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I: PURPOSE OF THE ADMINISTRATIVE\INSTRUCTIONS

The Exercise Administrator Manual which your District Supbrvisor , -

gave you when you were hired describes the tasks required of you as an
Exercise Administrator for the National Assessment of Educational Progress
and outlines the procedure's to followed while performing these .tasks.
The Administrative Instructions have been prepared for your use cturing
actual assessment sessions. 'It contains definitions of racial categories,
procedures for administering packages, explanations to be used when
admihistering and checking the Background,Oxiestions, and codes for the
cover page Of the package. It is hoped that you will find this manual
helpful in carrying out your .duties during the tmek(s)of assessment.
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II. RACIAL OR ftHNIC IDENTIFICATION

Eap student participating it .National Assessment is to be placed,

'in one of six categories. Placement in a-category should be accomplished

by visual observation and use of'surname whenever possible.* The -six

categories are
4

(W) White, not of Hispanic Origin - A perion having origins in

an of the original peoples of Europe, North Africa, .or

the Middle East. /

.1144
(B) Black, not of Hispanic Originv- A person having origins in

any of the black racial groups of Africa.

(S) Spanish Heritage - A person of Mexican, Puerto Rican, Cuban,

Central .or South Ameridan, or other Spanish Culture or origin,

regardless of race.

4,

(I) American Indian or Alaskan Native - A person having origins in

any of the original peoples of North America.

(A) Asian or Pacific Islanders - A person having origins in any

of the'original peoples of thepr East, Southeast Asia,

the Indian Subcontinent, or the Pacific islands. This area

inaludes, for example; China, Japan, Korea, the Philippine

Islands, Ind Samoa.
-(

(14 Unclassified - After making a good faith effort to classify a

student on: the basis of appearance, speech patterns, name, etc.

thi administrator'is sure the-student is not of Spanish Heritage

and cannot choose between two or more racial or ethnic groups.

If you are unable to place a student in a cateidry by visual observa-

tion and/or use of surname, you may use one of the following if 'care is

taken not to embarrass' the student, school perbonnel, of National Asaess-.

ment personnel. Talking with the student may help determine the language

ordialpt the student speaks. You ma/ also ask if the student, speaks

Spanish, etc., bun you may not ask if the.student is Puerto Rican, Cuban,

Mexican American, etc.
7 ,

If visual observation andude of the surname do not clearly place a

student in a category and-if other methods caviot be used easily and with-*

out embarraosmentdiscuss the situation with your District Supervisor

,before placing ,the student in a category.

01 10

See page i for racial o ethnic identificatkn codes.

.1*

I



I

-5 , .

.

.
. I

N e

III. READING /LITERATURE ASSESSMENT EXERCISES:

In the 'past, reading and lit ature have been'aqsessed as two -

separate areas: In Year 11 these two areas have been integrated into'a
single assessment, with a single Set of objectiv,es and a single sot of

exercises. Following is a description of the types of exercises in this'

integrated assessment:.

:
A. Reading Exercises.

In the majoAty of the assessment exercises, students are asked to
read a passage and then answer several questions about the passage. The

passages reflect. real life material which students read either in school

or out of school, and in some cases are rather long; e.g..an entire short

story. In practically any administration you will find students reading

at a wide range Of speeds. Even in high achieving schools there will be

some students who read quite slowly. The exercises have been timed so
that about,Orof the_studentt will.have enough time to read the ,passage

. and answer all of the questions. You may expect that many of the students

will finish quite a' bit ahead of the allotted exercise time. This may

cause some restlesstess.among some tudents. However, therelseems to be

no,way of avoiding it. It is imponitant that we provide slow readers the

same opportunity to demonstAte their achievement as fast readers.

On tfte other side of the coin, another anticipated reaction of students

, is that they may. become quite involved with the stories they read. In

tryouts, "The Good Dog", given to'13- and 17-year-olds, evoked some tears

as well as requesls to take a copy of the story home. The tears didn't

prove to be disruptive; unfortunately, we c not provide copies of these

great stories to, the students. qt.

d

B.' Responding (Writing) Exercises

In a few exercises% students are aSke to read a story or poem and

then write about it. Aiain you will probe 14 find a large range among

students in terms of the Amount they writ . We have estimated the amounts

of time for these exercises based on tryo ts. Howev,r, you will'probably

find 'that some students will have little r nothink ko write and will

finish quite a bit ahead of the allotted exercise time. Here again it is

important that .the students who can and ant to write a lot have an oppor-

tunity to do so.

C. ',Skim/Scan Exercises
e.

For ane exercise in Package.13,at
in the book,ket 6ithA set,of 25 questi
a supplementary. 4-page article insert

.
taped'directions tell the students no

the questions ohe at time by findi

is expected that 'Some students may
followed. If a student appehrs co
Administrator shpuld tell, the stud
to the exercise, but should, not o

ge 13r students will be presented

Rs whose answers are contained in

do their booklets. Although the
read the passage but to answer

teach swer from the article, it
oelAndersend the technique to be
used about at to do, the Exercise

t to to-read the printed directions
erwise give any additiopal help. Also,

1

.1

J
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-47

unlike the other exercises in the booklets, time limits for thgs4 two

exercises were set so that most students would not answer all 25'quescions

in the allotted time. As a result, some students may become quite

frustrated. This is to be expected tin a speeded exercise.

