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ABSTRACT '. .

-.. The primary purRose of this manual is the provision
. of instructions to dittrict sup visors and exercise administrators

regtiding the fieldwork associatd4 with the National Assessment of
. Educational Progress (NAEP) study. \the study vas designed to collect
and disssmidate data on the edupatidnal attainments of the, nation's
yopth and to track any growth o; decline in these. Background
information on the NAEP and assdciated agencies constitutes the
introduction. The fourteen chapters, with numerous ilubsectiom each

. detailing step-by-step procedural, instructions, are divide! into two
domains: chapters I-V outline the 'Exercise Administrator's tasks and
responsibilities, andchapters VI-.II7 document the District
Supervisor's,RespOsibilities. The sectioSon-the Exercise ,

, Administrator, presents Specific instructions leliarding the
preparation and administration 9f test packages. On tre Other hand,
the section intended foi District Supervisors recommends; Strategies
for making initial antacts and arranging introductory meetings with

, school offiCiqls; staff recruitment and trainingf student sample
selection: planning, conducting and scheduling assessment. The. '

document illustrated throughout with simple letters and telephone
dialogues, report formS and charts. Primary typeof information
provided by'reportrProcedures (yield Administration). (A88)`
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Greetings!
." V .

The National Assessment of Educational Progress is designedbio su ey the
knowledge, skills, understanding and attitudes of certain groups of y

,Americans. Its two major goals are (1) to make available the first compre-
henalve data on the educational attainments of the nation's youth, and 6)
to measure any growth or decline which takes place in selected aspects of
the dutational attainments of young Americans fh certain subject areas.

National Assessment, like all surveys, cannot be successful unless the data
collectiod activities are conducted in an impeccable manner. As a District 4
Supervisor, you will have a significant role insuring that the data collected
are of the highest quality.

This manuals designed to provide you with background information on
National /Assessment, guidance on field procedures,. and instructions on con-
ducting administrative procedures. We trust that its contents will be adequatefor your needs. Should you find tnat you need dditional information, please
do not, hesitate tO contact your immediats superirisor.

We are glad to havelyou with us for Tear 11, and hope you will find the
work. interesting and challenging.

a

Sincerely,

a R. Ghrceey, Ph.D.

L Project Director

JRC :bk1,4 \
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SUMMARY OF TASKS

EXERCISE ADHINIATRATOR

. .. .

.1. Study this manual! Ils, it as

.

agginfoimation souic,efor all tasks as
signed-to you during ibsessmener . e. ., t 4

5
,

* ..

2. Met your Distrtct !mot at tha,date, ti and place agreed'

.1,

4° upon.
.

. .. -

-'1-3. Assisi Your District Supervisor in the sample selection and scheduling
, of students who, should participate in assessment.

. . 1 .!..4
" .

.

4. Revieis

..

your flan for exercise administratio4 n.
. "r

. d.

) .

)

Collect all materialf,needed and'prepare the room for-exarcisa
tration. . ' 4.' ' ' '... .0, r . ; '. ' .

.
,.

6:41,Administer,exarciis.04kses,folloying instructions outlised Chlper
. ZU'OLottlis kaiust.argr.in.:Ithe AkMinistrativs loStructiOns Hsnual: ' , -

.... 4 4, r -f .. es, ' , 4 e .

7. After exercist,administiiiion, coda a c6mpfsted packages according.to'
instruction( given inCEapter IV of s manual. e .

. .

' 8.

9.

. . - -

At the end of each day; check aver all materials checked out to you and' t

storm the* according to a plan corked put 'with your District Supervisor. "--0.- ...(

After completing all tasks assigned to you,'complete,your Production,
lc...Tina. and Expense Record-and return all National Assessment materials,
lop your Districyuperviaor. .

11.4.

REMEMBER THAT TOO ARE RESPONSIBLE FOR ALL NATIONAL ASSESSMENT MATERIALS AND
MUST PROTECT THE CONFIDENTIALITY Of THE STUDY DATA AT ALL TIMES:

. 1.
IT"

4,
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I. INCROOUCT;ON

'Research Triangle Institute (RTI).

Research Triankfi Institute is.* not-for-profit, scientific

,
earch'organiiation established

by'the three major universitres

iforth.Caritlinats Rosearck Triangle
area --Duke University in

Watts, the University of North
Caroliina at Chapel Hill, an4Worth

J. Carolina State University at Ralai0. The Institdtw.periorms
ti RTI

research assignments under
contract with ftdera], State, and local

government departments, ripens] organizations, foundations, public
.

service aginclei, an4
industrial clients, ranging

from mall coo- '
-1

p".7.

occupies,
panlas to national corporationat

RTI owns and occupies. ten veil-

equipped office and
laboratory buildings on a 180-acre campus in

.

. t. .. 2,

.

, Research Triangle Park end employs a puissant:1r, full-time,staff of

. I . . .-,
.

45,

. 'approximately 1,000. Tgd institute. serves -ael the Sampling and ' , '.. ...

vice/

0

4

.

administration
contractor'for the National issassmeit of,Educational

Progressiand is
responsible for the selection, a nationwide sample

of schools and students for the assessment and for thi zuktionai data

.collection activities.

. -

-7Neasuremeni Research CoiterOCRC)...,

444

oz. -profit.
University of Iowa-4,ta organization.

It was

suramont lasearch.Ctnter,
,inc. ves'established in 1958 as

an off-spr$.1g of the pioneer losatTasting Program. MRC is nov 87 tfiC

.

division of Westinghouse
Learning-Corp,orstibu and is a letuter in

\pplying tactic:of:Cif to educational problems.
'Located in Iona City,

Iowa, 3.0 is,videly )wows led respected for the develbpment of

V

A

1

t P
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electronic test = scoring devices, Other data processing services,
4 e

gnd systems for individual - student, computer - managed in'tructiom.

`MRC's responsibilities for the study described in this manual are

,the printingand scoring of-the exercise 'packages.

C. The'National Assessment of Educational Prosress

In 1964 Carnegie Corporation app9inte4 an Exploratory Cqa-

mittes on Assessing the-Progress of Education and togetEir with

the lord FoutIdatio01 Pond for the Advancement of Education, funded

ti

the devplopmpnt of a plai for National Assessment. The specific

tasks assigned-to and completed by-the Exploratory Committee ia-
.

eluded the development and testing of an al l -inclurkve methodologf

.1
r

,

to assess the knowledsa, skills, and attitudes of groups of American,

young people rather than individuals. In 1968, when the work of the
- .

I 0

IP

I Committee approached the operational phasp, the word "exploratory"
.

was dropped'from'the Cccaitter's name. In July of 1969, the Educe-.

1
.. tion Coe:mission of the States, an organisation presently reps..-

.
.

sentiivforty -six states, Ameritah Saaoi, Puerio:Lico, and the Virgin TEE.
.

NATIONAL

slandi, took over the responsibility for the general adsioistratiam' ASSESSMENT
. OP

t"of the project now known as the National Assessment of Educational EDUCATIONAL
PROGRESS

Progress. The Natiqual Assessment staff office is located in,

Denver; Colorado, with the Education Commission of the States. The

project is funded by the National Institute of Education., Office of

. '
the Assistant Secretary for 'Education, Departmant of Uealth, Education

and Welfare.

National Assessment has two.mafor goals: to provide carps* -

hensive data on iie.tdhcationoll attainments of Yount Americans and

to measur e Any growth or decline in such attainments. Its purpose

is to gather information which will help legislators, educttors,

I /

a

r
41

r
1.

4
1

4
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k
I

o
And other deci.ion-maiers in Improving the educational experience

of youth in the 'United States. It is the first and only con:

tinuins effort in the"nation to obtain dependable and complete

achievement data from schO61 population groups on a national basis
4

'

_in 'a uniform, scientific manner, Shch data are *apiary if Intel-7

...,11sentldicisions are to be mad* regarding the allocation of resources

for edutationa purposes. Thise.data are collected through the ad7

.
. simistratIfiof questions and risks (called "exercises" in National

74 .
1.

.
Apresement terminology) to four age groups; 9,,13;117, and 26 -to-35

.
'yea olds. .

. 4 .
. .

During each assassment yaar, a national probability 'Ample of

4

, .

Viear -old, 13-year-old, and 17yaar-oldmtudants from public, pii-
, ,

vatfe and itarocial scbools 1s selected to participate in the our-
. ,

401. In assassment years, young adults and a number of 17-
_

.

year-olds whcaze no longer In school are identified through probs-
.

Illity.tschniquas and assessed do their homes or other out-of-school
S

..., r
I

. 4 settings.
,, - . .

In the initial planning conference., teachers, school adminis-

,I

S

fr

Oa=

ti

trators, and laymen all esaphe zed the need to **sass the progress

4f children aneyouth in severe ,learniot areas, not limiting the
.i

. .

IP'
.,
.:' .0.'

.

_sin:rat:el to the3 It's alone. Hence, tan4learuing areal were origi -
p

i. nally cholsitfor assessment: Art, Career and Qcdupational Develop- 0

. . i ....... LEARNING.

.

sent, Citizenship, Literature, Mathematics, Music, Reading, Sciance, AREAS
. ASSESSED

,..
Joclal Studies, and Writing. Later, special probes into such areas '

. ,

i
r
as lunctionil Literacy, Rule Life Skills, consulter,

1

Skills, and Atti-

A II A . . I.
syfies aid Achievement in Mathematics for certain age groups were carried

i-
s.

itc4t. The first assessment of these learning areas furnishes information s
,...

, about the status of education. Change can be determined only as data
.

.

for the same areas are collected again.

r

1.1

r
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1-4

In the first ten years of Na'tionel Assessment all learning

areas.vere assessed and the areas of Reading, Science, Vriting, ;
r.

Citizenship/Social SeudiesYsthematics, An end Music were

rilissessed. During the 1979-80 schn61 Year; thellth.year of the 121,:z

program, 91, kat; and 17-year -old.students and out -of -schoo117 -
/

year -oat will participate in the first Integrated Reading/Literature

assessment. is will also include a third assessment of sose Reeding ,

exercises and a second assessment of some Literature exercises. The

year's scheddle calls fbr the assessment of 13 -year -olds-iAge Clam; 2)
-r

in the fall of 1979, of 9-year-olds (Age Class 1) in the winter of 1980,
.

of 17-year-olds (Age Class 3) in the spring of 1980, and of out -of -

school. 17-year-olds in the summer,of 1980.

O.

D. The Manual

This manual has been prepared to lestruct you concerninkthe

field work associated with the study. It should be carefully studied*
.

prick to beginning your assignment. .* supplement to e manual, the
'

6 10, , 1
. Exercise Administrator Administrative Instructions, will be given to

6 '

r.

a

A

you when you begin work. It will contain additional instructions

and intended for youruse during acsual gssessmentosestioas.
. '

This manual and the additional instructio ns say not answer all

questi,ons pr cover all situations encountered in the field. When

In doubt about any field situations, you sould beeedlatelicontect

your osupervisor. It is suggested that you enter thi name, address

and telephone nOmber of your supervisor in the space/provides for

this ,purpose on page 1-6. If your supervisor is unav ;ilable, calL

4/14

.1

You say wish to malca no tes, outline, and underline sections
of special importance.

e

II

7

.4-

I
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Rsaaiich Triangle Institute for one of chi parsons ;Strad blab..
.

tom cal l toll-free Monday chroosbyriday from 11:10 Ain. to

00 p.a. (eastern Tips z0n4).

Allen Duffer

Kirk Pais

1 Dick Kula.

a.

4'

S r

4

'
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33,-$57l
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A.

S

General D seri elan Of Duties

You will b trained in all piocedures set forth in this manual

II. OVERVIEW OF EXERCISE ADMINISittATOR ASKS.
. .

.

by your District Supervisor, who will provide,you with all the mate-

rials necessary complete the tasks assigned to you. Your first

responsibility vi 1 be-to assist your DistriCt Supervisor in the

sample selection o students who should participate in 4111411$104Ta

and in preparing s edules for exercise administration. Following

the scheduling, you 11 administer efeiciie packages (booklets) to

' groups of students. Altai administration, you.will coda certain

information an the c leted exercise packages end store all materials

accordingto a plan

Ins carrying out y

ked out with your District Supervisor.
ti

ur'duties during assessment, bear in,Aind

that you represefit Nati al Assessment to the students, teachers,

and school officials. air attitude toward the project will-depend

,attitude and 46duct. Students, tehchersoin large part on your

and pchool officials shou d be swat; of the importance and serious-

ness of the project, and tudents should be encouraged to dd-their
4

'tin./ Try to show by Lyouiconduct and attitude that you consider

National Assessment worthy Of the best effort of everyone. involved.

s

3. Forms Used,/

Your Diitrict Supervisor, will train you in the completion and

41e

use of theAhree forms used during assessment. They are:

1. Student ListIns Form

The Student Listing Form (SLY) is used to select students

tf

, .

li
. a

1

1
), I

.
4

-Eo

V

0

f

GENERAL
DESCRIPTION
OF DUTIES

au.

IMPORTANCE
OF EA
ATTITLTDE

AND contkr

a

STUDENT
LIST*
FPRM
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iro

4

's 11-2
Y.

for participation in National Assessment,' An example of this fora

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

Columns. 1-5 of the Student Listing Form are completed Sy

the school prior to student selection; column 6 is uses by the Die-
.

trict Supervisor to weber the.stOdents listed and to identify those

etudents who are selected for assessment.

2. Administration Schedule

After evident !election, the District'Supervisor, together

with the school coordinstic Or principal, will arrange a schedule

for the package administrations to be completed in the school. An ' ADMINISTIA-
. TIOM

Administration Schedule is to be completed for each administration SOMME

1

f

scheduled. Administrations are identified by +latter on the Student

Listing Form. Each letter represents a specific package number.

Tour District Supervisor will advise you o.f the package number asso-

ciated with each letter. Spaces are provided on the-schedule to

record the data, time*, and place of the administrdtion, the number

of students to be assessed in the session, the package number ;6 be

administered, the AU and school numbers, and the number of the

Exercise Admihiatrapr who win administer the package. In the sp-

,

propriate,speces on each schedule, enter the names of the students
/f

assigned to the adainigtration letter and ;Nickel's number entered on

the schedule and complete columns 2, 3, 4, and0 for each student

listed.. These columns correspond b columns I**, 3, 4, and 5 on the

Student Listing Form. The columns headed "A" and "Student I.D. Num-

bey" will be filled in during the assessment only for those studAtfe,

*

* *

The spaces for Date and Time in the upper right box are to be filled
in 6 Walt* when the package is actually administered.

Tilie\information may nit be provided on the Student Listing'Form.

r

el

A

v

r

" a ...<.,^'
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who'participate in.the session.

It-4

I

4,0"."
The schedule.for an administratIon

.

assigned 5O you will be given to you prior to the sehedulod asseis-

.

sent. An example of a properly completed Croup'Alministration ScheL

't
ule is awn on the next page.

3. Anointment Card

4

/

I

,,j
p.

The use of the Appointment Card is optional. Some schools

may wish to use the card, while others may p refer to hare the coot-

.

dilutor notify the students.
If the coordinator fof the school in APPOINT-

MUT

which you are working prefers
to 'use the card, a card isrhe nom- CARD

plead for tech student shown in all of the Administration Schedules.Acopy of this card,ls Own below.

1

I.

'

I r

41?

NATIONAL ASSESSMENT OF EDLICAT19NAL PROGRESS

Mcm
APPOINTMENT CARD,

Itsaer
(Last)

iooe or Sections

lease report to

Imst) (fiddle)

on
- (Day of lios14 (Date)

at

(Roos)

(T me)

'PLEASE 14 OW TIM

f
4

S
.5

.

"
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C. Material Supplied St

In addition t
#this cannel had the

Administraivi /nstbuctions,

a

. MATERIALS

the materials
supplied to you for package administration include

SUPPLIED'

the following:

a.

1. Assessment Packages

National A nt exet'cises are.grouped
sets'called

"packages". Each pack/tie
is identified on the cover pege by package

t

ASSESSMENT

number and see class. At the, end of
each package is a set pf Back ,PACEAGES

.
.

ground Questions
to be answered by each student who participates in

k.

.

anent.
...

2. Tipes and Tap e Recorders

.

All 'spoken and written directions
needed. for the adninia

.

.tration of the packages have been taped.
This is done to assure

uniformitralpross
administrations.

The tapas are
enclosed in '

cassettes and most cassettes contain
the tepee for cite packages,

I

one on each
side of the tape.

Ecassette is individually boxed.

r

and each side of the cassette is labeled with the.age clash :ad

the package
number for which

that side of the tape has been prepared. TAPES AO
TAPE

4
Prior to administering le;

package, be sure you have in the recorder RECORDER

:the correct
sit of chi tape for the package you are to adminitter

and that the tape
is,completely Wound

onthe left side of the

cassette. Tape recorders
wi ll be furnished with

the tapes. Ypur

I

District Supervisor
will train you in theuse of the recorder and

the cassette tapes.

3. Soft Lead
Pencili (No. 2) With Erabete

Each student
penticipatingAin a, group session must bt

provided with ordinary soft
lead pencil* for recording their

a

0

.1

A

I.

PENCILS "
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s

t

wm"
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4

responses. 'Students are not peraittid-td%nse any pencils or

pens they may bring into the assessment session.
-

S.

5

D. Planning for Package Administreii6

T4 success of National Assessment depends o a considerable
e

'degree upon the effort invested by the Exercise A nistratOr in,
1" .,. "o

I ri
planning each package administration. s

.

Before each scheduled assessment Fes*ion'-must-mus-r-,rav-iew---y.-eslf')-

. . . IVTITT7-1
igen for package administration, which includes, the following tae

:

...
PAM=wt.!'

, .
.

pac
Attila-

, , - Determine fiom your Administration Schedule irhich kager
.

STRATTON
.

yosiesre going to administer and the number of Reckaies you
'

....
f I

. r --
.

O.

S

.

14,

V

pill need; that is the niimber of students assigned to tele

t"
the package.

- sure you.haVa the following daterials needed for the

a 4

package to be.administered:

Sharpened soft lead pencils - Z for each student'

Oa
MO

Packages (1 for each student) '

Tape Recorder

Tape prepared for package

- Cst to the-64 in time to prepare the scion for exercise

administration (arrange eating, sat up taps recorder,
s'*4

AO
conceal all school materia s such as naps, erabe,black-

,..

boards, etc.)

, ,

4

I

o

-. own. ..

I

. .

4
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Z. confidentiality of :Materiel,

at/Jost-care List betaken by each person associated with the

project to protirt thconfidentlality of the NatioteASsessment-
.

material: at- all times; Completed and uniompletedipackages and

. ,
other Netting Assessment materiali are not to' be siva to anyone

. ,

. .

who is not actually involved isr package administration. No,dupli-

cition of meteiials is permitted. The name of the students are

ea"

S

not to be:written on or in the packages. Anydiag identifying

students by name may not be removed from the school premises.

Only those students designated by your District Supervisor may

Ly,

participate in assessment. Othei students should not be.permitted

to see the assessment packages. Should any of the school staff
14

request to see the packages or ask technical questions concerning

National Assessment, :for th s poi ely to yom,District Supervisor.

Ton will have full responsibility for all National Assessment

materials issued to you, including this manual. Tour District
e

Supervisor will instruct you concerning thetal. storage of all

etserials. Any National Assessment materials that are stored in

your car-should be locke0 in the trunk. Neer Iesive'Nationel

Assessment paciacep, tapes, or, tape recorders it a school overnight.

Vbmm,youhave,completed your assment assignment, you aro to return

f

,

CONF1DEN-

TIALITT
OF ALL
NATIONAL
ASSES$NERT
MATERIALS

4,

"stoma
OT.

MATERIALS

to yol District Supervisor all materials issued to you. 4

11 0

a
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Y. Student Cooperation 1.

. ,

.
It is important thayall students selected for assessment

completa5the packages assigned to them; however, students have the --.

right to refuse to participate or cceilste any exercise within the
5

.

package. You should proceed positively at all tines. Al a student
e .

IIv
.

asks if cooperation is mandatory, expliln that it-is not, but that
. .

nom
COOPERATION

:1

%., wa'belleve tstudy le important and would appreciate cooperation

of all. selected student*. Should a student refuse to participates

excuse the student from the session ILO ask the student to. return to

class. If the student has been lesu,d,s package, explain the situ-

ation in theltover page of'the package and make a note of the package

number and
if
I.D. number and give this information to your District

Supervisor.

5
o . .

...-5
-.

. .;
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PACIAGE ADMINISTRATION

A. Introduction

All packaget are self -adainistered;.that4, students vill

record their answers in the package. To assist the students in

understanding how to record answers, example exercises are included.,

in each package an d all instructions are, taped.

A General Rules

1. ;riving

The peckages have been design ed to.b$ completed in approx-

Imately 45 minutes. Seating of students, distribution and collection'

of materials, reeding* the introduction, and package administration

should take about an hour. _Plea your time so that all those pro-

.

cedures can baactomplished in the allotted timer

If at ail possible, you should not begin en administration

unless there li sufficient, time to complete it. 'However, in rare

instances, you mai be forcid to administer a package knowing chat'

there is an insufficient amount of time allotted. If this is. the

case, reserve five minutes of the total time available for comple TIMING

tion of the Background
Questions and indicate on the cover page of

.

each package that it was not completed duecto..an insufficient "mum

of time. The completion of the Background Questions is'essentii;

even if one or more exercises in the packsas are not
completed due

to a lack of time.

=1,
,

1

.

0

a

20
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2." Seatink %
,

Students shOuld ba'seated as for apart as prictical, prof-.
r

A
irably one work station apart. Ask the students to remove from the

. desks any extrantous mate0als they may have brought into the room,

S.

.
. 0
such as books, ijilere, protractors, pencils, pens, etc.

3.'SweriAnOne
Scow students may have difficulty in understanding the

1.

exercises; however, you cannot give detailed instrUctions to the

SI/ZOO

students. Once the tape has been started you can assist the stu- ANSW4W
. QUESTIONS

dents on15, i% shoving theahowito record their answers correctly.

Should you obseive students consistently having difficulty with a,

certain exercise, report this to your District Supervisor.

4. ronitorin&

As the *student's begin the exerciser, walk around and mks

"surf that the students are recording their answers as instructed

and that they are using the pencils distributed. Students must use

,E111. the pencils given them to ,assure that the answers to the aul- MONITORING

tipla choice questions can be machine scored. You should also insure

' that the tape is dudible to all students. If the room in which you

are codducting the session is not large enough to space students at

proper distances from each other, you must continue to monitor during

the sabre petite:ft ih order to avoid student collusion.

5. txPlainine Incomplete Packages
ti

.0

Some students who begin assessment nay, for one reason or

another, fail to complete sa exercise or a package. Following -

are int:ober of situations this may occur:
VI

\O

5'

4

O r
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a

,
a. Principal or other responsible authority previts

S

a
r

',asiessment of student; e.g..,student
identified an slow, trouble-

866a, illiterate, etc. * ,

V'C

,

P'Cri

T
b, Student removed at the request of a school official -..

e
during assess'Int for reasons

unrelated to the assessmenb; reason

INCOHPLETE

for removal uninovaor unrelated to assessmeht.

. Student removed dur ing assessment for reasons unto.:
.1-

fated to'the assessment and for reasons other than a'school offi-

cial's request, such as foe a. fire drill, sports praptice,,to catch

a WO ate.

It

i
. d. Student decided to discontinua responding to theitx4r-

.

niece for such reasons as illness, went to restroom, left session

early to avoid mIssing a class, or decided not to participate.

a. Student begins,Lesessaent but is =able to complete
Nee

the package because be or she cannot read.

f. Equipment failure. .

g.,-.Booklet damaged or printing problems (pig. missing,

etc.).

Whirs such unutrual.situstions
as the ones listed above do occur, ex-

pain the situation ss fely_as possible on t

Pecksee,:as "Student
called from the rdoeLby th principal; coos-,

.
placid only exercises 1-4. Resson.for reacts '." inmtnlyou .

.
....

are writing on the cow page of a package, do not write in illi left.

, -

margin of the page or
inrthe blocts or ovals on the page.

,

. ._ N

. I
If a student does not

complete a package because, be or
. i

she is a nonreader,
record this lett on the cover page of the package,

. . .
.

* 1

and indicate bow you determined that the studeneie!it nonreader; e.g.,

toter page

(

4

J.

4
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A
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4 ,

t
1 )

4:. from *drool personnel, by admission of the student, or rough your

. observat'on of the student. Never ask a student if he or she, is a
, ..!

' nonreader. If a student tells you that he of she cannot Complete a,

. 4 "I

v packhe because ha or she cannot read; excuse the student fp= the
. .

.
.

. session: If a package had been assigned to the student, explain the
.

situation on the cover page of the package, and Code the Package

Condition Oval "NV".*

(

r

94,

C. Procedures

- Determining Students To 3* Assessed

.
The Croup Administration Schedule indicates how many sta-

y dents Should participate in the group session and lists the napes of

the students selected for participation. As each student eaters the

room, check to fed if the student's name is on the Administration

gehedule. If so, halo the student tike a seat; if not, request the
DETEXHINING

student to return to clue.** When it appears that all students'who STUDENTS
TO BE

will attend the session are present, begin package adminta3xation. ASSESSED

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

i *
.

meat room; ask,any students who arrive after the- session has beg
%

.

N ,return to class.

2. Distribution of Materials and Cms21etion of Administration .

. Schedule.. N

Distribute to each student two soft-lead pencils and an
. .

. - exercise package. Instruct each studefit not to open the package

4

r

a

See Chapter IV.Ell

Students may neid,a permit from the school office before re-
turning to 'class.' Ask the school coordinator about the usual
school routine.

4 40

11' 4

n 3,?

DISTRIEOTION
OP NATERIALS

I
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until told to d As'yoo give each student s package you

must perform two ;tasks:

a. Enter on the Administration Schedule, on the sane

line as the nail of the student, the I.D. number shown on the cover

pas* of the nacksge_,You gave to that student. 11044.D. number is

fourrdigit nUmber-printed in the last four blocks in the center

the page. ft

b. Enter the racial or ethnic identification of the

student by placing a W (White), 3 (Black), S (Spanish Heritage), or

meerican Indian or/ Alaskan Native), A (Asian or Pacific Islander),

or D (Onclasified) in column 6 of the schedule. More specific

definitions of the racial. or ethnic classification are given in the
.

Administrative Instructions Manuel.

When all materials have been distributed, cheek to

see that each nude:atlas the required materials; correct as meeas-

sary.
3. Package Ad:day:ratio* .

When each student has the required material., begin pack- Mega
ADHMNI-

age administration. Sea the Administrative Instructions Manual STAMM(

,for specific instructions.

. Administering the Backsreuid Questions

r
1.?

cacaurrec
ADHINMS72.0.-

5= 1

4 At the end of each packsmis a set of Background'Questions*.
-

designed to obtain backgrolnd information from each studeit who

The Background Questions for all throe age Claws end-specific

Instructions for administering this ere includerin the Admini-

$ strative Instructions Manual_.

V
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alb

parficipates'in National Assessment. These questions, which are
. ADMINISfilIk, -',.::-

not included on the tape, are to be adainistered by you after the MAACK-
. . GROUND QUES .

students have completed the exercises and nest be checked by you *LIONS

-

before the students leave the room.

Ifma.student refuses to cemplete the Background Questions;

'explain the situptdon on the cover page of the package. 'Hike a

note of the package number sad pickets I.D. climber and give this

information to your Distri2t Supervisor.

S. Collection of Materials .

A
When your have Cheticad th% Background Questions for all stu-

dents, instruct they to return to you the exercise packages and pen-%

cila. Thank them and instruct there to return to flies.

6. Windiee Tapes

Forward (or

\
ckvard) wind the tape used during the sea

f'
-, WINDING

.
. 'TAPES

sion and replace it in he plastic containei. .

COLLECTION

Or
NATEBIAIS

I

4

,

I

ala
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IV. OMER EXERCIAE 'ADKINISITtATOR TASKS

A. After Eich Assessment Seision

1. Accounting for Packages

.1 S

After each session, count
the packages used and compare

the I.D. numbers against
your I.D. number entries on the Admini-

.

stration Schedule. Reconcile any
differenceicund; iS you cannot

recpnc
is

difference!), consult your District Supervor. If you
.111

have any unused packages fromthe session,
place them on top of

the used packages and
store.them in the carton set aside for this

purpose:

2. Accounting for Administration Schedults

A All Administration
Schedules are to be stored temporer

Ily with the paikages. At the end of each day, give all schedules

to the coordinator;
schedules are never to be taken from the school.

3. Winding. Tapes *

/ Porvard (or
backward) wind the tape used during the sta-

tion and ,replica it in the plastic container.

4. Preparing for Next Skseion

Sharpen pencils and if necessary, rearrange
the room for

your next *elision. If your next season is to bs in anothm111 .room,

be sure to take all National Assessment materials withybu. Ream-

' bar you are
accountable for all materials issued to youl

V

t

ACCOUNTING

FOR
PACZAGLS

+.3

4

'4)

WIKDISC,
TAPES

PREPARING
TOR FEET
SESSION
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fiL

A

a

. B. Coding '
. .$

1.

.4 ----L
All gpding is to beidone with the pencils supplied by your
. ,.

District Supervisor. Make sure that all-numbers entered are
. -1

clearly legible, You will be responsible for coding certain
. .

.
information in the cover,page of each package you administer,

. .
.

including packages which'ktudents fail to complete. Specific

instructions follow.

1. Package Condition Ovals

pleackage,Coddltion Ovals are in the lower left corner

of the cover page and art designated N, P, KR, and NZ. You are terl

fill in, one of these oveis.to indicate the conait under which a
V

package Was administered, 44 follows:*

N

.

Normal Administration: the student was present for

4 v.
the entire assessment period and had as opportunity

to complete every exercise, but say not have done so.

However, if at least one exercise within the package

has been completed, you should fill in the oval

P Partial Administration: pc student *as not present

foi, or did nothave an opportunity to complete, one

or more of the exercises in the

the student was celled from the
...

package ;me missals, etc. (See

package:. for example,

p
room, :'pigs of the

Chapter 111.11.51. If

s!ccuril, fill in the oval beside P. and drite,on

,,
Thesdefipitions ere included.in the Administrative Instructions
HaUtlir.

4

31G

a

CODING

Pka.ACH
CONDITION
OVALS

)

-1



h
4

,

.

lc

\\;

-----7-.

the coverpage the numbers of the exercises which

the student did not have an opportunity to complete,
....

gether with' detailed explanation, as: "Exercises

25-33 not completed; student called from room by

principel; reasozifo r el unksiown."

0 1(1 - No Response to Entire okapi: the student was present

\.-/
for the entire assessment period and had the opportunity

to complete every exe$tise, put completed nont; that

I

ter` i

is, did no.t attempt any exercise in the package. If

there is no response to the entire package, fill in :

the oval beside X& and note on the cover page the reason,

If known, or "Reason Unknown."

ilkNot Eligible; the studit was assigned * package and

completed one omore of the exercises but ehould not

have been assessed; that is, the student was not eligible

beCause be/she was not born within the year specified on

the'Student Listing.form, wait not listed on the Admini

straxion Schedule, was a self-identified nonreader, etc.

If you discover, during or after an assessment session,

that a student is not eligible to participtte in

Natiopel,ASSasistOt, not. the reason on the cover page

and fluanort, the oval beside Ni. In other words,

categorization as Not Eligibles takes priority over the'

other Package Condition Ovals.

4

/'
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The not oval, Normal Administration,
will cover the majority

of the administration 'situations: Exercises, omitte d within paclagis

coded N do not have to be listed on the cover page. packages:

coded P. NR, or NE toast have
on the mover pigs a reason for the

Package Condition Code, if known; in add4ion, packages coded P
"."-"...

Would have a notation of the exercises omitted. Packages which are
0

not administered should not have a Package Conditiin Oval filled in.1
-2. Type of Assessment Ovals age Class 3.011lv)

Packages for Age Class 3 contain an extra set of three-

ovals following the Package Cohdition Ovals. These ovals are

designated R, 7, and S. You are to fill in the R or T oval to

identify the type ofassessment in which the packite was admini-

stered as follows:,

R Regular: the package was adminigtered during the

first administration of that package in,a school.
6

F Followup: the package was administered during a

follovup session after all other administrations

in a school.

The oval. designated S is not to be filled in.
. .

3. Columns 3-$

TYPE OF
ASSESS=
OVALS

, --Columns 3-8 at the bottom of the cover page of the pack-

age are used to code information from
the AdninistrationSchedule COLUMNS 1P

3-8and to enter your EA number and the code numbers for the TSU and

school in which the package vas administered. Columni43-6 correspond ,

to coloins on the Administration Schedule.
Column 7t is for your

EA number, which is recorded on the cover of this manual, and column

$ is for the code numbers of the PS11 and school, which. are shown on

F

S
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,.

the Administration Schedule. In each Columneenter the.correct code
r

IV-5

in the block(s):

Before coding an information in columns 3-6, be sure you

have matched the package to be coded with the correct line of the-
....

Administration Schedule. The I.D. number is used to match Admini-

stration Schidule line numbers with packages. Codis to be'used in

columns 3-8 areahown on page IV-6. An example of a portion of an

Administration Scheduleand.a package cover properly coded for a

atudent is shown on page /V-.7.

C. Final Review ofPuckages

After coding, ieview all packages administired by you. If you

ooticedtiring this review that en exercise was omitted by student,

do not make any entries on the page(s); however, if you notice any

oval filled in by you or the student is too light to be machine S.

scored, darken that oval. Do not change any pf the oodles other-

wise; for example, do not fill in anotheoval or tit' any way asap*

the original response. Be sure that any package with a Package

e Condition Oval other than B (Nermal) has an explanation written on

the cover page; packages coded P (Partial) must also have on the cover .

.L

t 111
page the numbers of the exercises which the student did not complete.

'FINAL REVIEW
07 PAC:RAGES

. '

D. Storage of Materials

Remember that Administration Schedules are not removed .from

the school site andimustbe stored in a safe place in the school,

according to the plan worked out with your District Supervisor. If

your District Supervisor agrees, you may take home all used and

unused packages, tapes, taps recorders, and supplies or lock '

these in the trunk Of your car, if it is said tiro do so.

30:
4
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B. Codes To 3*'Used ih Colman.' 3-8*

Item

Package
Coding
Colvs

Administration
Schedule
Column

3

.-

8

.1

a-

.,-

3

'

4

5

6

.

---

.1 Code

Grade Two digits:
A

' 8,th suds 08
Ungraded.class 987 ,
.Slecial education class 99. ,

Sex 1 'it Male

N'k 2 Female .

3irthdate Month and lilt_ two digits of you;
, Nay 1966 0366,

Race 1 %Ili (White)
a

2 3 .(Black)
3 S (Spanish Neritage)
4 I (American Indian or Alaskan

Native)
5 A (Asian or Pacific Islander)
6 U (Unclassified)

7
Eh Number Twat digits; number recorded on the

.

rimer

"

PSU and Five digits; 4School first two PSU Nuaber;
Numbers Last three School Numb

1s shown on the Adainistrat

front cover of your a2,111 - . A

Schedule

4.

. * Mese codes ere included in the Adainistrative
Ina tructioas Mantis'.

/ a

10.

'

S

fr
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All National Assessment Exercise Administrators are esplOed by

Poverforce Company, Inc., 150 E. Huron Street, Chicago, Illiabis

60611. Although your employer will be Powerforce, you will be

selected and irained by an RI/ District Supervisor and you will

record'your hours worked and skpehies'Incurred on the appiopriate

.011.

V. ADMINISTRATIVE PROCEDURES - EXERCISE ADMINISTRATOR

A. Teens of Employment

,0

form and submit it to RIX.

At the time you are yed you must couplets W4 Internal

Revenue Service form. Du $ easement, it,411 be your gemponsi- .

.

bilitrao keep a daily record of your production, time, and empress TERM OF
EMPLOTMENT

..i
esan Exertise Administrator. At the:ootpletion of each assignment,

*

you oust submit your Daily Production, Time, and Expense Record to

your District Supervisor. Proper completion of the Exercise

Adsinigtrator's,Dally Production, Time, and Expense Record is covered
, .

In the section which follows.

On page V-5 is an example, of properly completed'Exercise

Adzinistrators Daily Production, Timm; and Expense Record to.

harp you understand how this fora is to be completed. This form .

is plated" NCR paper withigedond (y ellow), third (pink), fad

fourth (goldenrod) shmits adhered to, the original (white). Entries

made on the original. sheet *is transferred to the other-sheets St,

without the use of conventional carbon paper.

0.

v..

I
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B. Exercise Administrator's Daily Production, Tina, and Expense

Record "IP

The Exerfise Administrator's Daily Production,, Time,'end Expense

Record ha) been designed to permit you to keep, on ajdally basis, the

number of administrations you complete, a record of the hours you

work (by activity), and the business - elated expenses you incur in

serving as an Exercise Administrator. Oak form is to be used to cover

each assignment your District Supervisor gives you.s.nd only one line
*

is to be used for each day's entries.
EA'S Darr.
PRODUCTION,

Your District Supervisor will give you a Record before-70u be- TIME, AHD
EXPENSE

gin each assignment. The appropriate information in the box in the RECORD

-upper left-hand corner of the form will have been entered. You

Ire to print the rest of the infirmetion requir ed at the top of the

fora.* You are to enter the date (month, day, and year) in the three

columns under "Date" for each day you work. The "Production' section

00-
Is designed to show the number of adAinistratims com pleted each day.

The "Sours Worked" section has been set up to allow your to record the

hours you vork by type of activity. Hours to be recorded under "train-

ing" include the time you spend reading this aanusl, plus the tins

you spend receiving basic instruction from your District'Supervisor.

If you spend time preparing Student Listing Fora*, enter that-time

in the column disignated "Filling out SL's". Time spent in actual

assessment (waiting for students to report and administering, Cheat-
.

int. and Faing packages) is to be entered to the "Actual Assess-,

sent" column. Most ofthe time your work will fall in this

category. Time spent in assisting your District Supervisor fh other

-it This east include your Social Security Number.

' 43".-

F
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tasks assigtled to you is to be entered undei "Other Related Duties".

4

b*

case of ten that you drLve and any miscellaneous expenses.
. 4

''. _____Whent_you bays-completed your assignment, total your entries in

;

rater in the "Travel Between Schools" column the time you spend tray-
.

4

sling between schools in the working day. (Tins spent loins between

your home and schools cannot be charged.)* Aours Worked" are to be

shown to the nearest quarter-hour under each estegory. The "Expense/60

column is provided to record expenses for which you will be reimbursed.

You will be coOpenseted at the rate of $.17 per mile for each mile

over tenuiles you drivb in the course of a vorking"day in going be-'

twee= yOUSARNMI and' schools and ip4rayellas between schools. "His-

ydllansous" exgelees for which you vill bscompensated include parking

expenses and tolls. Explain miscellaneous expenses and attach appro-
.

prints receipts. Enter on a daily basis the number of miles in ex-
.

4
.1.

c.

the "Ppd action ", "Routs Worked", and "Expenses" column on your

RetOrni.rmid totplete the b:mica half of the form es follows:

1.0 In the "Summary of Daily Record" box,

. 0
'Enter the total number of hours you vorirgi7;;Im your

'Daily Record) and multiply it by your hourly rate to

t

P

arrive at a dollar amount for your services.

Enter the total miles (from your Daily Record) and

multiply it by $.17 to arrive at the dollar tmount

for which you are to be.Compensated for business-

connectid mileage.

Under abnormal conditions involving excessive distances, District

Supervisors nay authorize compensation for time going/between your

band schools. The District Superviorvill disCuss this if

it affects you.

,

1'4
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c. Enter the total of miscellaneous expenses yoh are

!I 4
claising (from your Daily RecordY. Attach necessary

receipti.

d: Carefully add the *Mounts claimed for your services,

mileage, and miscellaneous expenses and enter that

sum in the box to the right of "Total Amount Due."

(Your District Supervisor will enter tpo ProjecS4Number).

2. Sign ("Signature") and date ("Date") thelecord.

3. le sure your Social Security Number, your full =met mailing

,address including Zip Code, and telephone number, are entered

4 at the top of the form.

C. Disposition

When you have completed the Record, separate the fourth (goldenrod)

sheet from the other three. This copy is for your records. Give

the remaihing three copies to your District Supervisor, who vilI

approve then and mail them to RTI. RTI will deck the form for DISPOSITION

accuracyand'forwar erforce.

A single check covering lour services, mileage, and expenses,

lest statustory deductions, will be Witten by Powerforce and mailed

ti
directly to you. You should receive a check for each assignment about

.%
r
two weeks after-the Record covering the assignment is receided at &TT.

AA.

Is

VO

Air
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VI. SMART OP 'TAM - DISUICf SUPERVISOR.

Stud/ and use this manual; It has.baen prepared as-a guide for all tre-

sponsibilities assigned to you Is you prepare fdr and conduct assessment. If

you encounter situations not covered in the manual inktructions, call your Re-

gional Supervisor.

Each District Supervisoi (DS) isi.e0onsible for conducting assume:it at

Aga Classts 1, 2, and 31.n a vaber of primary sampling units. A primary '

saculink unit (PS11) is defined as a geogrfphic area such as a county, seieral

countleol, or a major city. Within each PSU a group of individuals from etch

age class is selected by probabiligx sampling procedures to participate in

National ASNISSMIAt. Assassaent of an age class in most PSUs will require

approximately one vaak; assessment in other PSUs may require one and one-half

to tvo veaks..

