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1 Overview 

This Survey Operations Procedures unit is intended to guide you, the National Research Coordinator 
(NRC), through the procedures of conducting the TIMSS 2011 data collection in your country. 

This document will guide you through the procedures of the following activities: 

At the national center— 

 preparing and sending materials to the participating schools 

 nominating an International Quality Control Monitor for your country 

 carrying out the national quality control program. 

At the participating schools— 

 administering the TIMSS 2011 assessments and background questionnaires 

 calculating student response rates and holding make-up sessions 

 returning the TIMSS 2011 data collection materials to the national center. 

To ensure that your data will be internationally comparable, it is important that you follow all the 
procedures specified in this document. If you have any questions or need to deviate from the outlined 
procedures in any way, please contact the TIMSS & PIRLS International Study Center at 
timss@bc.edu for advice and approval. 

2 Providing Survey Materials to Schools 

Once you have prepared and printed all your national TIMSS 2011 survey instruments, Student 
Tracking Forms, Teacher Tracking Forms, and instrument labels, as described in the Survey 
Operations Procedures Units 3 and 4, you are ready to prepare and package the materials for sending 
to each of the participating schools. To do that, you will need appropriate space and enough people to 
complete the task in time for data collection. Your responsibility is to ensure that the work is done 
efficiently and without errors, which may require hiring temporary staff. Packers must ensure that all 
identification labels are placed on the instruments according to the information on the survey 
tracking forms. 

In addition, you need to translate and/or adapt the international version of the TIMSS 2011 Test 
Administrator Manual. 
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2.1 Preparing the Test Administrator Manual 

The TIMSS & PIRLS International Study Center has provided an international version of the TIMSS 
2011 Test Administrator Manual, describing procedures for administering TIMSS 2011 at both fourth 
grade and eighth grade. 

You will need to translate and/or adapt the international version of the Test Administrator Manual 
according to your country’s participation and the guidelines from the TIMSS & PIRLS International 
Study Center (the adaptation guidelines are provided before the table of contents of the manual). You 
should consider whether the information provided in the international version is sufficient for the 
Test Administrators in your country. If necessary, you may provide more details or shorten the 
international version. Please note that you are NOT allowed to make any changes, except translation, 
to the test administration script and timing of the testing sessions. 

2.2 Packaging and Sending Materials to Schools 

For each participating school, you should prepare a cover letter with a list of classes and students to be 
tested and the contents of the package so that the School Coordinator can easily check if he or she has 
received the complete set of materials. Be sure to clearly indicate the date by which the School 
Coordinators must return the completed survey materials to the national center. 

You should also prepare mailing labels (preferably pre-paid) addressed to the national center to 
facilitate the return of all the testing materials from each of the participating schools. 

If the participating schools haven’t notified you about their testing dates yet, we suggest you prepare a 
pre-paid postcard addressed to the national center for the School Coordinator to confirm the date(s) 
of testing and verify that the materials have been received and are complete. 

The School Coordinators have already received the School Coordinator Manual, but you may want to 
include an extra copy along with the Test Administrator Manual for each of the participating schools. 

School, Teacher, Class, and Student Materials 

For each school, you need to label and pack a School Questionnaire (or printed directions in the case 
of online administration) and provide an unlabeled spare copy of the School Questionnaire (for each 
target grade if applicable). 

You also need to label and pack the corresponding Teacher Questionnaire (or printed directions in 
the case of online administration) for each teacher listed on the Teacher Tracking Form. One or two 
spare copies of the Teacher Questionnaire(s) also should be included for each school. 

For each sampled class, you need to prepare a set of achievement booklets and a set of Student 
Questionnaires. There should be an achievement booklet and Student Questionnaire for each student 
listed on the Student Tracking Form, plus three extra copies as indicated on the form. 
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For each sampled class, you should sort the student instruments in the same sequence as the students 
are listed in the Student Tracking Form and package them with the Student Tracking Form and the 
Test Administration Form. A Test Administration Form should be completed for each of the test 
administration sessions. A blank Test Administration Form is provided in Appendix A of this 
document, as well as in the School Coordinator Manual and Test Administrator Manual. 