D. Last Exercise in Each Package

The last exercise in each 9-year-old and 13- yea; -old package 'asks

students various background questions which provide information whict

may be related to their reading performance or achievement in general --

e.g. amount of time spent Watching TV. For thtse supplementary background

Aluestions, the students are asked to read and answer the questions on their

own in an allotted amount of time. When the allotted time is over, the

announcer requests the students to stop and close their booklets.

ow'

I
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IV. PACKAGE ADMINISTRATION

A. General Instructions-

Prior to the studentS' arrival, be sure you have in,the recorder the

correct side of the tape for the package to be administered and that the

tape is completely wound GC the left side of the cassette. Play the tape

until you hear the identification, then turn off tMe tape recorder. As

the students arrive, check the Administration Schedule to assure that

only the-students listed.participate in the session. When it appears that

. all students who will attend the session are present, begin the seision,
4

-Give each student two soft-lead pencils and an,exercise package.,

Instruct the student not 'to open,the package until told to do so. Enter

on the Administration Schedule the ID. number and racial or ethnic

identification for all students participating in the session: After

all materials have been distributed, introduce the students to the assess-

ment, ,using the following as a gui'deline:

"I AM OF NATIONAL ASSESSMENT. NATIONAL ASSESSMENT

IS A SURVEY OF THE KNOWLEDGE, SKILLS, AND ATTITUDES OF YOUNG PEOPLE,

YOUR NAME WAS CHOSEN AT RANDOM FROM A SCHOOL LIST OF ALL STUDENTS

YOUR AGE TO PARTICIPATE IN THE, SURVEY. THE QUESTIONS WE ARE GOING

TO ASK YOU ARE ABOUT READING AND LITERATURE* AND WILL TAKE APPROXIMATELY...

45 MINUTES TO ANSWER. YOUR ANSWERS TO THESE QUESTIONS WILL NOT AFFECT

YOUR GRADES, AND YOU WILLTOT RECEIVE AN INDIVIDUAL SCORE. HOWEVER,'

SINCE YOU REPRESENT THOUSANDS OF STUDENTS YOUR AGE, IT IS IMPORTANT

TEAT YOU MAKE YOUR BEST EFFORT AND DO YOUR OW WORK. EVERYONE SHOULD

HAVE THE FOLLOWING MATERIALS: TWO PENCILS ANSI A BOOKLET WHICH IS

PACKAGE NUMBER (read the packAge number). IS THERE ANYONE WHO DOES

NOT HAVE THESE ITEMS ?'" 4

Correct.as necessary, then say to the students:

"I AM GOING TO TURN ON A TAPE RECORDER. LISTEN CAREFULLY TO THE TAPE;

ST WILL EXPLAIN WHAT WE WApT_YOU TO DO. ONCE THE RECORDING STARTS,

I CANNOT ANSWER ANY quEsTtbris. USE ONLY THE PENCILS I GAVeYOU TO

MARK YOUR ANSWERS. IF YOU NEED ANOTHER PENCIL, RAISE YOUR HAND. IS

EVERYONE READY?. IF SO, I WILL TURN ON THE TAPE RECORDER."

Turn on the tape recorder. Be su re the tape is audible to all students, As

the students do the example exercise and begin the actual exercises, check

to see that they are marking their answers correctlyogille assistance as

necessary. Have appropryte inserts available, if applicable.**

When the tape has ended, turn off the tapparecorder_and administer .

the Background Questions. After you have checked the Background Questions

for each student,' collect all materials from the students thank them,

and instruct the to return to class.
.

Forward (or backward) wind the tape used during the session and replace

it in the plastic container. If a student failed to complete a package,

explain the sit6ation as fully as possible 'on the cover page and indicate

'which exercises were not completed.

Age Class 2, Package No. 12: READING, LITERATURE, AND ART

** See page 6



(Cohtinuel)

B. Packages Requiring InserEs,

/5.

, Certain packages reqUire an insert for the students to use to complete

an exercise. Thee packages are identified 15.y an "I" following the%package

nUtber on the toter page. The inserts have been placed in these packages

at the.appropriate places. You will also be supplied with extra'inserts

to distribqte in. the event one is missing. For exercises requiring insertsy

students will be told on the tape to remove the insert. Following this

announcement, there is a 7-second pause on the tape to allow you to 'quickly

see if each student has an insert. If not, distribute inserts as necessary.

At the end of the response time for the exercise, students will be told on

the tape to replace the insert in the package. Exercises requiring inserts

and the itsert required for each exercise are listed below. Inserts are

numbered, but are not always used in consecutive order.

1. Age Class 1 (9- Year -Olds)

Insert Insert

Number Description

.
1 Dictionary page; plot/plunge (1 page)

Patkage
Number

Exercise
,Number '

4 I 7

6 I 10

9 I 8 J

6 Index; oil /yurts (i page)

Table of Contents (1 page)

11 11 8 . Dictionary page; Toledo/tonsorial
(1 page) 7

. .

24 Age Class 2 (13 -Year -Olds)

I

Pack'age Exerci Insert Insert

Number Number
ig

Number Description

4

11 I

12 I

12 I

13 I

7

7

5

8 ,

5

1

2

3

4

5

Qictionary page; plot/plunge (1 page)

Table of Contents (4 pages)
...

Bridges (4 pages)
r

Index; Conquistadores/Education (1 page)

Dictionary"page; H/haet (1 page)

0
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V. ADMINISTERING THE BACKGROUND'QUESTIONS

When alL exercises have bgen completed and you have turned off the

tape recorder, say to the students.;,

4

"TURN TO THE LAST PAGE OF THE BOOKLET. THERE ARC A FEW

-QUESTIONS, WE WOULD LIKE YOU TO ANSWER. IF YOU DO NOT UNDER-

STAND HOW TO ANSWER A QUESTION, I'LL BE GLAD TO HELP YOU.

WHEN YOU HAVE COMPLETED THESE QUESTIONS, KEEP YOUR BOOKLET

CLOSED AND'RAISE YOUR HAND SO THAT I WILL KNOW-THAT YOU HAVE

FINISHED "

Read allquestions* and responses to the students'and observe to see

that they are marking their answers correctly; that is, filling in only

.one oval for each question and writing in a response when applicable.

Give any assistance necessary to obtain the best possible information,

using the guidelines in Section VII of this manual.

l

I

.111110

ihr

Sifik

* Your District Supervisor will inform you if the school has placed

any restrictions on the administration of the Background Questions.

10

I
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VI. EACKROUND,QUESTIONi
(9- and 13 Year - Olds)'

1. Does your family get a'newspaper.regularly?

CD Yes C=:., No " CD I don't know.

