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Instructions for the NRC 
The TIMSS 2011 Test Administrator Manual is provided for you as a template in order to 
prepare (translate and/or adapt) your national version of the manual that meets your country’s 
needs. 

Adaptation Guidelines: 

The text appearing in square brackets [   ] either specifies text for potential deletion, requires a 
country-specific adaptation, or is a note for you that a country-specific adaptation might be 
necessary. Since some procedures (e.g., confidentiality requirements may prohibit students’ 
names from being written on survey instruments, parental permission may not be necessary) can 
differ across countries, it is critical that you adapt this manual according to the specifics in your 
country. In addition, some points contained in this manual may not apply to your educational 
system, or it may not be necessary to explain them to the Test Administrators. In other places, 
you may need to provide more details than are given in this international version. 

However, you are not allowed to make any changes, except translation, to the test administration 
script(s) or timing of the testing sessions. This includes the general directions of the achievement 
booklets and Student Questionnaire, which should be identical to the ones students will find in 
their booklets and questionnaires. 

A copy of the Test Administration Form is provided in the appendix of this manual. The form 
also is provided as a separate document to facilitate your translations and/or adaptations if 
necessary. You will need to prepare a copy (plus an extra copy for make-up sessions if 
necessary) of the Test Administration Form for each testing session. 
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Introduction 
Thank you for agreeing to be a Test Administrator for the IEA’s Trends in International 
Mathematics and Science Study (TIMSS 2011).  

The International Association for the Evaluation of Educational Achievement (IEA) is an 
independent international cooperative of national research institutions and government agencies 
that has been conducting studies of cross-national achievement since 1959. 

TIMSS 2011 is the fifth in IEA’s series of international assessments of student achievement 
dedicated to improving teaching and learning in mathematics and science. First conducted in 
1995, TIMSS reports every four years on the achievement of fourth- and eighth-grade students. It 
is designed to measure and interpret differences in national educational systems in order to help 
improve the teaching and learning of mathematics and science worldwide. More than 60 
countries are participating in TIMSS 2011. [Insert name of your country] is participating in 
this important project. 

In [insert name of your country], a sample of students in the [insert name(s) of target 
grade(s) in your country] grade[s] are being tested for TIMSS 2011. Students in the selected 
classes will take the TIMSS mathematics and science test and complete a Student Questionnaire 
about their experiences in learning mathematics and science. 

1 Your Role as a Test Administrator 
Your role as a Test Administrator is to ensure that the TIMSS assessment in your school is 
administered according to the internationally standardized procedures. In order to ensure that the 
tests are administered in exactly the same way in all participating countries, it is essential that 
you strictly follow the procedures described in this manual. In particular, your work as a Test 
Administrator includes the following tasks and responsibilities: 

 Become familiar with this manual at least one week before the testing takes place. 

 Contact your School Coordinator if you have any questions or concerns. 

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

 Administer the test and Student Questionnaire in accordance with the instructions in 
this manual. 

 Ensure the correct timing of the testing sessions, and record the time when the 
sessions start and end on the Test Administration Form. 

 Record student participation on the Student Tracking Form. 
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1.1 Preparations Before Testing 

The following preparations should take place prior to the testing sessions. 

One Week Before Testing 

About one week before the testing day, you should: 

 Be sure that you understand your responsibilities. 

 Meet with the School Coordinator to resolve any questions you have before 
administering the test. 

 Plan all the steps required for the testing sessions with the School Coordinator and 
the school principal (e.g., arranging room locations, ensuring that there is a 
sufficient number of desks or tables, arranging for a sufficient supply of pens). 

 [Contact the classroom teacher and inform him or her that the students should 
have something to read quietly at their desks in case they finish the test early.] 

 Familiarize yourself with the procedures for scheduling and timing the testing 
sessions, administering the test, and completing the Student Tracking Form and Test 
Administration Form. 