The following list itemises e District Supervisor's tasks that are to

be ea:I:plated in each of the PSUs. Items-3 through 114.re associat4d with

pre-asseasnatt_taskal_itemaj.2 through 22 are actual alleesesebt tasks; items 4

ti

23 through 29 arepost -asses tasks. Each task is discussed is detail

in the chapters that follow

1. Telephonas 1 administrators to schedule meelings;during

. your f visit to the PSU and check ill information printed''

on Ehe Listsoptchools Selected; correct as necessary.

2. Telephone ITS to confirm or update the information printed

on the Lists of Schools Selected and report the data, time,

and plate for each nesting scheduled in the PSU.

If

$
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,3r,
Prepsie an avante

schedule for first PSU visj.ts (reserve-

, tions for travel.,
accommodations, submit itineraries, etc.).

4. Check sWiiIies
shipped from RTI and Nbc.'

5. Assemble materials to take to inikoddctory meetings:

6. Prepare outline for
NAE P presentation to be made at intro-

ductory meetings.

7. Nest with suporintendent(s).and principals-of
schools

selected for Year 31 assessment.
(Several meetings with-

'
in a PM will likaly-be-5icessary.)

Dufing the meeting:

a. Collect and check:Principal's Questionniires.

b: Explain National Assessment iad'ansver questions.

4

c. Explain school
involvement and role and emp Ise

importance of coordinetoi:

d. Distribute Mrs and Summary of School Teaks. IRequest

principals to discuss both forms -with coordinator if

one is opointed.-

e. Determine specific
veek(s) for Age Classes 1 and 2

assesssentrend for Age Class 3 sample 'elation and

I

.assessment:

f. Inform principals you will send Confirmation'fleso

indicating date(p) you plan to dray the sample and

conduct assessment in the school.

g. Verify information
li sted on and complete PSU Control

Shsets.-

h. InOire about special or split selsions and record

information on the Special Sessions Recording Torn

if epplicibla:

I'

x
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1. Inquire about possible EA candidates as necessary.

j. ,
Discuss with pringlpals Of schools selected for 17-

year-old assessment the Nonreaponso Pollowup end:

Supplementary Frame assessment.* if applicable:

4H
8. Select Exercise Administrators (EAs) as necessary** and

0

9.

r-

10.

11.

12.
.

;
provide each yid an EA Manual (enter your name, address

4nd telephone number on Page 1-6 and the EA's number oa the

front cover). Mail to 221 a completed V.4 US for for*

eschlZkrelected. J.

Offer assistance in completing SI.Tellere necessary. U.

EAs or schZol personnel are to assist, give instructions

and make *ointments..

Prepare itineraries fbr assessment weeks and mail to 111

at least two weeks in advance of assessment in your first

Check to insure that you have rseerred411 forms, materials,

and equipment required to complete assessment in a ?SU.

Prepare for esseissent:

a. Send appropriate Confirmation Nemo indicating date(s)

you plan to conduct assessment or draw the saspli in
9

' the sch4o34, include Principal's Reeding/Literature

Questionnaire as applicable.

b. Pack bardshelle as needed for PSD.

c. Nest with coordinator for NAEP in the school.

.

%

0

* AatesSessment of 87-ye:rilds who are not enrolled in school during I (,"

Age Class 3 assessment. tistsrcd dropouts and early gredustes,are

requested Prow schools selected for .this essissment. '

+t* *
1

1 Is*
Necessity of using EA, is discuss in...Fhspt:r U.

49.
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d A I

,
d.'' Select sample in each school; ask principals involved is-

' S .
17 -yeai-old

:

assessment to keep a record of anylige:eligible
. . ,

student who lesves or enters the school between the tine you

dcav the sample and return for aiseisnint.*

e. Complete Administration Schedules.

f. Determine,place and time for each adninistration.
.

Train EA(s) prior to assessment of each age class.

h. Distribute materials.to ZA(s) prior to assessment

111.
of each age class.

13. Keep an accurate record of your schedules for assessment

and rest all appointments. Once you have established'a

Schedule, do not change .t unless deeessary. If a change7
is rsquIred, notify the school(t) immediately.

14. .Makf =tricot daily on the Weakly Status Report.

15, Schedule, supervise, check, and coordinate ERs' package
A,

administrations.
. A

.

,
16.. Observe and Critiqvpach U's first package adninistration.

t 17. Schedule makeup and folIovup sessions alma necessary.
A

.
.

18. Collect and.check Pifacipal's Reading/Literature Question-

. i.

mires. .

19. Review all packages saninlitixed and check coding against'

Administration Schedules or detachments.

211. .Caaplete r chool Worksheets.

. 21. During Age'Class 3 assessment collect Suppiemensry.Frase lists

I

4 0 wher applicable.a . 1

It .
4, . ion. * Distribute Supplementary rase Listing torus vbere applicable.

"

Li 0



22.

23.

24.

`

23,

26.

27.

4

4

sheck, approve, and mail "Appropaiii opt!' of EA's Daily

Produciltl, Time, and Expense cords to RTI.

CMIIiiCiarmaterials-Cgicted out-to !As.
...,, .

Pack and ship exercise packages to NRC.

If all packagei cannot be adminittered in a PST1 during the

weak(s) scheduled for assessment, all your Regional Super-

visor immediately. r -.

TelephoGi RTI immediately lo.p4onever a school.cooperation
ill

problem is encountered'or suspected. ' sNN....

4
r

'Report in detail on the, Weekly Status Report all refusals,

S

restrictImns placid by school officials on the conduct of

assessment, and instances where icheduIed administrations

are not conducted.

2$. Complete and'mail all required administrative reports.

29. Report aurprobIems observed with.packsge or exercise

administration to your RS; complete Exercise Observation

,fora and return to D. Smith at RTI &tithe end of the

assessment of ea ch age cuss.

RIKENZER TEAT YOU ARE RESPONSIBLE FOR TEE SECURITY OF gp NATIONAL

AssEssmEar MATERIALS (PACKAGES, FOALS, ETC.) AND TEATIME CONFIDER-

tTIALITY OF THE ASSIEROMET DATA vas picr.s or stobrmTs mini *BE FRO=

TEC= AT ALL TIKES:114

4
a

MP*

"I

.#

111

r

a

.c

Si
.1 51.
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VII. INITIAL CONTACT'S wIll SCHOOL OFFICIALS

1

4
A. Introduction

4

During the first visit to a PSU, you vill meet with officials of schools

selected for participation in NationaliAssesssent. The purposes of. the meeting

are-to answer questions regarding National Assessment, to aavise the school of-
.

ficials of the requirements of the project, and to establish the actual weeks

for assessaint. On Juni 8, 1979, a letter yes sent to invoIved-CnIef State

School Officers informing them that schools vithin'their statis have been se-

lected for National Assessment. This letter also indicated that materials

.1
from RTI would follow which iould identify the school districts, private schools,

and parochial schools se)ected for assessaent in their state. Copies-of these

vA-A11.-

letters and
.

list of recipients in etch. state are included in Appendix A.

The initial letter to the superintendents of schools selected for partici -

pation is frost Dr. Roy H. Forbes, Project Director of National Assessment. It

describes National Assessment briefly and requesta the superintendent's coop-
k

eration in the projea: This letter is followed by a malloOt Ppi the NAEP

folder viaclyincludes a letter from,RTI suggesting a meeting date and informing
I

the seperintendent that the District Supervisor will call to make final arrange-
-

- mints for the meeting. When the meeting has been arranged, a confirming letrei

is sent to the superintendents and an initial sellout is site to the school

principals to inform them of the agreed-upon meeting date, tin's, en8 place.

Officials of private schools selected for participations in National Assess

sent which aii not under the jurisdiction of a public school superintendent are

also sent copies of Dr. Forbes' letter, followed by a meilout including a letter

suggestins a seetibg date. These letters have been altered to allow for differ-

slices betweei these Ahools and those in multi- school administrative units.. A

A

52 ,
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ir)

separateueeting,date is eugiested for private schools. During the phone .
. - 4/t*' ..

... .... ..

call, however; the DI,bas the option

.

of inviting private school officials

to Attend one of the public school meetingse( g all parties are agreeable)

or of arraniing separate meetings via- the private school officials. Super,

intendants, principals, and private school officials of schools selectid for

Year 11 assessment within a rsu will meet with the DS between August 27 and

;October. 5.

B. Time Schedule for the Initial

Year 11. 1979-80

July 16-23, 1979

Contact 'rocadures and for Assessment

RTI mails 'intr'oductory materials to all

superktendents andgprivate school

officials. `

July 30 - August 3, 1979 DS Training Session

August 6-17, 1979 Phone calls to superintsidents and

August 20-24, 1979

J''
(41,V1

r

'MP

I

private school officials from DS. - 41116

1. Completion of all calls to super-

intendenta_ameprivate_achnolz

officials (if necessary).

2. DS notifies.cenirelpsigff nemberst

of school districts which want more

4

information.

3. RTI and HASP staffs work to resolve

school cooptrition problems.

4. RTI central staff completes bulk of

mailout of confirmation letters to

superlindents and initial sellout

of HASP materials to principals.rincilials.

..1 6. 6
r

11,

3



ti

.4

a

p

al

1

VII-3 c_c

5. DS makes. phone contacts, as necessary,----

/,, to confirm appointments.
C;--

-.....

../

6. DS prepares to conduct introductory

1--

'''s
.i

meetings.

.,
Six-week COAUCt period to complete,

August 27 - October 5, 1979flik

.

iditlal meetings
with school super-

lattadentsand principals,
to schedule

assessment, sh4 to select Us.

October 8 - December 14, 1979 Niue-wee k-period for student
sample

selection and
assessment of i3 -year -Oda.

1. DS contact with schools selected

?S.

December 10-20, 1979

4

for 41 -yearlold
assessment to inform

them when DS will arrive to draw'

the
liemple3F-that DS viii not select

the sample early.

2. DS contact with schools involved in

the assessment of '9-year-olds to

inform them when DS will arrive..to

select sample and conduct assessment.
t,

' 3. DS organization
of materials for 9-'1i

year-old assessment.

1 4

4 w'1

,.

December 21-28, 1979
,
Days free of 94tmal-glessment

activities.,

i
ie:num 2 - March 7, 1980'4

', 1. Student sample
selection sa41assess-:

.1

4

P

54

steak of 9-year-olds. .-

2. DS drsvessaplsin schools selected

for 17- year-old assessment
sad/or

leaves Supplementary
Tral listing

. forms where applicable.

0,



3 .

VI4

o,

t ,

1: .
.' .

. tritts and officials of private schools selectid for.Year.12 issesskent.

or -=4.
Included in these materials !dal a suggested dite add time for a meeting-with

..1 .
-. .

' superintendents and principals, schools selected for Year 11 assessmAt.
.

March 3 - May 9, 1980

Max 12 - July 18, 1980

VII-4

0

)111:11, P Assessment of 17 -year -olds.

2. Acquisitio'n of Suppltentary

Frame ling. )
Supplementary Frame assessment conducted.

1:: Contents of First Mailout to Superintendents and Private School Officials

4 OdsJuly,f3, 1979, ITI.malled materials ttsuperintefdents of school die-

The-mailout to superintendents and private school.,officials yeti in two

Parts: 4./..

.1.

".' 0

Initial Letter

Tfie initisl letter to superintendents and privateschool offici s

f fem Dr. RoxH. Forbes ras mailed ontuly 16. It described the project genes-
. 0" AIL .

:
N

.
.c..1117and stated that additional materials (NAEt,folder) weremileinF nailed sep--

Vadk. '
AStely

2. NAP Folder

The materials ingluded in the NAEP folder mailed to all superintendents

and private sdhool officials on July 23,,1979 were:

. a. A cover letter, signed.by Mr. Ninald G. Smith, RTI National Field

'Director, tibich.explairted the contents of the folder, proposda date for the

- 0

initial meeting, and indicated that a telephone centact would be vide by the

r
110

District Supervisor between August 6-17.
0 . .w *

.b. A Memorandum to Superintendents or Memorandum to School Off4fals

bich included a schedule of the assessment activities for !earl]. end.presented

s

At

4
..

tr, 0 -'
..e

..

. .
'-i 4 .

.
.

an ov

",

or of thi school's role is National Assessment.

4-
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c. Lists of Schools Selected* (computer ptintouts). Each super-
.

intendant of a district received a list identifying schools selected in..tha

district ancan, the age group for labia each school was selected. Each official

44,

4

5.

4

44,

of a privatvechool receive a printoutdentifying the age group fqr which 4

the school was selected. All Lista of Schools Selected were accompanied by an

explanatory statement.

d. Informational materials included were:

S1) A Demonstration,Package containing objectives and example

exercises for the Tear 11 subject areas

(2) Materials describing Nationil Assessment. Topics

covered include goals of National Assessment, bow NAEP"

results are reported,a4d,umed, how schools end students

(3)

A

are selected, and what additional information is available.

NAEP Publicstionm,List

(4) ,A copy of a recent MEP Newsletter

a
'Copies of these materials *re,in Appendix A and should be read

carefully before making phone tills to superintendents and private school.
0

A
officials.

4

D. Instguctiots for Making Phone Calls to Superintendents and Private

School Dillicials

1. General Instructions at%

Disfrict Supervisors will Spend August 6424 arranging vexing dates

and clarifying questions for school superintendents. The first call to all*

superintendents must be made by.August 15.
A

During, the training session you will receive Listssaf S pools Selected

(ree..example in Appendix A) in computer printout fora for each o the PSUs

ti assigned to you. The lists will provide you with the Poll information for

* RT1 Fora NA-9

0, 56

0
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birth public and parochial school distircts:
Alith*F.

PSU Number and District Supervisor name (in )peer left corner.;

HU Number also appears in lover right copes)

Name of district superintendent or school,-principal (first

column)

District selection in Year 09 and/or 10 (second column)

PS0, District, and School Number(s) (third column)

ow Schools selected fur 9-year-old assessment

do Schools selected for 13-year-old assessment

gam - Schools selected for 17-year-old assessment

District or school names, addresses, and phone numbers (fourth

column); age group(s),for which schools were addicted apple:
.

above each school, name

Grade ring, of each school selected (fifth column)

Estimated total enrollment of each school selected (Sixth

column)

- SUggested meeting date printed on first page for each district*

- -Supplementary Prase status

Lists, for private schools will provide All of the above information except that

14

which refers to a superintendent or scgooLd14;trict. It is your responsibility

to call-each superinteadint and private school official listed on the printouts
A

to arranse a meetins.4

To assist you in checking for duplication of school districts across 11014,

, the third column of the List Of Schools Selectea enumerates all PSUS'in 'which

the district appears. the tower left-hand corner of the printout lists all

schools than,sra in the district. Within a single AU, the, school district

* you will alsor,be given a fora which indicates the meeting dime and time

suggested to each superintendent and private school official.

I,.
°

11,

0

C
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and schools contained in a district are listed only once. The age group(s)

for which the schools'are selected appear above the schoolmate and are also

desigmated by the school number which appears to the left of the school name'

'

6

.

and address.

RTI will inform you If any'school selected for participation in Tear 11 '

refused, to participate between Years 03 and 10, and If any special instruction,

are.necessary for contkcting potential problem dist4cts.

For each school district or private school contacted, the District Super-
.

visor rd.1 update the lilt of schools &elected* and verify or change the meeting

date. Updated "knformatin6 and meeting dates will be telephoned to In.** '

Data oe meetings scheduled between-August 27 and August 31 must bs called jaz

to RTI by August 15. Information on meetings scheduled.be ueen September
.

4 and 7 must be-tilled in,by August 17. Information n meetings scheduled, ,

I

September ldror later must bs filled in by August 24.

2. Outline of hone Calls , r
Following is to outline of points to bt covered in the phone calls to

4 suptrintendenfsNor private school officials. A model phone call,expandinF on

these points is'shown in Appendix Is.

'Call superintendent, identify yourself, and ve).fy that4.e.

UAW materials mailed by RTI,wers received.

b. Establish meeting date, time, 'end place for priniipals

involved. .

1 * 4 Add,or delete schools_as necessary; deletions ney.occur as a ;clinic of

fr.c grids range changes: Age Class 1schools must have. giade(s) 2, 3, 4,

or 5; Age C1ass-2 'awls must have grade(*) 6.7, 8, oar Age Club
3 schools austhave grade(s) 9, 10, 11., ort12.

r-

** .Toll-free 1-800-334-8571.

ft

-k.

L .1
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t

c. bitch lists of schools,school addresses and princip als

for additions,* deletions, and-corrections- .

d. Inform superintendent that we will contact by mail prin-

cipels involved to notify them of the meeting date, tine,

and place; request superintendent to also contact these

principals.

e. Confirm meeting date;rtins,-anciplace prior to conclusion

of plane call. 4

-
E. Handling Situations That May Arise%During Phone Call

Situations that nay arise during the phale call and instructions for

handling them are outlinedberow:

1. Materials Not Received

-4 4If you find that NAEP material* have not bren received by the
V

L

4 superintendent, arrange for the sy erintendent to receive the materials and 4

attempt to schedule a meeting at be suggested time If the superintendent '
.*

will not agree to's ejecting before
receiving the materials, arrange to clL

at i later date. 4

2. Superintendent Unavailable

If you find that the superintendent is ont of the office for a few

days, talk with a personal secretary or assistant to determine if the su er -

intendant Bas received the materials (if not, arrange for It second :mai and

has appointed someone on the staff to handle de National Assessment project:
,

* New schools ire not automatically in the ssmpli., Based on the information
you obtain (scPool name, grads range, estimated total enrollment, tad open-/ Int date), they will be added on le probability basis. Schqoli'with grade
range changes which.make them eligible/6r another age claps will also be
added on s probability basis. If new schools in your district fall into thesample, you will be notified so that you can infoir the superintendent priorto+the initial meeting.

ti

ti

4
e.

a

4
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a. Ifwso, make arrangements for the meetings; contact thm,puperin -

Tordent prior to the meeting.

s
b. If not, determine the earliest datesihe superintendent cute

cod:Feted and call back on that date.

Further Contact Necessary

If.tbe superintendent requests further information before agreeing,

to participate in National Assessment, arrange a meeting with the superintes

.

dint and staff according to the followingguideline's

a. If the superintendept's attitude toward NALP is basically posi-

tiv or neutral but sore information
is requested,,atrange a meeting with the

superintendent and at staff members the superintendent Ashes to Include (this

(meeting should bp.held between August 20-14) Summarise your arrangement on

the "List of Schools Selecteds_and contact your Regional Supervisor immediately

0 11
. 43 11. I. a 40

for iurther instructions.
,...os,

b. If tbA superintendent's attitude toward RAZZ, is basically mega -

cite, note thl, on the ?List of
SchoolsSelectid" and call Donn Smith* at an

, imsediately. RII and NM! will make arraigementa to contact the superintendent

end will schedule a meeting, ri necessary, to gain the cooperation of the school

`system. RTI will contact you concerning the status of the district or school

;S.

at a later data.

A superintendent or private school official may openly refuse to par-

ticipats in Nitional Assessment. If so, you should be very tactful and polite

during your telephone conversation. It is v ery import/lilt that you at tempt to

4

If not available, ask for Kirk Pate, Allen Duffer, Nancy HOuros, at

BilloGrOgan.

.

3 3
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obtain 'the reason() for the refusal. This infOrmation will ettabloign2 sad

ATI to develop appropriate plats for attempting to reverse the refusal.

If the superintendent or private school official is very abrupt and hostile,

you should not further antagonize the individual by prolonging the conversation.

You should obtain the reason(s) for the refusal, and politely terminate the

conversation. Do not indicare'to,the refusing party that no further contact

will be made by NAF2 and RTI. Be sure your notes from the conversation are

clear, then call Donn Smith* at RT1 immediately.

if, howt;ei the superintendent setae amenable to further discussion, you* 6

' I

should consider injecting any or All of the following items into the converse-4

non:

a. During Years 02 yhrough 10, less than ten percent of the samOle
.

schools refused. 5
b. You andyour EAa will di all the sample selection, package ad-

1 .2

ministrations; etc. ,If there is say resistance whatever about SLY completiOn

or other clerical work on the district or school's part, you should offer to

have your EA* do the work or to remunerate school staff for doing the work.

c. You will be as flexible as possible about scheduling the work,

apace requirements, etc.

d. You say offer to have a NAErot R.11 staff member wilt acre

knowledgeable about the overall.NAEP program contact the school official.

After further discussion, if the school official still refuses to parti-

cipate, thank the official for the consideration, and politely terminate the

r conversation. Again, recordyour notes of the situation clearly for later

recall, and call Donn Smith *Cif' Immediately. tole

* -If-not available, ask for individuals Identified at bottom of page VII-9.

a
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'

RTI will contact you concerning the status of the district or school at a

later data.

5. Scheduliag Meetings 't

In scheduling introductory meetings the following guidelines may be

used:

a. Cenerally,'you should begin your first =nine mees4ne by 9:30
.

a.m. and your first afternoon meeting by 1:30 p.m. You nay encounter superin-
, 4

r

tendents who want you\to 'schedule shore thlm-nnemmetingleithischools in ails

district; e.g., separate meetings4with iiementary, Junior high, and high

school principals. You may eutomaticalln'alter your schedule of introductory

s1/4 settings to accommodate such requests,prpviding you can hold all settings in

a,PSU in the semi week. If yolosannot, call yoff Rational Supervisor for

guidance. You may also encounter situations where It is both feasible aad

convenient to involve nor' than one district of private s chool in a meeting.

This would be to your'advantaga: bawaver, keep in mind you should never arc

a school official to spenean inord!nite emodht bf time trai ling to and

'from a meeting,

b. If suggested Meeting dates and times are not convenient to the

superintendent; you should follow this procedure:

(1) Attempt to change the matins to a mutually convenient

time during the' same meek.

a (2) If such 41tine cannot bejarranged and the superintendent,

stall vantSso meet with you personally, suggest an individual nesting

befeeen August 20-24. CA member of the staff could then represent the

I

e

C

lel

superintendent at the originally suggested time.)

(3) Specifically note changes of appointments and/or necessity

,

4

-
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for preliminary meetings on "List of Schools Selected" and relay this informs-

tion to RTI when you report updated information forthe
6

7. 7ollow.upMallout to
Superintendents and Mailout to Principals

of Schools Selected for Year 11 Assessment

As soon as RTI receive,
verification of dates established for mestinseand

corrections on computer printouts, sisultaneous
mailout# will t4 sent to win- '

cipals of schools selected for assessmnt and their superintendents. The

principals' maillut will inform each p;Ancipal of the meeting date, time, .

a
4

Ind piles, will expiala the school's role in
Nst$onal Assessment, and will .,

include informaii441 materiale. The superintendents' nailout will confirm

for each superintendent
the nesting date, time, and place and will include,

materials not initially sent to then, The contents are is follows:*

1.
Principal's Mailout (to be mailed in NASP folder)

4

a. Latter from ill including'Meeting date,
time, and-place

'b. Masorandui to School Principals

C. Ptincipalls 6astionneire

d. Copies of the informational arterials that

superintendent's initial sellout -

were included its the

2. Superintendent's Hellout

a. Letter from RTI confirming the meeting date, time, and place

b. Memorandum to School Principals

c. Principal's Questionnaire .

4

The conpletion of
these sellouts by RTI will conclude preparations for

the arrangements of meetings to be held home& August 27 and October S.

Copies AI these materials are in Appendix A.

ti
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VIII. INERODU9NVDMETINGS WITH SOICOL.OFFICIALS"

A. Preparationlcm First Visit and Overview of Tasks

.
During the period of August 27 through October yOu will make your

prearrengedvisits to the PSUs in your district to meet with superintendents

and priMcipals of all schools involved in Year 11 issessment. It is suggested

that you confirm each meeting by telephone with the superintendent or private

school official st least one day before your visit.

410F 1. Vsterials Needed

a. Updated lifts of the schools in. the sample (PSU Control Sheet.

NA10).* These 24stings incorporkie the revisions made as a result of your

phone calls to the'superintendents and include any rev schools which were ea..

acted in the sample. You will have three Control Sheets for each PSU --one

for schools selected for 9-year-old assessment, one for schools selected for

13-year-old assessment, and one for schools selected for 17-year-old assess -

'Mont.

b. National Assessment Descriptive R4terials (see depeription in

3.2 of this chapter).

c.. A sufficient supply of Student Listing Forms (StFs) for 9 -year -

olds (blue), 13- year -olds (green), and 17-year-olds (white) to distribute to

principals.
r

d. Extra copies of the Principal's Questionnaire (for principals

who may not have received a copy or foiled to bring it to the meetini).

*a. Special Sessions Recording.Forms.

An example of thisfOrm is shown at the end of this chapter.

4.

64
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color. code )

g. Extra NAEP folders.

h. This manual (for reference).

,3. Tasks To Se Performed

During the meeting it will be your responsibility to:

s. Collect and check completed Principal's Questionnaires4

7 .

Answer q uestions concerning National Assessment, using materials

provided you. Call your 'Regional Supervisor about queitions you are unable to

AV'

answer.

c. Explain the,tisks that will be required of each school in

National Assessment.
.,

d. Distribute appropriate Student Listing Forms and'explain method
. ,...0.-,,

of completion; also distribute Summary of S Tasks.

e. Determine4the dates of assessment eeks 4

f. Have Principals eater data of assessment week on.Summyary of School

C

*

Tasks and tell them you will confirm all arrangements pri9r to that week.

Verify information on and cceplete the PSU Control Sheets.

h. Obtain information on schools with special sessions.

'I. Inquire about possible EA candidates when necessary.

j; Discuss with principals of schools selected for 17 -year -old

assessment the Nonresponse Yollowup and Supplementary Frame assessment.

If a school is not represented at the meeting, visit the school to

talk with the principal and/or the coordinator unless participation is in

question. If you are unable to visit the school, you must notify /out

'Regional Supervisor which schoolou were unable to visit and
,,

why. If the-
... .

.

principal has appointed a coordinator who does not attend the nesting, you

should call the coordinator as soon as possible to discuss the tasks and

answer' the coordinator's questions. _Remember, you will leave the PSU expecting

Supply of Supmary of School Tasks for each ag:lroup (also

65
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the work to be complited
properly upon your return; it is well worth th:mifort

IC'
,

totalkPersonally with theVerson,i.to
vill'actually'complete the work to

insure that he or she has a
thorough'understanding of the tasks to be done.

4

You pal also have to visit some of the schools to make arrangements

for completion of the SLTs required tor he sample selection of students during

assessment week. Each of the.tasks outlined above isdesCribied in detail. in

the sections that follow.

E. Specific Tasks a t-Introductory Meeting

I. Collecting Principal's Questionnaires

4

6

As the principals arrive, collect and check all questionnaires* for

missing data and assist%ihe principals in completing them,if necessary. The

guidelines below are given for your use -in snswillni questions. You sr4 not to

read then 'to the group.

a., Question 1 - This information is essential fa; determining on i

, .

probability basis the number of packages and group size to be assigned to the

school and must be included on the quistionnsire. If exact information cannot

be obtained,
deterninitile approximate enrollment and average daily attendance

-by grads. Aderage daily attendance may be an absolute number or a percent and

.ay be based on the previous school year.

b. Question 2 - Tba response to this question will have to be made
,

on the principal's judgment.

c. Question 3 - Option E of this q9astion should includM those

people who would normally be included in A-D but who are not working full time

and are not on welfare;
e.g..migrant workers, seasonal factory workers, etc.

Options E and F are therefore, mutually exclusive.

A copy of this questionnaire is in Appendix A.

66; -



d.

.p

vill -4

.

question The racial ard ethrlic categories in all; question

A are defined as follows:

9
'1

S

(1) Category A:

American Indict or Alaskan Native -slA person having

origins in any of the original peop1e of North America,

and who maintains cultural' identification through =1-

bal affiliation or community recognition.

(2) category B:

Asian or Pacific Islander -- A person hsving origins

. .

in any of. the original peoples of the Far East, South -
%

east Asia, tbeindtan SOcontinent, or the Pacific

IslaUds. This, area,includes, for example, China, Japan,

Korea, the Philippine Islands and Samoa.

(3) Category C:

Hispanic -- A person of Mexican, Puerto Rican, Cuban,

Central or SouthlAmerican, or other Spaniih Culture or

.0b

origin,-regardless of race.

f. (4) Category A:

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

In any of the black-iacial groups of Africa.

fir
(5) Category E: 1'

. I

Aire, 01. of Hispanic Origin, A parson haingtorigIns

in any of the original peoples of Europe, North Africa,

or the Middle Lest.

4. lu oat 5 - Most principals will know if their school is-eligible

1

for Title I assistance. If nor,. the principal's superintendent will havthre

information.

4

6
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Hissing Principal's Questionnaires ?wet be obtained before leaving

the PSU. Do pat inetruct princ4lpals to,mail completed questionnaires to114

RT1.: If the principal cannqt give you all the information, st lust deteriine

"

. 0
the approximate enrolixcot cad average daily attendance -by grade in Question 1

o

and return a,partially completed questionnaire to RTI. If necessary, it i per-..
missible to take the Information over the telephone, from the principa; or a

t..

designited representative.
O

t,

2. Explaining tra?locial Assessment

One purpose of your'ftrst visit to the PSU. is to clarify question, in
os,

regard to National Assessment., Therefore, you must be -;;i0erfa to give a brief 4

introductory stateme nt, and you must also be ablelaanswerequestAons in retard

.9

t o. the Oroject. .

The statement regarding the kik? project in Chapter I and the !afar-
i

.

matiopalnaterials included in Appendix A may *peist you in this task. Thole,

materials have been sent to the superintendents and principals prior to the

'satins, and hopefuIlyo,have beqn read. Is also a prototype speech and

an outline of Natfonil Assessment's devrLmpment in Appendix I) vbich say incite
_ --t/-'

helpful in preparing your . own presentation.

and

,,..

In addition to the rmationel matirials sent to superintendents_

principals, you -will be su lied with-the following:*

a. A nesbership sap og.ths Educatipn Commission of the States.

.b. An organizational .chart shoving the interrelationship between*

the Education Commission of di States and the Nationallisiessment staff, fol-
.

loved by a list of th, Nati Assessment staff and

c. A general dcription of how National Ass.

their responlibilitits.

'mint differs from

other atandardized testing programs.,

44 Copies of these materials-ale in Appludix C"------:-.......... '

.
4\ . o

.. '.

1:

o o

'of' 4';''
o

o.

a 4

.or
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. .
..4, 'd.. A suggested Press Release.* .f..

. . ..

. ii

' .
e. A letter from Warren G. Hill, Executive Director of ECS, :'-'

',..
regarding parental consent and student participation i National Assessment.*

f. Copies of sustested parental informations ai permission letters.
%.

. ' s.- Handouts for teachers indltudents (black and vhite pamphlet).*
.

4. t A recent Hai Newsletter ;* ,

..

,f

,

i: National Assessment Publications List (order 'form). **

You should be famili:iirith all the materials and use them as necessary to 4
r

.

. ' 4

answer any questions., ._
,..

.r.

In addition, to the sebtre items, you will be sullied with° copies of a
I f

NAEP report to distribute to each superintendent or privaSe school official at '

the end Nile meeting. If other school ofiiiiali askfor copies of this'report,

explain that the superihtendent has a copy and give them the det4ils on bow
/
it

may be.ordered (through use of-the NAEP Eublications List). Superintendents

and principals of participating Year 11 ichnolsivill receive reports outlining

Year.11 assessneht results as they are published-

If questions reser ng the 'exercises ar'eraised, explain that our

A t -normal procedures are not; to show the actual exercises to be administered to

the is to anyone except the participating students. Because NAEP releases

approk rely one half of ?Az items administered etch year, security of the

unrifiased ems (used'to manure change over timerit of utmost importance.

A Demonstration Package containing example exercises vas included in each fader

sent to superintendentst, private school officials, and principals. If school .

t 1

officials insist on seeing the actual packages, notify your Regional Supervisor

immediately of such a request. Ile 11 advise you on 44152oction is to,bi taken.

The Background Questions, desigped to determine the correlation between

home environmental factors and performance on NAEP exercises, are printed on the'

beck of; the Demonstration Pacage.

Supplied in Thaniilms to. Hand out as necessary.
** Included in,thesuperintendents'-and principals' mahouts.

4101
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If a school vill not permit the administration of one or more of the Background

Questions,.you must note the restriction in Part E of the appropriate Weekly

Status Report*, instruct your EAs not to administer these questions (en& insure

I that they do not), and include a memorandum describing this restriction with

o
the completed packages when, they are shipped to MRC.

I

If a school, official inquires about notifying parents concerning

the assessment, try to talk to the official on an individual basis after the

meeting. _Give the official the letter from Verret! C. Hill. You sh ould /.

politely explain to the school official that the lew"does not require parental

notification for the National Assessment projectrbut that if it is a require

ment of a prticuIar school district or school, we certainly will work closely
, .

to coordinate this. During discussio ns with school officials regarding

parental notification, be sure tojemphasize fhit elaborate precautions are

undertaken in order to safegOa rd the anonymity of all students. Since par

ticipating students' manes are never caked from a schorol building and school

officials are instructed to destroy all schedv3ea, SLPs, etc. six months

' after assessment, no follovups with partiCipa students are possible.

Show the school officiil copies of t e two parental informational
S

letters: one for all students in the specified age class, the other for

students actually selected in the sample. These letters provide the parent

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

will be- supplied with an ample quantity ok these letters syetim&you can,

furnish they to school officials who decide to use them:

Occasionally, school officials may decide that acme form of parental

permission will be essential before students:within their jurisdiction can
,

participate. If so, first show the school official copies of the before and

after sample selection implied consent letters.

* Set Chapter -XIV, D. 2.

. 9.14
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parental signature only if the parent does not want the child to participate.

If there is no response to the letter, it is &saluted that
participation is

granted. if the implied-consent
letter -is not adeluste, show the school

official-copies of the before end after sample selection parental permission

letters. These letters require that the parent sign-tithe
letter and indicate

whether permission to
participate is granted or denied. If there is no

response to the letter, is is assumed that permission is denied. Since the

response,to this letter is generally poor,
it is advantageous to send a

. followup letter._
Therefore, if the parental

permission letter is to be used,

you should discuss with the Bawl Witte/ the
possibility of sending a

,

,follotoup letter.
Once a decision ha;s been reached, notify your

R4 of the

type of letter(s) to be usefkiand the quantity needed.

letter(s) is printed and sent to the school: -'

There is alwayi the possibility that
representatives of local news

He will see'that the

media will ask you to provide information
about National Assessment and the

04
i

-4114

local school system's nvolvement. These roviests may corm during your first

visit to the PSU or they may be made when
yoeteturn to the PSU for assessment.

:

A press release explaining assessment has been prepared and copies Irt-provided-------

4

,for your use.
Upon review and Trior

approval of all school officials (super-
,

intendents, principals,
etc.)finvolved, a copy of this

release nay be given to

any bona fide
representative of local newspapers

and television and radio

stations who desire:
infornatIon about National

Assessment or specific details

on ypur role in
4

the stud,. If reporters want score
information then is pro

vided in the release, refer them to tNitikatiohal Assessment Dep01artmentref

Operations (the nerve and phone number areLn the-press release). If a

representative of the news media is unwilling to accept this policy. contact

.your Regional
Supervisor for advice on handling the situation. UNDER NO

CIRCUMSTANCES ARE YOU TO MARE COMMENTS RECARDINC NATIONAL ASSESM4r FOR

4

1
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PUaLICATION.OR BROADCAST. This rule is not be be construed as a lack of

confidence in Sour abilities, bui>is merely a
device'to insure that a

uniform statement on National Assessment is being presented in all parts

IP

of the country.

3. Explaining the School's Rote A National Assessment

)
"..- When discussing the

school's role in assessment at the Initial

.

. r
, .

.

meeting, be sure that you:have a clear picture in your men mind oi,the

tasks involved or you might give the impression that assessment requires

more of the schools than it actually does. The,major task of the school

is completed by4Supplying an accurate' listing of students as teafied on

the 61Zs. In additio4 to this, the school must supply the rooms for assess.,

want and the principal should ap point a coordinator to see that the students

selected for assessment are notified of their appointments and appear as

scheduled. If thi-school'has a small staff, the principal may elect to act

4- Se the coordinator.
or

It is usually advisable to
describe the school's role at the intro-

.

ductory meeting in terms of chronological involvement; that is, before, during,

\and after assessment.
Therefore, the subject is

discussed heir in thest terns.

a. Before Asdessment

The only thing required of the schools before assessmentImeek

is the completion of the SLfsutich you still distribute at the meeting.* Since

. . ...

principals involved in the assessment
-of all three age classes may attend the

same meting, the sus have been printed on different colored paper to mak*

them easily distinguishable
for distribuilon. The SLY for 9-year-old students

(born during the calendar year of 1970) is printed on, blue paper; the SLY

for 13-year-old students
(born during the calendar year of 1966) is printed,

on green paper; the SLY for l7- year -old students (born durisg4the period

October 1, 1962 through September 30, 1963) Is printed on white paper.
r

72 .
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Usually, a school vlil be involved in the assessment of on ly one age class;

however, it is quite hely that there will be a'few schools involved in

the assessment of more than one age class. Each principal will have to

estimate the number of pages needed for each age claret° be assessed in

the school. Each page has space to list the names of 25.students. (Silts

are picked 100 pages per psckage.) he liberal when you are distributing

the SLFs. ,If there is a question in aprincipsl's mind as to the number

needed, extra pages should be given to the principal. At this time, also

give each school representative a copy of the "Summary of School ?Laken* and

an SLF storage envelopet* for each age class in which the scho 1 is involved.

The "Summary of SchAol Tasks"
t

for each'age class is pridatd on asme color

paper as the SLF for the age class.

When the SLFs are distributed to the principals, explain that we

need columns 1-S cocpleted for each*** student, regardless of grade, *antes-.1,V4;7-g
ly .

'op within the year specified on the SLI"so that each eligible student will.

have an opportunity to be selected in the final ample. SLPs for Age Classes

1 and 2 should be completed as near a)Vpossible to the scheduled week of

assessment for the age class in the PSU. Age Class 3 principals should be

told that the target date forthe completlon of 51.24 is the first day of the

scheduled week of assesement for Age Class 1 in their PSUs. This will help

4

insure timely preparation of Age Class 3 VLF* for early sampli.selection of

Age Class 3 schools. ELFs should be completed by the school staff from home-

. i
rja

room record books or from central files. if the principal indicsts that

this will be a problem iniktischool, talk to the principal individually

(after the meting,, if possible) snd ascertain the nature of the problem.

* A copy of thiS form for 13-year-old assoissent is shown at the end of

the chapter.
** A copy of the cover of this form is shown at the .end of the chapter.

Section D of the chapter describes'a technique which may enable a school

to list a subsimple of the ell:ible students, tether than all.

r
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Aft for permission to have an EA complete the form from school records,

if iv:112bl*. If permission is gi3n,make an appointment with the principal

and explain that an EA will complete the form at'ino expense to theschoel.

If the only way we can have the fora completed is to pay a staff member or

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

which is the hourlylWage paid EA* in the PSU. If this is not satisfactory,

determine what vould'be and call III for instructions. Completed SLFs should

be placed in the SLY storage envelope and kept at the school.

Schools should be"given the option of providing another type of

listing if, one is readily available. If the school can provide a computer

listing of only age- eligible students sharing grade, atm.:ad birthdate, it
.

v111 not be necessary to complete the Student Listing Form. This listing

should be placed in the SLF storage (nvelopi in.place of the Student Listing

Fora.

If the large schools indic24 that they are uni$le to complete

the SLY for all students in the specified age class, determine the reason,

sad, if necessary, make arrangements with the principal to have an BA (ar

staff member) do * listing of a subsample, following prcednres outlined

in Section D of is chapter. Before offeiingthe option ofeubsampling to

a school, check the PSU Control Sheet to determine if this option is available

for the school. Dols to which this optisu is not available are identified

on the PSU'Controlifieet by'"AI1" in Column 7. ,.-

Whatever method the principal chooses, be sure it is understood

that the SLY must be completed before, and preferably one week prior to, the

specified datedor assessment or sample selection and kept at the school

until you or your EA &viva. If the school.has special or nodular_ sessions,

the SLys for each session are to be kept separate.

.
7 4
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Generally, school personnel are to list on the SLF each student

who meets the definitions on the SI.F. There are three exceptions to this--

non-English *peeking students, educable mentally retarded (EKR) students,

and functionslly_disabled students. These exceptions are discussed below
t

to help clarify NAEPIs po1fcy and to give guidelines to the DS. These -

exceptions must be discussed withischool officials,. end the procedures for,

keeping count of the ineligible atudents must be explained. *,, _
The population for VAii, at each age level, is an English- speaking

population, Ve de not use interpreters, and we do not translate our materiels
. .

into other languages.

Students.vho do not speak (or read) Englisishould not be listed on

the SLY. HASP does not have an instrument.ior determining proficiency in

the English linguae. Therefore, school personnel suet determine this for

us. You should speak with the principal and possibly other knovledgetble

school personnel. Explain our nor -.s1 mode of presentation (paced tape) end

ask ths.school personnel involved is the decision not to list on the SLY

those students who would not be able to overcome the language barrier (under-

stand the task, respond in vtitten English as necessary, etc.).