Sending the Materials 

Safely and securely package all materials for each of the participating schools and address the 
packages to the School Coordinators. Each package should contain the following materials: 

 a cover letter, including a list of the classes and students to be tested and a list of the contents of 
the package 

 a mailing label(s) addressed to the national center to facilitate the return of all the testing 
materials 

 a copy of the School Coordinator Manual (optional) 

 a copy of the Test Administrator Manual 

 one labeled fourth and/or eighth-grade School Questionnaire (or printed online directions in the 
case of online administration) (plus an extra copy) 

 a set of Teacher Questionnaires (or printed online directions in the case of online 
administration) according to the teachers listed on the Teacher Tracking Form (plus one to two 
extra copies)  

 the Student Tracking Form prepared for each sampled class 

 a set of the achievement booklets for each sampled class (including the three spare copies), as 
listed on the Student Tracking Form(s) 

 a set of Student Questionnaires for each sampled class (including the three spare copies), as listed 
on the Student Tracking Form(s) 

 a copy of the Test Administration Form for each testing session, plus one or two extra copies in 
case a make-up session(s) is necessary 

 a copy of the Student Response Rate Form. 

Please send the materials far enough in advance so that the School Coordinator has ample time to 
verify the materials, request replacements before the testing date in case anything is missing or 
damaged, and to familiarize himself or herself with the Test Administrator Manual and train the Test 
Administrator. 

You should keep a record of the date when materials are sent to each school and the date when they 
are returned. 
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3 Administering the Assessments and Background 
Questionnaires 

Once schools have received the survey materials from you, the School Coordinators and Test 
Administrators are responsible for all procedures of the assessment and questionnaire administration. 
They should be prepared to administer the assessments according to the procedures described in the 
School Coordinator Manual and the Test Administrator Manual. This includes preparing for the test 
administration, administering the assessment(s) and questionnaires, and returning the materials to 
the national center. The following sections provide information on administering the TIMSS 2011 
assessments and background questionnaires in each of the schools. 

3.1 Responsibilities of School Coordinators 

The School Coordinators are responsible for the security of all the materials. The survey instruments 
are confidential and should not be photocopied or given to anyone who is not directly involved in the 
testing. All the materials, including all completed and unused achievement booklets and 
questionnaires, should be returned to the national center using the shipping labels provided. 

In particular, the work of School Coordinators will include the following: 

 checking the testing materials when they arrive from the national center, ensuring that they are 
for the right students and teachers and there are enough copies for all selected students and 
teachers in the school 

 ensuring that the confidential testing materials are kept in a secure place at all times 

 arranging the date(s) of the test administration with the national center 

 selecting and training the Test Administrator(s) 

 working with the school principal, the Test Administrator, and the teachers to plan the testing 
day(s) (e.g., arranging rooms, times, classes, and testing materials) 

 providing the Test Administrator(s) with materials necessary for each testing session 

 ensuring that the Test Administrator returns all testing materials after the testing session, 
including the completed tracking forms and any unused materials 

 calculating the student response rates for each of the testing sessions, and arranging for make-up 
sessions if the student response rate for an original session is below 90% 

 distributing and collecting the School Questionnaire(s) and Teacher Questionnaires, and 
recording teacher participation information in the Teacher Tracking Form 

 returning the required materials to the national center. 

The responsibilities of the School Coordinators are described in detail in the TIMSS 2011 School 
Coordinator Manual. 
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3.2 Responsibilities of Test Administrators 

It is essential to ensure that the assessments are administered in exactly the same way in all 
participating countries. Therefore, the Test Administrators should follow strictly the procedures 
described in the Test Administrator Manual. 

Test Administrators are responsible for: 

 familiarizing themselves with the Test Administrator Manual before the testing takes place 

 ensuring that each student receives the testing materials that have been specially prepared for 
him or her 

 administering the assessments and Student Questionnaires in accordance with the instructions 
in the Test Administrator Manual 

 ensuring the correct timing of the testing sessions 

 completing the Test Administration Form 

 recording student participation in the Student Tracking Form. 

The Test Administrator should return all achievement booklets, Student Questionnaires, and the 
completed Student Tracking Form and Test Administration Form to the School Coordinator 
immediately after the assessment and Student Questionnaire administration. 

3.3 Administering the Teacher Questionnaire(s) 

The School Coordinator should distribute the Teacher Questionnaire(s) as soon as the materials 
arrive at the school. The cover page of each Teacher Questionnaire will indicate the name and 
identification code of the teacher to whom the questionnaire should be administered. School 
Coordinators should ensure that each teacher receives the Teacher Questionnaire that was assigned to 
him or her. No substitutions of teachers are allowed. 