One Hour Before Testing 

About one hour before testing, make sure that you have all the materials for the test 
administration, as listed in Section 1.2. Also, confirm that the room is ready for the testing 
sessions. 

Check if the School Coordinator has completed questions 1–8 on the Test Administration Form. 
If not, please complete this information. If you need assistance in answering these questions, 
please ask the School Coordinator.  

To speed up distribution of the testing materials, check that the achievement test booklets and the 
Student Questionnaires are sorted in the same sequence as the students are listed in the Student 
Tracking Form and that they are properly labeled. 

1.2 The Testing Materials 

The School Coordinator will provide you with the necessary testing materials shortly, but at least 
one hour before the testing session. For the test administration, you will need the following: 

 a Student Tracking Form for the tested class, indicating all students in the class and 
which booklet each student should receive 

 one achievement test booklet assigned to each student in the class, plus three extra 
copies 

 one Student Questionnaire assigned to each student in the class, plus three extra 
copies 
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 a Test Administration Form prepared for the tested class 

 a stopwatch, timer, or a watch with a second hand 

 a supply of pens or pencils [For scanning purposes, only 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.] 

 [activities sheets to give to students in case they finish the test early]. 

The test booklets have been systematically assigned to each student. You should not rearrange 
the test booklet assignment. It is very important to make sure that each student receives the 
booklet and the Student Questionnaire that he or she is assigned, as indicated in the Student 
Tracking Form and survey instrument labels. 

1.2.1 Student Tracking 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 you 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.  

You should code the participation status of the students as follows:  

Code C Student participated in the session 

Code SA [Use the code only if applicable in your country] Student participated in 
the session with special accommodation  

Code A Student was absent from the session 

Code P [Use the code only if permission is necessary for testing] 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. 

An example of a completed Student Tracking Form is provided in Figure 1.1. [Replace with 
national example of a completed Student Tracking Form if necessary.]  
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Figure 1.1: Example of a Completed Student Tracking Form 
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You will find that there are more pre-coded Student IDs on the Student Tracking Form than there 
are students in the class. You should use these extra records along with the spare achievement 
booklets and Student Questionnaires as follows: 

 If there is a new student in the class at the time of testing who was not recorded on 
the Student Tracking Form, use one spare booklet and the corresponding Student 
Questionnaire. Write the student name or number 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. [In Figure 1.1, an extra record has 
been filled out for “Stephen Clark” as an example.] 

 If an originally assigned achievement booklet and/or Student Questionnaire is 
damaged, replace it with one of the spare copies. Copy the student name or number, 
the original student identification number (Student ID), and CheckSum onto the spare 
copy(ies) and add a note indicating which instrument was replaced on the 
corresponding Student Tracking Form. 

1.2.2 Test Administration Form 

You should use the Test Administration Form prepared and provided by the School Coordinator 
to document the timing of the sessions and answer a few questions on any special circumstances 
or problems during the assessment administration. [A blank Test Administration Form is 
provided in the appendix of this manual.] 

1.3 Timing of the Testing Sessions 

The administration of the achievement test to the students is 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 
[up to 30 minutes, depending on the school scheduling policy]. 

[Delete the fourth-grade or eighth-grade information if the corresponding grade is not 
assessed in your country.] The timing of the achievement testing sessions should be as follows: 

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

 [36 minutes for fourth grade] and [45 minutes for eighth grade] for answering 
Part 1 of the achievement test booklet 

 a short break of [up to 30 minutes] 

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

 [36 minutes for fourth grade] and [45 minutes for eighth grade] for answering 
Part 2 of the achievement test booklet. 

It is essential that you strictly follow the time limits indicated above. You will need to record the 
actual timing of the testing sessions on the Test Administration Form. 
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While it is highly recommended to administer the Student Questionnaires on the same day as the 
achievement test, if this is not possible, the School Coordinator may have chosen a different day. 
This day should be after the achievement test administration. It will take about [insert estimated 
amount of time appropriate for questionnaire administration here—the internationally 
estimated time for students to complete the questionnaire is 20 to 30 minutes] for students to 
complete the Student Questionnaire. 