2. \--Does your family.get any upgazines regularly?

. , CD Yes CD' Nor . b I don't know.
w

\ 3. Are theremore than 25 books in your home?
,

.

CD Yes CD NO" CD I don't know.
...\

4. Is'there an encyclopedia, your home? ,

=Yes, C=3INo CD I don't know.
r ,

.5. How much school did "your father complete?
(FILL IN THt ONE OVAL which best shows, how much school your father completed.)

CD Did_not complete the 8th grade p'

CD Completed the 8th grade, but did not go to high school
CD Went to high school, but did not graduate from high bchool

CD Graduated from high school
CD,Some education after giadtation from high school

C:D I don't know. .

6. Did your father graduate'flom a college or university?

CD Yes CD No .CD I don't knows
V

7. How much schoodld your mother complete?: 11
(FILL IN THE ONE OVAL which best shows how much school your mother completed.)

CD Did not complete the 8th grade
CD Completed the 8th grade, bat did not go to high school

CD Went to high sch9o1but did, not graduate'from high school

CD Graduated from high'school
4

CD Some education after,graduadon from high school

CD I don't know.

8. Did your mother graduate fiom a college or university?

CD Yes CD N o. CD I don't know.
/

*9.i Where didmyou live on yoUr ninth birthday?

40k CD In the United States
(Please specify the state or territory) -

CD Outside oethe United 'States
(Please specify the country) \,

C:D I don't know.

Ng included &Ir. 9-year-olds
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VII. GUIDELINES goR ADMINISTERING ANI). thECKING THE BACKGROUND QUESTIONS

. A. Unusual Situations ta
' *

,. 1. For students' living in foster homes, theaniwers to questions 1-4 should be

based on the resources available in the foster home. Questions 5-8 apply

to their foster parents. .

2. For students living in a boarding school, the answers to questions 1-4 should

be based on the resources available in the home. of their natural or adoptive

parents or guardians. Questions 5-8 apply to their natural oracroptive parents -

or guardians.

3. For students living in an orphanage the answers to questions 1-4 should be

based on the resources available in the 6tphanage. Questions 5-8 should not

be answered, and it should be noted in the outside margin of the.page that the

student is living in, an orphanage.

B. Questions 1-4

1. Getting a newspaper "regularly" is defined as subscribingto a daily newspaper

or purchasing a daily-newspaper at least 4 or days each week. If the only

newspaper published in the area is a weekly., "regularly" is defined as getting

it on a subscription basis or purchasing it at least 3 of every 4 weeks. News -

papers .gottin in school are not to be included /h this questions.

2. Getting any magazines "regularly" is defined as subscribing to a weekly or

monthly magazine.hr purdhasing one "regularly": that is, 3 out of every 4 weeks

if the magazine is a weekly and at least 10 months a year if the magazine is a

monthly.
'

.

. .

3. Any book, hard or soft batk, that is published as a book will suffice. This

does4ot idelude`periodicals, magazines, comic books, atc.
t

4. An encyclopedia is any reference source of,'a general amure. -It dbes not have

to be a whole'set of books or. more than one volume. A single gopd Comprehensive

reference source would suffice. This does.not include the WoEld Almanac or

other yearly almanac pUblications.'.. .
.

4.

1 2
' ; "

L.



. Questions 5-8
1: . .

Give assistance if necessary to determine the correct educational
, category of the parents. For example, if the student'answers,4I don't

.
know,".you may be'able to determinethe torrectianswer by asking the
occupation of the parent and additional questions concefhing schoo the

parent may halie attended, such as.nursing .34091 etc.. However, i you '

Ore not able to determine the sorrect Oucati category from the student's
' answers, the "I don't4know"

---
oval shOUld be filled in. ' ,

''
, I ..

. ,
. . :,

.
. . .

In?.the.absence of natural or adoptive farenta or guardians,4these
questions apply to the' male and/or female in the student's tomes who-rs

respodsible for the daytby- day care of tha,studene; that is, a step'
parent, a grandparent, some other adult relative, or ah unr'elated persons
such as.a foster parent. If either the or female parent, figure is
absent from the home, the studdift should still answer to the best of. hip /.
her knowledge about the education 'of that parent figure.

.
..

k

0

D n..., . «a 9 (13 Year -Olds)

. In question 9 the PI don'tknow" oval applies-to the entire question
and.thoald be filled in only if,the student does not know if heshd lived
in or outside of the United States on Psis /tier ninth birthday. If the student
indicates that he/sheillivedin the United States but does not know the
state or territoty,* ttie oval beside "In the United States" should be

`filled in and "IDK" should be tten on the line;4f,the student indicates
that heishe lived outside of till United States but abes no; know the country,
the oval beside "Outside of the United Statts" should be filled n and "IDK"
should be written on the line.. In such a case, theadministrator must verify
thait.the student does not know the state or territory (or country) in which.
he/she lived on his/her ninth biuhday and initial the "IDK" to indicate*
,verificaticia.

E. Checking the Background Questions

Before dismissing a student from an session, checks the Background

Questions for the student. Give additional assistance if necessary to
assure that only one oval has been filled in fot each question apd that
the written response to question_9 (if.applicable) can easily be classified
as especific state., territory, or country. If a student refusc0 to complete
the Background Questions, make a note of elp package number and I.D. number
andhive .this information to your District ,Supervisor.

0
.4t

TerrItoriesof
. Midway Island,

Island.

it

Samoa, Baker I land, Guam,
, Virgin Islands, and Wake

the United States are AMerican
Panama Cabal ZoaeFuerto Rico
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vzzx.. CODING IA

10
A. -Package Condition'Ovals

,

TheTackage Condition Ovals are. in the lower left.;Omer of the coverpage of the pack d are designated N, P, NR, and NE. You-are to filloneof these o to indicate the condition undez which a package wasadministered, as ows: .

N - Normal Administration: the student was present for thebentire
assessment period and had an opportunity to complete every exer-cise, but may not have done so. However, if at least one exercise

.within package has been completed; you should.firl in theme ova'beside N.