If the Teacher Questionnaires are administered online, teachers will receive printed directions with an 
identification label containing the name and identification code of the teacher to whom the 
questionnaire should be administered. Within the directions, teachers will find information on 
accessing the online questionnaire. 
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The School Coordinator should: 

 distribute the Teacher Questionnaires to the teachers as indicated on the Teacher Tracking Form 

 instruct the teachers that the questionnaire should take about 30 to 45 minutes to complete and 
that they should respond with respect to the class indicated on the cover page (label) of the 
questionnaire 

 collect the completed questionnaires (or ensure that the online questionnaires are completed) 
right after or before the date of the test administration 

 record the participation of the teachers in the Teacher Tracking Form using the following codes: 
R – for returned completed, N – for not completed, and, if applicable, O – assigned in advance for 
being completed online. 

3.4 Administering the School Questionnaire 

The School Coordinator should distribute the School Questionnaire as soon as the materials arrive at 
the school. The school principal should complete the School Questionnaire. If a school has no school 
principal, then it is the responsibility of the School Coordinator to identify another appropriate 
person to complete the School Questionnaire. The School Coordinator should collect the completed 
School Questionnaire (or ensure that the online questionnaire is completed) right after or before the 
date of the test administration. 

If the School Questionnaire is administered online, the school principal will receive printed directions 
with an identification label containing the name and identification code of the school. Within the 
directions, he or she will find information on accessing the online questionnaire. 

3.5 Administering the Achievement Test(s) 

You should assist School Coordinators to schedule the testing date(s) in each participating school. 
Preferably, the day of testing should be neither the first nor the last day of the school week, nor should 
it be directly before or after a school holiday. Each achievement test administration should preferably 
take place during the first periods of the school day. Scheduling the testing sessions outside school 
hours, or in the late hours of the school day, might increase absenteeism and is therefore not 
recommended. 

General Directions 

Both the fourth-grade and eighth-grade achievement tests are divided into two parts, coinciding with 
the two parts of the achievement test booklets. Both parts of the achievement test have to be 
administered to students on the same day, with a short break in between. This break should be 
approximately 15 minutes, depending on school scheduling policy, but should not exceed 30 minutes. 
A “lunch break” of one and a half hours does not qualify as a short break. 
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For all testing sessions, students must store away their school books, papers, or other materials (e.g., 
rulers), and all their electronic devices (e.g., cell phones, portable computers, photo or video cameras) 
having only a pen or a pencil and the test booklet for the duration of the achievement test 
administration. Students taking the fourth-grade achievement test may not use calculators. Students 
taking the eighth-grade achievement test are allowed to use calculators. 

If you plan to scan the survey instruments, please note that fine liners or ballpoint pens with black or 
blue ink should be used. The use of fountain pens, pencils, crayons, or felt tip pens should be avoided, 
since the scanners cannot read these well. 

Students with Special Needs 

If your country has a policy for handling testing differently for students who are conceptually capable 
of taking the test but unable to access it because of a special need, such as hearing or visual 
impairment, dyslexia, or physical impairment, you should apply the same policy to the TIMSS testing. 
There is a special code ‘SA’ to be used to document the participation status of the students who have 
participated with special accommodation in the Student Tracking Forms. 

Timing of the Achievement Testing Sessions 

The timing of the achievement testing sessions for TIMSS at the fourth grade and at the eighth grade 
should be as follows: 

Fourth Grade: 

 approximately 10 minutes for preparation, including preparation of students, reading 
instructions, distribution of test booklets, etc. 

 36 minutes for answering Part 1 of the achievement test booklet 

 a short break of approximately 15 minutes 

 five minutes for preparing students for Part 2, including reading directions from the Test 
Administrator Manual, etc. 

 36 minutes for answering Part 2 of the achievement test booklet. 

Eighth Grade: 

 approximately 10 minutes for preparation, including preparation of students, reading 
instructions, distribution of test booklets, etc. 

 45 minutes for answering Part 1 of the achievement test booklet 

 a short break of approximately 15 minutes 

 five minutes for preparing students for Part 2, including reading directions from the Test 
Administrator Manual, etc. 

 45 minutes for answering Part 2 of the achievement test booklet. 
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If a student has completed Part 1 or Part 2 of his or her achievement test booklet before the 
achievement testing session is over, he/she may use the time to review his/her answers to the items 
within the corresponding part of the booklet (also answer the calculator survey at the eighth grade). It 
is highly advisable for students to remain in the testing room until the testing time is over. You might 
either provide Test Administrators with some activity sheets for students to work on, or instruct Test 
Administrators to suggest that students have a book easily available to read quietly in such cases. 
Allowing students to leave the classroom might result in much lower participation rates for either Part 
2 of the achievement test or the Student Questionnaire. However, if a student needs to leave the room 
for an emergency, his or her achievement test booklet (or questionnaire) should be collected and kept 
secure during the time a student is not in the class. 

