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‘ I. PURPOSE OF THE ADMINISTRATIVE “INSTRUCTIONS -
\ . . .
—— ] . . » )

The Exercise Administrator Manual which your District Supérvisor
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 procedures to be followed while performing these tasks, '
The Administrative Instructions have been prepared for your use Jhring ‘
actual assessment sessions. ‘It contains definitions of raeial categories,
procedures for administering packages, explanations to be used when °
admihistering and checking the Background Questions, and codes for the
cover page ¢f the package. It is hoped that you will find this manual
helpful in carrying out your.duties during the week(s)"of assessment.
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II. RACIAL OR ETHNIC IDENTIFICATION

. . Each student participating in Nacional Assessment is to be placed
. in one Of six categories, Placement in a-category should be accomplished

by visual observacion and use of surname whenever possible.* The six
categories are: ., T
(W) -White, not of Hispanic Origiﬁ - A person having origims in

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

. : . the Middle East. - . , 4 ¢

-

~ - ¢

- (B Black, not of Hispanic Originv- A person having origins in
any of the black racial groups of Africa. .

. (S) Spandsh Hericage'— A person of Mexican, Puerto Ricanm, Cuban,
Central or South Ameriéan, or other Spanish Culture or origin,
regardless of race.

(I) American Indian or Alaskan Native - A person having origins in
. any of the original peoples of North America.
. 1 b .
(A) Asian or Pacific Islanders - A persdn having origins in any
of the ofiginal peoples of the'far East, Southeast Asia,
- ' the Endian Subcontinent, or the pacific Islands. This area
. ] C inéludes, for exapple, China, Japan, Korea, the Philippine
I . Islangs, &ind $amoa. ° i L .
. ” ,
(U Unclassified - After making a good faith effort to classify a

’ student on:the basis of appearance, speech patterns, name, etc.
I ' . thé adninistrator’is sure the-student is not of Spanish Heritage

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

. If you are ungble to place a student in 2 categdry 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 personnel, or National Assess-—,
ment persomnel. Talking with the student may help determine the language
or dialect the student speaks. TYou may also ask if the student,speaks
Spanish, etc., but you may not ask 1f the.student is Puerto Rican, Cuban,
Mexican Americam, etc. : ) Yo

4

. -
. 1f visual observation and uge of the surname do not clearly place a
student in a category and- if other methods capnot be used easily and with-'

out embarragsment,. discuss the situation with your District Supervisor
before placing .the student in a category. \ -

- L4
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' .o % See page 12 for racial or. ethnic identification codes. .
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_find that some students will have little jor nothing %o write and will
finish quite a bit ahead of theé allotted jexercise time. Here again it is -

-a suppleméntarx 4-page article insert d dn their hobklets. Although the
. taped directions tell the students nof tp read the passage but to answer

-3-' . . ) =

: N - A
III. READING/LITERAT?RE ASSESSMENT EXERCISES <~ - .° .
In the past, reading and liéergtufé'have-beep'aqgessed as two ’

separate areas. Ln Year 1l these two areas have been integrated into’a
single assessment, with a single set of objectives and a single szt of

- exercises. Following is a description of the types of exercises in this’ -3

" integrated assessment. , - ' ' .
. . ' . “ ] ' v

A. Reading Exercises. - : P . © -

i .

In the majotlty of the assessment eﬁ%rcises, students are asked t¢
read a passage and then answer. several questiofis about the passage. The
passages reflect. real life material which students read either in school
ot 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,?d?’of the_students will have gnough time to read the passage

. and answer all of the questions. You may expect that many of the students 4

will finish quite a'bit ahead of the allotte¥ axercise time. This may
cause some restlessness.among somevfzudents. However, there:seems to be
no way of avoiding it. It is impovtant that we provide slow readers the
same ?gportunity to demonstrate their achievement as fast readers. ,

» l T

On the other side of the coin, another anticilpated reaction of students

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

tryouts, "The Good Dog", given to’13- and l7-year-olds, evoked some tears

as well as requests to take a copy of the story home. The tears didn't 1;

prove to be disruptive; unfortunately, we c3pnot prgvide copies of these 4

great stories to, the students. - -

d - r .

B.’ Resgonhing tWriting) Exercises ' i
In a few exercises, student$ are asked to read a story or poem and .

then wnite about it. Again you will probaply find a large range among
students in terms of the amount they write/. We have estimated the amounts
of time for these exercises based on tryoyts. However, you will '‘probably

important that the students who can and fant to write a lot have an oppor-
tunity to do so. N
LY A Y

C. ' .8kim/Scan Eiercises'
' -

For ome exefq;se in Package 12 at|jge 13¥ students will be presented
in the booklet ¥ith a set of 25 questipns whose answers are contained in

the questions one at 2 gime by findipd each agswer from the article, it
is expected that ‘Some students may mot' understind the techpique co be
fq¥lowed. If a student appears co uséd about What to do, the Exercise

Administrator shomld tell the studfint to fe-read the printed directioms J

to the exercise, but should not © erwise give any additiopal help. Also,
' . .
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I11. (Continued)
- .

unlike the other exercises im the booklets, time limits for thesd two .
exercises were set so that most students would not answer all 25" questions
in the allotted time. As a result, some students oay become quite
fruserated. This is to be expected on a speeded exercise.

Ki "

D. Last Exercise in Each Package , , - .

The last exercise in each 9-year-old and 13-year—-old package ‘asks
students various background questions which provide informatién which
may be related to thelr reading performance or achievement in general --
e.g. amount of ¥ime spent %watching TIV. For thzse supplementary background
questiony 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
apnouncer requests the students to stop and close their booklets.




A% See page 6- - ‘ ' .8 ‘ .