The population for HASP, at each age leAl,,does not include Ea.

students (mentally retarded or enotionally disturbed). Schools that are

established for these students are excluded from our population of schools

if they are identified as ve establish our school frame or contact superintendents.

EMC, students ,are sometimes determined by psychological tests. However,

/
sisany school districts do not have the funds to provide for these tests or for

special schools. Therefore, the students nay be identified as U but remain

inthe regular schcials, or say not even be 'officially identified._

TiagieS..mmisry of School Tasks; explain the "Count of Ineligible Students."
This form should be completed and kept in the SIX storage envelope with the
Student Listing Pore until the District Supervisor arrives to select the

a temple.

4
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.
Students who cannot perform in a normal mteiting"

situation should -

not.he listed on the SLY. If psychological tests are not wed, it is the de
.

cision of the principal
and staff as to whether

or not a student is in this

category, and vs must abide by this decision.
However, make it clear test we

do not vent students
excluded only because of poor kcademic performance or

normal 4iscipline proialens. We want only those
students excluded who cannot

give meaningful responses to exercised at their age level.- In summary, students
to be classified as 1012 are students who

'hive been psychologically tested as/
NEdit or students who are considered U in the professional opinion of the

principal or other qualified'staff members.

Students vho are so
functionally disabled (temporary or perseneat.

physical disability) that they cannot respond
to the exercises as they are

normally adminliiiered (paced tee) should, be excluded from the sample and should.
A'not be listed on the SLF; make it clear, hamver,

that functionally disabled
students who can xespoiid to the exercises should

be included in the sample.
A

b. During Assess:tent

As noted earlier, the sdool principil may appoint a staff
.

member, preferibly a school counselor, to
act as coordinator or the principal

may choose to actas coordinator. It will be the coordillitor's responsi
bility to notify

the'students who are to participate in assessment (and their
teachers) of the dime, time, and place of package

sdainistrstion. To shbuld
stress with. the Zeordinstor

the importsnovof insuring that each selected

s tudent appears for assesssent. It is also advisable at this time to point out
the necessity of conducting makeup oefollowup administrations if quorums are
not achieved. Previous ITI studies have ,defined the most successful methods
for'locating students. You should obtain permission, if possible, to use
ode of the locetion

methods listed below in order'oftpreference:

1. Cad studentb to session over a public address system..

.7C1 1.7# ti
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2. Request coordinator or runner to go.room to room to call students.

3. Notify teachers in advance, giving a schedule of the stations

and the students involved and ask teachirs to And students

to sessions.

A. godly students in advance by use of Appointment Cards. The

AppOlatient Cards should be completed and given to the coordi-

nator for distribution.

The coordinator also should be available to call students if they do not appear

for their appointments.

The school must also cake available the space required for 632OSSO011it.

A study conducted by NAZP in Tear 02 showed that about three percent of all ad-

ministrations conducted that year were in rooms or areas where the-DS felt that

the quality of the assessment was adversely affected by noise or other distract-

tions.. This study indicated that cafeterias and hallways are not conducive to

optimum testing conditions. It also indicated that, in some schools, libraries

sad school offices are inferior places to conduct assessment~

Bear in mind that a group administration usually requires seating and
4

workspace for up to 25 students, a saalr table fore the !A, and an electrical

outlet for _the.tape reco rder. In sous situations it nay be convenisnt to have

two tAs in aspirate rooms to conduct two sessions at the seat tine: Ton will

knov the exact space requirements in a school only after you receive the Package

Absignment Tomah indicating the number of administrations to be held in the

school. If at all possible, assessment rooms should be comfortable (vtll lighted

and adequately ventilate) and they shoul d not contain naps and/or other teaching
4

materials. If any of the latter are present, they should be concealed.

Because the number ofgadainistrations assigned to a school cannot

be datermined until ?SU Control Sheets have 6sen received at RT1, you will

V

e
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be unable to give this information to the principals; however, the_maxlmom

number assigned to any school viii be 10. Each selected student*will

n'participate i' one adrdnistratite session lasting approximately one

hour.

c. After Assessment

In general, there will be no school involvement after assess -

acct Ss completed: All school officials should be assured that assessment

results mill not be.analfzed on an individual studen4rchool, or district

basis and no names of individual students, salmis, or districts viii be at

released to the public. Danes of participating students will at no time

bare the school premises. Lack esmissment pickers will be identified by

1

an T.D. number only.

After package administration has been Jiympleted in a given

school, you or.your EA will give the principal or coordinator the envelope

1 containing the SLP, the fors,on which haalbeen entered the count of Ineligibles,

and a copy of all.Adninistration Schedules. The school will be requested to

keep these forms for a period of six months s o that data can be checked if

this should be necessary. Principals should also be told that there
\I;

a

possibility that your supervisor nay come to the school bring the six -month

period for a quality control check and will need these, forms for thit purpose.

After stz months these forme are to Se destroyed. You will be supplied

a with postal cards ;o leave for the principal or coordinator.to comgate

and nail after these forma have been destroyed. The princtfal or coordinator

should be requested to,enter the projected date of destruction on the school

calendar as a reminder.
a "

4. Determining Dates bf Assessment

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

that will but fit your own schedule. Remember that L each PSU assigned

s
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to you, you will have to spend one to two weeks between October "and

DeCember 14 for 13-year-Old assessment, between January 2 and limb 7

for 9-year-old assessment, and again between March 3 and May 9 for 17-

year-old assessment. It is advisable to schedule assessment in the same

order in which the meetings are conducted (e.g., the first PSU where

meetings are held is scheduled for assessment October 8, etc.). However,
ti

3

De sure to disCUss with the principals prior school commitments; vacation

Im

weeks; holidays; other local, district, or state testing: etc.* and arrange

your sCheddle so that you can cpmpleti the assessment ofan age class in the

I allotted time. The schedule alibi's nine weeks for each age class assessment.

When assessment weeks have been agreed upon, have the principals

enter the week(s) scheduled in the proper space of the appropriate Summary
*, *

of School Tasks. You should have already entered your name, address,

and telephone number in the proper spaces. Also, inform Oftiltipals

that you will confirm,the exact assessment dates 7 to 10 days prior to

assessment week.

5. Completing PSU Control Sheets

Enter your name and the s cheduled date for assessment week(s)'

inithe spates provided in the,upper left4kand corner of the Control

taking care that the date entered is that scheduled fo the age group/-

A sho6 on the Control Sheet. Since this is an updated list, Colt a-(1) -, .

0
'

...-

(5) should require no changed; however, Check thejnformation in these

columni with that A the Principal's Questionnaires and reconcile any .

differences. This information must Se the same QA both forma.

'.0

* It is desirable that school tests, fire drills, and Other similar .

school activities
.

are not scheduled during assessment week.
4 ..

.
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WVto get a be feeling the size of the schoOl, how many Slas to distribute,

In Column (2), space is provided for you to enter the name of the

'school coordinator, if one has been appointed. If the principal is to act as

coorainstof, enter ?Principal": The namis,of the principal and school coordi-

nator will appear on the ?adage Assignment Form for each school.

Column (5) of the PSU Control Sheet shows the minimum number "of

eligible students required for the sample in each school and the RII estimate '

of the approxIMIte number of eligible students enrolled at the school. It is

essential that you check with each principal to diteriine if there are at least ,

the minis= number of students for the specified' age class enrolled in the

school; however, do-not Iesve the impression that this is the number of students

who vill be selected. Hike no Changes in this column if the number of students
4 .

in the age class exceeds this lower figure; however, if fewer than the minimum
.

.number of students of the specified ageclass
are enrolledin the'schoof, ask

the principal focthe7hest approximation of the number enrolled and Correct the

figures in Column (5). The larger number, which is the estimated numbir of total

/

.
el4gibles in illts school, is general. resource'information

provided to enable you

%
etc. Remember, this is just an estimate.

In Cdlumn (7) you must specify whether the SU will be completed for

0111 students in the specified age class or for.only a sample, of students (sub-.

.

sapling) by writing "A1l7-or,"Sample" by each school listed.*

..
.r

. Instructions for completing the, P1 Control Sheet are also listed at
.

the dm of the printout.. - .-

V--

a

t
o

* Column (7) has eimattlepleted for schools in which subsampling is not allowed
If sub:Dimpling is use follow instructions in Section D of this chapter.

-,,

I
1

V
a

V4



S

1

6. Obtaining Information on Schools with Special Sessions

During the introductory meeting it will be your responsibility to

question eipprincipal about situations which may prevent you from following

yoTif-normsl'sample selection routine and your normal assessment schedule.

-Examples of such situations are split sessions, modular sessions ("open campus"

school arrangements), distributive education programs, and similar situations

which allow a substantial number of students to be routinely inaccessible during-
.

the school day. A Special Sessions Recording For m* is provided for recording

this Intormation when such a situation.emists. This,form should be completed

by you and attached to the appropriate Principal!' Questionnaire. This infor

mation will be forwarded to sampling for their use in assigning packages to

schools. The fOrm is printed 014,NCRpsper to..provide you a copy for reference,

w en you receive the Package Assignment Forms for a school with special ses;Itins."

*6

ID recent years, problems have arisen-with -schools iperving irregular

schedules of attendance. Many times DSs have not seen aware of a special

schedule at a school until they arrived for assessment. In some cases this

resulted in a loss of packages and/or added WOrk for the ps. Obtaining

prior" information concermingAlpe situations hopefully will eliminate the

occurrence of such problems.

wring the introductory meeting you must ask each principal about the

school's ily schedule. Ask specifically whether there are two groups of

0

students enrolled in the, school who attend school on different schedules

(split sessions). An example would be a high school where the 10th grade

students attend from 8:00 a.m. to 1:00 p.n. and 11th and 12th grade students
a s

atte nd from 10:00 a.m. to p.m. If such a schedule exists in a school,

it is to be entered in Patt A of the Special Sessions Resgrding Form.

X

An example of this fora is shown on the next page.

A
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TI1S17.0CTICMS: If school his split sessions, complete Part A below, If ichool has modular

sessions or it students are routinely away during the school day (work-study protrass,

Dlstributiva Education) complete Part I below. A separate package assignment will be

prepared for -each split session and module listed below. Snafu the copy orthis fsrs so,

that the package assitnsent for each split session and sodae can be identified...,

11.

Part A: Split Sessions

-Grade -
e

Session A

Session

ti

/

4

cunnunismanunimimmiasilimumminumumm
10 11 12

Timm: Session A basins at

Session I begins at

Part Bs Modular Passions,

Clads

Module A

Module

Module to

tart Cs 41her

and ends at _Nr.

and sods at

iniusummuusu to ttik
innummummosamsumummumilimmilmoniummainammais
Total eligibles Module A Available

Total eligibles MOldule 5 . Availsbie. e

Total eligibles Module C Available

Couplets for any school with classes; 1.e..eltudents lards* between classes.

Include an amplanation of th ss schedule. number of elisales, and tins and

place when eligibles sre av labletor assesisent.

9

1KIZ Yors.o. 237114 Dia !button: White copy to DTI; Tallow copy retainsd. by DSr
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Also, ask each principal attending the introductory meeting whether

or. not the
school has nodular sessions.

Modular seasons would'include the

0

"open-class" schools
where' the students are required to be on thee,school premises

only during hours for which they have classes schedied. Usu- ally the school'

I
administration will have arranged'daily schedules n such a way that groups of

(

students 14111 attend at various tines during the dey or that farticElsrsubjects'
VIII be caught at specific times

during the day. It will be your responsibility, ;.

..t6ssk the principal -to identify the specific class periods when eligiblikkmill

41 'Tyes:pus... You should
consider each of these periods of time es a nodule

.

and complete
Section 13 of the Special Sessions Recording Forte

i
Another example .of Modular sessions would be a school yhich has

bAldings,separated
geographically.

-Inthii-instadee you should consider !

40

each building' as a
nodule and complete

Section 3 of the form accordingly.

1

/ To complete
%
Section 1%, ybu must Obtain from the

ptincipal grade -by -

4
gride enrollments

for each nodule{ an
estimatalof the, total number of eligibles

In each nodule
and the times at which they would bi available for assessaknt.

It is vett; important you obtain gold estimates
since,packages will be'assigned,

..,

.
------.'....___ ___.t_

' otr the basis of this information.
.

.

t
-

gr

r.

Sect4co-insheforiaptuatitils
which would affect' ,-

*\your assessmencschedule.'axamplesIlf-s
ch situations would be work-studI'.

0
. 4 t.

programs where Addents atte

troll school.
her half

ttfe Semplelachool)ut,stiet.

al Much information
as possi

proper pkage assignment. A

determination
mastbe Made by

4
proceApres for making initia

0,0

schoofione-ha of tile and work sway + 4/1

40-,7

e day. or
where Kudents are enrolled in

ocstidnal building 'elsewhere. You mast gather

4'
concerning these situations for sempling.to take

wS

-V
. .

S.

b, where studints'attend anotherbuildini,
.-.e

_

.

.

oU7inieonjunetion with the centre' office as to.,

contact with those:school officials. The eSjectiv.s.
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of the Special Sedsion Recording Form is to Facilitate later assessment

activities. Therefore, any information which you can obtain from the principal

.4 about irregular attendance situations at the schoolwill be extremely helpful
-

to RTI in preparing package assignment forms and to you when'you return for,

assessment.

7. Explaining Special Procedures for Schools\mrlved'in

.1111.

a'

ro.

.41

op"

- 40

17-Tear-Old Assessment

a. Selecting Student Samples for 17 -Ttar -Old Assessment

While actual sampling procedures for 17-ye ar-old assessment

will be identical to those for other age classes, most sample selection will
4

occur during January or February when du visit the PSU for 9-year-old aafess

be sampled during the scheduled week piiie Class 1 assessment intheTSU.

C
assessment. Inform the principal that you will not be selectingthe sample

A

Sample selection during Age glass 1 assessment is optional in any Age Class 3

school sasiggedone or two administrations.

Because you will not know at the,tims of the introductory

meeting what theAge Class 3 package assignments will be, instruct Age Clss13

. P

principals to complete the SLPs during /the week prior to the week'scht.4-.

uled for Age Class 1 assessment in the same SO*. Tell the principals'

that you will inform then by confirmation memo or phone till whether or not

their schools will be sampled &Oil; if so, the memo will strive approxima tely

41
Jo

two wpeka prior to'tbe week during which yctu plan go select the Aample.
A

ea
If an Age Class3 school 14th 1oos,2 maligned administrations

will not be sampled during Age Class 1 assessUelt,3,cm must telephone the

principals of these schools prior to leafing the PSU during fge Class 1

Be sure each principal understands that although the student sample may
be selected during January or February, actual essment will not take

place until March or April,

0

,m - ,s- , - .

I
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in the school at this time and that the SLF should continue to be up.

dated -until the,week you return to conduct AgiClass 3 assessment in the

PSI).

.1.11- du,

. ,

Selenting Age Class 3 samples early will afford'esch school

ample lead time.im notifying students, obtaining parents], permission (if

,..necessary), and in the completion of all other preparatory activities.; '
It will be necessary .to date the list of. eligibles just before assessment

is conducted in Mara or April (deleting students who have dropped out or

transferred'and addi g those who have enrolled in the interim). Students
4IL

who bile carolled in he interim will be given chance of inclusion in

the sample (see Chapt rXII). 4 ..' .*

.4 /
.

A
b. Nonrespondent Follow.* .a.

/ .
.

Ct 4

- Since the inception of4RAEP, response rates =On 17 -Aar -
.

old students have been much lower. than those for 9- mad 13-yearroldso The 11
-.. r . -- , - _ ___ - . ..... Of .r. _

nature of high schools is ?robably the factor which contributes most heavily
.

.

to this problem. The. high schctols genersOy have hiper abseptem rates,

larger enrollmdnts, more difficulty Contacting students, a variety of work-
r

study pro rams, etc. An additiOnal major obstacle is the time of year in

which Age Class 3 assessment is conducted; graduation practice, final exams,-vm.. --4----'---r;
etc. reduce the pulier,oi available 17-year-olds. mu and RTI consider

... ,
. . L. .r-

an 80 percent response rat!' among 17-year-olds essential to insure credibility,

of the assessment d'ta and to minimize bias associated with nonresponse '

problems. Anal7sis of previous data has determined thatmonrespondents

definitely rend to have diff4ent characteristics frce,reguiar respondents. -
I $

1 For example, they tend to this school more frequestly, receive poorer .
%

.w . . .
.s

grades, take fryer courses, end A more vocational- occupational oriented

gpels0:an,rklarrespondents,kThe pleblen of nonresponse is very serious.
, , a

.
.

To help correct this problem, a
..

It

Nonrespondent Yollawip is condultd in
.

" .

. ,, - ,

4
.

.. -

fi Ii

Maair-1..... ,.... 4,.. -
a ,

:
8

1 : .5
.
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17 -year -old
schools. You should emphasize to school

coordinato4 the

importance of a high response
rate and encourage

them to use the most

effective
means-possible of notifying the selected students

of the time
..

and place of assessment.
(See pages 13 and 14 of this chapter.)

You will be
thoroughly,trained on all Nonrespondent

Followup

proce- dures prior to
17-year-old assessment.

However, bens e

be yeeting.with
Age Class 3 school officials

in the fall, i is essential

that you convey
to theme the

following Hastes of the.program.

-"Tivo4-

; (1) There :re np quorums'for sdministration
sessions at

^

o:Age tiLs
consequently there

will be no make-up sessions.
However,

-If the tudent res nse rate for the school Li less than 75.0Z, a followup'

will be onducted:
- -

(6 efollowup gill be comducted`on
thl day following

(prefers y) or a later day following the
completion of the last regularly

(3) No pore thyn.two followup
tessidus with a maximum of

40 students per
session will be

conducted in a school.

2
(4)

AMMO. vho fail to appear for regular assessment
will"

be assigned a
followup package,

ou a sample basis, if
necessAry to assure

40
no more than 40 students per session.

scheduled
administrstion in the school.

N

0

:

%.

aar
Rel

t"
111

(5) After the followup
session(s), the

school may be

asked to complete's
short questionnaire

for up to ib students who
did riot

appear for a followup session.

SupVlementary Frame Assessment

Approxitately 40% of
-year-olds have no chamosjoi 'being

included
.

in the in-school assessment
b cause they ars not

enrolled in school

when that Age
Class 3 assessment

is cond cted; they have *thdrevn from
school

or completed graduation
eequirements ear et than other of their age groups.

.T BC

I
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I. i,The
Lipplementa

Frye alignment is
t
designed to assess

a temple of these
students.

,
t -

tApproximitely one-half of the
Age Class 3 schools in your

.

1,
Me been selected

for the
Idpplementery Frame

assessment.Explain to the principals
involved in this

runt that for ali 17-year-

\
olds to be

represented in National
Assessment it is

necessary to try to
locate and

assess those
students not assessed

in school;
that is,

withdrawals

distric

and early
graduates. In order to do this the schools

involved will be
requisted to provide

you with s
list ofsthewithisavals

(born 10-1-62
through

9-30-63) during
the 1977-78

end 1978
-79.40g*1 years and In

the 1979-80school year to the first
date of

17-year-old
assessment in a particular

PSV. Also, from
all'achools in the

Supplementary Frame sample which have
.a twelfth

grade, a list
of, the

individuals
(born 10-1-62

through 9-30-63)
who inducted

between January, 1, 1978 and the first date of 17-year -oldanent in a particular
school will

be requested.
That lists will be

4

lorWarded to ATI where
a probability

snple of
these out-ofAchool

17- year
olds will be selected:

During the
summer of 1980,

these sample
individuals

4will be follevad up and assessed.

Deiailed_instructions-rtgaring theS4ppleden ry Frame
assessment will also

be pint to you at a later
date.le Schools which

have bah selected
for inclusion in the

Supplementary Frame.
t--

. .

however, should
be notified

of their
involvement at the initial meeting..

Lilting forms and other
nacessary,materials can be given

to, the
principal

or coordinator
when you viiitethe

school in Januarl,
pr February.

4If it
appears that a, school

()Welk' is
unwilling to participate

in this phase orthe
ament,'-eaplain that-it is not necessary

that theschool provide
tS'e lists.

Do stress
the importance of the

study, but do
not jeopardise

the regular
assessment in a school

bi'undue
pressure on the

9school
official. If a school

is willing
to participate

in regular
assessment

1 '

as. 87,
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but refuses participation imSupplementary Frame assessment, try to

determine the reason(*) for the refusal And call Donn Smith at RTI

isediately after the meeting.
0

8. Other Tasks

4

When necessary, obtain from the supe rintendent or the principals

names of possible Eft candidates; bs sure they understand the EA qualification

(see Chapter IX). Also be sure to make appointments with dos* principals

to ishom you uust provide assistance in completing StFs, and to discuss, when

applicable, other visits or phone calls to talk with the.coordinator, to

obtain data for the Princip ;l's Questionnaire, or tolook at assessment

sites. Explain sub:sapling in detail to the principals and coordinators

who plam.o use it. Make appointments to visit the principals and coordinators

who do not attend the meeting.

C. __.Disposition of PSU ControlSheets and Principal's Questionneiree.

Immediately folic/sing the last nesting in a PSU, check each PSU Control
. g y

Sheet to assure ill. your entries'in the upper left corner are correct, that

any necessary corrections have been made in Columns (2) - (6), and that there

is an entry in Column (7). Es sure to record the scheduled weeks) of assess-
. .

meat- in-the-appropriats-spece-at-the-top--145k-hand-corner-of-each-control-
..,

sheet. Mail on e Copy to RTI together with all appropriate Principal's

Questionnaires (and information on special sessions where applicable)

t
.

for every school listed an the Control Sheet. It is essential that

RT1 receive this information as soon as possible in order that package

assignment production nay begin.

1

I
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D. Special Instructions for Sospleting the Student Listing Form for Only

a Sample of Students (Subsampling)

indicated on page VIII-11, if a school can supply a listing of only

age -ell able stodencs, including
grade, sex. and birthdat4 it will not be

necessary for the school to complete the SLF Or to subsample the list. This

1pting should be placed in the SLF storage
envelope in place of !l Student

Listing Form.

1. when to Subsample

If a list of only age-eligible students is unavailable, schools with

large enrbllnents of students will Probably find it advantageous not to have

to list every eligible student on the SLF. If the school cam supply a list

(conputerprintouts card
fileOr some other fern of list) of all students

in the -school
including grade, sex,

and.birthdate, the school will have a

choice* of

T. Completing the-SLY for all eligiblerl.cylents,..or

b.
Completing the SLF for 4 sample of the eligible students.

If the second option
is chosen, a random start number and a count interval

are provided on the PSU Control Sheet
in Columns (8) and (9) respscalrely.

School personnel or
Ekg strour4, be instructed to exclude

ineligible studenti
(out-of-range birthdates or as specified on the Summary

of School Tasks) from the entire list of students. The counts of those

who are age-eligible but excluded
because they are non -English speaking,

EHR, or functionally
disabled should be entered op the "Count of Ineligibles"

with the Summary of School Tasks.
Sampling from the list should be done only

S

tt'

after the ineligible
Students have been excluded and enumerated.

mti

Schools to which this
option is not available are identified on the PSU

Control Sheet by'"All" in Colt (70 and "1" in Columns (8) and (9).



O

r

2. A E

Sug that for a particular school, Columns (6). (7), (8), and

.(9) appear ollowst
0

Student Listing Form Status

Minimum
'Number of Completed For Sample Only

Eligibles For All -Start Count

Required Or Sample , Number Interval

.

If the SLF is to be completed for a sample of students from a list, (or

card file) the list would be completed by rjecording the name of the

3rd:eligible student on the list and every 4th eligible student thereafter;

_

(6) (7) (8) (9)

40 (205) Sample 3 4

that ise=names listed on the SLF would be

counting' through, the entire list. If the

a sample of students ar the principal has

the 3rd, 7th, 11th, 15th, etc.,

. A
SLF is cu be completed for onli

requelted assistance in completing

the fora, it will be your responsibility to give this assistance -or to

instruct an EA or school employee on the completion of the SLY prior to

assessmen- t week.

Caution: The Column (6) entry R the Fit; Control Sheet gives the

nisi num number of eligible students required 11,the school tcect the

sample_af_ttudents_tp_ tte ihtglyed in National Assessment:4"IcaIlly, many

more names will be listed on the SLF than the number givenkin Column (6).

You should not,,under any circumstances, stop listing named on thilFSLF until

you have gone through the entire. list.

Rem:mber that Colton (7) entry is requiirld for every school listed

on the PSU Control Sheet, If the glF Is to be eo!pletIld for all eligible
0

studs:ate in the school, enter "Ail" in Column (7). If the SLF is tobe com-

pleted for only a sample ok the students, enter "Sample" in Coluan(7). This

yCE information will be incorporated in the samplini 1.:"Ipdtions oh the Package

Assignment Form (discussed in Chapter XII). .

sot

to



11,

A

1

-.t4N,J;:744

rreMt~op

ALAT1OPIAS. ratusertort Ds toutencetAt remits,
A PPIOXV Ot tXL taUCATICAt ccereasaso as The mite

a IOWA.. It 1. 4. "
1`07,:de ttirseeD4 TA AbV4,. Ars*OA c.4.0tou moo

=wax or iccoL LASTS
:2C

13- Tsar -Old Assessment'

lelow is a etniary of the tasks requested of schools participating in Xatiocal .Assessment. The respossibilities of the person designated asschool'coordinstor area

1. Insure that columns 1-5 of the green Stud t Listing form are comyleted for each
age- eligible student enrolled in tbs schoo . An ste-ellsible 13 sear -old student
is defined as any stollen, regardless of de, born &minx calendar veer 1446.
The only students horn during 1956 who a not be listed on the Student Listing

0 Form are those vho are roc- English fleeting, uceble scattily retarded or
functionally disabled. A114 Student Listing T (see attached example) shoal

ICA be completed by school personnel using./ school sonde, sot by the students clsem-...
selves. To insure that information oq the S t Listing Torn is op-to-date,
the list should be prepared approximately two three weeks before the date
indicated beloa and kept at the school until the cattonal Assessment District
Supervisor arrives.

NOTE if the school can provide a computer list of
showing grade, tar, and birthdate, it will no
the Student Listing Torn. !twill be races
-computer list and to identify student* who fa

--------"Ef'DISIIifbles-specified above.

2. Record oo the a ttached page the number of studente lobo were harp during calendar
1966 but vboare not eligible participateNAn National Assessment because

they ars Doc-English spanking, educable mentally retarded, or ivnctioually
disabled. These counts siouU be given to the air int Supervisor along with
the Student Listing Torn.

4 lir

.1. Notify all teaching pttr-sousel of the aasesemest.week the possibility that
some of their students will be involved. Descriptdv materials for thgeLlorpose

'lleble-fron-tbar-Distrtc-r-Strpirilsor, IF des

i. Cork with the District Stsierviaps in arranging the sp
GI:nasally, we will need *tease to a room conteining 25
fortably spaced, *desk for our adainistrator, and an else
ape recorder..

am,

4

tudeats born daring 1564
be necessary toscompleta
, however. to update the
into the three categories

Alt

t

required for assessment.
ks or stations, cosi-

icel outlet for
4

4. laser* dating assesspeq wiek that the students seitttsd for icipatiou are
' at theil scheduled assessment sessions. The District Supervisor 11 drew the

sampie of students and =sass schedule for assessment with the coordinator.(

Our Di'strict Supervisor will be t your school:to *elect the students that will
be participating in National A.ssesseabt, lad to conduct the assessment(s) daring
the weak of 1

If any problems arise in carrying but these tests, please telephone Donald C.
Seth, National Field Director, a free at 1 -400-334 4571.

9

,

A.4
5

4
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COUNT OF INELIGIELE STUDENTS BORN DURING 1966

AA ineligible student is defined as one who is non- English speaking, educable
s.mentelly r4carded, or functionally disabled. Please indicate below the num-

ber of stIdents enrolled in your school who were born during calendar year 1966
but who aie not eligibl.e'to participate in National Assessment.

Nop-English
"

Sptesing
.1
fabC400 Mentally Retard 4d

Functfiouall; Disabled

1" Please retain this count and give it to the National Assessment District
Supeiv/isor along with the Student ListInVorm.

' -
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.
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EP 'NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS.
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Please retain theenclosed Student Listing formsuntil ' glen deittoy -0:10N110 (YEAR)
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PSU CONTROL SHEET

OMITTED DUE TO CONFIDENTIALITY
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IX. RECRUITING EXERCISE_ ADMINISTRATORS

(4.
It is your responsibility to recruit Exercise Administrators as needed. r

, . .
..'

Your used for as sistance in Year 11 is dependent upon number of factors that

'will be discussed in this chapter. Prior to recruiting any EAs you should

review this chapter carefully and familiarize yourself with each'iSU at

each age class. It is very important that you have sound justification

for your planoof using EAs in Year 11.

Generally, you should plan on using two EAs to assist you in s psu.

Depending on a number of factors the number of EAs may vary from PSU to
A

. r
o in'. Some of the factors you should conildit ITheiiMilliirdectiiiins on

--k
,,

6%

i 1
*

' 'EA usage are: ,,. 3

..

; A

.

1. The number of schools in it PSU.
.

't . ,'1

!,

,--
.. 2. The distance between sthoqe,

-'-=4:- .. . /

. 3. Any known scheduling problems; e.g.vvacation periods,

1
.

irregulir school schedules, A eumber of operl campus

, (modular session) schools, etc. '

4. Weather conditions during certain times of the year.

mayi-theee-facedrs-will have-e-bearing-on-the-pyie-of-schedule-and-work

assignment you can plan.

lo

During Age Class 2, each DS should average eight idministratipns per week. 4

During Age Class 1, the expec tation is that each DS average e sdaini-

strations per week, and each DS should average seven 'adminAstrati ns per

11.

weak during Age Class 3. There may be situations that will prevent 4.MS
,e-

from accomplishing such averages. If such situations arise.' contsct your

RS and inform bin the circumstances. The above expectations are designed

to sstisfy budget requirements.

I
ti

't

1
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Prior tevisiting
your

aisikned PSUs to conduct introductorymeetings,

you*Nhou/d develop a
plan for

assessment for each PSU. As result of

this planning;
the amount

of EA tine necessary to complete each PSU

should be apparent.
During the

initial visits to
the SUs it will be

ydur responsibility
to recruit

and select the EAs you will need for

Year 11. As you recruit EAs,
make clear your

plan to use than in all

age classes
providi9g their

work is acceptable.
Do not make promises to

. ,

, -

. - ,

EAs concerning
the number

of hours they will work. Hake it cleats-to each

*--",

.

,
EA during the initial

ihteryiew that you will request
help only as '

neCetiary and that
this may not *mount

to many hours of workovertthe
,

.-.:

4

4

/4. .,

.
.-

entire period;
EA, are

eMployed on, a. temporary hourly
basis by Powerfiorce,

1 \
. v- -

..4.

Inc.

RTI and Powerforce have
affirmative action program with'esiab-

lishedloalss to actively xecrdit,
hire, and promote all job classifications

Wirhout-Tarpl_to_race,
color, religion,

sex, pe, or n414111 origin.

It'leimportant
that you actively recruit

from all groups. Eirtibt'thougkoe,..

the goal is to recruit
more minority EAs,

qualifications.of the candidates

are paiamouneg since
/he quality

of the NAEP project must be maintained,

'Before you:maie
a final.

decision to select an EA, ascergaip that

the candidate
in question is reliable and-has-

craining,to
understand and

follow detailed
instrudtions and,

in you;

opinion, is able to administer the
packages 'correctly

in a aistroom

5.4
setting.

(ON EA'must
have clove manual dexterity

to operate a tape

recorder, be able,to write.legiblyrand
Alto be able to

read and speak

distinctly.)
Hake certaAn

each EA You select fully understands them
i
/

.

4

--- *4
,

. I
'

basic responiibilities
of the job

1

and,has no reservations
about handling. ..

,
. ,

.. .

e

o 4 '

,..-tht assignment,t
An-EA should be available

for the entire asseattment
-

t

, 1 .-

. Ls.,`

li_.

.4.

.
'period in ille

PSU, bet may be needed for only aAniatt-time.during
this-perloc--

..t.
.

&
.5 ,

,
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IX-3.

be sure to make this point clear. It is preferable of course to select

EAs who will be able to wdrk throughout the year.

In many cases school dfficials pn,provide names of EA candidate:

from 'substitute teacher rosters.

supply you with same'names of EM

the names of RTI interviewers who

teachers, on the whole, have been

Also, upon request, RTI may be able to

who have worked in prior years and possibly

have worked in the area. Substitute

zt,

the hest source for finding capable

EAs during past assessment years. However, you should Omar' bear in1nind

_4(
that you are not committed to recruit. anyone who has been recommended by

a superintendent or principal. You should be explicit that you are interested

in considering applicants from several sources and therefore may not be able

to recruit the particular ones they have recommended.

If school officials are unable to Offer the names of capable substitute

teachers or if substitute teacher candidates recommended by them are not

acceptable to you, the officials maybe able to give you leads on individUals

with EA qualifications who.are.not on the substitute teacher roll's. Do not

be discouraged if schooL contact! are unable to provide candidates who are

willing and able to serve as EAs, for there are numerous other sources from

which EA candidates can be drawn. The local office of the State's employ-
.

m'ent Service and local-institutions of higher edUcation (particularly the
-

stiff of their education department) pay be ibre to supply you with leads

on candidates. Persons who have done margitt research and social science.

anterviewing nay be goodEA.candidates. Also, individuals who have registered

with temporary employment agencies (e.g., Manpower, Kelly Services,et!)5.

may be available. Since many interviewers rekister with the 1local Chamber.

of Commerce, that agency or local church offices .and various community

action agencies may be able to put you in touch with persons with inter- .

viewing experience who could serve well as EAs.

1.
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Enter the name, address, anUtelephone number of each person selected

oa the record of EA Numbers (see Chapter XIV) and give the individual.an

EA Manual and a copy.of the National Assessment Brochure. Be sure to

record the EA's number on the cover page of each manual you distribute

and enter your name, address, and telephone number in the Administrative-

Chart in Chapter I, Also, discuss with the EA,tihe NAE1"program's objectives
c.

and background and clearly delineate the EA's general responsibirities at

the time you select the EA. leave each EA you select complete a W-4 internal

Revenue Service form andmail the form to RTI.

A part of each4A training session wil;rbe a review of the Exercise
'

Administrator Manual. Authorize each EA to spend up to,one boun-studying

the manual, preferably An the week prior to assessment. All other training

in package adminlitration willbe carried out during assessment week. As

soon as the dates of assessment
week(s) are established, advise your EA of

the exact date, time, and place to meet you. Reconfirm this appointment by

telephone during the week prior to your arrival in the PSU.

If ap EA is'to assist in completing SLFs for any school in the PSU,..

41:1

I

the EA must be trained for this task before you leave the PSU, although in

many eases the SLF will not be completed for weeks, or even months. After

selecting an EA,w$O is to assist in this task, make an aptioAtment at

one of the schools where this needs tobe.4one and tvin the EA on proper

completion of the SLF. Onehalf hour of training "should be adequate. loam

the EA that the compensation !or this work will be at the same rate as for

package administration and provide an tOk's'Elaily Production, Time and Expense

./
Record, which should be completed apd mailed to you as soon as the work

ask completed.

,

II
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X: CONDUCTING ASSESSMENT

ri

A. Overly., of Major Tasks
.

. ,

4.

During assessment at each age class in each_PSU you will have the following

major tasks)* '

.
. .

*
- Check each hardshell received from MAC for package count and I.D.

Number range.

- Review the Package Assignment Forms for the PSU and formulate a 'plan

I for scheduling assessment activities in each school; once you have

established a schedule, do not change it unless absolutely necessafry;

if s change is required, notify thi school(s) and your Regional Super-

, ',visor Immediately.

- For all age 61asses, complete a Confirmation Memorandum** and mail

to principal or Coordinator two weeks.prlor to assessment or early

sample selection. Enter on the Memo the age group to be d,

the actual date(s) or week you plan to conduct a aaa sment.in the

school (if known) and the number of sessions assigned to the school.
k

Enclose S Principal's Resaing/biteratulle Questionnaire, as applicable.

For Age Class 3 schools in which the sample is selected Carly, complete

a COnfirmation of 17-Year-014 Asseeftent Memorandum** and nail it t6

the principal or coordinator two weeks prior to actualsssessment.

Enter all pertinent information and enclose.sn Age Class 3 Principal's

Reidingaiterature Questionnaire.

- Confirm your arrival-at the first two schools to be.visited in a

PSU by phone a few days prior to assessment week. Other schools may

be called afterou arrive in the PSU.

Each of these tasks is discussed in theasectiods that follow.

t

** ' A copy of this4form is shown at the end of this chapter.

.

C.



a

.1 1

X-2

Pack matecials needed for PSU.

Concise EAs to lelforM them when and where to Lett you on the

firstiday of assessment.

Collect and cheek (or account for) a trinpipal's Reading/
_

Literature Questionnaire in all schools involved in assess-

mint.

Complete the sample selection of students for package admind-

s;rations in all. schools selected in the PSU.

Assign the packages to students, arrange schedule for 'adminies6ations

in the school, and complete the Administration Schedules.

Train the EAs in'package Administration and distribute the necessary

equipment and supplies to them.

..

Supervise'ind coordinate the total assessment process.

During Age Class 3, collect Supplementary Frame listing forms

where applicable,

Maintain the "District Supervisor's Weekly Status Report" on

a lazily basis. Report in the "Comments" section the dates you

'
make telephone calls to reconfirm avessment; during Age Class

1 report caljs =delta establish the day you will be at Age

Class 3 schools to draw the sample or to inform principal you

will not be'there. ¶dentify sth4ls by PSU and school MuMber.

Check in all materials that were distributed to the EAs before

approving the EA's Production, Time, and.Expeuse RecOrds.

--
Revie6 each package administered to ascertain that all coding is

4

accurate and that)the Background Questions Are complqted correctly.

Columns 3-6 on the cover page of the packages must be checked

against the Administration Schedules.

Complete School Worksheets. .

411i

I

4
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Ship packages to flRC and.mail appropriate reports to RTI.

Call your Regional Supervisor immediately if you anticipate

being unable to finish the assessment in a iSU as scheduled.

lit; Equipment and Supplies

Eh

1. Equpment

. RTI will be responsible for providing District Supervisors with

the cassette tape recorders riquired for Year 11 assessment. If you do not

receive this equipment by September 14, call Dick Russ at RTI.

111, 2. Expendable Supplies

The expendable supplies needed for each age class will be,shipped

by RTE to arrive Prior to the time they are needed. These items are discussed

"in the sections that follow.

'Rene her that it is your responsibility to zaintain an adequate

inventory of supplies. Forms and procedures for ordering additional supplies
tr

are discussed later in this Items such as scotch tape, paper clips,

etc. can be purchased in the field if you need an additional supply and

reported as a minellaneous expense on your expense report.
1

3. Supplies Distributed at the Training Session.

At the Training Session you will be given the Lists of Schools

Selected for each of your PSbs. For each school district, you will receive

lists identifying selected schools and the age.class(es) for which each school

was selected. For each PSU you will receive foreS specifying the suggested

matins date and time incorporated in a letter sent. to each superintendent

4. Supplies Shipped from MRC

The District' Supervisor will receive frog MRC the Principal's

Reading/Literature Questionneirds, the packages required for th, age class

to be assessed and return hardshell cover sheets.
'

/

1
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Year 11 packages contain computer printed package numbele and pre-

printed.four-digit student I.D. numbers., Student I.D. numbers will
.
be aksigned

.to each District Supervisor and will be shipped to'the District Supersor

based on this number assignment. Hardthells will Contain a predetermined quan-

tity of each package with the same range of I.D. numbers printed on each set of

package numbers. thus, for each ag, elass,'the number of hardshells you will

receive
I

will depend on the nualer of packages for the age class.* Piekagei

for Year 11 are as follows;

Age Class 1 Assessment --- 9-Year-Olds
,

Group Package Numbers 1-11 (Reading and Literature)

,

111,,, Age Class 2 Assessment ---

Group Package Numbers 145

Age Class 3 Assessment - --

Group Package' Numbers 1-14

... The first hardsbell for each package

. .
with the followin c Information:

(1)

(2)

(3)
(4)'

(5)

(6)

(7)

13 fear -Olds

tReadingland Literature**)

I

17-Year-Olds

,;(Reading and Literature)

number will in a Shipping MennitVit

DS's name
Age Class
Package number
Range of I.D. numbers
Number of hardshells per package number

Date shipped
?MC checker's initial

AdditIonat hardshells will be provided if needed.

Package No. 12 also contains seven Art exercises.

An example of this form is shown at the end of this chapter.

ar.

1
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During September, ,ou will receive one shipment of hiardshells

containing the 13-year-old assessment packages. The hardihells containing
a

the and 17-year-old packages will not be shipped until nearer the starting*

a date for those phases. Open each hardshell the day it arrives and check

le

the package count. If your.cOunt does not agree with the number indicated

on the Shipping Memo, c411 Dan Duse or Sue Worthen at MRC (319) 356-3239..

