i ’
) I . 8-14
hd L]
L] Lo » .
?Achp.Animené Form. -
. »

.

% (2) 1f chere are wore :han 40 nonrespondents at & sc¢hool wich one

#

Fornowp packsge or 80 nog:espondebtg at a.school with two Followup
pad:auj. it {5 the responsibn'lty of the DS to reduce the number of

nonresponidents to _AO'or 80. This will be accoapl:l.shed in the following
wanner:« ’ & . . s
' /
aﬂ When’ only sm_e_"i'ollowp package is assigned, puuber the

s:uden:s of the new Group Aduiniscration Schedule (vherever is most
convenient in colu:n 1). find the appropriate mzmber of in'-nn;e randon

nunhen "ron the :andou nunber uble. and eltninnu :t:ou studencs froo
1Y
the croup.Mainis:n:ibn Schedule by anwin; a line through cheir naces.

-

orr the tw-r Group Adainhtu:ion Schedules, beginning with pusber one on

th.u hu :he loueul: adainis:ration lecter, find che nppropriue nu=ber of

e o

{h-range random nuzbers “from the random nuaber ctable, znd elininate those

'\ »
studencs’ by draving s line through their nases. For the other nev Group

"b) | If puo Followup packages ate assi;ned. punber the students

.

3 -
Adnxnhtu:ion Schedule, find the next Ippropj',lue punber of random nuxbers
. [ ] 4

").

(begip IOokin; for :heu randon nuzbers at the point on the random musber

uble uheu yaut uarch for random nuabers for the firsc nev Group Adnt/y/
N L ]

stratio:: “Schedule ended). and eliminscte those students by draving & lize

>
a

:hroush 'Suir nagpes.

<

" The random number ctable you will be provided (whith is :c:uauy

16‘3,1@8: puAber tables, each including 100 randon numbers from 1 to, 100),

“ is intmded to be used continuocusly from school to school/ When you finish
~

- using the ubh at onc school, nake & urk next to the lasc nqdm: nunber

you u\ud at ghu :c{ioul and begin at :he following schbol with the next
. 4 .

*
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b b

,(3) The Followwp packsges- should be Idllnilté!ld on & day after the

last regular session at the school has been cozpleted (pfetenbly the next

- I l‘ - L} . = * b
. day). Prior to regular assessaent at the school, the DS should schedule .,
A} ‘ - v . - -
aday to conduct the Followup should ft be necessaty. . . .
- . '
" ' . e . (4) DSs should take 12 extra of those packages designated for Pollwup
+ ) “ '

adsinfstrationd on the Facksge Alligmen: Form. These packages plu; thou

. that are not used during regular anennent should provide s |utﬁc1¢nt . )
' supply for Pollowup.
- L]
¢ ) < (5)° On the cover of all Age Clau 3 paskages are three ovals labeled
’ < ‘|' *

R, F, and S. The R oval iz to be 3zidded for those packiges used tor

regular assessnent. The F wal h to b ’3:1“:6 for those packages used

-

. . * for Pollowup assessment. The S oval {&.mot to be gridded. T

s, (6) The Pollowup G‘;oup Adrinistration Schedule should be so du;.snated

., .- by wricing "Followup™ on the tearoff ortion of the GAS.

s (7) A Followup School Worksheet should he coup)leted. The DS should
A ‘ ) wvzite "Followup” at the top of the worksheet, list in Part F the nvmber * *

.
of studmts‘ assigned to the Followup package(s). and {ndicatd {n Part E -
- . "y N # . .

N » the nuaber of students actually assessed. ™

. -
- \ -

. N (8) On the DS Weekly Status Report, the spice for makeup adain{stragions

- N should be used to indicate the ‘number of Followup 'nenions-cohductgd ia the * .

X : /. a T - )

, ’ . (9) « A short questionnaire {z to be coaplctea’ tor a sasple of students
% . Ny

. N who 4o not appasr at a followup session, Denill conccmin; this phase ot

. ] }hc tollow% will be sent to yYou prior to Age Class 3 asgsessaent. .
‘ - L)

- ERIC .
ks
L A -
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’ / 1. Acquiring S Supplehentlry Frame Asgessnment ‘Listing Foms (Age Chu'j Only)
. . v .
. Appro tely half the Age Class 3 schodls l.n your als:rl.c: vill be lglc::gd
* . for Supplementary Frm Assessnent. In these schoo).a {ir will be your resgonsi- '
bility during Age Cl.us 1 uusnent to leave forns for llsting vithdravals ’ 4

and early graduates. 'rhcu forns are o be collpcted dur:lng A;e Class 2

assessaant. Spccinc ins:ruc:ions will be sentf to you at a later tate,

. ' A . - . . ‘
~ ‘ + ’ N ‘ |
. J. Revieuw of Packages g . . |
. - - . ‘
. y > You vill be responsible for checking each package adninistered by ybu _
, . . or your EAs. B . ‘ . . }
. ' * 1, General Review ) ( i
.
. . , Check to see that the ovals filled in by the student or EA are |
. * . dark engugh to be machine scorgd; If necessary, darken then. Erase all |
, StTay u!k'{-o.n the cover page or any page within the package. If the school .

’
placed a restriction on the adcinistration of any exercise or Background

A - ,

Question, explain the sifustion as fuhy as posaible in 8 mem0 to Dan Duse
’ at MRC ahd place.ihg meso on tgp of the *cover sheet i{n the hardshell before

shipping it to MRC. - Be sure the uaoé!.vu the school nuzber and package

' ’ auzber(s) d.nvolwé. T ,

. - \ . .

2.. hchge Condl:ron Ovsls
) * The TA s instructed zo explain as fully as possible on the cover

: page of the packsge the reason for a P, NE, or NE code. 1f you find a package
with 4 code otlrer than N and there is no exglanazfon- (or "Reason Unknown®™) on
£

the ;:_o'ur sge, ez in touch with the EA as soon as possible to deteraine

. < % . ‘ p
" . " the rsason and ealer :rc explanation ¢on the cover pﬁge. If you discover that
"~ > = ]

e . * ) a gachgf‘coded N, }. or NR vas ld=1n13;¢r¢¢ to a student who is not.eligible

.. o for assegsgent, change :Re Package Condl.:ion Oval to NE. -
" '

ERIC
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3. Coding . .
All coding 1n Columns 3-5 on :he cover psgs of the package pust be ‘

s

chccked sgéinst the Adninh:u:lon Schedules or detachoents. (See Chapter . '

XII.) Also ck:cck Coluzna 7 and 8 to see that the EA muaber, PSU nuzber snd
Scheool ntﬂbt!.tjt entered correctly. The codes to be used on this page ’uc
given 1'3 Chapter IV and slso in the M’inlurulve .Im:ruc:fou Hanuszl.

The Adn:lnis:u:lvc Instructions Hanual includes guidelines for the ZA
to use in decermining the racial or cd’n!c identification of the student *

¢

(Coluzn 6). The EA is inst\ucted not td categorize a student if the racial

i

r ~ -
or ethnic identification caonot be deternined 'ﬁl\l!ng these guidelines. In such

‘C«llel Yt will be your responsibility to assign a code, eccqrding to the following.
Pach student participating in National Assessment is :o- be p:lzaccd in
one of six categories: Whice, !hck.-Spmuh‘ Heritage (Puerto Rican, Cubea, .
Mexican, Cen:ni or Scuth Aserican), American Indisn dr Alasksan Native, Asian
or Pacific Islander, or Unclassified. Placenent in a category should be a;con-:::
splished by vim]. ocbservation snd use ot' surnane vhenever possible. "
1f you are unabI: o, phcc a studeant in a category by visual observa- .

tien andfor use of lunu*, you may use one of the following 1f care is taken

not to esbarrass ‘the uudea:, school perscunsl, or m:lml Aluu:w:: personnel.

Talking with the uudm: uy help dcnmlne the languzge or dialect hchbc

lpuh. ‘tou BAY nho ask r.hc uudcn: i hc or ,he spnlu Splnhh etc., "but you .

o4y not uk the uuden: if he or shc is Puerto R!un. Cubap, Mexican American, stc.

In those caus vhere the coordinator h willing co assist, the DS

=2y ask him or her to help determine the propar category for students.

. If visuzl observacion and use of the suinsne do not clearly place

a stpdent incd”cone Of the categories, and if other methods cannot be used
SN ) ¢

easily sad vithout eabarrassment, jlace the student in *Unclassified".

“
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encounter with these d

Regional Supervisor. * .

p * , ¥y ) * b . ) v

K, Dis osition of Nuioml Assessment Mafirisls - ) ’
<. 1., Packing Instructions for Return of Packages to MRCH

N -\ < n.‘ Separate used packages by schodl suaber (see School Horksheet).

. 'p. Order esch packsge musber by 1.D. numbers.(lovest 1.D. nuaber

*on top). . . " .

-~ t ,7.-.. For each school, arrange used plc.hl‘ea by ;ackage pusher in
ucendin; order (lovest p.ncluge pusber on Topls . )

o d. Put the School Horkaheet (vhire original), Princip;l's R‘e:.dingl
).uerature Questionmlre, ad the yeuov Adni.nutruion Schedule’ tesr-offs ¥
on top of the plch;u adninh:ered {m each school. Tear-offs must nus: conta:::
all pertineu: infomtion and pust be sent for eath adzipnistration in the
sthool, (Hall the yellr and pink coples of the School Horkshecr: and the

) piok tear-offs to RTL {=mediately;) ) .
e, Place ghe stacks by school nu:ber in s hardshell. ‘
~ Complere a Bardshell Cover Shgett# by entering A the space ¢
proviged for this purpose the .pusber of packages pelng sent in the hardshell
. md pdt;@ﬁe Cover Sheet on top of the sucks of packages.
' . '
. . . n L.
" These packizg {nstructions arc’ to be'followed for each hexdshell
ts ‘ returned to MRC. N L . e ’

#% Ao exazple ;: this fem {s shown at the erf of twis chapter. ,
' g

.

The problem of

Each Ds r.n

y “have peculhr problens with this issue.

efinitions during the yeaT should

’ X-18

v

[N

)

this categorizazion is of:ngeosnphiully localized.

Any local probléa you

be referred To your

* .

<

[

a
L)

R
L
"7 ! g
% .
. ’
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. g. Place any explanations to Dan Duge concerfxing restriction

on exercises or Background Questions on top of the Cover Sheet,

a
Wy

" h. Pasten the box securely and reverse the shipping l’lgii. *,

A

1. Ship by bus, prepaid, to MRC: 'Be sure to attach the busbill _

LIS

for each shipmeat to your expense report for the week. =~ *

. , 3. Record the date that the hardshell(s) was shipped to MRC on |,
L7 ” "
the Weekly Status Report. '
[
2. Return of Upused Packlgu to MRC . '

A].J. unused packages for 20 age class ust be returned vis spechl

4th class 211 to HRC vhen you bqve cocpleted assessnént of the age class,.'

» g. 3,  Return of Stimulus Tapea.Lto RII : v !
N P L . ' . b
\ ¥ After you have completed all administrations for an age class, send v
. 1 'thc stirulus tapes to RTI, atteantion Dick Russ. ~ ' ' .
, . — 4. Exercise Observation Sheet . ‘ ‘ .
. Ah Exertise Observation Sheet* {s to be conpleted any tize you or .
. 3
BA noticc & probles Telated to an exercise. Ccn::nenti concerning exercises *
rq helpful 1n de»’eloping exercised of similar types for future usesments. -t
BN - .
11 Exercise Obter\ruicm Sheets for ad age class are to be mailed to Don.n - N
) } -, th at RTL. " - . _ o
. . , ‘ * - i .
' . \ 5. Disposition of Other National Assessment ‘Materials -, —_ |
“+ ‘ , ‘
. A At the end of each week! * . + |
. ' . ot ’
P = . Coaplete and mpil all reports required of you. <,
] ¢ - .
f:; : ey After mg EA has” conpleted work in a PSU collect: 5 .
. ’ , .
' =  EA Hanualwa” - ‘
. ’ ¢ =  Adainistrative Instructions Manuilk . . -
‘ p ” * Ao exaaple bt thu forn 13 shown at the end of this chapter. & !
. #%  EAs vho au’\q}heduled for future .u#smnt nay keep their zanusls . '
T , . until they have cmhud theid assignnenta.
. : / ) ’ . . !
W = N \ b . .
X
] . b
2 * ¢ * ’
4 < .o . )
O
2 X L]
x N FLs . Y ~
* -
. TR . . .
i " M .
. -
» -\/‘ i - ’ ) -~ . 4 ] .
] . > ‘ h * ) ' »
N
' -y
. ¢ N 1 _t ¢ . .
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’ DSs'lre necessa

]
o’ : .
) | . L s
. - \ ,’ .
recorders and stimulus tapes ' ;
. "
to EA

- Tape

Pencils and ot

EA's Daily Production,

ln§ nail} A

Unused packages

. s - )
L. ggu:g Control Measures

roughout the rulti-stage

.
Design and Researc

proper allocation of the sazmpl

to the student

%asic sanpling frame, coding

. -
4s ¢hecked and icheekaj your conple
signments are.'ndﬂ and Schoo

the fina'; ueights are

before package’
thoroughly revieved before

supervisora and othex centr

to determine 1f
L 3

’ aTe bein; c.lrr.i.ed out prop

possible. Ap integral-pa

that .the P&

sccurate and meaningfuk

pgr!omd.

stered 'by your'(zu and chec’k'
Two checks are then

swration Sche,dufu or detachments.
N .
{n the field bY the Regional Super=
scoring.

the validity of your W

visors or other RTI™per

’ < Fach s discussed ?

het paterials checked out

h Center 16?t1tut.u s ousher

s thezselves. E’owiati.cd da

your uo_r'k is
ry to 1nsu:¢ the

kagea ,are i.dcnti!i.ed correctly.
~ollect could not b

Thus, as part of thi.s

T.{m’, and Expense Record (check

election process, RTI's Saspling
of proce&uru
e to ,{geoéﬂphic aress, to & cmals, and finally,
ta are mﬂyzed fo develop the .
ounties: and Bchools

sanple
wvhich insute

to deterni.ne th. amle ¢
ted BSU Control Sheets 8T& serutinized

1 Worksheet entries are

calculated. Moreover, Your

al o££1cq staff constantly review ywr reports
-3 ‘ressing on sqhedule,
4 {f additicnal {nstructions t
he highest quality dua
sh 14 to insure )

o BAs and ,

erly,
llcction of

re of thia quality contrql prosr
mthorut such {nsurancey an
P

of the dats you =

process, you review all packf

¢ the coding by u;:n‘g_ {ﬁnin.-

nade to deter:line \
7

ni-

analysis
ges &

th‘e accuracy ©

ork; one i# pade
scmnel, thc other 1s

the sections whi.ch follow.

perfomd/at MRC prior to

e fully 1n
A

¢f £leld procedures '

&

4

-
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. ( "1. RS Field visits and Specisl Quality Check

. Durin;l’ﬂ'lr 11, your Regional Supervisor will visit you occasionally

vhile you are conducting sssessment in your district. Tbese field vilits

. ‘ provide an opportunity for hia to observe how you schedule and carry out
) ) assessaént in a PSU, as well as hov you train and supervise your EAs. (H v
. ) * will also observe package adainistrations.) During these visits he will

, reviev vith you your performance since hisg last visit. * .
” ~3 . L

Throughout the assessmeht year, he slso will vigit a small sub-

. . , l)ple of‘ schools 1n which you previously. conducted assesstent. Thete are

. - ’ aix purposes of these apecisl school vrits by RSI‘ (1} to ascertain if i
asseqsment adversely affected school Act:lvltiu‘E (2) to ellcit from school A
. officials any suggestions th.ey night have for procediral changes vhich couldd

. d{e the sghool’s role in National Assessment easier to <arry out; (3) to

; .

. conduct & quality check on how accurately certain data on students assessed
! . . vere transferred from the Administration Schedule to Coluzns 3=6 on the cover i

- " page of each completed plcl?ue; (4) to deternine if SLFs vere completed for -

+

, , . all eligibles in the school; (5) to verify the adsinistration of packages ‘to A
x

- , spetific students; (6) to determine if the s::]lle ul‘l‘éon of students.was -

. . ¢ §

correctly performed.. This quality check is an integral and necessary part
N . ¢ .
of the NAEP project's duslity control program and is primarily designed to . °

- . obtain an overall evaluation of how well the field procedures are being .

’ perforzed By all !:leld staff. The Districe Supaw:llor is. of couu,

D responsible, for ’inpleaentlng procedures properly in each school therefore,

' \ any prablems found during‘the'u quality checks will be discussed vith the
. - . - -

. individual District Supervisor. - . .

ERIC". - : Lad - 1, .
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2. TReviev of Completed Work at MRC oy
' A thorough review is pade of each hardshell of eBmpleted plckige; L
a3 hardshells arrive at MRC for |cor1ng.‘ MRC clerks, following a standard

set of receiving gpecificatlons. check q;;h p;ckasg to determine if responses

i - ?
Horeover, sll 1.D. numbers' are checked against the

are recorded properly.
L] o

Aduinistration Schedule tear-off, responses to the Background Questions are -
rgvicwed for completeness, and all entries in Coluzma 3-8 on the cover page

of each coypleted package are tevigwed to determine 1f they are aduissible -
and corrgeely code?. In this review, a check is made to determine if the i
.count of used pceEaset in each hardshell ia in agreement with your ent;ic; .
on the Return Cover Sheet, 1f 'a Principal's Reading/yiterlture'Queationnlire
and the yellow Adminiatration Schedule teaz-offs arelincluq;d fo; each school,
and 1€.you packed tLe hardshell corréctly. Scheol Worksheets are revieved,

too, to determine 1f 11 entries are.in agreeument with relasted entriea on
[}

the packages and'the Cover Sheet. .

. -

If.e:xort which tannot be feloixgg_es_gxc are detected in the

- ¢

contenta of you? hardsh‘ll you will be called And\_“;éd to go back to the |

schools ( esuibly to the ltuients) to get information to correct your

- @TTOra.

at MRC.

‘A Recedving Problta Tally ia pgnpleted on each hatdshell reviewed

This forn :;aﬂl the nusber Q! errora (1f sny} found by error N ’ %
X |

cate;ory and by BA'~Fop1ea are sent to you cnd to RTI.

The Receiving Problem Tally will be of value to you in ;rlinin;
-~
EAs. From this fora you can determine the type of errors nade and caution

“youy” EAa accordingly. It will.be of particular value 1f ydu plan to use
L] - \‘
an EA for the asseaament of more than one age clasa; that EA can'be trained
|pecifiq}11y!to svogd the errors made previously. '
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) - ! Finglly, 1t :hot..ﬂ.d be pointed out that the results of MRC's |
' review ‘of youyr .co»xpletcd work provide a key input to ti\e evaluation of ”» ‘
o ’ . |
your performance as a Sn:ricz 5uperviso'r‘.' MRC sends Receiving Problen i |
+ Tajlies as a,part of the Eon:inuing DS _1hstructioﬁa1 program. Review
these forus carefully -to assure that you and your EAs doMnot conaistently '
. ) b ¢ . . f
nake the same errors, ' . .
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' . . NATIONAL ASSESSMENT: YEAR 11
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Hnrdnh’ell Cover Sheet '
Year 11 Age Class 2 ‘.
DS 4 (3
PSU . ' .
. Packages
Schoyl No. 2 3 4 5 [ 7 8 10 11 12 13 14 15
5 -
\ -
, | - {
H) ) ]
’ . - [3
' & b - et 'N
F * N - s
d N
t "\
Totsls N ot * -
. . -
Direceions: . . '
I \'Enclou a hardshell coVar sheet in eqth hardehell (box) of the PSU. . H
\ 3. Enter each school dumber included,ip/the hardshell. -
. 3, Eanter the qujnticies of the packakfs sssessed in each achool.

<4 Tots) the colum for each pacuz?ntuncd in thh hardshell.

.

o

Disposition: Wh'l‘u.fqapy. to MRC; yellow coby yetained by DS.
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~/ DISTRICT SUPERVISOR'S ORDER FORM

. ~ ‘

~ ) DISTRICT ‘SUPERVISOR: . DATE: . .

-

» » rs >

] * .

’ - Please send the £0llowing iteas: (Specify exact iren and quanticy desired)
-

*
*

UANTITY . ’ I . ’ .

.

SLPs: (Circle) 9 - 13 ¢ 17 *
. Group Adsinistration Schedules v
RTI Busicess Return 10 X 13 Eanvelopes -
RT1 Ivory Business Envelop_u
School Worksheets (50 per packagel - |
DS Itinerary Reports (30 per package) .

:

DS Weekly Status Reports (50 per package) .

D$ Expense Reports (50 pef pnckage') .

EA Daily, Production, Time and Expense Record (50 per package)

Parencal Inforzmation Letters: (Circle) (100 per package)
Before Sample - {«f_.ur Sample ..

Signed Parental Permission Letters: (Circle) (100 per package) |

Before Sgzple -  Afrver Sample

T

Assessaent Confirmaction Mezos: (Circle)

All Age Classes =~ Age Class 3 Only |
MAEP #2 Pencils |
Other (Specify) L - i " |

ER

£
8
3

SEND BY: (Check One) * ' 4

. B ’ Regular Mail Bus : .

- Specizl Delivery Ocher: (Specify)

. ] . FOI/( OFFICE USE . )

Date Shippa':

. By: -

. Disposition: "Whité aad yellow copies to RTI; pink copy Tecained by DS.

ERIC P : :

Aruitoxt provided by Eic:

x
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. . NATIONAL ASSESSMENT OF LOUCAIIONAL PROGAESS |
- v el , . A PROJECT OF THE EDUCATION COMMISSION OF THE STATES . v
F FiELo OuEIATIINS RUSEARCH TRIANGLE INSTITUIE . | -
] ] .EXERCISE OBSERVATION SHEET g .
* . , .
- HAEP 1s interested in exercise adoinistration problems you or your EAs
- . . observe o sxperience during the year's assessment. Problens zay be of a
‘ . 3 vocabulary, definitional, or Interpretive nature on the part of the respordent ,
. . . . or they may be caused due to poor instructions, timing, vsgueness, discrep~ :
sncies betvaen the stinulus tape and the-package, or difficult observstion
. . schedules. « * iy

-

please coumplete this form.
mail the conpleted fora(s) to Domn Saith st RIL.
vill be used to improve future sssessaents.

If you observe problens’ vith an exercise,
. At the end of each age class,

Your.obsezvations and comaents

- h " -
' YFAR AGE CLASS
’ Package | Exercise - . R
. Number Nusber ~ Co=ments
- . "
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- . B . i\bm ;‘n ASSESSMINT OF (DUCATIONAL PROGRESS
; . . - ACMINISTERTD 8Y THE EDUCATION COMMISSION QF THE STATES
\ * FIELD GPERATIONE  RESFANCH TRIANGLINSTITUTE ~
' < C PO BOX 12164 + RESCARCH TRIANGLE PARK, NO"_!TII CAIOLINA 21X
] . e & 031 3416000 ) .
. [ 3, , mrz .
Lt T0: ° . . : )
. SCHOOL: '
—_— __
Tt - FROM: R i » District Supervisor
’ SUBJB‘CIB: Confirmation of-Assessment {n Your School —- ~Year-0lds#
’ On_ " ‘ - s at approximately
I will“srrive at your schogl to select the sanple of students that will be parti-
. . cipating in Nstional Assessment, In order to properly select the sasple, 1 will
. need t¥e following: .
(1) A.complated s:ud'cntl.tittn; Yora or computer list of all eligible students
in the age group indicated above, regerdless of grade. Eligible students are
~ those born during the pericd specified for the age group at the botton of the
. ) Page. The listing should specify the nana, grade, sex gnd birthdate for esch
student. Tha list should not' contain the nawes of the ineligibles spacified below.
i ) (2) A tount of ineligible students by category ~ EMR, Non-English speaking, and.
- functionally disabled ~ who are currently enrolled and born during the appropriate
time pericd. 1f these ineligibles appear on the Student Listing Forms prepared
ag'tlzn school or on a computer’ list of eligibles, please identify thes.
(3 Identiffcaticn of any student vho 18 no longar enrolled vhose name appesrs on
. the,'Student Listing Form or computer list of sligibles.
* . . Ifzyou vwill not be avaflable at the time I arrive, please arrange for soameone on
the staff to have these materisls for me. Following the selection of students, 1
. will need to discuss wvith you the space required and the day(s) and time(s) to
‘ . " conduct the assessment in your school. .
- ‘ 1 would Iike to schedule the assessaent for . -
: A . Ihe nusber of one hour group sessions to ba administered at your school is »
. * with esch session consisting of approximately students.,
* s Pjleass coapleta the enclosed questionnaire and hold it uatil I arrive. 1 look
s forward to visiting your/school aad working with you and your students. If
. g questions arise regarding National Asssasuent, please writs or call Donald G. Smith,
- - > Nationsl Field Director, toll frea .at 1-800-334-8571. ,
+ % r
. - c,ommn-s
s Vo
. - .
. 7 n = "
‘e P .
. » -
- . X 9=Year-Olds, born during calendar year of 1970 . .

13-Year=0lda, born during calendsy year of 1966
17-Year-0lds, born October 1, 1962 through Septeaber 30, 1963
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. m NATIONAL ASSESSMENT OF EDTOATION AL FRoGALSS
- ADMINISTEAED 8% THE EOUCATION COMMISS{ON OF THE'STATES .
. FITLO OF ENATIONS, ACSEARCH TRIANGLE INSTITUFE N
* . PO SOX 1214 + ALSEARCH TRIANGLE FARK NORTH CAROLINA 37709
. ¢ E 1915 5416000 N
. o’ . . v B
~ L]
- / . :
DATE
] /7
a / a . Y .
t0: ? I
[
SCHOOL: . .
- o
FROH: > , District Supervisor ‘

-

On . s

» SUBJECT:  Conf{rmation of 17-Year-013* Asssssuent Ia Your School

at approximately '

1 wvill arrive at your school to update
during-wy pravious visit and to discuss
assessaent.

&
P

the student saaple which was selected
final arrangements for condlcting the

' ¥ r
In order to }roparly

update the student sanp¥e prior to the assedsaent, I vill

aeed the goldenrod Student Listing

Fors wvhih.vas left at your school vhea the

sample vas originslly selected.

The goldenx

tudeat Listing Fora should contaln

the naae, grade, sex, and birthda

te of any 17-year-old* studeat who has enrolled

in your school since the original saaple wits selected.

In additicn, pleass fden-

tify op the Group Adainistraticn Schedule(s) you were given aay student vho vas
selected for participation but has withdravd from school. The reason far each

students withdrawal should also be recorded,

-
LS

1f yow wiil not be available at the tine I arrive, please arrange for fomeone o3

the’ faculty or staff to have these msterisls for ot

1 would 1fke to conduct the assassmant on

- -

. ¥

hd L

{ look forward to visiting your school agaia and vworkiag

vith your faculty and

students. 1f questions arise regarding National Assess=ent, plesse write or
csl] Donsld G. Saith, Natfonal Field ’ninctor, toll fre} at 1=800-334-8371.

COMMENTS : ' .

. ;- :

-
+

© % 17-Yesr-0Olds: born October 1, 1962 through September 30, 1963

~
» >
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y - XI. CENERAL PLAN FOR ASSESSMENY ‘L . Ve
. ’,
" - . ;
o ‘

-

A Introduet ion

\ 4 .

a -
The success of assespaent depends ti}on carefully scheduling each assess-

nent veek. All mdividush who will be tovolved with the sssess3ent program .

(1.g., the IA, :hc lchool coordinatorn. and other school staff) zust understand

your plans for usument. T EAs nhould have thoroughly revieved the EA

understand their tasis. their tasks.

' The school ecordinators,

teh the{vcu given vhen :h!y vere rcuined On the first day of

t you will 31v¢ thea additionu training and make certain that thg .

! '
1 4
however, u.ut Tely for the mnost Dart on your pre-

cue verbal instructions. Yaqur schedule can be upset if the coordinators do not

!onau through on your plazj

¢.g., if the 5LF is not cospleted when you arrive

.or if the coordinator does not distribute the Appointment Cards or, contact Tthe

studenn to usure that they "will be prnent for ulclmut\:t/the appointed

tise. Also, if tuchtrn have
oot bi perzitted to leave the

asséssmant, you should call ¢t

not been notified of assesszent, thc students =AY

.

classroca. DBefore you arzive at the s%or
he primcipal ot coordinstor to sssure that t¥e .

-

SLF bas been’ co'nphud and that arrasgesents bave been oade for appropriste

L) i s
space to eocnduct assefEaeat,

. « s
At the school you must be prepared to snsver {ues—

tions concerning Natiopal Assesszent. Also, you should have a supply of NAEP

infornationsl materials for distridution to school staffs and studeats. The ~

;godviu md_co'%ipcntion‘o! t

zeat is to be conducted \succcu!uny.

ke school,staff is absolutely essential 1if assesd-

-

You must alse plan for esergency situations. The IA and the school staff

L]

must know vhere and how to reach you during assessment. When recruiting EAsY

L)
keep a record of the names and telephone pumbers of the FA candidates whoa you
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do nbt sgé One- of--r.‘candtdnu tould be used 1f tn EA you have .
\,":‘ . )Y -‘ nleé)nd 1s vnable to votk. You should secute’a list ff possible EA :
&i: . . . LY *'),z. and;d.:u during your ﬁ.rs: visit to & P5U. Try to mttctpau and be
I A ’ oy s . & . *
.t v T . ’i - pr'c'bared for any unusual sitvaticns that nxy occur. 1f unique uhedulin: ]
4 - 1
\ . .1( « . 3 problems arise, do not hesitate to call rou Rezions) Supervisor for advice
L] * \] ’
"'\-{ ’ and assistance. - \ 1
i - <
. v - o - ) . ’ . .
. - ‘ r . T Presentation of Asseszoent Plan at Age Class 2
’ . Following is a general plan for assesszent in an Au Class 2 PSU. The*

- . details vill vary froa area te area and vill have to be worked ‘out by :he ks i
according to the particulsr situatien. As the plen below dmm:ra:u, ic uouhl
probably bs to your advantage to plan for the EAs to assist you with seleeting

. the sasple and completing Administration Scheaulu 1:1. the largest schools in *

. 3 ‘ ;he PSU.

Week Prior 2

sandatody that you zail a c&l tr-xuon Hesorandus to sll schools

r:;

in the P 2 vhich packages have been aseigned. This should be received by the

¢ ) \! | , school one veek i advance of the day you yill arrive. The Conﬂmtton Yeoor-

= odua should contain as much apecific infor=ation as possible including duc(:)
of assessment, aount of tize necessary to co-a-pleu assesszent, asount of

lpace nu)dcd !nltmtlcnl for co::pl“:tn; thi Principal's Rudtngluteu:un

. * ngntonnltn. ete. - ' -

te ' v 2. Telephone the first tvo schools to be visited in the PSU (normally

* those schools vith the largest portton of the ?SU packau autg?mn:) to

- unurc that SLFs will have been cocphud prior to the date pf assesszent

L]
. '

{ and to arrange your visit for Hondly and/or Tuudly of the following week.
- * » M < LA 3

. - . ¢ L . -
. \ . . .
.
.
. \ .
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3. " Thforn Fh'g ZAs vhen and where to mest you Monday »orning.