1.4 Rules for Supervising the Testing Sessions 

As a Test Administrator, you should observe the following general rules during the test 
administration: 

 Do not answer questions about the content of the test items, or provide any specific 
information, answers, or instructions about any test item. The best response to any 
such requests is, “I am sorry, I can’t answer any questions. Just do your best to 
answer the question.” 

 Be sure that all students understand what they are to do and know how to record their 
answers. You may answer students’ questions about these matters. 

 [Delete this bullet point if fourth grade is not assessed in your country] Students 
taking the fourth-grade achievement test may not use calculators. 

 [Delete this bullet point if eighth grade is not assessed in your country] Students 
taking the eighth-grade achievement test are allowed to use calculators. 

 Students are not allowed to use rulers or protractors. 

 All electronic devices, such as cell phones, portable computers, photo or video 
cameras, must be stored away for the duration of the test administration. 

 While students are working, move around the room to see that they are following 
directions and answering questions in the appropriate part of the test booklet. 

 Students who ask to leave the test session may do so only in an emergency situation 
(e.g., because he or she becomes ill). If a student cannot complete a session, collect 
the student’s booklet and record on the booklet cover the reason why the student left 
the session. If a student leaves the session and returns, he or she can continue 
answering the questions in the booklet for the remainder of the testing session. 
Students should not leave the room with any of the testing materials. 

 If a student refuses to participate, collect his or her test booklet and/or questionnaire 
and record the incident on the Student Tracking Form. 

 If a student arrives late, but before the testing session has begun, give the student his 
or her booklet. No latecomers should be admitted to the session once the actual 
testing has begun (that is, once the students have opened their booklets, and you have 
begun reading the instructions). 

 If a student arrives during the break after the first session and before the second 
session has begun, he or she may participate in the second session of the test. Please 
make sure that he or she completes Part 2 of the test. 
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 If a student has completed Part 1 or Part 2 of his or her 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 [or read quietly at his or 
her desk]. [You might either provide Test Administrators with some activities 
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.] 

 Make note of any problems encountered during the test administration on the Test 
Administration Form. 

 In most cases, the teacher of the students tested will be present during the testing 
session. You will need to instruct the teacher not to answer any questions students 
may have or provide any specific information, answers, or instructions about any 
question during the testing session. Again, the best response to any such requests is, 
“I am sorry, I can’t answer any questions. Just do your best to answer the question.” 

2 Administering the Assessment 

2.1 Administering the Achievement Test 

The instructions marked with the  symbol and printed in bold font style in the administration 
script must be read aloud to the students word for word to ensure that the testing sessions are 
conducted in the same way in all countries. Although you should become familiar with these 
instructions before the actual testing, do not attempt to memorize them. Read these instructions 
exactly as they are written. Comments that are not in bold are not to be read aloud. They are 
instructions for you only. 

To begin the testing session: 

 Make sure that the School Coordinator has recorded the Class ID at the top of the 
Test Administration Form. If missing, you can find it on the Student Tracking Form, 
Column [b]. 

 Make sure that students are seated quietly, with nothing on the desk except for a pen 
or pencil [and a calculator, if one is being used for the eighth-grade achievement 
test]. 

 Record the current time in Cell (9a) of the Test Administration Form. 

 Begin reading the Administration Script. 
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2.1.1 The Fourth-grade Test Administration Script  
[Delete this section if fourth grade is not assessed in your country] 

 This school has been chosen to take part in an important international project to 
study what students around the world know and can do in mathematics and science. 
Different countries from all over the world are taking part in this study. You will be 
taking a mathematics and science test. While I talk to you about today’s test, I 
would like you all to be quiet, stay at your desks, and listen carefully. 