On the hardshell will be a reversible mailing label inserted in a

frame. Reverse the label before shipping the hardshell back to )IRC. Other

instructions for the return of the packages and Principal's Reading/Literature

Questionnaires are given in Section K of this chapter.

The number of packages each District Supervisor will receive will.

'depend on the estimated. number of students to
be attested within the District

.Supervisor's territory. 'Student I.D. numbers are not preassigned to a PSU.

Packagds should be used as nearly as possible in consecutive student I.D.

number order as you conduct assessment for each age class. It will be your

responsibility to pack hardshelli as needed for each PSU. Instru'ctions

for packing hardshells are given in Section C of this chapter.

f You will be held accountable for al; I.D. numbers assignedtoti

As you return used packages to }RC, receipt control will account for the

.

I.D. numbers received. At the end of each age class, you will return all

,...unused- packages to MRC where a final accounting will be made. It is

imperative that all packages assigned to you be Wurned to MRC.

Preprinted I.D. numbers require that the Administration Schedule

and each package administered contain the PSU and ichool numbers. The PSU

number is two digits, the school number is three digits. This combined five -

digit PSU/school number will be coded on eacp package administered and will

be checked for accuracy by.MRC recept control against the Package Assignment

1.

.
% ,

. .1

.
1.11,-).

^..." la



ti

Summary, the School Worksheet, and the-Administration
Schedule tearn

offs.

The yellow tear-offs from the Administration Schedules also

must be sent to MRC because they will be one of the basa quality control

documenti. Each tear-off must contain all information required at the top

.

plus the student I.D.
nuOerand information in colerans 3-6 for each student

.participating* MRC receipt. control will check the used packages returned

against the yellow tear-offs to verily I.D. nximbers. If there ate any

discrepancies, calls will be made to the District Supervisors.

I

S. 5uviles Shipped from RTI
%

The following supplies which are to be used in condjsctag the

assessment of the there age classes will be shipped from RTI.*

Student: Listing *rms (color coded for age classes)

School Worksheets

Croup Administration'Schedules

Appoint;ent Cards (if requested)

EA Manuals

EA Administrative Instructions

NAEP Report fdt School Officials

DS Itinerary Re¢orts

DS ILekly StaturReports

OS'Expense Report

DS Supply Order Forms

Record of EA limbers

EA's Daily Prodyation,
Tine, and Expense Records (anAignvoice)

W-4 Forma

This list is not complete. Other suppliesam be sent during the year;

each shipment will include a list of contents.

*4
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Materials for Meetings with School Officials

PSU Contr ol Sheets (prior to Introductory Meetings)

Summary of School Tasks (for each age class)

Confirmation MEmos

Handouts for teachers, sfucle nis, etc.

/10 Buff Envelopes

HAEPATI Operations Stationery

Eiescise Observation Sheets

Package Assignment Forms (ai needed for each age class)

Demonstration Packages

Pencils (soft-lead)

Vinyl Tape

. ,

SLF Storage Envelopes (and postal cards tolbe left et school):

DS Business, Cards,

Envelopes Addrissed to RII

The specific use and di sposition of these supplies are described

\

in various sections of this manual.

0,

You will be supplied with four copies of each group package*

stimulus tape. Stimulus cassette tapes are ihdividually boxed', and each

side of Te cassette has a label p tinted in blue ink (Age Clash 1), gtken

ink (Age Class 2), of black ink (Age Class 3) which identifies the age

,class and package number of the tape. The extra copies can serve as spares

in case tapes break or are otherwise inoperable. Check eat of our ts es

the day you receive them. If Any of your tapes are not in ood condition
. I

when you Check them, or if you have not received tapes for class

See Section B.4 of this chapter for 'patine package numbers.

s. i
I-

r
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10 days prior to
beginning the assessment of that age class, call your

.Regional Supervisor
without delay.

6. District Supervisor's
Supply Order Form (NA-l6)*

This form haa,peen devised to'assist the District
Supervisor in order-

*

ing needed equipment
and supplies from the Central Office. It is printed on

`NCR Paper which provides an original and one copy. After you complete a Supply

4

Order Form, break the sheets apart and send thiphite Copy to RTI. Keep the

pink copy for your records.

Compplete'the form in the following manner:

1. Enter your name and the date at the top of the form.

2, Enter the quantity of each specific item whip you'need on the

linle opposite that item. When ordering StEs
be-sure to circle

the appropriate age class.,

3. If you need equipment or supplies which do not' appear on this '

form, specify the item needed under
"Other" and indicate the

quantity.

4. Complete the section headed "Send to:".

7L"
Enter on the blanks

your home addreo if yOu
wish'your order to be sent to your

home; if you wish the supplies to
be sent to you at a hotel or

motel or some other
address, be sure to enter that complete

5

S. Check how you wish the shipment to be sent. Pleese order addi-

tional supplies far
enough in advance that

W
they can be shipped

either by regular. mail or bus depending
upon weight. Do not

requelt 'special
delivery servicf or air freight unless you have

a special situation.

A copy of, this form it shown at the
end of this chapter.

Oa
*.

119.
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Supply Otder Pprms may be

to RTI. or may bemailed Iteparately.

relating to equipment and supplies,

immediately.

7: Responsibility for Equipment and Supplies "-1

and

materiels, particularly packlges and tapes,-should be stored securely and

included in your regular weekly mailing

Should you have an emergency arise.

telephone your Regional Super visor'

f A11,District Supervisors will be held responsible for all eqUipment

supplies sigded out to them. Remember that all National Assessment

kept coofidem4a1.-Do not leave packages,ellies, or tape recorders in a

school overnight for any reason.

C. Packing Hadshtlls for Assessment

When preparing to for a PSU, the District Supervisor is responsible

for pecking thi hardshells for the PSi to be worked. Since the hardshells

shipped to you from HRC are packed by package number and not by PSU, you

must use empty hardshells (those that originally contained the shipment 4

Isom 1111C and/or extra empty hardshells) to pack a sufficient supply16f pack:

ages for the schools to be worked.
I

During Age Claims 1 and 2, pp can determine how loony of a package to

take for a school by using the maximum group size given in Part 4.A of they
1/4

Package Assignment Form. This procedure will insure that you will halla

package for every,student. At Age Class 3, you may have drawn the sample.

116

before the week of assessment: In such a case, you will know the group

sizes when you begin to pack your hardshells for that PSU. However, since

,updating the sample may slightly i nflate the group size, you stl6uid peek

a few extra packages as a precautibi. In those Age Class 3 schools where

you have not drain thejample early, use the maximumgroup size in Part 4.A

of the Package Assignment Form to determine the number of packages topack.

I

al 1 "
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When packing the hardshells for a PSU. you should pack bt school number.

Select from your supply of packages those group packages'that have been

assigned to a'sbhooI.' If the Package Assignment For indicates that the

maximum group size at a school is 25, select those package 'with the 25

lowest 1.Q. mdMbers for each gro4 package assigned to the school and pack

them along with the School Worksheet and Principal's Reading /Literature

Questionnaire for that school. Follow this procedure for/every school in

the PSU. In most PSUs the same group package is assigned two or three

- times. It does not matter which school receives the packages with the

lowest I.D. numbers; however, you should"riake an attempt to assign packages

to a school in consecutive I.D. number order.

-
When the work is completed for a PSU, theUnused packages should be

' returned to your original -supply. These unused packages will represent the

lowest I.D. numbers inthe supply and will be used in the next PSU.

Df Principal's Readitz/Literature Questionnaire

A Pri'ncipal's Reading/Literature Questionnaire must be completed for

A

every school in which one or more packages are administered, This
4

'questionnaire is to be sent with the Confirmation Keno (be sure You have

entered and gridded the PSU and school numbers on the back page) and

collected and checked by you when you asrte at the school forassessment.

The Confirmition Memo will request -the principal to complete the

questionnaire and hold it for.your arrival. These questionnaires will

be mailed.to you from HRC and project memoranda concerning the

questionnaires will be mailed from RI. The Principal's Reading /Literature

Questionnaire for Age'Clesses 1 and 2 is Identical. If a school is involved

in the assessment of'both,age classes, Ott will not be necessary to ask

tie 'school toecotplete two question4aires. However, you museaccoun t.for
*

r.4

' r

t),'J
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..a questionnaire for every school at both age classes. Consequently, *
,

. *. i
if z,Acgoql has completed a questionnaire during Age Class 2 assess-

:

went and is alto involved in Age Class 1 assessment, do not send another

principal's questIonqatire with the Confirmation Emo. -Enter and grid
,N.

on a questionnairf for Age Class L the U number and Age Cleo school,
. .

-number togetherw-eth the Age Crass ool number for which a question-
- , I,.

.. ,

nacre as completed; no other fntries are neciessary. All abhoole involved
'

-

inAgi clait3.aseestment are to-rompletesn'Age class 3.%rincipal's
a.
ar

: ' ReaaingAiterature Questionnaire., ieThe qtionnaires are tbefeturned
. w

.

I ,tO MAC with thp packages for each school.
A s . ...

b 4 .

r r i ; ... .
r '

...,
0

.., .
0

. .
,.)e. ' Scheduling Stcond Sessions 4

t
..

.1. , - ' - ...
c

.
r It msy mat he possible to conduCt

4
a session when ipie'originally,

1 1r

lie..

(

,--,
scheduled; e.g., the schoolIclose for the diy or schedules an event

which makes essessmknt administration impossible. ..In such a use it is

# your'responsibility to reschedule the sessiod. . \
. ,. .

a.l

7. Importance qf Obtaining Hikh Student Risponte Rates
AF.

.pur1;4 Year 11, we are interested in obtaining the.highfst possible

stungit iesponstates. As a District Supatisor, you will have a
, c

significant amount of influence '1n this area. Discuss this subject with

your IAA also, informing them that if 25 students are selected for an

' administration, ouLogoal is to assess all 25. The students who areabselt

on the day of assessment are the only students who should be essing from

the group. All "selected" students who ar e 10 attendance on assessment

day are ext'remely,important to our sample'. There is conclusive' evidence

that pany,"splected" etude*. who do not appear for testing are its chool

.

0
S.

.
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that day but do ndt gat the word." School coordinators should be
,

o.

strongly encouraged to employ the most effective means of notifying

students to appeir at the testing site.
$
See Chapter VIII, Section 5.3

recommended procedures for contacting students.for

Some schools will report having few eligible students and, there-
. . I. ' . _ .. . will "be snarled s portion of a group-administration. In these

.4 s. .

schools you should attempt toianinister all packages assigned. If
. . N

b . .. ..

L

fewer students than the number asSignedssppear, you should administer
.

S
packages to the 'Students who are presemz; it is not necessary to schedule

-

a makeup or followup session.

ALP
IF A

.

.

s

G. Age Classes rand 2 Quorums

The quorumfor each group ;Lai is specified on the6Package Assignment

Form for Age Gasses t and 2 (see Chapter XII) It is very important that

the adminiatrator Collow.established proced;ies to insuresthat the qyo?um

'is obtained in each group sep%ion if.possible% Howeter, when it appears

-that all students who will attend the session are present, the administrator

should complete the group administration with the students presentn-whatever

the number. It is a DS responsibility to determine after each aiiessmentP

session if'the quorum was obtafneds Generally, there shoul d be very few

instances in which the quorum is not obtained when established Orodedures

ere followed.

rum is obtained, the session is complete. If a quorum is

a, second seseionmust, be held, drawing from all student;

not appear for'the first session.* If the quorum is not obtained

4 °

'not

who did

(he the originsAdministration Schedule but revise entries as necessary
Nate/time/ramp. rr

1

4.



V

).
X-13

,

In two ass one, you should call
your Regional Supervisor. The RS will

considtr a third session based upon the situation as `discussed with the DS.

4

A Class 3 Nonrespondent
Followup

At Aga Class 3,
group size quorums do not app141 however, it will be

necessary to edtInister one or two followup
sessions (as indicated on the

.Package Assignment Form) at those schools with an overall studeit response'
rate of less than 71.02.

In schools with a response rite of more than
75.02, no followup is required.

when c g student response
rates at Age Class 3 schools to determine

if nonrespondent folldWups'are necessary, you Should divide the number of
students that were.assessed bi.the number of students that were selected
for assessment after the sampl was updated. If you designate an EA to
compute student response

rates, please make sure that the EA is thoroughly

faniliar with the procedure&
that are to.ke followed.

These procedures are:
(1). The EA or the DS

should complete the Group Administration(s) for
the followup session(:).

There is no need to complete: Followup SLF before
assigning etude:Its to the followup packages. If one Followdp trackage is

assigned, list all nonrespondents on the new'Group Administration Schedule.
If, however, tvo Followup

packages are assigned,
nearer ancients should be

.41 '
listed on the twei new Group Administration

Scheddies on n alternating basis,lirbeginning with-the first nonrespondent
from the lowest lettered Gtoup

Administration Schedule. When sll nonrespondents
from that schedule hive

been listed, list students
from the next lowest lettered Group Administration

Schedule in, the same Uprooting manner. Continue until all nonrespondents
have been listed on one or The other

followup Adn;nistration Schedules.
le sure to use the

followup order of package
assignment given on.ihe. .

I
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rackage.Assigneent Form.

(2) If there are more than
40 nonrespondents at a *Owl with one

Fallowup package or 80
nonxe spondehte at a.school with two Followup

package", t is the
responsibility of the DS to reduce'the number of

nonrespondents to .40'or 80. This will be accomplished in the following

manner:. .4p-

a) When'only one Tollowup package is assigne0, number the

e
studentsoa the new Group Administration Schedule (wherever is most

convenient
.
in column ,l), find the appropriate number of in-range random

numberairom the random number table, and eliminate dose students from

.5

the Group.p4ministration
Schedule by drawing a line through their names.

1- 'b) if two Followup packages are assigned, number the students

om the Group Administration
Schedules, beginning with number one on

.5

each'eeW schedule. Then, beginning with the new Group Administration Schedule

that'has the lowest
administration letter, find the appropriate number of

in-range random numbers from the random number table, and eliminate those

student s'by drawing 41-,line through their names.
For the other new Group

Administration Schedule, find the next number of random numbers

" ..-
(begtp Looking for these random numbers it the point on the random number

cable where your search
for random numbers for the first new Group Admi

, strati2n Schedule
end ed), and eliminate those students by drawing a

line

through aleir flasks.

The random number cable you will be provided (which is actually

16I,atuam nufiber tables, each
including 100 random number. , from 1 to,100).

is *intended to be used continuously from school to school/ When you finish

- ,e

'using the table at one school, make a mark next to the last rind= number

YOu 1Ned ittjhit school, and begin at
the following sch6o1 with the next

.

4

r' mused random number.
76

9.

a
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A

,(3) The F01161+14 packages-should be administered on R day after the

last regular session at the school has been comPleted (preferably the next

day). Prior to regular assessment at the school, theDS should schedule

a day to conduct the Followup should it,be_necessaty.

r

(4) DSs should take 12 extra of those packages designated for Followup

administrationk on the Package Assignment Fora. These packages plus those

that are not used during regular assessment should provide a sufficient

supply for Follovup.

(5)' On the cover of all Age Class 3 Packages are threeovals labeled

R, F, and S. The R oval is to be gridded for those packages used for

regular assessment. The F oval is to b Pgried'ed for those packages used

for Followup assessment. The S oval is not to be gridded.

(6) The FollowupCloup Aaminist tion Schedule-Would be so designated

by writing "Followup" on the tearoff ortion of the GAS.

(7) A Follovup School Worksheet should be completed. The DS should

write " Follovup" at the top of the worksheet, list in Part F the number

i

of students assigned to the Follovup package(s), and indica in Part E
94,

II . I
.".1the number of students actually assessed.

(8) On the DS Weekly Status Report, the spice for makeup administralions

./

r

should be used to indicate the'number of Followup 'sessions-calductfd in the

,

(9) A short questionnaire is to be completes for a sample of students

who do not appear at a followup session: Details concerning this phase of

he follow up will be sent to you prior to Age Class 3 assessment.

p

I

K
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I. Acquiring Seoplehentary Frame
Asseasnent'Listing_ Forms (Age Class `3 Only)

4

Appro)t aately half the Age Class 3 schools in )our district will besseletted

for Supplementary Frame Assessment. In these schools it vill be your responsi-

bility during Age Class 1 assessment to leave forts for listing withdrswals
.

and early graduates. .These, forms are to be col cted.during Age Class 3

assessment. Specific instructions will be men to you at a later date,

J. Review of Packages

You viii be responsAble for checking each package administered by ybu

or your EAs.

1. Central Review

.

Check to see that the ovals filled in by the student or EA are

0

dark enough to be machine scorpd;if necessary, darken then. Erase all

/stray =Atka on the cover page or any page.within the package. If the school

placed a restriction on the admanistration of any exercise or Background

Question, explain the situation as fully as possible in a nano to Dan Duse

at MRC and place.the 11-4210 on tip of the'cover sheet in the hardshell before

shipping it to MRC. -Be sure the memo4ives the school number and package

numbers) involve(.

2. Package Condition Ovals

4 Yhe EA is instructed to explain as fully as possible on the cover

page of the package the reason for a P, NA, or NE code. If you find a package

with i code other than N and there is no txnlanation.(or "Reason Unknown") on

the let in touch with the EA as soon as possible to determine

the reason and enter 9(e explenation on the cover Age. If 'you discover that

t geckagecoded N, or NR was adminisOred to a student who is not.sligible

for assessment, change the Package Condition Oval to NE.

t

a.

ool

.0`

a
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All coding in Columns 3-6 on the cover pegs of the package must be

checked against the Administration Schedules or detachments. (See Chapter

XII.) Also check Columns, 7 and 8 to see that theEA number, PSU number and

School number ape entered correctly. The codes to be used on this page are

given in Chapter .1W and also in the Aipinistrative Instructions Manual.

The Adriinistrative Instructions Manual includes guidelines for the LA

to use in determining the racial or Idisic identification of the student

(Column 6). The LA is instructed not td categorize a student if the racial

or ethnic identification cannot be determined -wing these guidelines. In such

cases lt will be your responsibility to assign a code, according to ;be following.

Each student participating in National Assessment is to be placed in

one of six categories: White, Black, Spanish' Heritage (Puerto Rican, Cuban, .

Mexican, Central or 'South American), American Indian dr Alaskan Native, Asian

or pacific Islander, or Unclassified. Placement in a category should be accom-:s

%plished by visual observation and use of surname whenever possible.

If you are unable to place a student in a category by visual observe-

tion and/or use of t, you may use one of the following if care is taken

not to embarrass the student, school personnel, or National Assessment personnel.

Talking with the student may help determine the language or dialect ha /she

speaks. You max also ask the student if he or the speaks Spsnish, etc., but you .

nay not as k the student if be or she is Puerto Rican, Cuban, Mexican American, etc.

In those cases where the coordinator is willing to assist, the D5

say elk him or her to help determine the proper,category fOr students.

If visual observation aced use of the surname do not clearly place

a student intone of the categories, and if other methods cannot be used

easily and without embarrastment, glace the student in "Unclassified".

a

.

.*

I.

.
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The problem of this categorimation is
oftenrgeographicslly localized..

Each DS marhave peculiar problems with this issue. Any local problim you

4 w 4 4

w

10. encounter with these definition,
during the year should be referred

W

to your

)
.

Regional Supervisor.

K.

Y

Dispo sition.of National
Assessment Mearials

rt

1. Packing Instructions
for Return of

Packages to MRC6

a. Separate used
packages by school number (see School Wo rksheet).

b. Order each packets number by I.D. numbers.(lowest
I.D. number

'on top).

,
(lowest pgckage number on top)e.

Po'r each school, arrange
used packages by

package nunbcr in

ascending

d. Put the School Worksheet (white original), Principal's Reading/

.
S

S

I.iterature Questionnaire,
an4 the yellow Administration Schedule

tesr-offs

.

on top of the packages
administered ins each school. Tear-offs must con tain

'

all pertinent
information and must be sent for each

administration in the

school. (Mail the yelT%.r and pink copies of the School
Worksheet and the

pink tear-offs toRTI immediately_)
)

e. Place ;he stacks by-school number in a hardshell.

f.
Complete a Hardshell Cover Shlet6* by entering ilk dm space

4

proviOed'for this purpose
thenumber of packages

being sent in the hardshell

and
NOW Cover Sheet on top of the stacks of packages..

.4 . -.

A These packing
instructions sxeto

be'followed for each Iraq:hell

I, returned to H2C. \

'

.
-

itot An example of this form is shown at the en of tlas chapter.
. I

.4

a

.

r

4.

t 4

W

WNW

I
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.

3. Return of Stimulus Tapes,to RTI .,

.

7

t

!

'

I
After you have completed all administratkns ,for an age class, send

< the stinulus, tapes to RTI, attention pick Russ.
'

.

.,-- 4. Exercise Observation:Sheet

g.
.

Place any explanations to Dan Du(e concerning restriction

on exercises or Background Questions on top of the Cover Sheet.

h. Fasten the box securely and reverse the shipping 144.

Ship by bus, prepaid', to MC; *Be sure to attach the busbill
,

.
for each shipment to your expense report for the week.

j. Record the date that the hir4shell(s) was shipped to MRC on
, 0

the Weekly Status Report.

2. Return of Unused Packages to MRC

A

-4444 41.441,

All unused packages fbr an age class must be returned via special,

4th classalrifto }SRC when you have completed assessment of the age class..'

Aill Emertise Observation Sheet* is to be completed any time you Or
% %

) an EA notice problem ~related to an exercise. Comments concerning exercises4. .

.. ,

rq helpful: In developing exercise* of similar types for future assessments.
t . .. .

(."

* 4
11 Exercise Observation Sheets for an age class are to b e mailed to Doan

7. n 4

Lith at i.'

S. Disposition of Other National Assessment.Materials

. .

4
'\ At the end of each week: I. 4

1
.

.
.

,, .. . Complete and nail all reports required of you.
..

A' ,...er After mit F.4 has'compleead work in a PSU collect;

EA Menu A**. .

. . f
Administrative Instructions Manual**

. .

0

**

1

,A

NI

, .

. .
.. .

.

An example Of this form is shown at the end of this chapter.
AMR

.

EAs who arl4cheduled for futurmassipsnent nay keep their manuals
until they hilts completed theii assIpmenia.

)

ti

1.

a

s.

.

am.

1
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/

Tape recorders and stimulus tapes

Pencils and other
materials checked

out to-LA

VA's Daily Production,
Times, and Expense

Record (check

and mail)
.

Unused packages

s

L. Quality Control Measures

Throughout the
multi-stage sample

lelection process,
RTI's Sampling

N
Design and

Reaearch Center i
?titutes a,nuesksr of

procedures which insure

, (

proper
allocation of the sample stoigeogra.phic

areaa, to acMeols, and finally,

1
$7 4

to the students themselves.
ropulatiotirdata are

aniyzed to develop the

:

, tuft sarpling frame,
coding to determine the sample countieand

ichools
.

.

is checked and checkeg, your completed PSU
Control Sheets ar$ scrutinized

ibefore package' signments
areezad4rand School

Worksheet entries are

thoroughly
re vie4ed before the

finalweights are calculated.
moreover, your

supervisors and other central
ofiice staff constantly

review ycLr reports

to determine
if your work is pr 'ressing on schedule, if field procedures

.

are being carried out properly, d ifatlitional
instructions to DAs and

DSs.are necessary to insure.the collection of the highest
quality data

visible. An integral-part
oi this quality

control prograM li to insure

that.the
pOtages,are identified

correctly.
Without such insurance an

i

A

I

acrdrate and meaningful analysis
of the data you

collect could not b

performed.
Thus, as part of this process,

you review all peckses a

stered by your lEAs and check-lie accuracy
of the coding by using/Italia-

.

'oration -Schedules or detachments.
Two checks are

then made to determine
:.')

(

the validity
of your work; one

is made in the field by the'Regional Super-

.

visors or other RTI^persopnfl, the
other is performed/at MRC prior

de
El.tChis discussed

e fully in the sections
which .follow.

.

to scoring.
0,

4
a.

`S
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. t

1. ILS field visits and Special tjuility'abeck

During 14 our Regional Supervisor will visit you occasionally
/

ar 111 your

while you are conducting in your district. These peld visits

provide an opportunity for him to observe how you schedule and carry out

mint in a PM as well as how you train and supervise your EAs. (H

swill also observe package administritions.) During these visits he will

review with you your performance since his last visit.
,..4

/*
Throughout the fa year, he also will visit a small sub-

iiple of schools in which you preViously conducted las Theft are
1

six purposes of these special school visits by RSs: (1) to ascertain if

assessment adversely affected school ctivitimi (2) to elicit from school

officials any suggestions they night have for procedral changes which could

pile the school's role in National Assessment easier to carry out; (3) to

conduct a quality check on how accurately certain data On students assessed

were transferred from the Administration Schedule to Columns 3-6 on the cover

page of each completed package; (4) to determine if SLFs were emplaced for

all eligibles in the school; (5) to verify the administration of packages to

spetific students; (6)-to determine if the sanille se Lion of studentswas

correctly mamma.. Ibis quality, check is an integral and necessary part
e

of the HARP project's duality control program and is primarily designed to s'.

obtain an overall evaluation of how well the field procedures are being

performed hy all field staff. the District Supervisor is. of course,

responsible, for Implementing procedures properly in each school; therefore,

14.

,se- ir

any prOlems found during5these quality checks will be discussed with the

individual District Supervisor.

1
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2. 'Review of Completed work at HRC

' A thorough review is made of each hardshell of mpleted packages

as hardshells arrive at MRC for scoring. MRC cle , following a standard

set of receiving specifications. check eidh packagt to determine if responses

4

are recorded properly. Moreover, all I.D. numbers are checked against the

Administration'Schedule tear-off, responses to the liackground Questions are

reviewed for completeness, and all entriet in Columns 3-8 on the cover page

of each completed package are reviewed to determine if they are admissible

and correctly coded. In this review, a check is made to determine if the

,count of used packages in each hardshell is in agreement with Your entr ies,

on the Return CoVer Sheet, if 'a Principal's Reading/Literature.Questionnaire

and the yellow Administration Schedule teat-offs are includd for each school,

and if you packed the hardshell correctly. School Worksbeets are reviewed,

too, to determine if all entries are.in agreement with related entries on /-
4

the packages and'the Cover Sheet.

lf,errors which 'cannot be tesollesLILMRC are detected in the
. . .1

r
contents of yout hardshell,, you mill be called and,-all ed to go back to the

,

...

schools (andpessibly to the stuVents) to get information to correct your

errors. 'A Receiving Problem Tally is completed on each hatdshell reviewed
.

at HRC. This form shows the number vl errors (if any) found by error

category and by EA; copies are sent to you and to RTI.

The Receiving Problem Tally will be of value to you in training

EAs. From this form you can determine the type of errors made.and caution

. 4yourEAs accordingly. It will,be of particular value if you plan to use
4

an EA for the assessment of more than one age class; thit EA can'be trained

specifiolly.to avoid the errors made previously.

..
3

t

0
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1

411

Fintlly, it should be pointed out that the results of KR C's

review of your completed work provide a key input to the evaluation of P
your performance as a 8/strict Supervisor. MRC sends.Receiving Problem

Tailles as apart of the continuing DS Ihstructiortal program. Review

theme forma.csrefullyto assure that you and your EAs dO%not consistently
411.

make the semi errors.

1

I

S

4 1. I

4
p



f

l.

ID

ti
X -24

a.

NATIONAL ASSESSIIENT's YEAR 11

SHIPPIN MEMO) PKG.

DS

.AGE CLASS

ID RANGE
we.

NO. OF BOXES IN SHIPMENT

DATE SHIPPED

ti

4

11/

a.

"-\

1 9n

J

'SHIPPED BY:

V

a

4

Ce

Ps-
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DS

°41

-

0

Hardshell Cover Sheet

Year 11 Age Class 2

Psi?

Scho 1 No.

r

Packages
7 8 9 10 11 12 13 14 15

lour1111111111111111111111111111111111111111111111111111111
X
N

immomnimammraarrimmikumumuum
111111111111111111111111111111111111011111Totals

Directions:

1. I Enclose a
hardshell colter sheet in e h hardshell (box) of the PSU.

(-2. Enter each school gumber inclugedd the hardshell.

3. Enter the quintities of the packs s assessed in each school.

Totml, the column for each package.c m chiin ch hardshell.

Disposition:
White, copy to NEC; yelloiiLso y

retained by DS.
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DISTRICT SIMERVISOR:

X-26

DISTRICT SUPERVISOR'S OR912 FORM

DATE.:

Please send the fgllouing items: (Specify exact item and quantity desired)

QUANTITY,

,Ip

SEND TO:

SLY.: (Ciicle) 9 - 13 r '17

Group Administration Schedules

RTI Business Return 10 X 13 Envelopes

MA RTI Ivory Business Envelopes

School Worksheets (50 per package)

DS Itinerary Reports (30 per package)

DS Weekly Status Reports (50 per package)

D S Expense Reports (50 pet package)

EA Daily, roduction, Tine and Expense Record (50 per package)

Parental Information letters: (Circle) (100 per package)

Before Sample - After Sample

Signed Parental Permission Letters: (Circle) (100 per package)

Before Sample - After Sample

Assessment Confirmation Memos: (Circle)

All Age Classes - Age Class 3 Only

MAE? 12 Pencils

Other (Specify)

SEND BY: (Check One)

Regular Mail BO*

Special Delivery Other: (Specify)

C-

6

FOR OFFICE USE

Date Shipp*'

By:

Disposition: 'Whiii and yellow copies to RTI; pink copy retained by DS.

C.

A
0

-.
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NATIO/At ASSES$11/1IT Of EGLICAIPOWL PROGRESS ,
A PnOjCO1 Or ESE EDUCATION Ce.U..4t$S10ei OF ENE STATES
recto LIPCliAletiS nESEARGH MANGLE

,EXERCISE OBSERVATION SHEET

NAEP is interested in exercise
administration problems you or your EAs

observe oskexperience during the year's assessment. fraElemi may be of a
vocabulary, definitional, or intqFpretive nature on the part of the respondent,
or they may be caused due to poor instructions,

timing,, vagueness, discrep-
ancies between the stimulus tape and*the.package, or difficult observationschedules. '

If you observe problem with
an exercise, please complete this form.

At the end of each age class, mail the completed form(*) to Donn Smith at ATI.
Your,observations and comments will be used to improve futuri assessments.

Exercise
Number

Signature



1

Ai. ASSESiMINT OF couoArionAl. rsocarss
ACFAINiSTEfieDerTHItOUCATIONCOwAISSIONOFTHErrATIS

EllFg FKLOOKAAllowS ntSFAnCHTMAnr.oitisrinni
PO lOx 1219e. aiSCAaCw7alAwaLFARamOnlicA11OUNA27709
Olin $4 1 4000

DATE

TO:

SCHCOLI

FROM: District Supervisor

SUBJECT: Confirmatlon of Assessment in Your School --- -Year-Olds*

.

On at approximately
I wilrirrive at your school to select the sample of students that vill be parti-
cipating in National Assessment. In order to properly select the sample,,I viii
need the following:

(1) A.complsted Student /siting Form or computer list of all eligible ,students
in she age group indicated above, reeerdlese of grade. Eligible students are
those born during The period specified for the age group at the bottom of the
pare. The listing should specify the name, grade, sex and birthdate for each
student. The list should not'contain the names of toe ineligibles specified below.

(2) A cownt of ineligible students by category - EKR, Non-English speaking, and.
functionally disabled - who are currently enrolled and born during the appropriate
time period. If these ineligibles appear on the Student Listing Forms prepared
at the school or on a computer'list of eligible., please identify them.

(A). IdentificatiOn of any student who is no longir enrolled whose name appears on
thiNStudent Listing Form or computer list of eligibles.

Wyou will not be available at the time I arrive, please arrange for someone on
the staff Co have these materials for me. F91lowing the selection of students, I
will need to"discuss with you the space required and the day(s) and time(s) to
conduct the assessment in your school.

1 would like to schedule the assessment for. .

The number of one hour group sessions to be administered at your school is
With each session consisting of approximately students.

?)ease complete the enclosed queitionnaire and hold it until I arrive. I look
forward to visiting your/school and working with you and your students. If

questions arisc regarding National Assearment, please write or call Donald C. Smith,
National Field Director, toll fres,at 1-600-334-8571.

COWER'S

1

'

9 -Year -Old., born during calendar year of 197,0

13- Year -Olds, born during calendar year of 1966

17 -Year -Olds, born October 1, 1962 thibush September 30, 1963

Vi
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Ni11 NATIONAL ASSESSMENT OF COIMATIO VL OiROGRI4
ATNAINtSTEN 90 rik E tOtICATI.OPICOR11419.4N OF TheiTATES

rif LO Of 9 nATMNS, 111C$£ARCH TRIANGLE INSTITUT*
0 sOX 12194 111.11AR014 TRIAJWILI FARK NoRTI. CAROLINA 27702

194454144OG

A
DATE

TO:

SCHOOL:
4.-th

r11C": - , District Supervisor

.SUBJECT: Confirmation of 1,7-Year-01d* Assessment In Your School

On at approximately

I will arrive at your school to update the student sample which was selected

duringmit previous visit and to discuss final arrangements for condtcting the

assessment..

In order tolliroperly update the student s re prior to the asseisment, I w111

need the goldenrod Student Listing Form vhwas left at your school whin the

staple was originally selected. The goldent tudent Listing Form should contain

the name, grads, sex, and birthdate of any 17-year-old* student who has enrolled

in your school since the original sample woes selected. In addition, please iden-

tity op the Group Administration Schedule(s) you were given any student who was

selected for participation but has vith4ava from school. The reason for each

students withdrawal should also be recorded. ' *,

If jou will not be available at the time I arrive, please arrange for iomeone qm

the faculty or staff to have these materiels for nt.,

I would like to conduct the assessment on

I look"forward to visiting your school again and working with your faculty and

students. If questions arise regarding National AlSeSSMellt, please write or

call Donald G. Smith, National Field Director, toll fre at 1-800-334-8571.

COPMENTS:

17 -Year -Olds: born October 1, 1962 thrOugh September 30, 1963
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XI.

A. Introduction

c"'

CMERAL PLAN FOR ASSE3SKENCr

The success of assessment
depends Aron carefully scheduling each a ssess-

rent week. All individuals who will be involved with the assessment program

,f"

(I.e., the EA, the
school coordinators, and other school staff must understand

gtyour plans for assessment. The EAs should have thoroughly reyieved she EA

ual vbieh theY'vere given vheo aley were retained. On.ths first day of

- AS et t you vill give them additional training and make certain that chef

understand their tasks.

The school coordinators,
however, must rely for the most part on your pre-

cise verbal instructions.
Your schedule can be upset if the coordinators do not

follow through en your plan; e.g., if the SLY is not completed when you arrive

*

.or if the coordinator does net distribute the
Appointment Cards or. contact the

students to assure chat they will be present for assessment at the appointed

tine. Alao, if teacgirs have not been notified of assessment, the students nay

not ba permitted to les;e the classroom. Before you arrive at the schaol for

assessment, you should all the principal or coordinator to assure that1be

SU has been.co6pleted and that arrangements have been made for appropriate

spaCe to conduct :statement.
At the school you must be prepared to answer ques-

tions concerning National Assessment.
Also, you should have a supply of NAEP

.
informational materials for distribution co school staffs and students. The

. socdvill
and.ceSperation.of the school, staff is

absolutely essential if assess-

.

.

J.

....

pant is to be conducted ,successfully.

i) I

.

You must also plan for emergency situations. The EA and the school staff

a
rust know where and how to reach you during assessment. When recruiting MGT

keep a record ot the names snd tele hone numbers of the EA candidates whom you

4.

228
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a

a

do nbt g oat. Oneof-t candidates tould be used if in EA you have

seleiled is unable to wotk. You should secute'a list of possible'EA

ri
4

eind4dates during your first visit to t PSG. Try to anticipate and be

A
.

.,

..
4,----

prA ared unusual situations that mly occur. If unique scheduling A

1

C 4..

* problems arise, do not hesitate to call You Regional Supervisor for advice

ana,areistance. 4

a

'B.
Presentation of Assessment Plan at As Class 2

Following ii a-general plan for assessment in an Age Class 2 PST. The

details vial vary from area 4-area and will have to be worked out by the Ls

according to the particular situation. As the plan below demons trates, it would

probably be to your advantage to plan for the EAs to assist you with selecting,

the sauple and completing Ad
inistratioa Schedules in the largest schools in '

4

the PSU.

Week Prior easement

1. It i mandato* that you mill a CAfirkion Memorandum to all schools

in the P which packages hive been assigned. This should be received by the

school one week it advance of the day you will arrive, The Confirmation Memcir-
,

"al'andWn should contain as much apecific information as possible including date(s)

of assessment, *mount of time necessary to complete assessment, amount of

space needed, instructions for compktting tht Principal's Reeding/Literature

Quastionnaire, etc.

2.' Teliphons the first two schools to be visited in the PO (normally,

those schools with the largest portion of the PSU package assig,A ment) to
.

assure.thSt SLFs will hay, been completed prior to the date assessment

and to arrange your visit for Monday and/or Tuesday of the following week.

I,

. r
1

eit

444

do.
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/3: Norm chi LAs wheM and where to meet you Monday morning.

Monday Morning

I. Meet your LAS at the first school to assist you in selecting

4

the sample and completing Administration Schedules.

2. Select sample of students for assessment, assign packages to

students: and collect and check the Principal's Reading/Literatgre Question-
t.

pair..

3. Instruct the EAs.anterang the completion of Administration

Schedules and Appointment Cards (if used).

4. Discuss room requirements with the school coordinator (while

LAs are finiehing Administration Schedules
and Appointment Cards) and work out

an merit schedule. Do not automatically exclude luneh hour for assessment
1

sessions. Some schools nay be agreeable minting thelaqudents change lunch

periods. Assessment should begin in the first school as early as possible

Tuesday morning.

5. Instruct school coordinator to contact students who are to be

88 d Tuesday a.m.'first and then pass out Appointment Cards (if used) for

remaining administration(s) scheduled in the school.

6. Take the7EAs to the second school and repeat steps 2-5.*

Monday Afternoon

1. At a mutually convenient place (DS's home or place of lodging,

one of the LA's homes, etc.)Sttrain the LAS in package administration. Also

I
explsinAoding procedures at this time.

2. Provide the LAS with the materials and supplies needed to coo-
.,

plete assessment In the first schools where tke samples have been selected.

'If the two schools with the largest port of the PSD packige assignments

are quite a distance spars, f smaller school (nearer to the first school)

may be chosen as the second school to visit' Monday morning.

1"

4'
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Telephone the third and'fourth schools scheduled for sample

ante:ion (on Tuesday) to confirm appointments tad to asc;rtain.that SIRshave

been completed.

)

Tuesday MOTAla
L.;

A

1. EAs will begin conducting assessment in first schoo2167-Remember

you must observe the first parkas administration by each EA. Following your

, .

observation of in administrations critique the administrations with the EA and

train further if necessary.

2. Visit third and fourth schools, draw samples, assign packages,

complete Adminissfation Schedules mid Appointment Card (if ugsd): Schedule the

first package administrations in these-school' to coincide with the scheduled

1.

completion of sample selection in the remainin schools. Sample selection may

continue into Tupsday afternoon.

Tuesday Afternoon

1. Rectum to the first and second schools to review completed work

of EM. This will probably be near the end of the school day, aid you should

check Administration Schedules and the packages that hai.4been administered.

7

.

2. 'Distribute to EAs the materials and supplies needed to complete

3'jg assessment on Wednesday (if the EA; are scheduled to begin assessment in dif-.

1,

ferent'achools the next day).
ic

3, Telephone the remaining schools (if any) in the PSU to determine

if SITs hate been completed and to confirm appointments for sample selection.

4. Review packages completed Tuesday, checking carefully f6r coding

errors.

S. Additional training of EAs as heeded should be accomplii

Wednesday and Thursday ' .1

1. Continue to see EAs daily to make additional assignments and

pick up complbted packages. Review completed packages on a daily basis and

131
A.

t

a

I
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contact EA if errors are detected.

a session

or (2) if

2. . Schedule bakeup-or second sessions if necessary; i.e., (1) if

vas cancelled for ady reason (early dismissal, school closing, etc%)

a quorum is not obtaSned In a session (other than where a pparos,O.

a group was assigned). You must conduct these sessions if you have been unable

to fit then into the EA's schedule. Distribute revised AppointnentC4ids for

these sessions, if used. Use the original AdainlstratiOn Schedule put reyise

entries as necessary (date/time/room).

. Tridav

1. If necessary, phedule and conduct makeup sessionsi

.2. Send necessaryreports and forms to RTI.
4

Second Week 1111;

If you are working in a one and one':half week PSU, continue with all

tasks until package administration has been completed in the PSU. If you are

unable to
ccmpletvassessmentrin a PSU as scheduled, call Your Regional Super-

-

visor immediately.

C. Scheduling Age Classes Z and 3 PsUs

The same basic scheduling techniques can be applied to the conduct of

assestaent during Age Classes 1 and 3. Theliollowing items, however. are

A

offered as reminders of tasks which are uniqui at those age classes:

1. Age Class 3 student samples in schools assigned's-4v than admini-

strations are to be selecteNduringthe 9-year-old assessment period Age

Class 3 student samples in schools
assigned 1 0e2.adminIstrations may be

.

selected during this od st the oytion of the DS. Age Cleats 3 schools

in which the student i le Is wit select'd must be celled while you exe17

the PSU and informed when you will return foi sample seliCtIon and asiassment. .1

Ask them to update the SLF prior to your arrival.

a

00

A
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c2. It will be necessary td
update the sample at each Age Class 3 school

just prior to 17-year-old assessment; the amount of time required to complete

this task could consume as much as one hour.