I

P - Partial Administration:- the student was not present for, or'llidrt have an-opportunity to complete, one or more of the exercisesin the package; for example, the student was calleg from the room,a Page of the package was missing, etc. If this occurs, fill inthe oval besidP, and write on the cover page the numbers of theexercises which the student did not have a5.: opportunity to complete,together with a detailed explanation, as "Exercises 3S-33 not com-pleted; student called from, room by principal; reason for removalunknown."

Ca'

NR - No Response to Entire Package: the student was present for theentire assessment period'and had an opportunity to complete everyexercise, but completed none; that is did ntst attempt any exercisein the package. If there is nv4sponse to the entire package,
*fill in the oval beside NR and ate on the cover page the reason,if known, or 'Reason, Unknown. ft f

NE - Not Sligible: student was assigned a package and completed
,ono or more ercises but should not have been assessed; thatthe stud not eligible because he/she was not born within.the year spec led on the Student Listing Form, was not listed on

.

the Administratioh Schedule, was a self identified nonreader, etc.If you discover, during or after an assessment session, that a stu-, dent is not eligible to patticipate in National Assessment, note 'Ithe reason on the cover page and fill in only the oval beside NE._eIn'other words, categorization *as Not Eligelle takes priority over' the other Packige Condition Ovals.
, g

The 4trst oval, Normal Administration, will cover the. majority of the C..;administration situations. Exercises omitted within packages coded N do. hot have to be Listed on ,the cover page.. 'Packages-coded P, NR, or NE musthave on the cover page a reason for the
Package Condition Code, if known, inaddition, those coded P should have .a notation of the exercises omitted.Packages which are not administered should not have a Package ,Condition

Oval filled in..

.
S

'1.4"

(h
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Inns (Continued)*

B. Columnd 3-8

,

In columns 3-6 on the cover page of each package you administer (including ,

those which students fail to complete), code information ftom the Admifti-
.

stration Schedule for ,the student to whom the package was administered;
I 1.4 column 7 enter ygur EA number, and in column 8 the code numbers of the

PSU and school in which the package was administered.- In each column,
enter tiae correct code in the block(s). Codes to be used in Columns 3-8
are shown below.

Before coding any information in columns 3-6, be sure you have matched
the package to be coded with the correct line olf the Administration
Schedule. The I.D. number is used to match Administration Schedule line
;umbers with packages.

Administration
Coding, Schedule
Column Column Item

.

7

8

Code

3 Grade . Two digits:
8th grade = 08
Ungraded class 98

Special education class 99

*4 Sex 1 - Male
2 ' Female

5 Birthaate Month and last two digits of year
May 1966 0566

6 . Race

WIN

.

1 W (White)
./

2 B ck)

3 S (Span # Heritage)
4 I (American Indian ot Alaskan

Native)
5 A (Asian or Pacific Islagder).
6 U,(Unclassified)

EA Number Two digits: 'number recorded on
the front cover of your manual

PSU and Five digits:
School _ First two PSU Number;
Numbers Last three School Number;

as shown on the Administration
Schedule

4

15
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.. IX. OTHER. EA TASKS

A. After.Each'S ession

Compare numbers on the packages ggainst your I.D. number entries

on the Administration Schedule. Reconctle any differenCes discovered.

At the end of the..day,.give.all schedules to the, coordinator.

Sharpen pencils and, iftiressary, rearrange the room for your next

session. If your next ses is to be ih another room,. take all National

Assessment materialg.withlYou. ti,

.

. ,
.

B. :coding

. I

Following theinstryctia6 given in Section VII of this manual, code
each packgge You administer, including those which students fail to complete.

, )

11°

C. Final Review of'Packages
4

After coding, review all paOtages administered by you. if you find

that an exercise was omitted by a student, do not make any entries qn the
page; however, if y'bu find that.,any oval filled in by you or the student

i4 not dark enough to be machine scored, darken the oval. Otherwise, do

not change any entry. ,Be sure that any package wfich a student failed to
complete has an expIatation (or "Reason Unknown") on the cover page. Pack-

ages coded P (Partial) Must also have on the cover page the numbers of the

exercises which the,ptUdent.failed to complete.

ft
1

. 4,

s
\

D. Storage and Dimiosition of Materials
t)

Administration Schedules are not to be removed from the school site:

1 However, never leave /Sackages (used or unused), tapes, or tape recorder

Tt the school overnight.. Your District Supervisor will instruct you o

V safe storage of all National Assessment materialg. When you have om-

fl eed your assign mdnt,
.

return to your District Supervisor all Nation 1

; Assessment materials issued to you.
.

.

1 %

rr

.1

'I
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1. PUAPOSE OF THE AMINISTRATIVE.INSTRUCTIONS
.

..

The -Faercise Administrator Manual which yo4r Distrfct'Superviso.'
gave you when.you were hired describes the tasks required of you as an

Exercise Ad4inistrator for the National, Assessment of Educational Progress
and outlines theetrocedures to be followed while performing these tasks..
The Adninistrativd Inlitructiona-ha4e been prepared for your.*se during
actual assesairent sessions. . It contatns definitions' of racial categories,
pro.cedures for.administering packagq, explanations to to be used when ..

,administering and checking the Background Questlpits.ancodes for the
cover gage of the Package. It-is ho ed. that yea2 will find this manual

ItelpEul. in carrqing out yours duties ing the weeks} of Assesuddnt. \

/
, .

.

i
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II. RAC/AL OR ETHNIC IDENTIFICATION
.

Each student partidipating ih National Assessment is to be placed

in one of six.categories. Placement in a category should be accomplished

. ty visual observation and use of surname wheneverpossible.* The bix

%categoriesare:

..
tioi and/or use of surname, you may use one of the fdllowing if care is -

taken'not to embarrass the student, school personnel, or Natioltal-lNesess-
,:wment personnel. ITelking with the student may help determine the language

or dialect the student speaks. You may also ask if theystudent speaks

Spanish,, etc., but you may not ask if the student id Puerto gicaia, Cuban,

. .Mexidan American, -etc'. - r

.
.