"{V. PACKAGE ADMINISTRATION

-

il

A. General Instructions. . . : . ‘

Prior to the studentg' 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 off the left side of the cassette. Play the tape
until you hear the identification, then turn off tie 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 segsion,

L)

- Giver each student two soft-lead pencils and an exercise package..
Instruct the student not 'to open,the package wntil told to do so. Enter
on the Administration Schedule the L.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-
mént, 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 TARE APPROXIMATELY,
) 45 MINUTES TO ANSWER. YOUR ANSWERS TO THESE QUESTIONS WILL NOT AFFECT
YOUR GRADES, AND YOU WILL NOT RECEIVE AN INDIVIDUAL SCORE. HOWEVER, ®
SINCE YOU REPRESENT THOUSANDS OF .STUDENTS YOUR AGE, IT IS IMPORTANT
THAT YOU MAKE YOUR BEST EFFORT AND DO YOUR OWN WORK. EVERYONE SHOULD
HAVE THE FOLLOWING MATERIALS: TWO PENCILS A BOOKLET WHICH IS
PACKAGE NUMBER (read the package number). IS THERE ANYONE WHO DOES
NOT HAVE THESE ITEMS? P . .-

L)

Correct.as necessary, then say to the students: /

"I AM GOING TO TURN ON A TAPE RECORDER. LISTEN CAREFULLY TO THE TAPE;
4T WILL EXPLAIN WHAT WE WANT.YOU TO DO. ONCE THE RECORDING STARTS,

I CANNOT ANSWER ANY QUESTTONS. USE ONLY THE PENCILS I GAWE YOU TO
MARK YOUR ANSWERS. IF YOU NEED ANOTHER PENCIL, RAISE YOUR HAND. IS
EVERYONE READY? IF SO, I WILL TURN ON THE TAPE RECORDER."

—-— - Y . .
Turn on the tape recorder. Be sure the tape ie 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 correctlyp give assistance as

necessary. Have approprigte inserts available, if applicable.**
! -

b

Whep the tape has ended, turn off the tappmrecorder_ and administer .
the Background Questions. After you have checked the Background Questions

for each student,’collect all materials from the stddents,)ghank them, R
and instruct them to return to class. . v

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 sit@ation as fully as possible on the cover page and indicate
‘which éxercises were not completed.

. ”

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

.
L3
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« B. Packages Requiring Ingerts K ' .

- .,  Certain packages require an insert for the students to use o compléte ) :
(:: . an_exercise. These packages are identified by an "1" following the' package -

ndgber en the to{irspage. The inserts have been placed in these packages

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

to distribyte in.the event one is wlssing., For éxercises requiring inserts,

students will be told on the tape to remove the imsert. 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, studeats will be told on

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

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

nuzbered, but are not always used in consecutive order. . . .
’ ’ i '

) 1. Age Class 1 (9-Year-Olds) ,
- Patkage Exercise  Imsert Insert '
) Number _Number ¢ Number Description *
41 7 A Dictiopary page; plot/plunge (1 page)
6 1 10 ) " Index; oil/yurts (I page)
~ . t .
91 8 7 Table of Contents (1 page)
11 T 11 8 . Dictionary page; Toledo/tonsorial
- - . (1 page) 7

N 2. Age Class 2 (13-Year-01ds) . .

‘ Package Exerci Insert " Insert
‘ Number Numbe Number - Description
} ‘L. 41 . 7 1 Dictionary page; plqc/plunge (1 pgge)
111 7 2 ) Table of Contents ¢4 pages) -
" . 121 . 5 \3 Bridges (4 pages) r' .
| 12 1 8 . 4 Inhex; Conquiscadores/Educacion (1 page)
131 « 5 5 Diccionary'p;gef H/?aec (1 page)
. / ¢ .
P - . *
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. ) . "¢. ADMINISTERING THE BACKGROUND ‘QUESTIONS .

—_— 1)
o

-

LY . . ' .
- When_all,exercisgs have been 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 .
-~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. . |
e WHEN YOU HAVE COMPLETED THESE QUESTIONS, KEEP YOUR BOOKLET - |
CLOSED AND’RAISE YOUR HAND SO THAT I WILL KNOW THAT YOU HAVE . |

. _FINISHED." \

Read all'quhscions* and responses to the students 'and observe to see :
that, they are marking their answers correctly; that is, f£illing in only ° -
.one ovial for each question and writing in a response when applicable. :

Give any assistance necessary to obtain the best possible information, ‘
usTtig the guidelines in Section ViI of this manual.

-
L]

-
.

-

L

» v
- \

. - % 1 Your District S;pervisor will inform you if the school has placed
Y any restrictions on the adminfstration of the Background Questions. 2

L]

- 1 ¥
. O .
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VI. BACKGROUND. QUESTIONS
(9- andl13éYear-01dsT

".‘-‘_f - .

1l Does your family get 2 newspaper.regularly’ . ‘ N ) '
O TYes O N O Idontknow.-_ ’ '
2. \~Dbes your family.get any gagazines regularly? ) B '
‘. b Yes e No, < I don't know. ° " .
Y 3. Are there more than 25 books in your home? . .
R .
’ C) Yes O No ' I don't know. . .
'-"\ -’ - » *
4, 1sg there an encyclopedia, in your home’ . ’

.5. _ How much
(FILL IN

000000

6. Did your

rl

0

7. How much
(FILL IN

0 00000

8. Did your
(s

Some education after graduation froem high school 4

O Yes. O iNo CO I don't know. » ’

f - - - -
school did‘your father complete?
THE ONE OVAL which best shows. how. much school your father completed )

Did not complete the 8th grade s

Completed the 8th grade, but did not go to high school ‘.
Went to high school, but did not graduate from high 5chool
Graduated from high school

I don't know. . .- \ : . .,

father graduate “ffom a college or university?
Yes O No = I don't know,

school did your mother complete? ' :
THE ONE OVAL which best shows how much school your mother completed.)

Did not complete the 8th grade
Completed the 8th grade, bdt did not go to high school * :
Went to high schgol, but did not graduate from high school .
Graduated from hggh school . .

Some education after.graduaffon from high school

I don't know.

‘ L

13

i oo 'S P

mother graduate from a college or uniﬁersity?
Tes » L\ Uo @1 don t know. v

f9.g Where did you live on your ninth birthday° .

.‘ﬁ =
o

oute)

In the United States '
(Pléase spegify the state or territory)

Qutside of?the United 'States . . K ' j
(Please specify the country) - " )

1 don't know.

* Not included fér 9-year-olds ~/

. -
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. VII. GUIDELINES FOR ADMINISTERING AND CHECKING THE BACKGROUND QUESTIONS 7
. 4 .
f . -
A. Unusual Situations ¢ et ’ -
v >
w 1. For students' living in fogter homes, the_answers to questions l-4 should be _ -

based on the resourcesjavailable in the foster home. Questiohs 5-8 apply
to their foster parents. '

2. For students living in a boardinmg school, the answers to questions l-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 oradoptive parents *
or guardians/. .