 Now I will pass out the test booklets. Do not open them until I tell you to do so. Each 
of you will receive one test booklet. Not all booklets are the same. 

 If you still have any schoolbooks, papers, or other materials—for example, a ruler—
on your desk, please put them away. All electronic devices, such as calculators, cell 
phones, portable computers, photo or video cameras, must be stored away for the 
duration of the test administration. 

Students should have only a pen or a pencil and his or her booklet for the duration of test 
administration. 

[If confidentiality reasons do not allow the student names to be written on the booklets, 
please insert instructions on distributing the test booklets according to the situation in your 
country.] 

As you hand out the test booklets, make sure that each student receives the booklet specially 
prepared for him or her. You can do that by reading the name on each test booklet, and giving it 
to that student. Do not allow students to open the test booklets until you tell them to. Record the 
student’s participation status in Column 7 (Achievement Session) of the Student Tracking Form. 
If you are administering a makeup session, then use the shaded part of Column 7 (Achievement 
Session). 

If a student is absent, put that test booklet aside. Do not give it to anyone else, since each test 
booklet is marked for a specific student. 

If there is a student in the classroom who is not listed on the Student Tracking Form, or an 
originally assigned booklet is damaged, use one of the three spare booklets, as explained in 
Section 1.2.1. 

After the test booklets are passed out and the Student Tracking Form has been completed, say the 
following to the students: 

 Does everybody have his or her test booklet? 

If yes, then continue. If not, find out why and proceed as described before. 

 [Your test booklet is sealed, please take your pen and break the seal.] Turn to the 
first page in the booklet that says “General Directions”. Please read along as I read 
the directions aloud. 
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General Directions 

 In this test, you will answer questions in mathematics and science. You may find some 
questions easy, and you may find some questions difficult. Try to answer all questions, 
the difficult ones as well as the easy ones. 

 For some questions, you choose the answer you think is correct, and fill in the circle 
next to it. Example 1 shows this kind of question with the circle next to the correct 
answer filled in. 

 

 The circle with the letter “C” has been filled in because there are 60 minutes in one 
hour. If you are not sure about the answer to a question, fill in the circle next to the 
answer you think is best, and move on to the next question. 

 If you decide to change an answer to a question, draw an “X” through your first 
answer, as you see in the example. Then, fill in the circle next to your new answer. 
Example 2 shows how to do this. 
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 For some questions, you must write your answer in the space below the question. 
Words, drawings, or numbers are used in answers to these questions. Example 3 shows 
a question like this. 
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 Sometimes, to get full points, you will need to explain your answers for science 
questions, or show your work for mathematics questions. Keep your writing and 
calculations as neat as possible, and give mathematics answers in their simplest form. 
For problems in the test involving money, suppose you are in a country where the 
“Zed” is used as the unit of money, like [<NRC: insert local currency unit, e.g., Euro, 
dollar, etc.>]. 

 When you are asked to write an answer, be sure that your handwriting is clear. Think 
carefully about each question, and answer as completely as possible. If you are not 
sure about the answer, give the answer you think is best, and move on to the next 
question. 

 You will have 36 minutes to work in the first part of your test booklet. You will then 
have a short break. After the break, you will work for another 36 minutes in the second 
part. 

 You may not use a calculator during the test. 

Instructions for Part 1 

 Read each question carefully and answer it as well as you can. If you are not sure 
about the answer to a question, choose or write the answer you think is best, and 
continue with the next question on the test. 

 You will have 36 minutes to complete this part of the test. 

 Do not start working until you are told to do so. 

 At the end of the first part of your booklet, you will see a STOP message. Do not 
continue with the rest of the booklet until you are told to do so. If you have 
completed Part 1 before the time is up, you can review your answers until the time is 
up [or take a book you have with you and read quietly at your desk]. [I have some 
activities sheets available for you. If you are finished early, please raise your hand to 
receive one.] 

 Do you have any questions? 