Honday Horning . “

. « 1. Meet your EAs at the first school to assist you in selecting
[ " -
the sazple and completing Adninistratfon Schedules. ’ .

2.  Select sample of students for assessment, assign packages to
: ! 2

students, and collect and check the Prtnctpal'; Reading/Literatyre Question=
* . * L, +

naire. .
»

3. Instruct the EAs'cdncerning the completion of Ad%iniltrlti'on
Schedules and Appointnent Cards (if used). .
- 4. Discuss room Tequirezents vith the school coordinator (vhile

PA$ are finihing Administraticn Schedules and Appointment Cards) and work out
- . \
&n asgesgment schedule, Do not automatically exclude lunch hour for assessment !

»

seasions. Some schools may be agreesble to Yetting theisgudents thinge lunch
periods. Assesszment should begin fo the first school &8 early as possidble

Q'I‘uclday sorning. . s ‘r : .

’ 5. Instruct school coordimator to cemtact studests who are to be

+

assessed Tuesday 2.8, "first and then pass out Appointant Cards (if used) for

rmining adziniatration(s) acheduhd 1n the acheol.

> 6. Take tha EAg to r.he s:.cond school and rapeat steps 2-5.%

+

Mondsy Afterncon )
1. At a mtul]:y convenient place (DS's hoze or place of lodging,
oue of the EA's honea, ctc.).tuin the EAs {n Plc‘hse adninistraticn, Also
exphin codin; Procedur:s at this tine. o .,

2, Provide the EAs vith the nte:uh and supplies nuded to coa~

plate assessment in the firat schooh vhere the ssmples have been selected, *

% 'If the two schools with the largest port of the PSU package assignments
are quite a distance #parC, § szaller school (nearer to the first school)
way be chosen as rthe second school to viait Monday morning.

»
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3. Telephone t{e third and” fourth schools scheduled for saaple

sZleciion {on Tuesday) to confirm sppointents snd, to sscertain Jthat SLFs have -,
jabiaiiel -
. - been <ompleted. v: T, o P
& -
) . Tuesdsy Morning P, .
steeely R - . d .1
. . 1. EAs wil]l befin conducting sssesszgnt in first schooly—Remember

\ C you oust observe the first patkage adminfstration by each EA. Following your
. cbservatfon of an sdainistration,- critique the adainistrations with the EA and
»

5

(‘ ‘ R - trsin further if necessary.
l 2.  Visic t‘hlrd and fourth schools, draw sanples, assign packages,
. . complete Adn‘lnls'(j:tlon Schedjles and Appointpent Card ({f uged). Schedule the
first package sdainistratfions in these schoold to cofncide with the scheduled

completion of sazple selection &n the remainin} schools. Sacple selection may
1 r

-
' s ‘ . 1 \J.‘ contipue into Tussday afternoon. . . N

L] - ;
. - Iueslax Afternoon . f.‘

.
- .

1. Rethrn to the first and second schools to review completed work
4

of EAs. This will probsbly be near the end of the school day, and you should | .
check Ad;:iniltiatton Schedules and the packages thst have ‘been sdministered.
] . 2. ‘Distribute to EAs the saterfals and supplies needed to complete

/ assesssent on Wednesday (1f the EAI' are sgcheduled to begin assessuent in dif-"

- L]

ferentchools the next day). .

3.

Telephone the rezaining sgchools (if ady) in the PSU to deteraine
N\ ’ ‘-
. if SLFs haye been cozpleted and to confimm sppointments for sazple selection.

. . 4. FReview packages completed Tuesday, checking carefully for coding

. , .
: " CITOrS. ’
> . L]

: N 5. Addttionsl training of EAs as heeded should be acconplis'lh%.
' . Uegnesday and Thursdsy * L ,
’ 1. Contimue to see EAs daily to make additional assignnents and

pick up completed pach.ge's. Review completsd psckages on 8 daily basis and

a . ] e > Fl
. - | - L
~ c L ) .
r » 5
(€) \ ) ‘ ¢ g N .
EMC . ' 131 * .
. - . .

A
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1 - . ’
a session was cancelled for afiy reason (early disnissal, school closing, etcy)
\ .

T «
or (2) 1f a quorum {s not obtafned in a session (other than uhere & portion.of
a group vwas aufgn}d). You zust conduct these sessions 1f You have been unable
to fit thea into the EA's schedule. Distribute revised Appointment Catds for

these sessicas, if used. Use the original Adnin'istntiign Schedule Put reyise
- entrles ss necessary (date/zime/room).

r

2 A Y
. ,Friday . «
* 1. If ﬁecuury, l_qhedule and conduct makeup uuio'nq -
.2. Send necessary reports and forms to RTI. .
a . a
- Second Week

If you are working in a one aod one-half week PSU, coptinue with all

tasks until package sdainistration has been completed ia the PSU. If you are
umable to complete assesszent in a PSU a3 scheduled, call Your Regional Super-
visor l=sediately. - e

»
>

.. Scheduling Age Classes § and 3 PSUI

~
r

The sazne buic schedulmg tcchniquu can be applied to the conduct of
assessaent during Age Cluus 1 and 3. Tbtl{ouwins uem. howeaver, are

offered as reaindu's of :ub which are miquo at those Ase classes: ‘

1, Age Class 3 student sa=ples in lchoo’h assigned’ e than ¥ adaini~
straticns are to be welected during the 9-yeaz-old u:eli;ent pecicdl Age
Chu‘J student sample

s in schools sssigned 1 or'2 adninistraticns may be

le is nqt selected sust be cslled vhile you are\l?/
r.hf PSU and informzed when y;u will return {of smaple seledtion and assassaent.

.
> L] » \
Ask thea to update the SLF grior to your arrival. . ‘
5 * ‘
S . - 1
'; . ' N -~ . |
H ,

. . \ .
selected during this od at the o_ption of the DS. Age Cless 3 schools | |
.in uhich the studeat i

4 : : : , )
£ X1-5 . N :
o 1 . 4 .
L3 L) N
\ o )
F L4
. contact EA {f prrors are detected. * . ’\‘\
. . 2. . Schedule Sakeup or second sessions if necessaryj d.e., (1) ££
- . A :

A f
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2. It vill be necessary td update the sazple
éult prior to l7-year-old alseltncnt; fh' azount of
this task could consume 28 much 28 one hour.

3. Honresngdent Followup will be couduc d 1

vhich do not have an ove:all student :elponle te ©

4. * Supplementhyry Frame f&lti@g forns t be
Class 1 assesstient aad collected during Aze :ii:}\é
-~

. {

at eich Age Class 3 school

tize required to complete

o Ase CIasu 3 schools
£ 75 02. -
distributed during Age

assessaent where applicable.

. .’ .

D. Upon Completing Packagze Adninistration in s PSU

1. Collect 21l NAEF nxterialu distributed to

v

scheduled fo: future assesszent, they may keep thelr

have completed th’uigmmt. You should also co

the EA's Datly Prodtion, Time aad Expense Record f

be mailed to RIL with your verkly reports.'
2, Raview conpleted packages and pack thea.
Reading/Lizerature Questicunaire, the yellow tear-of

Schedules, #nd the white copy of the School Workshee

packages for cach_lchool.

3.  Ship hardshells by bus to MRC.** fﬁil the

the School Ho:ksheet/gnd_:ﬁt Adninistration Schedule

.

with Your other vetkly reports.

* Be sure Part E of the School Worksheet has been coupletad

.

% It is permissible to ship conplctcd hardshells
PSU is complete. Rowever, do not, ship packsges
until all vork at the school is complete (this

the EAs. If the EAs are
EA Manusls until they
1lect, check, aad approve

or esch EA. These should

- ¥e

Place the Principal's

fs of the Administration

t* on top of the completed

yellow and pink coples of *
Fal

pink tear-offs to RII

S

-

before all vork fn a
adainistqgled in 2 school
{ncludes dakeup lelliouu)
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’ XII, STUDENT SAMPLE SELECTION AND ASSESSMENT SCHEDULING )
A . . .
P - v M
' A. General Infogrg.atioh . " .
.
. ~ - N 0 ° -
. ) Prior to student sazple selection, you will have given each school the

/——WLP for the age class to be assessed. This dopleted SLF (or a cozputer

. b
. Bes

3 printout) coupriges the frave from which you will draw ghe samplé.

Jou will also work with two other forms at each ‘school.

- = 5chool Wodgsheet (NA=14)# . 2

= . Package Asgignment Fora (Hﬂ-lﬁ*

Lo . You should have a supply of blank Schoog. Worksheets. .A Package Assignoent

. ) Su-.-n.;ry* for each PSU and the Package Assignoent Forms for all sshgols in

the PSU M1l be gent to you from RTI prior to' stud?mple selection. The
be

* . Package Iusigumnt Smry specifies the package n rs agsigned to each
. - -~ ¥, -
o school and is designed to assist you In scheduling work. The Package Assignaent
- \ L]

Pora, which gives 'specific lastructions an the gelecticon of sazple students.?

. r
. will norcally be priated by computer and will contain instructions for only

[ -_— »

one school. Imstructions™hot applicable to that school will be omitted on ”
the Package Assignment Fora. You will #1s0 be given a fev copies of a '-pecia'll

o version of this form (NA~1la}* which will parmit you to obtain the necessary

information by telephone if you have not received the Package Assignoent Form

L prior to student llﬂ‘p!.e selection.
: |
B. School Worksheat : |
-

A Scheol Worksheet 1s to ba completad for each achool for which you raceive
LY

1

. *  Examples of these forms are showvn at the end of this chapter. .
p

~- Y

®
[

- ERIC . |

BRI A v Provided by R , . .
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3 P,nckag'i Assignsent fora, svet {f no_psckage is administered in :‘he‘&hool—.

The School Workahaet contains six part_l.'vhlch ‘ue ducu:'ied priefly belov,

More *Jecailed {pseruccions for complecing the work;heé; are given in Section
- L

c of this chapter. b

1. Parcs A B, and €

parts A and ‘s are e used toO enunerate the {neligibles, ldentified
by cthe uhool In Par: C you are to enter the source used by the school

to complete the SLF; for ¢ exacple,” 3 computer 1ist, the ceschars’ class

. rolls, or s school enrolloent file.

2. ParD . »
In Part D the toral count of eligible students {s recorded. If
l\:buwpllng {s not used {in the school, Parc p.1. enly will be conplated.
it subsanpling is used, Parc D.%. only will be couplated. 1in no case will
voth Pare~Dil. _a_n__é\D-Z‘. pe complated.
3' 1‘,_"’5_.;- ¥ - -

parc £ of the School Worksheet i3 to be compleced sfter packages

have been adninistared in the school. Each package nunber sssigned to the

\school must be entered iv the. colum headed "PkE- No." aven 4f no students

r

- 4. ParE ¥

complete the package- Yor uch package nuber assigned tO the school, enter

the votsl aumbar of packages adainistereds

-
-

In Parc F Yyou are to enter the flnal group unple size for the
school a8 decernined f:ow‘! the Package Assignzent Form, (See section C of

this chapter.) Ii any uwple-uhted problens ariu i{n the schooly they are

to be explained 4n Parr Fu win sssigned package sdainiscracion 1s not given”

neans that 2 scheduled g_rOup session could mot be held even after ltterptln;
- P -

3
[,
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Pl - l‘ < - i M LS : . . . . .
r ] b " 5 . . * v a -
to rescheduls the session, Also, you a:elto 11st the package number and
1.D. Nuzber of any ult-h}anéﬁhd non-readers. If after inquiring about
‘ ' the completeness ¢f the SLF yo{r are still not satisfied that all eligibles

are represented, you should mle'e your concerns in Part F. If it is ne-

. . ,Cessary ‘to continue an antry {n I:A:t'!', continue on & sepa?ue lhutfbe ;
. - s T a

. sure to include PSU nueber and school number) and sttach it to the coples |

s LI - 4 :

returned to RII. . i

. 5. MNeed for More-Than O‘nc School Worksheet for a Schoal .

* In sone schools, the student body 1s divided fnto split or modular

o > A
sesstons, Thia information is relayed to RTI on the Special Sessioms Recording

. Form. (See page VIII-18.) Fox these schools, each session 1s treatad as a F

separate school, each with a different school numbar assigned by -RTL, You .
»
will receive as many Package Assignment Forms for the schovl as there are
. R ;eutonu‘; these forms will be fdentifted by an "A" (applicable) fol}ﬁoving

"Special Session Code.* A School Worksheet 1s to be completed for each
L4

.

Packige Assigazent Form you Tecaivae for the school. Bg sure t!l\'Wf{:l ia
- A %
‘all parts of the wopksheet apply only to the session (énd school m.nlu:%Y

which the worksheat is being conpl&:'ed. ., . '

e 6. . Supplesentary School Worksheat .
During Age Class 3, a suppleseat to th\ ~€\'..vo:l:.shut'1.:1.11 ba required

n schools in which the sampls vas drawvn during January or Fabruary, Con~

) 4
P * pletion of this supplement {s coversd in Section c" of this chapter.

* -
‘ . .

C. Format of the Package Assignuent Form

L

‘ rh-rhchzn Assignaent Foran contains seven {itens vhich give insyructiops
L]

. . L] Schools which do not have special sessions a:‘c essigned a Special \
Session Code of “NA" (not applicable),
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"L ‘ Ited 2 of the Packege Assignpent Form, sttempt to determine if 311 elggibdle

- ) . * XI1-4 R

>

o T a

for aelec:in’g‘ the student sample. Theu’ itens are discussed below. An

example of student Eaaple solection 13' Riven in Parry D of this chapter.

.
LY

1. ltem { e , ,
‘Ttem 1 of the Pagkage Assigoment Forn contains finstructions for

determining com;; 5f ineligibles iq. the gechool. In esch school, obtain
N - .

the completed SLF and the counts of ineligible students (ucomf page of
- . ‘

" ¥ L] N
Surmary of School Tasks) from th¥ school coordfnator. As instructed in q
'

studepts in all grades* mrc’liued on the SLF and £f the SLF {3 up-to-date;

that s, new c:irollees have been listed on the SLY "aad students who hAe left’

» * L] -
the school have been crossed off the SL¥y If it appears the SLF '{s incomplate

because all appropriate grades are not represented on the list or bec;uu

fewer than the projected nu:be:.r of'eltglbhs are listed, it will be necessary (
_—

- L

for you toFinquin sbout the conplegﬁ;eu ‘and sccurscy of the list., It ey . .
- ’f' - —

important that you sample from the most complete and adcurate list of e"l.‘.gibles

#
that can be provided. Also attempt to determine 4f any non-English spesking,
. -

)

B{R, or funcéfonany dissbled studeats were listed on the SLF: 4f ‘so, CIoss

the names out and add then to the “Count of Ineligible Students.” thny.'

e, - -

cross off the list the nakes of any students whose birthdates are not within
» "\ .
the perdiod specli’ted on the SLF or who sre fneligtble f.o:'atlty other reason.

When you have the ﬁ.n;f SLY and the correct counts of non=English
A - . y .
speaking, EMR, and functionally disabled students, and of students with out- )

.

rof-range birthdates, who dre no longer enrolled, or fneligible for any other
LY ]

Tesson, complete Parts A, B, and C of the Scl_:o.cﬁ Worksheet . **

- " .

* See "Estimated percentage of 9=  1J-, and 17-year-old students enzolled
in various grades scross the U.S." st the end of this chapter. There {5
variability in these estfmates from schodl to school. The table should be ~
dsed to point ‘out obvious lack of eligibles fi.e. 50 9-year-oldd in the

» 4th grade and none in the Jrd.) .

*% At Ahts time. also update the "Count of Ineligible Studenxs Born During
. dste " tear it J\r’o‘n the Summary of School Tdsks, and place it in
the SLF storage Envelope. R .




L . . .

. ‘ _ ’
. Entries on the School Worksheet are used te deternine izportant elements ’ . ¢
in the analyses of the data. District Supervisors, therefore, should work

very carefully with the Coordinator to determine gounts of ineligiblewagudgnts
_, -

L]
and enter thess counts exactly on thé worksheet. . ‘
. ’

L}
P If you find after sazple selection, but before package administratiom,
that a student in the sazple is inelfgible, that student should be extluded
. .

LA ’ from the assessnent. If you find during, or after package tdministratien, -

. that a student is ineligible, explain the situation fully on the cover page

and fil] in thé Packsge ConditdCh Oval‘idéntifying that student as inelipible.
L] -
Any situation in which you discover that & student in the sample is ineligible

must also be explained fully in Part F of the School Worksheet.
: © "2, Item2 '.” - -
Iten R provides information concerning the status of ;ubsnnﬂ.ing
’ in the school., There are three situations vhich may occur, only g_n£.o£

. . vhich will apply to any one school; that one will appear on the Package

- Assignzent Form in Item 2. The three situations are: . » ’

+ [

a. _Subsazpling is not to be used in the school. In this situa-

. tion, . Iten 2 of the Package Ass’isnnenc Fora will be:

. . LY

. »
. <7 ; Subsarpling is not to be used. Nunber the eligible
ividuale on the list. Complete Fart D.1 of the al
) . - ' Sohool Worksheet. "

. " As instructed nuaber sll the individgals on the SLF and enter the total - |

#nunber listed in Part D.1 of the School Worksheet. Part D.2 will not be *
completed. . Co ) “

- . b. Subsampling can b; used in the school and you had indicated

on the PSU Control Sheet that the school would subsample, ‘Iten 2 will then

. give the sampling interyal and start nuzmber ch':t'nppured on the PSU Coatirol o
- - ' - " -

. . Sheet, for exacple: ¥ N »
. ?

E l C ‘ )

. . . [As N
JAFuiext provided by ERIC
Ll

» ~
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‘The sm?ting interval is 2. Ifﬁc a¥hool hae previously sube~

sampled, number every line and corplete Part D.2 $ the School

Workshest. If the school has not previously subsarpled, start

- / . numbering with the first individual and number every s'ercond

‘ individual on the list. Comp:’.ete Part D.2 of the School Worksheet.
Suppose after numbering the lines in eithar situation (that is, the school .
has prgv;c;usly subssopled or you subsaaple vhen ybu arrive at the school)
wou end up with 104 eligible students nuzbered. Enter that auzber.in lart

. D.2.a.* on the School Worksheet. 1In Part D..z.b. enter the sazpling inter-
val given in Item 2. Hultiply Item a. by Item b. and enter that ltot;l in
Part D.2.c., as shovn below:

1 a. Total count of eligible students listsd.on SLF a. fo¥ - -

i b. Dnter sampling interval from Item 2 of Package (—
- - : Assignment Form * b. <
) : o, Multiply Item q. by Item b. ] | - o. 2% .
. I this situation, although the total students actuslly gia_beid is 104, ]
’ the total eligibles in the school is 208, 2
* c. 1f you did not indicate on the PSU Control Sheet that the
‘ x
. school would subsample, and subsampling can be dome by you after you arrive ]
at the school,' Itea 2** of the Package Assignoent Form, for exakpla, would be: 1|
Use the table below to determine the sarpling interval™ |
based on the total eligibles in the school. |
. r
. Range of Start Sample  Range of Start Sample
5 . Eligibles _No. Interval Eligibles _No.  Interval
= . 1149 - - 351-415 1 s ) .
- " * 150-220 2 2 §16-483 -+ o & .
221-290 1 3 484 or more 2 7.
. ) 291-350 3 4 L e
. hJ N
. . If not subsample, complete Fart D.1 of the School Workehaset.
If subsample, complete Part D.2.

* Patrt D.1 of the School Worksheet is not to be completed.
¢ %% Entries in Iteam 2 will "vary by school.

* L]
~
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. 5 ' In this situation, The total number be used to determine
. ‘ the subssapling rate. ;'herct'ou. 1t will be hecessary to er nake & i
£ o } ’ ::émt of the total mumber of eligible d or to pf’oject the approxizate
. . ‘ nuzber 1isted to deterzine the start nunber and lanpfe interval. -
. . N, "It the r:::ge of eligibles does not allow lub;az;pltns (that {s,
P no start nuaber or 3up11ns }Sptcwxl is givan) or {f you elect not to sub-

, sazmple, number every eligible student on the 1igt and cozplete Part p.1. of
the School Worksheet; make no entries in Parc D.2. If ;ou ‘elect to subsacple, ,
- zake no ehtry in E:ft D.1; c:mplclte Part D.'Z 28 in the exaczple above. Enter
: ' ./ in Part D.2.s. the total students nuzbered on the SLF, in Part D.2.b. the N '
sample interval used, and {n Part D.2.c. the product of the D.2.b. times

N < A D.2.a. , " . )
: ’ - If: at the tize you arrive &t the school to select the sample,

. @ nanes of addt;tonll eltgiblu need to be added tQ the SLF and subsampling

was not used, thcn :b‘u nazes can bc added dtrectly :o the SLF. However,

c - Lf thg SLP vu. conpl_eted for a sample’of students, and addiv{onal eligtbles
d 1 nead tb be .ldded" then the additional eligibles lhould be gubsazpled using ’ .
- . ) b i * 1
. . : *.the a:ar‘r\‘eﬂn‘bch’ﬂ:d count interval specified in Ites 2 of the Package
. - . ¢ -
L. - A‘ltgnntng I . .
N 44 tu Q - Sgactal Instructions
N P * ¥ ’. Itu 3 ofs the Package Autgnun: Form 9111 give you special instruc-
. - - ‘ 3 .
* oy " ‘ :1on| vhan thfy are needed. These may be 1n\tructtom for: - .
. . ot 2. Partial Group Adninistration ° . . ,
- A L a
. . L } * k) .
. T oo ‘. * Some schools will have only szall enfollzents of eligidle
: a v . #tudents becaus¥ the school ftself has a low total enrollment or because * ’
ey N ” ’ . .
r the grade range of the school 1nclud_u only & few students in the eligible
< . . v
’1 . , age class. As an example, e high school with gradés §-12 could podsibly LN
. B F . ’ )
* -
. . ) . . . .
‘ S X ' ~ ' ‘ ‘
- . »‘W’ % . * . \
.. = - T . ; . ’ H '
2 - ] “ ' ' < B .
. . oy : »
[t ’-. ’
. , , -':. ot N . . . ]
N . » '
. - . e )
- . . ‘\i\ ’ ] . . a» .
» . - '
) . ’ve 2 | N3 — : .
Rl = -
!
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. . ha‘vg & fev 13-year-old students, Only a parcial group adoinistgacion will
'be assigned to suth schools .:ha: have fzllen into the sasple. Instruccions
. ' fc;; drawing the sacple for these schools will be given in Items 3 through 6
of :hg' Paciuze Assignment .}'orn. .
, . b, “Ocher
. Ocher special instructions will be provided when necessary.

. & , 4. lten & - Deternining the Final Croup Sample Size ' -

N *

. In Icea 4, 2 table is provided for determining the final gicup .
- sample size in the school. The deterninacion is based on the total actual

eligibles in :he school v‘he:het or not subsamsling is used If subsaspling .

. is nor used in the school, the tocal actuzl eligibles will be the fizure
|_ encered in Part D.1 of che School Worksheet; 1Y subsazpling is used, the total

S ' _ac:bal eligibles will be the figure entered in Part D.2.c. of the School Work- {

, " sheet. When the final group sazple size has been deter=ined, it is to be
’ entered 1n.1’art F of the School Worksheet 2nd beside each packsge nusber 1n‘

, Iten 6.B of the Packsge Aswignaent Foim. A total sample size for the school :
. |
i

. . . is zls0c to be ontered in Item 6.B.

. r . .
z (- .

- 5. ltes 5 - Set of Random Mumbers

A ser of randon numbers which will be used to select Individusls -
»

. for packages 1isted in Itea 6,3 is provided. Normally, zany more random
h Y )

v

nuzbefs than are needed to draw cthe sazple in :he scheol will be {i.ven.

However, 1if the total eliziblu nuzbared on the SLF is gredter :h.m the

-

, largest randos nusber (specified in Iten 5) call RTI i=mediately*,
. L 6,  Jltea 6 - Croup Packiges /
. v . ' . " A -
[/ . Instructions for selecting the group packsge sample are given In
. Item 6 of the Package Assignbpent Forz. -

* Ask for Anne Clemmer or Phyllis Norris.

ERIC

Aruitoxt provided by Eic:
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- 7. Item 7 ¥ ‘ ‘
- ———— [ ]
-\ Iten 7 refers you to chis cl;apur of the manual for additional details
. . on the use of «the Package Assignzent Form. -
. . . . el
. »
P D. Usa of the P'ac_‘iuge Assignaent Form o .

" An exazple of‘:hc use of the Package Assignoent ro;g to select the scudent
- sazple in an Age Class 2 school is given and discusded belov. The «exazple in-
. - cludes 3 completed Student Listing Form; the Package ustgm:‘ag Forn for the .
: ot exazple 1s shown at the end of this chapeer. . ! :
. . l. Iten ]l - Exa=ining the SLF for Ineligibles
As instructed in Itea 1 on the Package Assignment Forz, the Student R
Liscing Form was carefully exa=zined fo'r eligibles and ineligibles. Three

students were locaced vho were no longer enrolled. A line vas drawvn through

: these students’ paszes. . <

-
3 - -

2. Iten 2 - Numbering the Lise

L)

In this exazple, Itexz 2 on the Package Assignment Form lndlca:ef.l
that the lisc could be subsampled. The scart nuszber wvas 2 and cthe sampling

. interval was 2. The list wvas subsazpled and the sa=ple individuals on the

. 1ist were sequencially numbered in colu=n & of the SLF for a total of 104:

- however, ‘since the saspling incerval vas 2, the total nucber of eligibles

in the schools was 208 as deter=ined in Part D.2 of the School Worksheet.

3. Itead - Special Instructions
. . There vere r no special inscruccions for chis school. *

e t 4, Item 4 - Determining the Finsl Group Stﬂ.l_Slze

In\his euzple, Itek 4% zf the Package Mslgnnen: FoYsn reads:
. . A, Use the table below to deterrine the final _gwup sxple size,
based on the total eligibles recorded in Part D'of the School workshect. .

*  Enctries in Itex 4 will vary by school. "

J

I

DUBUSRNY  SE—

.
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i h 1-20 16 - 9 .
s LY . i zoz\-‘zru\\ 7 9
. . - 215-228 . 8 10 . .
’ . 229 or more ) b 1o ~
. . [ P
. - . B. 'If actual eligibles are- faxr thén the total of the growp 1 /
1 seople size times the maober of package(a) assigned, dctem-&a the growy sarple

size by.dividing the actual eligibles by the ér of packagels) anigned. If
- )fir:al average gx‘vup size {8 fever thon 15, call RII kefore procesding.
C. In Part P of thg School Worksifet, Indicate the final grorp '
scrple gize cs determined abave.’ In Btem 6.8 below, ‘rceord the final growp

sarple size for each package and the total scple size.

. . The Student Listing Form in this eJu::?lc' contatned & total of 104
nu=bered eligible Individualés Howvever, !.Ett :b.e 1ist vas subsazpled, the

. . ~
total actual eltgtbles i the school vas 208, the nu=ber entered in Parg D.2.c. | |

¢ of the School Forksheet. Consequently, the fimal group size for this schr.:ol is |
! |
* 2 17. As tmt:u:tcd in Part C, this figure vas entered in Part F of the School '

|
l
worksheet and beaide each pac agc 1 in Itc:-? .3 of the Package Assigoment ‘
- Forz. The total sacple af:l for the school wis £13c entered ta Itex 6.3, Since ‘

l

three packages had been 2ssigned to the school, the total sxafle gize vas 51,
Nytice that In this exx=ple, the quorua for the final group size of

17 is 9. Thus, {f 9 students do not sppear for the session, 8 makeup session |

vnl be qutud. It will be a DS responsibility to check each Adntnistntion e

Schedula after each assessment setsion to deternine 1f the quorua specified on

. the Package Assignment Fors is obtained; If not, s mttu;'a session must be held.

Quoruxs and makeup |e|31’ous are Tequired in 9= and 13-year-old?schools. Follow-

up procedures for 17-year-old :chogls are specified on page X-13.

| ¢
* ' 5. Itea 5 = Ser of Random Nusbers - -

. Items 5 of the Package Assignaent Form Iin this exazple reads: ’

. " W

ERIC © , "( \

Aruitoxt provided by Eic: -
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-~ . |
. . ’
s - M . Below is a set of random nurbers. Use the set of random mumbers
- to select the total number of students for package(s) listed in Ltem 8, If the
- . total eligibles mobered om the SLF is greater than 128,, call RII before pro-
. ' cud;:ng. Some random mumbers may be out-of-rmgg, r::.}., .:hc random numbers
. may be larger than the ‘mumber of eligiples). Ignore such rmbers and go an to
- . the next rumber. Aluays cross out the random numbers as :.‘-uy are used or if
) e - ) they are cut-of-range. Each mb(r uzed denotu a selected student from the
e ! , ! list of eligibles you have almady mumbared. .
. - v 44 ~9 4 30 22 #% 4 17 S8 99 85 22 26 S99 70
36 79 88 62 73 57 28 ._27 120 35 87 111 75 19 41
, * §¢°* 83 38 §0 69 112 1227 10 7 53 Y43 77 107 101
, \ 97 123 &5 15 60 83 16 40 .12 2 21 %0 \103 80 128 .
. 13 109 82 33 64 108 92 104 18 91 5_2 1 32 102 '
) 121 8r. 6 31 &7 46 117 51 112 29 14 114 118 48 58
. 8 34 23 106 42 78 § 88 126 &1 112 110 37 55 47 R
¢ - 2 76 20 8 2¢_ 115 11 100 9% 71 88 119 3 85 72
. 'k 66 89 105 45 39 : .
‘ 6-. ltes 6 - Group Packapds' . . ' ’ N |
The student ‘u.;ple for group packages &, 12, and 9 vas s'!l:r'::ed fol-
. lowing the instructions in'.lten § vhichiresad: . _ '
..  Growp Peakgge(s): A & )
. -\ . A.  Use'the set of random mumbers in Item § to a’clcec the exple
- . students for the growp package(s) listed bclav Ci;cle tke '
mumber in colwm € of the SLF for each selected studemt.. ‘
- B.  Asaign tz selected students to tre group package(s) l£;m - ‘
. . o ’ below in the an;er of the adwinistratidn letter(s) lsted. The ‘
\ studw:t vith the smllest circled mumber vill be aang-rud to the ’J
. Sfirst a.dmnutm:wu lcttcr, the student with :.'-u nezd mluaf
rumber circled will be a.lngmd to the second admintatration
[ -, . lettér, :tc. As students are assigned to the package(s), the .
adrinistration letter is to be enteved in colum & Besids the '
. —_— . .

-

- . ® »
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. , : g

\  student's circled mumber. Repeat this procedure intil all

3
i . students are gaaigned to a specific gmup package.
i Administration letter Packaae Mumber Group Somole Size
~” ‘A . p I7 §
hY v . :
. - - B , 12 , 22 ; .
r . ¢ T S 17
- . — -
¢ ] s Total = r/ ‘.-
" ’ . - . oyl
- % C. For each grow package to be administered in the school, complets
. a Growp Adninistpation Schedule. « .
» \ s -

The procedures by which 51: students were selected and assigned to the .