1ty o

L)

s *

3. For students %}ving in an orphanage, the answers to questions 1-4 should be

I

* pased on the resoufces available in the © phanage. Questions 5~-8 should not
] be answered, and it should be noted in the outside margin of the page that the
student 1s living in,an orphanage. [N . :
. . ) .
. ’ ) “

-

|

1
.

~

." . -
B. Questions 1l-& .

1. Getting a newspaper "regularly” is defined as subscribings to a daily newspaper
or purchasing a daily newspaper at least 4 or 9 days each week. If the only

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

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

' papers.gogtén in school are not to be included in this questios.

-

PR W |

»

. .
s iy

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

i monthly magazine.'or purchasing one "regularly": that is, 3 out of every 4 weeks -
if the magazine is a weekly and at least lq’montﬁs a year if the magazine is a -
ﬁonthly." o . : . .

R . " . I P .-
3, Any book, hard or soft back, that is published as a book will suffice. This
doedeot {relude ‘periodicals, magazines, conic books, atc. . ’ b
1 L1
4. An encyclopedia is any reference source of.'z general nature. -It does not have
td be a whole'set of books or-more than ome volume. - A single good comprehemsive
reference source would suffice. This does.not include the Wogld Almanad or .
other yearly almanac publicatipms. ~** o -l

"~ .
. . -y

* ~ ’

- 4 -
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Q

- answers, the "I don t know" oval should be filled in. - .

L
o
1
§
.

+

s, ) ;o , ) .
VIi, (Continued) T . { ’ ‘
- . ’ . . L]

C. Questions 5-8 . \ . * . ' . . “°
, VR , A
Give assistance if necessary to determine the correct educational
category of the parents. For examplé, if the student “answers, "I don't

" know," you may be ‘able to determine- the correct'answer é% asking the: ‘ .
1

occupation of tMe parent and additiondl questions_concerning schools the = .
parent may have attended such as, nursing school%Yyetc. ., However, ™ you '
are not able to determine the eotrect educatl category from the student's

In’the absence of natural or adoptive parents or guardians, these .
questions apply to the” male and/ox female in the %gudent s home who is
reSpoﬁsible for the dayrby-day care of the,student} that {5, 2 step%
‘parent, 2 grandparent, some other adult relative, or ah,unrelated person,

such as.a foster parent. If either che male or female parent, figure is

absent from the home, the studdt should’ still answer to the best of. his/. .
her knowledgé about the education ‘of that parent figure. . . :
- Yo . . ’ é ' ~ .

-
+ . -

D. Qgsgtion 9 (13-Year-01ds) i . . .

N ’\ - .

. In question 9 the I don't®know" oval applies to the entire question .
and,‘should be filled”in only if ythe student does not know if he/shd lived
in or outside of the United States on his/her ninth birthday. If the student
indicates that he/shdﬂiived in the Uniced States but does not know the 4
state or territory,* the oval beside "In the United States" should be o
filled in and "IDK" should be sggltten on the line,.ié the student indicates
that he/she lived outside of the United States but dbes not krow the cowntry,
the oval beside "Qutside of the United ‘States" should be £illed in and "IDK"
should be written oa the line.. In such a case, the administrator must verify
that .the student does not knbw the state or territory (or cougtry) im which,

4

hé/she lived on his/her ninth bixphday and initial the "IDK" to indicatewy .
verification; . p ’
k “ ! N ' o . - B . ' -~
yi‘? ) . . y - ’ . .
E. Cheeking the Background Questions ) ’ "

PR ‘ .
. Before d;g;issing 2 student from any session,, check, the Background
Questions for the student. Give additional assistance if necessary to
assure that only one oval has ‘been filled in for each question apd that
the written response to questipn 9 (if.applicable) can easily be classified
as(a“Specific staxe, terricory, or gountry. If z student refusd} to complete |
the Background Questions, make a note of thg package number and I D. number

anﬁ’éive £this information to your District SUpervisor. oo

» - -
L] S .
V- st lel
LY

* Terf!tories of the United States are American Samoa, Baker Island, Guam,
Midway Island, Panama Cahal Zome,, Puerto Rico, Virgin Islands, and Wake
Island., - ° by T .
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A. . Package Condition Ovals . 1 . v .
The Package Condition bvals are. in E

he lower left \corner of the cqover
page of the pacquEZEnd are designated N, P, NR, and NE.

) You -are to £111
4n one- of these ¢ to indicate the condition under which 2 package was
administered, as follows: . : ’

»

¢

-
Ed L]

5 was present for theyentire
. asgessment period and had an opportunity to complete every exer-

L. cise, but may not have done so. However, if at léast one exerclse

within the package has been completed, you should, £111 in thé* ovak
beside N, ' ) .

. .
#

- L]
P - Partial Administration:- the student was not present for, or ‘did
ngt have an ‘opportunity to complete, ome or more of the exercises
in the package; for eXample, the student was called from the room,

. a page of the package was missing, ete. If this occurs, £111 i v
the oval beside’'P, and write og the cover page the numbers of the
exercises which the student did not have opportunity to complete,
together with a detailed explanation, as: ""Exercises 35=33 not com-
Pleted; student called from room by principal; rdason for removal .
uqknown."' .

-

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

entire assessment period 'and had an opportunity to Complete every

-

. NE - Not Elg&ible:' student was assigned a package and completed
A ong or more ercises but should not have been assessed; that

- . 13, the stud not éligible because he/she was not born within,
. the year specified on the Student Listing Forn,

was not listed on
. the Administration Schedule, was a self-identified nonreader, etc.
o © If you discover, during or after an asgessment session, that a stu-

dent is not eligible to patticipate in Natiopal Assessment, note =
the reason on the cover page and £ill in only the oval beside NE.

, *In-other words, categorization as Not Elis{?le rakes priorify over °©
°  ‘the other Package Condition gvals.