61) White, not
any of the
the Middle

of Hispanic Origin
original peoples of

East.

(B) Black, not of"Hispanic Origin
any of the black racial groilps

- 1 person having origins in
Europe, North Africa, or

- 4 person having origins in

of 'Africa.

0) §panish Heritage- A person of Mexican, Puerto Rican, Cuban,
. AoCentral or South American, or other Spanish Culture or origin,

regardless of race.

,
. .

4 tI) American Indian or Alaskan Native - A person having origins in v
Ar ..

an, of the original peoples of North Aterica
,

p

(9 Asian or Pacific Islanders '= A, person having origins in any

I
of the original:peoAes of the Far East, Southeast Asia,

the Indian Subcontinent, othe Pacific Islands., 'This, area

includes br example, Clara;., Japan, Korea, Ole Philippine

,
blends, Semoa,fand Viet Nam..

1.4) Unclassified - Aftir making a good faith effort tp classifq a

stu4rq on xhel?alis of appearance, speeph'patterns, name, etc.

the administrator' is sure the student is not of Spanish Heritage

and cannot choose between two or more racial or ethnic gnups.

-If you a1re unable to plece a student in a category by visual observe:-

If visual.observation and use of the surname do not clearly plade a

. student in a category and if other methods 6u&not be used easily and with -

put embarrassment, discuss the situation with your District Supervisoi-

before placingc student in 4 category'

f

4

v

Sea page 13 fpe.racial or ethnic identification codes.

1.

5.
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III. READING/LITERATURE ASSESSMENT EXERCISES

\I
in,the past, reading and literatuye have .been assessed as twoseparate areas. In Year 11 th se two areas have been integrated into asingle assessment, with a sing e set of objectives and a single set ofexercises: Following is a description'of the types .of exercises in this,integrated assessment.

A. Readin3 Exercises ----

In the majority of the assessment- exercises, students are asked to-read a passage and then answer several questions about the pasiage. Thepaisages reflect real life material which students read either in schoolor out of school, and in some cases are rather long; e.g. an entire shortstory. In practically any administration you will find students readingat a wide range of speeds. Even in high achieving
schools there will be'some students who read quite slowly. The exercises have been timed sothat about 90% othe students will have enough time to read the passage . -and answer all of the questions. You may expect that many of the students Iwill finish quite a bidt ahead of the allotted exercise'time. This maycause some restlessness among some students% ktowever, there seems to beno way,of avoiding it. It is important that we provide Itau readers thesame opportunity to demonstrate their achievement as fast readers.

' On the other side of th'e coin, another anticipated reaction of students.is that they mgy become quite involved with the stories they read: Intryouts, "TheDood Dog", given'to 4- and l7- yeah-olds, evoked some tears'as well as requests=to.take a copy of the story home. The tears didn'tiirove to be disruptive;
unfortunately, we cannot provide copies of thesegreat stories to the students.

B. 'Respdnding (Writing) Exercises

In a few exercises, itudeAT
are asked to read a story or poem andthen write about it. Agaihlyou will pro04bly find a large range amongstudents in terms of the amount they write.- We have estimated the imountsof time for these exercises based on tryouts. ftwevert you will probablyiind that some students will have little or nothing-to write and willfinish quite a bit ahead of the allotted exercisetime. Here again it isimportant that the, students who can and want to write a lot have an oppOr-,ty:tity to do so. ,

1

C. Skim/Scan Exercise

For qne exercise in Package 12, students will
set of 30 questions whose

answers are contained in
page article inserted in their booklets, Although

a

f

3

be presented with a,
a supplementary 4-
the tappd direptions

=
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,IcI. (Continued)

.

tell the studentsrnot to read the passage. but to answer the questions

\ one at a time by finding each a&wer from the article, it is expected
\thit some,students may not understand the technique to be followed.' If

4\student appears confused about what to do, the Exercise Administrator ,

shie,uld tell the student to re-read the printed directions to the exercise,

but \shpuld not otherwise give any additional help. Also, unlike the other

exerdpes in theti booklets, 51pe limits this exercise were set so that

most itudents would not antVer all 30 questions in the allotted tile.

As a result, some students may become quite frustrated. this is to be

expected on a speeded exercise.

4 .

D. Last Exercises in Each a,'Ekage

0
h .

..
1

The last four exercises each package ask students various bdrkgtound

questions which provide information which pay be related,to their reading

performance Or achievement in general -- e.g. amount of time spent watchim4

TV. For theAesupplementary background questions the students are asked

to read and answer the qdestions on their own in allotted amounts of time.

When the allotted times are over, the announcer requests the students to

stop and close their booklets. . I I

P

, t

\ I

.

C 4
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1
PACKAGE ADMINISTRATION

/
4

A. General Instructions
s

Prior to the students' arrival, be sure you have in the recorder the
co#rect side of the tape for the pgtkast to be administered and that the
tape'is completely wound on the left side of the cassette. Play the tape
until you hear the identification, then turn off the tape recorder., AS

,tha stil,dents arrive, check the Administration Schedule to assure that
only' the students listed participate in the session. When it appears that
all student who-will attend the session are present, begin'the session.

Give eACTiptudent two soft-lead pqncila'and e6 exercise package. '1

Inbtrutt the student not to open the package until tdid to do so. Entert

on the Administration Schedule the I.D. number and racial or ethnic
identification for all students participating in;the session. After
all materials have been distributed, introduce, the students to the assess-
ment, usingkthe following es a guideline: ..