3.
Nonrespdndent Pollowup will be conduc d in Age Class 3 schools

which do not an overall student response te of 75.0Z.

4. Suppleamntcy Frame iistimg forms t be distributed during Age

Class 1 assessment and collected during Age Class assessment where applicable.

D.
Upon-Completing Packsge Administration in a PSU

1. Collect all NAEr materials distributed to the EAs. If the Eks are

scheduled for future assessment, they =Ay keep their EA Manuals until they

1111

have completed th assignment. You should also collect, check, and approve

° the EA'sbaily Pr Lion, Time and Expense Record for each EA. These should

be mailed to RTI with your weekly reports.

Z. Review completed packages and pack them. Place the Principal's

Reading/Liserature Questionnaire, the yellow tear-offs of the Administration

Schedules, and the white copy of the Schoch Worksheet* on top of the completed

packages for each school.

3. Ship hardshellm by bus to MRC.** Mail the yellow and pink copies of

.--- .

the School Worksheet and the Administration Schedule

with four other weekly reports.

pink tear-offs to RTI

* *

Be sure Part E of the School Worksheet has been completed

It is permissible to ship completed herdshells before al work in a

?SU is complete.
However; do not.ship packages ad?inist ted in .a school

until all work at the school is complete (this includes keup sessions).
.

f

"'"
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XII.' STUDENT SAMPLE SELECTION AND ASSESSMENT SCHEDULING

A. General Inforteatio

Prior tostudent sample selection. you viii have given each school the

ter LF for the age class to be assessed. This completed SLF (or a computer

printout) comprises the frame from which you will draw the sample.

YOU will also work with two other forms at each ichool.

- School Wo sheet (NA-14)*

- Package Assignment Form (NA-11) *

You should have a supply of blank School Worksheets. .A Package Assignment

Summary* for each PSC and the Package Assignment Forms for all imliaols in

the PSUyill be sent to rou from RTI prior to'student. ample selection. The

Package Assignment Summary specifies the package nLabers assigned to each

school and is designed to assist you in scheduling work. The Package Assignment

Form, which lives specific instructions on the selection of sample students,

will normally be printed,by computer and will contain instructions for only

one school. Instruction:a-Not applicable to that school will be omitted on 1

the Package Assignment Form. You viii also be given a few copies of a "specie],

version of this form (NA-11a)* which will permit you to obtain the necessary

information by telephone if you have not received the Package Assignment Form

I
prior to student sample selection.

B. School Worksheet

A School Worksheet is to be completed for each school for which you receive

Examples of these fonts are shown at the end of this chapter.

e

)
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Feckage Assignment
Fora, even

if no package is administered in thelehool:

The School Worksheet
contains six

parcp,'which are discussed
briefly below,

More
instructions

for completing
the

workahei't are given
in Section

C of this chapter.

Parts Ai B. and C

Parts A and are used to enumerate the ineligibles,
identified

by the school.
In Part C

you are to enter the source used by the school

to complete
the SLF; for

example,'a computer
list, the

teachers' class

rolls, or a school enrollment
file.

2. Part D

In Part D the total
count of eligible

students is recorded.
If

subsampling is
not used in the school, Part

D..1: lax mill be completed.

If subsampling
is used, Part DT.

2211 will be completed.
In no case will

both FartD.1. anat.,
D.2, be completed.

3. Part E

.

Part E of she School
Worksheet is to be completed

after packages

hail been
administered in

the school.
Each package number

assigned to the

"'school must
be entered

in the.coluen
headed "Pkg.

No." even if no students

complete the package.
For each

package number
assigned cattle

school, enter

the total
number of packages

administered:

4. Part F

In Part F you are to enter the final group sample size for the

school as
detertsined froythe

Package
Assignment Form.

(See Section
C of

ttis chapter.)
Xi any sample-related

problems arise
in the schooli, they are

to be explained in Part. F, "An assigned
package administration

is not given"

means that a
scheduled group

session could
not be held even after attemptingA

ON,

p
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to,reschedule the session. Also you arejo list the package number and

I.D. Number !Of Any self - identified non-readers. If siterInquiting about

' the completeness of the SLY yosu' are still not satisfied that all eligibles

are represantedeyou should nJe your concerns in Part F. If It is ne-

.cessaryte continue an entry in Part'F, continue on sepsfite sheetIbe

sure to to include PSU number and school number) and attach it to the copies

returned to RTI.

5. Need for MoresThan On: School Worksheet for a School

In $0114 schools, the student body is divided into split or nodular

sessions. This information 1s relayed to RTI on the Special Sessions Recording

Fora. (See page VIII-l8.) 1Pg these schools, each session is a'kstild as

separate school, each with different school number assigned by,RTI. You

will receive as many Package Assignment Forms for the school as there are

sessions; these forms will be identified b' an "A" (applicable) following

"Special Session Code."* A School Worksheet is to be completed for each

Packlge Assignment Form you receive for the school. Be sure thventriis in

all parts of the worksheet apply only to the session (*Ind school number or

which the worksheet is being completed, t,

6. , Supplementary School Worksheet

During Age Class 3, a supplement to tge, workshmtt,will be required

in schools in which the sample was drawn during January or February. Com-

pletion of this supplement is covered in Section4 of this chapter.

C. Format of the Package Assignment Form

The Package Assignment Form contains seven items which give inslructiops,

* Schools which do nottave special sessions are assigned a Special

session Code of "NA" (not applicable).

S
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for selecting- the student sample. These items are discussed below. An

example of studentLmple s ection is given in. Part D of this chapter.

1. Item 1
4

Item 1 of the Please Assignment Form contains instructions for

determining counts -Of ineligibles ispthe school. In each school, obtain
4

the completed SLF and the counts of ineligible students (second page of
f

Summary
of School Tasks) from tht school. coordinator. As instructed in

Iced 1 of the racksie Assignment Form, attempt to determine if all tillable
`MI

students in all grades* were listed on the

that is, new enrollees have been listed on

the school have been crossed off the SUN,

SLF and if the SLP ip up -to -date;

the Strand students who hells Left

If it appears the SLY Is incomplete

because all appropriate grades are not represeited on the list or because

fever than the projected number ofeligibles are listed, it will be nee sssss y

- PC (

for you to inquire about the compleOkeascand accuracy of theylist. It at
.z ' 11

important that youtempts from the most complete and adcurate list of eligibles

that can be provided. Also attempt to determine if any non-English speaking,

Ea, or functionally disabled students were listed on the SLY; if %so, cross

the names out and add them to the "Count of Ineligible Students ." Finally,
--,

cioss off the list the names of any studentswhose birthdates are not within
N

the period specified on the SLF or who are ineligible forany other reason.

When you have the final SLF and the correct counts of non-English

speaking, EKR, and funct ionally disabled students, and of students with out-

of-range birthdates, who Are no longer enrolled, or ineligible for any other

reason, complete Parts A, B, and C of the Schai Worksheet.**

See Estimated percentage of 9-, 13-, and 17-year-old students enrolled
in various grades across the U.S.' at the end of this chapter. There is
variability in these estimates from school to school. The table should be
used to point out obvious lack of eligibles (i.e. 50 9-yeas-alit in the
4th grade and none in the 3rd.)

At 'his time, also update the "Count of Ineligible gtudentis Born During

date ." tear !Liam the Summary of School 'risks, and place it in

- the SLF storage Envelope.

t

* *

10i
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a
Entries on the School Worksheet are used to deteirmlno important elements

in the analyses of the data. District Supervisors, therefore, should work

very carefully with the Coordinator to determine counts of ineligibla.giecnts

and enter these counts exactly on the worksheet.
'

'4 .

y If you find after sample selection, but before package administratioa,

that a student in the sample is ineligible, that student should be eibluded

J from the assessment. If you find during, or after package administration,

4

that a student is ineligible, explain the situation- fully on the cover page

and fill in the Package Condioeb Oval'ideiltifying that student as ineligible.

Any situation in which you discover, that a student in the sample is ineligible

must also be explained fully in Part F of the School Worksheet.

"2. Item 2

Itemi provides information concerning the status of subsampling

in the school., There are three situations whijh nay occur, only one of

which will apply to any one school; that one will appear on the Package

Assignment Form in Item 2. The three situations are

a. _Subsampling is not to be used in the school. In this. situa-

tion,,Item 2 of the Package Assignment Form will be:

Subearpling is not to he used Humber the eligible

infiiviluale on the list. Complete Part D.2 of the

School Worksheet.

As instructed number all the individels on the SLP and enter the tqtal

*number listed in Part D.1 of the Schad WorkOeet. Part D.2 will not be

completed. II

b. Subsampling can be used in th school and you had indicated

on the PSU Control Sheet that the school would subsample. 'Item 2 will then

give the sampling interyal and start number thleappeared on the PSU Coa'rol

'
Sheet, for example;

P

Vr
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I

The sapling interval is 2. Iflerpt sbhaol has previously sub-

sampled, number every line and complete Part Da the School

Worksheet. If the school has not previously subsampled, start

numbering with the first individual and number every **Land

individual on the list. Complete PaA D.2 of the School Worksheet.

Suppose after numbering the lines in either situation (that is the school

has previously subsampled or you subsample when ybu arrive at the school)

you end up with 104 eligible students numbered. Enter that number.in.yart

D.2.a.* on the School Worksheet. In Part D.2.b. enter the sampling inter-

val given in Item 2. Multiply Item a. by Item b. and enter that tota in

Pert D.2.c.. as shown below:

a. Total count of eligible students lists rt SLF a.

b. Enter sampling interval from Item 2 of Package

Assignment Form r b. .7-

c. Multiply Item a. by Item b. 0- 2gLLE_

In this situation, although the total students actually :lubered is 104,

the total eligibles in the school is 208.

c. If you did not indicate on the PSU Control Sheet that the

school would subsample, and subsampling can be done by you after you arrive

at the schools Item 2** of the Package Assignment Form, for example; would be:

Use the table below to determine the samling interval"
based on the total eligibles in the school.

Range of Start Sample Range of Start Sample

Eligibles No. Interval Eligibles No. Interval

2-249 352-425 1 5

1SO-220 2 2 428-483 4 6

222-290 1 3 484 or more 3 7.
292-350 3 4

If not subsample, complete Part D.2 of the School worksheet.
If subsample, complete Part D.2.

Part D.1 of the School Worksheet is not to be completed.

*k Entries in Item 2 will vary by school,

1.
4.6
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In this situation, the total number

PeS

the subsampling rate. Therefore, i

count of the total number or eligible

.t
eligi es nus

will be

is used to determine

*tummy to er make a

d or to project the a roximate

number listed to determine the start number and sample interval.

4..

Th

1

If the range of eligibles dose not alloy subsampling (that is

no start number or sampling iftcerval is given) or if you elect not to sub-
.

mmmPlm. number ever, eligible student on the list and complete Part D.1. of

the School Worksheet; make no entries in Part D.2 If youelect to subsemple,,
A

make no entry in Part D.1; complete Part D.2 as in the example above. Enter

In Part D.2.a. the total students numberedjon the SLF, in Part D.2b the

sample interval used, and in Part D.2.c. the product of the D.2.b. tines

D.2.a.

If; at the time you arrive at the school to select the sample,

names of add/Clonal eligibles need to be added %* the SLF and subsampling

was,not used, then thIse names can be added directly to the SLF. However,
%

if the SLF was.,fompleted for a semple`of students, and additional eligibles
" s

need tb be.added, then the additional eligibles should be aubsampled using . .

' ,

*the starttbere#114 count interval specified in Item 2 of the Package
.4

AillipMencTN7."
4 I: -Item 3 - Special Instructions

aR,

....
- . Item 3 of.the Package Assignment Form will give you special inscruc-

. '.. 1 r

4 tion' when thfy are needed. These may be instructions for: .
e ,

r 1

r I .a. Partial Group Administration

t ,... s.
% r Some schools will have only small eniollments of eligible

Ak ..

students beCauslr the school itself has a low total enrollment or betimes'

the grade range of the school includes only a few students in the eligible

age class. As an example, e high school with grades 9-12 could possibly

xeC
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havp a few 13-year-old students,. Only a partial group adminisqation will

be assigned to such schools that have fallen into the sample. Instructions

fo; drawing the sample for these schools will be given in Items 3 through 6

of the'Package.A4Signmant Form.

b. 'Other

Other special instructions will be provided when necessary:

4. Item 4 - Determining the Final Croup Sample Size

In Item 4, a table is provided for determining the final gioup

sample size in the school. The determination is based on, the total actual

eligibles in the school whether or not subsempling_is used. If subsanpling

Is not used in the school, the total actual eligibles will be the figure

entered in Part D.1 of the School Worksheet; if subsampling is used, the total

actbal eligibles will be the figure entered in Part D.2.c. of the School Work-
1

sheet. When the final group sample size has been determined, it is to be

entered in Part F of the School Worksheet and beside each package number in

Item 6.B of the Package Assignment Form. A total sample size for the scholia

is also to be entered in Item 6.3.

5. Item. 5 - Set ot Random Numbers

A set of random numbers which will be used to select individuals

for packages listeein Item 6.B is provided. Normally, =any more random

numbefi than are needed to draw the sample in the school will be given.

However, if the total eligibles numbered on the SLF is greater than the

largest random number (specified in Item 5) call RTI immediately*.

6. .Item 6 - Croup Packages

lastrusLions for selecting the group package sample are given in

Item 6 of the Package Assign6ent Form.

Ask for Anne Clemmer or Phyllis Norris.

4.

.1
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Item 7 refers you to this chapter of the manual for additional details

on the use of ethe l'ackage Assignment Form.

D. Use of the Package Assignment Torn

An example of the use of the Package Assignment Form to select the student

sample in an Aze Class 2 school' is given and discusled below. The.example in-
.

dudes a completed Student Listing Form; the Package Assignment Form for the

example is shown at the end of this chapter.

1. Item 1 - Examining the SLF for Ineligibles

As instructed in Item 1 on the Package Assignment Form, the Student

Listing Form was carefully examined for eligibles an ineligibles. Three

students were located who were no longer enrolled. A line was drawn through

these students' names.

2. Item 2 - Numbering the List

In this example, Item 2 on the Package Assignment Form indicated

that the list could be subsampled. The start number was 2 and the sampling

interval was 2. The list was substimpled and the sample individuals on the

list were sequentially numbered in column 6 of the SLF for a total of 104:

however,'since the sampling interval was 2, the total number of eligibles

in the schools was 208 as determined in Fart D.2 of the School Worksheet.

3. "Item 3 - Special Instructions

There were no special instructions for this school..

4. Item 4 - Determining the Final Group Semple Size

InSithis eAmple, Iti 4* iFf the Package Assignment FoYm reads:

A. Use the table belou to deter-rine the final group gamic size,

based on the total eligibles recorded in Part Ifof the School Worksheet.

C Entries in Item 4 wily vary by school.

J

0'

I

.1.X hi
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am, .'4- 84.70 OF G8064 ...,a, 14
,

lap, ELIGIBLES. sIzr QUORUM

1-20-11,, 16- 9

A 201-214 'N 17 9

215-229 18 10

229 armors' 19 10
r,....-

8. if actual eligibles are fewer them the totaL of the growl,
-

savle size times the number of packagers) assigned, de;ermAe the group scxple

size bir.dividing the aztuni eligibles-4 the r of packagers) assigned. If

;final average group size is fewer than 15, oa RTI refore proceeding.

C. In Port F of tht ScAool Works' o, 'indicate the final group

sample siss as determined above. In'Itcm 6.8 beau, record the final group

sample size for each package and the total sample size.

The Student Listing Form in this example contained a total of 104
t

numbered eligible individuald. Bowser, trce the list was subsempled, the

1 "
/"...

total actual eligibles in the school was 208, the number entered in Part 6.2.t. 1

of the School yOrksheet. Consequently, the final group size for this school is

17. As instructed in Part C, this figure was entered in Part F of tte School

worksheet Snd beside each paca.riretin Item4.15 of the Package Assignment

Form. The total sample safer the school 'as iii; entered in Item 6.3: Since

three packages had been assigned to the school, the total 5=016 size WAS 51.

Nytice thp in this example, the quorum for the final group size of

17 is V. Thus, if 9 students do not appear for the session, a nakeup session
*1

will be required. It will be a DS responsibility to check each Adminfitretion

Schedule after each assessment session to determine if the quorum specified on

the Package Assignment Form is obtained; if not, a makeup session must be held.

Quorums and makeup sessions are required in 9- and 13-year-old'schools. Follov-

up procedures for 17-year-old schools are specified on page X-13.

5. item 5 - Set of Random Numbers

Item 5 of the Package Assignment Form in this example reads:

C

ti

I

14
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Below is a set of random number*. Use the` set afrandom numbers

to select the total number of students for package(s) listed in Lt.= $. If the

total. eligibles numbered on the Sa is greater than 125,, call RTI before pro.

reeding. some random number* may be out-of-rangef the 2w:dor:numbers

eagle larger than the'mmber of eligibles). Ignoretsuch nuMbers and go on to

the next ;lumber. Always cross out the random numbers as they are used or if

they are out-of-range. Each nUmlr used denotes a selected student from the

list of eligibles you have already numbered.

44 .9 4 30 28 +9 94 17 56 99 85 22 26 59 70
36 79 88 62 73 57 26_27 220 35 87 121 75 19 42
54 83 38 50 69 222 122' 10 7 53 43 77 84 107 101
97 223 65 15 ) 60 93 26 40 . 12 74 21 90 '103 80 225
23 109 82 33 64 108 92 104 18 91 52 1 63 32 102

121 81. 6 31 67 46 227 52 226 29 14 114 218. 48 58
86 34 23 206 48 78 5 68 12 61 213 110 37 15 17
2 76 20 8 24 225 11 200 96 71 98 119 3 SS 72
66 89 105 45 39

.

6. Item 6 -,Group INickatee , --

The student es;ple foi group packages 4, 12, and 9 Oas all:aced fol-

lowing the instructions in Item 6 whichtread:

41Group Pachage(s):

A. Use the set ofromdbm numbers in item 5 to select the sample

students for the group package(s) listed below. Circle the

1.

number in column 6 of the 5LP for each selected student..

B. Asegn the selected students to tge group package(s) listed

below in the order of the a&linistration ietter(s) listed. The

student with the smallest circled number will be assigned to the

first administration letter; the student with the neat4imallest

number circled will be assigned to the second adMinistration

Zett,412.. etc. As students are assigned to the package(s), the

administration ietter is to be entered in column 6 beside the

J ii
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student's circled number. Repeat this procedure mll

students are assigned to a sgecific group pack*.

Administration Letter Packaoe Mader Group Sample Size
..--

s
'A 4 17

El

4
, 12

. 12 ,

f i
Total $7 ...-

4100
C. For each group package to be adMinistered in the school, corplops

a Group AdninsAration Schedule.
1,

The procedures by which 51.students were selected and assigned to the t

appropriate group packages is explained in the following paragraphs. An example

)of the 'completed Student Listinilform used to selett these students is shown .'

. _ i
on the next nine pages.

The. set of random numbers in Item 5 vas examined line-by-line from left to

right. All out-of-range numbers (any numberibovi 104, the total eligibles
.

.......

numbered op the SLF) on each line were crossed out and a cumulative total of

in-range numbers entered for each line until 51 in-range numbers had been se-

ltcted. A line was then drawn to delineate

sample" numbers. The set of random numbers then looked like ea..

the "sample" numbers from the -

then

44 9 4 30 28
36 79 80' 62 73
54 $3 38 50 69
97 448" 66 13 '60

.741" 82 33 e4r
.3 81 6 31 67
86 34 .23 .44'- 42
2 76 20 8 24
66 89 - 45 39

49
57

J42
'93

84
25

.14.2-

16

17
27
10
40

56
14cr

7

12

99

35
56
74

85 22
87 1 41c
43 77
21 901103

26
75
84

59 70
19 41

4.61- 101

it
204a

63

-1.0'"

37
3

80 486 -

32 102

46%. 58
95 47
55 72

.244P

46
78

..14-5-

92

4-1-11`

5

11

104

51

68
100

18

446'

424'
96

91

29

6.;

71

62 1

14 441r
ilmr 4-1t
98 344-

.7.44
. P

All in-range numbers above the line ve then circled on the,Student

.

Listing Form in column 6.

.1

0.

4 4

ra

I

3
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After 51 numbers had been circled in column'6,rintstud nt with the smallest

M rcled number 1111M111111W) was assigned iv administration letter A, of
k 01g V

the first package listed (No..4); the studefit with the next smallest circled 'sum
mit

b was assigned to administration letter IS, or the second

t

t

OftIstiige listed (No. 12); the st nt with the next smallest circled number d

101106) was assigned to administr

f
ion letter C; and the student with the next

. . r . .

smallest circled number 0111111160 was assigned to administration letter A.

This procedure was repeated until all selected students vet assigned to a
P

specific admiqstration letter (or group package). The assignment procedure

can be summarized as follows:

Number From Student
Column 6 Names

4 leMNINIM
7

9 _,..01/1/aa
10 .111.11.

12 wimirsa
15 4111111.11111 a.

.90

93

94

97

99

101

-*rm.

1,

ti

..., le't
. . .

. / . .

OaI I I I 11 gri

446111M NW.

Administration
Letter

A

.1
C

A

3

C

3

C

A
r

C



ar

0=1

XII -23

As instructed in Item 6.0 an Administration Schedule was prepared for each

group peckageto be administered in the school. Each schedule was identified

$
by administration letter and:package number. In this example, administration

letter A was for Package No. 4; administration letter 3 wall for Package No. 12; .

administration letter C was for Package No. 9. Other pertinent information was

entered on the'Eop of each schedule end the names of selected students, along

4h
with appropriate identifying data (i.e., columns 2*, 3. 4, and 5) were re-

.

corded. The SLF end Administration Schedule were then ;eft in theISLF storage

envelope'until the schedules were.needed for package administration.

7. Alternate Use of Random Numbers'

The above example was used to illustrate the procedure for sample se-
_

lection of students, However, in many caste it is much easier and less time

consuming to use thb random numbers to identify' students who,are not selected.

This procedure must be used whey the number of students to be selected for the

sample is greater than 50 percent oethe highest number on the Student Listing

Form. Tfhe procedure, using the Package Aisignment Form at the end of this chip-
.

ter and the SLF on the next page, is as follows:

a. The SLF was examined for iheligibles, One student wait leb ated

who was no longer enrolled.
Ar.

b. .The eligible students on the list were sequentially numbered

in column 6 of the SLF for ltotal of 24.

A

c. Item 3 of the Package Assignment Form provides special instruc-

clone. Since the number of eligibles listed on the SLF (24) / .

i is greater than the appropriate group size indicated in Item.4.A

,yhis information bay not be available if the sample is selected from a
computer printout. However,,the school coordinator may wish to ,enter the
information on the schedule to facilitate locating selected students.

1

a

a
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of the Package Assignment Fore (15),
.41

u should proceed to'Items

Y. through 7.

d. By using Item 4.A Of the Package 1iaignaent Fdrm, you should

determine that your final group' ze is 15.

e. 'Since 15 is greater than 50 percent of24 (the total number of

eligibles), you must eliminate 9 studedts from thelSLF using the

first.9 in-range Tandem numbers given in Item 5 of the Package

Aitignment Form. The random numbers would ippeai as follows:

21 3 18 5 24 c
.3 e- 17 13 14 1r2S,f

11 12 10
7 16 2 19 28

6 23 25 9 4

20 15 8 26 29

d. In column 6, cross out (X) the 9 random numbers; the remaining

0 15 students will then cpnstitute the selected students. Since

ortireing-piTage-if-estrigsred-,.the-sese-sdnioisturir7k. letter

(A) is given to eall selected student.

8. Shortageof Rando Numbers

Whether you use the randon numbers provided in Item 5 of the Package

Assignbent Form to select sample students or-to egninate names of students .

nop seIecte0. you must have as many random numbers as there are students num-

bered on the list. If you have fewer random numbers than ludents numbered,

call RTI before proceeding.

E. Shortage of Eligibles in a School

Before selecting the sample in a school, check the number of ell ibles against

the.number of students needed to select the total sample. If the n er of eligi-

v

bles is less than the total of the group size tines the number of packages as-v-

signed to the school, follow instructions mitten 4.B of the. Package Assignment '

4

.

S. '
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Mr's. Assign all elgibles to
kackages as specified 4s Item 6.3. It the,

iresulting,group sizes 44 unequal, record in Part F of the Schobl Worksheet

each package number
and the group sample size determined for each pack/age.sir

,

p. Additional Eligibles Diicovered

r -
If in a rare case yo9 discover additional

eligibles in a school after

4
/: youhave beguritleo draw the sampleecomplete the

sample selection procedure,

then call ATI* for instructions.

f

C. *Updating the Student Sample at
Age Class 3

During Yesi 11,
the.acheaule calls for the sample to

be,splected in all

Age 'Class 3 schools
assigned more chap Om

packagei when le DS is in the

PSU to conduct Age Class 1 sment.4,* This procedure was initiated to

.

allot,more tint for Age Class 3 schools to
prepare for assessment. Howevef,A

it will
;equire'you.4prior to actual

assess&nt in an Age Class 3 school, to,
4 ,

'update chi student sample by adding students who may have entered t# ibhool

sincgte sample was selected and to remove
from the student sample those

.

students who are no longer enrolled in the.school.
Students who enter or

leave the school are Ito be added to or subtracted from the number of

"-,

eligibles entered in Fart D of the School Worksheet. When the original

V

sample is selected in January or February, an
additional SLF and all Admirals-

'

tration Sched'uleswill, be left with school personnel. They will be Inked toklist

on the SLF all e glble students who enter the school betweerthat time

and the time th DS returns
tptonduct the assessment. They will, also be

IP
-

asked to cross off the Administration Schedules the names of any selected

* Ask for Ph

** Age Class
Age Class

Ifs Norris or Anne Clemmer

schools assigned one or two
packages may ke sampled during

or Age Class 3. 1

a
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studilt who leaves during that period. These forma, together with a special

Package Assignment, Form will be used to update the student sample.

1. Original Student Sample SeAtion

'The student sample in Age Gass 3 schoolu is to be selected using

the procedures outlined in Section D of csi gIchapqr. ter sample selection,

Administration Schedules are to be completed (see Sec ion H.I. of this chapter)

..

and left with the SLY and the School Worksheet with

the SLF storage envelope until you return to conduct assessment. You are

arts A-D completed in

to leave an extra SLF for school personnel to list new eligible students

who enter the school. This special SLF is printed on goldenrod paper to

distinguish it from the regular SLF for Age Class 3. For students, listed

on this SLF. it will be necessary to complete columns 1-5. If students

listed on the Administration Schedules leave
.
che school, all that is re-

.

quired of the school is to cross the name off the schedule and enter in the

I.D. number space the reason,for leaving, if known (i.e. transferred, dropped

out, graduated, etc.), s

2. Supplementary School Worksheet.' r

If any new student is entered on the special SLF or a student's

name has been crossed Off an Administration Schedule, enter all pertinent

data on the Supplspentary,School
Worksheet (an example is included at the

I

end of this chapter).

a. When you arrive at.,the school during Age Class 3 to update

the sample, you should screen the list of new. students for

any ineligibles. The number of ineligibles who have entered

should be enumerated by type in Part L.A. of the SupOleme

. School Worksheet.

b. In Part I.B., the total number of new eligibles should be

entered.

ary

IV
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t/ In Part*II, for
eitlkaackage assigned to the school, the

number of new eligibles
who are selected for participation

should be entered by package number. New eligibles should

be selected into the sample using the
procedures given in

C.3 and should be added to the Admipistretion Schigule.

Ibe number of eligibles who were originally selected for

participation but who are no longer enrolled should also

be listed by the/package number to which they were askigned.

They should, however,
divided into two categories: trans-

fers and withdrawal other than transfers.
The final group

size for each package must
also be shown, even if there are

no additions or deletions.

3. Accounting for Nev Students In the School

If eligible
students have entered the school between sample selection

and actual'assessment,
enter the number in Part LB of the Supplementaiy School

Worksheet and follow the
procedure listed on the Special Package Assignment

Form.* This form contains 6 items which are discussed below.

a. Item 1 - This item
instructs you to use.this form only if addi-

tionil 17-year-old
eligibles have entered the school.

b. Item 2 - Item 2 instructs you to screen the list of additional

students for ineligibles..
If ineligibles are

discovered, enter the number in
. .

each category on the Supplementary School Worksheet.

c. Item 3 - Item 3 provides a table for
det:imining the number of

1 IN

additional eligibles to be added to the student sample. This table provides

for up to 30 additional eligibles. If more than 30 additional eligibles remain

on the list after screening, call
RTI before continuing.**

* An example of
this form is given at the end of this chaptey.

** Ask for Phyllis
Norris or Anne Clemer.

0
F
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d: -Item 4 - A set of random numbers is given in Item 4. These

numbers will be used to select the number of additional eligibles to be
.

added to the st udent sample as determined in Item 3. The random numbers are

Ito bet:Bed is instructed in Sectidn Dof this chapter and moat be used in the

same manner as used for the original sample; i.e., either to select the sample

student* or to cross 'off students not selected.

e. Item 5 - In Item `y you are instructed to assign the selected '

students to thpackage(s) assigned to the school. This is done in the same

manner.sa for regular sample selection. The package aknistration order;

1

r-however, is the reverse of that appearing on the Original fort. After students

'gave been assigned Co packages, enter the students' names and identifying data

on the original Administration
Schedules prepared for each package n r, not

administration letter.

f: Item 6 - Item 6 refers you Jv this chapter of the manual for

additipial instructions on the use of this form.

H. Assessment Scheduling e .

. ,

When sample selection ha4s been completed in a School, schedule assessment

' sessions for e
te

'each package to be admin- istered in e school and complete the .

Administration Schedules. 'Else schedule for package administration in the school

will have to be worked out with the school principal or coordinator according

.
.

'to the space available.

... . .

1. Completlat Administration Schedules

. An Attinietration Schedule is to be completed for each package admini-

., titration schiduled in the school. This form is printed on NCR paper with ad.

....

original and t cop ies. The second. (yellow) and third (pink) sheets are per- '

rated so t t the part of the yellow or pink street with the tames.of the

y bligiven to the,school coordinator or the principal*. .Thiright. .

other pa; (yellow or pink) with the students' name should be

destroyed after assessment. ,

students

S

1 5 4
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I.

part of the yellow and
pink copies are not be be detached until after

package administration.
Space is provided on the form to enter the scheduled

day, date, time, and room to be used, the number of students assigned to take

the package, the administration
letter, the package number, PSU ntmber,

school numbir, and the number of the EA who will administer the package.

Spaces are provided to list 25 students. Spaces are also provided to-re-

cord the actual date and tine of package administration after the session is

complete.

For each
adml'astration, you are to enter the information at the

top. Be sure that the package number you enter is the correct package nUrr-

ber for the administiation letter. Instruct the EA to eAcer each selected

student's hame, room or section (if given), grade, sex, and birthdata in
11

the spaces provided on the Group Administratibn Schedule.
-

In comPletincompleting.

614:pup Administration Schedule, extreme care
must be taken to assure that

dtudents tered on the schedule are
selected for the package number for

4

whit`{ the
schedule4s be,ing completed and that the information transferred

from the SLF to the schedule
(coluzs 24 3, 4, and 5) is for the student

listed.

When you and the LA have c pleted the Administration Schedules,

detach the left half of they llov or nk copy for use of the behool coor-

dinator. The right halves of tFih
yellow and pink copies are not to be de-

the

the

tached until after package administration. Store all schedules in a safe

place at the schoolAThe
original, with the right half of the yellow and

, (7:

t
pink

copies attached, is to be'given to the EA prior to package administration.

2.' 'Use Of.Administracion Schedules
for Quality Checks

You must perform a quality check on the informatiotroded by the

EAs in columns 3-8 of each_package after package
administration has been
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completed in a school. Since this check cannot be made without theoAdministra -

a

ti

$ Mos.

tion Schedules, which cannot be removed from the school site, the schedules are

designed tolprovide a means of checking the information coded on the packages

without returning to the school, which is often impractical.

Columns numbered 3, 4, and 5 on the Administration Schedules are

provided to record from columns 3, 4, and 5 of the SLP the grade, sex, and

birthdate of each student listed on the schedule. During package administration, I'

the EA rat enter on the schedules the T.D. Number and race for each student

participating n the session. (Et sure that you have entered above these columns

the package. P V, school;oand EA numbers.) When an EA has completed package

administration in the school:the date and time of administration is to be

entered. The right half of the second sheet can then be used for the quality

check. By matching the package. PSU, school; and EA numbers recorded in the

'to'p section df ksch detach t, you will have all-the information neede,t to

check the Ems' entries in columns3-S on the cover page of each package

administered. Since,the mines of the students do nog appear on the detach-.

meet, these forms may be taken froS the school prenisea. All original

copies are to be placed in the storage envelope with the SLF and counts of

ineligible students. The right half of the yellow copy must be sent to FIG

with the completed packaggs;othe right half of the pink copy must be sent to

RTIorith the School Worksheet.
4.

The DS has the option of checking the packages against the Adminis-

"?
tratian Schedules or of using the detachments for this purpose. All packaxet

administered must be checked by one.of these_procedures.

3. Appointment Cards

Some schools nay.prefer to usikAppointmenr Cards to notify the 'Wants

of the the and place of theadministretion Session while other schools may Prefer

err r

4

t
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to notify thee by.other means. Check with the principal or school coordinator

before filling out any AppointmenPCetds. "If they prefer to use the cards, -

instruct the EA. tp complete a card fbr each student listed on all Administra-
-

'tion Schedules. You should then give the cards to the coordinator for distri-

bution to the students. If any adminiatrstions are scheduled for that day, ask

the coordinator to be sure they are distributed to ,the students in tine. The

coordinator can best determine how far ahead of the scheduled administration ' 0

14
thatcards should be distributed, and you should leave this to hips discretion. --

1. Storage of Forms
. .

Before leaving the school. be sure that, the SLF (or computer Printout),
01

.

6

t
Administration Schedules, and Appointmen Cards will be stored in a safe place.

.
.

within the school. These forms (except or the attachments Iron the.A4Mils-..
tration

.14

Schedui;s) MavSiot,he'Eaken frog the a chool.t°Ask the coordinator to

keep the original copies of the schedules until needed by the 44 for adminis-

tration of a package..

,After all packages have been administered in a school, the SLF (or computer

printout) and the originals of all Administration Schedules are to be placed

in the SLF storage envelops together with the Count of Ineligible Students and

left at the school. Remind the person witbothom the envelope is left that the

S
.

',materials are to be ,-destroyed in six months and a postal card returned coATI.
. \

The projected date df destruction should be noted on the school calendar as a .

remWer to destroy the materials.

a

1

a
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EITIMATED yERC4STAGE OF 9-, 13- AND 17-YEAR-OLD STUDENTS ENROLLED IN

VAR1OAGRADES ACROSS THE UNITED STATES* s.

#
Estimated' Percentage of S,..Year-Olds/Gra de Level

.
r . ----"--....4>" Grade Level 'Percent '

v

4 . .
2nd or lover 1.0

, r 4

3rd '
.

.
-..._

23.0

.

. 4th ' 75.0 : '

5ch or higher /' , 1.0
4

Total 100.0 I

I

; '

' ,

4.

'
4

Estimated Percentage of 13-Year -Olds/Grade Level

Grad ievel: Alpfercenci
4:

6ch or lover . 2 f p

7th 25.0

' 8th , 72:0

9th or higfier ' 1:0

f Total 100.0

0

Estimacet Percentage of 17 -Year-OldsLevel

Grade Level irercent.

9th or lover, 2.0

.

1001 13.0

11th 1 74.0

12th 11,0

Tote 166,0

4

.4 *Estimated from Na tloaall AJse ment data averaged over the first eight years..

4

1

-.
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SCHOOL WOW=
(Coapleti for each school for vhich you receive a Package.Assiament lore),

'SU Number School Number

Complete Parts A - D only after crossing out names of students listed on the SLY vho are

ineligible for any reason. Y "
11- Nov %soy students wers identified by the school as:

1. Mop-English speaking? 2. Ea? '3. PunFtioually difahtto

. I. Nov many names vere crossed out for...cadence:

1. Witivout -of -range birthdetee 2. No longer enrolled?

3. Whp vere ineligible for any,tther reason(s)? (Specify reason(s) in Part T.)

C. Wheelies the source used to complaC1 SLY/
.

D. Sampling P

1.lubsampling pot used:Ir
a. Total count of eligible stu dent& listed op SLY

2. Subasmpling.used: .

,vs. Total .iount of eligible students listed on SLY a.

b. EnalleNemplIong interval from Item 2 of Package Ault:meat Fora b.

c. Multiply Item s. by Item b. c.

E. Complete after packages have been administered in the school.

Pkg,. go. Pkg. go. Pkg. go. Pkg: No.

121_ Coe/listed go. Completed No. Couplated No. Completed

Indicate any phblems related to sampling or obtsping qudIa.s. Explain in full vben

an assigned packets administration is not given. Indicate self-identified nonreaders

by package and ID numbers. (If additional specs is needed, continue op a separate

sheet and attach to ATI copies.)

G. Coordinator $4

District Supervisor: Date Completed:

Disposition: White copy to MAC; yellov and pink copies to ATI immediately upon
4

completion of all work is the PSU; goldenrod copy retained by DS.

a

153
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tupplerentati School Worksheet

'
PSU Number' . School Number DS Rime

XII -3S

1

I. School Data

irr

A. Number of new ineligibles by type:

Non-English speaking

Et a

Functionally disabled

Out\nf-rsAge birthdates

`Ineligible fOr any other reason

(Specify reasons) in Part F. of School Worksheet)

4

B. Total number of new eligibles

II. Package Data

- -

No. Of Selected Students \
No. Of New No Lange/ Enrolled Finil

Package Eligibles No. Of No. Of Withdrawals Group
Number Selected Transfers. For All Other Reasons Size

1

2

3

4

5

6

7 111.

8

9

10

11

12

13

14

Distribution: return to RTI with School Workshrt.

1CD

4

MEMMIIM

r
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.CHAPTER xfI PACKAGE ASSIGNMENT
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NATIONAL 4SSESSKKNT OF EDUCATIONAL.PROGRESS YEAR 11

-YEAK-OLD SCHOOL PACKAGE ASSIGN/Ma FORM

(Telephate Version)

DS Name: School Name:

1979-80

.

.PSU Number: Address:

I 1 A
School Numbir:

Special Session Code:

.

Principal:

. Coordinator:

(Check applicable instructions in left-hild column.)

I I.
1. Perform the following steps:

A. Examine the list to be sure eligibles Have been included for each
grade in the school.

B. Examine the list for ineligibles (out-of-range birthdates, EMR,
non-English speaking, functionally disabled students, students

. listed more than once).

Telephone:

C. Exclude all ineligibles from the list by drawing a line through
their Dames.

2-1. iubsampling is not'to'befUeed. Number the eligible individuals on.
the lift.k CompleteWrt D.l of the School Worksheet.

2-2. The. 'sapling iniervel is . . If the school has previotsly
subsampled, number every line andcomplete Part D.2.of the School
Worksheet. If the school has not grevionsly subsampled, start number-
ing with the individual and number every
eligible on the list. Complete Part D.2 of the School Worksheet.

2-3 Use the table below to determine the sampling_
total eligibles in the school.

* RANCE OF
* ELIGIBLES
* -

* -

*

rvs; based on the

..,

START SAMPLE * PAhGE OF START SAMPLE *
NO. L.TERVAL * ELIGIBLES NO. INTERVAL *

* _ *
....-m. ---- ---__--v- --_

*1 .111.
* or more \

*
ff

Irnot.subseaple, complete Part D.l of School Worksheet.. If sub-
sample,ospeplete Part D.2.

162
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_. 3-2.

Special instructions!:

Special instructions:
group administration.

none.

This school bas been spiigned a portion of it 'Folloy the inistruaionis
below and in Items 4-7.

A. If the school has fewer 'eligibles than the group size determined,in Item 4,
administer.the package(s) to the eligible studentspresent.

15. If the school has no eligible students,
complete a School Work -(Part.D only) for the school ty entering a "zero" inPart D.1.

4. Determining the fine! group *ample sizes

A. Use the table below
to determine the final

group strait-site basedon the total eligibles
recorded in Part D of the School

Worksheet.
RANCE OF GROUP

-QUOR.UX=Gnus SIZE-. =.1% 11=1.

0 =MINIMISM

=,
br more

B. If actual eligibles
are fever than the total of the group samplesize times the number of package(s)

assigned, determine the groupsample size by dividing
the actual eligibles

by the number 4fpackage(s) assigned. If final average group size is fewer thasi15 call RT( before
proceeding:

C. In Pert P of the School Worksheet, indicate the final group samplesize as determined abovi. In Item 6.A below,
record the finalgroup sample size for each package and the total sample size.