The £irst oval, Normal Administration, will cover
administration situations. Exercises omitted within packages coded N do
Bot have to be ldsted on the cover Page. " Packages”coded P, MR, or NE must
have o6n the cover Page a reasom for the Package Condition Code, if known, in
addition, those coded P shoulq have a notation of the exercises omitted.
Packages which are not administered should not have a PackageasCondition "
Oval f£illed in.. N ) .

the majority of the <

[ =
éxercise, but completed none; that is, did not attempt any exercige . ot
in the package. If there ig responsé to the entira package, .
£111 in the oval beside NR and \wéte on the cover page the réason, -
, - if known, or "Reason.Unknougf“ : —_— . L I
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"ViII, (Continued)

-

B. “Columnd 3-8

* ‘ '

In colums 3-6 on the cover page of eéach package you addinister (including |
those wihrich students fail to complete), code information from the Admini-
stration Schedule foér the student to whom the package was administered;
in column 7 enter ygur EA number, and in columm 8 the code numbers of the

* PSU and school in which the package was administered.  In each column,

eiiter the correct code in the block(s).

are shown below. . ’

Codes to be used in columns 3-8

I
- ’

. Before coding any 1nforqa:16n in columns 3-6, be sure you have matched
. the package to be coded with the correct line of the Administration

S¢hedule.
numbers with packages.
Adminisgration
Codin& . Schedule
Column ™ Column
3 3
; -
™~
4 ’ W, .
5 ) 5 .
6 6
7 e
8 —
'. ' . LY

Iten

Grade .

Sex

’

Birthdate

Race

EA Nupber

PSU and
School .
Numbers

2 ‘= Female

S W

The I.D. number is used to match Administration Schedule line

Code

Two digits:
8th grade = (8
Ungraded class = 98
Special education class = 99 - 5

1l = Male

L

Month and last two diéics of year:
May 1966 = Q566

o

= i (White) %
=B TBléEii .

= S (Spanish Heritage) ¢
=1I

(American Indian ot Alaskan
Native) :
5 = A (Asian or Pacific Islamier). -

6 = U, (Unclassified) :

Two digits: ‘number recorded on
the front cover of your manual ‘.

-

Five digics:
First two = PSU Number;
Last three = School Number;
as shown on the Administration -
Schedule

’




++ IX. OTHER EA TASKS

. . .

.
- oy - - bt

A. After.Eacﬁ:Session R . o . v
Compare L.D. numbers on the ﬁackages against your I.D. number entries

on the Administration Schedule. Reconcile any differences discovered.

At the end of the, day,.give-all schedules Co the, coordinator.

x

Sharpen pencils and if g ecessary, rearrange the room for your next

.session. If your next ses is to be in another room, take all National
Assessment materiald with you. -
¢ T ‘ z 5
L) ) ‘. ‘ ) i ] .f’ ' LY
B. .Coding - " . . .

. Following the inStructioﬁs given in Section VII of this manual, code
each packjge you adminiscer including those which studdents fail to complete
v * ' i ‘
. C. Final Review of‘?ackages

After coding, review all packages administered by you. If you find
that an exercise was omitted by a student, do not make any entries qn the
pege; however, if ybu find that.any oval filled in by you or the student
rié not dark enough to be machine scored, darken the oval. Octherwise, do

ot change any entry. ,Be sure that any package wifich a student failed to
complete has an explaﬂhcion (or "Reason Unknown') on the cover page. Pack-
ages coded P (Partial) must also have on theé cover page the numbers of che
exercises which the. ;cudenc failed to complete.

’ - LI L]

ar -

. . & . \\ .
L]
. ¥

<9. Storage and Digposition of Materials

Administratioﬁ"gohﬁdules afe not to be removed from the school site:
ﬁgyever, never leawe packages (used or unused), tapes, or tape recorder
'§i the school overnight. Your District Supervisor will imstruct you o
,Plé

safe storage of all National Assessment materiald. When you have
fed your assignmdnt, ‘return to your District Supervisor all Nationdl
Asse ssmeg; materials issued to you. . .

L3
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The EXercise Administrator Manual which yoﬁr Discribt"Supervisé%*,',

> * oS .
I. PUKPOSE OF THE ADMINISTRATIVE INSTRUCTIONS =\

< . - .

gave you when .yoy were hiréd describes the tasks required of you as an
Exercise Adginistrator for the Naticnal Assessment of Educational Progress

and outlines the “grocedures to be followed while performing these tasks. ,

The Administrativé Injcrqptions~ha6é been prepared for youryse during

actual assessment sessdons. .

It cogtajns deffpitions of racial categories,

prdbedures'Eoﬁxadminister;ng packageg, explangtions to bg used when .
adninistering and checking the Background ngg;}g:s,,and codes for the

. cover page of the packaga. 1t-is hoged that ydu will find this manual
helpiul in carrying out your duties gﬁfing ths’yeek(s) of agsessuént. \
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T i II. RACIAL OR ETHNIC IDENTIFICATION

- & -

v 4., .. , . } <V

Each sEudent partidipating ih 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 3ix

d

. categories‘are: - . .
fWJ_ White, not of ﬁispanic Origin - A person having origins in
o - »+ " any of the original peoples of Europe, North Africa, or g
) +, =~ the'Middle East. v s -
- f"f’. .- . - " ,
) {(B) Black, not of'His;anic Origin - 4 person having origins in ’ :
L . a9y_of the black racial groups of "Africa. )
. (s) gpanish Heritage. -~ A person of Mexican, Puerto'Rican, Cuban, . .
*  Central or South American, or other Spanish Qulture or origin,
) wegardless of race. - )
'.‘., oo ¢ (1) American Indian or ‘Alaskan Native - A person having origins in ¥
. any of the original peoples of North America. - I

(é) Asian or Pacific Islanderg - A person having origins in any
! *of the original ‘peoples 03 the Far East, Southeast Asla,
. the Indian Subcontinent, ox the Pacifi¢ Islands. This, area
includes, fbr example, Chirda, Japan, Korea, the Philippine °
Iglands, Samoa,‘and Viet Nam.: .