"I AM OF NATIONAL ASSESSMENT. NATIONAL ASSESSMEN T

IS A SURVEY OF THE KNOWLEDGE, SKILLS, AND ATTITUDES OF YOUNG PEOPTA..'
YOUR NAME WAS CHOSEN AT RANDOM FROM A scHoca, LIST OF ALL STUDENTS
YOUR AGE TO PARTICIPATE IN THE SURVEY. THE QUESTIONS WE ARE GOING
TO ASK YOU ARE ABOUT READING AND LITERATURE AND WILL TAKE APPROXIMATELY
45 MINUTES TO ANSWE'R. YOUR ANSWERS TO iHESE.QUESTIONS WILL NOT AFFECT
YOUR GRADES, AND YOU WILL NOT RECEIVE AN INDIVIDUAL SCOP1E. HOWEVER,
SINCE YOU REPRESENTTHOUSANDS.OF STUDENTS YOUR ACE, IT 36 IMPORTANT
TEAT YOU MAKE YOUR BEST EFFORT AND DO YOUR'oWN-WORK. EVERYONE ,SHOULD

HAVE ,THE FOLLOWING MATERIALS: TWO PENCILS AND A BOOKLET WHIG IS,
% .PACKAGE,NUMBER (reAdythe package number). IS THERE ANYONE WHO DOES

NOT HAVE THESE ITEM ?"

Cot ect as necessary, then-say-to thestudents:

AM.GOING TO TURN- ON A TAPE RECORDER. LISTEN CAREFULLY TO THE TAPE;

IT WILL EXPLAIN WHAT WE WANT YOU TO DO. ONCE THE RECORDING STARTS,.
CANNOT ANSWER ANY QUSSTION. USE ONLY THE PENCILS I GAVE YOU TO '

MARK YOUR ANSWERS. IF YOU NEED ANOTHER PENCIL, SE YOUR HAND. IS

EVERYONE READY? IF 50, I WILL TURN ON THE TAPE RRE ORDER."

Turn on the tape recorder. Be sure the tape is audible to all students. As

the students dO the example exercise and begin thd actual exefcises, check
to see that they are marking their answers correctly; give assistance as
necessary. Eave'appropriate inserts available, if applicable.*'

#'

When the tape has ended, turn off the tape recorder Rid administer
the Background Questions. After you have checked the Backkound Questions
for Lath student, collect all materials from the students, tank them,
and mstruct them to return to class.

Forward (or backward) wind the tape-used during the session and replace
it tn the plastic container. If a sti4ent failed to complete a package,
explain the situation as fully as possible on the cover page and indicate
which, exerciseerweie not completed. Z

/

23, ,
, Set .pate
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(Continued)

B. Packages Requiring Inserts

amp

Certain-packages-require an insert for the/students to use to complete

an exercise.v,These packages are identified by Len "1" following the package

number on tht cover page. The inserts have been placed in-these packages

at the appropriate places. You will also be supplied with extra inserts

to distriOute in the event'one is missing. For exercises.requiring serts,

students will be told'on the tape to remove the insert. Following th s

announcement, there is a 7-Second pause on the tape to allow you to q ickly

see if'each student has an insert. If not, distribute inserts as nec ssary

At the end pf the response time for the exercise, students will be tol on

the tape to replace the insert in the package. Inserts are numbered, byt

Are not always used in consecutive order. Exercises re4uiring inserts

and the.insert required for each exercise are listed below.

Insert 4

'Description

Dictionary page; plot/plunge (1 page)

Table of Contents (4 pages)

The Galapagos Islands (4 pageb)-

Itidex; Conquistadores/Education (1 page)

Dictionary page;41/haet (1 page)

Package
Number

Exercise
Number

Insert
Number

4 I 7 1

11 I ,:. 5. 2,

12 I '5
. 9

12 I '10 4

13 I 8' 5

-0

.14

24
)
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ADMINISTERING THE"BACKGROUND QUESTIONS =

When all exercises have bees, completed and you have turned.off the

tape recorder; say to the students:

"TURN TO THE LAST PAGE OF THE BOOKLET. THERE ARE A FEW MORE

'QUESTIONS* WE WOULD'L/KE YOU TO ANSWER IN ORDER FOR US TO BETTER

UNDERSTAND THE ACHIEVEMENT OF OUR NATION'S STUDENTS. AS WITH THE

OTHER QUESTIONS, YOUR NAME CANNOT BE ASSOCIATED WITH THESE QUESTIONS,

AND NO ONE IN THE SCHOOL WILL SEE YOUR ANSWERS.' IF YOU,DO NOT UNDER

STAND HOW TO ANSWER A QUESTION, I'LL BE GLAD TO HELP YOU. WHEN YOU

,HAVE COMPLETED THESE QUESTIONS, KEEP YOUR BOOKLET CLOSED AND RAISE

YOUR HAND SO TfilkT I WILL KNOW TEAT YOU HAVE FINISEED."

1
. .

Do not read the questions .to the students.
However, you should observe

to see that they are markirtg their answers correctly; that is, filling

in only ope oval for each qUestion and writing in a response yhen applicable.

Give any assistance-necessary.to
obtain the best possible information,.

using the guidelines in Section VII of this manual.

r ot
11

4

4

A

.

Your District Supervisor will inform you if the school has placed

any restrictions on the administration of the Background Questions.

25
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VI. BACKGROUND QUESTIONS

,

, e

1. How muchschool did. your father' complete?complete? . 4
'

(PILL IN THE ONE OVAL which best shows how ilauch-sthool your father completed.)

4 ! ' .
C=D D id not complete the

)

8th grade i . -,

CI= Completed the 8th grade, but did not go to high school
C=5 Vent to high school, but did not graduate from high school
C=D Graduate from high school

b

C=D Some educatiod after graduation'` from high school

C=D I don't
1

2. Did your fathergraduate,f9pa arollege or university?,

C=D Yes . C=D No C=D I don't know.

HOW much 'hoof did your.mother'cori' 0?
ILL IN THE ONE OVAL which best suds how much school your *mother completed.,

P.

Cp Did not-complete the 8th grade
Np Completed the 8th grade, but.did_Rat go to high school

high school
C:7 Wet to high school, but did not graduate from high school

G duated from,O
.c= Some education after graduation from high school

©I don't know.-

4. Did your mo ther graduate frova college or university?--

41 .