) appropriate s:oup packages i3 cxphined ia the following paragraphs. JAn axazple

, of the co:plcted Student Listin,"or: used to lc{eet these students {s shown -

. - 1
- on the next nine pages.

{

™ set of nn&o; nucbers in Itea 5 vas exsniced line-by-line from left to

right. All out-of-range nuzbers (aay auzber above 104, the total eligibles

-
nuabered op the SLF) on each line were crossed out and 2 cumulative total of

f .
N - .
’E‘ e’ U
- .
Q v

ERIC- .

- * 5 L S e———
[ . . v , .

> ‘ . ,in-range niuzbers entered for eac'l} li'nc until 51 {o-range nunbers had been se- |
- , ’ lected. A line wvas then drawm to deline.:te the "sazple” nusbers from the "go- '|
™~ . - . sanple” nusbers. The set of random nusbers thea looked 1ike thx;’ e
. ' Y4 9 4 30 228 49 84 17 56 99 85 22 26 59 g IS
36 79 88 3 73 §7 25 27 mUt 35 8 22T, 75 19 41 27 ’
. 54 83 38 50 89 -3t e 10 7 83 43 77 84 357 101 .V
§7 X 85 15 80 *93 18 40 12 24 21 90103 &0 +oé
P 13 30> 82 33 &4 <S94 92 104 18 81 2 "1 83 32 102
. . e 81 6 31 &7 46 £ 51 43 29 15 3¢ #4243 58 .
. N R 86 34 .23 268 42 78 5 &8 2+ 8 HE 12 37 95 47
. 786 20 8 24 -+~ 11 100 98 71 98 &+ 3 55 72
N, 3 63 89 206~ 45 39 , .
, L,
N . All in-range numbers above the tine wcrL then circled on the .Student '
“
— » . Listing Form in colu=n 6. -, . .
. . " "
&



~

R LT}

v an

» ¥
M

-
»

CHAPTER XII PAGES 13 THRU 21
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o After 51 numbers had been circled in column’d, ifa!rltudét vith the smallest
. circled number —) vas assigned o adninistration letter A, or
N . 4 x w
the firsc package listed (No.,4); the student with the next ssellest circled num=
. L) -
b vas assigned to adainistration letter B, or the second
N K » \
"p:'ck':;e listed (No. 12); the student with the next smallest circled nuzber Wnmimid
T, . Wl s) was assigned to administrftion letter G: #nd the studeat with the next
. - r .
' szallest circled number _) vas assigned to adminiatraticn letter A.
This procedure vas repeated until 21l selected students wefb assigned to a . .
- - e
specific administracion letter (or group package)}. The a-uignunt procedure |
can be summarized as follows: ) . ) : |
] . |
. Number Fron Student - Aain{stration
. Column § Nices . " Letter : |
- 4 N A ;
L] " |
. 7 anp—_— ya. C
9 o . c .
10 | a— o Aov
‘. 12 . D 2
15 — - ¢
. _ e i . . - i
Fan ¥
S Shmmwe - -
' ¢ : 1
A 93 . b _ 3 .
% L . c -
n - - - |
' 97 o A" j
|
. .99 e . B |
. «
- * 101 L c -
|
- . . - ) - !
oo . ‘ . -
! .
- . i
» * ’ I3 i
» . \ . ‘
-‘u / ' : . . =Y
) ~li— . . .
. v . r . . . .
“-\ . . . . .
. » . N [ i
13 i =
o g - .
Y . 4
: N -
ﬁ.- LY LY
~ . e
9‘-’ "
147 :
» . . ) x
. v . / - " s
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' Y __— . -
- &2 As instructed in Item 6.C an Adpinistration Schedula vas prepared for each
- -

group packageto be aduministered in the school. Each schedule vas idgntified
" ’ .

- by administration letter a.nd: package nyaber. In this exaxzple, adainiscration
- M \ ’ -
. letter A vas for Package No. 4; administracion letter B vad for Package No. 12; .
adminiscration letver C vas for Packagé No. 9. Other pertinent {nformation was

- entered on the'ftop of each schedule and the names of select’ed students, along

. ) ‘ with appropriate identifying data (i.e., columns 2%, 3, 4, and 5) we"‘:e Te=
‘ y - \ corded. The SL¥ apd Adainistration Schedule were then left in the 'SLF storage
- oo . ) envelope until the schedules ‘vere.needed for package administration. _____ '

7.  Alternate Use of Random Numbers .

b

- i Tha above cimple vas used to illustrate the procedure for sawple se~

L - lgction of students. However, in numyZcases it is much easier and less time '
| consuming to use the random nuzbers to identify students vho.are pot selected,

— This procedure sust be used whep tha nusber of s:uden:a to be selected for the

L)

. - . sazple is greater thln. 50 percent of the highest nuaber on the Student Listing

Form. 'ihe procedure, using the Pachgc Adsignment Forn at the end of this M}p-

. 5 ter and the SLF on the next page, is as follows:
’. 2. The SLF vas exanined for fheligibles. oOne student vay lotated
' who was o longer enrolled. - : '
_ . . - - .

b. .The eligible students on the list were sequentially nusbered

v - in colupn 6 of the SLF for a‘total of 24,

su
~
» .

L. c. ~ Item'3 of the Package Assignment Form provides special instruc-

\ ., P tions. Since the number of eligibles listed on the SLF (24) . 7

- » . - a 4
> - _ ¢ s greater than the appropriate group sfze indfcated {n Item 4.A
< .

) » .

% .This information my oot be available if the saxple is selected froa a
cmapu:er printout. However, ,thc school coordinator may wish to .enter the
infornation on the schedule td Itcilin:t locating selected uudcnu.

R . v -~ ~ N

»

o . 14 . .
e . N 3 .

. . * . ' ~
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' * XI 1-25 »

» 4 - -
LY - . . / > |

] . ¥ of the 13ckag¢ Assignment Form (15), /rou should proceed to Itess
L} ‘ L] |
- % through 7. . " N ‘j
» * ™ s o . 4 , * |
. d. By using Item 4.A of the Package ASsignment Fdrn, you should |
+ - L]
. ) deternine that your finsl group gize is 15.
K ¥ :
. ; 2 e. ‘Since 15 1s greater than 50 percent of 24 (the total nuaber of
- o . P
* - R eligibles), you must eliminate 9 studerks from thelSLF using the
4 s e .
- ’ -
, . first 9 in=range randoa nu:bers given in Item 5 of the Psckage
|
Askignoent Form. Thn u_ddcm nunbers would lppur as follows: \
4 - . ) 2 3 18 5 % & -
y : 20 17 13 14 7 . '
. 1 12 10 27 1}\ - .
s L4 ) 7 16 2 19
. 6 23 5 9 4
. 20 15 8 26 29 . .
. . ‘
d, Ia column 6, cross out (X) the, 9 random puzbers; the remaining
. . - .
. , - » 15 students will then constitute the selected students. Since =
. - 'ohiﬁﬁmmﬁsﬂgmd—.—the—aewdﬂnhmm _ |
{A) is givan to ea? selected student. N
8. Shortage<of Randon Nusbers . i :
Whether you use the randon nuzbers provided in Item 5 of the Package
\ . Asgignbent Form to select simple students or-to elﬁniute mnes of students .
nor selected, you must have as =iny randem nuzbers as there are students num— v
L L 'beud on the list. If you have fewer random ausbers than \tudents pumbered,
. . ‘
. . call RTI befora proceeding. s )
L] , » . .
’ -~ .
_ E. Shortage of Eligibles in a School - . .‘
-7 . Before selecun} the smple in a school, check the nunbcr of e::iibles a;tinst
i ’ the ,nusber of students needed to selact the total sacple. If the er of eligi—
R . bles is len than the total of the group size times the number of psckages as= -~
\ - . ugned to the school, follow instructions ineltem 4.3 of the, Fackage Assignment
- » - e .
. - . ' * ‘ \._.
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5341 Aulgn all elgibles to backases as specified as Iien 6.8. If' the,

-

resul:ing 3roup sizes ar unequal, record in Part F of the Schobl. Horkshep:

eech yachge n{mber and the 3r0up uzplc size de.ternined for eaeh pat:ése.

E] ' . . ., [
F. Addtr.lonal Elgibles Discovered . > >

1’ 1n s rare case yoy discover additionszl eligibles in & school after
P
)zou ‘have besun To duw thé sapple,r complete the sacple lelectton procedure.

then call RTI* for instruccions. T . ’ .
- * . A
G..” "Updating the Student Sazple &t Age Class 3

During Year 11, the «achedule calls for the sazple to be _selected fn a2l

&
Ase“cless 3 schools assigned more thap tho packages vhen r.ﬁe DS is in the

PSU :o cen&uct Age Class 1 euesmn:.** This procedurs vis iniciated to

sllow: more :1& for Age Clus 3 schnols to yrepare for asssesstent.. Hovevely

- »

{c will requlre you. prtor l:o ictual lssest&nt in an Age Class 3 school, to,

L3 ‘ Y

3
“updadle r.hé s:udent uwpre by adding students who may hlve entered t,hc i}:hool

sincghe sazple \.-es selec:ed and to remove from the uudem: sazple :hose

stydents vho are no longer enrolled in che school. S:udents vho enter or °

leave the school are DOt to be added to or subr.rsct.ed from the nyaber of
eligibles entered {n Part D of cthe School Horkshee:. When the Ortgtnh

sacple is selected in Janu.ery or February, an sdditionsl SLF ana all Adninis

tyazion Schedules will be left with school personnel. They will be isked torlist
. —

~~

on the SLF all eligible students Hho enter the school be:weer\"t‘he: tize -

2

. and the time the DS returns tp conduct the asseuaenr.. They win also be
\\ . er $
ssked to cross{off the Adninistration Schedules the names of any selected
* Ask for Phyllis Norris or Anne Cletmer.
#%  Age Class 3)schools assigned one or two packages nay be sanpled during
Age Clzsa ) or Age Class 3. }
. Lo . '
’
v "‘b .
d - . L]
- . . r
- 7
- . » +
* & 1
- « 7 - :‘ . ®
. “ 1 ‘
» ’ ' »
& .
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v - k ~ . - f
-

’ . \ .:udcflc who leaves during that period. These forms, together with a special

. Backage Assignment Form will be used to update the sjudent Sample.

. 1. oOrd inai Student S

tion ~ M
. . ‘“The student sacple in Age ss 3 schools i; to be selected using

the procedures outlined in Section D of this chapter. ter sanple selectiom,

L Adainiscracion Schediles are to be completed (see Secfion H.1. of thig chapter)
- . ”’ v *

‘ . and left with the SLF and the School Wworksheet with Parcs A-D completed in
r > : -

the SLF storage envelope uvatil you returm to conduct assessmenc. You are
*, ,

- . Tt
. . to leave an excra SLF fo-f achool personnel to list new eligible students
who enter the school., This special SLF {s princed on goldenrod paper to
Y > discinguish it from che regular SLF for Age Class 3. For students listed ’

on chis SLF, it will be necessary to complete columms 1-5. If students

- ’ Y

listed on the Adninistracion Schedules lesve the school, all that is ré-

quired of the school is to cross the naze off the schedule and enter in the .

* I.D. nusber space the reason for leaving, if known (i..e. transferred, dropped
*

) out, graduated, ete.).: - .
: ) 2. Supplementary School Worksheet®: ¢ ) .
it ) 4 T If any new student is entered on che special SLF or & student's
/ ‘ . nane has been crossed Sff an Aduinistration Schedule, enter all percinenc
' " . ¢ data on the Supplegentary.School Worksheet (#an example i3 included ac the
> ~ - ]
& end of this chapter). \ ’ .
- t- ) * ‘ a. When you arTive at the school during Age Class 3 to updace ’
@ - ‘ ) )
: . . “che sample, you should screen the list of new studencs for
LIRN
" P . any ineligibles. The nusber of ineligibles who have entered
. ) . " ghould be enumerated by type in Part f.A. of che Supplenemyary
il B
» — " - School Worksheec. . 3 . -
- b. In Parc I.B., the total number of new éligibles should be '
LY LS -
. w, entered. ¥ :
* — e . . - ~
- . . .,
" [T -
. P “
~ EY .
. tove ] - -
. , ) . . ‘
. - s ‘ -
s . ) i
- [} . [}
1] » '
- [ . . W
L 4 ' * 4 -
. « -
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* ™
’ &, In Part’'II, for eithgpackage assigned g the school, the

nuzber of new eligibles wha are selected for particl)patioa s

» should be entered by package nuzber. New eligibles should

g)., be selected into the savple using the procedures given in

L} ’ ~ » - -
G.3 and should be added to the Administration Sctﬁiule. |

The nutber of eligibles who were originally selected for
L]

par:icipation but who are no longer enrolled should also .

be 1isted by therpackige number to which they were as¥igned.
They should, howvever, divided into two categories: trans=
L.

’ fers and vithdraval other than transfers. The fimal group |

. size for each package must 8lso be shou-n. even if there are . -

\ **  ng additions of deletions. .
Al - - |
3, Kecounting for New Srudents in_the School ( A

P 1 eligible students have entered the school between sample selection ]
and actual “assessment, enter the number in Pare 1.B of the 5upp1enentn'-y School ‘
Worksheet and follow the procedure listed of the Special Package Assignuent |

> [

Form.* This forn contains & itezs which are discussed below.
) a. Iten 1 - This item instructs you Lo uge this form only if addi-

tiondl 17-year=-old eligil‘ea have en:ered' the school.

' b. Item 2 - Izem 2 instructs you to screen the list of additional
students for ineligibles. 1f ineligibles are digcovered, enter the number in

.each category on the Supplenentaly $chool Worksheet. -~
c. Iten 3 - Item 3 provides a table for deternining the nuaber of -

ple. This table pro.v'idu

. additional eligibles to be added to the student sam
= tor up to 30 additional eligibles. 1f nore :hm 10 additional eligibles remaid

on the list after screening, call RTI before con:inuing. . R

m is given at the end of this chspte;

* . An example of this fo

ax  Ask for Phyllig Borris or Anne Clenmer.

"
-
P
.
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d: ~lten b4 - Afa}let of randonm numbers is given {n Item 4» These
nunbers will be used to aelecc_ the nunber of -additional eligibles to be

- . L] ) . 3 1
added to the student ssaple as determined in Item 3. The randoa nuzbars are

] L}

;to be'used 23 fnstructed in Sectids D of this chapter and must be used in the

same sanner as used for the orisiml snmle. f.e., either to select the saxple

* *

. students or to cross ‘off studencs not selected
. . e. Ites S - In Iten ¥ you are ,1nsgructed to sssign the selected

students to the-pa;:kegeis) assigned to the school. Thia is doﬁ._e in the sane

=anner.as for regular smpls gelectfon. The packsge 3 nistration order{
. ~hovever, is the reverse of that sppearing on the original Torn, After studénts
. ] -
. “have béen assigned &o packsges, enter the students' nases and identifying dits

‘ on the, original A,dninlltntlon Schedules prepared for each pachsyr. pot,

I . adnministration letter. T .

F

£, Iten 6 - Item 6 rqt‘en you &a’ this chapter of the mnua.l for

.
» LI

additipnal instructions on the use of this form. .

r - "
H. Assessoent Schedulisg | ’

’ When w:pla lelectton has been cmlete? 4n a school, schellule assessment

=
« gessions for ‘each Pscklge to be adnint:tered in tfe school and complete the .

will have to be worked out with the school yrincipsl or coordinator sccording

‘to the space available. ' -

’ ' 1. Co:ple:.i.ng Adagnistration Schedules e *

.

Matnistration Schedules. The ¥chedule “for packige adatntstration in the school

An Mn:lqistnticn Schedule 1: to be co:rpleted for esch Packsge admini-

. . itntton scheéduled in the school. This forn is printed on NCR paper with u!n

orfgtna’l and twp copies. The sacond (yellow) and third (piok) sheets are per~

t the part of the yellow or pink sheet wich the fizses’ of the

L] . .

b!gh.fen to the school coordinator or the Principsit. “The right

. =

h\ "
other pa;i’ (yellow or pisk) with the studeats’ name should be
destroyed after assessmant. -

~ L]
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Aruitoxt provided by Eic:

' X11-30 -

.

part‘of the yellow and pink éOPIn are not be be ‘detached until after

» -
package aliministration. Space is provided om the form to enter the scheduled

day, date, time, snd room RO be used, the nusber of students assigned to take

the package, the administration letter, the package nuzber, PSU masber,
school nusber, and the nuaber of the EA vho vill adzinister the Package.
Spaces are provided to list 25 students. Spaces sre also provided to re~

cord the agtusl date and :mf of package aduinistration after the sessicn is
L}

conplete. ’

L] ..

top. Be sure that the package nmumber You emter 4s the coTrect package m.s-
ber for the administration letter. Inftruct the EA to efter each lelecte‘d

student's hawe, room or secrion (if given), grade, sex, and birthdate in

v .
the spaces provided on the Group Adzjnistratidn Schcdult. 1n completing the

-

cfoup Administration Schedule, extreme care zust be taken to assure that the

duf?ﬁ““d on the schedule are seles:ed for the package nu=ber for
whivh the schedule ’!s being completed and that the infor;:.uuon transferred

from the SLF to the schedule (coluﬂs 253, 4, and 5) s for the student

.
¢ .

listed. -

- <

’

When you and the EA have coﬁe:ed the Aduinistration Schedules,

detach the left half of m.yinou or Mak copy for use of the #chool coor=

dinstor. The right halves of ¢ ye'nw and pink copies are not to be de-
N -
tached until after package adninistration. Store all schedules in a safe
.

L]
place at the school. \The original, with the Tight half of the yellow and

For each a&:i\ntmluou. you are to enter the information at the

-
pink cOp!.es attached, is to be given to the EA prior to Package adninistration.

2." ‘use 6£.Ad=guistrauon Schedules for Quality Checks

You must perforn a quality check on the 1n£omt10¥ coded by the
N

EAs in columas 3-8 of each.package afrer pac'kaae adninistration hias been

[} . x

- '4 - .
k4 Y " - -
-
. - -
. -
“ - *
. .
. , .
s . -
\ 2 ’
-~ 3,
¥
™
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-
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Aruitoxt provided by Eic:
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-~ -~
1 |
x : Al
, . completed 1in & school. Since this check cannot be mtde without ther Administra-
] 3 - - ¢ -

tion Schedules, which cannot be removed from the school site, the schedules are
destsned towprovide a means of checking the 1nfomtton coded on the psehgel
. : without returgtng to the school. which 1= often inpractical.
Colms nuabered 3, I., and 5 on the Aduinistrstion Schedules are
. provided to record from colu:znl 3, ’0, and 5 of the SLP the grsde, ux. and .
birthdate of each student listed on the schedule, During package administretion, 4
the EA mist enter on the schedules the I,D. Nunber and race for each student
* . 1 plrtlctp'ating n the session. {(Be sure that you have entered sbove these colu=ns
~ the psckage, PU, school,Pand EA gu:.bers.) :Sﬂun an EA has completed package
. Adaln{.st:attm in the scho;I.' the date and tize of 4&ain£;tuttcm is to be
entered. The right ha1£ of the second sheet can then be used for the quslity
check, By matching the psckage, PSU. scbool and EA nuzbers Tecorded 1n,the *
. ‘top section 3f ksch detachmesit, you wili have all-the i.nfomtton needegd to ,. .,
check the FAs' entries In colv.:.ml(S-8 ori the :-.owr page of each psckage
'Ad=£nistered. Since ,:he:aau of the students do nog appesr on the detach-
pent, these forzs Tay be um fzoh the school premisea. All original
. coptu n-e to be placed 1n thc stchgc envclope with the SLF and counts of .
. 1neltgtb1e students. The right half of the yellow copy zust be sent to HRC
. . vith the c‘o:plesed packages; the right half of the piak copy ust be sent to

RITywith the School "%:hhett.

* »

The DS has the option of checking the packages against the Adminis~- |
S . - ;
tration Schedules or of u..sfng the detack=ents for this purpose. All packages |

: adninistered oust be chécked by one of these procedures.

. 3. Appointment Cards
- .
. - Sm schools may, pnf.r to us‘Appotntunr Cards to noti.fy the st@dents

. - of the tine and place of the, ad:inutr;atton session vhile other n.bool- nay prefer
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. - -
. ] .

. to notify them bw other means. Check with the priacipsl or school coordinator .
before filling out sny Appointzenf® Caids. “1f they prefer to use the cards,--

. . - [
':‘on Schedules. You should then give the cards to the coordinstor for distri-

! ‘ . fastruct the EAs tp couplete a card for each student listed on all Administra-

L] -
bution to the students. If any adeinistrations are scheduled for that day, ask

the coordinator to be sure they are distributed to the students ia time. The
. . * .
_ coordinator can best deternine how far ahead of the scheduled admiaistration

Y

' ) the, cards should be distriduted, 2and you should leave this to hils discretion. -

1. Storage of Forms

. . .

*e

" , Before leaving the school, be sure thay the SLF (or computer primtout),

Y !
Administration Schedules, and Appointment Cards will be stored in a2 safe place
* » b

.

3 - - vithin the school. These forss (except for the attachments from the, Adninis- '

" -

- tration Schedulds) sav,fot be'taken froX the school.SCAsk the cogrdinator to
LY

* keep the original copies of the schedules until needed by the EA for adainis-

[ ¥
- - tration of a package. . .
. Y L1 =
- . .After all packages have been adainistered in & school, the SLF (or computer -

. priatout) and the originals of 2ll Administraticn Schedules are to be placed
in the SLF storage envelopt :oge:t;er with the Count of Ineligible S::denu and
. ?( l:pi: at the school. Re\:nnd the person \;dn; vhom the envelope s lefr that Mthe '
’ ' ~paterials are to be deu'royed in six conths and a pou:‘l c;rd re:umed. :oél‘i._

The projected date Jf destruction should be noted on the schoql calendsr as a .

rea;néer to destroy the materials. . y

ERIC _ o
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LA \ ESTIMATED PERCENTAGE OF 9-, 13-, AND 17-YEAR-OLD STUDENTS ENROLLED IN "
s . o, - ]
* * - - VARIOﬂg' GRADES ACROSS THE UNITED STATES: &
\ . ~ .. + + f - |
. Y - _Es:iu:ed’ Fercentage of 9-Year-Olds/Grade level . .
. 7 . /-‘\-d> Grade level ‘Percent N ' '_ ‘
] v . . -~
. 4 R . * 2nd or lover 1.0
) . -, . :
. D ¥ 3xd < U~ 2300 ' .
- 4ch T rIs.0 e . :
K : . S5th or higher . A W e . t
g .
N - . \ &
) i g ¢ - ! . Toral .r 1000 ° , ¢ ‘
- : - L " Estizated Percenug‘e of 13—7:.:-016-:'611& Level )
‘. - - . Py A
- Cradt tevel: Percent “
o Vo . frack lewelt . e S s .
.- : . "6th or lover . 2fp -
J .‘. B 'l B ‘| .
‘ - . ) 7th : 25.0 ,
PN " L] - * ’ ¢
' \ , . LY . eth . - . . 72:0 ) .
. « - i
- o ‘ -1 - . .
; . 9th or higher . 1;0 . ’
oo A S P Total — 100.0 ‘4 N
Coae ‘ . . ~,
- Estizateld Percentage of 17-Tear-Oldsisride Level
. . ) R Grade Level fercent ) ) . °
Y. ¢ r 1
. ] ¥ . |
- and * ; 9th or lowkr, 2.0 ;
] s - B . F :
Lt .o . . 10¢h 13.0 ‘
e ( - |
‘ Lo e llth 7‘-0 " ‘
£ -\\
’ . 12zh 11,0 ‘
- . - ‘f -
’ t N L TOK‘I 18,0 ‘
-% ¥ +
v . L | - -
- . . #Esrizated fron N’;:S.én.:a sessment dats a-vera;ed over the first eight years..
' J - ° " . ; ~
v % . - ’
\- ‘e T
. . . . , i N s N
‘ . . ~ - \ -
1 - r Ll
o . " e .
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’ - ' (Complate for sach school for vhich you receive s hchn.auua‘cnt Forzy="> -,
S0 Numbar . School Fuber ,
Cowplete Parts A ~ D only sfter crossing cut nases of students 1isted oo the SLY vho are
. ioeligible for azy reason. . g - .
Ao Hov many students versg identified by the school es: . '
. L Noa-Zoglish spaskingt ___ 2. BRI __ 3. Fusgtionslly 41{..17{.‘41 .
-7 . B Eow my names vare crossed out for _students: : ,
P 1. Vith-out-of-range birthdates? 2. No longer earolled? ___*° .

3. Whp vere ineligible for any or.ht: rusou(l)!
€. What ves the scurce wied to c.o-pntn sLrt
- D. Sampling B . -

1. §ubsampling bog used:

(Specify ruso‘n(l) in Part !'.)—-—:“
1

[
5 -

L] - Y

a. Total count of sligible scudents yﬂ:‘_fd on SLF . s
2, Scbaespling used: . o
) .o Total qount of sligible students listed on SLF &.
b, Lnrmuu interval frem Item 2 of Patkage Assifoment Form b.
€. Multiply Ites 2, by Ites b. [
E. Complets aftar pulusu heve been ldunilnrtd in the school.
Pkg. ¥o. ¢ PXg. ¥o. Pkg. Ho, " Pkg. No, ¢
Mo, Completed No. Completed Xo. Complated ¥o. (Couspleted i
— i n —— e
-~ o e, . - - i .
- . —_— —_— _— —
- . — —————————— — - = P . . .
. —

4 mmn any pfbblens related to szapling of obtafning quotums. ZIxplain is full vhea

an assigned package sdalnistfetion is not given. Indicate self-identified nonresders N

by package #od ID scabars. (1f additionsl space is neeled, continue om & separate
' sbaet aod attach to RTI wpiu.)

[

¢. CToordinstor ) 3
Dietrict Supsrvisor: Dste Complated: - -
. Dispositicn: White copy to MRC; yellov and pink coples to RTI immedistely upea

. completion of all work in the PSU; goldenrod copy retained by DS,

- [

-%
’
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* { Supplepentary School Worksheet \ X11-3% -

; . * s . N
.y 1 PId
< . ‘ - PSU Number ___,  Schopl Number - D§ Raoe . ..
- . . I. School Deta _ . .
.
i te - f e . boo. A, Nu;b_.er of new fneligibles by type: . . |
. 'y l'. . . \. . . No, ~ 1
- . . N * . \
.t . d Noo-English speaking ¢ i |
- . * - 4 . ‘
= Ayt [ " = ’
r" . Functfonally dissbled * .
* - - - 4
- .. . Out\,of-raﬁge birthdates ) u
. . . ;
- N ' <Ineligible for any other resson L
"\ s, {Specify resson(s) in Part T. of School Worksheet) .
. . .
- B. Total number of new eXigibles . .
. 4 e « -1
. II. Package Datz _ v
. . - . ’ Ho. Of Selected Students \ . '
» No. Of New No longet Enrolled Finsl
. Package Eligibles ™ No. Of No. Of Withdrawals Group -
- . / Nuzber Selected Iransfers: For All Other Reasons Size " .
. . . . i
» .’ . A pgpea— . — — P —
{ ™~ . .
2 P —_ N " — .
- - ‘ 3 LS ¥ . .
) - 4 —_ . _ - —
! 5 J— — _ —_—
., T, . *
PR . 6 —_ —:‘\_ —— [
. i '
“ J 7 ki— e — * —— o b j
i 8 _— — = —_
. . -
. 9 —_ — —_ |
: .- 1o —_— —_— —_ i_
» ’ - - |
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- CHAPTER XTI PACKAGE ASSIGNMENT
iy " FORMS ' .

OMMITTED DUE TO CONFIDENTIALITY



il ¥ NA~LLl -
» LN Lt . . '1979-80
! ' NATIONAL ASSESSMENT OF EDUCATIONAL.PROCRESS YEAR 11
. . . ~YEAR-OLD SCHOOL PACKAGE ASSIGRMENT FORM
. . . . (Telepho¥e Version) "
. _ )
- + DS Name: School Name: : 1
P, . ‘ v . R . Y
( - “ \PSU Musber: . Address:
. «c T s . - . . A
School Nuabér: - . o
' ' Special Session Code: . Telephone:
T
- i . » -
: Principal: . - i
3 ¢ " .. * i
e « Coordinstor: - : .
(Check applicable instruccicns in lefr~hand coluen.) ’ s
) ' .
' : . L1 Perforn the followiqu steps: ’ .
y A, Exanine the list to be sure eligibles Heve been Included for esch
. .~ grade in the school.
- L]
. B, Exanine the list for ineligibles (ouf-of-range birthdstes, EXR,
. , noo-Eaglish speaking, functionally dissbled studen:s. students
’ . * . 1isted more than once).
- .
- 3 ‘ C. Exclude all ineligibles from the list by draving & line through
~ their paxes. .
\ 2-1. Subsaapling is notito ‘befsed. Nusber the eligible individuals on
o - the 1ide. " Cooplete Tare D.1 of the School Vo:kshee:.
- L}
. ’ 2-2. The sxpling interval is : - . If :he school has previously
. subsanpled, number every line and’coaplete Part D.2 of the School
\ s Worksheet, 1If the school has not Jreviously subsnpled, start owber~
{ng with the individual and oumber every
A el{gible on the 1lst, Complete Part D.2 of the School Worksheet.
. . - 223 “Use the table below to determine the n:-..pling 176%} based on the
’ total elibibles in the school,
* ’ * RANGE OF START SAMPLE * RAMGE OF START SAMPLE *
’ * FLIGIBLES Ko. +JERVAL * ELIGIBLES RO. INTERVAL %
* - * - *
— — L — - — 5 —
. % - . . * - - * ’_b\
Al ’ b .
- ' L S Y ____ *____orwmore ___ *
e TR -, - * -
- *~ —— — - -
. 1
If ‘not subszaple, complc:e Part D.1 of School Worksheet. 1If sub=
) ' uzple, JSosplete Part D. 2. .
- - / i
L
. - . . . . .
P L ;
L] ) . ' n + ‘
/ - .
- - - -
\ ]
- » . ~ L3

Q * ' - 182 " ~ . '
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. . » I ] . B . % = T 4
- : - “ v . - . - .-'. [ v vy, b .' »
. ‘ ' | —— 31, Special instructions: neqe, . \ - ’
N . ) . _'3-2. Special instructfons: This :choo!i bas been 1zned 2 portion of 4 .
- . . $rQup adainistration. Folloy the instrudtionk below and 1n Yrens 4.7,
! oL A.  If the school has fever ‘eXigibles than the SIOUp size determined
vdn Ites &, adainistér, the package(s) to the eligible studenty .
. . . present, . .
- , ¥ B. _If the school hag no tligible students, c'ocglctc & School Work-
. ' . sheet (Part.D culy) for the school by entering s Mzero" ¢n
v, - Part D,1, - .
- - * . n
. . ) 4 Determining the fipal $TOUP sauple sfze: ~ .
) . ' A, Use the table below to deternine the final 8TOUP s&zple sire baged
. ! oo the total eligibles recorded In Part D of the School Worksheet,
. " - . L ]
. . . RANGE O  * croyp - i
) . . ] ELICIBLES  srzy  QUORM :
- b [ . . . * —\-_ .‘ S —— v n '
)
/“ - ———-—-— v — -—4-\_ b R
- - . ﬁ
O ’ . P b e—
- , . . { ‘
v = . O more
B < B If actusl eligibley fre fewer than the total of the group sample -
. N . 8ize tines the mmber of package(s) assigned, deternine the sroup

saxple size by dividing the actual aligibles by the nuzber &f
package(s) assfgned. 1f final average group size 1s fever than
P . 15 cal) RI before Proceeding.,

C. In Part F of the School Worksheet, indfcate the fins) ETOup sauple |
8ize as deteraied abové, In Item 6.3 below, record the final |
$TOUP saaple size for each package and the rotal farnple size,

.. 5. Below 13 s set of randem Twbera. Ure the set” of rendom tuzbers to

select the''fotal nuaber of students for Package(s) lisred in Itea 6, N
. If the total eligibles’ numbered on the SLF {5 greater than __ , a2l ) -

. RTI before procuding.\ Sone, randon nimbers =4y be out=of-range (i.e.,

the rapdom mumbers oay be larger than the tumber of eligibleg). Ignore
N such numberg and 30 on to the next ouaber. Alwayg ¢rozs out the rag- v
dom oimbars ag they sre used or 1f they are out-of-range. Each number - A

- used denotys 2 salected student fron the 1istof eligibles yqu have
- - already mumbered.