1 AT) Unclassified - After making a good faith effort tp classify a
N s:u@gn; on ;he\g:?is of gpbearqpce, speeph'patterns, name, etc.
the administrator is sure the Studeat is not of Spanish Heritage .
el w7 \ and cannot cpo9se berween two or more racial or ethnic gfoups. ot
b, : ~'J- -1f §ou e unable to place a student in a category by visual observa~
tiok and/or uge of surname, you may ‘use one of the fdllowing if care is -
takan not to embarrass the Student, school persomnel, or Nationsl Resess-~
. “ment personnel. ,Talking with the student may help determine the language
"-iJ_)//or dialect the student speaks. You may also ask if thevstudent speaks
Spanish,, etc., but you may not ask if the student is Puerto Rican, Cuban,
. .Mexican American,-etc. - ., S '
. ~
. 1f visual .observation and use of ‘the surname do not clearly plade a
student in a category and if other methods catnot be used easily and with-
out embarrassment, discuss the situation with your District Supervisor
Lo * before placing the student in 3 category; . .

’ &
- . . "
" »
-
. .
. -

s *»
f [ 4 ! »
$e '
' K . . .
N _ v ¢ . " . . ' -
' ' O 7
X * N -~ , «or
o X See page 13 for.racial or ethnic idenfification codes. .
IERJ!:; , ‘ > . f:“ " )
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III. READING/LITERATURE ASSESSMENT EXERCISES
E 4

LY

. in-the past, reading and literature have been assessed as two t
* . separate areas, In Year 11 té%se two areas have been iptﬁgraced into a
single assessment, with a single set of objectives and a single set of
’ . eXercises.. Following is a description’ of the tyres of exercises in this

integrated assessment.

A.  Reading Exercises ——— L. -

. . " *  In the majority of the absessmeqt-exercises, students are agked to"
LR . “read 3 passage and then answer several questions about the passage. The
passages reflect real life material which students read either in school p
or out of school, and in some cases are rather long; e.g. an entire short .
e ' story. 1In 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 90% of the students 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 ghead of the allotted exercise time. This may '
cause some restlessness among some students. However, there seems to be 7
no way- of avoiding it. It ig important that we provide glpw readers trhe ?
Sanme opportunity to demonstrate their achievement as fast redders,

On the other side of the coin, another anticipated reaction of students-
4s that they zay become quite involved with the stories they read? In
tryouts, “The Sood Dog”, given’to 13~ and 17-yea ~olds, evoked some tears
as well as requests- to take a copy of the story home. The tears dida't

- - |
, {rove to be disruptive; uufortunately, we cannot provide copies of these_
’ great stories to the studauts. . ) v |
¢ . — !
- A Y

B. *Respénding (Writing) Exercises ,

|
~ ' |

. . “I"a few exercises, gtuded®® are asked to read a story or poem and
.o " then write about ft. Agaih you will propgbly find a large range among
’ Students in terms of the amount they write.- We have estimated the amounts.
of time for these exercises based on tryouts. Bbwever; you will probably
find chat some students will have little or nothing.to write and will
finish quite a bit ahead of the allotted exercise'time. Here again'it is
important that the, students who can and want to write a lot have an oppor-

tunity to do so. Y g
, .t ; 1 " -t
b E) . . ' .\
‘ -~ * * # ’
. C. Skim/Scad Exercise ) ‘

. = ‘

1
. For ¢ne exercigse in Package 12, students will be presented with a .
set of 30 questions whose answers are contained in 3 supplementary 4=
page article inserted in their booklets. Although the taped diregtions
. > - .~

A

' a ' N . £
Q P . 4

L SRl
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- . —lym
-}
» 1. (Continued) % TN
| . T . <. .
i . » . . ., . - ’
) tell the studentssrnot to read the passage. but to answer the questions )
\ one at a time by finding each afdwer from the article, it is expected
\thit some, students may not understand the technique to be followed.® 1f
student appears confused about what to do, the Exercise Administrator .
stiould tell the student to re-read the printed directions to the exercise,
butishould not otherwise give any additional help. Also, unlike the oqher
- exerdises in th booklet;égé;pe limies for this exercise were set so Ghat
wmost $tudents would not er all 30 questions in the allotted tike.
As a result, some students may become quite Frustrated. This is to be i
expected on a speeded exercise. . . .

-

-t - .

v D. Last Exercises ip Eafgngahkage , N L .
The last four exercises each péﬁkahe ask students various bdackground

questions which provide information which may be related-~to their reading

performance or achievement in general -- e.g. amount of time spent watchimrg

TV. For these supplementary background questions the students are asked

to read and answer the questions on their own in allotted amounts of time.
Wheh the allotted times are over, the annduncer requests the studenfs to

stop and close their booklets. . ‘
' [ .
L] ’ :
]
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(/\ + IV. PACKAGE ADMINISTRATION ~ S
L oy ' ' , o
“.A. Gepgeral Instructions R : .
X ~ 2

f Prior to the students' arrival, be sure you have in the recorder the
cogrect side of the tape for the package 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
. the stydents arrive, check the Administration Schedule to assure that |
only the students listed participate in the gession. When it appears that i

|
\

all studen%s who will attend the session are present, begin the session.
.Give edch student two soft-lead pzncils and an exercise package. s
Instruct the student not to open the pidckage pntil tdld to do so. Envert
on the Administration Scl Schedule.the I.D. numbér and racial or ethnic
identification for all stydents participating in:the session. After
all materials have been distributed, introduce the students % the assess-
ment, using*the following as a guideline: < e .
"I aq L  * OF NATIONAL ASSESSMENT. NATIONAL ASSESSMENT /-,?
IS A SURVEY OF THE KNOWLEDGE, SKILLS, AND ATITITUDES 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 AEFECT |
YOUR GRADES, AND YOU WILL NOT RECEIVE AN INDIVIDUAL SCORE. HOWEVER,
SINCE YOU REPRESENT THOUSANDS.OF STUDENTS YOUR AGE, IT IMPORTANT
THAT YOU MAKE YOUR BEST EFFORT AND DO YOUR OWN.WORK. EVERYONE SEQULD
. HAVE THE FOLLOWING MATERIALS: TWO PENCILS AND A BOOKLET WHICK 1s.
. PACKAGE, NUMBER (reddythe package number) . IS THERE ANYONE WHQ DOES
NOT EAVE THESE ITEMS?" ! ) '

- ’ © » 4 . LI } ’
. .