5. Below is a set of random number's. Use the see of random numbers toselect thiNtotal number of students
for package(s) listed irk Item $.If the total eligibles'

numbered on the SLF is greater than , call;MI, before proceeding,
Some,random numbers nay )e out-of-range

(i.e.,the random numbers may be larger than
the number of eligiblel). Ignoresuch numbers and go on to the next number. Always cross out the ran-dom numbers as they are used or if they are out=6f-range. Each numberused denotes a.selected student from the list'of

eligibles you havealready numbered.a
.011

IM111 IM 111 111.

163
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11, .1 .0 41 ,IMEm=.
al 1=1,a

INEM 1=1,a

111.

rbri. manor.= =,

.... =camm.a

.111. . ..w r

..1
6,. Group Tackage(s):

ti

A -

a

*W.+
'1

1

1

A. Use the Set of random numbers in Item 5 to select the simple
students for the group package(s) ted below. Circle the

0, number in column 6 of rhe SLF fo ach selected student.
E. Assigt the selected students to the pup packige(s) lilted below

is the order of the administration letter(s) listed. The student
with the smallest 'circled number vi.11 be is'signed td the first
administration letter; the student with the next smallest number
circled will be. assigned to the ouch administration Lf..ter,
etc. As students are assigned tqtr * package(s), the adaira_
tratiOn letter is to ba entered.ia lulu 6 beside the student's
circlet} number. Repeat-3111s pro edure until aLl students are
asmignekto a specific ,group pan ie.

4.

a.

4

V

S.

-
4111.

a sr- ire

Awe

Y.

c
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ti

AdmlahtionLetter

C

Package Numbei

t I 0
Total .

Croup Sample Size

C. For each :Sep package to be admieistexed in thil,sehool complete a

. .

- C;pup Adminiittgion Schedule. .

7.

)
See Chapter III of the DS Manual for additional instructions on the use.

of this form.

.

S
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XIII: TRAINING AND SUPERVISION OF EXERCISE ADMINISTRATORS

It is vitally important to the success of the- NAEP project that all pack-

.,

'sage administration procedures be conducted in a standardized manner. As a

District Supervisor, you have a key role in this regard. You must constantly

stress the "requirement for total standardization to your EAs and take the

necessary quality control.measures to insure that they bamply. You must also

stress to your EAs that the confidentiality of the NAEP materials and of the

data collected must be maintained at all tines.

A. General Instructions

Exercise Aditinistralprs wers'authorized"to spend up to one hour studying

the EA Manual before assessment and should have a general idea of the tasks

required of them. You should spend up to two additional hours training your

EAs in package administration.fministrat ve Instructions Manual has been

prepared for your use in training EAs and for t eir use during assessment ses-

sions. It contains instructions for the EAs to use for package administrations,

racial identification guidelines, copies of the Sackground Questions tage er
!-

with instructions for administering and checking them, and codes to be ed

an the cover page of the package. Give the EA, the Administrative Instructions

Manual prior to actual EA training.

During EA training, all procedures set forth in the EA and Administrative

Instructions Manual must be covered. Train the EA in the use of the tape

rmagder and stimulus tapes and demonstrate the administration of a package.

Neverpermit EAs to administef a package without training in package

administration.

r '

s
07 . II.

4' dr.
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During the training of EAs, emphasize the necessity of being on time

for scheduled sessions and of adhering to commitments made by you co school

officials.

. You must obstive the first package administration at each age class by

each EA. After the administration you should critique it 10 the EA And

train further if there were problems.
to.

Early in each assessment, after oilier scheduled tasks have been completed,

you should again visit your EA so that you can review with them package

administration procedures and their completed packages. Complete this

review as soon as possible after the EAs have completed several package

4
adminstrations so that youcan clarify any misconception they may have

and call to their attentionany omission* or errors in the coding of the

packages. If possible, visit your EAs each day they work during the assess-

meat. Reviewing their completed Sark on a regular basis is important. As

a.

you feel it is necessary, you may observe dr tape record sessions to Insure

quality administration of paolleges.

Give your EA your motel or home telephone numberefor routine and

emergency use. If you are staying *tit motel, leave instructions with the -

motel telephone operaior to take messages; check periodically during the

dayfor message:. If you encounter emergencies you are unable co handle.

call your Regional Supervisor.

Training in. Package Administration

The instructions for package adminlstration'are specified in Chattel, III

of this manual and in the Adzinistrati've Instructions Manual. Prior to

beginning specific instructions for package administration, train your EAs

thoroughly in the use of ,the tape recorder and stimulus tapes. Instruct

them to test the volume of the recorder before the students enter t he room

-ea
S

, 4
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by playing
theidEntifying information at the beginning of the tape.This identifying infoAstion is not to be

played for the
students.Review with she EAs the

procedures outlined in Chapter III askingsure they
,understand each

step completely and stressing
the following%points:

r
The-number of students who are scheduled to complete the packageis determined

from the Package
Assignment Form; enter the number on theAdministration Schedule for the
EA's information.

Instruct the EA tobegin package
administration when it appeirs

that all students who willattend the session are present and to allow no student
to enter after thestimulus tape has begun-

Exercise extreme care in transcribing
the I.D. Number

from diepackage to the
Administration,SChedule beside the name of the

student towhom the package
is given.

- The racial
identification code must be entered

on the Administration
Schedule for each student who

participates in the session.
- If the EAobserves a student

who is "cheating"
or "malingering,"the EA should

encourage the student
to work independently.

However, if thestudent continues, the LA should
ask the student

to leave the room andexplain Orb
situation on the

package cover.
411A.- If school officials ask to observe a

session, the EA
should refer'Chen to you, and it will be your responsibility

to tell the
officials thatwe inform the

students that nd one in the school
will see-the results; aschool official in the room may cast doubts

on our statement
to the students.

.

It is also
important to emphasize to your,EAs the necessity for

staddardized package
administrations. -For example, EAs should not bepermitted to insert their own comments into the

administration format;r

"N

1 3
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nor sko uld they provide assistance victhe actual eatcises (except, of

course, !or the Background Questions).
You :just closely supervise your

1JIs ,r,p insure
data collection

of the highest quality.

C.
Administering the

Background Questions

Instruct the'EAs to administer and check,the Background Questions

adcording'to
instructions given in the Administrative

Instructions Manual.

If a student
refuses to complete

the-Background Questions,
the EA is to

giveyou this information along with the'package
number and package I.D.

Number.

Stress to your EAs the importance
of the Background Questions. In

recent years, numerous errors
were detected at

MRC with respect to these

. questions. There must Vi a responsf to each' Background
Question unless

the school or student has refused. Many packages had isolated questions

omitted, with no coo-minas or
notations from the EA or DS. The two most

common errors
occurred in questions

dealing with place of residence on

certain birthdays
when (1) the

student wrote in a start or territory but

did not shade the oval or (2) the student
wrote in a response which was

not a state or territory (e.g., Portland).

As mentioned in the Exercise Administrator
AdminiStrative InStructit

"Before
dismiss4ing afttudent from sow session,

check the Background Questions
4

for the student."
Finally, please

remember that you are responsible for

lk
Checking your EAs' completed work.

D. Explaining Incomplete
Packages

.

Relilew with the EAs
Section 3.S of Chapter III

and*streas the importance

tie
of explaining ungsual situations

in full on the cover page of anv package a

:4
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student fails to complete. If the EA does not know the reason for

noncompletion, the entry on the cover page should be "Raison Unknown".

Stress also that when EAs are.writing on the cover page they are not to

,write in the blocks and ovals on
the cover of the pige or in the left

margin.

E. Coding

The coding instructions
for the cover page of the packages are given

in eer IV of this manual and in the Administrative Instructions Manual.

The instructions on coding the cover page should stress that extreme

care must be taken in coding the information on the cover page from the

proper line of the Administration Schedule. The I.D. Number-is used to

match the packages with the correct line on'ibirAdminIstration Schedule.

You must enter on the
Administration Schedules the PSU and school numbers

to be entered 'in Column 8. Both numbers'are specified on, the Packite

Asaign:entForm.
Schools selleted for 9-year-old assessment are numbered

olist schools selected for 13-year-old assessment are numberediallElt

schools selected for 17-year-old assessment are numberedallaa 4.4chbol

selected for more than one age class assessment will have different school

=berg for each age class. Be sure the number you enter on the Administration

Schedules is taken from the
Package Assignment Form for the age class being

a

assessed)

Carefully review the first
packages completed by the EAs to see that

k the coding is properly done and that the shaded ovals are dark enough to

be machine scored.
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XIV. ADMINISTRATIVE PROCEDURES -.DISTRICT SUPERVISOR

A. Introduction

This section of the District Supervisor's Manual was prepared to provide

each District Supervisor with detailed information on travel policies and ex-

penses and to outline specifically certain administrative tasks which will be

.
the continuing responsibilities of each Disttict Supervisor. If you encounter

problems relating to scheduling and fiscal operations for which no solution is

offered in this chapter of the manual, call your Regional Supervisor for guidance. it

S. Assessment Administrative Reports

I. Time Reports

Same you are handling supervisory responsibilities and are in a cer-

tain income bracket, you are not subject to general wage and hour laws. However,

.

you must account for each working day in order to provide the central office

with a record of your time so that an allocation of your labor may be made to

the proper accounts.

Tour working month, for accounting purposed, will by computed in hours

by multiplying each non - holiday weekday by eight hours. Many days you may have

to work in excess of eight hours, but you Have to account for only eight hours

since overtime rates are not involved.
Thus, each working day you will record

on a Research Triangle Institute Tine Report the number of hours (beta on

eight -hourApoikdays) that you 'worked 04 the project and the number of hours

which are to be charged to vacation, sick leave, or other activities (emergen-

cy leave due to death in immediate fsmily,..etc.). From time to time you may be

asked to work on 'tome phaie of NAEP other than the regular assessment. In each

of these instances you will be provided with the proper project number. It rill

1 -9
-a
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be your responsibility
to, indicate how you spent each workday, based on eightu

hot s; working days. -An example of a properly completed RTI Time Reppft is shown

on the next page.

Time reports will be sent to you before the beginning of the periods
1

they cover. The dates to be accounted for will always be entered ot RTI. You

should complete the properly:41qm them, and send them to RTI at the end of

each period.

RTI will nail your payroll
check the last working day of each month to

A
your home address or to your bank for deposit. If you prefer the latter arrange-

ment, you most provide RTI with any special mailing or handling instructions,

including bank deposit slips if required.

2. Weekly Status Report

Tice District Supervisor Weekly Sta s Report is designed to provide

central staff with data necessa ry for p eports and with a ilimmary of

problems encountered (if any). A Weekly -stun Report is tebeimalled to RTI

each week you work. Should you work in two ormore PSUs during a week (as of-

ten Okcurs in an SMSA area) yoU'aust
submit a ups:Ate report for each PSU in

which you work. Following are instructions for completing this report.: ax-
e 1

ample of s propscly completed report is shown on page Xlv.T.

a. Heading
ti

Enter your name, ti date (beginning with the Sunday of the week

cove red by the report), the PSU number, and he lige class(es) in the space

prbvided.

1

b. Part A

(1) Column 1 - Date - Enter the date for each day during which

you drew samples or you or your EAs administered tray packages.

During Aoe Class 1 assessment, you will also select student samples in AgeClass 3 schools.

"N.

1

J
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(2) Column 2 - School - This column refers only to packets ad-
.

'ministration. Enter the school numbei(s) in which you or

your EAs administered packages. Only ota school number is

to be entered per line.

(3) Column 3 - DS Administration} - }pter the tots! nuaber of

package administrations you completed on the date indicated.

Column 4 - EA Administrstions - Enter the total number of

package administrations your EA(s) completed pn th2'date

.
indicated.

(5) Column 5 - Total Administrations - Enter the sum of DS

and EA administrations on, the date indicated.

(4)

(6) Column 6 - Samples Drava StboolNumber(s)(-.Enter in this

section de school numbers of each school in which% sample

is drawn on the date indicated. More than one school num-

ber may be entered on the sane line.

(7) Enter the sum of the entries of Columns 3, 44, and S in the

.4

TOTAL section located at thb bottom of each column.

'c. Administrations

Entries are to be made in this section only after all York for

the week has been completed.

(1) Assigned to P - Enter she tottl number of sessions assigned

to the PSU on the Package Assignment Forms Lot the PSU.

This number will be the same on all Weekly Status Repots

for one PSU.

so

(2) Makeups or Follovups Required - Auer
r
the total number of

makeup or follow.* ...slots previously conducted and those
,fro

to be conducted in the PSU.

(3) Total Administrations - Enter the sum of tho above two numbers.

.

r
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(4) Completed to Date - Enter the total of all administrations

completed in the PSU by the last date covered by the report.

(5) Lost to date - Enter the total number of all administrations

lost In the PSI, by the last date covered by the report. Lost

administrations =Sat also be explained in Part B.

(6) To Be Completed - Add the number entered in the Completed

to Date column to the number entered in the Lost to Date

column. That sum should be subtracted from the Total Ad-

ministrations column andthe remainder entered )10the To

Be Completed column.

d. Hardshells Shipped

For completed work in I PSU, enter the date and number of hard-
.

shells shipped to NEC: for work not completed in the sane PSU, enter the number

to be shipped. When aPpropriatt, enter "0": ."1"mite

e. Part B

In this section you must provide a record by PSU number and school

number of any school refusals, school restri ctions, changes in assessment sched-

ule, or lost administrations. If refusals or changes in the assessment schedule

occur, call RTI immediately. School restrictions include instances where:

Cl) A school or school system does not allow the administration

of one or more exercises. (In vph instances, identify the

exercise bx exercise number and package number and give the

reason for the restriction.)

(2) A school or school system does not allow the adminkstrat ion

of one or more Background Questions., (In such instances,

identify the questions involved by number and if possible,

give the reason why they were notealloved.)

I
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(3) A School requires that a parental letter be sent before or

after assessment. (In such instances, send RT1 a copy of

the letter when a copy is available and, in Part B, indi-

sate if it was an information or written-permission letter
10/

and if it was sent to parents of all eligibles or just to

sample students.)

"Changes in assessment schedule" are define4 as instances when

/I
You are not able to hold intr\ductory meetings as scheduled or when you.are;un-

.

able to finish assessment in an entire PSU as scheduled. In either case, give

in Part B the reason(s) for postponement and the date you expect to complete the
1

resEheduled task and call your Regional Supervisor.

There may be times when an.assigged package administration can-
.

hot be completed. Usually this will nesult when a 4c1r,.1 does ngt have Any

eligibles in the age class being assessed. When this occurs the. assigned pack-

.
age administratiot is defines as a lost 'administration and,you shopld explain

the 'situation* fully in Fart B. frIls importarii that you account for X12 ad-
.

ministrations assigned Ito the PSU. If an administration is lost7-1T-Is to be

entered in the proper spaoe in Part A and a 'detailed explanation must be entered

in* Part B. 0 ' ( ...

.

.

. 4houl&you arrive at a s4s chool and find "no eligiblesoxplain
.

P

as fully as possib in Part B. Give the package number(g) assigned to the

.

scbool and the n 'of students 4ssigneA to take the package, as determined

4\
ori chi gackage Assanmdbt Form.

BE SURETO IDENT1c) YOCR ENTRIES IN PART B BY PSU bblIBER AND

SCHOOL NU)3ER(S).

If additional'ipace is required for explanation, use a separate

sheet and identify each entry by PSU andlchool numbers. Also enter your name

Y "7/1AL f
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40.

and the date on the sheet and attach to the Weekly Status Report.

, *

f. Part C 1

This section prdvides RTI with a4ecord of activities or problems *

which are pertinent to the week's work. It is not neces ry to, report items

shown in Part -B unless further4xplanation of an activity or problem is needed

for clarity. All telephone and correspondence contacts which are made in Dectm-

ber, January and February wi principals involved in the 9-year.old and 17 year-

n.

old assessments are sq. be n ted in Part C. If the space in this section of the

statuitreport is inadequate to explain the activities or problems,.use a separate

sheet. (Be sure to identify each entry on the attached sheet by PSU number and

school number; enter ydur name and date and attach to Weekly Stat6s)Report.)

g. Disposition

A* The Distri ct Supervisor's Weekly.Status Report is panted on

paper which provides an original and two copies. Mail'the white and yellow

copies to RTI and keep the pink copy for your records. The weekly Status Reports

r
must be mailed by Saturday night of each week. Your Regional Supervisor will

. / s -

use this report to assist you with any problems which occur. Remember that it

Ab.
is important .

to the success of the study for project management to be totally
..,

informed of piobrems you encounter ids the field. Therefore, use this report

. .

to note all problems of any importance. -

C. Administrative Procedures Involving E Lise Administ*etors

1. Tema of:Emp/oyment

Exercise Administrators must c early understand that they are employees

of rove r ce Inc. Listed below are t four main ice= that you are to discuss

with each EA before the EA begins work:

L

S

S

6
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4 y a. Powerforce Company is the EA's employer.

cK

111.

,

4

V/ ra

b. EA* will report hours worked and expenses to RTI which will,

in turn, submit them to Powerforce for payment:"

. -

c. The information the,EA obtains through engage:ient as an Exercise

Administrator is to be kept confidential and is not to be

divulged other than to authorized RTI. employees.

d. You'cannot promise a particular number ok,work:hours to an EA.
. _

You must compute each EA's hourly rate at the time of selection.

To make thitocomputation you must first determine the current daily rate for

/substi..61tut(tNhers in the school systes) in the PSU(s) iewhich they,will
. .

be assigned. You then divide this rate by :Leven (7) and round-your result up
JP

tz....the n *rein ten cents. HOWEVER, 'THE MAXIMUM RATE FOR EAs IN YEAR 11 ISS5).50
- . r

'1, _k

I , . i3 OUR AinLyas MINIUM RATE IS $2.90 PER fielei If more than one school 'fe-

1

1.,

-..- ft tem is involved and each pays substitute teachers at a different rate, use the
.6

111 9404.

. :

,highest rate./
4

. In Year II EAs will be compensated.for time ;PLot in asessmint duties

4

and fos time spent beyond one-half hour normal driving time either'in getting

to oar returning fro4 worktheir wo site within a PSU. This compensation is not

dezailelein the EA Manual; you should make yourlelf aware of driving times be-
"..-

I

* ''.

yend one-half hour and inform thOpecific EAR -this especial rule. Such time
.

the FA's Rally Pre-

1

shoulli be entered in the "TrAvel Between Schoelit colgof
416.

duttion, Time,. end Expense Report descr below..

If you and yetOtional Sop or decided it is
.

-t

a 1

I

4

1,

0101.

9

6 I.
-

o p..%

lisable-to use

I
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aparticular EA in more than one PSU, the EA will generally be enmpensated for

tines pent beyond one-half hbur normal
driving'time to or from the work site.

This compensation, either
within a PSU or between PSUs, will apply if the EA

*9:2111"An
"
ea

J1 t

ad

1

1
.40 .
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. tk
.

drives a personal car or rides with you,

Compensation for travel hours under these guidelines should elp you

recruit EAs in situations involving abnormal travel time; Aoweveryou mint die-

.

cuss/ with your
Regional 9hpervisor the cost

implications before you decide to

. use an EA in mire than one PSU.

2. EA Numbers.

As you select EAs it Will be your responsibility to assign each of

tht4a0 Eknumper. Each EA nunbef you assigi o-iutt be S unique tw igit number.

* 4s0 .
Start with the number "01" and assign. EAnumb4s in sesuenee; e.g., "02", "03/

. ",SO ". Reserve "99" for yourself for use when you administer packages;

numbers 51-98 are reserved
for other staff members. Onthe Record of Exercise

Administrator Numbers enter
the number you assign to each EA you select, plus

the LA's name, address and telephone number. Enter the racial code* of all

individuals you select in the appropriate space and the number of the PSU(s) in

which they are to work. Use as many sheets of this form as, essary. Thip

record is to b-e retilted,by yvu and mailed
he_assessment of

the three age classes is completed. Prior to mailing this form to RtI, uselrte
.

.

4%
.

rating scale printed an the form to evaluate the
perfprnanc% of eaih EA used

A

for esseesnentp
An example of this form le shown on the uxt page.

410.

At the tine you assign a number to an EA, write the number on the
('

front of the
(
EA's manual. Make sure the EA knows that this number is to be

(..

'used when coding packages.
.1

* This information is being gathered for research involving administrator bias.

.

Avr

tel
. 1

.
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3. EArs Daily Production; Tice, and Expense Record

At the tine you select an EA, have the EA complete a W:4 IRS form.

Provide the EA with a copy 6f the Exercise Administrator's
Daily Production,

4.

Time, and Expense Record and give instructions on how to properly record pro-

duction, time: and expenses.* (See Chapt1r V.) Tou'ire to enter in the box

in the,upper left-hand corner the PSU number, age class, EA number, and rate.
of compensation. You are also to enter the project number in the appropriate

epace in SiAmmary'of Daily Record. If an

BA's Daily'PrOlitmoneTime, and Expense

The record should be submitted

assigngent It will then

totals shown on the Reno for secure

the Record on the appropria e "ApprOv

EA works in more than one PSU, separate

Recordvnust be prepared and submitted.

to you upon completion of the BA's

ponsibili.ty to chgck tie daily entries and

of re arils 'and to a rove it b- si I

y." line. Before approving the Record,

check for overtime., Multip y all hours in excess of 8 a dayby one-half the

daily rate and enter onthe line below ."Total Hours". Correct the total amount'

due. Overtime for EAs should be kept to a..miniaun.. 'Separate the sheets, give

the EA the goldenrod copy, and submit the white and yellow conies to RTI.

Keep the pink copy for your records. BA's Daily Production, Time,

and. Expense Record directly_
to_RILst_tb,e completiotv-ctf-worit-in-a-PSUi

Each form must Wit the BA's name:nailing
address, telephone number, and

d Social Security Number entered at <the top of-the page. Ey approving each BA's

\

Daily Production, Time, and Expense Record you are indicating to RIZ that

all charges are reasonable and, in your opinion, correct. Check to see if '

manual study time is included afi that it does not exceed the authorized

maximum of one hour.

Always make sure each EA knows' when to expect payments. Inform your

A EAs will be reimbursed for all mileage in excess, of ten miles per day atthe rate of $.17 per mile.

f.

...*.....,.. w .,..r.s. ww.,.,.....,,,A...,..., x*,.....
5 '

C
.

\ it
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1

EAs that they can expect pa nt within approximately two weeks from the date.

that the Record is,reeeived at R

Tratel

1. Pro er Schedul

,It will be your responsibility to make travel arrangements to allow.

4 ."`

you to(keep your appokatments as scheduled with school officials and with Exer -

eisa Administrators participating in the assessment program. When traveling

by auto, you should leave early enough to give yourself extra tine to meet your

appointments properly in case you are slowed down by unexpected car trouble, bad
1 a.

weather, or heavy traffic. If your destination is sore than two hours away and

yon have an'early'morning appOiAtment, it is probably advisable to arrrie in the

are* the night prior to your scteduled meeting.

Another aspect of proper scheduling is being able to reach the site

of each of yo ur appointments in a direct manner without delay. On your first

visit to any city of size, obain (purchase, if necessary) a map of the areato

V
assist you in locating the points in the city you will be visitine.4.

In the course of a year, you say encounter unforeseen problems that

nay cause
.0

you to be late for an appointment.
OP

As soon as it evident )bu can-

not meet an appointment on tine, call ahead to ilform ill parties you are meeting

.

that you are delayd and to schedule.anotheemee;ing late1 in the day or week.

Yav will soon realize that the entire National Assessment project is based on

a very tight schedule and that you must make every working day a productive one.

Thus, proper scheduling of your traiel.is a.necessity.

2. Reservations
4

S easoned travelers make,reservations for lodging, atr trjnsportatioa,

and car rentals well in advance of the scheduled dates of their trips. It will

O

fro
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be your responsibility to make reservations to insure avjilability of lodging

and/or transportation. Halting such reservations not bnly is a device to help you
,

meet your appointments promptly. but it will also eliminate the personal incon-

venience of having to search for lodginf'upon your arrival in a city or, if travel-

ing by air, the inconvenience of long waits in air terminals and the extri cost

of having to sake longer, less - direct flights.

.Sono District Supervisors may not be using air transportation except to___

attend training sessions. If you do travel by air, however, ;always call for re-

servations As soon as you know the date(s).you will be traveling. ,..Makesure you

know the deadline for picking up your tickets. If you do not haw; L credit card

accepted by the airlines, many airlines viii Lake a personal Check for the amount

of the'fare,iroviding you have proper identification.. ALL AIR T4VEL MUST HAYS

PRIORVERBAL APPROVAL OF YOUR REGIONAL SUPERVISOR.

Most chain. or franchise hotels and- motels will make free feservations

for you with affiliates in other cities. Holiday Inns of America probably has

a franchise in more cities than aillotherpanchising organization. Other chains

or franchise operations offering free reservation service include Sheraton, Qual-

ity Courts, Howard Johnson's, Ramada Inns, etc. Some notes and hotels honor the

credi- t card of a m:i3C-f-dil-aitplarsi-mE11---air-r-t., sc-s-nat-ittrtItit-es

. ..r
. - ...

as Carte Blanche, American Express; etc. (Using credit cards. reduces the amount
a .

.

of cash you need to carry when traveling.) You should plan to stay in a

however Y

con-

Portablefortable motel You should also be concerned with the cost involved. Do

not plan to stay in luxury motels or hotels.

3. Itineraries

,District Supt.-RA.5°r, are part of a national field staff. Iimple-

menting the National Assessment project properly necessitates frequent com.

drelti%tion.from the centre staff to the istrict Supervisorsi often this

41

I

ar,

111.4%
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communication must cake place quickly while the District Supervisor is away from

home. Therefore, it is very important that District Supervisors keep the central

staff fully inf reed of their business

)

itineraries.

Distr ct Supervisors must prep e, on a weekly basis, an itinerary

report of their planned travels and activities. This report, which should be

completed for a Sunday-through-Saturday week, is printed on NCR paper. Mali'

the white copy of each itinerary report you prepare to RTI; you are to keep

the yellow copy for your records.

Vhether you are working a PSU out of your hone or a hotel/motel, you

A
emir prepate and submit as itinerary-report for each'week in order to inform

the tentra( staff where you can be reached in the lace afternoons hand e venings.

If you must alter your schedule, call kende Porter at RTI (1-800-334-851) and

report any changes to her. (Also send a revised itinerary to RTI.)

An exa=ple of a properly completed itinerary report is shown on the

--

next page. An itinerary report must be prepared for each vrirk-rrid be whits

copy must be at RTI 10 days prior to the beginning of the.veek the report covers.

To insure this, you should mail the report at least three weeks in advance of,.

the week covered by the report.
If you will be staying at home an entire week.

-.---_id-ZPcoletetheheadinR!fatYMnitinerarort,ch4ckthea;TroPriatebox.,____

sign arts date it, and nail the white copy in time to reach RTI 10 days prior to

the week covered by the report.
, t

Another responsibility in this general area is to provide your Regional

Supervisor with'your current hone telephone number an4 mailing address (also

11.

tIO
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residence
address if it differs from your mailing address). Report anticipated

addreVand telephone
number changes

to him as soon as you'knov what the changes

.

will be and when they
will become effective.

It is imperative
that your Regional.

4, Supervisor he
able to contact you

quickly whether
you are

at hone or on the

msg.

or 'It also is imperative
that your Exercise Administrators

be able to

. 04
ti-

contact you
during the

iaterim from
;he time yo

select them
Qirough the assess-

meat reek(s) in which they are
scheduled to part cipate.

Always =ski sure when

' iliu select
then tha t they enter your

name. home t 'phone number.
sad-address

in the proper
spaces on page 1-6 of the Exercise l4pinistrator

Manual. Give

ti

them instructions
to call you, COLLECT, at your if they encounter

problems ,

which may keep then from
assisti4jou)during asses

t. If you will be travel-

ing most of the week and there
is no one at your home o forward calls

to you

you should insintr-your
EAs to call RTI. Encourage 'them to write atout lesser

911

problems.

E. Travel Expenses

1.
Travel Advances

4

A travel advaUW-iiiiiiRrelmr-rroir-

t'S ervisor prior
to beginning

work.
This is a standing

advance to cover
expenses in lved in attending the

training sesion.
subsistence expenses

and auto expenses
r the first few weeks

of ork in APil.c district.
oThfs allows

turn-around Am* for ekly expense re-

,

ports to reach the central
office and for expense

checks to be tat ;o you.

. . You will be
allowed to keep this standing

advance for the
duration of the 18-

sessment year unless experience
ildi4tes an

adjustment is in order.
If you

find this
advance is not

sufficient to
cover your normal travel

expenses or tg

you need more
traverfuads on a short -tern

b;ais, you will
have to nakeauCh

a
4

a

4a
are

° 4
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requestpthrough your Regional-Supervisor.

.
Keep in mind tliat the travel

advance is in effect a
loan and will have

to A repay at the time yqnr
employment is terminated

or if you are alsigned

to the central
office. 'The Accounting

Department.at RTI may send you periodic

re quests to Sonfirm the
outstanding balance of advances. You shOuld be able to

vs

account for thl entire Mount of your standing
advance at all tines.

2. transportation Expenses

a Use of Your Auto

You willfba
compensated S.17 for each business-connected

mile

that you-drive in your owe auto. You, in turn, will iae responsible for all

auto depreciation,
maintenancerand.optional expenses

incurred by you malt re-
.

.

sult of business travel by person*l'auto. You wili be, financially responsible

for maintaining
all auto insurance

coverage as required by the state in which

you are resid ing.

*

. There are two incidental expenses for itich youltilli be compen-

,

saeg)ver-and-above'the regular
mileage

paymeni---parking and tolls. Parking

fees will be
reimbursed to you in full providing

freel,arkiiig is not available

1S the genefal area of t a addrehses you are visiting on business. Bridge,

tunnel, and parkway tolls are reimignrlable-4.tens_pxgviding
they are in-

travel. You will have To explain miscellan-

ab

curred in the course of bdsidess

eous items which exceed
sloe.: ^Therefore, you should obtain receiptefor tolls

.and daily parking
fees exceeding

S1.00 as these e'reonsidered miscellaneous

expense Ickes.

h. Air Travel

4s prev4ous
stated, air travel

for;pome of you will be used

only when assendidt
training sessions, but if

',daffodil air travel is,detsed

necessary, you must have
verbal approval of your Regional Supervisor

prior to

a

1C-vr..3
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=axing the trip. It viii be your responsibility to make your air transportation

.
.iptervations, ApktyAVE YOUR. AIRLINE TICKET PASSENGER COUPONS (the last page

in each ticket book) and receipts for any excess baggage Charges, AND ATTACH

THEM.20 THE EXPENSE REPORT IN WHICH THESE EXPENSES ARE REPORTED.

c. Older Modes of Transportation

(1) Auto, Rental

If you travel by air to points in your district, you will
I

I

. .

. ' probably need to rent an auto for ground transportation. Also, in, the event

your auto requires repair and you need auto
transportation to perform your duties,

it is permissible to rent an auto if you obtain approval in advance from your

413

4

t

1r a,

. -

Regional Supervisor. It- is-your responsibility to tZiAtalit an auto in god

working order, ind you should use rental autos as A abstitute for your personil

car only in emergency
situations and with the approval of your Regional Supervisor.

Rental fees are generally
based on the number of days rented

and the type of auto
rented, with a discount offered for rental periods of a

week or more gnd to holders of certain credit cards. ,If you are authorized to

rent anautb, RTI will issue you a Hertz 11 Club credit cardio When you make

your reservations,
themse of your Hertz fl%Club

number will guarantee you a ca

at your destination
point at thf rateIpproved fOr-R71 emp1oyees. Ani prOblels

encountered with this procedure should he reported tpyour gillonal Supervisor.

Mter you have returned the car to Hertz, ATTACH THE RE-

CEIPT TO THE EXPENSE REPORT IN WHICH YOU ARE REPORTING THE RENTAL EXPENSE.

I

( %
a



XIV -20
r
or

If the Mental lgreement dOes not provide for reimbursement of gasoline purchases,

also be sure to a ttach receipts foiithe lasokine you bought for use in the rent-
.

al vehicle and include this expense in your expense report.

0) Taxis and Other Public TranslioYtation

If you find it accessary to use taxis, buses. subways, or

other.forms of public OaosportatiOn in carrying out your assignment, you may

do so, providing the cost is less or equal to the cost of dEiving ydur own auto

(mileage; plus tolls, and parking). However, prior approval from your Regional

Supervisor isrequired if the cost of such transportation will exceed die cost

of dr ing your own auto.

--ftaserv"

ti

' *

3. Subsistence Expense

You will be reimbursed for all reasonablq outlays to ampercial ur

_ kAblishments for food and lodging when you are working away from hone. (Payments

ar by you to friends and relativtis for f4d and lodging are not reimbursable). the

policy for paiaht\of meals and comments ongubsistence limits and the need for

lodging receipts are covered in Section E.5 of t his chapter.

4. Telephone Expenses

.
when possible. all long distance calls to RTI are to be dialed toll-

,

free at 1-800-334-8571 between 8:15 a.m. and 5:006p.m, Eastern Time. If you

need assistance after 5400 p.m., or on a weekend, Call one pipe persons listed

beloy. Place these calls on a direct-dial basis.

Regional Supervisor

t Kirk Pate (919) 851-7674

Allen Duffer (919) 781-7927

Administrative Coordinator

Dickuss

During the-year each pf_you_Kill make numerous telephone calls involving long

distance tolls or local charges to RTI, to schoo Uicials, andto your Exercise

1
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Administrators.' The cost of all these business-connected long distance and

.local calls should be paid by you. Yod will be reimbursed for these calls after

reporting them on your expense report. It is mandatory that you obtain and'use

a,telephone credit card for making these business-related calls. Donot have

your long distance calls charged to your hotel or motel bill. Sipce mostaiotels
,

) and hotels affix a surcharge to each long distance call.made through the hotel

operator, the use of a credit card can result in aubstintial savings on these

calls. The separate statement which your telephone company issues monthly for

you credit card calls can be submitted with your expense report for reimburse-
_

mint.

Most RT1 business-related telephone communication for District Su'per -

visors will be with the central staff; however, it Is possible that an occasional

business-related telephone conversation between specific District Supervisors is

necessary. Because of cost implications, telephone cads between District Super-

visors are allowable as business expenses only if they have priot approval by the

Regional Supervisor as a necessary business-related conversation. -The cost of

Acasfonar lOng distance telephone calls to your home is an allowable expense;

however, such calls should not be excessive in either tine of frequency. .

Do mot-hetivett7to---make-meeveary loam- distance-calla on twines's-

:mattecei but, on the other hand, be judicious in the length of time you talk.

Rimemger that long distance toll charges are based on a set schedule for the

first three ninVtes of your conversation, with an additional charge for each

minute (or fraction thereof) that your conversation exceeds three minutes.

5. Expense Report

a. General

Each District Suqrvisor is to keep a record of all business-

related expenses for which he expects reimbursement under RTI policies covering

4

.4
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travel expenses summarized in the preceding sections. All such expenses are

to be submitted promptly on a,weekly basis (Sunday through Saturday) on a Die-
A

trict,SupArvisor's Expenie Report. Entries are to be made on ;his report on

a daily basis to insure accurate repoiting of all business ex nseriIluding
.

those expenses of Di,strict Supervisors who are working at home and are not in-

.

curring subsisaue expenses. An example of a properly completed District

Supervisor's Expense Report is shown 6n the next page.

b. HeadinK

Enter the appropriate date, project number and your I.D. Number

In the spaces provided.

C. Itinerary

To document your travel expenses and to satisfy he requirements

of RTI's Atcounting Department, you must enter on a separate line for each day

(in the proper column) thl date of each day yogi work, the place from which you

began your working.day, and the place you visited (or it which you ended the

day if you did not return to your starting point)...

d. Personal Auto

Enter in this column/ on a daily basis, your mileage and tha

4
charge for traveling you did in your auto. Mileage charges ate toAbe computed

at the rate of $.17 per mile that you drive your auto on business. Alwayitei

sure you record your odometer reading when you start out In your auto, each

working dry..412,a; the end of the day you will be able to.determine the exact

number of miles you have di ten. There is no need to submit odometer readings
0

with your report to document your mileage expenRks.

1.
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Car rental charges are,to be entered at the bottom of the Personal

Auto coIumin the block designated total charges. for rental autos and must be

supported by a receipt attached to the report in which the charges are ,pre-
,g.

sented.

you are

Of.
Airline

Airline tickets and, excess baggage fee s which are paid fo; by

to be entered in this column and,the coupon or receipt attached to the

. o

report in which such charges are presented. If you purchase tickets or pay

../ ' /
baggage fees witP an RTI issued Ai /Travel Card, indicate the costs of the

tickets in the Air rare Charged.to RTI section. Such charges must be accompanied

by receipts and are .

. .

g. Wang.

LODGING EXPENSES ARE TO BE SUPPORTED BY A RECEIPT WHICH HilST BE

ATTACHED TO THE REPORT IN WHICH THE CHARGES ARE
%
PRESENfED. You will find that

motel and hotel rates vary both geographically and seasonally. RTI policy is .

to allow is traxpling employee* to stay in first-class commercial hotels, and

motels. D41 not stay in luxury or resort hotels.

If you charge your hotel or motel bill

you attach the Actual bill as proof of payment rather

on a credit card, be sure

than the tissue that you

receive as a charge-card receipt. If you are married,there may

when your spouse will accompany you on a

practice, but RTI will not reimburse you

Husiness trip. This is

subsistence (orfor any

be occasions

a permissible

extra travel)

expenses incurred b) your spouseon such trips. If your spouse is accompanying

you, have the hotel or motel' indicate on your bill the rate for a tingle room .

(one person) and get a special receipt for your lodging based on that rate. In

such instances, both the regular bill and the special receipt must accompany your

.

W6
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Business calls
charged to yo

home or telephone
credit card .*

c
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*

expense report
asproof of payment.

I.

1

" ,h. Meals

Meal expenses
kre

reimbursable in
,only two instances;

when'you

are
traveling overnight

or when you are working out of your
home and your work

A

causes you to be 50 miles
or sore from hone

during the
evening meal.

In the

latter instance,
the cost

of the evening
teal only is reimbursable.

Nomreceipts

are required to support
meal expenses.

Gratuities for food
service are to be

incluckd in the
amount you

report for meals.
Your meal expenses

mustbe rea-

sonable to
the area in which you are working and

cannot in any instance exceed

$20.00 per day. If meal and gratuity
expenses

total less
thin $20.00

during a

day, you are
to report

the exact amount.

i. Telephone
d Tele re h.

p

phode credit cards.

tated, District
Supervisors are

to obtain tele-

ephone tolls
for your business

calls must be paid

by you and then
reported on

your expense
report.

Charges for
local calls

from coin
boxes or your motel

are to be entered
In the Telephone-Telegraph

column and
need not be 'explAined

unless thy
total more

than $1.00 in a day;

e.g.. "Telephone
expense of $1.20

on'Marh 15 represents
six local calls

made
frOm motel to school officialppip,the

city".

Occasionally;
you may need to send a telegram to communicate

with your Regional
Supervisom, a school

official, or
even an Exercise Admin-

istrator.
All telegrams

are to be, prepared
by you and the expense recovered

through your
next expense report.

should be
totaled and

entered at the bottom
pf lbe telephode7telegraph

column'

V

in the block designated
Some Telephone

Bill. You need hot explain
these calls

. #
.

,
..*

S
-

individuallyebut
yOu must

attached the
listing of toe}, calls

(which accompanies

, . t

.

,

.

.

: 104%
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k'

your bill) and circle all calls on the listing for which you expect to be re-
..

imbursed*. Always be sure the total amount you report for toll calls includes

the tax op them. Such costs should be entered only once a month.

. Miscellaneous

In the colt= reserved for miscellaneous expenses, you are to

enter aLl business expenses hot reported in the four preceding categorieg e
(fares or mileage, meals, lodging, and telephone-telegraph). Common miscellan-

SOUS *
6

penses include bus freight bills, parking feest.porter and Skycap tips,

tolls, postage, And purchase of incidental suppliei.

1.\
k. Explanation of Costs

Telephone-telegraph and miscellaneous expenses exceeding $1.00

must be explained in the Explanation of Costa section and shotadlbe accompanied

by a receipt whenever possible. ANY SIEASLE CHARGE MUST BE SUPPORTEDBY AN

ACCOMPANYING- RECEIPT.

14 Routing of Expense Reports

Total your District Supervisor's Expekse Report by Saturday of

' each week, sin it enter the number of the PSU(s) in which you were working

and mail the ite and yellow copies to RTI. The pink copy is to be retailed

by you for you records. ALWAYS PRINT IN THE LOWER LEFT CORNER OF EACH EXPENSE'

REPORT THE ADD SS TO WHICH YOU WANT THAT PARTICULAR EXPENSE CHECK-MAILED. This

information is n eded in order for those persons typing and mailing expense

checks in the RTI Accounting Department to avoid looking up your address each

time they mail you an expenpe check.

a
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F. SUMARY.OFAMINISTRATIVE FORMS USED BY DISTRICT SUPERVISFS

a,

ITEM PURPOSE . MAIL TO WHEN.

RTI Tice Report
4

-

To report periodic al-
location of time spent
on project and other
activities

RTI

-

At end of lett working
day of eachwperiod' .