When all problems are resolved and you have the students' attention again, record the current 
time in Cell (9b) of the Test Administration Form. Then say: 

 Turn the page to the beginning of Part 1, and start working immediately. 
Remember, you have 36 minutes to complete the first part of the booklet. 

Begin timing the 36 minutes for Part 1. Record the current time in Cell (10a) of the Test 
Administration Form. 

Make sure all students begin working on the correct part of the booklet. Remember that you are 
not allowed to help the students with the test. While the students are working, you should move 
around the room to see that students are working on the correct section of their booklets. 

10 minutes before the testing session ends, say the following: 
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 You have 10 minutes left before the break. Make sure you try to finish answering all 
of the questions in the first part of your booklet before the break. 

After the last 10 minutes have passed, say: 

 Your time is up. Please close your booklets, and put your pens down. Do not write 
anything more. We will now take a [insert amount of time (up to 30 minutes) that is 
adequate for your students] break. 

Record the current time in Cell (10b) of the Test Administration Form. 

Break [(should not exceed 30 minutes)] 

If the room will be left unattended during the break, collect the booklets from the students one by 
one. Keep the booklets secure during the break time. You will then redistribute the booklets after 
the break, just like you did at the beginning of the testing session, making sure each student 
receives the same test booklet he/she was working on during the first half of the testing session. 

Instructions for Part 2 

Record the current time in Cell (11a) of the Test Administration Form. 

Make sure all the students are seated. When the students are seated and quiet redistribute the test 
booklets, if necessary. Then, say the following: 

 Does everybody have his or her test booklet? 

When all problems are resolved and you have the students’ attention again, proceed with the 
instructions for Part 2. 

 In Part 2, you will answer more questions in mathematics or science. You will have 36 
minutes to work on this part of the test. 

 Read each question carefully and answer it as well as you can. If you are not sure 
about the answer to a question, choose or write the answer you think is best, and move 
on to the next question. 

 Do not start working until you are told to do so. 

 At the end of the second part of your booklet, you will see a STOP message. If you 
have completed Part 2 before the time is up, you can review your work on the 
second part of your booklet [or take a book you have with you and read quietly at 
your desk]. [If you are finished early and would like to have an activity sheet, please 
raise your hand to receive one.] 

 Do you have any questions? 

When all problems are resolved and you have the students' attention again, record the current 
time in Cell (11b) of the Test Administration Form and say: 

 Turn the page to the beginning of Part 2, and start working immediately. You have 
36 minutes to complete the second part of the booklet. 
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Begin timing the 36 minutes for the second part of the session. Record the current time in Cell 
(12a) of the Test Administration Form. 

Remember that you are not allowed to help the students with the test. While the students are 
working, you should move around the room to see that students are working on the correct 
section of their booklets. If a student is finished early, make sure that he or she [has either a 
book to read or an activities sheet to work on]. 

10 minutes before the testing session ends, say the following: 

 You have 10 minutes left to work on the second part of the booklet. Make sure you 
try to finish answering all of the questions in the second part of your booklet. 

After the last 10 minutes have passed, say: 

 Your time is up. Please close your booklets, and put your pens down. Do not write 
anything more. 

Record the current time in Cell (12b) of the Test Administration Form, then say: 

 Thank you for your work. Please stay seated while I collect your booklets. 

If the Student Questionnaire is going to be administered now, say: 

 We will now take a [Insert amount of time for the break between the second testing 
session and the administration of the Student Questionnaire.] minute break. 
Afterwards, I will ask you to answer a short questionnaire. Please be back on time. 

Collect all test booklets and keep them secure. Check against the Student Tracking Form to make 
sure that you have received all test booklets. 

2.1.2 The Eighth-grade Test Administration Script 
[Delete this section if eighth grade is not assessed in your country] 

 This school has been chosen to take part in an important international project to 
study what students around the world know and can do in mathematics and science. 
Different countries from all over the world are taking part in this study. You will be 
taking a mathematics and science test. While I talk to you about today’s test, I 
would like you all to be quiet, stay at your desks, and listen carefully. 