’

Cog{pct as necessarz, then-say.to the-students:

v e . : i
' AM.GOING TO TURN ON A TAPE RECORDER. LISTEN CAREFULLY TO THE TAPE;
IT WILL EXPLAIN WEAT WE WANT YOU TO DO. ONCE THE RECORDING STARTS, 1
"I CANNOT ANSWER ANY QUESTION§. USE ONLY THE PENCILS T GAVE YOU TO ~ * «

MARK YOUR ANSWERS YOU NEED ANOTHER PENCIL, SE YOUR HAND. IS -
EVERYONE READY? IF S0, I WILL TURN ON THE TAPE RDER. " . -
R \ ' . ’ o . ’

Turn on the tape recordey. Be sure the tape is audible to all students. As
thé students do the example exercise and begin thé actual exetcises, check
to see that they are_marking their answers correctly; give assistance as
necessary. Have appropriate inserts available, if applicable.*’ .
' " .
' When the t;;e has endad, turn off the tape recorder and administer
the Background Questions. ‘After you have checked the Backggound Questions
for gach student, collect all matexials from the studen:s, thank them, o
and <dingtruct them to return to <lass.
p <
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 situation as fully as possible on the cover page and indicate
which exercises were not complated. b \

- \, .
. - 23 M N R ¢ "o ]
L ~
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‘¢ IV.s (Continued) L

. B., Packages Requiring Inserts ) . ”//ﬂ//-

CerEain—packages.require an insert for thigchdgnts to use to comﬁiete
an exercise._.These packages are identified by "I" following the package
number on thé cover page. The inserts have been placed in-these packages
at the appropriate places, You will also be supplied with extra inserts
to distripute in the event®one is missing. For exercises.requiring

- gstudents will be told on the tape to remove the insert. Following this
announcément, there is a 7-second pause on the tape to allow you to qpickly
see 1f each student has an insert. If not, distribute inserts as necgssary.
At the eng,of Ehe response time for the exercise, students will be told on
the tape to replace the insert in the package. Inserts are numbered, byt
are not always used in consecutive order. Exercises reduiring inserts )
and the.nsert required for each exercise are listed below. :

. Package Exercise Ingert . _ _ Imsert o
Number Number Number *Description
4 I 7, 1 Dictionary page; plot/plunge (1(page)
11 1. 5. ‘ 2. . Table of Contentrs (4 pages)
12 1 ‘5 9 The Galapagos Islkands (&4 pages)-
) : 12 1 - ~10 4 Index; Conquistadores/Education (1 page)
1311 8’ 5 Dictionaxy page;-H/haeéﬁ(l page)
* i !. . ‘(V/“bq
. ) SI'
. =
v - S
) e . * ]‘S. ¢
T . -
- \ " ’ N
L] - ) . -
— u‘ = 3 N
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When all exercises have beey com
tape recordery say to the students:

"pyRN TO THE LAST PAGE OF THE BOOKLET.

. 'QUESTIONS* WE WOULD' LIKE YOU TO
. UNDERSTAND THE ACHIEVEMENT OF OUR NATION'S STUDENIS.
NAME CANNOT BE ASSOCIATED

OTHER QUESTIONS, YOUR

AND NO ONE IN THE SCHOOL WILL SEE YOUR

QUESTION, I'LL BE GLAD TO HELP YOU.

UESTIONS, KEEP YOUR

KNOW THAT YOU HAVE FINISHED."
T

STAND HOW TO ANSWER A

JHAVE COMPLETED THESE Q

Do not read
to see that

in only ope oval for each question and wr

Give any assistance’
using the guidelines

necessa

V. ADMIN;STERING THE ' BACKGROUND QUESTIONS - -

L]

L]

the qdéstions.to the students.
they are marking their answers
iting in a response yhen applicable.
ry.to ébtain the best posgible informatiom,,
in Section VII of this manual. . :

&
&

"

»

* Your District Supervi
any regtrictions on €

sor will inform
he administratio

pleted and you have turned. off

ANSWER

»

.the"

- THERE ARE A FEW MORE

IN ORDER FOR US TO BETTER

AS WITH THE

WITH THESE QUESTIONS, -

" {F YOU_DO NOT UNDER-
WHEN YOU

BOOKLET CLOSED AND RAISE

ANSWERS .

Howevé%, you should obser%e '
correctly; that is, £illing

you if the school has placed
n of the Background Questions.

A
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o - | VI. BACKGROUND QUESTIONS , - ’
LY * ' " .. ' [] . ) " |
1. How much.school did. yOur father complete? ' o ' v

(FILL IN TH.E ONE OVAL which best shows how much- sthool your facher comp leted. ) v

© Dbid not complete che)Sth grade )’ ' . ..

. ' e Completed the 8th grade, but did not go to high school .
4 > Went to high school, but did not graduate from h:l.gh school
& Graduated from high school | . . g
C> Some education after graduation 'from high school - oy
. Idon't Wbw. . . ’ : ) (
N . 4 : " "
2. bid yout Eather graduategfro;n a college or university" . . )
. L 4 -~ |
\ CDY'es . ONo - OIdoncknow. : .

' : -3\1;14 much “akhool did your ,mother comﬁg‘e"
ILL IN THE ONE OVAL which best shtla how much school your mother completed.)

o -~
, @ Did not- complete the 8th grade .

- @‘ Completed the 8th grade, but-did_got go to high school » .
- * ¢ Wept to high school, but did not graduate from high school -
) %, & Gyduated from high school -
. Some education afcer graduation from high school - |
i ! 7 v » }
.o ' ¢ I don"t knows N ‘
P 1 " 1: ’ - v Y. \ \

L d 4 .

. 4, Did your mother graduate from'a college or unlversity? - . . J

& .Yes . o No - ' 1 don't know. '

: . 5. Where did yod live on your ninth birthday" .
) . v
" ¢ In the Bnited States (Please Specify r,he.stat:e or territory.) - |8

:‘ . . r\/ ) ’ ‘ﬂ.'b . “' * v Lt - -
€S Qurside of the United States (Please specify the countly.) =

v .

. N . ~ - “ Iy

—ra—

DIdcm't know. L j : . .

< 6. H‘hera did you live on your thirteenth birthday? .