- - - ~ -~

. k.
. - A l

“
»
. - > 56 i
— ——— e —— e —
-
we

. -

- —— —————_l—._—_._,_-__ L] :/
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Croup "Package(s): .

A,

Use the Bet of randoz numbers in Item 5 to select the semple
‘students for the group packsge(s) ted below., Circle the
numbar in column 6 of the SLF fof wach uhctcﬁ! atudcnt=
Assigh the selected students to the'group package(s) listed below
in the order of the administracion lettar(s) listed. 7The student
with the smalleat ‘circled nizber w1ll be aisigned té the firat
sdministration letter; the studenmt with the next stoallest nusber
circled will be assigned to the ond” sdninistration 1s.ter,
atc. As students sre assigned tq,:.!c packsge(s), the

tration letter is to be entgred in doluan & baside the student's
eircled pumber. Repeatithis proeedure until all students sre
assigned to a specific group package.

A
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AdninistrRtion Letter &

_Package Nuzher Group Sample Size

. = —— -’ .
—— . e -~ — .
— b —— ) * '
- . ‘ ., LI
. - ———— hd —— ’
' . 7
I — - :
. H ¢ -
- ' - ’ . A .
— — —_— .
- aa * ., . - hd
] o, .Y » . .
— - o - _* .
) ) « 7 Total. .
C. For each ghp package to be sdainistered in th& school, coopletg 2
Gxpup Mmt;’tq;lon Schedule. . . 7
See Chapter XII of the D5 Manual for additional instructions on the use
of this form. - - .o .
) " I !'-& i
Fl » oA . *
* Fl ) L B
- . *
s -
- »
N P ’ . : - "
~— .
. s L4
. ' .
) -
- ‘, n
- 4
L} - » ! ‘
. ; . . |
. [
. P, .
- »
.
v . . . [
- i LY .o
L .
’ L]
L) - .
. = » [
. i’ - .
’ - ? - - ) * ’
’ L . L4 r
. 185 e




- [y ' .

. . . XIII. TRAINING AND SUPERVISION OF EXERCISE ADMINISTRATORS

[y
2

"It is vitally important to the success of the NAEP project that all pack- -
- ‘ige adainil;ration procedures be ‘conducted in a standardized manner. As a N
District Supervisor, you have & ke-y role in this regard. You must consutantly
r stress the nquir'mat for total standardization to your EAs and take the
. necessary quality control.measures to insure‘ that they l:oz:?ly. You must also

stress to your EAs that the confidentislity of the NAEP niterials and of the »

e data collected must be maintained at all cimes.

e, A. General Inmstructionms . -
y Exercise Adginistrators were: a,ut‘ho;rized"to spend up to one hour studying
the EA Han-u-ll before assesszent and should have a general idea of the tasks
required of them. You should spend up to two additionzl hours training your .

Q\\ EAs in package admnistratim.ﬁﬁninistnt ¥e Instructions Manual has been

pre;ared for your use in training EAs and for thse during assessment ses-
sicns. It conui;u i‘nuructiom for the EAs ro use for package adainistraticas,

. % racial fdentiffcation guidelines, copie? of the Blckground‘?ueltiom rfoge er

N with fnstructions for aduinistering snd checking them, and codes to be yhed

on the cover page of the package. Give the BEAs the Adninistrative Instructigas

’ ¥ Manusl prior to actusl EA training. * -
4 . DFuring EA training, a1l procedures set forth in the EA and Adninistfative
' \ - Instructions Manusl must be covered. Train the EA in the use of the tape .

ru‘&tser and stipulus tapes and dezonstrate tfhe adoinistration of a package.

Rever permit EAs to administer a package without training in package

< adatniatration. ' "

."ERIC

Aruitoxt provided by Eic:




- PDuring the training of EAs, emphasize the necessity of being on time

L —
. for scheduled sessions and of adhering to commitdents cade by you to scm'

. officials, . - . .

You nust observe the first package adoinistration at each age class b; .
esch EA. After the :duinistra:!.on you should eritique it u!.%h the EA and
train furthtr 1f there vere prablems. - .
. Early in esch assesszent, after other scheduled tasks have been completed,
L3 » "

' . you should again visit your EAs sc :ha‘t you can review with thes pPackage

. *

. ad‘ninhtu:ton procedures and their coapie:ed packages. Cozplete this .
o review as soon as possible after the EAs have coopleted several package
.ldﬂini,tﬁlt!onl so that you ¢an clarify any nIsconce;tion they may have
and ull,’:o their attention-any onissions or errors in the coding of the
packages. If posaible, visit your EA\: each day'zhey work duning the assess-
P u::t. Re\:e'uins' their completed vork on & regular Pash is m'Por:ant. As . (-\
- you ferel it is necessary, you may cbserve 6r tape record sessions to fnsure
quality adoinistration of pedlages. - . - .
* G!ve"your EAs your motel or heme telephone numbergfor routine and
’ ecergency use. If you are staying a:‘; msotel, leave instructions with the .
- ootel telephone operafor to take Tessages; check perfodically during the
day for élsagel‘. “1f you .enccu:nter mcrg'enctn you are unable to ‘h.mdl.e.

cell your Regional Supervisor.

. ] MB. Training in Package Administration .

. The {nstruct fons for package adatnistration a‘re specified in Chap:e? 111 =
of this manual and in :h; Adsinistrative Instructiony Manual. Prior to '

’ beginning specific !.nn:'ruc:!.bas for package ad:!n!strukiou. train your EAs

. . thoroughly in :;m use of the tape recorder. and szioulus :ap;s. Inscruce .

- L]
¥ . them to test the volume of the recorder béfore the students enter the room

4 .

ERIC * -
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\
by plaiinz :he-idtnt!fying informatton at the beginning of the tape,

This 1dentifying 1nforhacqon 1s Dot to be played for the students .

Review vith ¢ehe EAs the procedures ouE&ined in chap:erlfiz saking .
sure :heygundera::nd tach seep coppletely and s:;elling the folloving‘
points:

- The nuzber of studants who are sch;ﬁuled to complete the Package
i3 deternined from the Package Assignment Form; enter the number on the
Adzinistraeion Schedule for the EA's infornation, Inseruce t;e EA to
begin Package adminigtratfon vhes 1¢ appeats thae all studants who w11}
sttead the sesyion Are present and ¢o allow no geudent to enter afeer the

stimulus tape hag begua. *

- Exercise extteme care in :rabscriiing the I.D. Nyusper from che
]

vhom the Packige i3 given,
- .
Schedule for each student whe PaTticipates in ghe Session,

- If the EA.observes ¢ student who 14 "cheating” or "aalingerins."

€xplain che situstion on the Package cover, *

- If school officials ggk to observe o Session, the Ea should refar*

thea ta Jou, and it will be your renpon:ibility to tell ehe offfcials chat

ve inforn che students that ng ene in the school vill see- the Tesules; o

8chool official 4n the room =ay cast doubes 0B our statement ¢p the studencs,

It 1s also izportant ¢o =2phasize to Your EAs the becassicy for

standardized package adainia:ra:ions. = For exa=zple, Eaq should noe be

peraiteed to ingere theil ovn conmencs into the ad=iniseracion formar;

\

s

- : The racial idencification code zuse be entered on the Adnfntseration
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y ~ BoT swld they prov‘ide usistat;ce uich/ the acctusl exXFiclses {except, of

course, Sor the Background Q\.!uuom). You sust closely supervise your -

i + EAs o insure data collection of the highest quality.
. 7~ .
. C. Adainistering the Background Questions
. .
" fostruct the'EAs to adainister and check, the packground Questions

sdcording* to insctrugtions given in Ehe Administrative Instructions Hanual. *
- 1f s ltudent ntuus to complete the-Background Questions, the EA is to

give, you this inforeation along with the package ouzber and package I.D.

.

. Nuzmber. . . *

. . Stress to your £As the isportance of the Background Questions. In

recent years, pumerous errors vere detected at MRC with respect to these
+ questions. There cust ve a response tO each Background Question unless .

’ «the schoel or atudent has refused. Many pachses had isolated questicns

onitted, with no -:o:::ents or notations £ro= the EA or DS. The Two nost
Fsman e‘rrors occurr,ed {n questicas dunng with place of residence on "
certain birthdays when (1) the student wTote {n a state or territory but .
+ g4d not shade the oval or (2) the atudent wrote {n & repponse which was *
' not & state or territory (e.8«» Portland).

/ As mentioned in the Exercise Adzinistrator Adminigtrative Instructidagr—='\

rpefore disnisging adutudent fron any session, check the Background Questions .

for the student.'. Finally, please reueaber that you are responsible for

'c.heckingq;our EAs' cocpleced vork.

" . ’ ’ [ »

» " ’\) .
J . - p. Explainiog Incggglete Packages . _
- Re;\*iw with the EAs Section B.5 of Chapter 111 md ‘stress the importance

of gghinmg gmsul situations in full on the cover DARE of any package 8

i

v .

ERIC
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* k -
o student fafls to complete. If the EA does not know the Teason for
~- ' . .noncobplc;:op. the en'l.’-ry‘on the cover plge%ould be "Redson Unknown™. '
) . Stress also that when EAs are writing on the covcr. plg.e they are not to e
1, write in‘the blocks and ovals on the cover of the page or in the left ’ .
N ‘“' sargin. .
. S E. Coding . :

The coding instruccions for the cover page of the packages are given

* 4 in Cer IV of this menusl and in the Adninistrative Instructfons Maausl.
" The {nstructions on coding the cover page should stress that extrese
wh
¢

care pust be taken 1o cpding the information on the cover page from the

b | . proper line of the Adzinistration Schedule. The I.D, Nuzber-is used to
| . ‘ =atch the packages with the correct 1ine on' ﬂaq Ad=intstration Schedule.

. - .
PSU sad school mzsbers

You must enter on the Admfnistration Schedules the

‘ » . ]
to be entered in Colu=m 8, Both nu=becs are specified oz, the Packﬁe

Assignsent Fon:x. Schools selgrted for 9-year=-¢ld assessnent are nunbered

oJJEEER: schools selected for 13-year-old assessuent are mzzbered DR ™ -

schools selected for 17-year-old assesszent are n=bered JERERY AAcheol

selected for oore than one age class nssesszent vill have different school

' ausbers for each mge clagss. Be sure the number you enter on the Adminiscracion

’ . gchedules i3 taken froa the Package Assignment Form §or the age class being

‘ sssessed] \ .

.

ew the first packages coupl'eted by the EAs to see that

I

. " Carefully revi

) ) X the coding is properly dope and that the shaded 'orals are dark encugh to

be machine scored, . . .

Aruitoxt provided by Eic:
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X1v. ADMINISTRATIVE PROCEDURES - DISTRICT SUPERVISOR

A. Introduction .

This section of the District Suptltvtwr's Manual was prepared ro provide
esch District Supervisor with detailed inforcation on travel policier and ex-
penses and to outline specifically certain ad::inh:n:tve tasks uhich vin-
the continuing responsibilities of each Distlice Supervtwr. 1f you encounter
problens relating to scheduligg sad fiscal operations for which no solution {s
offered in this chapter of the canual, call ;our Regional Supervisor for guidaace.

N .

B, Assessment Administracive Reports

1. Tise RCEY“
Sifice you are handling supervisory res-ps‘:nst‘buittea and are in 3 cer-

tain fncooe bracker, you are not subject to general vade and hour lavs, However,

you zust sccount for esch working dsy in order to provide the central office

. -

with a record of your tise so that sa sllocation of your labor cay be cade to

the Propar accounts.

Your working oonth, for lcc.omti'ng purposes, will by computed in bours-
by =u1:1p1y1ns each non-holiday weekday by eight hours. lMMiny days you aay have
to work in e:;ceu of eight bours, but you Have :c: account for only efght hours
stnr:e over:b:; rates are not lovolved. Thus, each vworking day you will record
¢n & Research Trilngle Institute ‘Itu Report the nusber of hours (based on
etsht-lwur‘nrkd:ys) that you borked o the project and the ausber of hours

vhich are to be charged to vacation, sick leave, or other sctivities (eaergen-
ey leave due to deasth in i~=ediate fanny;._ftc.). From tine tc; time You may be
asked to work on 'sose phage of NAEP other than the regulsr sssesszent. .In each

of these instsnces Yyou will be provided with the proper project nunber. It will

a - .-
‘ .
.
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. be your responsibilicy to indicate hov you spent each vorkday, based on righee
* - - :
hour working days. -An exasple of 2 Properly cozpleted RTI Time Report is shown
- ‘\’
on the next page. . Tan
Tine repor:s vill be gent to you beforc the beginaing of che perlods
. they cover. The dates to be accounced for will alvays be entered At KTI. You
. . .. should cemplece thes properly gign them, and send thes to RTI at the end of

.

‘ “CE period, ' ‘\ .
. RIT will mail your payroll check :he last working day of each non:h to
’ P . your hoze address or to your bank for deposit. If you prefer che latcer arnngc-
Bent, you must provide RTI with any special =2i1ing or handling instruccicas,
including bank deposic slips 1f required,
2. Weekly Status Reporr * -
~ The District Supervisor Weekly Stacas Repore ft derxgn:d to provide
" Central staff wicth daca necu;ary for p epores and with a aTé:.ary of
. problens encountered (1f any). A Weekly Status Report s :o*be‘ =2iled to RII
£ach veek you vork. Should you work in two or.zore pSUs dllll’lbg 4 veek (28 of-
~ ten ckcurs in an S‘-:SA area) you1 Sust sublit a separate report for each PSU in
.. . vhich you work. I-‘ouovin; are ma:ructlom for cor-pleung this repore,’ A’ e>x-
azple of a properly compleced reporet is sbam OR page xIv-?
. . &. Heading N
. 4 Eacer your naze, thy dacte (beginning with the Sunday of the veek
covered by the n‘por:). the PSU nusber, and the h.ge class(es)® in the space
, provided.

-

\ &

. b, Parc A
(1) Column 1 - Pate - Enter the date for each day during which

You drev sazples or you or your EAs adainistered wny packages.

N

*
"

* During Lpe Class 1 us“mn:. you vill 2180 select srudent sazples in Age
\
" . Class 3 schools. e

-

EI{IC .. ] ' '
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(2) Column 2 = School ~ This column refers only to package ad-
)

*miniscratfon. Enter the scheol :i\mbe'r(n) in vhich you or

L4

your EAs adninistered packages. Only ong school nuzber is {

to be entered per line. - '
(3) Colu=a 3-0DS Adatnfstrationg - Epter the total nuwber of .
package adninistrations you coxpleted on the date fndicated.
(4) Golumn & - EA Adninistrstions - Enter the total number of

'paciuge .adntnh:n:lons your EA(s) con;l.eted pn thd*date
indicated. -

(5) Colu=m 5 - Tctal Administrations - Enter the sum of DS
and EA a'd:.iniltution_s on,the date indicated.

(6) Columa 6 - Sazples Drawa S¥hool !fu:ber(s),{.-intet in this
sectfon the school numbers of each school fn vhich'a sa=ple
is drawn on the date mdit:.ated. ¥ore than one school nu=-

A}
ber may be entered ot the sase line.

(7) Eater the suz of the entries of Columns 3, 4% arnd 5 in the .
TOTAL section located at the bottom of u‘ch colu=. 3 . .,
¢. Adainistrations * . \ .
Entries are.to be made in this section only after lil work for _- -
the veek has been coepl.e'ted. . .

[N

(1) Asaigned to P = Enter the totel nuzber of sessfons assigned
to the PSU on the Package Asafignment Forms ior the PSU. : . :
This nuzber will be the saze on all Weekly Status cho’r(s

for one PSU.
- Lol
(2) Makeups or Followups Required - Fnter the total nwzber of L

{
pakeyp or followup sessichs previously conducted and thoae
_;53 h [
to be conducted in the PSU.

= *
»

L 4
(3) Tota‘l Aduinistrations - Enter the sun of the above two numbars.

» . +

—

~.1

[ AP
\



- " . . (&) Completed to Date = Enter the total of a1l administrations¥
[ L} -
completed in the PSU by the last date covered by the report.,
P . - . {5) Llost to date = Enter the total number of all adninistrations
1 lost in the PsU by the last date covered by the report, Lost
- Ll
adninistrations mist also be explained in Part B.
' . = (6) To Be Completed ~ Add the number entered in the Completed
\ . v to Date column to the nusber efitered in the Lost to Date |
L]
\-\ , column, That suxm should be subtracted frem the Toral Ad=
4 . ’ ©
. ‘ pinistrations column and'the rezainder entered h.‘the To
Be Cozpleted column. . .
» [ ] Fl . -~
. d. Hardshells Shipped ’
o ) For conpleted w;k- ‘inl P5SU, enter the date and numl;er of hard= _s
LY - . - i
shells shipped o MRC; for work not completed in the same PSU, enter the nusber
to be shipped. When zfap:opriatt, enter "0". .
‘. . * - .
- , \ e. Part B
- . ) " -« .
- . In this section you must provide a record by PSU number and school
- . ’ -
, nuzber of any school refusals, school restrictions, changes in assessment scheds {
ule, or lost administrations, If refusals or changes in ‘the assessment Schedule .
» . «
* occur, call RTI fmmedfately. School restriceions include instances vhere:
. Y .
P ’ . (1) A school or school systenm does not allow the asdministration
; . of one or more exercises. (In ;_'.I/Ch instances, identify the P
) . - exercise by exercise nunber and package number and Zive the
. .. i reason for the restriction.) - ) .
' - “ (2) A school or school systeuw does not allow :he.adnin{stra:im
- of one or more Background Questions,, (In such instances,
—
+
' . fdentify the questions involved by number and if possible, '
give the feason why they were not*zllowed.)
. ’ ‘
- L]
q L] . J—
. [ e —— ] e -
X ) . . , - o .
) . » - . - .
L] .
. . A
- : ¢ "
* . ’ . .
- [ ] l’
. ~ - +
] s
(€) \ .
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N L '
' ’ « _ (3) A school requires that a parental letter be sent before or
afrer assessnent. {In such instances, send RTI 2 copy of
the lerter when a copy is a_vaillable and, in Part B, indi-
cate if it was an inforzation or Writtes-permission letter ) ‘P/
and if iz was sent to parents of all eligibles or Just to

sample students.)
—
"Changes in assessment schedule™ are defined as instances when

you are not able to hold innx‘duc:ory meetings as scheduled or whem you, are-un-

L]
able ro finish assessment in an entire PSU as scheduled. In either case, give

’ in Part B the reason(s) for pos:pone&en: and the date you expect to cocplete the
. . ° ¢
_ resEheduAed :ask and all your Regional Supervisor. * . )
. 'rhere may be times when an. assifned package adoinistration can=

. - : .
not be co::ple:ed. Usuqlly this wiu cesulr when 2 SChKI does nQt have any
. eligibles in the age class being assessed. When this occurs the assigned pack=

- . , age adoinistratiop is defined as a los: adoinistrarion and_you shopld explain

. -

. N . the si:uation fully in Part B. ﬁ“i)s izportant :ha: you account for all ad=
mnis:r,auons assigned\:o the PSU. 1f an administration is lost, I iz to be .

. entered in the proper spaoe im Parr A and & ‘derailed explanation nust be en:ei‘ed

. in Part B. L ( - ’
» I . .y v * " -

. - . - éhould‘ you arﬂve at 2 school and find "no eligibles oexplain .

-

i -

. . as fully as possi:n Part B. GCive the package nusber(s) assigned to the
’ - schoul and the n *of students dssigned to :ake'the'packase, as de;ermined
L - T

: ‘ot :h} package Ass{}nndhr Form,

: )
BE SURE-TOQ IDDZTI{I) YOUR ENTRIES IN PART B BY PSU MMBER AND

$CHOOL MLMBER(S).

. "

. 1f additional 'spsce is required for explanation, use 3 s’cbars:e

JES sheet and identify each entry by PSU and behool nunmbers. Also enter your name

L] v -

A FuiText provided by Eric . l
. \
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- and the date on the sheer and attach to the Weekly Status Report.

% *
. - . - - . LA

' ] £, PareC - orge
" - v This section prdvides RTI with a%ecord of activities 6r problems .

'

. ) which are pert'inen: to the week's work. It is not nec?/ry to repore items
showmt 4o Par: "B unless fur:her\-%xplanazion of an activity or problen is needed “

*L

.

for cl‘arizy. All teléphonme and correspondence contacts which are pade in Decexn-

- - ber, January and February with princi'pals involved in the 9-year-old and 17-vear—
o - ; ’
old assessments are to be nfted in Part C. If the space in this section of the

[4

* stazustreport {s inadequate to explain the activities or problens,.use a2 separate
-

sheet. (Be sure to identify each entry on the a::ached sheet by PSU nusber and

' - . school nuzber; enter yo\:r nage and da:e and atzach to h‘eekly S:aﬁ:akepor: ) ()

"
*

£ Disgosition Y :

' ) e - The Dis:uc: Supervisor's Weekly- Status Report is prinzed on NCS
- paper which provides &n original and two coples. Mail "the whize and yellow -
- N

Fd .
coples o RTI and keep the pink copy for Your :ecords. The Yeekly Status Reports

. r ‘e
. . must be mailed by Saturday aight of each weeks Your Regionsl Supervisor will

. [ -
- .o use :h1; report to assist you with any problens which occur. Remember that it -

\ is mpor:ant to the success of the study for project nanage::en: Lo be torally -

“ -

’ Y {nforned of phobTems you encounter is the field. Therefore, use this report
- - . .
r ¥ to note all problems of any importance. -

)

- . Cc. Administrative Pregedures Involving Exércise Adninistrators .

1. Teras of Ezployment C. .

L B
- 1y - A "

' > . fxercise Administrators must c)early understand thac they are ecployees
) - pf Poue'y)!{ce Inc. Listed below are theffour main items that you are to discuss
. ; . ,

Vi with each EA before the EA begins work: .
LY . /

o
. e ' . . J +




. F ] .
» .
.« & - -
. i ' ¢ . . .
. v . - a. Powerforce Compeny is the FA's employer. .
{ - L b. EAs will report hours worked and expenses o RTI which will, ) |
- . F LY % . - e . :
. : L in turn, submit thez to Powerforce for payneut.‘" ¥
- PRV - v  rer,
g c. The information the, ‘EA cbtains through engagement as an Exercise -
- L - - ”
¥ . -
: . R . Administrator is to be kept confidential and@is Jot fo be
. - * . -
. . . _." , ¢ - divulged other than to authorized RIL employees. . v
b . s - N "
- ‘. r ¢ d. You'cannot promise a pirticuler mumber of,work hours to an EA.
-y * " - - .
5-_ . You must compute each EA's hourly rate at the time of selection. *
. To make this computation you must first deternine the current dafly rate for
-~ ’ H
I:ubstftutm‘::hera in the school systm(s) 1o the PSU(s) 14 which the}A_uul .
. . be assigned. You then divide this rate by seven (7) and zound. your result up t 3 |
» L]
. . ‘ :o\the ngerebt ten cents. HOVEVER, THE HAXIMUM rucm FOR EAs IN YEAR 11 1S h551.5? £5
» . 2 &
] |
) |, 3 m;;ms HINLMUM RATE 1S $2.90 PER nowgz 1f more than one schooi Hs- i
. LS ! — ~ tez s involved and each pays subutitute teachers at a di!!erent rate, use the :
. o -2 PR . .
: C . _highest rate.’/ * - E - .
. . q v " . v
“ <! . . Ia Year 1l EAs will be co=pensated: for tize spént in Fssessodnt duties
" . ‘ Y e ~ L
Ml . . 1 ahd for time spent beyond one=-half hour porzmal driving time either 1a gettfng
-, y -
o A . it t . to of retuming fro-.-!‘ their uork site uithin [} PSU. This compensation is not - .
. dua:’led in the EA Hauual, you should make youm.el! rnn of dri\fiug tines be- ‘-
9 J - ¥
‘ r ' yo'.nd cne=half hour and inform the speci!ic EAs of this 5pecia‘.l. ru1e Such tlze
* > L shoultl be entered in the "‘I:avel Betueen Schodl" &i&o! the }‘.A's Dlily Pro- Y
L i .. ] . v . .
, ] . . . dueuon, Tine, and Expeuse Report desc bc.lou.. . -l
- I ¢ -t . * If you and y ional .Sap rvifor decided it is advisable+to use ..
. " s . A .
¢ . o« . - L »
- - . - - ' LY -
. . - - z . i P . b Q'.
" ~ : v,
’ T - \ s = s
- P N . . - ', . -
- -~ . '
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-t ; . - . 8 . . - )
L] * - ’ l ’ . ) f I d
- - ) . . ~ ’ * . . P
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a particular EA in more than one P5U, the EA will generally be doupensated for

:inefspen: beyond me-hait hbur normal driving'time to or from the work site.

This compensation, either within a PSU or between PSUs, will apply if the EA
drives a personal car of -;1des' with you,

Coopensation for rravel hours under these guldelines should\{lp You
recruit EAS in sirvarfons .;nvolving abnormal travel t'i.ne: however, you shst dis=

cus¥ with );ouz Regional Supervisor the cost implications before you decide to

5
.

. use an EA in waTe than one PSU,
L]
4.  EA Nuzbers. ’

As y;u select Eas it will be your :esponsibtnty to assign each of

-

t:h‘ngaﬁ_‘ EA nucper. Each EA nuzbe? you 23sigh Eug: be & unique ;dtgtt nucher.

M £ T
Srart with the nucber "017 and assige EA nu::bei's in seguence. e.g., "02", "O3Y

. . "S0". Reserve 59" for yourself for use when you acll:ints:ez packages;
pusbers 51-98 are reserved for. other staff necbers., On the Recdrd of Exercise
Adninistrater Nuzbers enter the number You assign to each EA You select, plus

the EA's nade, address,.and telephone nunbez. Enter the ucul code* of all

individuals you select in the appropriate space and the nunber of the PSU(s) in

Aruitoxt provided by Eric:

ERIC.

-

)

which they are to work, Use as =any sheets of this form 28 EK ssary. This

record is—:B:b'c re‘:a‘iﬂd—by—ym—and—nliled—to—kn_u_soom he assessun: of

S

the :hree age classes is coﬁple:ed. Prior zo mailing :Ms forn to Rh, useﬁ
rating scale printed an the form to evalua:’e the perfpmanct of eac,h A used

for asseslnen:ﬁ An exasple of this form i2 shown on the poxc vage.

%
At the time you as8ign 2 nusber to an EA, write the nﬁsber on the

front of the EA's manual. Hake sure the EA knows that this nu:ber is o be f

*used when coding packag:s. i 3
* - . F} .. .

* This {nformaticn i3 being gathered for regearch involving sdninistrator bias,
Ls

Pl -
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3. EA"s Daily Production; Tive, and Expense Record LT

At the tlﬂ!.

you select an EA, have the EA complete a wll. IRS forn,

Provide the EA with a copy &£ the Exercise Adntuntruor s Daily Productioa,
Tir.;e. and Expanu Record and give instructions on how to properly
. - ’

duction, time: and expenses.* (See Chapter V.) You'ire to

record pro-

eater in the box
L]

in the .upper left-hand corner the sy mnber,- age class, EX number, and rate

of ct'mpenliéton. You are also to, enter the project ausber in the upproprute

gpace In Spzeary’of Dn:uy Record, I! an EA vorks ia nore thm one PSU, separate

-~
EA's Dluy' Produ prepared and subut:ted.

n,.ﬂ:e, and Expense Recordmmt be
The record sho'uld be subnitted tq you Upon completion of the EA's

autgnnenl:. 44 utl.l- then/be your

totals shown on the Reco of reporting sand to approve it by signing .

the Record on the appropriate "Appr'ov y" lae. iefore approving the Record,

check for overtise., Multiply all hours in ex:esn of 8 a day-by one-half the

daily rt:e and enter on the line bélow "Toral HOuu" Correct the total =ount

w
due, Overtinme for EAs should be Rept to acininun, " Sepsrate the sheets, give

the EA the goldenrod Copy, and submit the white and yellov copies to RTI. °

L2 y
Keep the piak copy for your records. mﬁﬂ. EA's Daily Production, Tine, .

d and- Expense Record directly to RII at the M—of—-ﬂorﬁﬁ‘l’w;”‘ .
.'; Each form must havl che EA's nase, mtltns address, telephone aunber, and N
' 6‘ Sochl Securtty Nusber entered ac the top of“the page. By approving each EA's
. Daily Production, Tizme, #nd E:pease Record you are indicseing to RII that i
- - <« . -
all charges are raasonable aad, ia your opiaion, correct. Check to see if ¢
¢ . senual study tise is fncluded afd that ic does not exceed the authorized
R caximuz og cae hour, . ) ' . . :
. L]
. ¥ y\ Alvays make sure each EA knovs when to expect payments. Inform your
*  EAs will be refzbursed for all mileage in ¢xcess, of ten niles per day at
' . the rate of $.17 per nile, <
. $ . . 1 . ‘
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nt within approximstely two weeks from the date

that the Record isrreceived at R ’ s -
. - Do TIratel ! -
. e - PR R
1. Proper Scheduling .

Jr will be your‘responsibiliry ro make travel arrangenments to allov

v b

you .:okkeep your ap;)ogz:ne.n:a as scheduled with gchool officials snd with Exer-

cise Administrators participating {n the assessoent prograz, When traveling *

byLau:o, “you should lesve sarly enough to give yourself extra tize to neer your
’ »
i appointcents properly in case you are slowed down by unexpected car trouble, bad
. f s

weather, or heavy traffic. If your desgination is oore thean rwo hours away and
+ < . "
you have an’early norning appbti_tmenr., i iz probably sdvisable to arrive in the

afes the n'igh: prior to your scheduled oeeting.