 Now I will pass out the test booklets. Do not open them until I tell you to do so. Each 
of you will receive one test booklet. Not all booklets are the same. 

 If you still have any schoolbooks, papers, or other materials—for example, a ruler—
on your desk, please put them away. [If you have a calculator, it can remain on your 
table.] All [other] electronic devices, such as cell phones, portable computers, photo 
or video cameras, must be stored away for the duration of the test administration. 

Students should have only a pen or a pencil [and a calculator] and his or her booklet for the 
duration of test administration. 
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[If confidentiality reasons do not allow the student names to be written on the booklets, 
please insert instructions on distributing the test booklets according to the situation in your 
country.] 

As you hand out the test booklets, make sure that each student receives the booklet specially 
prepared for him or her. You can do that by reading the name on each test booklet, and giving it 
to that student. Do not allow students to open the test booklets until you tell them to. Record the 
student’s participation status in Column 7 (Achievement Session) of the Student Tracking Form. 
If you are administering a makeup session, then use the shaded part of Column 7 (Achievement 
Session). 

If a student is absent, put that test booklet aside. Do not give it to anyone else, since each test 
booklet is marked for a specific student. 

If there is a student in the classroom who is not listed on the Student Tracking Form, or an 
originally assigned booklet is damaged, use one of the three spare booklets, as explained in 
Section 1.2.1. 

After the test booklets are passed out and the Student Tracking Form has been completed, say the 
following to the students: 

 Does everybody have his or her test booklet? 

If yes, then continue. If not, find out why and proceed as described before. 

 [Your test booklet is sealed, please take your pen and break the seal.] Turn to the 
first page in the booklet that says “General Directions”. Please read along as I read 
the Directions aloud. 

General Directions 

 In this test, you will answer questions in mathematics and science. You may find some 
questions easy, and you may find some questions difficult. Try to answer all questions, 
the difficult ones as well as the easy ones. 

 For some questions, you choose the answer you think is correct, and fill in the circle 
next to it. Example 1 shows this kind of question with the circle next to the correct 
answer filled in. 
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 The circle with the letter “C” has been filled in because there are 60 minutes in one 
hour. If you are not sure about the answer to a question, fill in the circle next to the 
answer you think is best, and move on to the next question. 

 If you decide to change an answer to a question, draw an “X” through your first 
answer, as you see in the example. Then, fill in the circle next to your new answer. 
Example 2 shows how to do this. 

 

 For some questions, you must write your answer in the space below the question. 
Words, drawings, or numbers are used in answers to these questions. Example 3 shows 
a question like this. 
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 Sometimes, to get full points, you will need to explain your answers for science 
questions, or show your work for mathematics questions. Keep your writing and 
calculations as neat as possible, and give mathematics answers in their simplest form. 
For problems in the test involving money, suppose you are in a country where the 
“Zed” is used as the unit of money, like [<NRC: insert local currency unit, e.g., Euro, 
dollar, etc.>]. 

 When you are asked to write an answer, be sure that your handwriting is clear. Think 
carefully about each question, and answer as completely as possible. If you are not 
sure about the answer, give the answer you think is best, and move on to the next 
question. 

 You will have 45 minutes to work in the first part of your test booklet. You will then 
have a short break. After the break, you will work for another 45 minutes in the second 
part. 

 All questions can be answered without using a calculator, but if you have one available 
you may use it. 

Instructions for Part 1 

 Read each question carefully and answer it as well as you can. If you are not sure 
about the answer to a question, choose or write the answer you think is best, and 
continue with the next question on the test. 
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 You will have 45 minutes to complete this part of the test. 

 Do not start working until you are told to do so. 