C:D.Yes ap No CD I don't know.'

. 5. Where did you live on your ninth birthday?
* .

, .

c:, In the United States (Please specify the.state or territory.) __ t.

..-'

'A...%

.

4

Ct, Outside of the United States (Please specify the country.)'

C:D I don't know.

6. Where did you live on your thirteenth birthday?

C:3-In the United State' (Please specify the state or territory.)

x. .

' 1.. C=D Outside of the United States (Please specify the country)
e .

.

't , ....
,.

. )
3

. 1
4 ,

C:D I don't know. .
,. . --,.

4.

2 6
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VII. GUI DELINES FOR AiSATiNGFITH:Ap CHECKING Tia BACKGROUND QUDItIONS

.

.9-

i

ft. .
, .

*l.

. , A. Quesiirs 1-4 a;
A,

. .
Gil:a* assfstance,if.necessary to determine the correct educational

category of thepinent4. For example, if the student answers "I don't

,-,khow", you may be able to.determine the correct answer by asking the

i

occupation of the parent and addiEional questions concerning sehobls the

parent may hate attended, such as nursing school, etc. However:if you

.re not able to determini the correct education category from the student's

answer, the "I don't know" oval should be filled in. 1-

i

.

In .ihe absence of natural or adoptive parents or guardians, these

questions,apply to the male and/or female in the student's home who is

resporsiblefor the day-by-day care of,the student; that is, a step=parent,

a grandparent, some other adult relative, or an unrelated person, such

as a foster parent. If either the male or female parent figure is absent

from the home, the student should still4nswer to the best of his/her

knowledge about the education of that parent figure. Ior students living

cln at orphanage, questions 1-4 should not be answered, and it should be '

noted on the page that'the student- lives in an orphanage* .

1'
_B. Questions 5141(6

. 4 A

questions
.

o In 5 and 6 the. "I don't knot" oval applies to the ere

_question and shouId1 filled in only if 'tre student does not know if he/she

lived in or outside o the United States*oh the specified birthday. If

the student indicate that.ba/she lived in the United States but does not

and "ID should be written on the lisle;,be filled in " ne; if the stud nt indicatesthat state or trItory,* theoval beside "In the United,States" should

that he. /she lived - side of the United States but does not know he country,

the oval beside "Outside of the'United States" should be filled in d "IDK"

1 'should be'wultten on the ine. In such a case, the administrdtor mast verify

\ f that the stuaeut does know the state or territory (or co ntry) in which

t)
he/she lived on the spec ed birthday and initial the "Ipr to indicate

..,

...
Vetificat

.

ion. '
,

k-1

..,. ,

.

ac

.. - .

C. Checking the Background -

. .

...

...
,

6,
. ..2. L- 4

Before dismissing student from myVasion, check the BdCkground

Questions.forihe student. Give additional assistance if necessary to assure

that only..one oval has been filled in for each question and that the written

respon4ei'to questions 5 and 6 can easily be classified as a specific state,
__ .

.

0,

w ..

Territor ai of theUnited States are American Samoa, Baker Island, Guam,

Midway Island, Panama Cad'al Zone, Puerto Rico, Virgin Island, and Wake,
27

Island.
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VII. (Continued)
-JO-

territory, r country. If a studgnt refuses to complete the Bickground
Questions),make a note of the package number and I.D. number and give'
this information to your District Supervisor,

6

ti

a

6
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/
a 11

ago

IF

4



A CODING

A. Package Condition Ovals \..,-

The Package Condition Ovals are ig the lower left corner of the cover

page of the packge and are, designated N, P, NR, and NE. You are to fill

in one of these ovals to indicate the condition under which a package was

administered, as follows:
..

N - Normal Administration: the student was present for the entire

assessment period and had an opportunity to complete every exer-

cise, but may not have done so. However, if at least one exercise

within the package has been completed,,you should fill in themal

beside N.' .

P - Partial Administration: the student was not present for, or did

not have an oppOrtunity to complete, one or more of the exercises

in the package; for example,lehe student was called from the room,

a page of the package was missing, etc. If this occurs, fill in

the oval beside P, and write on the cover page the 'numliers of the

exercises which the student did not have an opportunity to complete,0

together with a detailed explanation, as. "Exercises 25-33 not CoMr

pletea; student called from room by principal; reason for removal

unknown."

NR - No Response to Entire Package: the student was present for the

entire assessment period and'hadan opportunity to complete every

exercise, but completed none; that is, did not attempt any exercise

in the package.' If there is no response to the entire package,

fill in the oval beside NR and note on the cover page the reason,

if known, or "Reason Unknown."
.

NE - Not Eligible: the student was assigned a package and completed

one or more of the exercises but should not have been assessed; that

is, the student was not eligible because he/she was not born within'

the year specified on the Student Listing-Form, was not listed 9n

the Administration Schedule, was a self-Adettified nonreader, etc.

If you discover, during or after an assessment session, that a 4:
dent is not eligible to participate National Assessment, note

the reason on the cover page and fill in only the oval beside NE.

In other words, categorization as Not Eligible takes priority over

the other Package Condition Ovals.

The first oval, Normal Administration,, will cover the majority of the,

administration situations. Exercises omitted within packages coded N do

not have to be listed on the cover page. Packages coded P, NR, or NE must

hale on the cover page a reason for the Package Condition Code, if known; in

add;tion, those coded P should have a notation of the exercises omitted.

- Packages which are not administered should not.have a Package Conditicf

Oval filled in.

-!. 29
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VI/T. (Cont'inued)

B. Type of Assessment Ovals

Following.the Fackage
Condition Ovals are four ovals designated

R, F, S, and H. You,are to fill in the R or F oval to identify the type

Of assessment in which thd package was administered as follows:

RI- .the'package was adminiit d during the first admini-

stration of-thet package in :a echool

F Followup: packagelkas administered
during a-followup session

ter all other administrations.in a school

The ovals
designate4S and H are not to be filled

C. Columns 3-8

n.coiUmns 3-6 to the cover
page of each package you administer

(inclu g those which students
fail.tocomplete), code information from

the Administration
Schedule for the student to whom the package was

administered;
in'column 7 enter your EA number, and in column 8 the code

ndmbers'of the PSU and school in which the package was adMinistered.