An'o:her aspect of prol;ep scheduling is being able to rn\ch the site
of each of yBur appointoents in & direc{: maoner without delay.. Oa your first
visir to any city of size, obfain (purchase, if necessary) a oap of the aru\':o
usta: you in locaring the points in the city you will be 'vtzstu:ms'.‘h

ln.:h'e couzrse of & year, you nay encountzer unforeseen problens that
=ay cause‘you to be la.t'e for an a?potn:ncn:. As soon as t:.:is evident )‘ou can=

not oeet an appointdent on :ize, call ahead to igforz all parties you are beeting

S "
5
:l L}
;____%, A -
r} .
- "
. Q
ERIC . -

¥

that you are delaypd and to schedule, another ceejing latey in the da;rrﬁér week. -
. A
You will soon realize that the entire Naticnal Assessoehr project is based on

a very tight schedule and that you must take eve?y working day a8 productive ons.

iy
Thus, proper scheduling of your :n\'.'_rel.ta a.necessity. L. v
’ 2. Reservarions L
- " ¥

.Selloncd crravelers make, reservations for lodging, atr :r*nspor:a:toa.

and car rentals well in advance of the scheduled dazes of their trips. 1z vill *

b
* L3 . hs »

. & . ¢

»

- . s - ;- ,
. .~ ¢ "
-
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- * L

be your responsibility to make reservations to insure avfihbuuy of lodging
. ¥ .
and/or transportation. Making such reservations not only is a device to help you .
" L] N ’ L]

- meet your appointzents promptly, but it will also elininace the personal incon-

\ venience of having to search for lodsin{upon your arrival in & city or, if travel- *
§

- ing by air, theé inconvenience of lgng wvaits in sir ternminals and the exuil cost

of having to take !.Onﬂel', less-du"ect flights. . * .

- [ ]
_Soae District Supervisors may not be using air transportstion except to

]

—-—

attend training sessions. 1f you do gravel by sir, houever.‘;tlvays call for re=-

. , servations as scon a8 you know the date(s).you will be traveling. , Make sure you

i . . %oov the deadline for picking up your tickets. If you do not have & credit card 7
. ¢ . . i
accepted by the airlines, miny airlines will take 2 personal theck for the amount

. of the fare, p'rovlding you have proper identificatlon., ALL ALK TEAVEL MUST HAVE

PRIOK ,VERBAL APPROVAL OF YOUR REGIOMAL SUPERVISOR. . —
. . {
- - - - Most chain, or franchise hotels and motels will make free jeservations
. for you with affiliates in other cities., Holiday Inns of America probably has

- . a iranchise in more cities than aaother iranchtslns orsanizauon. Other chains

or franchise operations offering free reservation service include Sheraton, Qual-

. . ity Courts, Houard Johnson's, Ramada Inns, etc. Sode motels and hotels honor the

- credu‘urd of [ na]"o“‘an"wnrrrm—-hmtﬁwﬂ:ﬂ:&:—«

as Carte Blmche. Aserican Express; etc. {Using credu cards, reducu the a=ouat
r ]

s ) 7 of cash you need to carry vhen traveling.) You should plan to stay in & coo-

- A fortable motel, hovever you should also be conterned vith the cost involved. Do

. : : ¢ .

not plan to stay in luxury motels of hotels.

) - - 3. It ineraries .

.District Supetyisors are part of s pational field staff, Ikple-
- N +

v * penting the National Assessment project Vroperly necessitates frequent coo- .
'y . N
'?unicatlon from the central-itaff to the istrict Supervisorsi often this

’ .
. > - .

¢ . -

- T | \
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hone. "Ihe:efore, it {s very important that Discrice Supervisors keep the central

I

* staff fully infdrmed of their businiss itineraries.

"XIV-15 ‘

-

comunication must Cake place quickly vhile the Dis:’r!cc-S\lpch“or is awdy froo

Digtrict Supervisors cust prepare, on 2 weekly basis, an itinerary

repore of their plaaned travels and activities. This report, vhich should be
Cor:pl.e:ed £for a Sunday-:hrough-Sa:urdxy week is printed on NCR paper H&ﬂ'
the uht:e Copy of each !:ineury report you prepare to RIIL; you are to keep

the yeuou ¢opy for your records. .

~

‘-The:her you are vorking a PSU ot of your hose or a hotel/motel, you

-

N
st prepate and submic an itineracy.Yeport for each’ veek in order te inforn
the tenzral steff wherc you can be reached in the la:e cf:emoom'tnd evenings

If you must slter your schbedule, call Byenda Forter ac R‘i‘l (1- 800-33&-85'7}.) and

report any chang:; to her. (Also send a revised itinerary ta R‘{l.)

e

. An exazple of a properly campl.e:ed i:ineury repore is shown on the

-~

nexc page. A.n i:inenry report Zuat be~ prepared for each WéxInd rhe vhite

copy must be at RTI 10 days prior to the begimnning of the.veek the Teport covers.

7o insure this, you should =ail the report ac least three veks in advance of _
the week ¢overed by the report. If you wvill be sctaying at hone an entire week,

aseply complete the heading of an itinerary report, chéck che appropriste box,

ERIC

a

sign ard dace ir, and mail the vhite copy in ti:fe to reach RTI 10 days prior to
the veek Covere.cl !n:y! the report. ’

Another responsibilicy inm this gcn.enl area is to provide your Regionzl
Supervisor wj.:h.your current hose telephene nu::.ber an‘( mailing address (also

\ , . ¥
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’
. residence address if it differs fron your mailiog address). Report anticipated
. ' addre;? and telephone su=ber changes him as soon a3 you'knov what the chaoges
. r
ot vill be and vhen chey will becose effective. 1t is igperative thit your Regional:

" ’ ) ~~ Supervisor e able o contact you quickly vhether you aTe at hooe or on the
- PR |

. . -

- ' romi. .
N ’
"1c also is 1=peu:1ve that your Exetcise Adpipisctrators be able to -~

. contact you during the {nreria from the time YO select the2 ;;rough the assess~

'\

< . oeat reek(s) 4n vhich they aTe scheduled to part cipate. Always Sike sure vhen

' ‘3\; gelect thea that they enter your DA€, hooe talephone nu=her, snd-address .

. . * ™ 4n the proper spaces of pasei 1-6 of the Exercise strator Manual. Give
. ’, \ ches imstructions o call you, COLLECT, 3¢ your 4f they encqunter probleas o

. -~ which =a¥ keep Thea froa auistﬁtg jou,durlns ;s“us ¢, 1f you i1l be zravel-
. N

» L " -
—— ing most of che veek and chére is Do one 3% your home FO forvard <alls To you,

? ) you should instroECyour EAs to call KTI. ‘Encourage 4};:: co urite about lesser
‘ ; .

- - .
proble=s. / X
{

. .
1

. g. Jravel Expeosed

" Y 1. Travel Advances

Travel As¥r ==

. & travel advance is =ade To erch piserice’$ pérv!.sor prior to beginning

vork. This is a standing adv;nce <o covel expenses 13\{1“(! in atcending the .
" :Eainins sesion. subsi;ience expensess and auto exéenses r the first few veeks

' . : of dork in y“-ou: aigeeice. (Tnis allovs rurn-around rine forpeekly gxpense re”
- pores to reach the central office and for expease checks to be%gent o YOU-
. , You :.rin pe allowed to keep this stagdicg advance for the duration of the &=
’ ’ sgsgoent yesT unless experieac® l.?ldﬁa:es ao adjustoent is (n order. 1f you )

. find this advance (s sot sufficient to cover your aorzal travel expenses o i

you need BOTE cravel ' funds oo 3 shor:-;er.': basis, Yo¥ will have to pake auch

ERIC v s . , *
’ : - -~ 187 ‘ )
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. ’ " ]
- requests Lhrough your Resiomi—-&npervisor.
4 * ' .

- . Keep in 8ind that the tuvel advance is in effect a loan and will have

“ [} -~ . -,
w 7 to Fe repajd at the tine yQur ecployment is :emimted or 1f you are a%sisned
o, . . . * i
v ‘\_/ ta the central office. " ghe Accounting Deparcment. at RTI owy send you periodic .

- L]
. requests to fonfira the outstanding balance of dvances. You shduld be able to
. -

account for thé entire soount of your standing advance at all zizes.

L]
2. Trmsgortation Expenses . .

4 »

, . Zop ‘vae of Tour Auto

PR i

v . You will}be cozpensated $.17 for each business=connected sile

‘ -

- thar you drive {n your owo autg. You, in turn, will ke responsible for all
" auro depreciation, mintenzacal‘ and. optional expemes 1a:urred by you 8s 2 ré- .
sult of business travel by pergon@. ‘agto. You will be fim:iany respoasible

i Y . for minuinins all auto insurance :oveuge as required by the staze in wvhich f-

v
- ‘ you are rextding-

L -
' = >

4 ' . There are two Incidentsl expenses for ‘h.lch youkﬁu be compen=
sa(d\ever-and-above' the regular niieaae'pay:enf-—parking and tolls. Parking
fees will be reicburstd to you {n full providing free“'par_kﬁs 1s not available

\:ﬁ the gcaehl area of the addredses yOu are visiting on business. Bridge,

tunnels and parkway rolls are rei-‘wmbl._u.z:s pxpviding they are in-

curred in the :ourse of busitess rravel. You Wiyl have to explain miscellan-
eous ite=s which exceed 51,00. Therefore. you should obrain receipts’for tolls

Land daily parking fees exteeding $1.00 a3 these are :onsidered ziscellaneous

N . . , . — j

éxpense 1j%Ss. | .

12

‘ - e b. Afr Travel . g
: .

As previous srated, air rravel for (m of you un'l be used
/ . T only when steendid} tradfning segsions, bur &f #ditioda! 2ir travel is deesed L]

. necessary, you sust have verbal approval of your Regional Supervisor prior to
L »

Ll »

at
.

.ERIC ‘ g ¢ 155 &/ '
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It will be your r'espo:_\ubility to make your air transportation

UR AIRLINE TICKET PASSENGER COUPONS (the {ast page

¢, , JMervations, A{M"\SAVE Yo

in each ticket bgok) and receipts for any excess baggige gharges, AND ATTACH .

* making the trip.

THEM_T0 THE EXPENSE REFORT IN WHICH THESE EXPENSES ARE REPORTED.
/

A
Ottler Modes of Trahsportation h)
! -

* . » Co

L]
(1) Auto Rental . .
1f you travel bi' air to points is your districc, you will

. . * probably nged to Tent 42 Also, in the event

auto for ground transportation.

yOur auto requires repair and you need auto t:antpoztshon to perforn your duties,

v it is pemiuible to rent an auto i 20\: obr.ain aggrovnl in adv:nce f:oa your
It. is-your :elponsibilit? to maintain an auto in gobd

r F
sutos as a "ﬁbltltute for .yOur penml

. Replonal Supervisor.

" vorking order, dnd you should use Tental

car only in m:sency situations and with the approval of your Res!onal Supervisor.

' . Rental feu are genenlly'bssed on the nu:ber of days r ented

and the type of auto rented, with a discount offered for rental pe:tods of a

»
\ week Or DOTE AD

1f you are authorized to
- \
\
YWhen you make |

d to holden of certain credit cards. .
RTI u111 1uue you a Hertz “#1 Club credit ‘""»
the wse of your Hertz #13Club nusber will guarantee you a ur@ \

|

proved for»m mployen. Any pl'obleg!

reat ao-auto,
yau: reservations,

at your destination point at r.hf Tate g

-4

ERIC- .,

. Aruitoxt provided by Eic:

encountered u!r.h thh procedure should be reported to your k&g ional Supervho:.

After you have refumed the car to Hertz, ATTACH THE RE- .

: CEIPT 10 THE EXPENSE REFORT IN WHICH YOU ARE REPORTING THE RENT

AL EXPENSE.




» - -

. If che Féntal lg‘teenen: does not, ';)tovtde for reimbursement of g2soline purchases, \{)
. ) , r
« also be sure ta artach recefprs for Ahe gasoline you bought for use in the rent-
. .. v .

al vehicle and include this expense in your expense report. §

. ) Taxis 2nd Other'Public Transportatfon - .
*

. . . If you find it nccessary to use taxis, buses, subvays, or

.
other forms of public transportatién {n carrying out your assignsent, you D&Yy
do so, providing the cost fs less or equal to the cost of diivmg ydur own auto

Ce - - (::u.uge,9 plus tolls, and parking). However, prior approval from your Regional
~ B

. Supﬁis\or is.required 1f the cost of such transportation will exceed the cost

- { . of driying your own auto. N
. 1:/

: 3. Subsistence Expense . .

. l ’ You will be refmbursed for all reasonable outlays to cotmercial *-
tablishments for food and lodding when you are working away from home. (Payzencs

L g by you to f-ttends and relatives for fcod and lodging are not teimbuzubl'c). The

- ) pelicy for pay’;e\'n\gf neals and coo=ents onqubsis:ence lizmics and the need for

~ lodgin} receipes are covezed-in Section E.5 of .Ehts chapter. ,

4. Telephone Expenses .

- . . When possible, all long distance calls te RTI age to be dialed toXl-

- {
 * o, free at 1=800-334-8571 between 8:15 a,o. and s:ooep.a. Eastern Time. If you

. i need assisztance after 5:00 p.w., or pn a veekendrl call one of the persons listed

- - -

- ' Regional Supervisor .
k ' ¢ Kirk Pate  (919) 851-7674 )

belc;{. Place these calls on a direct-dial basis. .
LY

(R}

: Allen Duffer (919) 781-7927 ’

-
Adninfacrative Coordinator

- ~ Dick Russ '
e Y ’ . . L]
.o — . .. During the.year each of you will oake nuserous :Sl_e_gllone calls involving long

-~ N

- distance tolls or lccal charges to RII, to schoowah, and to your Exercise

.
., - -
- N
. . R LS
. L]
N .
N

Q . . . ~
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. . Adni‘ntscruors.‘ The cost of a1l these buginess-connected long distance and

. + local calls should be paid by you. You will be refmbursed for these ulls after
. . : reporting them on your expense repott. It is mandatory that you obtain and 'uu .
..
. & .telephone credit card for mktng these business-related cllls. Do' not have

. your long dtsc‘ance calls charged to vour hotel or motel bill. Since mostémotels

. ; ) and hotels affix a surcharge to each long digtance call made through the hotel

. operl:‘or, the use of & credit card can result {n sybstantial savings on these
calls. The sepirate statement which youl telephone company {ssues monthly for )
>
: ) * youg credit card calls can be subzitted with your expense report for reimburse-

. - * ' .
ment. >

. ¢

“ - Most RTL business-rghced telephone co&:mtca:ion for District Super-

-

visors will be with the central staff; however, it is possﬁ;le that an occasional

y N (‘ businesa-related telephone conversation between specific Discrict Supervisors {s

- «* L2

R i necessary. 'Because of cost izplications, telephone c:}ilt between District Super-

- “ visors are aliowvable as business expenses only if they have prior approval by c;ae
- 3 . N . w«

.o Regional Supervisor as & necessary buginess-related conversa:ton.' -The cost of

1
o&cau'onal' léong distance telephone calls to your hou is an allowable expense;

. however, such calls should not be excessive in either cime oz‘ frequency. .

. . - Do not- hﬂitttt—tv—mkemessag lonrﬁtst:nm:rls on ‘business

’ ‘ ‘ﬂltte!l; but, on the other hand, be Judicious in the length of -time you talk.

’ Remenber that long distance toll charges are based on & set schedule for the

Fl ' L
first three ainytes of your conversation, with an additjonal charge for each i} ~J -

. ninute {or fraction thereof} that your conversation exceeds three minutes,

5.  Expense Report 3.
’ * a. General ’ "‘

[ N i -

. “  Each District Sup}rvtsor is to keep a record of all bustneu-

- ' related expenses for whtch he expects reuburaenenc under RTI policies covgnng

. N L e .
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:.ravel expenses sumarized in the precedj.n!g sections. Al suc’h expeng\es ate”
to ;e subnitted promptly on a,weekly basis (Sunday through Sacurday} on & Dis-
trice Supervizor's Expense Report. Entries ‘are to be u}eson :h{s'report on

a daily basis to iosure accurate Teporting of all bu.s!.ness expé:mcludlng

thoge expenses of District S‘upervlaort vho are working at home and ;re oot in-

curring subsisfence expenses. An exanmple of a properly completed District
. r

Supervisor's Expense Report is shown dn the pext page.

- - .

‘ b. RHeading .
) Enter the appropriate da‘tkproject nunber and your 1.D, Nunlber

ia the spaces provided. . ' .
¢. *ltinerary e . : :
"e To document your travel expenses and to sacisfy ghe tequirenent

.

of RTl's Atvcoumting De.partacnt, ¥OU musy enter on A& separate line for each day
(in the proper‘colm) the date of' each day yol work, the place from vhich you
began your working -da;. and the place you visited (or "at vhich you ended the
day 1f you did not return to ’your starting point).™
d.  Bersonal Auto .
! -Enger io t)\:ia columj on a daily basis, your mileage and the

’
~

charge for traveling you did in your auto. Mileage charges are to be computed
. T T Tt e T e
at the rate of 5.17 per mile that you drive your auto on business. Alvays de,

>

sure you recotd your odometer reading when you scart out 1n your auto_each
a L - L

working dhqe\ ap the end of the day you will be able to.deterzine the exact

number of \nlles you have dmen- There is no need to subnit odozeter readings

with your report to document your mileage expenses. R
t . P
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o " L. - . -
. e.  Rental Auzo ' . '
- : . Car rental charges sre to be entered af the bottom of the Peruoqu
e ¢ * K , Auto coluzn*in the block designated totsl charges. for rﬁeﬁntzl autos and must be , '

-

supported by s recelpt attached Eo the report in which the cha;ges are pre-

sented. v

, f. Airline . . - L .

-~ « M
. v - Afrline tickets and, excess baggage fees which are psid fog by
* 4 » .

N you are to be entered in this column and the coupon or recefpt attsched to the

. L]
« report in ‘9“" such charges are pregented., If vou purchase tickets or pa
. . ———P_-ﬁ-hl =
, bagzage fees wltﬂ an RTI issued Ai/’rnvel Card, indicate the costg of the

tickets in the Air Fare Charged to RTI section. Such ‘charges wust be accozpanied

. - by receipts and are nzn-relmbursable. \ - * -

" 8- dgin

*

N
"

- . LODGING EXPENSES ARE TO BE SUPP\&TED BY A RECEIPT WHICH MDST BE (
\ . . .
t 4 ATTACHED TC THE REPORT IN WHICH THE CHARGES ARE‘PRESENI'ED. You will find that

wotel and hotel rates vary both geogr;phlcany sod sessonally. RTI policy is .

4 "
<« to allow its trayeling employees to stay in first-class commercial hotels and

S

! . potels. DQ not stay in luxury or resort hotels. v

- . L) *

/ * , If you charge your hotel or wcotel bill on a credit card, be sure
’ " ] . Fat

. « .

s . you attsch the actual bill as proof of psyment rather than the tissue that you

receive 25 & charge-card receipt. “1f you sre married, there may be occasions
I

- [ vhen your spouse will sccompany you on & Business trip. This i{s s permissible

~) practice, but RTI will not reimburse you for any subsistence (or extra travel)
A 'z

. expenses incurred by your spouse’on such trips. If your spouse is sccompanying
¢ you, have the hotel or =motel' indicate on your bill the rste for & single room .

! - {one person) and get a special receipt for your lodging based on that rate. In

such instances, both the regulsr bill and the specisl receipt must sccompany your,

1 . ~
Y
r .

N .

ERIC
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expense report a8 -grooi of payment. .

< h. Meals

- . ’ e ¥

y Heal expenses re ceimburssble in poly twe instances.

are traveling overaight or vhen you sre

. - %

to be 50 piles ©F ‘more fros hote d\xring the e.venins neal. In the

av——

cavess You
. lattel astance, the cost of the evenin weal only is reinbursable.
Gratuities for food st

are required €0 support oeal expensese

mclu&d in the amount you report for sesls. Your mesl expenses pust

L]
§20.00 per day. 1if sesl and gratuicy GXP‘H\IGI total less thin $20.00 during

L]
day, you are t° report the exact azount.

' - i.

phete credit clrdl-

.

by you and then reporr.ed on your expense report.

Charges for 1_ocal calls

. . from coin boxes or to be entered 1o the Telephone-'relcgraph

-

your sotel 'are

coly=n and nedd not be explpined ugless :he\y total more than §1.00 in & dsy;

wrelephone axpenset of $1.20 on Harsh 15 represents aix local calls

. . . " Cefre

zade fros wotel to school official .'u\ che city". .

Occuioully.' you BAY need to setnd & telegran to communicsate

with your pegionsl Superviso® a school official, or even 4n Exercise Adzin-

[

jatrator: All telegraas are to bc,preplred by you and the expense recovered

-

-,
.

. “ through Your next expente report.

.

. ) . Business calls charged to Y@ hooe OF relephont credit card
" -

. should be totaled 2 end entered at the bott of

in the block duigniud flowe 'relcpbone 3111.. You

mdividully.- but you must uuchcd che

“
.

o

ERI!

r
Full Tt Provided by ERIC.

when “you

uo:k.'mg ouc of your home and your work

v

ryide are to be
.be red-

sonable to, the ares io which you are working and cannot in_sny instance exceed

cated, pistrict Supervisors are to obtain tele-

ephone tolls for your buginess calls must e paid

e tclephon‘e-ulcguph colusnt

nced fot expllin thest calls

Ho‘recgip‘t s

numg oi tol} cslls (which accoepuliu

-
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your bill) and circle 81l calls on the us:l;:g for which You expect o be re-
¥

I.Eburs;dn Alvays be sure the total amount you report for toll calls includes

the tax op them. Such costs should be entered only once 4 month,

L4 .
j. Miscellaneous ‘ PR
’ In the coluz=n reserved for miscellaneous expenses, you are to

enter sl business expenses not reported in the four preceding catpgorie!.
(fares\gr vileage, meals, lodging, and :Jiephom-:elegnph). Cozon miscellan-
. \

eous'-e penses tnelude bus freight bills, pa.rking fees,. porter “and skycap tips,
»

—— [

tolls, souase. 4nd purchase of incidental supplies. ‘

‘"\ k. Explanation of Costs '

i w

5 Telgﬁhone-:elegraph and miscellaneous expenses exceeding $1.00

—r

»

oust be explained in the Explanation of Costd section and should be accompantied
by a receipt vhenever possible. ANY SIZABLE CHARGE MUST BE SUPPORTED By AN

ACCOMPANYING® RECEIPT. *

A .

14 Routing of Expense Reborts

Total your District Supervisor's Expegse Report by Saturday of

F
aind zail the vhite and yellowv copiesa to XTI. The pink copy is to be retaided r
by you for your| records. ALWAYS PRINT IN THE LOWER LEFT CORNER OF EACH EXPENSE
REPORT THE ADDRESS TO WHICH YOU WANT THAT PARTICULAR EXP£N§E CHECK,%RILED. This
information 1is néeded ln'orger for those persons typing and nailing expense
checks in the RTI\Accounting Department to avoid logking wp your address each
. ] - 1 b
tine they mail youlan expense check. v
- ap———— . .
. . ) .
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. ‘ 1 . . * . 4
. “ F. SUMMARY, OF ADMINISTRATIVE FORMS USED BY DISTRICT suPzavxs&zs
" LY
~ .,
ITEM PURPOSE . FAIL TO WHEN.
- - = - aad
RTI Time Report . | To report period¥c sl- | RII At end of ledt working
* | logstion of tize spent day of esch period’
- on pyojest and other .
activities - .
‘ .
! 1
District Supervi- To report weekly travel #rlglml to RII; By Saturday of each
sor's Expense expenses ellow copy re~ weeke -
RepoTt tained by DS -
mu'u::ISuperu- To provide project original to XTI; v & In tite to be received
sor’s Itinerary minagesent with &d- yellov copy Te= 10 days prior to week
Report  « vance notice of each tained by DS * covered. One nust be
N D5's travel schedule subaitted for each
week b
| 5
- . -
D5's Weekly Status | A, To provide & sua- White and yellow By Ssturday of each
Report mary of the amount copies to RIY, pink | week )
of work assigded, copy retained by DS ‘. .
compleled, and re=- ‘e \

waining in a PSU

B‘ To report school

zefusals or re~
strictions, changes
in youyr assessuent
uhedtbe. lost -ad-
sinistrations and/for
no eligibles

+

EA"s Daily Produc=
tion, Time, snd
Expense Record snd
Invoice

To report EA's hours
worked and tFavel
expenses

rl

White and yellow
coples to RTI,
goldenrod to EA;
pink copy retained
by 0§

At the completion of
the work in a PSU

A
record of EA Num~ To record EA nuabers RII . Upon completion of Age
bers . assigned and to pro- ‘ Class 3 sssessment ™

4 #vide record aof EA
names, sddresses, and .
telephone numbers . .
. J :
' . . .
Ll * [
’
. *
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Education Commission BTthe States u .

P

eI F 350 LINCOLNSTOWER « 1853 LINCOLN STREETS
(303) 853:5200 = DENVER, COLORADO 80203 .

June 8, 2979 o . .
INITIAL LETTER TO CHIEF STATE SCHOOL OFFICERS L
- . OF STATES SELECTED FOR NAEP ° ° \
— &
4 FY

*

e

4 . & » . * - .
The 1979-80 school term will initiate National Assessment's eleventh year
of collecting student achievement data. During thé past decade, the proj-
. ect has collegted and reported achievement data in ten learning areas. A
~wvariety of individuals and organizations have put the Nationalﬁ‘ssessmént
-data ang methodclogy to use. At least 36 states have consulted with us
_and have used materials and techniques field-tested by National Assessment
in theif own assessment efforts. Local and district administratprs are
incorporating the project's items and methods in their own evaluation pro-

‘ grams. The Office of Education and the National Instituute of Education
. incorporate our findings in various regorts to’ legislative committees,
. governmental agencies and others requeSting such information. We look -

forward to continuing to provide information and senvices to various con-~
stituencies and to collecting and reporting national achievement data on .
what our young people actually know and can do. . e,

The 1979-80 assessment effort includes a national prob%bility sample of
some 1,800 schools selected from a list of all public dnd private schools
in the United States. Approximately 100,000 students will be involved in
= the assessment. FPerformance on selected items in readingfliterature will
be assessed at the 9-, 13~ and 17-year-old age levels. In addition, a
EE;F:‘ sample of out—of-schogl 17-year-olds will be assessed during the summer of
- . 1980. ) . ) . . o -, '
g . . " - .
A 1list of the sample school districts within your state will be mailéd to
your office on June 32, 1979. The first cdntact from National ‘Assessment
with districét superintendents will be shortly after July 16, 1979. Agiin,
¥ I' would call upon your assistance in helping us to inform local superin-
tendents that a few schools within their districts have been selected in
the prdject's national~rsample. . Your assistance in encouraging schools to
participate is important to the;continu;né‘succesé of the project.

~

1 (4

1193 .“l v . o‘ .

\NA TIONAL ASSESSMENT OF ERUCAHQNALPROGRESS :




June 8, 1979 - .- ' .
Page -2~ , )
Our files indicate ®hat = . has been designated as thé

National Assessment contact person by yolr offike. A copy of this letter
and the list of school distritts-will be forwarded to him, . )

1f you desire the list to be mailed to a differént personm, or you have any
1] -

qgegtigns,‘please contact:
Dunlap Scott, Diréctor
. + Department of Field Operations .
National Assessment of Edu2ational Progress
1860 Lincoln Street, -Suite 700 .
L. . Denver, Colorado’ ‘80295 .
L/' ~(303) 861-4917, extension 235

-

Again, thank you for your continued support and efforts on behalf of
Hational Assessment. .

Sincerely, ) -

Warren G. Hill
Executive Director ) A -
Education Commission of the States

cc:,  Roy H. Forbes, Director,’ NAEP ‘ . .

W]

Dunlap Scott, Directorl, Field Oﬁerations

N
- . : . &
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. ) 1979-80 SCHOOL YEAR

L
- - .

What are the nurnoses of thr Vqtiondl Assessment of Fducational Promross ?

. The primary purposes of Nuational Assessmelt are to provide fniormation o the

educational achicvement of young Americans and to measure, and report chynges

in their achicvement so that problem areas can be identified, prioriti¢s ¢dn be
established and progress over time can be determined, Other purposes {pclude
providing consultation and resource materials for states, local districts and schools

tojuse in developing their own assessment programs.

A " te

What will be assessed in 1979302 ‘ o s
Specifically, periormarnce will be assessed on selected items in Reading/Literature
at the 9-, 13- and 17-year-old age levels; in addition an assessment of out-cf-school
17-year-clds will be conducted ddring the summey of 1980, This will be the first
integrated assessment of reading and literature. It will also include o third dssess-
ment of some reading items and a second assessment of some literature items. .
Thus, the 1979-80 assessment will provide trend data indicating progress or decline
in achievement over two or three points in time. , .

b}

) ' . . N
What items will be used to assess achievement?, - -
Unlike standardizet scalevemert tests, \ational Assessment items are content or
objective~referenced. On stardardized achievement tests, each respondent takes -
every item, receives a score for his performance and is ranked on the basis of that
score with respect to a reference group. National Assessment places ke emohasis
on the performacce of groups of people, not on the performarce of individuals. lo ¢
fact, no one respondent takes ali of the exercises or items used to asscss a learning
area. Booklets contaming different items are given to probability samples of students
in an age group, Thenonan item-by-item basis, the'assessment estimates tke per-
centage of the age group, for example 9-year-olds, that could answer thé qucs:ign

acceptably. . , - s
How manv schools ard students are tnvolved ? s ' ) ‘
The 1979-30 assessment euort 1ncivces a national probability sample of some 1, 500

schools selected from a list of all public and private schools in the United States.
Approximately 100, 000 students (9-, 13- ard 17-ycar-olds) will be invelved, How-
ever, only a few, schools within a given district are selected gnd only a random sample
of cligible students within {ndividual schools is assessed. Students are assessed in,
groups of tp to 25 in miffuber. The assessment requires approximately one hour for
-, 13- and 17-year-old students. Out-Of~school 17-year-olds will e assessed’in’
their bomes. ' /" . |

4
-

/

When will the assessment occur? .

Natfohally, the assessment of 13-yea olds will take place during 4he period of |
October-December 1979, 9-year-oldy during January~February 1/950 and 17-years
olds during March-May 1950. The Nhtional Assessment Distric} Supervisor will

*

- contact loeal superintendents by telephone betweed Augist 6 and 21, 1979, tarrange

meetings with the principals of schools and to schedule the local assessnicnts, -

, "
: ' . 20

[N

}
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How and when will rosults be reported? Y

_National Asscssment reports do not describe results for individuals, schools,
or districts. Rcsults are reported interms of the nationn! percentages of groups
of respondents who are ablc to answer a question acceptably or to perform a
specific task. Recsults are rcported for each age level by regon of the courtry
(Northeast, ‘Southcast, Centrpl, Wcst), sex, racial group, parental cducation and
gize and type of community. Redults will be available in the summer of 1381,
Copies of the rcports will be ;x;intend'ents and principals of par-

forwarded to supe
.ticipating schools at that time. R

seacsment?