O,‘In the United StateI (Please Specify the gtate or territory. )

W B x 0
y . - [/ !
| .
. ‘Ka. O Outside of the United States (Please specify the country,) .
¢ . . - T N - ) .
)

Q - ' O I don' ; oknw . ' “ L - . ) N ., e

JirRc: 26, o
® [ . 5 - e T . >
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( ; VII. GUIDELINES FOR ASISTING HITH AND CHECKING THE BACKGROUND QUETIONS
i P . - . Vd 4
t, v . ’ . o ‘o * " - . “ %
& - » A, Questions l-& # . oo :
- L ] . A Y [

' + Give assistance,if, necessary to determine the correct educational
. ' category of the parents. For example, if the student answers "I don't
' . Jmow", Jou may be able to. determine the correct answer by asking the
. i occupation of the parent and additional questions concerning sehools the
P parent may ha%e attended, such as nursing school, etc. However, if you
are not able to determine the correct education category from the student's
answer, the "I don't know" oval ?hould be filled in. L

*

»

In -the absenge of natural or adoptive-parents or guardians, these
questions, apply to the male and/or female im the student's home who is
responsible for the day-by-day care of .the student; that is, a step=-parent,
a grandparent, some other adult relative, or an unrelatged person, such

. as a foster parent.r If either the male ot female parent figure is absent
from the home, the student should stilltanswer to the best of his/her
knowledge about the education of that parenl:"figure. ~*or students living

an orphanage, questions 1-4 should g'o_g be answered, and it should be *
fqoted on the pagé that 'the studens. lives in an orphanageds -

-

- " o
- , B.ﬂ Questions 5 m ) ) . -
& In questions 5 ind 6 the "I don't knoy" oval applies to the enEire

_question and 'should- bé filled in only if whe student does not know if he/she
lived in or outside of the United States’ oh the specified birthday. If
: thé student indfcateg that.he/she lived in the United States but does not
know that state or terriltory,* the:oval beside "In the United, States" should |
_ be filled in and "IDK" should be written on the line; if the student ipdicates
that he/she lived-Bugside of the United States but does not know &;’counwy,

-4 the oval beside "Outside of the United States" should be filled in yad "IDK"
; } - should be written on the Fine. In such a case, the administrdtor must werify
N g ‘that the student does know the state or territory (or country) in which
}to indicate

he/she ¥ived on the specified birthday and initial the "IDK"
- vetification. ‘¢ oo o -
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C. Checking the Background Quegtions  ~= '’ ™ R
- N N ) :.‘ ) [
L. Be.for.e dismissing a student from any 's_%ssion, check the Bdckground
- . Questions,:for%he student. Give additional’ assistance if necessary to assure

that only one oval has been filled in for each question and that the written
responges to questions 5 and 6 can easily ba classified as a specific state,

&
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- * Territories of the.United States are American Samoa, Baker Island, Guam,
X Mi&!way Island, Panama Can’al Zone, Puerto Rico, Virgin Island, and Wake
’ o .t > ’ Is aﬂ.d. . _:4.. .
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territory, Or country. If a student refuses to complete the Background
Questions, make a note of the package number and I.D. number and give '
this information to your District Supervisor,
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' " VIII. CODING
* o
A. Package Condition Ovals e ' .

. . 1 .-
The Package Condition Ovals are ip the lower left corner of the cover

page of the package and are designated N, P, MR, and NE. You are to £ill

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

administered, as follows: ) ’ s

N - Normal Administration: the student was present for the entire
assessment period and had an opportunity to complete every exer-
cige, but may not have done go. However, if at least one exercise
within the package has been completed, you should £111 in the ,oval
beside N. . .

P - Partial Administration: the student was not present for, or did
not have an opportunity to complete, one or xore of the exercises
in the package; for example,Whe 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 numbers of the

exercises which the student did not have an oggottunitz to comglete‘.

together with a detailed explanation, as: "pxercises 25-33 not com=-
pleted; student called from room by principal; reason for removal
unknown.” . y; -

' -
"

NR - No Response to Entire Package: the student was present for the
entire assaessment period and'had an opportunity to complete every
exercise, but completed nonme; that is, did not attempt any exercise
in the package.’ If there is no response to the entire package,
£111 in the oval peside NR and note on the cover page the reason,
if known, or "Reason UnkKnown." P

~

NE - Not Bligible: the student was assigned a package and complé%ed
one or more of the exercises but should not have begn assessed; that
is, the"student was not eligible because he/she was not born within-
the year gspecified on the Student Listing- Form, was not listed ¢2
the Administration Schedule, was a gelf-identified nonreader, etc.
1f you discover, during or after an assessment gession, that a styj-
dent is not eligible to participate i National Assessment, note ’
the reason on the cover page and fill in ouly the oval beside NE.
In other words, categorization as Not Eligible takes priority over
the other Package Condition Ovals. ’

The first oval, Normal Adminiseration, 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

have on the cover page a reason £for the Package Condition Code, if known; in
addirion, those coded P should have a notation of the exercises omitted.
Packages which are not administered shquld not have a Package Conditigp

Oval £illed in. . . ' RN .-
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B. Type of Asseséﬁenﬁ Qvals

P e .

Following the P2
R, F, S, and H. You.
of assessgent in W

R|- Regular:

+

F - Followup: 'Phe p
gﬁ:er all other
‘-l\ *

The ovals designacéd.s and E are

PR} -

»

C.  Columns 3-8

‘gn -cof\.!mns 3-6 %g the
(includifig those which students fail .to comp
the Administration Sch

administered; in col

atmbers ‘of the PSY an
enter the correct code

* In each column,

in columns 3-8 are sh

L}

Before coding

the package to be ¢
The 1.D. number is
packages. Codes fo

hich thé package was a

Bche'package was adminis
stration of -that package in%a 4chool

ck;gé Condition Ovals ar
are %o £411 in the R or

to be filled

fr

no

oy, |

-

cover page of

edule for che.spudenc to
uzn 7 enter your EA number,
d school in which the

own on the next page.

any information in’columns 3=
odéd with the sorrect line of
used- to match Administration

r use inrcolumn

e four ovals designated
E oval to identify the type

dministered as follows:

Eﬁ;sf\jjfing the first admini-

ackageWyas administered during
administrations.in a school

a followup session

i

.
in., * - .

each package you administer
lete), code information from
whom the package was

and in column 8 the code
package was administered.
in the block(s). Codes to be used