In. each column, enter the correct code in the block(s). Codes to be used

in columns 3-8 are shown on the next page.

Beforecodingapy information in'columns
3-6, be sure you have matched

the package to be coded, with the correct line of the Administrationichedule.

The I.D. numbei As used-to match Administration
Schedule line numbers with

packages. Codes for use in Columns 3-6 are given on the next page.

It

I
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1... VIII. (Continued) ,,

.6 i.,

*r".

1

.

Coding
Column

3

dap.

AdministrAtion
Schedule
Colume tem

,3 4,Grade

4 4

5 5

6 6

7

IM.M.PIPP

1

4.

e

Code

Two digits:
11th grade = 11
Ungraded class = 98
Special education class = 99'

Sex ,
( 1 Male

2 Female

Birthdate MOnth and last iwb digits of y

May 1963 0563

Race 1 a W (White)

2 = B (Black)

s
.

3 = S (Spanish Heritage)

4 = I (American Indian or Alas

.., Native)

EA NuMber

5 = A (Asian or Pacific Islander

6 = U (Unclassified)

Two digits: numhei recorded'on

the front cover of 3:au; manual

PSUand Five digits

School, Firs two = PSU Number;

Njmbers Last ree - School Number;'

as'sh on the Administration

a Sche ule

31
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q. OTHER EA /ASKS

A. After Each Session

° 4

4

Compare.I.D. numbers on the packages, against.your
I.D. number entries

on the Administration Schedule. Reconcile any differences discovered.

At the end of the day, give all schedules to the coordinator.

iharpen pencils and, if necessary,
rearrange the room for,your next

session. If your next session is to be in another room, take all National

Assessment materials with you.

B. Coding

F 'Jawing the instructions given in Section VII of this manual, code

each pa age you.administer,
£ncluding those which, students fail to complete.

C. Final Review of Packages

\s\
After coding, review all packages- administered by you. I f you find

that an exercise was omitted by a studAnt, do not make any entries \oe""the

page; however,if you find that any oval filled In by you or the student

is not dark enough to be
scored,-darken the oval. Otherwise, do

not change any entry. Besure.that any package which a student failed to

complete has an explanation (or "Reason Unknown."} on the cover page. Peak-

.
ages coded P (Partial) must

also have on the cover page the numbers of the

exercises which the student failed to complete.

6. Storage and Disposition of Materials

Administration Schedules
are not to be removed-from the school alter

however., never leave packages (used 9r unused), tapes, or tape recorders

at the school overnight. Your District Supervisor will
instruct you on

the safe storage.of all National Assessment materials.
When you have com-

pleged your assignment, return.to your District Supervisor all National

Assessmeht materials
issued to ou..
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X. COMP LETING THE SUPPLEMENTARY SCHOOL WORKSHEET

At times, your District Supervisor may inftruct you to conduct'Age P

Class 3 assessment in a school where the sample was selected several months

prior and in which no new eligibles, have enrolled since the, sample was

selected. However, some of the students selected for participation may have

withdrawn from the school since the selection of the sample. The names of

these withdrawals should have been crosited off.the Administration Schedule

and the reasom for their withdrawals noted by school personnel. If not,

ascertain why each has withdrawn; i.e., transferred,. dropped out, graduated,

etc. and enter the reason on the Group Administration Schedule in the I:D.

Number space opposite the withdrawn student's tame. If any withdrawats

have been crossed off, you should follow the procedures listed below before

proceeding to conduct the asse'ssment. These procedures entail the completion,

of aSupplementary School Worksheet which will be provided by your District

Supervisor.

Complete the Supplementary School Worksheet according to the instruc-

tions below. Ah example of the worksheet is on the next page.

(1) Enter the PSU number, school number and DS name at the top of the

Supplementary School Worksheet. Enter a zero in Part I.E.

(2) Complete Part II for each package assigned.

a. In Part II column one circle the package numberi to be

adrlinistered in the'gchool.

b. In columns three and four enter in/the appropriate space

opposite package numberthe number of selected students no longer

enrolled reason (i.e., number-who have transferred and number who have

withdrawn or all other reasons combinedT. If none, enter "O."

Enter in column five the final group sample size for each pack-

age to be administered'by subtracting from the. number of narits isted on

the Group Administration Schedule the number of students asii d to the

package who are no longer enrolled. If no students rassigned tore- lar

'package have withdrawn, enter in column five the number of names listed

on the Group Administration Schedule.

(3) If you discover at the time you conduct a session that a selected

student has withdrawn but was not crossed off the Group Administration

Schedule, cross off his or hermams on the Administration Schedule. Enter

the reason for withdrawing on the AdMinistration Schedule and include a

countof this student in the appropriate category in Part II of the

Supplementary Worksheet.

(4), At the top of each Administrition Schedule, the Dis,tricc Super- ,

visor has previously recorded the number of students to be assessed. This

number should now be changed on each schedule as necessary to reflect any

4t change of students due to the withdrawal of selected students.
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,if ,P$D Number
0

'I? School Data

Schbol Number

, -

DS Name

A. Number of new ineligibles by typ

type *

Non-English speaking

EAR

Functionally disabled

Out-of-range birthdates

No.

Ineligible for any other reason

(Specify reason(s) in Part F. of School

B. Total number of new eligibles

Worksheet)

II. Package, Daca

No. Of Selected Students
No Longer Enrolled

,d1h.

Final
'Ake

No. Of New

Package ,Eligibles ' No. Of No. Of Withdrawals . Group

Number Selected Transfers For All Other Reasons Size

1
..r

2

3

4

5.

6

4.--'
7

, 8

10

.11

12

1114.m.

.13

r4

Piistribution: Rdturn to RTI with SchopiVorksheet.
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