 At the end of the first part of your booklet, you will see a STOP message. Do not 
continue with the rest of the booklet until you are told to do so. If you have 
completed Part 1 before the time is up, you can review your answers until the time is 
up [or take a book you have with you and read quietly at your desk]. [I have some 
activities sheets available for you. If you are finished early, please raise your hand to 
receive one.] 

 Do you have any questions? 

When all problems are resolved and you have the students' attention again, record the current 
time in Cell (9b) of the Test Administration Form. Then say: 

 Turn the page to the beginning of Part 1, and start working immediately. 
Remember, you have 45 minutes to complete the first part of the booklet. 

Begin timing the 45 minutes for Part 1. Record the current time in Cell (10a) of the Test 
Administration Form. 

Make sure all students begin working on the correct part of the booklet. Remember that you are 
not allowed to help the students with the test. While the students are working, you should move 
around the room to see that students are working on the correct section of their booklets. 

10 minutes before the testing session ends, say the following: 

 You have 10 minutes left before the break. Make sure you try to finish answering all 
of the questions in the first part of your booklet before the break. 

After the last 10 minutes have passed, say: 

 Your time is up. Please close your booklets, and put your pens down. Do not write 
anything more. We will now take a [insert amount of time (up to 30 minutes) that is 
adequate for your students] break. 

Record the current time in Cell (10b) of the Test Administration Form. 

Break [(should not exceed 30 minutes)] 

If the room will be left unattended during the break, collect the booklets from the students one by 
one. Keep the booklets secure during the break time. You will then redistribute the booklets after 
the break, just like you did at the beginning of the testing session, making sure each student 
receives the same test booklet he/she was working on during the first half of the testing session. 

Instructions for Part 2 

Record the current time in Cell (11a) of the Test Administration Form. 

Make sure all the students are seated. When the students are seated and quiet redistribute the test 
booklets, if necessary. Then, say the following: 
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 Does everybody have his or her test booklet? 

When all problems are resolved and you have the students’ attention again, proceed with the 
instructions for Part 2. 

 In Part 2, you will answer more questions in mathematics or science. You will have 45 
minutes to work on this part of the test. 

 Read each question carefully and answer it as well as you can. If you are not sure 
about the answer to a question, choose or write the answer you think is best, and move 
on to the next question. 

 Do not start working until you are told to do so. 

 At the end of the second part of your booklet, you will see a short calculator survey 
about using a calculator on this test and a STOP message. If you have completed 
Part 2 before the time is up, you can review your work on the second part of your 
booklet [or take a book you have with you and read quietly at your desk]. [If you 
are finished early and would like to have an activity sheet, please raise your hand to 
receive one.] 

 Do you have any questions? 

When all problems are resolved and you have the students' attention again, record the current 
time in Cell (11b) of the Test Administration Form and say: 

 Turn the page to the beginning of Part 2, and start working immediately. You have 
45 minutes to complete the second part of the booklet. 

Begin timing the 45 minutes for the second part of the session. Record the current time in Cell 
(12a) of the Test Administration Form. 

Remember that you are not allowed to help the students with the test. While the students are 
working, you should move around the room to see that students are working on the correct 
section of their booklets. If a student is finished early, make sure that he or she [has either a 
book to read or an activities sheet to work on]. 

10 minutes before the testing session ends, say the following: 

 You have 10 minutes left to work on the second part of the booklet. Make sure you 
try to finish answering all of the questions in the second part of your booklet. 

After the last 10 minutes have passed, say: 

 Your time is up. Please answer the calculator survey if you have not done that yet, 
and then close your booklets and put your pens down. Do not write anything more. 

Record the current time in Cell (12b) of the Test Administration Form, then say: 

 Thank you for your work. Please stay seated while I collect your booklets. 

If the Student Questionnaire is going to be administered now, say: 
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 We will now take a [Insert amount of time for the break between the second testing 
session and the administration of the Student Questionnaire.] minute break. 
Afterwards, I will ask you to answer a short questionnaire. Please be back on time. 