,

District Supervi-
sor's Expense

Report

1 /

To report weekly travel
expenses

riginal to RTI;
ellow copy re-

tainea by DS

Sy Saturday of each
week. %.

-

.

DistricOupervi-
sor's Itinerary

Report

To provide project
management with ad-
vance notice of each
DS's travel schedule

Original to RTI;,' 1

yellow copy re-
tained by DS '

,

In time to be received

10 days prior to week
covered, One must be
submitted for each
week

DS's Weekly Status A. To provide a sus-

Repirt sultry of the amount

of work &Weed,
compleled, and re-
seining in a PSU

Br To report school

1 refusals or re-
strictions, changes
in your assessment

4
. scheddIe, lost.ad-

ministrations and/or

'1 no eligibles

White and yellow
copies to RTI: pink
copy retained by DS

.

Sy Saturday of each
week

'M
'Is

.
.,

LA's Daily Produc.., To report LA's hours

tion, Time, and worked and trivel

Expense Record and expenses

Invoice

White and yellow
copies to RTI,
goldenrod to LA;

pink copy retained
by DS .

At the completion of
the work in a PSU

' Record of LA Num- To record LA numbers

hers assigned and to pro-

4 avide.rscord of EA

' names, addresses, And
telephone liumbers

RTI Upon completion bf Age
Class 3 a sssss sent'

A

I

5,
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Education Commission of the States
300 LINCOLN...TOWER IMO LINCOLN SIREEls

0031 **35200 oftivER. COLORADO $0203

June 8, 11979

INITIAL LETTER TO CHIEF STATE SCHOOL OFFICERS
OF STATES SELECTED FOR NAFP

A
.

The 1979-80 school term will initiate National Assessment's eleventh year

of collecting student achievement data. During the past decade, the proj-

ect has colle9ted and repotted achievement data in ten learning.areas. A-

riety of individuals and organizations have put the NationallIssessment

data and methodology to use. At least 36 states have consulted with us

.and hal. used materials and techniques field-tested by National Assessment

in theiA
/

own assessment efforts. Local and district administrators are

incorporing the project's items and methods in their own evaluatiori pro-
4 grams. The Office of Education and the National Institute of Education

incorporate our findings in various reports to'legislative committees,

governmental agencies and others i'equetting such information. Lie look

corward to continuing to provide information and services to various colt-

stituencies and to collecting and reporting national achievement data on

what our young people actually knot,' and can do.

The 1979-80 assessment effort includes a national probability sample of

some 1,800 schools selected from a lst of all public And private schools

in the United States. Approximately 100,000 students will be involved in

the assessment. Performance on selected'items in readingiliteriture will

be assessed at the.9-, 13- and 17-year-old age levels. In addition, a

rEigliC3 sample of out-of-scho911 17-year-olds will be assessed during the summer of

1980.
.

.

..
,

.r

.
\

A list of the sample school districts, within your state will be maildd to

your off -ice on June V, 1979. The first contact from National'Assessmtpnt

with district superintendents will be shortly after July 16, 1979. Ag4in,

3' rwould 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 nationalo-sample. ,Your assistance in encouraging schools to ,

participate is important to the,continuing'succesS of the project.

\,

ti
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J

g



June 8, 1979
Page -2-

Our files- indicate that
has been designated as the

. National Assessment contact person by your offibe. A copy of this letter

and the list of school distriets.wilkbe forwarded to him.

If you desire the list to be mailed to a different person,at you have any

questions,, please contact:
0

Dunlap Scott, Director

4 Department of Field Operations
National Assessment of Eduational 4bgress

1860 ;.incoln Street, 'Suite 7100

Denver, Colorado' 80295
-(303) 861-4917, extension 235

Again, thank you for your continued support and efforts on behalf of

National Assessment.

Sincerely,

Warren G. Hill
Executive Director
Education Commission of the States

cc:,Aoy H. Forbes, Director,'NAEP

Dunlap Scott, Director, Field Operations

S

01.

2Gj.
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NATIONAL ASSESSMENT'FACT SHEET

) 1979-80 SCHOOL YEAR ,

.
I. What are the purnoses of the National Assessment of Educational Progress?

The.pritnaripurposes of National Assessment are to proviuelniormation on the

educational achievement of young Americans and to measure, and report c es

In their achievement so that problem areas can be identified, priorities n be

established and progress over time can be determined. Other purposes dude

providing consultation and resource materials for states, local districts and schools

!lase in developing their own assessment programs..
1.

11.. What will be assessed in 1979-SO?
Specifically, performance De assessed on selected items in Reading/Literature

at the 9-, 13- and 17-year-old age levels; in addition an assessment of out-of:school

17-year-oIds will be conducted chiring the summer of 1980. This will be the first

intetrated assessment of reading and literature. It will also include d third assess-

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. ,
ti

III. What items will be used to assess achievement?,
Unlike standardized achievement tests, rational Assessment items are content or

objeetive-referenc,ed. On standardized 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 eke emphasis

on the performance of groups of people, not on the performance of individuals. In

fact, no one respondent takes all of the exercises or items used to assess a learning

area. Booklets containing different items are given to probability samples of students

in an age group. Then on an item-by-item basis, the-assessment estimates the per-

centage of the age group, for example 9-year-olds, that could answer the question

acceptably.

How many schools and students are involved?

The 1979-$0 assessment euort includes a national probability samp e of some 1, SOO

schools selected from a list of all public and private schools in the United States.

Approximately 100,000 students (9-, 13- and 17-year-olds) will be involved. How-

ever, only a few, schools within a given district are selected and only a random sample

of ,eligible students within individual schools is assessed. Students are assessed in_

groups 6f up to 25 in ntlinber. The assessment requires approximately one hour for

9-, 13- and 17-year-old students. Out-Vitschopl 17-year-olds will ue assessed'in'

their homes.

V. When will the assewssment occur?
Natibhally, the assessment of 13-yea olds will tate place during, the period of

October-December 1979, 9-year-old during January-February WO and 17-year-,-

olds during .11arch7Nlay 194. Tie tional Assessment District Supervisor.will

contact local superintendents by telephone between August t and 21, 197g.._19..arrango

meetings with the principals of schools and to schedule the local aisessment,

Po



VI. How and when will rpsitlts br. rrportcd?
Nationa! As.scssinciit reports do not describe results for individuals, schools,

or districts. Results 3 re reported in terms of the national prcentagds of groups

of respondents 10)6 a re able to answer a question acceptably or to perform a

spe&fie ttask. Results are reported for each age level by region of the country

(Northeast, 'Southeast, Centrpl, West), se; racial group, parental education and

Si2. e and type of community. Redults will tze .ayailable. in the summer of 1951:

Copies of the reports will be forwarded to superintendents and principals of par-

.ticipating schools at that time.

VII. How are national orz,nizations involved in National Assessment?

14ational professional organizations. are represented to tile ievelopmen: of the pssess-
..

went objectives and items and in the review and interpretation of results prior to

publication. For example, members of the National Council of Teachers of Er_glish,

24 the International Reading Association asIsisted in planning the fraalCwork of the

1979-S0,aSsesSment.

Prior to releasing results, otganizations representing administ p 6rs- -the National

Association of Secondary Sehbol Principals and the National Association of Elementary

School Piineipalsr -as well as those organizations representing teachers of the learn-,

ing areas assessed are briefed on major findings. Many of these organizations include

articles about the assessment results in their newsletters, journals and magazines.

The National Education Association regularly summarizes the assessment iestzits

the Reporter and the National Councilof Teachers of Mathematics hag featured d

series of articles from the mathematics assessment.

Further nuestions?
Q-uestions regarding, the assessment program may be directed to Dunlap Scott,

Director;-Field Operations, National Assessment of Educational Progress, 1560

Lincoln Street, Suite 700,Denver, CO S0295, (300) S61-4917.

The success of National Assessment Is dependent upon the cooperation of local schools

and districts. Your cooperation and the participation of your students are much ap-

preciated. tr

C
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June 22, 1979

.

ALLOWUP LETTER TO CHIEF STATE-SCHOOL OFFICERS
10-

I

$

'

'Dear:

The enclosed lists, referred to in Dr. Hill's letter of June'8, i979, iden-

tify the school districts within your state which have been selected for

participation in the 1979-80 National Assessment, program. Superintendents

of ,these districts will receive written notification of the s*hools selected

within' their districts soon after, July 16.

As stated in Dr. Hill's letter, it would be helpful to Natioal 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 recei g a copy

of the communication. Your initial contact with,superintendentirwill aid

our District Supervisorg as they elicit cooperation and prepare schedules

for assessment. f

.

Any questions prim informatiOn concerning National Assessment activities in

your state should be'forwarded to: 1 .

of

Sincdrely,

. Dunlap Scott, Jr., Director of Operations .

- .
National Assessment Project

4 Suite 7b0 Lincoln Tower
.

1860 Lincoln Street

)19inver, Colerado 80295

Dunlap Sbott, Jr.
Ne

Director of Operations

cc:

Encloliures

2O
a '

NATIONAL ASSESSMENT OF EDUCATIONAL' PROGRESS
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Education Commission of the States--.,. ,,
1300 LINCOLN TOWER IMO LINCOLN STREET

' -% 0 - i . (303) 092200 DENVER. COLORADO 03203
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. .
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.

July 16, 197 ..

. t. .
I

INITIAL LETTER TO SUPER/N ' -TENDENTS
O ,

it . .

. Dear:
4I.

% . ..
-',

.- , .
. .

. -

)For the past ten,yearsorthe National Assessment mof EdUcational Pr9gress, 16

has aurvezed the ,educatiOral achievement of 9-, 1? and.17-yeae-olds in
traditional learning areas and has reported its find4gs-to the nation.
In addition, the Assessment project is providing res4firch data, services
and resource Materials to a wide variety of state, local!and national
education. agencies! .

u #..

...,' 1, -

We are requesting the participation of\soMe df:the schootd
6

in your district

in the 4979-d80 National Assessment of reading and literature. The,partici-
i

pation of these schools is an essential element in this continding survey
of the knowleise, skills? underscafidings and attitudes of United St4tes
youth. The ability of National Assessment.to make c9Otributions in educa-
tional research and se ices has in large measure been due to the outstanding

. cooperation of the natISn's public and prilNite schools. ,

. -

r. si.

Although requests are Fade of school petsonnel tO*assit4 with certain.tasks.
, - . . ,

essential to conducting the assessment, such requests are kept to a minimum.
... 4 .

Our staff carry out the random sample selection of students and tdminister
the assessments in even participating school. Each selected stulent will
participate in no mtge. than one 1-hour session. The national sample is de-
signed so that no school gill be selected for participation in National
Assessment more than once in a four-yearcycke.

.
s

, ..!

olais-A fol4er'containizg Oditional.information about National Assessment, a

scheddn of this year s activities, a list of schools in your district
-...., selected for participation and a suggestedotimeifor an introductory meeting

is 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. .. y , )

. . ..

s
.

/ The
.

. ,

Chief State School Officer bas' "-:been informed of the districts selected

in the state and of our plans to contact you. Thank you for your cooperation.

., - , $. -

Sinderelyr .
. -

s .

1

2.22

0

-.
..

. .

Roy H. Forbes, Project Director
,

. National Aaseisment 'Project' 1

11%

..'

,

tiATidNAL ASSESSA1ENT OF-EDUCATIONAL'PFggtiSS ..
.

f.
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SUPERINTENDENTS LETTER IN FOLDER

1

S .

.

1

Recently, you received a letter from Dr. Roy H. Forbes, Project Director

of National Assessment, requesting your cooperation and the participation

of some of the schools within your'district 1919,480 assessment

program. The letter also indicated a folder of iniorational materials ~31r

would follow. Included with the fsdder are a memorandum' outlining thit

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,.
. .

The pockets of the folder contain informational materials about Nations).

Assessment,,including example exercises and objectives forthe areas to

be assessed during this schoc4 year: reading and literatdre. Attahhed

to ohe pocket is, he.card of our District Supervisor who will contact

tyou by.Ohone b August 6 and 17 to arrange-a meeting with you and
lr; the'principtl- -e schools selected for assessment.) The suggested

J meeting gate iSi.

fa.
P

National Assessment, in resi5ase to concerns of superintendents and prin -

4 4iipals (selection oE,the same schools by other research groups, etc.) has

. adopted a sampling frame in which no school will ba selectdd for National

Assessment more than once in a fdur-year cycle. The participation of the

schools selected this4year is extremely important to that sampling frame

and we are most hopeful of their cooperation. We look forward to meeting

. and working with
''you.-. .

.

Sincerely,
4

V I

a

. 111 Donald G. Smith
al.:

,

Nation 1 Field Director
Research Triangle Institute

4,
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NATIONAL. ASSESSMENT OF EDUCATIONAL PROGRESS
ADMINISTERED BY THE E006TION COMMISSION OF THE STATES
FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE

Z - P.O. BOX 12194 v RESEARCH TRIANGLE PARK, NORTH CAROLINA 27709

. 19191 5414000

4
MEMORANDUM TO SCHOOL OFFICIALS

During the 1979-80 school year, a nftionel probability sample o

mately 1,800 schools and 100,000 students ages 9, 13, and 17 ar
to participate in the eleventh National Assessment of Education
Assessments in the learning areas of reading and literature w1,4.

ducted. This will be the third assessment in reading and the s
assessment in literature, thus providing results which can be c
with previous assessment findings. Officiald of participating

,and schools will receive copies of reports relating tothe 1979780 assess-

ment.
.

approxi-
'expected

3rogress.
be con-

cond

mpared
istricts

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 Administrators%

Na full-time school personnel will be asked to administer the booklets.
]n some instances the principal coordinates assessment activities or fre-
quently.the principal designates a member of his staff to act as coordinator.

, It is extremely important that the individual who will coordinate assessment
at'the school attend the introductory,meeting.

The schedule below will be.followed uniformly throughout
It outlines the contacts to be made by our Didtrict Supe
with the principals of your schools,, and with other dist

geographic area.

August 6-17

the United States.
visor with you,
icts in your,

NAEP District Supervisor kill contact
district level and private schoolc
officials by phone to arrange meetings-
with representatives of schools selected
for assessment.

I

August 27-October 5 NAEP District Supervilor 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.

October a-December 14 -------------
(Assesstent period A
for 13-year-olds.)

) .

'MAU District Supervisor and staff will
be in the area for one or two of these
weeks to assess.13-year-old students.

Nr



qz,

t

a

January 2-.Marcn 7

-(Assessment period
for 9-year-olds)

4,0

V

March 3-May,9
Osiessment perto4
for 17-year-oldi3

.

.p

A-17

,NAEP District Supervisor and staff
will be in the area. for one or two
of these weeks to assess 9- year -old

students. While in tharea, he will
visit principa4 of schools selected
for1.7-yeer-old assessdaent to select

students for participation. At this

ti", he will also arrange an assess-
ment schedule to,he followed durihg the
.17-year-oldassessment period.

MEP District Supervisor and staff
'will be in the area for ode or, two

ofthese weeks to assess 17-year-old.
students.

r
After Our District Supervisor contacts district level and private school

officials, we.will send s'letter to them confirming the meeting time and

place. We will ,also- send a taailout to. principals of the schools selected

for assessment to inform them of the meeting time'and place and to desciibe

the project. These mailoui.materials will outline procedures necessary

for the sucCessfdl implementition of National' Assessment.

Within each selected school, studeneito be assessed are randomly selected

from among age-eligible students cuit'ently entailed and are assessed in

group sessions;, The total number of group*seisions assigned to sel.ected

schools will depend on, among other factors, the number of eligibles

enrolled in each school. ach group session will,cohsist of appropately

25 students, with.no student participating in more tha1i one session.

Assessment sessions will last approximately one hour.
I

- .

An integial part,o4, National Assessment at the 17-year-old age lev 1 is

assessment of some of the young people in this age group who have o chance

of being,includedpin the in-school sample because they are not enr

in schoo14they either have withdrawn fro=schOol or have complete

requirements fdr graduation.earlier than others in their age group. There-

fore, to ensure tfOtt thi National Assessment results are representative

of the entire.17,7-yesrtold.age group, some'schoole will be requeste4 to

A provide lists of students who have no chance of being selected for regular

in-school assessment. A probability sample Of these 17-year-olds will be

drawn to supplement the data collected on in-schOol 17-year-ads. The

schools, to be i i ,thisin is phase of National Assessment, a timetable

(for completion'of the lists, and procedures will be didcussed by our

DistrictSupervisOr at the introductory meeting. .
(%.

AtA

A.
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Attach
selected fit

wfiich each

Di
arrange a
participati

If any' of the ihformation concerning school officials Or school names,

addresses, phone numbers, grade ranges, o' total enrollments la incorrect,

lease notif the DAtrict S ervisor of this when he calls. Also, if

there are an new .schools opening in the fall of 1979418as, inform the
DistrictSupervisor of the expected opening date, the grade range, and

the projected total enrollment.

a.

6 ,
AI v..

.:

A-18 '

NATIONAL ASSESSMENT OF EDUCATIONAL nows

. INFORMATION CONCERNING SELECTED SCHOOLS,

d is a ccL)uter printout listing the schools your district*

participatioh in` National Assessment. The ge group(s) for

chool has'been selected appears above the pcho41 name.

trict Supervisor will caleyou between August 6 and 17.to

ing with you and the principals of the sdhools -selected for

n in National.Assesament.'

1
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NAiTIONAL ASSESSMENT OF EDUCATIONAL PROGRESS
ADMINISTERED SY "ME EDUCATION COMMISSION OF THE STATES
FIELD OPERATIONS!' RESEARCH TRIANGLE INSTITUTE

P.O. BOX 12194 RESEARCH TRIANGLE PARK, NORTH CAROLINA 27709

(919) 541.6000-

CONFIRMATION OF mEETING SUPERINTENDENTS

-.
This letter confirms the date recently agreed upon for"a meeting with you

or your representativeour District Supervisor, and the incipals and

designated coordinators of schools selected for participati n in the

eleventh year of National Assessment.

Folders, staler to the one sent to you earlier, are now being mailed 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 information, and a letter informing them of the date, time', and

location of the meeting confirmed for:

1

Tie National Assessment staff looks forward to working with you, and your

staff.

SinCerely,.

. Donald G. Smith'
'National Field Director
Research'Triarle Institute

1

I

1

2 1.I. A.

IN
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--Education Commission of the States
300 LINCOLN rowts rsec unotA STREET

mu; *bum ofwart commoo sow,

INITIAL SETTER TO PRIVATE,SCHOOL OFFICIALS

Por the past ten years, the National. Assessment of Educktional Progress

has surveyed the educational achievetent of 9-, 13- and 17-year-olds in

tradition' learning, areas and has reported its findings, to the nation.

In additions the.asseisment project is providioe research data, services

and resource materials to a wide variety of state, local and national.

,cation agencies. ,

We are requesting the participatiOn of your school in the 1979-80 Naticnal

Assessment of readigig and literature. The participation of your school

is an essential elerint.in.this continuing survey of the knowledge, skillss

understandings and attitudes of United States youth. The ability, of

National Assessment to make contributions in educational research and

services has in large seasure been due to the outstanding cooperation,of

the nation's public and private schools. . )

Although requests are made of school personnel to assist with certain

tasks essentialto conducting the assessment, 'such requests are kept to

a minictim. Our staff carry out the random sample selection of students

and administer the"p.ssessments in every participating school. Each selected.

student wil; participate in no more than one 1-hour session... The national

sample is.designeA so that no school will be selected for participatidn

Assessment more than once in a four-year cycle.

Al/older containing additional information about National Aakes011edt, a-

schedule of thisseaes activities, a printout containing important infor-

,, mation aboht your school, anda.suggested time for an introductory meeting

is being mailed under separate cover. Our District Supervisor will tele-

NM" phone you between August 6 and 17 to discuss a mutually convenient time

and location for the meeting.

it

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 cooperatiqn.

.

.4Ifr

Sincerely,

P
Rey H. Forbes, Project Director
National Assessment Project

NATIONAL AS§ESSMENT.OF EDUCATIONAL PROGRESS
4 1.

I t

I
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NATIONAL ASSESSMENT OF EOUCATIONAL PROGRESS
AOMINIStEREO BY THE EDUCATION COMMISSION OF THE STATES

.0

FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE
PO.BOX 12194 RESeARCILIMANGLE PARK, NORTH CAROLINA 27709

July 23, 1979

.. .

(919) 541-6000

4

PRIVATE SCHOOL OFFICIAL'S LETTER IN FOLDER

a".

ti

Recently you received a letter from Dr. Roy H. Forbes, Project Director

of National Assessment, requesting the cooperation and participation of

your school in the .1979 -80 assessment program. The letter also indicited'

a folder- of information materials would follow. Included with the folder

are a memorandum put.ining thA year's assessment activities and a com-

puter printout identifying the age group(s) within your school selected

for participation. -
...... __ . 4

.-tt .

. ,

-The pockets of the folder contain informationalmaterials about National

Assessment, including example exercises and objectives.for the areas, to

be assessed during 'this school year: reading and literature. Attached,

to one pocket is the card of our district supervisor who will7contact.s

you by phone between August 6 and 17 to arrange,a meeting and discuss

with you the National Asbessment program. The suggested meeting date is:
.

,

, * 6
1 I.

l 0 t

40". Sk ,
% 1 .0

National4Assessment, in response to concetrAkof schOol.officials (selection

'of the same schools by other research group, e4) has adopted'a sampling

frame in which no school will be selected for NaViOnAl Assessment more than

" one in.a four-year cycleThe partdcip.ation of the schools selected this

year is extremely impqFtaot to th samOling frame, and we are most'hogeftil

of their cooperation. We look foi-w!ard 04 eting and working with you.
...

.

Sincerely,

\
Donaldpd. Smith.
National Field Director

'Research Triangle Institute

1 ,
a II

e- ..t

I I 4

V
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NATIONAL ASSESSMENUF EDUCATIONAL PROGRESS
ADMINISTERED BY THE EDUCATION COMMISSION OF THE STATES
FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE

P.O. BOX 12194 RESEARCH TRIANGLE PARK. NORTH CAROLINA 27709,

(919)641$000

at

CONFIRME\TI OF MEETING - PRIVATE,.SCHOOL OFFICIALS

e W
`!.

A'is letter tonfirms he date-receitly agreed upon for a meeting with

you or your represent tive and our- District Supervisor concerning your

school's partidipation in the eleventh year of National Assessment.

The meeting has been scheduled for:

, C
. r

A. . .

Enclosed is a memoradum outlining the role of your school in Natidnal

Assedsment. There is also a Principal's Questionnaire which shouldbe
completed prior' to the meeting and given to our District Supervisor at

,the meeting.
/ )'

We appreciate your cooperation and look forward to working with you.

Sincerely,

A ^. Donald G. Smith ,

' National Field Director.
Research Triangle Institute

-Enclosure
I

01
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Niy.410NAL ASSESSMENT OF EDUCATIONAL PRDORESt
ADMINISTERED BY THE EDUCATION COMMISSION OF THE STATES ,

FIELD OPERATIONS:i RESEARCH TRIANGLE.INSTITtrTE
P.O. BOX 12194 RESEARCH TRIANGLE ?ARK, NORTH CAROLINA 27709

r
1

(919) 5416000
1

4

p

PRpTC/PAIS LETTER IN FOLDER

0*

Yodr school is one df several in the aria randomly selected to parAcipate

in the 1979-80 National Assessment.of reading'and literature. Recently;

we contacted your superintendent regarding the schools within the distritt

that were selected in our national sample. The discussion with t e super-

intendent established a meeting with him, District Supeivisor and

principals of schools selected in the area. The meeting is ached led kor:

. ,

.
.

In some instances the principal coordinates assessment activities or
k %

1

.
.

frequently the principal designates a member of'his staff to Act as coor-

dinator. It is extremely important that the individu#1 who will coordinate

asgessment at the school attend the'introductory meeting. If you hAVe '

questions concerning ArangementSfor this meeting, please contact your"

...

superintendent prior to the date of the meeting.

t.,
. A.,

Enclosed is a memorandum explaining the role of your schoo l in National'

AsAssment. There is also a Principal's Questionnaire which should be
completed pfior to the meeting And given to our District Supervisor at the

meeting. In the pockets of the NAEP folder are various descriptive materials

which explain this educational research study in.detail. Attached to the '

folder is the business card, of the District Supervidor who will be working
, , 144

in your area.

a.* We appreciate your cooperation and ldok forwaid to working with you
.

. '- .
. e

. Sincerely, \ .
.

AT,,
......

4 ( 4

.k' Donald G. Smith ...

. . .

National Field Director

. Reseirch Triangle Institute

Enclosures

p

4,

4

I
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.

MEMORANDUM TO SCHOOL PRINCIPALS

During the 1979-80 school year, a nationaIprobability 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 Educational Progress.

Assessment in'the learning areas of reading and literature. will be con-

ducted. This will be the third assessment in regains and the second' assess-

ment in literature, thus providing results which can be compared with

preVious assessment findings. Officials of participating districts and

sthools will receive copies of reports relating to the.i979-80 assess-

ment.

'WHAT AGE GROUP(S) WILL BE ASSESSED AT YOUR SCHOOL?

The age group(a) for which your school has been selected is circled in

the upper right-hand cornerof'the enclosed PrinCipal's Questionnaires.

WHEN WILL-THEAgSESSMTNT,TARE PLACE,

efo

The 13-year-old a#ses sment will take place nationally.between

October 8 and December 14, 1979.,
'..

.

.,

.
.

The 9-year-old assessment will tam place nationally between

January 2 and March 7, 1980. v%
s

a

The 17-year-old assessment will take place nationally' between

March 3 and May 9, 1980.

WHAT IS REQUESTED OF THE SCHOOL PRIOR 10 THE INTRODUCTORY MEETING?

It_is extremely important that the individual who will coordinate

assessmen at the school attend the introductory meeting. In some

instances e principal coordinates assessment activities or

frequently he principal designates a staff member to act as coor-

diaator., it would, therefore, be most helpful if the decision is

made'prior to the meeting as to who will act As coordinator.

I 0

The enclosed "Principal's Questionnaire" should be completed and

brought to the introductory meeting by you or your designated

coordinator.
I

Hal IS THE ASSESSMENT AD2itiaSEERED?

Our District Stipervisor and Exercise Administrators administer every

group session. -
.

. , . . ,..

4 ''

No full-time school personnel will be asked to adminpterany echelon.
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I
Esample of students whewill participate is randomly selected from

a Student Idistins Form pkepared at the school. The list contains the

name of age-eligible students, regardless df grade, who ire currently

enrolled. A sufficient, supply of Student Listing Fords together .

with detailed instructions for thdir completion will be distributed
,

at the introductorrmeeting.
%

`%.

The student sample is divitidd:into a nniabakof group sessions' each

consisting of approximately' 16 -25 studentS.

0
The total number of sessions to be administered in a school depends

upon, among other factors, the number of ;Se-eligibles enrolled in

a "school.
.

, .

.
,

..
.

Eachgroup session lasts approximately one hour.
.%

.
.

. .-

The names of students are used for NatiOnal,Assessment purposes, only,

are not disclosed or released to.others for any purpose, And are

i destroyed after aitilOonths.

Our Disttict Supervisor may wish to hire 4Mporary personnel in your area

to administer assessment exercises; e.g., sudstitute teachers, graduate

students, etc. Should this be the case, the Dfstrict:Supervisor mill ask

will then &intact licants and hire personnel acgordilig to his needs.
for 'recommeidationip:!qualified people at the.igreductory meeting. He

An integral part of National Assessment at the 17-year-old age level is

assAsment of some of the young people in this age group who have no chance

of being included in the in-school sample because tlhey-are not enrolled

in school; they either have withdrawn from school or have completed

requ4rements for graduation earlier than others in their qge group. There-

forek to ensure that the National Asstasmant results are representative

of tl& entire.17-year-old age group, some schools will be requested to

provide lists of students who have no chance of being selected for regular

in-school assessment. A probability sample of these 17-yeat4lds will be

drawn to suppliMeno the data collected on in-school 17-year-olds. The

schools to be, involved in this phase of National Assessment, a timetable

for completion of the lists, and procedures will be discussed by our

District Supervisor at the introductory meeting.

V.

0'

4 .
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O.M.B. No. 051-R-1194
Approval Expires 9/30/4

NATIDNALASSESSMEN OF EDUCATIONAL PROGRESS

ADMINMTEREDBYTH ElltICATIONCOMMMMONOFTHEBTATES

SCHOOL PRINCIPAL'S QUESTIONNAIRE

Primary Sampling Unit

This r is authorized by law 120 U SIC. 1221 c.11.While

you are t required to respond, your cooperation Is needed

to make the reaulu of this survey comprehensive, accurate,

and timely./

School Number I . I 1 1 . 1 1 1 1 1E4

Age Groltp(s) 9 13

, \
Name ofSchool

f7

Iddresif School
.

PLEASE .

(Street)

_(Ciry) (State)
(Zip Code)

. ...f

Name of School Principal_
'

.

,

Name and title of person
completing the form if other than school principal

Name ,
,. Title

.

1. What is your best estimate of the current enrollment and the averagd\daily

attendance by-grade of, your school (1979-S0 school year)? .(Enter zerqs for

grades nf4 served by your school.) ,
s

411.

Grade

Enfolln4nt

Average
Oaily,
,Attendance

..., K
3 4 5 6 740 8 9 10

is.
)1 12 f

,
. ,

. .

.

.
,

..
_ .

fr

2. .Approximately whtt

of the folios\
% A 'Ili a ru

./B Ina t

percentage of the students

c4,67

frc

ttending your school livein each

area (less than 2,500)

of 2000 to 10,000 0.

% C In a town of 14,000 or tore

;(Items ArC ahou3 add to 100%) . 2
100%

. ,

. (Please continue ontite other side).

4



$

.. ApproxiMately what percentage of the stuclontskattending,your school are children
.

of A
0,

k./ ..

% A Profedsional
.

ormdnagerial pers'onnel e
,4 . _

. . 4. di .
.

"% B Sale, clerical, teehntcal or skilled workers Aw
. y ,

2 C 'Factory or other blue col lar workers
,..

% D Farm workers
4 .

% E Person-tps not regularly employed

% F. PerstIns on welfare

.(Items A-F should add to 100%)
1U0%"

,ts

4. Appr xiMEtely what percentage of the studen;ts attendinvyour schooriarei

%A American indian'or Alaskan-native
.

'% B 'Asian or Pacific Islander

,...

it"

2 C Hispanic, Nitardless of race (Mexrcan, Puerto Rican, Cuban, Central
or South American or other Spanish culture or origib)

p
JO -.4'...

2 D Black and not Hispanic .

-,\

irE kite and-not Hispanic.

. .

(ItemsA-E dhould add to 1002)

100% l ..1...\-
:

.
,

45Alles.your school qualify "ESEAESEA Title I assistance?

.

Yes 71f Yes, approx rely Ghat number of dekidents quali y for

and. what number of. tudents are'receivping ESEA.Title assistance?

ift . Approximate number of students qualifying for ESEA
Title-I assistance

4.7.0.1MM
Approximate number of students receibing ESEA Title I

asdistipce.

No
'

THANK YOU FOR YOUR 'COOPERATION

213
*
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-
Eduaation'CommisSion,,of the States

300 LINCOLN TOWER 1800 LINCOLN STREET

. (303) 013-5200 DENVER, COLORADO 02203

THANK-YOU LETTER

Thank you for your cooperation and participation, in the 1979-80 National

Assessment Program., The assessment of the educational achievements of

9r, 13- and 17-year-olds in more than 1800 schools requires the contri-

butions of pnyindividuals. At no level are cooperation and support

move important than the participating district 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 completpArin 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.
,

If your nap is not on our mailing list and you would like tocreceive

the NAEP Newsletter, pleasd complete the enclosed card and return it..

The newsletter describes current trends and recent deimlopments of ,

National Assessment.
.

We would.like youreactions to the procedur es employed in conducting

the assessment in your district/school. Your,responses-6 the enclosed

questionnaire will help us to improve procedures and assist the field

staff to better coordinate future assessment activities.
. 4V

...

. Once again, thank you for.four cooperation.
.

:raNt=i
Sincerely,

Dunlap Scott,'Jr.
Director of Operations

Enclosures

C')

220 k.
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Education Commission of the States
XO LINCOLN TOWER i$01 LINCOLN STREET

. P03) .93-s2co DENVER. cOL?1210jazo3
4

THANK-YOU LETTER (COORDINATOR)
,

Thank you for your cooperation and participation in the 1979-80 National

Assessment program. The assessment of the educational achievements of
9-,.13- and 17-year-olds in tore than 1800 schools reciares the contri-

butions of many individuals. At no level are cooperation and support'

more important than'at the particiesting,district and school levels.

We appreciate the support of your teachers and students and the acoommol

dation of our program into, your busy schedule. We would'alsd like to

thank for fulfilling the role of coordinator.

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.

If your name is not on our mailing list and you would like to receive
the NArk 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 COnduceing

the assessment in your district/school. Your responses to the enclosed
questionnaire will held us to improve procedures and assist the field

staff to better coordinate future assessment activities.

p...57 Once again, thank you for yor cooperation.

Em17172 Sincerely,

Dunlap Scott, Jr.

Director of Operations

Enclqsures

221
NATIONAL ASSESSMENT OF EDUCA71ONAL PROGRESS
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NAME

TITLE

DISTRICT NAME

L__ j Approv Expires 9/30/
SCUOOL OFFICIAL'S QUESTIONNAIRE *

al

Ap

PSU NUMBER [7_12 ''l'
ThirrePort is au sized by law 120 U.S.C. 1221 c11. While
ytirtrt not r- od to respond, -your co9pet nrion Is needed DS NUMBER

,

to rnAlie the re s of this survey comprehensive, iacurata,
fnetknely. ,' YEAR

1

.-

th
d

DISTRICT

TITLE

SAGE GROUP

MIME

/

1. Superintendents are usually notified by mail in July of the selection of

schools within thei:i,districts for participation in National Assessment

. during an upcoming school year. HQW do you feel about the timing ofthis

notification? ti

. /

.141y provided adequate advatAe notification.

July provided inadequate notification. Superintendents should be

notified irks prior to July.

.. ,
_

. N

2. Did the printed information you receLved about National Assessment adequately

explain the program and its. purposes? .

4

4

Yes.

No. Please explaia

4
3. Is le introductory meeting with the NAEP District Supervise and school

principals the *lost useful qfproach fosr explaining the purpose f the

1L p oject, the school's role and assessment procedures?

1 Yes, the meeting is necessaryt

Yes, the meeting is necessary for those schools that are participating

in NAEP for the first time.

No, the
.

... 1

.41

1.6meeting not,necessary, for those schools that have part*ipated

in prior NAEP assessments,, ,

aob
n'

* 0 No, the meeting is not necessary. A phone call or another approach should

be formulated (such as
%, ).

4. How well did t1 NAEP District Supervisor explain the pu se of the project,

the'school:s role and assessment procedures?

.
Very
Well

:
.

Purpose of project .

,

El '0 .

%:. Assessment procedure$
Elf

2 (F))
.

. ,

41E ('orm No. 2371-5 . CONTINUED ON BACK

Fairly Not Particularly
Well Well

School's role

11.



THANK YOU VERY ?RICH I

4

t

I

IN"

1/1 'A-j2

. 5., How would you characterize the usefulness of National Assessment

district?

-3 Very useful. Plan to use National Asseisment materials or.c

services.

Useful in an academic sense only.

Ej Of no particular use

6. Tar what extent
did you have iniormation about the National Asse

pricer to receiving our notification letter in July, 1979?

pm,

0 Had an extensive amount of information shout the projeit:'

Had a lot of.information about the project.

ID Had some information
about the project.

0 Had very little information about the proj ect..
.

(:) Had no information at all about the project.

S

74 To your knowledge, has the district utilized any of the follOw

Assessment materials at'the district 1evel?, Check all that ap

0 NAEP objectives.

0 NAEP exercises (items).

NAEP results.,

a NAEP exercise kits.

0 Technical assistance.

NAEP data tapes.'

El Other (Specify)

0 Have not utilized any of the above NAM materials.

8. Please provide any comments or suggestions-you
wish to make.

2'

e



NAME'

TITLE

SCHOOL NAME

Is . A »
SCHOOL'OFFICIAL'S QUESTIONNAIRE

PaMort h suthocked by Inv 120 US.C. 1271 o-ILYihile

you ate not.reduked to wand, yalurCOCCIMItiOCI IS needed

to maks the (Inuits of this lures? oomOndleodell. =urns.
endtknelY.

PSU-

DS NUMBER

YEAR

DISTRICT

SCHOOL

s.
I

TITLE

AGE GROUP

A:forma Expirn 9130

1. Superintendents are notified by mail, in July of the selection of their schools

/for participation in National Assessment during an upcoming schbolyear.
Principals are notified by National Assessment in August or September .

following telephone discussions with Superintendents. How did you feel about

the timing of your notgication concerning the assessment? r-
\\:..

J

)N. The timing proiided adequate notification.
. ,

he timing was inadequate because more advanced notice was. needed.
ncipals should Ue notified weeks pribr to September.

2. Did th printed information you received about National Assessment adequately
explain the program and its purposes?

Yes.

I': No. Please explain

3. Is the introductory meeting with the HAZY District Supervisor and school-
principals the most useful approach for explaining the purpose of the project,

the school's role and assessment procedures?

.0 Y's, the meeting is necessary.

Yes, the meeting is necessary for hose schools that are participating

inNAEP for the fleet time.

No, the meeting, is not necessary for those schools that have participated

in priqf NAEP assessments.

No, the geeting is pot necessary. .A phone call or another approach should
be fnrmulated_ (such as ).

4. H well did the NAEP District Supervisor explain

the school's rola and assessment procedures?

, Very .

H2134. I

Well

a. Purpose of project

-Schoor!s role

c. Assessment procedures ,

NXE Form No. 2371-6

iJ

the purpose of the project,

lCONTINUED ON Elsa

Not Particularly
Well

4

FOR OFFI
USE ONLY
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$. How would you rate the canner in whic a .iEP District SuperVisor and/or
Exercise Administrators conducted ass egt in your school?

.3 Very well. / _

Fairly web'.
.

0 Not particularlywell.

6. hid any of the following cause problimk Check all that apply.

Timing,qf the introductory meeting.

0 Amount of lead time prior to assessment.

0 Time-ofYear of assessment..

Loant of wor k required of:schqol s.taff.

1 ComOletioin of student listing forms.

Space for administration of asses

7. To what extent were You aware of National Assessment prlor.to our contact
with you?

Very aware.

Aware.

Not aware:

81. Which of the following assisted you in becoming famillar with Marione'
Assessment? Check all that apply.

JD NAEP Newsletter. .

0 NAM" Brochures.

0 NAEP Reports.0 ,

.(11 NAEP DspaTTapet

HAEP press or attar conferences
r

0 Articlestabout NAEP in magazines, newspapers or journals.

0 PartiCipation in a'prior MEP asses sment.

Other (Specify)

pt

9. Please-provid7 e any comments or suggestions you wish to make. ,

THANK YOU VERY HITCH

p

1
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)) APPENDIX B

Phone Call to Superintendents (ana'Private School Officials}

Alb

Call all superintenients and private school officials involved. It

is recognized that not all steps, will apply to all calls and that somt
.

calls will not proceed in the 'sequence indicated. Before calling a

superintendent, determine whJ.ch steps are applicable to that uperintendent

((or,private school head).

$-

y

4

lj 4

Oda

,ow

1

4

ti
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'Phone Call to Superintendent

A. Call person-to-person to superintendent, identify

yourselinamprify that materials.were received%

"Good morang..(suzerintendent's name). My name is

. I represent the National Assessment of

Educational Progress. We recently sent you materials

conoerding the prbject. I hope that yob have re-

ceived the materials and have had an opportunity to
44

read them. I am calling today to answer any ques-.

Lions you might ave concerning National Assessment
A 0

and

cit

o discuss arrangements fok assessment-in your .

a ooi district." (Discuss National Assessment as

necessary.)

B. 'Establish meeting date, time, and place.

"Is, (date) 'convenient -for a meeting with you

CONTACTING
$UPERINTEND

a

3 I' ,

anctthe principals of the schools on'our lists? SETTING DA7
_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 roonvetc.)?" (If DS wishes another'public

mk or private school district to be involved:

would like to have Mr. of

aclifol district and hisprilipipals attend.

this meeting also. Msy we.arrange for this?")

C. Check Lists of Schools Selected for additions, deletions, and

corrections (correct as*necessary).

227



D.

A

1

B-2

"lb the information on our List of Schools correct?

Will any new public or ,private schools open in your

district thii fall?" (lf there will be new schools

.

ask for grade ranges and expected total enrollment.

so you can relay this information to =I.*, Inform

the superintendent that new schools are not auto-

maticaXly inothe sample; and that he will be informed'

if any new school is selected.) "Have anlof the

schools listed on the printouts closed since last

year? Have any consolidations occurred,that affect

any of the schOols listed?a. (Correct your lists_

as.necessary.)

Inform him of plans to contact principals.

"We plan tp contact the principals of the 'schools

selected for assessment by mail within a few- days.

A copy of the mailoutuwill be sent to you...we

Will inform the principal thatonly one school./

representative (eithey the principal or a member,

4 .
'

of his staff whaia he appoints.as his coordinator

for National Assessmeht) need.be A the meeting

but we certainly would welcome the principal and
h

the school coordinatOr if both could attend."