- -

How are national orznnizations irvolved in National A
National professionai organizations are represented in tie cavelopmen: of the assess-
ment objectives ard items and in the review and interpretation of results prior to
publication, For exampie, members of the \aticnal Council of Teackers of Erslish,
and, the International Reading Association assisted in planning the framcwork of the
1979-80 assessmekEt, ! )

.

Prior to releasing results, odganizations representing administpdférs--the National
Association of Secondary Scheol Principals and the National Asscciation of Elementary
School Priccipals~-as well as inose organizations representing teachers of tke learn~-
ing arcas assessed are origfed on major firdings.
articles about the assessment resuits in their newsletters, jourcals acd magazines.
The National Education Acsociation regulariy summarizes the assessment cesults in
the

Reporter and the \ational Councit-of Teachers of Mathematics hag featured 2

, series of articles {rom the mathematics assessment,

-
the asSessment program may be directed to Dunlap Scott,
Assessment of Educational Progress, 1560

(305) $61-4917.

Further questions ?

Qucstions rcgarding
Directotry Field Cperations, National
Lincoln Street, Suite 700,.Denver, CO 8029?,

- T -

The success of National Assessment is dependant upon ihe cooperation of locsl schools
and districts. Your cooperatjon and the participation of your students are much ap=

reciated. — v
p "‘ - » -

< L4 .
- .

NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS .

Administered by .

’

s L. THE EDUCATION COMMISSION OF THE STATES

Funded by
- ] The National Institute of Education | o

. ‘ .
- . 9
.

'r ’ R
2UL .
. .

Many of these organizations incluca -




. Education Commission of the States .~ . = '
™7 J00LINCOLN TOWER « 1850 LINCOLN STREET .
L ma:ms:?oo: CENVER, COLORADO 0295

* .

L] - r

. June' 22, 1979 ° .
' _ S < ./

L} . .
L]

P .
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,ﬁbLLOWUP LETTER TO CHIEF STATE SCHOOL OFFICERS

-
* =
L] » .
L] a . . . [

L) ~

¥
* Dear H * 4 .

. The enclosed lists, referred to in Dr. Hill's letter of Junme'8, 1979, iden-
tify the school districts within your state which have been selected for
participation in the 1979-80 Rational Assessment program. Superintendents
of these districts will receive written notification of the sghools selected

. within their districts soon after. July 16.

( As stated in Dr. Hill's letter, it would be helpful to National Assessment
. if you would contact superintendents to inform them that schools’ within

their districts have been selected. Should you contact superintendents

about National Assessment selection, we would appreciate receivgng a copy
of the communication. Your initial contact with superintendent¥ will aid

for assessment. L

[
-

Any questions or information concerning ﬁational Assessment activities in
your state should be' forwarded to: ' PP

- . N
) - . Dunlap Scott, Jr., Director of Opetations .
. ) -, National Assessment Project
: ! . Suite 700 Lincoln Tower -

1860 Lincoln Street

ER . Pénver, Coldrado 80295 .
}

. Sincéxely, . . . '

P LI . L ) :
- . ) , . \ ’

Dunlap Scott, Jr. L L PR

Director of Operations . . < A% . f

’

. cel

Enclogures . < e
- |‘ ’ .
| : 2098 -

’ .

\

NATIONAL ASSESSM‘EN'T OF EDUCA TIONAL PROGRESS - ,

1] ' "

aur District Supervisors as they elicit cooperation and prepare sghedules '

s
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) -+ INITIAL LETTER TO SUPER*INI'ENDEN'I:S ¢,
° v’ , Y,
* Dear: v . .. T R " v
: a ‘ " -
}For the past ten, years,rthg National Assessmen: of Edhca:ional Proggessi
has surveyed the 2ducatidnal achievement of 9-, '13= and, 17-yea¢-old§ in .
traditipnal learning areas ‘and has reported its findigRs to the nation. . pe
In adgition, the Assessment project is providing reséarch data, services \
and resource materials to a wide variaty of s:a:qp local’and national )
education agencies. » . ..,
- e . )
. We are tequesting the patticipation ofxsome d£ the schools in your distric:

p in the }%79-80 National ,Assessment of reading and literaturd. ' The_partici- °
pation of these schools is an essential ‘element in this contimiing survey
pf the knowlegge, skills, unders;aﬁdings and attitudes of United Stgtes
youth. The ability of National Assessment :o make contributions in educs-
tiomral research and se ices has in large measure been due to the ou:standing

PR cooperation of :he nat; n's publgc and priGhte schools.

[y y

Although requests are made of school petrsonnel to assisé'with cer:ain.tasks \_-‘
essential to conducting the assessment, such requests are kep; 'to’ a minimum,

" Our staff carry out the random sample selection of students and gdminister

the assessments in ever&'ﬁar:icipating school. Each selected student will .
participate in no more than one l-hour session. The national sample is de- .
signed so that no school will be selected for participation in National

Assessment more than once in a four-year cyc!e.

*
J [ l

‘A folder con:ainiqg add;:ional information about Na:ional Assessmen:, a
!la, scheduft of this year's ac¢tivities, a list of schools in your district
b selected for participation and a suggested® time “for an introductory meeting
EEE:;: is being mailed under separate cover. _Our District Supervisor will tele- )

L™

phone you between August 6 and 17 to discusa a mu:ually tonvenient time
and location for the deeting. . _,> . . -

1o

i Chief State School Officer haéqﬁeen informed of :he districts selected

éhe state gnd of our plams to contact you. Thank you for yeur cooperation. .
. . ' : . . .
Sinderely, : . . )
4 - ] . * {
. ¥ .o v :

. - + -
L] L -

Roy H. Forhes, Projec: Direc:or

National Aasessmenc Projedt’ . . X ' L ]
» . . . . o @ - . ! L
s “ . c . R%‘ l Loy - - . - - »
YATIONAL ASSESSMENT OF EDUCATIONAL PHOGRESS . FE \
e hr I L O’ - e

» .
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? FIELO OPERATIONS RESEARCH TRIANGLE INSTITUTE .
»

. meeting date’ 1547

D tS L A
4 ’ * [ . »
14 »
’ ) . o * -
NATIONAL ASSESSMENT OF EOUCATIONAL PROGRESS . "o
ADMINISTEREO 8Y THE EDUCATION COMMISSIONDF THE STATES \

. . P.O. gox 121 » RESEARCH TRIANGLE PAR'K, NOATH CAROLINA 27799
“ . (819) 541-6000 ) b . .

L

July 23, 1979 .

. . “ ”
"

SUPERINTENDENTS LETTER IN FOLDER .

-

L}

)

¢ 3 .

Recently you received a lebter from Dr. Roy H, Forbes, Project Director i
of National Assessment, requesting your coop ration and the part}cipatiqn
of some of the schools within your'district in_the 13&2180 assessmernt
program. The letter also indicated a folder of informational materials
would follow. Included with the folder are a memorandum outlining this
year's assessment activities and a computer printout identifying each
school in your district selected for participation and the age group(s)

for which each school has been selected. .o

» .

.The pockets of the folder contain informational materidls about National '

Assessment, .including example exercises and objectives for the areas to
be assessed during this schoo} year: reading and literature. Attached »
to ohe pocket is,ghe ,card of our District Supervisor who will contact
you by: phone b August 6 and 17 to arrange’ a meet with you and
the 'principgl e schools gselected for assessient. The suggested

2

W

.
[ . . '

* -

National Assessment, in response to concerns of ssuperintendents and prin-
&ipals (selection of the same schools by other research groups, etc.) has
adopted a sampling frame in which no school will be selectdd for National
Assessment more than oncé in a four-year cygle. The participation of the
schools selected this, year is extremely important to that sampling frape

afid we are most hopeful of their cooperation. We look forward to meeting
and working with/;ou.

Sincerely, ° : ’ . *
e ' . .
1 ] . \
Donald'G. Smith i , ’ ey
National Field Director . «
Resgear h Triangle Institute
\ l - ,
’
. - 20
RV

-
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m NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS : , .
ADMINISTERED BY THE EDOCATION COMMISSION OF THE STATES y .
' . FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE e .
v - P.0.BOX 12194 » RESEARCH TRIANGLE PARK, NORTH CAROLINA 27709
. . 1918) 541.8000

L] A . y ®
. + MEMORANDUM TO SCHOOL OFFICIALS ’

* — ‘

During the 1979-80 school year, a ngtional probability sample of approxi-
mately 1,800 schools and 100,000 students ages 9, 13, and 17 are *expected
to participate in the eleventh National Assessment of Educationfl Brogress.
Assessments in the learning areas of reading and literature be con-
ducted. This will be the third assessment in reading and the spcond
assessment in literature, thus providing results which can be cpmpared
with previous assessment findings. Officialg of participating fdistricts

»and schools will receive copies of reports relating to- the 1979-80 assess-
ment. )

Our assessment.-procedures are designed to require a minimal amount of time
of .superintendents, principals, and teachers. The assessment booklets
' are administered by our District Supervisors and Exercise Administrdors.
No full-time school persomnel will be asked to administer the booklets.
In some ingtances the principal coordinates assessment adtivities or fre-
quently the principal designates a member of his staff to act as coordinator.
. It is extremely important thar the individual who will coprdinate assessment
at 'the school attend the introductory meeting. 7. ) - .

The schedule below will be followed uniformly throughout the United States.
It outlines the contacts to be made by our District Supervq.go.r with you,

with the principals of your schools, and with other districts inm your . '
geographic area. ) ) : '

August 6-17 - NAEP District Supervisor will contact
- ' district level and private school ©
+~ officials by phone to arrange meetings-
with representatives oI schools selected
' . for assessment.

L

August 27-October 5 -= - NAEP District SuperviSor will hold the
above meetings to establish assessment
weeks and to prepare school representatives
for assessment. ~The District Supervisor
will be in the area for a few days to

visit schools_and make necessary ptepa-

/

' - rations. .
. N ..- . < ) . '
Qctober §-December 14 ‘NAEP District Supervisor and staff will
(Assessment period : s be in the arew for one or two of these
for 13-year-olds.) . weeks to assess l3-year-old students.
Cal ]

'r'
. .7 . »
L
El »
. _
- . I. L)
A . < 2,!--.: a *
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January 2-March 7 - . NAEP District Supervisor and staff
- (Assessment period . will be in the area.for ome or two
for 9-year-¢lds) ' wf thegse weeks to agsess 9-year-old
. I ¢ students. While in the'area, hé& will :
I visit principals of schools selected
. for 17-year-old assesstent to select
!E$: students for participation. At this
timg, he will also arrange an assess=-
ment schedule to be followed durihg the |
ot ¢ o " : .17-yaar-old assessment period.

.
.
- . -

March 3-May,9 —-— NAEP District Supervisor and staff
«{Assessment per1q§ ' P will be in the area for ode or two

for 17-year—olds . of .these weeks to assess l7-year-old,
- AN v . . students. .- .

.
L} L3P

After g;r District Supervigsor contacts digstrict level and private school
officials, we.will sepd a letter to them confirming the meeting time and
_place. We will also send a wailout to-principals of the schools selected
for assessment to inform them of the meeting time ‘and place and to describe
the project. These mailout.materials will outline procedures necessary
for the successful implementation of National' Assessment. .. )
Within each gselected school, studenﬁ%f;o be agsessed are randomly selected
from among age-eligible students curtently enrolled and are assessed in
group | sessions.  The total pumber of group®sessions assigned to se}ected
schools will depeid on, among other factors, the number of eligibles
enrolled in each school. Edch group session will cchsist of approximately
25 students, with.no student participating in more thqp one sessiq#.
Assegsment sessions will last approximately one hour. , T T

assessment of dome of the young people in this age group who have go chance
of being included yin the in-school gample because they are not enr 1lled,

in school; .,they &ither have withdrawn from school or have complete
.requirements for graduation earlier than others in their age group. There-
fore, to ensure tﬁ}t the National Assassment resglts are representative

of the entira_ll?yearfold.age group, some schools will be requested to
provide lists of students who have no chance of being gselected for regular

| ~ .
An inéegial phrivoﬁ,ﬂational Assessment at the 17-year-old age levél is

_in-school ssgebsment. A probability sample of these 17-year-olds will be

dravn to supplement the data collected on in-gchool 17-year-clds. The
schools to be involved in this phase of National Assessment, a tinetable
(for completion of the lists, and procedures will be diécuaqed by our -
District-Supervisor at the introductory meeting. S .
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* NATIONAL ASSESSMENT OF EDUCATIONAL PROGRES CT

.t . INFORMATION CONCERNING SELECTED SCHOOLS .

~

Attach d is a c&m uter g;intout listing the schoolszit your district,
selected for participatfoh in National Assessment. The age group(s) for

_(“ ‘wﬁich sach Bchool has been selected appears above the gchoél name.

|/4 Our*District Supervisor will caliqyop between August é'and 17" ¢to
arrange a mpeting with you and the grincipals of the schools -selected for
participation in National ,Assessment.’ . ’
'F' .
I . al .

If anyruf the fhformation concerning school officials ¢r school names,
addresges, phone pnumbers, grade ranges, or total enrollments is <dncorrect,

lease notifv the Ditrict Supervisor of this when he calls. Also, if
there are an? new .schodls opening in the fall of 1979,,§1€aa§ inférm the
District. Supervisor of the expected opening date, the grade range, and

the projected total enrollment.
L] . . ‘l ’
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FIELD OPERATIONS® RESEARCH TRIANGLE INSTITUTE
P.O. BOX 12194 + RESEARCH TRIANGLEPARK, NORTH CAROLINA 27709

{919} 5416000 -
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Yoo ‘\ - ‘-
CONFIRMATION OF MEETING - SUPERINTENDENTS

- .

This letter confirms the date recently agreed upon for "a meeting with you
or your representative, our Dijtrict Supervisor, and the principals and
designated coordinators of schools selected for participatipn in the
eleventh year of National Assessment. .

Folders, sihilar to the one sent to you earlier, are now being mafled to
those principals. In addition, they will receive a Memorandum to School
Principals and a Principal's Questionnaire, copies of which are enclosed
for your informetion, and a lefter informing them of the date, time, and
location of the meeting confirmed for: ) )

A

The Natio;ml Asdessment staff looks forward to working wit.h you, and your

staffo ™ . I
L \ . k] “ )
Sincerely, . T ! 1 i / m .
- - . * ‘
EY " oen * “ ' . .
: 7 ) - ! B . : '\
. Donald G. Smith T S /
‘Mational Field Director
Research'Triargle Institute e -
. o7 - ae
. . I
I. . " -
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o INITIAL LETTER TO PRIVATE! SCHOOL OFFICIALS
.-~ July 16, 1979 - T
* B . . \ »
’ " For the past ten years, the Nationa] Assessment of Educational Progress

has surveyed the educational achievement of 9~, 13~ and 17-year-olds in

traditionl learning aréas and has reported its findings to the natiom.

In addition; the.assessment project is providing research data, services
. and resource matefials to a wide variety of state, local and natianal
_mfgpcation agencies. - - . .

We are requesting the partitipation of your school in the 1979-80 Natignal

Assessment of read and literature. The participation of your schoo

is an essential elemgnt -in. this continuing survey of the knowledge, skills,

understandings and attitudes of United States youth. The ability, of

National Assessment to make contributions in educational research and

gservices has in large measure been due to the outstanding cooperation ,of

‘the nation's publicand privaql schools. . ) o .

Although requests are made of school personnel to assist with certain

tasks essential -to conducting the assessment, ‘Buch requests are kept to

a minimhm, Our staff carry out the random sample selection of students

and administer the~gssessments in every participating school. Each selegted-

L student will pdrticipate in no more than one l-hour session.~ The national
sample is.designed so that no school will be selected for participaticn

- in*flational. Assessment more than once in a four-year cycle. oo

A folder containing additional informatipn about National Aaigqg&e&k, a-

. schedule of this year's activities, a printout containing important infor-

- mation abolt your school, and-a.suggested time for an introductory meeting

i1s being mailed under separate cover. Our District Supervisor will tele-

phone you between August 6 and 17 to discuss a mutually convenient time

= and location for the meeting. ) -

The Chief State School Officer has been informed of the districts selected
in the state and of our plans to contact you. Thank you for your cooperatign.
“  Sincerely, g ., :_ . ’ -

o « -

¥

. £ S .
Rey H. Forbes, Project Diréctor
National Assessment Project ,

- L] .
L] * Y , ’ r /
- . ‘ ~“‘211:3 . .
. ] . . . N 3 -
) * . © a
l{lC NATIONAL ASSESSMENT.OF EDUCATIONAL PROGRESS . ,
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M' NATIONAL ASSESSMENT OF EOUCATIONAL PROGRESS °
' ADMINISPEREO BY THE EDUCATION COMMISSION OF THE STATES -
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FIELO OPERATIONS: RESEARCH TRIANGLE INSTITUTE
P,0.BOX 12184 + RESEARCH TRIANGLE PARK, NORTH CAROLINA 27709

{919) 5418000 T
'_ LY
July 23, 1979 , .
3}
. “. . R
o PRIVATE SCHOOL OFFICIAL'S LETTER IN FOLDER ) e

, Recently you received a letter from Dr. Roy H. Forbes, Project Director

of National Assessment, requesting the cooperation and participation of
your schdel in the 1979-80 assessment program. The letter alsoc indicated
a folder- of information materials would follow. Included with the folder
are a memorandum outlining thik year's assessment activities and a gom—
puter printout identifying the age group(s) within your school selected
for participation. . ’ . . ~ =
. The pockets of the folder contain informational materials about National
Assesspent, including example exercises and objectives.for the areag to
be assessed during “this school year: reading and literature. Attached,
to one pocket is the card of our Bistrict Supervisor who will-contacts,
you by phone between August & and 17 to arrange, a meeting and discuss
with you the National AsBessment prograT. The suggested meeting date is:

% .. - - -

. . 1 _—
. ' R . . R ] - " \ iy \
National*Assessment, in response to conce:ﬁof school officials (selection
upd,

*of the same schools by other research gro Etﬁi) has adopted ‘a sampling
frame in which no scheol will be selected for Nar

T

onil Assessment more thdn

! onfe in.a four-year cycle,waThe partdcipation of the schools selected this

year is extremely impgrtant to that aawpling frame, and we are most hogeful
of their cooperation. We look forward ;Sﬁagsting and working with you.

Sincerely, he oot « N N
= ¥ 4 N ? i '4-2 .
. v N 14 .o ", , L)

. . : . ""- * I“ . \ -
Donald &. Smith. ~ . s,
National Field Director L

' Regefrch Triangle Institute R

. v . , "

.
4 »
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| m NAT!ONAL ASSESSMENTNOF EDUCATIONAL PROGRESS
ADMINISTERED BY THE EDUCATION COMMISSION OF THE STATES .
* FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE
. - P.0. BOX 12194 « RESEARCH TRIANGLE PARK, NORTH CAROLINA 27709,
. (919) 5416000 .
» \ a
q - . » » ?
[ 4
. . \
: CONFIRM&‘TIQ% OF MEETING - PRIVATE\SCHOOi.. OFFICIALS ] *
F ?"/ - H ’
o
SRS ' . I ‘
. \ Yoa ) - p
) ’. . e " 4, . )
ﬁis letter tonfirms the date recently agreed upon Tor a meeting with
you or your representdtive and our District Supervisor concerning your !
school's participatiof in the eleventh year of National Assessment. )
- The meeting has been scheduled far:
t. ' ’ . .

A "

H

L4

( . . e
. A" ! ' ’ *
Enclogsed is a memoradum outlining the role of your school in Natidnal

_ Assedsment. There is also a Principal's Questionnaire which should* be

completed prioY to the meeting and given to our District Supervisor at

.the meeting. , \ .

— : P }
We appreciate your cooperation and look forward to working with you.
Sincerely, ) .: . : o -

-, > - < © - ’
o ‘ »
[ 4 h] =

Donald G. Smith ., - . :
National Field Director. « Y ;
Research Triangle Institute . . - .
‘Enclosure . . “

L0
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FIELD OPERATIONS:, RESEARCH TRIANGLEINSTITYTE '
- ' p.0.BOX 12104 » RESEARCH TRIANGLE PARK, NORTH CAROLINA 27709

{916) 541-6000 . .

| \ -

PRINCIPALS LETTER IN FOLDER ,

> . . : : .

gt

e » [

Your school is one 6f several in the arba randomly selected to paré&cigate‘
in the 1979-80 National Assessment of reading ‘and literature. Recently;

we contacted your superintendent regarding the schools within the distriet
that were selected in our national sample. The discussion with tlfe super-
Yntendent established a meeting with him, our District Supervigsor| and
principals of schools selected in the area. Thé meeting is schediled for:

C % , .
] & * &
In some ingtances the principal coordinates assessment actiyities or
frequently the principal designates a member of his staff to &ct as coor-

dinator. It is extremely important that the individugl who will coordinate
asgegsment at the schogl aftend the'introductory meeting. If you have *

+ -

" questions concerning ranggmentd for this meeting, please contact your"
superintendent prior to the date of the meeting. .

Enclosed is a memorandum explaining the role of ﬁbur school in National’
Assdasment. There is also a Principal's Questiomnairé which should be
completed prior to the meeting 4nd given to our District Supervisor at the
meeting. In the pockets of the NAEP folder are warious descriptive materials
which explain this educational research study in detail. Attached to the ’
folder is the business card of the District Supervisor who will be working

in your area. . . .

We appreciate your cooperaéion and look forward to working with you;~

. . . ) ‘ . . '
Sincerely, N - c -
'\\ » - * -
9 . :

. L ] ( t he * _ '
Donald G. Smith .. T ¥ ‘ -
National Field Director k\
Resedrch Tridngle Institute o0 .
Enclosures ’ ’

Lt . a 'Y

[ L] ‘- 2'1’5 v v d 3
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. P.0. BOX 12194 + RESEARCH TRIANGLE PARK, NORTH CAROLINA 27709
. {919) 541-6000 . ’
’ A}

uv, -. F

MEMORANDUM TO SCHOOL PRINCIPALS

" Duging the 1979-80 school year, a national probability sample of approxi=~
mately 1,800 schools and 100,000 students ages 9, 13 and 17 are expected v
to participate in.the eleventh National Assessment of Educational Progress.
Assessment in the learning areas of reading and literature will be con-
ducted. This will be the third assessment in reﬁéling and the second assess-
ment in literature, thus providing results which can be compared with ’
previous assessment findings. Officials of participating districts and
sthoolg will receive copies of reports relating to the 4979~80 assess-

ment .

Pl -

'WHAT AGE GROUP(S) WILL BE ASSESSED AT YOUR SCHOOL?

The -age group(s) for which your school has been ‘sele;ted ié eireled ir;
the upper right-hand cormer of the enclosed Prineipal's Questionnair.

‘., WHEN WILL THE ASSESSMENT TAKE PLACEX, . ;
. ~ 'v' -
oo o - The 13-year-cld agsessment will take place nationally ._between

: Nc/t_ober 8 and December 14, 1979.. - .

° ‘The 9'-year-old agsessment will take place nationally between
- ) Janudry 3 and Mgrch 7, 1980. ) ) R

af

. The 17-year-old assessment will take place nationally between

’ Mareh 3 and May 9, 1980.

WHAT 1S REQUESTED OF THE SCHOOL PRIOR TO THE INTRODUCTORY MEETING?

1

-

) 1
. 1t is extremely important that the individusl who will coordinate

. assessment, at the school attend the introductory meeting. In some
. instances bhe prinecipal coordinates assegsment activities or” ¢
frequently the principal designates a staff member to act as coor-

e digator. . 1t would, therafore, be most helpful if the decision is
pade’ prior to the meeting as to who will act ds coordinator.

. The enclosed "Principal's Questionnaire” shquld be completed and
brought to the introductory meeting by you or your designated
coordinator. . " . '

> ' HoW IS THE ASSESSMENT ADMINISTERED? o o

1 \ . n » N *

. Our District Supervisor and Exercise Administrators administer every
group SB_SSiO\n. » '_ ! N "

) No full-time school persomnel will be asked to adminjster.any seggion.

Lo . 21‘3 . b
] L]

Y, . . .
. . "




»e

. -
] A’ sapple of students who' will participate is randomly selected from
a Student Listing Form prepared at the school. The list contains the
nands of age-eligible students, regardless df grade, who are curren:fy
. enrolled. A sufficient,supply of Student Listing Foxms together *
. with detailed instructions for théir completion will be distributed
~ at the introductory meeting. o .

o

e  The student sample 18 dividéd.into a numbePof grou;'sessions'each N
_ consisting of dpproximately’ 16-25 students. : .
. ‘ . - : «
] The total number of sessions to de adminig;ered in a8 school depends 4
upon, amoug other factors, the number of age-eligibles enrolled in
a ‘school. Y . o .
. Eaéﬁ:group gession lasts approximately one hour. N e 7
. o o .

) The names of students are used for National Assessment purposes orly,
are hq: disclosed or, released to.others for any purpose, &nd are )
destroyed dfter biﬂﬂaonths. . - B . :

; ., . .

Our District Supervisor may wish to hire dgaporary peéaonnel in your area N

to administer assessment exercises; e.g., sullstitute teachers, graduate .

students, ete. Should this be the case, the District Supervisar Will ask

for recommegdation§ of qualified people at the intréductory meeting. He
will then cdntact licants and hire personnel acgordinig to his needs.
An integral part of National Assessmént at the 17-year-old agé level is
. assessment of some of the young people in this age group who have no chance
~ of being included in the in-school sample because they-are not enrvlled
in school; they either have withdrawn from school or have completed
requirements for graduation earlier than others in their gge group. There-

- forey to ensure that the National Ass2ssment results are representative

of the entire.l7-year-old age group, some schools will be requested to
provide lists of students who have no chance of being selecggglior regular
in-school assessment. A probability sample of these l7-year s will be
drawn to supplement the data collected on in-school 17-year-olds. The
schools to be-involved in this phase of National Assessment, & timetable
for completion of the lists, and procedures will be discussed by our
District Supervisor at the introductory meeting.

»

»
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<, A-27, - ] Approval Expires 9/30/8) -
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NATIGNAL ASSESSMENT OF EDUCATIONAL PROGRESS * : ' ’
AOMINISTERED BY THE EPUCATION COMMISSION OF THE STATES ;

SCHOOL PRINCIPAL ] QUESTIONNAIRE s Q
Thys regor} isauthonzed by law {20UsgC. 1221 c-1). While “ b
you are ndt required tc respond, your cooperation is needed ?’*

‘1o make the rewits of thissurvey compratentive, sccurate,

'. and timely., L e s
Primary Sampling Unit School Number |. |- 1.t o
N . Age Groﬁp(s) g - 13 - t? .
— . ; N\ o 1 ’ oo . <
>
Name of *School Ly » . »
- e - .= - '
RadresgffBf School ' : : . o
) . - . ' (Street) - . .
B o vl
PLEASE » B e i . , -
(State) (zip Code) *

\KIN\‘ . (City’) -
PRINT N ( . ’ .

Name of School Principal

' Namé and ritle of person coxnpler.ing the form if g‘ﬁ{:er r}\’an school princ':ipal

. Name , - » Title
L . - . —_ .
A k’ -~ . . ' ‘ [ ~° v
1. What is your best estimate of the current enrollment and r.‘ne average\dailz :‘ P
. attendance by-grade of your schiool (1979-80 school year)? .(Enter zeros for
grades not, served by your school. ) . . n .
- ' ' . .
N Y . 1 \
Grade Lw a2 | s]s |8 7-&1 g | 9 |10 fu [12°
. g 4
Enfollment . ) . _ :
Average ' | - e
qbaily' . . . ) . . - . °
.Attendance 1 N ' i - o .
i * " . . A . s »
2. Approximately whit percentage of the students {pgending your school live in each
of tpe follo e3s - ‘N
) - 4 A In a ru area (less than 2, 500) . . . *
"° 73 In a tobm of 2;500 to 10,000 Y. o ‘\" '
. « ZXC Ina town of 10,000 or more | . _\
S z -t T ) ) 2 r
.. *. " :(Items AcC should add to 1002) . W / ‘ ] )
100% ' 21y . " p
" " ) '

*
LY

(Pleaae conrinue on -the other side)
LY

—
4 "
%




L

L b App:oximately what pe:c.entage of the stuclants attending your school are children
-~

: of e i/ ) -. ‘
J . % A Professional or manage.x:ial perdonnel , e . o

- » . ' .

"% B Salea, clerical, technical or skilled workers . & : ’

»

. o % C 'Factory or o_ther. blue collar workers - ! : &
( '—__%D Farn workers . - . :
& " x . L

. % E Persoms not regularly employed

% F. Persqns on welfare 2

-

. .(Items A~F should add to 100%)

. " &~
* % A American Indian ‘or Alaskan-Yative » - '
. . . . o e o
. % B "Asian or Pacific Islander »
( % C HiSpanic, rdless of race (Mexfcan, Puerto Rican, Cuban, Central
’ or South Amefican or other Spapnish culture or origin) k
. o oo . » . «_
. % D Black and not Hispanic . \
. — v\ “
f‘fE White and-not Hispanic, ( . .
(‘Items-A-E ghould add to 1601) LA "
100% R N\
, -'% . N . - . - * - -
\ /5. oes, your schooﬁ. qualify ESEA Title I assistance?
“ * Yes - If Yes, a‘ppro?tégely that number of dBudents qualify for
and. what number of.students are receiving ESEA.Title I assgistance?
& Q Approximate number of students qualifying for ESEA
, Title. I assistance - -
"\ . Apﬁroximate number of 9Cudents receﬂring ESEA Title I . 3

assist@ce. - <
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Eqbégfion 'Commission.of the States
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EF' erely,
*

- butiong of

. . ) ~ . ’ .

X THANK~YOU LETTER i)

* L]

¢’

. Thank you for your cooperation and participation in the 1979-80 National
Assessment program. The assessment of the educational achievements of
9-, 13- and l7-year-olds in more than 1800 schools requires the contri-

g@ny-indivi_duals. At no level are cooperation and support

more important than at the participating distriet and school levels.

We appreciate the support of your teachers and students and the accommo-

dation of our program into your busy schedule.

Data collection for the 1979-80 assessment will be completﬁk in May of

1980, The first reports on results are due during the summer of 1981,

and_you will receive copies of these reports immediately after their

publication. . ‘e .

If your nage is not on our mailing 1ist and you would like ta receive
the NAEP Newsletter, please complete the enclosed card and return it.
The newsletter describes current trends and recent developments of [
 National Assessment.

We would  like your réactions to the procedures employed in conducting
the assegsment in your district/schocl. Your ,responsep'to/the enclosed

. questionnaire will help us to improve procedures and assist the f£ield
staﬁf to better coordinate future assessment activities.’

W

. 1 Once again,' thank you for.four cooperation.

-t

Dunlap Scott,’Jr. , ’
Director of Operations

. : i <
Enclosures ) .

‘d

PR
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NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS

.
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200 LINCOLN TOWER « 1880 LINCOLN STREET
. (203} #93-3200 » DEWE:. C-OLQRADO 0203

THANK-YOU LETTER (GOORDINATOR)

Thank you for your cooperation and participation in the 1979-80 National
Assessment program. The assessment of the educational achievements of
9-, .13~ and l7-year-olds in more than 1800 schools requires the contri-
butions of many individuals. At no level are cooperation and support’
more important than’at the participsting district dnd school levels.