3.6 Administering the Student Questionnaire 

While it is highly recommended to administer the Student Questionnaire on the same day as the 
achievement test, if this is not possible, the School Coordinator may choose a different day. This day 
should be after the achievement test administration. You should allocate about 30 minutes for 
completion of the Student Questionnaire. 

3.7 Student Tracking Form and Test Administration Form 

The Student Tracking Form is important to the test administration. In particular, it specifies which 
test booklet should be given to each student, and the Test Administrators should use it to record 
student participation status. 

The column dedicated to recording student participation status is divided into two sections—one for 
the main or regular session and the other (shaded) for a make-up session if one is being held. 

Test Administrators should code the participation status of the students as follows:  

Code C Student participated in the session 
Code SA Student participated in the session with special accommodation  
Code A Student was absent from the session 
Code P Parental permission was denied 
Code NA Student had left school permanently. 

A student should be marked as having participated even if he or she completed only one of the two 
parts of the achievement test booklet. No participation code needs to be marked for students who 
were excluded from the assessment. 

The Test Administrators should use the Test Administration Form prepared and provided by the 
School Coordinators to document the timing of the sessions and answer a few questions about any 
special circumstances or problems during the assessment administration. A blank Test 
Administration Form is provided in Appendix A of this unit as well as in the appendix of the School 
Coordinator Manual and Test Administrator Manual. 
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3.8 Using the Provided Spare Copies of the Survey Instruments 

If an originally assigned School Questionnaire or Teacher Questionnaire is damaged and needs to be 
replaced with a spare copy, the School Coordinator should either staple the original to the spare copy, 
or copy all information from the original questionnaire label onto the spare copy. School 
Coordinators should be encouraged to explain the reason for replacement on the cover of the copy. 
The same procedure applies if a school principal or teacher chooses to complete the paper version 
rather than the originally assigned online questionnaire. 

If an originally assigned achievement booklet or Student Questionnaire is damaged and needs to be 
replaced, the School Coordinator should copy the name of the student, the original student 
identification number (Student ID), and CheckSum onto the spare copy and add a note on the 
corresponding Student Tracking Form using the corresponding row from the three rows (marked 
with <A>) dedicated to spare survey instruments. 

If there is a new student in the sampled class, a spare achievement booklet and the corresponding 
Student Questionnaire should be used. The School Coordinator or Test Administrator should write 
the name of the student on the copies used and complete the Student Tracking Form using the 
corresponding row from the three rows (marked with <A>) dedicated to spare test instruments. 

3.9 Calculating Student Response Rates and Holding Make-up Sessions 

It is very important that a high level of student participation is reached. School Coordinators might 
need to organize make-up sessions for students who were absent from the original testing sessions. To 
determine whether a make-up session is necessary, student response rates should be computed for 
each class individually. 

The School Coordinator should first complete the general information on the Student Response Rate 
Form (e.g., Country, School ID, School Name). Then, to determine if a make-up session needs to be 
held, he or she should perform the following calculations and record the corresponding information 
in the Student Response Rate Form. 

For each testing session, the School Coordinator should complete the Student Response Rate Form 
(provided in Appendix B) as follows: 

 Record the Class ID in Column 1 

 Record the number of students in the class who were present during at least one part of the 
achievement testing session (Column 2). This is indicated by the code “C - Participated” or “SA – 
Participated with special accommodation” in the Participation Status column of the 
corresponding Student Tracking Form. 
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 Record the number of students in the class who were absent from the testing session (both parts) 
or did not receive parental permission to participate (Column 3). This is indicated by the code “A 
- Absent” or “P – No parental permission” in the Participation Status column of the 
corresponding Student Tracking Form. Do not count students with the code “NA – Left school 
Permanently” 

 Add the values in columns 2 and 3 for each class and put the result in Column 4 

 Calculate the response rate of students for each class as: 

 

 Record the result of the response rate calculation in Column 5 

If the response rate is less than 90% for any of the selected classes, a make-up session is required in the 
school. If the low student response rate is only due to students being absent because of not having 
parental permission, a make-up session would not be possible and is not required. 