"We would apprficia( your notifying the

principals involved If their selection and of

the meeting time.:'

Fy

CORRECTING
LISTS OF t

SCHOOLS

ti

CONTACT OF
PRINCIPALS.

\
FOLLOW-UP
MAILOUT

40.

* If anew school is not under this superintendent's juilsdiction,

atte4m tofind. out whom you can contact for information.



.

E.

f,

3

Confirm meeting date, time; and plfce.

nihanWypu very much for youetelp

-

(nmme)-

I'm looking forward to meeting with ou and your

,principals on (date) ;

i
at (time) , and

4
(place) We will send you a letter.to con-

firm these arrangements."'

.01

2 2

J

CONFIRMATION
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. 1, 111111b

EDUCATION COM(' ICON OF THE,STATES
. Membership as of Jul? 1979/

.

6.

.

A.
I
H

Alabama
Alaska
American Samoa
Arkansas

23 1 ) California
Colorado
Connecticut
Delaware
Florida _

,

. 6

Georgia Louisiana
Hawaii Maine
Idaho 'Maryland
Illinois Massachusetts
Indiana Michigan
Iowa Minnesota
Kansas ` Missouri

Kentucky Mississippi
Nebk a

N

New Hampshire
New Jersey
New Mexico
New York
North Carirlina
North Dakota
Ohio
Oklahoma

Oregon
. Pennsylvania
Puerto Rico
Abode Island
South Carolina
South Dakota
Tennessee
Texas

A
u_pah

Vermont
Viitinia
Virgin Islands
Washington
West Virginia
Wisconsin -
Wyoming

"".......,..

290
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EXCERPT PROM DEPARTMENT OF HEALTH, EDUCATION

AND WELIARE 0 ANIZATIONAL CHART

4

t.

r".
Department of.Hdalth,

Vs Education and Welfare

Joseph Califano
Commissioner

t

Assistdht Secretary for Ede cation

Mary Berry

National Institute
of Education

Michael Timpane
Acting Director

. .

2,3
--a*

1

404

a

4

Jude, 1979

trg
b

--National -Assessment of

Educational Progress

Martin Milrod
Project Monitor
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NATIONAL ASSESSMENT OF EOUCATIONAL PROGRESS

- A PROJECT OF THE EOUCATION COMMISSION OF THE STATES

FIELO OPEATIONS: RkSEARCH TRIANGLAINSTITUTE
P.O. BOX 12194 R ESS,,AR CH TRIANGLE PARK, NORTH CAROLINA 27709

. `L.
1)QT JUST ANOTHER STAMARDIZED TEST -

-

Dr. Finley served as associate staff director and director of exercise

development for National Assessment for four Aare.' She left the project at

the end of 1971 to become a,prinoipal research scientist on the staff at the

American Institutes for Research in Palo Alto, California. A former high '

school mathematics teacher, she has 'been director of fesearch and data pro-:

essing, Sonoma County (California) Schools, and has served as visiting

pftfegsor of statistics and educational measurement at several universities.

She received her B.A. from UC Berkeley and UcA. and Ph.D. from Teachers

.College, Columbia University.

Every year, trillions of dollars are spent on education in the U ited

ares- onrbuildingst on teachersLsalarieson curriculum_planning-.

very little,isAnOwn about the effectiveness of this expendittiii:--Thi-

; purpose of the NaVonal Assessment of Educational Progress is to gather

.
infornetfon which wild. help'answer the question, "sow much gbod is the

,experedicure,d4rig.ilm terms of what young Americans 1io741nd can do?"

.

.Nationale lAsysment, as a nationwide project collecting informatiOn

about,ceitain arbpps of yowls Americans, will, over a period, of time, pro-

* -* -vide valdible'information needed,to make wise decisiRns about the allocation

.

of our.rpsiurces within 'the field of education.

Nu
0
Concern dyer the need for this type of national information first began

'
duringtth% timtFrancis Keppel was U.S. Commissioner of education (1962-65).

'Keppel ldisCovered that in the original charter of the U.S. Office of Educe-

- tion (1867) a,chvge VAS given to the U.S. commissioner to determine the pr

gress of 'education. This provided the init 1 impetus for .National Assegsm

After a number of conferendes and disc sions initiated by Commissione

Keppel, John W. Gardener, then president of Carnegie Corporation, Asked

distinguished group of Americans to form the'Committee on Assessing the Pro

gress of Educatipn under the chairmanship of Ralph 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

4,16. 'which would provide benchmarks o( ed&cational progress as A basis for evai-

.
,. °V uating thq changing educational needs of'our society over the years. Speci

ically, they were 1o:

1.' Determine bow a:national Asessment of educational progress

could be designed;

2. Develop.:Tild test instruments and procedures for the assessment;

And
3. Develop a plan for, conducting the assessment.

a

2°6



Toum,years of work, financed by the Carnegie Corporation of New York

and the Fund for the Advancement of Education of the Ford Foundation, went

into defining goals and developing measurin instruments to answer these

Iquestions. The work 'was done in ponsultat n with subject-matter experts,

leading educators ind interested layment. Ten subject-matter areas were

defined for assessment: Art, Career and Occupational Development, Citizen-

ship, Literature, Mathematics, Music, Reading, Science, Social Studies and

. Writing.*

.1. I 4p
r

In 1969-70 the first actual assessment was made--in the areas of Citizen-

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. '

NATIONAL ASSESSMENT BY DESIGN SET OUT TO ASSESS WHAT THE MOST CAPABLE PERSON

COULD rod WHAT THE AVERAGE PERSON COULD DO, AND WHAT THE_LEAST ABLE PERSON

COULD DO AT EICH'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: -

Four age levels (9,.13, 17 and young adult-35)3
a

A

Size and type of community (low metropolitian, high metropolitian,

extreme rural, main big city, urban fringe, medium city, small

places)

Four4ipographical regionsI(Northeast, Southeast, Central/ West)

Four educational levels of parents (not more than 8th grade, more

than.8th grade but less than high school graduation, high school

graduation, some formal education beyond high school)
. .

ColOr (Black, Wate,Other)

Sex

For the first time in American education, there is a plan to syste-zatically

sample what people...know and can do and to report the results to all people in-

volved directly or'ipdirectly in the ongoing process of improving education.

Defining Goals vs. Comparison With an Averige

In the National 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
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Freedoms of All Individuals." One specific way in which a peison 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 religious)
groups to express their views 'in pUblic,

bne exer4se which Sias ,written to try to tell wheth or not this objec-

tive was being met is as follows:

Below are three statements which make some people angry. Hark each
statement as to whether you think a person on radio or TV should or
shOuld not be allowed to make these statements:

'Russia is better n the United States."

"Some races of people are better--fhap others."

"It is not necessary to believe in God."

This is the goal-oriented approach. The objectives or goals represent

1
a kind of standard which is considered desirable to achieve. The xercises,

if they are good measures,- tell to what extent the goals are beiftg sHievad.

This approach tells very specifically what a persoeknows 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 sometimes 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 u d to counsel or totgroup youngsters fow instructional purposes
or to select t em for special programs or for college entrance, etc. Stand-

ardized tests are also used to evaluate instructional progr.ams or schools or
districts or even whole states 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, standardized. It will not tell what people know-

or can do, except in a very limited 904.

Amount of Coverage

The assessment of any subject area for National Assessment is as coppre-

hensive.as possiblet Every effor5 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 eightloursrof actual assessment time. ,Thid does
not mean that any one person is subjected to so many questions. The total

amount of materials is divided into 35-minute unito (for in-school advinis-
tration) and 45-minute units (foi administration outside of sv.1ool). Na
youngster in school takes more than one unit and adults may elect to take

up to four units. Since National Assessment is interested only in group
tesults, it is possible to portion out the materials in thikmanner and
keep the demands placed upon any youngster or school,within ?viewable limits. o

22S 4
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., In contrast, ;he typicudardized test allots approximately 30 to.

,

.....

70 mixutes. worth of testing
time per subject area, and each person takes the

same test as every other person.
Frequently a number of subject areas are

gatlered together into a battery, and the total battery may be administered

over speriod of two or threb days.
?

Type of Administration

National Assessment uses many traditional,pafer-and-pencil'
exercises

(items) which are
administered to grqups by use 'of a paced tape, both to.

instruct the youngsters and, to read the sctualquestions.,(except in
the area

of Reading). Previolds research has shown that the.usual disadvantage which

poor readers or bilingual thildren have in testing situations can be some-

what a1leviated through those methods.

In addition many National Assessment exercises are
administered to one

child at a time by an interviewer. These are generally exercises of a more

complicated nature which attempt to measure the youngsters' ,thought processes

(reasoning and
thinkini.logically,, drawing

inferences, reaching conautions,

analyzing and synthesizing
different points of view) or their ability to per-

form in some way (i.e., play'a
musials..4Esxrument, demonstrate

a scientific

principle
using'apparatus, use a typewriter, etc.).

Traditional testing
programs, on the other hand, areftypically administered

in larger groups, and each youngster must relyon his ownireading ability to

understand the meaning of the question. Indit/idual testing of students is

. generally
reserved for the small percentage of youngsters who exhibit some

type of psychological problems..'

1

.Variety
of7114terials Used and Associated Scoring Problems I

-Because many of National Assessment's exercises are more complicated

than the usual standardized test, the scoring is often more complicated.

Standardized tests are generally objectively scored;
that is, they, can be

scored by machine at a very rapid rate. Machine scoring is feasiblp only

if the youngster has a limited numbet of answers
presented to him from which

he selects. While National
Assessment does use some exercises o this type,

many are open-ended, or require the youngster to oduce and wri e out his

answer rather than just recognize it from among oth r wrong choicis. In

addition, exercises
which require him to perform some manner must be

judged in a different way. For these more complicated materials very de-1

tailed scoring'criteria and keys are developed on the basis of fioAd.testin'g

which precedes the assessment.
Then specially -q

and trained,..persons

are required to do the scoring.

t
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Difficult"), of Materials

National AsSessment by design set out to assess whit the most capable

person could do, what the average person could do and what the least able

person could do at each age letvel in the assessment. Materials, therefore,

. had to be developed which aim specifically at each of,these levels. Results

of the first year of assessment indicated that the materials do cover the
full range of ability at each age.

In contrast, the typical standardized test best measures within the

.
average range. This is a technical necessity for the pqrpose it serves:-
to discriminate among youngsters and place theo in rank order. Not in-

frequently the best students will "go oEf the top of the test" or the
poorest will "fall off the bottom"--thus neither one is adequately measured.,

What Scores Are important

In National Assessment scores are not obtained.on individuals,. Since

any one individual takes only 4 small fraction of the total amount of ma-

terials, scores for individuals would really have no meaning. to scores
that are important are those.which tell what a group of people did on any

given exercise. This gives a kind of 'item- analysis on a nationallevel
and, in keeping with the goals of the program, tells writ peop14 know or

can do across the nation.

In the trad ition4 testing program items are added and a total score

(or set of subteit scores) is Otained for each person. This score is then

compared with scores obtained on a standardization group, and it is possible
to tell whether the individual ranks high, average, or low with respect to

that group.

How Results Are Reported

As indicated `above, toe results"for National Assessment are reported'

by exercise, i.e., how groups of people perform on each exercise.

The free speech exercise g iven earlier in this article was
4

reported as follows:

Believe a person nn radio or 7V
should be allowed to say: AGE

13 17 Adl

"Russia is better than the
United States." 21% 49% Se%

"Some races of people are better
than others."

nzt not necessary to Wive
to God." r

',-

'

Z6%

25%

31%

49%

37%

55%

Would allow all three statements. 6% 22% 32% .

240 4



GE.

C-10

In the traditional testing program reports generally show only the

relationship of the istudent or group to the standardization group. The

student or group will be above or below "norm." Since the norm represegts

an average performance, in effect, the report will show how far above or

below average the student or gioup happens to be on that partitular'test.

In summary, there are alnuMber,of fairly major distinctions which stt
National Assessment apart from traditional standardized testing prpgrams.
This is not to say that one is better than the other, but they do sere
di nctly,different purposes. .

4k

.e

A

I

4. .241
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BASIC DIFFERENCES
BETWEEN NATIONAL ASSESSMENT

AND STANDARIiED TESTING PROGRAMS

,

Th ere are six basic
distinctions

between the National Assessment

program and traditional
standard1ed testing programs used by most schools.

These differ enc s are summarized below.
sr

CHARACTERIST1S OF, THE NATIONAL ASSESSMENT PROGRAM

AS COMPARED WITH TRADITIONAL STANDARDIZED
TESTING PROGRAMS

, National. Assessment Program

1. National Assessment exercises

measurdehow
well students as a

group achieve desirable goals.

2. The time. allotted to-a
given-

.
learning area ranges from Viz

to eight hours
,

3.
Exprcises use a wide variety of

stimuli and suroaches often fel,

quiring 'the sladent to perform

or to provide the, correct

response rather than just

recognize it. .

4. Exercises are prepared for the

"high," the "average" and the

"law" ability students.

5. Total scores,
which reflect the

number of ;students who got the

correct answer,
are given to

each exercise. People do.not

receive total scores.

`6. Results are
reported on an

exercise-by.,exeicise
basis.

a

Standardized
Testing Program

Standardized tests compare students

with ,the'average
performance of other

ttu"nts.

The time
allotted to a given subject

ranges from about 30 minutes to 70

minutes each.

Test its are generally confined to

those paper and pencil variety which

can be scored by machine.

Items are aimed at t e
11__._..._g_$1

child.

Total scores refleft the number of

correct answers a student gives.

Results are reported in relation to

a standardization group.

is

242
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Education Commission of the States
ea*. XV LINCOLN TOWER . LINCOL*Ir STRUT

SL . 130318935200 DENVER, COLOORADO 802#5

4

NEWS RELEASE
I or

CONTACT: Natiopal Assessment of
Educational Progress:
(303) 861-4917

Dunlap Spoei Jr., Ex. 235s
Depart&ent of Field Operations
Gloria Frazier, Ex. 230
Department of Public
Information

RELEASE: mediate

LOCAL STUD .

IN NATIONWIDE SUR VZ
,

Students from (name of school district) will beq)articipatiag this

year in a nationwide survey designed to measupx-e.how well groups of young

Amer ages 9, 13r 17, and 26 to 35 have mastered certain traditional

learning areas, (name of school superintendent)., superintendent of schools,

anhohnced today.

(name of school district) is 1 of approximately 800 is the country

selected to participate in the National Assessment of'Educational

Progress (NAEP) Study. Districts and,students are chosen by random
114144,4,-

sampling procedures similar to those useil by national public opinion

polls.

NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS

-1 ore-

s
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SURVEY
Page 2

V NAEP is administered by the Education Commission/of the.States,

a nonprofit organization of 47, States, Puerto Rico, American Samoa, '

and the Virgin Islands that seeks to promote educational improvement

o

through,greater cooperation of governors, legislatbrs and'educators.
,

7 Funded 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.231a on'specific knowledge,

=skills and attitudes of America's youth.

Superintendent (name of superintendent) said school officials

and a National Assessment representative are ostablishing a schedule

for conducting. the assessment in the selected schools. A random sample

. '
of students -- ages 9, 13, and 17 -- will respond to NAEP exercises

e

in reading and literature. The assessment of 15-year-olds will be

conducted (date) 1979; 9-y dar-olds, (date), 1980; and 17-year-olds,

th- in the spribg of 1980. Young adults ages 26-35 are assessed in a

separate survey. Results are scheduled for pbblication in the summer

of 1981.

NAZI' findings are reported in terms of the percentage of young

Americans 46 have responde d correctly to a given exercise. Results

are reported in each assessment area by age, sex, race; region of the

country, size and type of community and Jebel of parental education.

Data are not reported on an individual state, district or school basis,

and names of participating individuals, schools and districts remain -

confiderial. Students' pa rt oipation in the survey will not affect

their grades, 'district administrators stressed.

at".
-more- 2,44
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SURVE1
. 'Page,3

, t,

The 1979-80 study will mark the third assessment in reading and

'.the second assessment in literature. "Results can be compareto
ay

previous assessment findings, thereby providing a measurement of the

pro tress -- or decline -- in achievement in these leaining areas,"

NAEP Director Roy H. Forbes said. Assessments havft also been Ompleted

in art, music, writing, mathematics, citizenship/social studies: science,

. and career and occupational development.

"NAEP-d4ta can give the public the hard facts,needed to-identify

curricula strengths and Feakneises and may point the way to effective

school reform and legislation," Forbes added.

11

Further information on the.National Assessment of Educational

Progress be obtained through the NAEP Department of Information

and Dis tion Office, Suite 700, 1860 Lincoln St., Denver, CO 80/95.

.1
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BACKGROUND QUEST%0NS
4 (9 and 13 -Year -Olds)

1. Does your family get a newspaper regUlariy?

*CED Yes .c=p No C=, I don 't, know.

2. Does your family get any magazines regularly?.

S = Yes O No =I don't know.

3. Are there more than 25 books inour hom4
C=D Yes O Na =I don't know.

4. Is theme. )n encyclopedia in your:'hom0

\ =Yes O No O I don '.t know:
t

r

. How much schooldid your father complete?
(FILL IN THE ONE OVAL which best shows how much school your father complete

C;=:. Did not complete the 8th grade
=Completed the 8th grade, but did not go to high school
=Went to high school t but did not graduate from high school
=Graduated from hiseeschool
=Some educatiOn after graduation from high school

C=) I don't know.

'6. Did your father graduate from college?

=Yes C=D No CM/ don't know.

. 7. How much school did .your mother complete?
(FILL IN THE ONE OVAL which best shows how much school Your mother completed
=Did not ccmplete the 8th grade
P= Completed the 8th grade,'but did not go to high school
=Went to high School, bqt did not graduate from 'high school

r

OGradOated from'high school
=Some education after graduation -'from high school

CL-)I do n't knOwA

8. Did your mother gratin e from college?

=Yes . 0 No r 0 I don't know.

, .

. * .

4.

69. Where did you livetoryour ninth birthday? C,
. .

0 In the United States
.

. .

(Please specify the state orterrit6ry) . .

)=::) Outside of the United States
(Please specify the country)

.( 0 I kn6w.
.

4,4*
. I

Not included for' 9-year - olds.
24 61
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PARENTAL INFORMATIO LETTER ALL,ELIGIBLES
I.

- _ .
NATIONAL ASSESSMENT OF EDUCfT1ONAL FROGRESS -O

_ .

,ADMINISTER ED BY THE EDUCATION COMMISSION OF THE STATES %..i.
.

FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE, . dav .

- - P.O. BD4 12194-:11ESEARCH TRIANGLE PARK, NORTH' CAROL INA 27709

(919) 54i-MOD
i

o , /
er ... .. . .

*

, .

.

%.

1'

Dear
.

Parent: 4
.,

, .,

*!..."

.
P

,

Over 100,000 students nati de will be-randomly selecte d to participate

in the National Assessient 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 44urvey

-are to: .

, N

,- (1) determine what students know and can do in learning areas commonly

taught do the schools,
(2). monitor the progress or decline in students' achievements, and

(3) ,share, this infoiftatdoh with educators, legislators and the gen al

public so thatstepsican,pe taken 'tip improve learning in probldm

N. . areas. ,,,. ;. .- .

. .

, .

N ARe .

The survey isvcqgdUcted tyNational Assessment at no cost to your school.

Participation in he surveyirequires approximitely 45-5 minutes of each '

stIkent's time. Students', answers are treated as confidential, will not beom

shown to anyone in the school and will not affect the students' grades or

progress. The findings from the study are reported in terms of national
and regional results, age, Sex and size of community. The findings will in

. no way identify individual students, schools or school districts.

National Assessment is-animplortant activity to keep us, as pirents and
citizens,.infdrmed about what America's youth are learning': The syperin-

,tendent and principal have been fully informed of the survey and have

expressed their willingness to have the students participate., The par-

ticipation of your child, if heor she is sele4Fted, is important to the

success of the survey. We. appreciate the contribution of each child selected.

Sincerely,

0e
4.

Donhidias,S4th
Nationilrield Director

4 *Research Triangle Institute
.6 . -

So.

04"
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PARENTAL INFORMATION LETTER - SELECTED STUDENTS

\NADmTliDNNI My ASSESSMENT1111SR
BY

THEEODFLICEDAUTCI ATIcONomAlmi

PSSRIONROEFESTHE STATESS'nFl E D
FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE

P.Q. BOX 12194 RESEA H TRIANGLE PARK, NORTH CAROLINA 27709

(919) 54,1.6000 . .

\N

Dear Parent:

Your child is one of approiimately 100,000 students nationwide rlindomly

selected to participate in the National AssassmeAt 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

primary purposes of the.survey.are to:

(1) determine what students know and can do in leirning areas commonly

taught in the schools,
(2) monitor the progress or decline in students' achievements, and

(3)

ge this information with educators, legislators and the general

Sic so that sieps.cen be taken to improve learning in problem

areas.

GPO

Th= survey isAconducted by National Assessment at no cost to your school.

Participation in the survey requires approximately 45-55 minutes of each

student's time. Studeits' anarers are treated as confidential, will not

be show to anyone in the school and will not affect the students' grades

or progress. The findingstfrom the study are reported ip terms of national

and regional results, age, sexSynd 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 suurin-
tenaent and principal have beeneislly informed of the survey aod have

expressed their willingneis fo ave the students participate. The r

ticipation of your child is important to the success of this survey. We

appreciate the contribution of each child selected.

Sincerely,

DOtolld G?Smith
National Field Director
Research Triangle Institute

1'

2
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Dear P
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PARENTAL IMPLIED CONSENT LETTER - ALL ;LIG/BLES

/
NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS ,
A PROJECT OF THE EDUCATION COMMISSION OF THE SWES ,

FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE ,
P. O. BOX 12194 RESEARDITRIANGLE PARK.NORcH CAROLINA 2770W

(319) 541.6000

.1.

,Over 100,000 students nationwide including approximately (number) students 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 ins'

the schools,

2) monitor the progress or decline in students' achievements, and

3) share this information with educators, ldgislators and the general public so

that steps can be taken to improve learning in problem areas.

The survey is conducted by National Assessmint at no cost to your `school. Par-

ticipation 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 findings from the

Idy are reported in terms of national and regional results, age, sex and size of _

......mmunity. The findings will in no way identify individual students, schools or

school districts. A
-

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 objections, no action

on your part is necessary. Thank you for your cooperation.

Sincerely,

.

Donald G. Smifflt
National Field Director
Research Triangle Institute

IF YOU DO NOT OBJECT TO YOUR CHILD'S PARTICIPATION, IT IS NOT

THIS FORM TO THE SCHOOL.

have been informed of the nature of the National Assessment

and object Co my child's participation.

Print child's Nhme

0
NECESSARY TO RETURN

of Educational Progress

Last Middle

rata

10.



G-19
PARENIaL FLIED CONSENT LETTER - SEIJCTED STUDENTS

NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS

A PROJECT OF THE EDUCATION COMMISSION OF THE STATES
FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE

P. 0. BOX 12194 RESEARCH TRIANGLE PARK. NORTH CAROLINA 27709

1919)15418000

Dear'Parent: 41.

Your child is one of approximately 100,000 students nationwide and (numker) students at

t school ) randomly selected to participate in the National Assessment of Educational

Progress., National Assessment is an annual survey of tie knowledge, skills and attltudes

of young people and has been in existence for ten yeais. The primary purposef of the

survey are to:

(1)- determine what students know =Lean do *in learning areas commonly taught in

the schools,

(2) monitor the progress or decline in studgIts' achievements, and

(3) share this information with educators, legislators and the general public so that

steps can be taken.to improve learning 'in plipblem areas.

The survey is conducted by National Assessment at no cost to your school. Participatioir

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 findings from the study are reported in

rms of nhtional and regional results, age, sex and sisoof community. The findings will

. no way identifyindividual students, schools or school districts.

National Assessment is an important activity to keep us, as parents and citizens, informed

about what America's youth are learning. Superintendint and (Principal)

have been fully informed of the survey and have expressed their willingness to have the

students participate.

The participation of your child.is important to the success of this survey; However, we

wantto make scare you have no objeotions 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 objections; no action on your part is necessary. Thank,you for your
%

cooperation. .

Sincerely,

Donald G. Smith
National Field Director
Research Triangle Institute lo..,,...,,.....m.....=ym
IF YOU DO NOT OBJECT TO YOUR CHILD'S PARTICIPATION, IT IS NOT NECESSARY TORETURN THIS

FORM TO THE SCHOOL.

have been informed of the nature of the National Assessment of Educational Progress and

eject to my. child's participation.

Print Child's Name
Last

Parent's Vr Guardiazi's Signature

First Middle

20, Date
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PARENTAL PERMISSION LETTER - ALL ELIGIBLES

-I

NI=1 NATIONAL ASSESSMENT OrEDUCATIONAL PROGRESS
A PROJECT OF THE EDUCATION COMMISSION OF THE STATES

EP FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE
P. O. BOX 12194 RESEARCH TRIANGLE PARK, NORTH CAROLINA 27109

1919) 54116000

Dear Parent:

;
Over 100,000 students nationwide including approximately (number) students at (school)

fill 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 im existence fqr ten years The primary purposes '

of the survey ars to:
-....,

1). determinewhat 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 informat ion with educators, legislators and the general public so-

that steps can be taken to imprOve learning in proble4 areas. . - .

The survey is conducted by National Assessment at no cost to your school. 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 findings from the studY7are

-sorted in terms of national and regional fesults, age, se and size of community.

a findings will in no way identify individual students, schools or schobl

National Assessment is an important activity to keep us, as parents and citizens, dnfirmed

about what America's youth are. learning. Superintendent and (Principal

have been fully informed of the survey and have expressed their willingness th have t e

_students pIrticipate.

/ The participation of your"child, if he or she is selected, is important to the succe s

of the survey; however, we want to know whether or not you object to yo r child's i

participation. Please complete and return the form below to the school. Your wishea

will be respected.

Sincerely,

Donald G.' Smith -

National Field Director
Researa)t Triangle Institute

s.

FLEAg. COMPLETE, TEAR ALONG DOTTED LINE AND TURN TO SCHOOL

I have been informed of the nature of ;he National Assess4nt of Educational Progress and:

o
A% 1

I have no objections to my child's participation.

0 'I object to my chil d's participation.

Print'Child's }ame s

Last I" First Hidd lads.

In nr nflee:A4mna C4nriatLiwpa



NREP

C-21
PARENTAL PERMISSION LETTER - CTED STUDENTS

NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS
A PROJECT OF THE EDUCATION COMMISSION OF THE STATES # -
FIELD OPERATIONS:' RESEARCH TRIANGLE INSTITUTE

P.O. BOX 12194 * R ESEAFICH TRIANGLE PARK. NORTH CAROLINX27709

, -4.1' 0919) 5414300 1

I .
Dear Parent:

k
Your child is one of approximately 100,000 students nationwide and (numbeWstudents att.

( school ) 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 hap been in existence for ten yeats. The primary purposes of the

survey are to:

(1) determine what students and can do in learnlng areas commonly taught in

the school,

(2) monitor the progress or decline in students' achievemints, and

kshare this information wits educators, legislators and the general public so that

siepi canoe taken to'inprwe'learnIng in problem areas.

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'

answers are treated as confidential, will not be shown to anyone in the school and will

not affect the students' grades or progress. The findings from the study are reported in

rms.of national and regional results, age, sex and size of =Immunity. The findings will

sMD way identify individual students, schools or chool districts.

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 etpressed their willingness to have the

students participate.

The participation of your child is important to the success of this survey; however, we

want to know whether or not you object to your child's participation, Please complete 4

aiah-return the form below to the school. 'Your.wishes will be respecter.--Thank you-

for your cooperation.'

Sincerely,.

Donald G. Smith
National Field'Director
Research Triangle Institute

10

PLEASE COMFLETE, TEAR ALONG DOTTED LINE AND RETURN TO SCHOOL

'

; have been'informed of. the nature of the Nition'al Assessment of Educational Progress and

E3 I have no ,objections to'my child's participation.

0 I object to' my child's participation.

Print Child's Name 111M

Last

4,

First Middle



Dear Parent:
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. 'PARENTAL PERMISSION LETTER - rollowpp \

NATIONAL ASSISSMENT OF EDUCATIONAL PROGRESS
A PROJECT OF THE EDUCATION COMMISSION OF THE STATES
FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE

P.O. BOX 12194 RESEARCH TRIANGLE PARIS. NORTH CAROLINA 27709
0191 5414000 a

Recently we sent a letter requesting permission to include your child in the National.

Assessment of Educational Progress survey. As of this date, we have not received your

reply *lease take a few minutes to %ad the information below and promptly retarn

the form, at the bottom of the page, to the school. National Assessment is an annual

survey of the knowledge, skills and aftitudes of young people and has been in existence

for ten years.- The primary purposes of the survay'are to: I

(1) determine what students know and can do in learning areas commonly taught in the

schools, t

(2)6 monitor the progress or decline in student achievements, and
.

c.

(3) snare-this information With educators, legisthdre cod the genkrel 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 school. 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

tot affect the students' grades or progress. The findingutrom the study are reported in

terms of national and regional results, age, sex and size of community. The findings will

in no way identify individual students, schools or school districts. .

A

National Asqessment is an important activity. to keep us, as p irents and citizens,' informed,

about what America's youth are lemrniz* Superintendent and..(Principal)

have been fullr informed of the survey and have expressed their willingne'ss to have the

students participate.

The participation of your child is important to the success of this survey; however, We

4 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

for your cooperation.

Sincerely,

Donald G. Smith
National Field Director
Research Triangle e-Insrituts-----

PLEASE COMPLETE, TEAR ALONG DOTTED LINE AND RETURN TO SCHOOL

I have been informed of the nature of the National Assessment of Educational Progfessamd:

have no objections to,my child's, participation.

a I object to my child's participation.

Print Child's Name
Last First Middle

o
Data)
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PlIOTOTYPE SPEECH FOR0IRTRODUCTORY MEETING

. The National Assessment 9f Educational Progress is a unique research
t 7,

project designed to anSwe two questions:

1. How much do young people know about a particular learninga. .
% 41 -,

area?, and ..,

1 ,
How much progress has taken place in .that subject

\
over a

. .

sp4ific time interval?
r . ///

The U.S. Office of Education has always had the responsibility for

measuring educational progress; no action in this regard was taken, however,

uriTil approximately 1963. Francis Reppel, then Commissioner of Education,

requested assistance from.the private sector in the formulation of a 'Pan

for an assessment of education. John Gardner, then President of Carnegie

Corporation, and other individuals formed a cqmmittee which established

objectives and developed guidelines for the assessmentAfter tie assess-

ment became Operational in 19693 the Education Commission of the State (ECS)

presently representing 46 states, Puerto Rico, Aperican Samoa and the Virgin

Islands took over the responsibility for the general direction of National

Assessment. Since its membership includes governors, chief state Schopl

officers, legislators, and lay people, ECS makes National Assessment legally

responsible to the public. The project is funded by.the National Institute

,

of Education, Office of the Assistant Secretary for Education, Department,of

Health, Education and Welfare.
Of

1

Nationpl Assessment measures educational attainment by evaluatitg the

;; performances of 9-year-old, 13-year-old, and 17-year-old students in certain

traditional learning areas. After an appropriate time interva l, each area

256.
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is reassessed with students of the same age group, and comparisons are made.

One of the goals of National Asiessment is to provide data fbr the ,i.mprove-
. ; '

meat of education through the measuremenlggrowth or "Aline in various

learning areas.

-

the 1979. -80 eChool year, the 11th year-of the program; 9-, 13-,

and 17 -year- students will participate in the first integrated Reading/

Liegrature assessment. It will also include a third assessment of some

Reading. exercises and a second assessment of some Literature exercises.

Out-of-school 17-year-olds will participate is the assessment during the

summer of 1980.: The folders which were mailed to you earli r c tained
,

example exercises and Objectives for these learning areas. With fie folder

were other informational materials about National Assessment, including a

,

description of how the results are being used and a Principal's Questionnaire.

The information which you provide on the Principal's Questionniire

will be used by central office staff to assign a number of assessment packages'

(booklets) according to ell estimated number of students of the age level

enrolled in the school.

After theinumber of packages per school has been determined, the students

..

within each school are selected for participition through a probability

sampling technique. To be eligible for participation, a student must have

been born within one of the specific one -year periods defining assessment

eligibility. For Year 11, National Assessment defines a 9-year-old as any

student having a birthdate during the calendar year of 1970; a.13-year-old

as any student having a birthdate during the calendar year of 1966; and a

17-Year-old as_anyone born within the period.October 1,, 1962 through

September 30, 1963. The fact that these age/definitions transcend grades

or classes is not of significance for our sampling procedures; we are

interested in students of certain age levels, irrespective of their grades

2571
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or classes. These ages were chosen becduse most of the members of each

grodp selected are nearing completion of one of, die stages of their

educational cycle:" 9-year-olds completing their p tiry education, 13-

1-
yeai -olds completing th.eir elementary education, and 17-year-olds com-

pleting their sec9ndary education. ,

. .

What, are we asking of those schoolsUbich were randomly selected for

participation this year? The best way to answer this question is to break

it into three parts:

1. Before assessment

2. During assessment

3. After_assessment

1. Priori to assessment, we make two,requests of each school:

A. The completion of the Principals Questionnaire.

B. The =pietism of e Student Listing Form.

Columns 1 through 5 of a Student Listing. Form (SLF) should be completed

for each eligible stud nt enrolled in your school, regardless of grade,
4

who wasrborn within the year specified on the form. The only students

born within the specified year who should not be listed on the Student

Listing Form are those who are non-English speaking, educable mentally

retarded, or functionally disabled; such students are not eligible to par

ticipate in Natio'nal Assessment. Information needed on the Student Listihg

Form for each eligible student is name, grade, sex, and birthdate (month

tiU

and year only). Space is also provided to enter the room or section of

each ttudent.,The completion of the Principal's Questionnaire and of

columns 1 through 5 of this form for each eligible student are the,only

tasks required of the school before assessment. Column 6 of the form will
"

be completed later by National Assessment personnel. All eligible, students

25g 4 *



D-4:

. tw

should be on the form so that each child will have an 'opportunity

for selection. This form should be prepared as ciose as possible to the

date we.r urn to select the sample and kept at the school. We will send

you a confii roration 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 sample is selected. In most schools

involved in al -year -old assessment, we will select the sample in January or

February and return in March or Aprirto conduct assessment, You will be

notified the sample is to be select early.

2. During assessment there are also two requests:'

A. Making space available for assessment. Generally, we will need

4

a room large enough for 25 students and an administrator. An

electrical outlet fOr a tape recorder is also required.

B. .The appointment of a staff member, preferably one with a flexib le

schedule, as NAEP cdorditator. The coordinator As instrumental ,

4

in devising a mutually convenient schedule for assessment and in
'4Y

insuring that the selected students appear at the designated time.

No school staff member is requested,to administer any of the

exercises.

a

V
,

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 made to achieve the highest possible re-
.

sponse rates;} two approaches are taken. tIn schools involved in 9- or 13 year:

N
. .

.old assessment, if a quorum is not met for a group session, a make-up sessibn
i 1

,. .

..
. , .

,

is held in an attempt to at least achieve the quorum. In schools involved

in 17-year-old assessment, there are no quorums for each session and con-
.

sequently no makeup sessions. However, if the overall student response rate

25... 9.
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the school is less. an 75 , a f oilowup is conducted,on a day following

. ,

the last regular session in the chool. Students who fail to appear at ag. . . ",- .

regular session will be assigned to a Ifollowupisession. n any school, no
,

%
.

ore than two followup plosions with a maximum of-40 students per seas onf. ,

11 b& conducted. After the f011owup,,aGhool personnel,may be asked 5try

complete a short questionnaire.for up to 10 sihdents 1 do.not appear for

.
f011OWUP ...

. _

One more request is made a approximately one-half .of the schools
, . .

involved in 17-year-old assessment; that is, those schools selected for
. t

,

.

Supplementary Frame assessment. (Prtcipals of schoolt not involved in

. this assessment may be excused.)
ti

,

Approximately 10% of 17-year-olds have no chance of beihg included
.

,--
in the; in-schocX assessment because they re not enrolled in school whenssmen a

4 .
.

.

the,AgrOlass 3 assessment is .conducted; they have wUhdrawn from school,

1.
it

or completed graduation requirements earliq than othersof their ape

Yr.

groups. The Supplementary Frame.assessmentioWdesigned to assess a sample
kr, \

.
. -,

.
of these students.

. r
. .

, .

. ficr'all 17-year-olds 0 be represen d in National Assessment it is
f

.

.necessary to try to locate and asps those students not asseihed in school;
.

r4
* that is, withdrawals and early graduates. In order to-do--thfs the schools

involved in Supplementary Frame assessment,aie requeste8 to provides list .

of thdrawals and if the school has a twelfth grade, a list of individuals

who graduated between January 1, 1979 and the first date of 17- year -old

, assessment in the school. These lists will bed used to seiect'a probfibility

sample of these out-of-seho*X-year-olds. During the summer of 1980,

these sample individuals will be followed"up and assessed. We will supply

you with listing fdirMs and instructions during Januity or February. The

forms will be collect ed whenye conduct assessmAnt in your school.

2 6 0
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TASKS' AT INTRODUCTORY .MEETING

Collect Principal's Questionnaires, -

O\
Answer.any4uestions Concerning NAEP, using,materials p ovided you.

Explain the tasks that will be required of each school

4

%,

4. Distribute

Tasks,.and

5.

6.

7
,

the assess-

appropriate Student Listing Forms and-Summir;, of School

O A
fully-explain the method oi.comiiletiont

,

Determine the dates tic assessment week(s). .

. ,...,-
-.. 0'

.

Verify information listed on and complete the PSU Control Sheets.

Obtain informstionlon schools with spacial sessions.

-

8. Explain Supplementary Frame to principals involved.
.

9. Inquire about possible EA candidates wild'? necessary,

.

0
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OUTLINE
BACKGROUND of NATIONAL 'ASSESSMENT

I. Background for Program.
o

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 thd early sixties,. there was a "felt need" by educators,

legislatorQ, and concerned lay people to determine exactly what o

children were learning.

C. There was also a need for an accurate method of showing cost

effectiveness.: What kind of results for how much money?

II. Historical Development

A. Francis Keppel, Commissioner of Educatio*1963, was aware of

0

Air

the U. S. Office of Education's responsibility and thlack of .

va program to

ti

B. Comtissioner

output would

educational

. .

meet this responsibility.

Keppel believed that a program to measure educationil

prove valuable in making important decisions on

appropriations, especially in view of rapid social

changeh.vtechnological developments, and population growth.

C. The renewal of the Elementary and Secondary Education Act, 1966,

incorporated the evaluatign conce0 for all new programein

education.

D. Commissioner Keppel-ren5sted assistance from the private

.1

sector in developing the concept. The ad hoc committee whiCW

was created formulated:'

'1. ,The following guidelines:

UN
NaA. All tional:Assessment reports will be based on

age -group findings.

4
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B. All results for each age-group will be deicribed according

to:
a

.1. Those things which almost all members of that age

-41

group can do;

2. Those. things which average members' of that age

group can do; and

3. Those things which only the most advanced members

of that age group can\do.

.

2. The following objectives: .

A. All national assessment exercises must be considered

-.important by scholars in the subject area;

B. They must be currently acceptable as educational tasks -

by schools; and

C. They must be considered desirable by thoughtful lay

citizens..
g

.

481114*
.

.

3. The following reporting procedures:

-)

A. Results:will be published in terms of performances by
.

.
,

..
groups on.gpecific exercises rather than comparisons

among individuals.

B. The reporting of results will prelude the idea.

that National Assessment will introduce egovernmental

. e

curriculunG or a method which will compare school districts,

cities, states, etc. 0
C. National Assessment reports will describe in an under-

.

standable manner what American youth have learned.

E. The program becamedbperational in July,1968.

9vo



D-9

F. in July 1969 the Education Commission of the States became

the agency officially responsible for NAEP. :This provides

National Assessment with a greater accountability to the public

rather than to any individual, group, or foundation:

1. The Education Commission of the. States is composed of 7

representatives from each member state and territory. The

governor, the..chief state school officer, a representative

from each house of the legislature; and 3 other appointees

comprise a state's representation.

2. ECS was formed by the Compact for Education in June, 1966. '4

Its goal ibio foster a "working relationship Wrong state

governors, legislators and educators for the improvement of

education. ". The initial concept of ECS was Proposed by

James B. Conant in his book, Shaping Educational Policy.

G. National Assessment has completelkdata collection for five

assessment years.

I. Data have been collected ininine subject areas - Science,

Writing, Citizenship, Reading-, Literature, Music, Social

V4Andies, Mathematics, and Career and Occupational Development.

2. 'Science and Writing have been reaspessed.
1

3. Art will be assessed and Reading will be reassessed this year.

lop H. In January of 1972, a Department of Utillzation/Application was

established within National As.essreent. he department's goals
owf

ore to:
lbw

1. Provide states with assistance in developing their own

assessment programs.
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.2. Encourage the interpretation and use of National Assessment

data by,professional organizations and other concerned groups.

3. Prepare National Assessment reports which describe the

resuLts of eh.assessment to the ultimate users - educational

practitioners, decision makers, teachertrainers and

researchers.
4

Disseminate National Assessment reports and materials.

4