-

-

6, be sure you have matched
the Adminiscracion'Schedule.
Schedule line aumbers with

g 3-6 are given on the next page.
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el N\ VIIL (Continued) - - ' . .
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. '\ . Administration
Coding . . Schedule !
Column ___Colump JLten . Code
3 3 . *3 %AGrade ‘ Two digits:
11th grade = 11
_ Ungraded class = 98
s Special education class = g9~
. - Pl
4 o6 7 . Sex { 1 = Male
. ; 2 = Female
4
5 . 5 : Birthdate Mopth and iast twd digits of y an
May 1963 = 0563
6 6 Race 1 = W (White) ) ;
’ > 2 = B (Black)
. * 3 = § (Spanish Heritage)
' . 4 = I (American Indian or Alaskad
» Native)
5 = A (Asian or Pacific Islandar
. . 6= U (Unclassified)
, 7 —— EA Number Two digits: ' mmbei: recorded“on
- t:he. Eront cove.r of youg manual
) © 8 — " PSU- and Five digits
. * School, First two = PSU Number;
Nymbers = - Last tbree = School Number;'
as sh on the Administraticn
. ' - : Schedule .
- o - M ‘.
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Ig. OTHER EA tasks - .

-
L}

A. After Each Session . . KR -
. ¢ . * . ]

Coumpare <L.D. puzbers on the packages_agains:,your 1.D. number entries
on the Administracion Schedule. Reconcile any differences discovered.

Ac the end of the day, Bive all gchedules to the coordimator. N .
harpen pencils and, if necessary, rearrange the rooa for your next
session. If your next session ig to be in another room, take ail Nacional . -
. Agsegament materials wich you. . .
] hd -- - > »
vy .
Fhilowing the inscructions given in Seccion VII of this manual, code r//

each padkage you.admiﬁls:er, {ncluding those which, students fail ro couplete.
3 ) "T'/
C. » Final Review of Packages

»

.

¢ - {
\\\\ Afrer coding, review g;;,packahes»adminis:ered by you. If you find
that an exercise was omicted by a studemt, do not make any entries oa the
r . page; however , *if you find that any oval filled 4n by you or the student
is not dark enough to be mqghine scored,” darken the oval. Ocherwise, do
not change any entry. Be sure that any package which a student failed to
complete has an explanation (or "Reason Unknown") on the cover page. Pack-
ages coded P (Parcial) must alsd have on the cover page the numbers of the .’
exarciges-which the student failed to complete. L N

-«
.
-

\ .
.  Storage and Disposicion of Materials

E ]

Adminiscration Schedules are mot to be regoved from the school site;”’

= however,, never leave packages (used ¢r unused) , tapes, or tape recorders

. at the school overnight. Tour pigtrict Supervisor will instruct you on

the safe storage of all National Assegsment paterials. When you have com=
pleged your aasignment, returm o your Discrict Supervisor all Nacionmal -
Asgessmeht materials iggued to you




%. COMPLETING THE SUPPLEMENTARY SCHOOL WORKSHEET
. " /] =
’ . At times, your District Supervisor may ingtruct you to conduct “Age
Clags 3 assessment in a school where the sample was selected several months
. prior and in which no new eligibles have emrolled since the sample was
. gelected. However, some of the students Selected for participation may have
' withdrawn from the school since the selection of the sacple. The names of
., these withdrawals should have been ¢rosSed off.the Adnministration Schedule
and the reasong for their withdrawals noted by school personnel. If not,
ascertain why each has withdrawm; i.e., transferred, dropped out, graduated,
etc. and enter the reason on the Group Administration Schedule in the I'D.
Nuzber space opposite the withdrawn studenc's nace. If any withdrawals
. have been crossed off, you should follew the procedures listed below before ’
proceeding to conduct the assessment. These procedures entail the cempletion .

)

= of a-Supplementary School Worksheet which will be provided by your District
Supervisor. B . .
- comple:efthe Supplementary School Worksheet according to the i;scrug-
tions below. AA 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 Parc I.B.
. )! * (2) Tomplete Part II for each package assigned. '
. a. In Part II colum onme circle the package numbers to be
administered in the“School. - ¥
et b. In columns three and four enter in/the appropjiate space -

enrolled reasoh (i.e., number-who have transferred and number who have
' withdrawn for all other reasons combined). If none, enter "0." .

.
’

oppoaite‘ng paékage number -the number of selected studénts no longer

- . ¢.p Entet in coluzn five the final group sample size for each pack-
- age to be administered ‘by subtracting from the nuzber of n isted on
- the Group Administration Schedule the number of studeats as igded to the

package who are no longer earglled. If no students assigned to

¥ * package have withdrawn, enter ia column five the pumber of names listed

" on the Group Adminigtration Schedule. :

lar

1

(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 her .name on the Administrdtion Schedule. Enter
the_reason for withdrawing on the Administration Schedule and include a
count of this student in the appropriate category in Part II of the

Supplementary Worksheet. -

i
'

»

. (4)s At the top of each Administration Schedule, the District Super- -
visor has previously recorded the aumber of students to be assessed., This
- nusber should now ba changed on each schedule as necessary to reflect any
A negt change of students doe to the withdrawal of selected students.
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' ] . N ’ . *
» . "P§U Number School Number * DS Name _ .

- . . _

"1 School Data ., Cor ¢
A. Numberlof_ new inel‘igiblés by cyp‘
‘ - Ivpe . .

»

ﬁon-English épeaking
MR
Fuqscicnally disabled

Ouc-of-rénge birchdaces

- r

- Ineligible for any other reason .
d (Specify reason(s) in Part E. of School Worksheet) |
- -
B. Total number of new eligibles __ ' y
. . . -~ v, ~
« I1I. Package Data
¥ .
ﬁk. No. Of Selecred Students
No. Of New No Longer Enrolled ) Final .
* pPackage , Eligibles ’ No. Of No. Of Withdrawals - Gtoup
Number Selected | Transfers ° For All Orher Reasons  Size
1 - "— - - - )
> "- LY
‘ 2 - - ' _____ o
L] r L]
» 3 T—— — ———" ——
4 . p d v
» e -
. 5 —_— — R —_—
( ’ R
5 S S — — .
,—-..-‘5 7 w) []
. 38 ____ . ' . - )
n9 - -—_ .-'__ o . R
. . " ”
\ 10 ——— —— * .
Y - o, . T
12 i —_— —
.13 - - - .
14 . . - — "y
/ -

o Miscribucion: Réturn to RTI with School Worksheet.
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