In the lower part of the Student Response Rate Form, calculate the response rate for the make-up 
sessions according to the directions above. 

Make-up sessions should be conducted if less than 90% of the students in the selected class were 
present during the testing session. The make-up sessions should be held for the absent students as 
soon as possible after the originally scheduled testing date. One make-up session can be held for all 
students in the school who were absent during the original testing session. 

Only students who were originally selected as part of the sample and who are listed on the Student 
Tracking Form should be tested. No substitutions of students are allowed. 

You should follow the same procedures for the make-up session as for the regular session. During the 
make-up session, the Test Administrator should indicate in the Student Tracking Form (the shaded 
part of the Participation Status column) which students were present during the make-up session and 
which were absent. The Test Administrator should also complete a Test Administration Form for the 
make-up session. 
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3.10 Returning Materials to the National Center 

Once all testing sessions have been completed and School Coordinators have checked the Student 
Tracking Forms, they should prepare a brief School Coordinator Report for the national center 
describing how the administration went in their school and indicating any problems or difficulties 
they had. The Test Administration Forms for all testing sessions, including makeup sessions, should 
be attached to this report. 

The materials should then be returned to the national center using the shipping labels you provided. 
You should receive the following materials: 

 a package of the completed and unused achievement test booklets, sorted in the order in which 
they are listed in the corresponding Student Tracking Form(s) 

 a package of the completed and unused Student Questionnaires, sorted in the order in which they 
are listed in the corresponding Student Tracking Form(s) 

 the completed Student Tracking Form(s) 

 the completed Teacher Tracking Form(s) 

 the completed and unused Teacher Questionnaires 

 the completed and unused School Questionnaire(s) 

 the Test Administration Form(s) and Student Response Rate Form(s). 

3.11 Tracking the School Questionnaire and Teacher Questionnaire 
Completion Status Online 

If any School Questionnaires and/or Teacher Questionnaires are administered online in your country, 
you can track their completion status online by using the Online SurveySystem Monitor application. 
After you submit your Online SurveySystem files to the IEA DPC to be activated (after the TIMSS & 
PIRLS International Study Center has completed layout verification for your questionnaires), you will 
receive an email from the IEA DPC with the necessary information on accessing the Monitor 
application. If you do not receive such an email, please contact the IEA DPC at timss@iea-dpc.de for 
assistance. 

Using the Monitor application provides you with real-time access to the current status of the 
questionnaire administration. The system will list respondents who have logged into the system at 
least once, the current question number (last question viewed by the respondent), and the 
questionnaire submission status. 

To login into the Online SurveySystem Monitor application, you will need to copy the Monitor Web 
page into your Internet browser, select your country-language combination from the Culture drop-
down menu, and enter your password (the login screen is shown in the next picture). 
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After logging in, the following information will be displayed: 

 IDs of the schools and/or teachers that have logged in at least once 

 date and time of the first and last login 

 number of logins 

 status that lists the completion status for each individual question 

 the current question number of each respondent (last viewed question) 

 submission status (Code 1 indicates that the questionnaire has been submitted). 

An example of the displayed information after logging in is shown in the next picture. 

 

You can sort and group the displayed information according to your needs (e.g., group by School ID 
first and then by number of logins). The Monitor application also allows you to highlight and filter 
for the latest activities (e.g., all completed and submitted questionnaires in the last three days). The 
Details link for each questionnaire will take you to a detailed view of all responses entered so far. 

However, the Monitor application only displays details for the school and/or teacher questionnaires 
for which the respondents have logged in at least once. To check which school and/or teacher 
questionnaire respondents have been assigned to complete their questionnaires online, but have not 
yet logged in into the Online SurveySystem, you first need to import your Online SurveySystem 
participation status data into your WinW3S database. Then you can create a participation status 
report for the school and teacher questionnaires. 
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To import the participation status data from Online SurveySystem into your WinW3S database, click 
on the Export for WinW3S button located above the list of school and teacher participation details of 
the Online SurveySystem Monitor application. This will generate an online participation status Excel 
file. Then open your WinW3S database and import the Excel file into WinW3S by selecting Import 
Online Participation Status from the Import menu. 

Now you can generate a participation status report by selecting Create Statistics Report from the 
WinW3S Tools menu. The resulting report will display a summary list of the school and teacher 
questionnaire participation status and a list of schools and teachers who should complete their 
questionnaires online, but currently have no data available. 