We appreciate the support of your teachers and students and the accommo-~
dation of our program intp, your busy schedule. We would also like to
thank . for fulfilling the role of coerdinator.

Data collection for the 1979-80 assessment will be completed in May of
1980. The first reports on results are due during the. summer of 1981,
and you will receive copies of,these reports immediately after their
publication. Y '

3 g -
If your name is not on our mailing list and you would like to receive
the NAEP Newsletter, please complete the enclosed card and return it.
The newsletter describes current trends and recent developments of
National Assessment. .

-
We would like your reactions to the procedures employed in cbndudEing
the assessmefnt in your distgict/school. Your responses to the enclosed
questionnaire will help us to improve procedures and assist the field
staff to better coordinate future assessment activities.

£

['\H Once again, thank you for yogr cooperation.

? Sincerely,

Dunlap Scott, Jr.
Director of Operations

—

'Enclqsures

: ‘201
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: ... SCHOOL OFFICIAL'S QUESTIONNAIRE * ~ R - Apprev Expire 130
b b y - . -
. ;r:grmnu ﬁrmdbylmlm U.5.C. 1221 ¢41). While psu NuMBER [ ] "
. #re not réfiPed to respond, your cogpe nfion Is needed ’ b
. 16 make the resUlLs of this survey comprehensive, ao':cur,u. : DS NUMBER ED P
. prqumely S— : YEAR - ,
‘ ' . . coismiet T ]
W v T
TITLE ‘ - - - TITLE 1
DISTRICT NAME = R ™ AGE GROUP 1] -
r - » . . ) -
/ * L )
1. Superintendents are_ usually notified by mail in July of the selection of FOR OFFICH
schools within their districts for participation in National Assessment USE ONLY

2.

3.

.i gpject, the school's role and assessment procedures?

in NAEP for the firgt time. =
QNO, the meeting is not ,necessary for those schools that have parti\:ipated

-

4,

D No. Please explain

- the 'schools xole and assessment procedures? .

Aruitoxt provided by Eric

HIE Form No. 2371-5 . CONTINUED ON BACK

. during an upcoming school year. How do you feel about The timing of—this
notification? - . h . . .
D Jyly provided adequate ad\;anée notification. .

D July provided inadequate notification. Superinten&ent:s should be
notified u&eeks prior to July. -

&_/ : . R
Did the printed information you received about National Assessment adequate y
explain the progg:‘am and its purposes? i

D Yes. " “ ] .

F ~
- - 3 . 1

>
y

* bl

Is;o{e introducl:ory meeting with the NAEP District Supervisor\ and school
pfincipals the most useful approach for explaining the purpose“qf the

’!’ese__the méeting 15 necessary«
D Yeg, the meet;ing' is necesgsary for those schools that are participating

in prior NAEP assessments., ,

D No, the meeting is not necessary. A thne call Br _another approach should
be formulated (such_as ™~ .

How well did the NAEP District Supervigor explain the pt;bse of the project,

~

x Vety = ° Fairly‘ Not Particularly
. R Well v _Well Well

o - 0O O R
“. School's role . a ‘T N ] -
LN _Assessmenr.’. procedureg q' D D
X

a. Purpose of project

LY

‘ 220
.

» L]

]

Lo




~4

- -

e

. 5., How would you characteriz
-~ district?

] Very useful. Plan

services.

[ of no particuler use.

6. To what extent did you
pricr to receiving our

R D Had

D Had a lot of.

have

jnformation

.
+

[} uad very little informat
[ ed no information at el

-
1

7. To your knowledge,
Aggessment materia

/,“l

’

NAEP objectives.
NAEP exercises (items).
NAEP tresults.
. NAEP exercise kits. '
Technical assistance.
NAEP date tapes:'
Other (Specify)

-

e the usefhlness o@ National Asses

to ugse National Assessment mater
~R & ?

notification letter in July,

[:] Had some information about the project.

has the district utilized
1s at'the_ﬁisttict.}evel?'

'_1

- / A-32

L | -

sment

A

ials or.c¢

O Useful in an academic sense only.

L

e National Asse
19791

informati&h about th

]

an extensive amount of information gbout the project:®

about the project.
jon about the prd}ect..
1 about the project.

o a

any of the follow
Check all tbat &p

-

*
N

[:] Have not U

8., Please pfdvide any cotments

tilized any of the above NAEP materi

als.

A

or suggestions you wish to make.

N

—
W
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SCBOOL OFFICIAL S QUESTIONNAIRE

D « APProves Expires 9/307%

; psu- UMBER) (]
~¥ | This report is suthoglzed by llw |‘20 US.C. 1271 ¢-1), ¥hile )
! you fe hot rz:hd to respond, your cooperation is nesded DS NU.HBER . D:
to maka the Its of this ®irvey’ comprehentive, sccursts, YEAR
i * , [
e brsmeer (L1
NAME' - , sciooL. - [T 1]
TITLE . -~ _ TITLE _, D
SCHOOL NAME . ) . “ - a6t GROVP [ |
1. Superintendents are notified by mail in July of the selection of their schools

¢ for participation in National Assessment during an upcoming school “year.
Principals are notified by National Asgessment in August or September .
following telephone discussions with Superintendenta. How did you feel about
the timing of xogr not{i{ca:ion concerning the assessment? o )

E] The timing provided adequate notification.

O

he tining was inadequate because more advanced notice was. needed.
Phincipals should Be notified ___ weeks prior to September.

»

Did c}l‘p:in:ed 1n£omat1ot; you received about National Assessment adequa:ely.

2.

explain the program and its purposes? .

D Yes. B E S~

™} Mo.- Pleage explain B e \] “Mp\ '
a"’ N v ) tRn \v[
3. 1s the introductory meeting with N:he NAEP District Supervisor and school™

principals the most useful approatch for explaining the purpose of the p:ojec:,
the school's role and assessment procedures?

'3 Yes, the meeting is necessary. '
. .

)E’ Yes, the meeting is necessary®for :((ose schools that are participating
in-NAEP for the first time. . _

No, the neeting is not necessary for thoae schools that have participated
in pZioy RAEP assessmen:s.

No. the qeeting is pot necessary. . A phone call or another approach should
be fprmulated (such as R ).

. . 3

! -
4, ev/well did the NAEP District Supervisor explain the purpose of the project,
the school's role and assessment procedures? .

-, o + Very . -Fairly Not Particularly
‘ - Hell i Well Well
a. Purpoge of project - [] . . E i 0 -
.« *School's role / O ‘ | . O
c. Aasessment procedures . [ ] .. " O v
) 4 . - .
0 g R \ -

CONTINUED PN BACK

FullToxt Provided by ERIC -

niL rom No. 2371-6

-

FOR OFFIC:
USE ONLY

f

=1
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-

S. . How would you rate the manner in whicwe #AEP District Supervisor and/or
e

Exercise Administrators conducted ass nt in your school? ' .
7 < ) ‘ A .
] Very well, ‘ ) f .
. D Fairly weRl, - * . .

D Not particularly-well.

-
.

Ifid’ any of the following cauge problems? Cﬁeck all that apply

D 'l‘:lming qf the 1ntroductory meetihg
D Amount of lead tine prior to assessment.
- [ Tizme -Jf"year of assessment. s
D Amount of work required of 'school staff
v ] Completioh of student listing forns.

[] space for adninistration of asses

A
-

7. To what extent were you aware of National Assessment prior to our “contact

with you? . , - -
‘] very auare. ' _ ~ ;
) Aware. - ., - -
( ./ | Not aware. - - o
~ .

8 Which of the following assisted you in beccming fsnili,ar with National
Assessment? Check all that apply.

o

Articles about NAEP in magazines, newspapers or journals.

.D NAEP Ne‘wsletter. ' . s
D NAEP Brochures. . . )

[J naBP Reports.? o, _ ]

L1 waee Da:.a"'l‘apes T ' ﬁ
I:] NAEP press or other conferencest l r -

o

O

Participation in a‘'prior NAEP assessment.

D Other (S.peci.fy) , - R
g

. ’ .
. »

9. Please «pr‘ov-i?de any comments or suggestions you wish to make. ,

. .. . T

- . . 225 L3 '
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o . ) APPENDIX B
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-

Phone Call to Superintendents (and Private School Officials)

- -
- . N . -
r)i ’
Call all superinte ents and private school officials involved. It
. .
is recognized that not all steps will apply tQ 21l calls and that somé_

[ 2 o~
calls will ot proceed in the sequence 1ndicated. Befbre calling a

superintendéﬁt, determine which steps are applicable to that (fperintendent

(or. private sciiool head). .
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" Phone Call to Superintendent - T

o

B.

L]

Call person-to-person to superintendent, fdentify ’ CONTACTIRG
SUPERINTENL

yourself,hggg.ggrify that materials.were receivedt

"Good mornihghisugerintendent 8 name) My name is -

. I represent the National Assessment of

L

Educational Progress. We recently sent you materials

conoerging the pﬁbject{ I hope that yot have re-

ceived the materials and have had an opportunity teo

read them. I an calling today to answer amny ques-

tions'yor might -have concerning Natione;rAssessment v
) a:d'[to discuss arrangements for assessment-in your

ool district." (Discuss National Assessment as *

necessary.) N 3

L 1

‘Establish meeting date, time, and place. ! <

“Ig . (date) 'convenient.for a meeting with you

and the principals of the schools on' our lists? SETTING DAT
’ ) _.TIME, AND
The meeting will last about 1 hour. Would 9:30 ‘PLACE .

a.m. (1:30 p.m.) be a good time? What meeting ~ -

site would you suggest (his office; distritt con-~

ference room, etc.)?" (If DS wishes another'public
or private school districc‘no be involved:

t
e would like to have ¥r. . of *

ach'ol district and his. priqpipals dtrend.
thls meeting also. Ma? we.arrange for this?")

Check Lists of Schools Selected for additions, deletions, and

corrections (correct &s necessary).

' ]

¥
2:37? Vo
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( "Is the information on our’ List of Schools correct?

Will any new public or ,%rivat:e schools open in your CORRECTING
. ) . LISTS OF &
/ district t:his fall?" (If there will be new schogls, SCHOOLS .

ask for 3rade ranges and expected t:otA enrollment * -

s0 you can relay this information to RIIL.* Inform .

[ ’

the superint:endent: t:hat new schools are not auto- -
. maticslly in the sample, and that he will be informed" ’ M)

* if any new school is selected ) "Have an‘of the -

schools listed on the printouts closed since las:

year? Have any consolidations ocqurred, that affect y
any of the schools 1isted?®« (Correct your lists, - ¥

as* necessary.) . * )
5 . - - h

4 D. Inform him of plans to contact principals. v
C "We plan tp contact the principaly of the ‘schools CONTACT OF
) : PRINCIPALS, ;
selected for assessment by mail within a few days.
. A copy of the mailoutnwill be sent to ;ou.;We’
will inform the principal that.only one school,
representative (either the principa-l or a pember. ,
* " of 111; staff whom he :::po'int:s.as his coordinator ~ FOLLOW-UP
for National Assessmeixt) need.be ﬁ the meetin'g,\ ‘

. but we certainly would welcome the principal and
the school coordinstor if bot:h could attend.”
. "Je would a-pprécie{e your not_:ifying the . ) . 71\

principals involved of their selection and of . .

the meeting time.."
A ~ " . -

ot _ % If ainew school {s not under this superintendent s jucisdiction,
attex&bt to-find out whom you can cdntdet for information.

. . - /e
d » . = ‘v/l’ 00 '> § (
L 4 ~0 N . [

. Y a R ’ N ~

t
1




Confirm meeting date, time, and place.
* "Phanis you very much for yourthelp _ (pame)- .

I'm'looking forward to meeting with Hou and your

.

principals on @ate} ! at (time) , and

(place) . * We will send you a letter to con-

firm these arr,éngements M

«
¥

CONFIRMATION
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*  'National Assessment Structure - N
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Nﬁa NATIONAL ASSESSMENT OF EOUCATIONAL PROGRESS
w oo, . A PROJECT OF THE EOUCATION COMMISSION OF THE STATES
. "@ FIELO OPEFATIONS: RESEARCH TRIANGLEINSTITUTE .
N == ‘ P.0.BOX 12194 « RESEARCH TRIANGLE PARK, NORTH CAROLINA 27709

v
.

‘éarme‘n J. Finley =

- N - 1-’

N © T JUST AWOTHER STAIDARDIZED TEST - .

: \"\ ) . Dr. Finley served as associate staff diréctor and director of exercise
' ' development for National Assessment for four ykarss She left the project at
the end of 1971 to hecome a principal research scientis} on the staff at +he
. _American Institutes for Research in Palo Alto, California. A former high *

e school mathematics teacher, she has ‘been director of pesearch and data pro-

~ . cessing, Sonoma County (California) Schools, and has served as visiting
professor of statistics and educational measurement at several universities.
¢ v GShe received her B.A. from UC Berkeley and M¥,A. and Ph.D. from Teachers .

.College, Columbia University.

-
A a

- . , ’ - o r
. e? Every year, billion% of dollars are spent on education in the géiéed

—tates on-buildings, on teachers' salaries, on curriculum planning-
very little.is,Kngwn about the effectiveness of this expenditure, 1Ihe
; purpose of the National Assessment of Educational Progress is to gather
. inforqsagoé which will helP'answer the question, ''How much good is the
,expenai;ure\q?;ﬁg+xﬁn verms of what young Americans Xnow and can do?"

. y*

N ¢ - 4

. . .
‘National Qg§§§sment, as a nationwide project collecting tnformation
| abOutkge?taiq groups of young Americans, will, over a period of time, pro-
‘e -vade vald@blewinformation needed, to make wise decisions about the allocation

: of our-rg§§grces within the field of education. -

’ Eoﬁeern dver the need for this type of national informition first began
« '+ during,the timg, Francis Keppel was U.S. commissioner of educarion (1962-65)-
. . “Keppel discovered that in the original charter of the U.S. Office of Educa-
* <V tion thé?) a .chgrge was given to the U.5. comnissioner to determine the pr
gress of education. This provided the initigl fmpetus for Natfonal Assessm
. e
~ " After 2 number of conferences and disc sions initiated by Commissione
keppel, John W. Gardener, then president of”Carnegie Corporation, asked a
dist#nguished group of Americans to form the  Committee on Assessing the Pro
gress of Educatipn undexr the chairmanship of Relph W. Tyler (then director
of the Center for Advanced Study in the Behavioral Sciences, Stanford, Cali
fornia). Their charge was to consider development of an assessment program
: i% which would provide benchrarks o educational progress as 2 basis for eval-
. vating the changing educational Reeds of ' our socfety over the years. Speci
. fcally, they were fo: ) *

™

-

A -
> 1.' Determine how a/national adsessment of educat{onal progress

could be désigned;

- ‘f: 2. DeVelop»hﬁd test instruments and procedures for the assessment;
o and | : ' '
. -‘\ . . 3, pevelop a plan for, conducting the assesgment.
B . ’ »
. []
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’ h] . . T~
“Fouryears of work, financed by the Carnegie Corpdration of New York . -
and the Fund for the Advancement of Education of the Ford Foundation, went
into defining gogls and developing'measutin instruments to answer these
questions. The work was done in gonSultaE?E;'with subject-matter experts,
leading educators and interested layment.  Ten subject-matter areas were
defifned for assessment: Art, Career and Occupational Development, Citizen-
ship, Literature, Mathematics, Music, Reading, Science, Social Studies- and
Writing.” )

«+ ' @ ’ .

in 1969-70 the first actual assessment wds made~-in the areas of Cirizen- -
ship, Science and Writing. Since then, all ten areas have been assessed once
and Science, Writing, Reading, Citizenship, and Social Studies have been re-
assessed. : g

-t

HATIONAL ASSESSMENT BY DESIGN SET OUT TO ASSESS WHAT THE MOST CAPABLE PERSON
COULD DO, WHAT THE AVERAGE PERSON COULD DO, AND WHAT THE LEAST ABLE PERSON :
COULD DO AT EACH'AGE LEVEL IN THE ASSESSMENT,

. = -

> .
The exercises in each area are designed to measure what groups of people
know and can do. Data in each subject area are collected by: v -

Four age levels [9,.13, 17 and young adule”(26335)] ’

‘ . « k]
Size and type of community (low metropolitian, high metropolitian,
extreme rural, main big city, urban fringe, mediux city, small
places) . N - .

- - »
Fout‘i?ogtaphical regions®(Northeast, Southeast, Centraly West)

. Four oducational levels of parents (not more than 8th grade, more
x\\‘ than 8th grade but less than high school graduation, high school
graduation, some formal edugation beyond high school)

» - - P ]

Color (Black, ﬁﬁite,,ﬁthet) -

Sex

*

For the first time in American education, there is a plan to systezatically
sample what people.know and can do and to report the results to all people in-
volved directly or 4pdirectly in the ongoing process of improving education.

pefining Goals vs. Comparison With an Average
- - .
in the Mational Assessment program, specific objectives_or goals are de-
fined and exercises are written which determine how well these goals are being

met. For example, in Citizenship a major objective is to "Support Rights and

A% .




>

- a, b c-7 ’ > . (
. " \
- ' . 2 ’ - . g
Freedoms of All Individuals." One spec¢ific way im which a person might meet
this goal is to defend the right of a person with very unpopular views to ex-
press his opinion and support the right of "extreme" (political or religiocus)

groups to express their views “in putblic, .

One exeréise which éas:written to try to tell whegggi or not this objec~
tive was being met is as follows: A~ '

Below &re three-sta;ements which make some peoplé angry. Mark each

. statement as to whether you think a person on radio or TV should or
should not be allowed to e these statements: ™
—. . I3 e ' .
. + "Russia is better n the United States."

"Some races of people are betgz?“ihgp others.”
"It is not necessayy to believe in. God."

This is the goal-oriented approach. The objectives or goals represent
a kind of standard which is considered desirable to achieve. The exercises,
tf they are good measures, tell to what extent the goals are ba;hg*§gﬁieved.
This approach tells very specifically what a persod”knows or can do.

In the norm-referenced approach which is typical of standardized testing
programs used by most schools, there are no standards, although the results
are scmetimes misinterpreted in such a way as to imply there are standards.

» . ’ \

The main purpose of the traditional standardized testing program is to
place individuals taking the test in rank order from high to low. The results
can then be us¥d to counsel or to.group ysungsters fqr instructional purposes
or to select tHem for special programs or for college entrance, etc. Stand-
ardized tests are also used to evaluate instructional programs or schools or
districts or even whole gtates but the results will only tell whether or not
the program (school or district or state) is above or below the average of the
group upon which the test was, standayrdized. It will nbdt tell what people know
or can do, except “in a very limited ggqﬁe. .

. s .

Azmount of Coverage ] .

4

The assessment of any Subject area for National Assessuent i8 as coppre-
hensive ,as possiblaf Every effort is made to measure each of the objectives
in each area. The minimal amount of material needed to do this generally
ranges from about six to eight hours:of actual assessuent time. ,This does
not mean that any one person is Subjected to so many questions. The total
amount of materials is divided into 35-minute units (for in-school adpinis-
tration) and 45-minute units (for administration outside of school). Wo
yoyngster in school takes more than one unit and adults may elect to take
up to four units. Since Rational Assesgment is interested only in group
Pesults, it is possible to portioh out the materials in thi manner and

. keep the demands, placed upon any youngster or school #ithin nable limits.

[ -
.

j . ) J} . v -
' 225 o




. _*™.  1In contrast, the typic;I\Bthpdardized test allots approximately 30 to
- 70 miputes_worth of testing time per sybject are¢a, and each person takes the
sampe test as every other person. Frequéntly a number of subject areas are
gathered togetherfinto 2 battery, and the total battery may be administered
- over & period of two or threk days. N ) :

Type of Administration

National Assessment uses many traditional/paﬁer-aﬁd-pencil’exercises
(items) which are administered to BTQups by use 'of a paced tape, both to . °
{nstruct the youngsters and, to read the'actual.quEStions,gexcep: in the area
of Reading). previods research has shown that the usual disadvantage which
. poor readers or bilingual children have in testing situations can be some- -
- what a%levia;ed through these methods. B -
. ‘. L4 - .
in addition many National Assessment exercises are adpinistered to ome
child at a time by an interviewef. These are generally exercises of a more
- qpmpl;cated nature which attempt to measure the youngsters' thought processes
(reasoning and thinkinéalogicallx, drawing 1nFerences, reaching conclweions, °
analyzing and synthesizing different points of view) or their ebility to per= ’
form in some way (i.e., play a ousic strument, demonstrate 2 scientific

principle using apparatus, use 2 typewriter, etc.).

\ Traditional testing programs, on the other hand, are( typically administered
i{n larger groups, and each youngster pust rely-on his own’reading ability to
understand the-meaning of the question. Individual testing of students 1is

’ , generally reserved for the small percentage of yoyngsters who exhibit some
type of psychological problems.'” _ N .
. . - & . ' ’ L

, Variety ofmﬂaterials Used and Associated Scoring Problems
\_'- »

-
e

.Because many of National Assessment's exercises are moré complicared ,

than the usual gtandardized test, the scoring is often more complicated.

. gtandardized tests are ggnerally objectively gcored; that is, they, can be

‘ gcored by machine at 2 very rapid rate. Machine scoring is feasible only .

{f the youngster has 2 limited number of amswers presented to him from which
he selects. While National Assessment does use some exergises O this type,

it many are open-ended, or require the youngster to oduce and write out his
answer rather than just recognize it from among oth4r wromg choicés. 1In .
addition, exercises which require him to perforn some manner must be
judged in 2 different way. For these more complicated materials very de- .
tailed scoring ‘riteria and keys are developed on the basis of £19}d-:éstidg
which precedes the agsessment. Then specially-q 1ified and trained persons
are required to do the scoring. ¢ . .

-*,‘

. . .
.
L} ¢ »
. P . .
o : -
. .
.
.
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Difficulty of Materials

National Assessment by design set out to assess whdat the most capable
person could do, what the average person could do, and what the least able
person could do at each age level in the assessment. Materials, therefore,
had to be developed which aim specifically at edch of these levels. Results
of the first year of assessment indicated that the materials do cover the
full . range of ability at each age. - - ‘

[ N\

In contrast, the typical standardized test best mea3ures within the '
average range. This is a technical necessity for the purpose it serves~-
to discriminate among youngsters and place thes in rank order. Kot in-
frequently the best students,will 'go off the top of the test" or the
poorest will “fall off the bottom"--thus neither onme is adequately measured.,

LY

What Scores Are Important

-

In National Assessment scores are not obtained .on individuals. Since
any one individual takes only & small fractior of the total amount of ma-
terials, scores for individuzals would really have no meaninmg. The scores
that are important are those, which tell what a group of people did on any
given exercise. This gives a kind of 1tem-analysis on a national-level
and, in keeping with the goals of the program, tells wikt people know or
can do across the nation.

\

In the traditional testing program items are added-and a total score
(or set of subtest scores) is gbtained for each person. This score is then
compared with scores obtained on a standardization group, and it {s possible
to tell whether the individual ranks high, average, or low with respect to
that group. . . /

'y . a .
) 1 * .
How Results Are Reported , .

I

As indicated ‘sbove, the results for National Assessment are reported-
by exercise, i.e., how groups of people perform on each exercise.

reported as follows:

’

» The free speech exercise whicﬁ{yas given ehrlier in this article was

" Believe a person on radto or TV ,

~ ghould be allowed to say: . . AGE

- : p ' : 13,17 Ad\;lg
"Russia is better than the ' .
United States.” _ 21%  49%  56%
"Some races oj‘ people are better - -
than others.” , 16% 31% 37%
f{f,zﬁ/rot necessary to be zeye . y </
i God." . > 25%  49% 55% '
Would aZZaw all three atatements. . 6%  22% 32%- .

J o T
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- . In the traditional testing program reports generally show only the | —\:\.
relationship of the student of group to the gtandardization group. The ’

student or group will be above or below "norm." Since the norm represenfs
an average performance, in effect, the xeport will show how far above or
below average the student or group happens to be on that particular’ test.

-
< ’ . .
In summary, there are a,number,of fairly major distinctions which set
National Assessment apart from treditional standardized testing programs.
This is not to eay that one is better than the other, but they do setWe
- . diwtly‘ different purposes. . ., - .
. . i . " o 3y
. \ J v .
. ! . ‘ . .
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There are six basic distinctjions between the
program and traditional gtandardiZzed testing programs used by most schools.

rat

These differences are summarized pelow.

-

cnmc'rﬁmsrﬂﬁs OF. THE NATIONAL ASSESSMENT

H
. . ., c1 ., -
N . . B
. . BASIC DIFFERENCES BETWEEN NATIONAL ASSESSMENT ’
AND STANDARIZED TESTING PROGRAMS . s

Rationﬁl Agsessment

PROGRAM .

AS COMPARED WLTH TRADITIONAL STANDARDIZED TESTING PROGRAMS

L]
’

. National Aggessment Programl

1. Natjonal Asgsessnent exercises
measurs” how well students as 2
group’ achieve Jdesirable goals.

2. The time.allotted to- 2 giyen-
learning area ranges from &lx
to eight hours each.—

3. Expicisgs uge a wide variety of

. stimuli and i proaches often Te
quiring the stydent to performn™ .
or to provide the. correct
response rather than just
recognize it. - ) -

Exercises are prepared for the
T thigh," the naverage'" and the
"1ow" abilfty students.

5. Totdl scorEE: which reflect the
aumber of gtudents who got the
correct answer, are given to

_ each exercise. People do.not
regeive total scores.

Results are reported on ad
exercise-byqexekcise basis.

- -

-«

T

. a gtandardization gToup.

| 3

Standardized Testing Progran

3

gtudents
other

Standardized tests coupare
with the average performance of

The time allotted to a given 8u ject
ranges from about 30 minutes to 70

minutes each. -
Test itels are generally confined to
those paper and pencil variety which
can be scored by machine.

Items are aimed at

tHe "average' _ -
child. '

Total scores reflegt the number of
correct answers a student gives.

¢

Results are reported in relation to
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e - . ' CONTACT: WNatiopal Assessment of (\

. Educationzl Progress: e

4 (303) 861-4917

_ Dunlap Sgoft Jr., Ex. 235:

’ Departient of Field Operatioms
) Gloria Friazier, Ex. 230
1ﬂ ‘ Depertment of Public
< Information

. RELEASE: Immediate

LOTCAL STUD TO JOIN N , N
IN NATIONWIDE SURV% - > . '

’ L]
»

Students from (name of school district) will be 'participatimg this

” . * .
year in a nationwide survey designed to meagure how well groups \of young

Amery ages 9, 13,- 17, and 26 to 35 have mastered certain traditiomal

-~ 1earn1ng areas, (name of school suoerintenden_l, superintendent of achools,

- anfotnced today T v
=3 \

(name of school district) is 1 of approximately 800 in the country

N selected to parcicipate. in the National Assessment of Educatiomal
E

Progre;;s (NAEP) study. Districts and-students are chosez by random

. Apinf— .« 7’

e - _ sampling procedures similer to those used by national public Spinion

polls.

- . ¢ M ‘ 2(4 Fa ‘ L}
NATIONAL ASSESSMENT OF EDUCATIONAL paoéasss ..

.' . i * « ~poTe-
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SURVEY . . . -
Page 2 . - . )
' NAEP is administered by the Education Commission.’of the.States,

a nonprofit organjzation of 47 States, Puerto Rico, American Samoa, °*
and the Virgin Islands that Seeks to promote educational improvement
’ through.greater cooperaqion of governors, leglslators and’ educators.

4 - - L

T “  TFunded by, and under contract to, the National Institute of Education,

U.S. Department of Health,.Education, and Welfare, NAEP provides the

public with.objective, scientifically gathered -E“a on' specific knowledge,

skflls and attitudes of America s youth.

L)

Superintendent (name of suverintendent) said school officials

- L

. and 2 National Assessment representative are establishing a schedule

b

£ for conducting the assessment in the selected schools. A random sample
- — . - b

of students -~ ages 9, 13, and 17 == will respond to NAEP exeréises
- “ Y

L]

in reading and literature. The assessment of lh—year-olds will be

conduc ted gdatg%é 1979; 9-yéar-olds, (date), 1980; and 17-year-olds, -

L3

S, in the sprihg of 1980. YOung adults ages 26~35 are assessed in a

separate survey. Results are scheduled for publication in the summer

*s - 5 L

. of 1981. R ‘©C
. ' /

RAEP findings are reported in terms of the percenta2ge of young

Americans £ho have responded correctly to a given exercise, Results

are reported in each assessment area by age, sex, race, region of the

. . A
country, size and type of comnunity and leVel of Parental education.
Data are not reported on an individual state, district or school basis,

L -

and names of participating individuals, schools and districts remain -

confidebtial. 'Students' par§§oipation in the survey will not aifect

their grades, district administrators stressed.
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SURVEY .

. 'Page,3 ! L. ,-

.. The 1979-80 study will mark the third assessment in reading and

* the second assessment in literature. "Results can be compared to

- . . LI T

previous assessment findings, thereby providing a measurement of the

progress —— or decline —- in achievement in these learning areas,"

*

_NAEP Director Roy H. Forbes said. Assessments have also been cdmpleted

in art, music, writing, mathematics, citiéghship/social studies; science,

»

. and career and occupational development. . ,

. "NAEP'data can give the public the hard facts, needed to- identify -
cur=JCula stréngths and weaknesses and may point the way to effective
7 school reform and legislaticn,“ Forbes added. ’
Further information on the National Assessment of Educational

Progress may be obtained through the NAEP Department of Information
and Disﬁé:zna

tion Office, Suite 700, 1860 Lincoin St., Deaver, CP 80795,
- ' -
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) ‘ BACKGROUND QUESTIONS Lo
t X 4 < (9 and 13-Year-0lds) - . L

1. Does your fat;ily get a newspaper regulariy?
G Yes ' No I don't. know.

2. Does your family get any magazines regularly?. * i
<% O Yes SN I don't know., *

3. Are there more than 25 books in _your homé? - A
O Yes O No © 1 don't know.

4. Is thepe Rn encyclopedia in your:ghome‘?
B \ - * O Yes O No I don't know:

S. How much school did yourf father complete? . \
(FILL IN THE ONE OVAL which best shows how much school your father completed

GO Did not complete the 8th grade '
O Completed the 8th grade, but did not ge to high scheool

. CO Went to high school, hut did not graduate from high school
O Graduated from high‘"school .

. O Some educatidn after graduation from high schoo .
. CO I don't know. g ] -

..\6. Did your father graduate from college? < .
O Yes | O No I don't know.