For more information on how to navigate and use the options within the Online SurveySystem 
Monitor application, please refer to the Online SurveySystem Manual. 

4 Quality Control Programs 

Quality assurance in the TIMSS study is extremely important for making valid comparisons of 
student achievement across countries. Considerable effort has been made in developing standardized 
materials and procedures so that the data collected in each country will be comparable to the greatest 
possible extent. To provide evidence that the standard international data collection procedures are 
followed, the IEA and the TIMSS & PIRLS International Study Center will conduct an independent 
international quality control program. You, as an NRC, should organize and implement your national 
quality control program adopting similar quality control measures. 

4.1 International Quality Control Program 

The International Quality Control Program will be entirely carried out by the IEA and the TIMSS & 
PIRLS International Study Center. However, a crucial element of this program is the appointment of 
International Quality Control Monitors (IQCM) in each country. 

If it is not been done yet, the IEA Secretariat will contact you soon to nominate an IQCM for your 
country. This person could be a school inspector, a ministry official, or a retired school teacher. He or 
she should be fluent in both English and the language(s) spoken in your country. Since this is an 
independent quality control program, you should NOT nominate a member of your national center, a 
member of your family, or a personal friend. When asked, please send the name and contact 
information of the nominated IQCM of your country to Barbara Malak-Minkiewicz (b.malak@iea.nl) 
at the IEA Secretariat. 

The monitors will be trained by the IEA and the TIMSS & PIRLS International Study Center, and will 
contact you to select schools for their observations. They will also need to collect a set of your final 
national test instruments, manuals, and tracking forms. 
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4.2 National Quality Control Program 

In addition to the international quality control program, you should adopt similar control measures 
for your national quality control program. 

As supplements to this unit, the TIMSS & PIRLS International Study Center has provided the 
National Quality Control Monitor Manual and Classroom Observation Record for use in your 
national quality control program. These materials can be used as a guideline for observing the testing 
sessions. You may adapt it to your country’s needs. 

National Quality Control Monitors (NQCMs) should visit a random sample of at least 10% of the 
participating schools at each grade level to observe the actual TIMSS testing sessions in your country. 
You may choose to send national center staff or ask external and independent personnel to conduct 
these site visits. 

You should notify the School Coordinators that a quality control monitor might be observing the 
testing session in their school. Therefore, School Coordinators should keep the national center 
updated of the dates, schedule, and location of the testing sessions. 

NQCMs should have a professional background, preferably with experience in school settings. They 
should be familiar with: 

 the TIMSS study and its general operations and procedures 

 the administrative procedures as described in the School Coordinator Manual 

 the administration script in the Test Administrator Manual. 

NQCMs should arrive at the selected schools up to one hour prior to each of the scheduled testing 
sessions. They should bring with them the national School Coordinator Manual, the national Test 
Administrator Manual, and the national Classroom Observation Record. 

In general, National Quality Control Monitors should: 

 verify that the list of classes and teachers was prepared correctly by the School Coordinators 

 verify the completeness and security of the survey instruments 

 check that the School Coordinator prepared the name sheets if confidentiality regulations did not 
allow that student and/or teacher names be sent to the national center 

 check, where possible, that the instructions for the exclusion of students from testing were 
followed correctly 

 verify the assignment and completion of the Teacher Questionnaires 

 keep an independent record of the timing of the testing sessions that they attend (which the 
national center should compare later on with the information in the corresponding Test 
Administration Forms) 
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 Verify adherence to the instructions of the Test Administrator Manual, in particular the strict 
adherence to the test administration script. For each testing session, National Quality Control 
Monitors should record any additions, revisions, or omissions that were made to the script. 

 check that materials were distributed correctly and that student participation was correctly 
recorded in the Student Tracking Form 

 indicate whether the Test Administrator handled questions from students appropriately or if they 
helped the students in any way with the items in the achievement test 

 indicate whether the students were cooperative and orderly during the testing and whether the 
Test Administrator made efforts to control the students if they did not behave in an orderly 
manner 

 indicate whether the Test Administrator monitored the room to see if the students were working 
on the correct part of the test booklets 

 indicate whether the Test Administrator ensured the security of the test instruments during the 
breaks. 

National Quality Control Monitors should prepare a brief written report on their site visits that 
includes a summary of their observations as outlined above as well as any feedback from the Test 
Administrators and School Coordinators about their experience with the assessment and background 
questionnaire administration.  
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Appendix A: Test Administration Form 
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Appendix B: Student Response Rate Form 
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