. 7. How much s,chc;ol :aid'your mother complete? . .
(FILL IN THE ONE OVAL which Dest shows how much school your mother completed

"C>Did not complete the 8th grade - CoL -
. »'Completed the 8th grade, but did not go to high school )
. CO Went to high school, but did not graduate from high school
O Gradiiated from’'high school ‘ . .
CO Some education after graduationfrom high school -
I don't know.! ) ] .
- .‘_,,, * ' - ’ 7. .
8. Did your mother gratlpaﬂe from college? : ‘
v N - * - [
: OO Yes . O No I don't know, '
" %9, Where did you livelon-your ninth birthday? ¢ v .
T © In the United: Staves - . ,
. (Please specify the state or tepritéry) ; . -
. \ " . , ) . , [
. D Outside of the United States ‘ . * "
‘ (Please specify the country) . . f R
. T s en L -
- v K‘ ‘D I do% knéw. ’ \» » ‘:.
a - . , * ‘ [ ) .
" oMot included For 9 14 -l
ot included for 9-year-olds. . , . .
A d - 246 . - .

-
- [}
[ » » b

Al . - L
" ) ’ -
e
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. s )

. * o
- - -
o, . « T

- - # o e em R

¥ - -, . . .

o . - - . T T - =
m NATIONAL ASSESSMENT OF EDUchIONAL.?BOGBE$ . ) ’ » Yo .
| ADMINISTERED BY THE EDUCATION CDMMISSION OF THE STATES &, ’
FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE - : T v

. - P.O. BD‘ 12194 ~RESEARCH TRIANGLE PARK, NDRTH CARDLINA 27702
{919) 64 : v

. oo J ¢ . " /
N r. * ' i /e - ) . - i ’ )

. ¥ - . ' .
ﬁDearPare.nt:. 7. . ! . s
" Over 100,000 students nati de will be randomly selected to participate
o in the National Assessment ‘of Educational Progress. National Assessment
A %s an aonuah survey of the knowledge, skills and attitudes of youhg people
and " has been in-existence for ten yedrs. The primary jpurposes of the Jurvey
-are to: : o - ' ) Lo .
o (1) dttermine what students know and can do in lefirning areas commonly
' taught 4n the schools,
. (2). monitor the progress or decline in students" achievements, and
. (3) . share, this inforfation with educators, legislators and thé genfral
public so that steps,can be taken %o improve learning in problem
) . areas. ) . s - . . =
. . % Y ) ST . S
, The survey is,copducted by-National Assessment at mo cost to your school.
, Participation inwthe survey, requires approximitely 45-55 minutes of each ‘
v stident's time. Students',6 answers are treated as confidential, will not beg
shown to anyone in the schéol and will not affect the students' grades or
‘. progress. The findings from the study are reportgd in terms of national
- and regional results, age, 8ex and size of community. The findings will in
v g . no way identify individual students, schools or school districts.
National Assessment is-an‘impprtan\t activity to keep us, as ptiréntf ard
citizens,. inférmed about what America's youth ard learning= The sgperin- |
tendent and principal have been fully informed of the survey and have .
expressed theif willingness to have the students participate., The par-
» ticipation of your chilid, if he’or she is sele®ted, is important to the
success of the survey. We. appreciate t{t_a/contrib}xtion of each child selegted.

Sincerely, . -
. . - j ’ - [] ,
’ -t * ’ . , A
o . Donh.]:iis Smjth ’
+ NationMR-Bield Director °~ = .
- 'Research. Triangle Institute ' .
& . ) - . L~ . © R
b . o .. - }
L a d . N a *
[ ! » '

o~ A -
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PARENTAL INFORMATION LETTER - SELECTED STUDENTS

* . )

o,
[ 4
m NATIDNAL ASSESSMENT OF EDUCATIONAL PROGRESS .
\ADMINI RED BY THE EDUCATION COMMISSION OF THE STATES

FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE

. *
Dear Parent:

P.Q.BOX 12154 » RESEABCH TRIANGLE PARK, NORTH CAROLINA 27709
. (919) 541-6000 : . .

r

Your child is one of approiimatély 100,000 students nationwide randomly
selected to participate in the Rational Assessment of Edpcational Progress.

National Assessment is an annual survey of the knowledge, skills and

' / attitudes

of young people and has been in existence for ten years. The
™

! L primary purposes of the, survey. are to:

-

)
(2)

determine what students know and can do in learning areds commonly
taught in the schools, ) )
monitor the progress or decline im students' achievements, and

(3) shtre this information with educators, legislators and the general

-

ic so that steps ,cen be taken to improve learning in problem
aresas. . ! . .

. *

The survey is,conducted by Rational Asgsessment at no cost to your school.
™ Participation in the survey requires approximately 45-55 minutes of each

student's

time., Students' answWers are treated as confidential, will not

.be showp to anyone in the school and will not affect the students' grades
or progress. The findings *rom the study are reported in terms of national
and regional results, age, sex'ynd size of community. The findings will in
no way identify individual students, schools or school districts. :

. ]

; National Assessment is ah important activity to keep us, as parents and

citizens, informed about what America's youth are learning. The superin-
tendent and principal have be ly informed of the survey and have
expressed their willingness fo have the students participate. The ppr-
ticipation of your child is important to the success of this survey.\ We
appreciate the céntribution of each child selected. L
gin'cerely, '
- Dottdld GA=Smith - »

National Field Director .

Research Triangle Institute

’ -~ .
‘ - * f - L4
M . -~
215

-
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PARENTAL IMPLIED CONSENT LETTER - ALL ELIGIBLES -
. . / - - ' ( —ae
m NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS . . T
A PROJECT OF THE EDUCATION COMMISSION OF THE STATES .
. FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE \r g
. P.O.BOX 12194 + RESEARCH TRIANGLE PARK,NORTH CAROLINA 27709
(919) 541.6000

L ” 5 - i .
Dear P;Sgnc: . ) ) 1A\

L] a

.Over 100,000 students nationwide including approximately {pumber) ;}udenCS at (school)
will be randomly selected to participate in the National Assessment of Educational
Progress. National Assessment is an annual survey of the knowledge, skills and attitudes
of young people and has been in existence for ten years. The primary purposes of the
survey are to: )

1) determine what students know and can do in learning areas commonly taught in™
the schools, _ .

2) monitor the progress or decline in students' achievements, and °,

3) share this {ﬁformacion with educators, législators and the general public so
that steps can be taken to improve learning in problem areas. . ‘

The survey 18 conducted by Natiomal Assessment 8t no cost to your school. Par-
ticipation in the survey requires approximately 45-55 minutes of efach student's time.
Students' answers are treated as confidential, will pot be shown to anyone in the
school and will not affect the students’' grades or progress. The findings from the

idy are reported in terms of natiomal and regional results, age, sex and size of -
~.cmunity. The £indings will in po way identify individual students, schools or
school districts. - 4 k

National Assessment is an important activity to keep us, as parents and citizens,
informed about what America's youth are learning. Superintendent - -
and (Principal) have been fully informed of the survey and have expressed their

willingness to have the students participate. . ] ‘

The participation of your child, if he or she is selected, is important to the
success of the survey; however, we want to make sure you have no objections to your
. child's participation. If you do object, please complete and return the form below
to the school. Your wishes will be respected. If you have no objegtions, no action
on your part is necessary. Thank you for your cooperation. -

Sincerely, . .

L] 4 LY

Donald G. Smith\ :

National Field Director :

Research Triangle Institute . ¢ y
3

1F YOU DO NOT OBJECT TO YOUR CHILD'S PARTICIPATION, IT IS NOT NECESSARY TO RETURN

THEIS FORM TO THE SCEOOL. ' o .
have been informed of the nature of the National Assessment of Educational Progress

and dbject to my child's participation. * '

3
.

I3

© opine ¢hild's Nime -t -
ERIC: . . Last AR Middle o -

— pgp— - e ———— Tintm
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- PARENWAL IMPLIED CONSENT LETTER - S CTED STUDENIS .

m " NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS .
A PROJECT OF THE EDUCATION COMMISSION OF THE STATES

] FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE

. . P.O.BOX 12194 + RESEARCH TRIANGLE PARK, NORTH CAROLINA 27708

’ " (919) 5418000 .

Dear'Pareat: . &, ’ ' ) ,
Your child is one of approximately 100,000 students nationwide and (mumber) students at
% school ) randomly selected to participate in the National Assessment of Educationzl
Progress.. National Assessment is an annual sutvey of the knovledge, skills and attitudes
of young people and has been in' existence for ten years. The primary purpose\s of the

survey are to:

1Y
'

{1) determine what students know and .can do 4n learning areas commonly taught in.
the schools, . )

. v . ! : ] .
(2)+ monitor the progress or decline in students’' achievements, and

1Y

(3) share this information with educators, legiglators and the general public so that
* steps can be taken.to improve learning ‘in pipblem areas. ; ) . i
The survey is conducted by Nationsl Assessment at no cost to your school. Participatiofi '
in the Survey requires approximately 45-53 minutes of each student's time. Students'
answers are treated as confidential, will not be shown to ‘anyone in the school &nd will
pot.affect the students® grades or progress. The findings from the study are reported in
wms of nitional and regional results, age, gex and size of community. The findings will
. no way identify.individual students, schools or school districts. .
. 1 . . .
National Assessment is an ifportant activity to keep us, as parents and citizens, informed
about what America's youth are learning. Superintendent ) and (Principal)
have been fully informed of the survey and have expressed their willingness Yo have the
- gtudents participate. . )

f ‘ . ¥ '
[ ]

The participation of your child is important to the success of this survey; However, we
want' to make sure you have no objeotioms to your ghild's participation. If you do object,
please complete and return the form below to the school. Your wishes will be respected.
1f you have no objections, no action on your part is necessary. Thank you for your
cooperation. - X ' o

e

Sincerely, ) ) Cy

1Y

Donald G. Smith . e
+National Field Director *
Research Triangle Institute & ] .

L]
1Y

IF YOU DO NOT OBJECT TO YOUR CHILD'S PARTICIPATION, IT IS NOT RECESSARY TO ‘RETURN TEIS
FORM TO THE SCBOOL. ’ !

* have beep informed of the nature of the National Assessment of Educat:ionai Progress and
ject to my, child's participation. .

* Print Child's Name y
- l . Last . First Middle
<J - .. '
' 9!“'(; 5 .
Parent's Or Guardiar’s Signature s Date . , ‘
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- 5 . PARENTAL PERMISSION LETTER - ALL ELIGIBLES
. -y \

e i e - .

— - - * - s
m NATIONAL ASSESSMENT OF EDYCATIONAL PROGRESS
A PROJECT OF THE EDUCATION COMMISSION OF THE STATES
FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE .
? P.0.BOX 12194 « RESEARCH TRIANGLE PARK, NORTH CARQOLINA 27702

. - {919) 541-6000 '
b s .

Dear Parent:

Ove?i- 100,000 students nationwide including approximately (number) students at (school)
€411 be randomly selected to participate in the National Assessmept of Educational
Progress. National Assesement is an annual survey of the knowledge, skills and

attitudes of young people and has been im existence £qr tem years. The primary purposes °
of the survey are' to: . -

&~

\ \_‘ B . .
1). determine what students know and can do in learning areas commonly taught in

-~ the schools, P .
s . . v
' 2) monitor the progress OT decline in students’ achievexents, and

‘

3) share this inform.é’t;on with educators, legislators and the genmeral public so-
' that Steps can be taken to improve léarding in prob’ld areag. - - .o
%

] & .
{ The survey is conducted by National Assessment at no cosSt to your schoecl. Participation
in the survey requires approximately 45-55 minutes of each student's time. Students'
answers are-treated as confidential, will not be shown to anyone in the school and
will not affect the students' grades or progress. The £indings from the study’ are
morted in terms of natiocmal and regional Yesults, age, seX and size of community.
: findings will in no way identify individual students, schools or school disﬁicts.

National Assessment is an important activity to keep us, as parents and citizens, dnformed
about what America's youth are learning. Superintendeft rand (Principal
bave been fully informed of the survey and have expressed their willingness tq have the*
.students participate. B

¥ The participation' of your 'child,' 41f he or she is selected, is important|to the succegs ~
. of the survey; however, we want to know whether or not you object to yoyr child's
participation. Pleagse complete and returs the form below to the school. Your wishe

will be respected. -
sincerely, . ~ . _ :
) - : “ . . , ‘\
Donald G.” Smith - e . _ .- e
. National Field Director . . ) .
* Regearch Triangle Institute . .
; . . - - ’ y
— > _"
* . . PLEASE COMPLETE, TEAR ALONG DOTTED LINE AND RETURN TO SCHOOL

I have been informed of the nature of phe National Assessment of Educational Progress and:
ey .

. D I have no objections to my child's participation.

(T} 1 object to my child's participation. ‘

-
Lest . ° First Middldee-

N+ '

Pawarnt'a mr MaavwddanTa C4ommtreen . T
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PARENTAL PERMISSION LETTER -~ S I CTED STUDENTS

-

m NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS .
. A PROJECT OF THE EDUCATION COMMISSION [OF THE STATES . e
. FIELD OPERATIONS: " RESEARCH TRIANGLE INSTITUTE ) ,
. ' _ P.0.BOX 12194 » RESEARCH TRIANGLE PARK,NORTH CAROLINA 27709
v 1919) 541-000Q .

’ . ’

+ Dear Parent: . v

Your child is one of approximately 100,000 students nationwide and (pumber) students at g
( school ) randomly selected to participate in the National Asgegsment of Educational
Progress. National Assessment is an annual survey of the knowledge, skills and attitudes’
of young people and hap been in existence for ten yeafs. The primary purposes of the

survey are to:

€

. . . —
' (1) determine what students and can do in Iearning areas commonly taught in
the school, ' . ' SR :
(2) moniio: the progress or decline in studen:sf achievenents, and
' . . i , ' .
,§3) (share thig information with educators, legislators and the general public so that
_ steps can"be taken to'imprgye’learning in problem sress. . , .

The survey is conducted by National Assessment at no cost td your school. Participation
in the survey requires, approximately 45-55 minutes of each student's time. Students'
answvers are treated as confidential, will not be shown to anyone in the school and will
not affect the students' grades or progress. e findings from the study are reported in
tos .of national and regional results, age, sex and size of community. The findings will

L 4

no way identify individual students, schools or school districts.

National A;.'sessment ig an important activity to keep us, as parents and citizens, informed
about what America's youth are learning.  Superintendent and (Principal) °
ve been, fully informed of the survey and have eXpressed their willingness to have the

students pa;ticipage.

4, ~

The participation of your ¢hild is 1mporbdh: to the success of this survey; however, we °
wegzrto know whether or mot you object to your child's participation. Please complete 4
andreturn the form below to the school. * Your.wishes will be respected: Thank you-

for your cooperation.:- - ~ . _
. R = . L - ‘

Sincerely,. . i :> » "

-l ‘ ‘. ’ . ) ‘. -
Donald G. Smith i v o c
National Field Director o . ’
Research Triangle Institute : .

o PLEASE COMPLETE, TEAR ALONG DOTTED LINE AND RETURN TO SCHOOL

» -

1

k] -
I have Qegn'informed of.the nature of the NJtionil Asgsessuent of Educational Progress and-

[:] 1 have no objections to my child's participation. .
" “ D 1 object to my child's participation.

Print Child's Name
. . Last . First Middle

, ] . .. 9-52_ e
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- "PARENTAL PERMISSION LETTER - FOLLOWDP A
—- _ . . v -| . . -
. NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS _ A

A PROJECT OF THE EDUCATION COMMISSION OF THE STATES
F{ELD OPERATIONS: RESEARCH TRIANSLE INSTITUTE 7. .
P.0.BOX 12154 « RESEARCH TRIANGLE PARK, NORTH CAROLINA 27709 '

(919} 5415000 !
. 2 . . .
i - ¥ ¢
Dear Parent: . “ ) . .

Recently we sent a letter requesting permission to include your child in the National,
Assessment of Educationmal Progress survey. As of this date, we have not received your
teply Rlease take a few minutes to rgad the irformation below and promptly return

the form, at the bottom of the page, to the school. National Assessment is am annual
survey of the knowledge, skills and agtitudes of young people and has been in existence

fog ten years. The primary purposes of the survey are to: . 3

(1) determine what students know and can do in learning areas commonly taught in the

) schools, - . ' ‘ x
(2)' monitor the progress or decline in s:udenté -achievenents, and ton -

(3 share this information with educators, legislicdrs z=d the general public so that
steps can be taken. to improve learning in problem areas. ' . . )
The survey is conducted by National Assessment at no cost to your scheool, " participation
in the survey requires approximately 45-35 minutes of each student's time. Students'
ansvers are treated as ctonfidential, will not be shown to amyome in the school and’will
., 1ot affect ¥he students' grades or progress. The findingsefrom the study are reported in
ferms of national and regional results, age, sex and size of community. The findings will
in no way identify {ndividual students, schools or school districts. . .
A -

¥

Naticnal Aéaessnen: is an icportant activity to keep us, as pgrents and citizens,’infom& .

about what America's youth are learning. Superintendent and {Principal)
have been fully informed of the survey and have expressed their willingness to have the
students participate., . t T

The participation of your child is important to the succeés. of this survey; howevér, we

want to know whether or not you, object to your child's participation. Please complete
and return the form below to the school. Your wishes will be respected. Thank you ,

B for your cooperation.

-

. Sincerely, ’ l\‘_

Donald G. Smith

National Field Director ' . ) v
Research 1riangle Imstitute — ——— - . I o o
. PLEASE COHPLE’IE, TEAR ALONG DOTTED LINE AND RETURN TO SéHOOL ’ ’

1 have been informed of the mature of the National Assessment of Educational Progfess, and:

T ] 1 have no objections to my child's participationm. .
D~ I object to my child's participatiom. . ,

’ .
Print Child's Name 4 \
- Last o First . Middle

_ N 2’5"
' 1 Date) s
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. . The National Adsessment ¢f Educational Pro%ress is a unique research

Bealth, Education and Welfare.

- . PROTOTYPE SPEECH FOR.INTRODUCTORY MEETING Cy

~ -

D . } '

project designed to answel two questions:

1. How much do young people know about a particular learning

Y -~ & -
area?, and x
- %, “ -
2. How much progress has taken place in .that subject over a .
[N N - : -
spJLific time interval? /// .
» & - »

)

The U.S. Office of Education has always ﬁad the responsibility for
EEasuring educational progress§ no action in this regard was taken, however,
uﬂ;il approximately 1%63. Francis Keppel, tgen Commissioner eé Education,
requested assistance from the private sector in the formulation of a plan
for an assessment of education. John Gardner, then ?resident of Carnegile .
Corporation, and other individuals formed a tq?mittee which established
objectives and developed guidelines for the assessment...After the assess-
ment becanme bperatibnai in 1969; the éducation Cammissfon of the State (ECS) -
presently represenqipg 46 states, Puerto Rico, Aperican Sa;sa and the Virgin
Islands took over the responsibility for the general direction of National
Assessment. Since its meméership inciudes govergfrs, chief state schopl ~
officers, legislators, and lay people,‘ECS makes Hational Assessment legallf
responsible to the public. The project is funded by the %gtiosal Institute

of éducation, office of the Assistant Secretary for Education, Department, of

Nationp) Assessment measures educational attainment by evafuatiﬂg the

perforzanges of 3-year-old, 1l3-year-old, “and 17-year-old students in certain

traQitional learning arpeas. " After an appropriate time interval, each area .-

~ 256 L




is reagsessed with students of the same age stUP, and comparisons are made.
. Ome of the goals of Nat}onal Assessment is to proyide data for the jmprove-

ment of education through the measurement_gihgrowth or d/cline in various

learning areas.
A1 . .._-\ )
Duriﬁﬁ\;:;-l979r80 4chool year, the llth yearof the program, 9-, 13-,

and l7-year- students will participate in the first intégrated Reading/
Literature assessment. It will also include a third assessment of some

Reading~exetcises and 2 second assessment of some Literature exercises.

Out-of-school l?-year-olds will participate in the assessment during the

suzmer of 1980.. The folders which were mailed to you earlier c¢ tained

example exercises and objectives for these learning areas. With the fg}der
r. " ‘ <
were other informational materials about National Assessment, including &

description of how the results are,being used and & Principal's 5ue£tionnaire.

The information which you provide on the Principal's Questionnaire

s

will be used by central office staff to assign a number of assessment packages

(booklets) according to thg estimated number of students of the age level
enrolled in the school.

, After thejnumber of packages per schoé! has been detezmined the students

.
-

within each school are selected for participation through a probability
'
sampling technique. \To be eligible for participatien, & student must have
been bora within one of the specific oﬁe-year periods defining assessment

eligibility. For Year 11, National Assesameut defines a 9-year-old as any

’

student hav:l.ng a birthdate during the calendar year of 1970; a 13-year-old

as any atudent having & birthdate during the calenday year of 1966 and a
v .
17-Fear-old as.anyone borm within the period. October I, 1962 through

September 30, 1963. The fact that these age/dezinitions transcend grades

<

or classes iw not of significance for our sampling procedures; we are

™ .

intereated in atudenta of certain age levels, in:espective of thei:r grades

.Y .t 25H ,
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or classes. These ages were chosen because most of the members of each

group selected are nearing completion of one of. the stages of their

-

_educational cycle. 9—year—o1ds completing their ptimhry education, 13-

'R
*

year-olds completing their elementary education, and 17-year-olds com=

pleting their secgndary education. .

- hd . -

What are we asking of those schools'which were randomly selected for
participation this year? The best way to answer this question is to break

F

it into three parts:

1. . Before asgessument .
]

Y

2. During assessment

3. After\assessmqnt : f’

<

l. Prior-to assessment, we make two:requests of each school:

A. The completion of the Principal’s Questionnaire.

L

e Student Listing Form,

.

‘B. The completign of

Columns 1 through 5 of the Student Listing Form (SLF) should be completed

for each eligible studéent enrolled in your school, regardless of grade,
“
who was,born within -the yéar specified on the form. The only students

born within the specified year who should not be listed on the Student ’

Listing Form are thoae who are non-English speaking, educable mentally
retarded, or functionally disabled; such students are not eligible to par
ticipate in Naticnal Assessment. Information needed on the Student Listihg

Form éor each eligible student is name, grade, sex, and birthdate (month
and year only). Space is also provided to enter the room or section of
each student. * The completion of the Principal’s Questipnnaire and of

colums 1 through 5 of this form for each eligible student are the only

4

tasks required of ‘the school before assessment. Columm 6 of the form will

\
be completed later by National Assessmeat personnel. All eligible students




This foFm should be prepared as close as possible to the . '

"date we. tpfurn to select the sample and kept at che_sch&bl. We will send

rmation memo approximately two weeks prior to that date. For

schools involved,in 9- or 13-year-old assessment, the assessment will be

conducted in the same week that the samplé is selected. In most schools K
. . ’ . ’

involved in 17~year-old assessment, We will select the sample in January or

Febru;ry and return in March or April‘to. conduct assessment, You willfbe

notified if the sample is to be selected early. -
2. * During assessment there are also two requests:’
A. Making space available for assessmént. Generally, we will need .
a roowm large enouéh for 25 students and an administrator. Am -

electrical ouclec £or a tape recorder is also required.

-

B. .The appgintment of a staff member, preferabiy one with a flexible -~
schedule, as NAEP coordihator. The coordinator is instrumental ,
- ’ .
- in devising a pmtually convenient schedule for assessment and in

. . * *
,

- {
1nsuring that the selected students appear at the designated time.

No school staff member is réquésced\to administer Bny of the 1

- e

exercises. \\\ . R
K hd \z

4 .

3.' After assessment, the only request we make is that the school retain
\ .
the Student Listing Form for bix months. We may need to verify some

student data and this form is.the only way we can identify students.

At all age levels, efforts are mﬁde to achieve the highest possible re~
' .
sponse rates; two approaches are taken. In schogls involved in 9- or 13fyeax-

LY L]

.0ld assessment, if a quorum is not met for a group session, a make-up sessibn
. i !

is held in an attempt to at least achieve the quérum. In schools involved

in 17-year-old assessment, there are no quorums for each session and cop-

L
sequently no makeup stéssions. However, if the overall student response rate

.o . - , 2:;9 . .

)
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‘ﬁﬁkibr‘the school is 1ess- an 75%, a followuwp is conducted.on a day folloving t

the last regular session in the chool. étudents who fail to appear at a
o . - - .

regular session will be assigned to a followup/session. in any sehool no

-

, Boye than two followup s‘isions wlth a maximum ofk40 students per ses;}on

x. L]
. ? '
11 ba conducted. After the followup,. s@hool personnel#may be asked’ go

~ ' .
. complete a short questionnaire.for up to 10 sthdsnts,ggk do .not appear for

B
- -

Y oe * :
followup. s ' ) . T . 4

. One more request is made of approximately one-half.of the schools .
) ' . . * < °

involved in 17-year-old assessment; that is, those schools selected for

.T: ' i \‘ * -y (
. Supplementary Frame assessment. (Pr{ncipals of schoold not iuvolved in o
Y .
;;. . + this assessment may be excused. ) N ' / - \‘\\

)

Approximately 10% of 17-year-olds have no chance of béing included

f . l. - * . L/hm
-~  im the;in—schoak assessment because they ‘are not enrolled in school when
. .l : . L=
theiaﬁ?~Class 3 assessment is <onducted; they have withdrawn from school .t

¢ OF completéd graduation requirements earlier than others of their age

‘groups. The Supplementary Frame,asseSsmenEfbs'designed to assesg a sample

!
- .

*=> of these students. , c e s
] ' ! ’ .
d

4or all l?-year-olds £o be represent in National Assessment it is

- - q .

necessary to"try to locate and assess those students not assehsed in school;

+ . that is, withdrawals and early graduages. In order tn_do-*hi’ the schools

involved in Supplementary Frame assessment|afe requestea to providd’a list .
ogﬁiithdravals and 1if tﬂe school has a twelfth grade, a list of individuals

.. . who graduated becween January 1, 1979 and the first date of 17—year~old

assessment in the school. These lists will b used to seiect'a probability ’

-ﬁ
sample of these_out-of—schod&dl7—year-olds. During the summer of 1980

s - . ¢
these sample individuals will be followed up and assessed. We will supply

) ’ you with listing fdrms and instructions during Januaty or February. The
' R

forms will be collected when we conduct assessment in your school. =

Y - > »

'ERIC - N -

\ e [
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’ TASKS" AT INTRODUCTORY MEETING

u
-

“l
Collect Principal's Questiom;aireg‘ - &/I .

-

Ansver ,any-qhe?;tions c¢oncerning NAEP, using materials pRovided you.

. ‘ . : - & o -
Explain the tasks that will be required of each school the assess-
\ e . Lt .. ) ’
me‘nt\a . : . *

-
e

Cd

Distribute apprOpriar_e Student Listing Forms and. Summary of School

4

-

Tasks, and fully- explain the method’ of completiom

Determine the dates b{ assessment week(s) . .

- - \,‘ ' "’ ’ " \.

Verify Information listed on and complete the PSU Control Sheets.
Obtain information on schools with special qgssions. -

Explain Supplemen_tary Frame to principals inyolved.

Inquire about possible EA candidates whéd necessary,

. -
n’ o
A L4
o )
\,, A
e .
‘!
. L4
d »
> -,
1
4 " .
-
.
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.o ‘ OUTLINE :
+  BACKGROUND of NATIONAL ‘ASSESSMENT
_ . , '
I. ackground for Program . . ‘ .

°

A It is the responsibility of the U. S. Office of Education to
measure status and progress of education in, the U. S.

B. During the esrly sixties, there was a ''felt need" by educators, .
o ' legislatorg, and concerned lay people to determine exactly what *
cnildren were learning. N .

Cﬂ There was alsco a nsed for an sccurste method of showing cost

M 1 R .

effectiveness: What kind of resulfs for how much money?

r

1. Historical Development

A. Francis i(eppel, Commissioner of Educatio% 1963, was aware of
the U. S. Office o; Education's responsibility and thes lack: of
va progran to meet this'responsibility. .
¢ B. Com;lssioner Keppel believed that a program ta measure educstionsl‘
output would prove valuable in making important decisions on
educational appropriations, especially in view of rapid social
changebpxgechnological developments, and population growth.
; L C. The renewal of the Elementary and Secondary Education Act, 1966, ' \
. incorporatsd the evaluatiqn conc$g£ for all new programs~in

education. » .
{ " D. Commissioner Keppel—requested assistance from the private ' ’ v
:" S sector in developing the czncept. The ad ho; committde whiche .
g ~ ‘ . was created formulated: . . ‘
. ‘. . - "1, _The foilawing gﬁidelines: ) o T

; k . p .
: ’ A, ALl National Asaeasment reports will be based on |
I

. » age-group findings.




. s

b-8

B. All results for eaci! age-group will be described according

[ N -
to:
-f

.1. Thoge things which almost all members of that age

+

group can do;

2. Those- things which avei'age mepbers of that age

*
)

group can do; and

5?‘ .
3. Those things which only the most advanced members
of that age group can\do. o )

2. The following objectives: /lf

»

-

A. All national assessme_ﬁt exercises must be considered
] .
) -important by scholars in the subject area'

. B. They must be currently acceptable as educational tasks - .

by schools; and - .y .

c. They must be considered desirable by thoughtful lay

w citizen.s. . . R . .
3. The following reporting procedures: - - -
A. Resultg, will be ;ublished in terms of performances by :
' groups on .hpeciéic éxercis‘es rather than cfmpari;ons i -
J Y s ) among'individualn;. ’ ',
. B. The reporting of ren.;ults will prelude the idea.
"that Natignajl Assc;ssment will introduce.a‘govemmental
” : curric;:lun;’, or a method which will compare school districts,
. . c.ities, states, t;tc. ) ' ‘
. .C. National Assessment reports will descr;.i;e 'il:l an under-
standable mannet: what American xoutb have lqamed.
E. The program became ‘operati;nal fn July, 1968. ¢
' , - = . . e ‘.
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~ . . ! \
F. In July 1969 the Education Comnission of the States became

the agency officially responsible for NAEP. .This provides

3 ' .
Mational Assessment with a greater accountability to the public

rather than to any individual, group, or foundationm:

1: The Education Commission of the_ States is composed of 7

representatives from each member state and territory. The

-

governor, theé.chief state school officer, a representative

from cach house of the legislature; and 3 other appointees

conprise a state's representation.

~

2. L[CS was formed by the Compact for Education in June, 1966. >
L

Its goal i3 to foster a "working relationship awong state

i
governors, legislators and educators for the improvement of
education.” . The initial concept of ECS was proposed by

Japes B. Conant in his book, Shaping Educational Policy.

G. National Assessment has complete® data collection for five

assesshent years,

s [ »

1. Data have been collected in’ nine subject areas - Science,
) s
Writing, Citizenchip, Reading, Literature, Music, Social

. \\1#mdies, Mathematics, and Career and Occupational Development.

2. "Science and Writing have been reassessed.
\ ) "

3. Art will be assessed and Reading will be reassessed this year.

H. In Jaﬁuary of 1972, a Department of Utilization/Application was
1Y

established within National Asx:ssmenc. The department's-goals
R

sre to: . .
-

1. Provide states with assistance in deuéloping their own

assesSment programs. & . . . :

: ' 264

A




¥

.~ .

2. Encourage the interpretation and use of National Assessment
. <~ . )
data bx professional organizations and other concerned groups.

P

3. Prepare National Assessment reports which describe the o
\

results of é&gh-assessment to the ultimate users - educational »

7
practitioners, decision makers, teacher‘trainers and

£

.

researchers.
&

4,» Disseminate National Assessment reports and materials.

> . .