Collect all test booklets and keep them secure. Check against the Student Tracking Form to make 
sure that you have received all test booklets. 

2.2 Administering the Student Questionnaire 

The instructions marked with the  symbol and printed in bold font style in this section must 
be read aloud to the students. Comments that are not in bold are not to be read aloud. They are 
instructions for you only. 

Before you begin the questionnaire administration: 

 Make sure that you have the corresponding Student Tracking Form and Test 
Administration Form. 

 Make sure all the students are in the class, all are seated quietly, and have a pen or 
pencil to work. 

2.2.1 The Fourth-grade Questionnaire Administration Script 
[Delete this section if fourth grade is not assessed in your country] 

When ready, say: 

 Now I will pass out a short questionnaire for you to complete. Do not open the 
questionnaire until I tell you to do so. 

As you hand out the questionnaires, make sure that each student receives the questionnaire 
specially prepared for him or her. You can do that by reading the name on each questionnaire, 
and giving it to that student. Record the student’s participation status in Column 7 (Questionnaire 
Session) of the Student Tracking Form. If you are administering a makeup session, then use the 
shaded part of Column 7 (Questionnaire Session). 

If a student is absent, put that questionnaire aside. Do not give it to anyone else since each 
questionnaire is assigned to a specific student. 

After the questionnaires are passed out and the Student Tracking Form has been completed, say 
the following to the students: 

 Does everybody have his or her questionnaire? 

If yes, then continue. If not, find out why and proceed as described before. 

 The directions are printed at the beginning of your questionnaire. I will also read 
them to you. It is important that you follow the directions very carefully so that you 
understand how to mark your answers. Now open the questionnaire and turn to the 
first page titled “Directions”. 
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Make sure that the students have their questionnaires open to the Directions page before 
proceeding. 

 Please follow the directions in your questionnaire as I read them aloud. 

Directions 

 In this booklet, you will find questions about you and what you think. For each 
question, you should choose the answer you think is best. 

 Let us take a few minutes to practice the kinds of questions you will answer in this 
booklet. 

 Example 1 is one kind of question you will find in this booklet. 

Make sure that all students are following along and are looking at Example 1 in their 
questionnaires. 

 

 In Example 1, the question asks, “Do you go to school?” Below this question are a 
“Yes” and a “No”. Since you all go to school, you should all fill in the circle next to 
“Yes”. 

Give students time to fill in the circle next to “Yes” and make sure they understand how to do it. 
Once everyone has completed the example, move on to Example 2. 

Make sure that all students are following along and are looking at Example 2 in their 
questionnaires. 

 Example 2 is another kind of question you will find in this booklet. 
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 This question asks “How often do you do these things?” Letter (a) says, “I talk with 
my friends”. You are given four choices for how often you do this: Every day or 
almost every day; Once or twice a week; Once or twice a month; and Never or 
almost never. 

 Fill in the circle below your answer. For example, if you talk to your friends every 
day or almost every day, fill in the first circle under “Every day or almost every 
day”. 

Give students time to fill in their answers to all parts of the Example 2 question and make sure 
they understand how to answer this kind of question. Once everyone has completed the example, 
move on to Example 3. 

Make sure that all students are following along and are looking at Example 3 in their 
questionnaires. 

 Example 3 is another kind of question you will find in this booklet. 
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 Example 3 says, “What do you think? Tell how much you agree with these 
statements.” Letter (a) says, “Watching movies is fun.” You are given four choices 
for how much you agree with the statement: Agree a lot, Agree a little, Disagree a 
little, or Disagree a lot. 

 Fill in the circle below your answer. For example, if you really agree a lot with that, 
fill in the first circle under “Agree a lot”. If you really disagree a lot, fill in the circle 
under “Disagree a lot”. 

Give students time to fill in their answers to all parts of the Example 3 question and make sure 
they understand how to answer this kind of question. Then continue reading the final directions: 

 Read each question carefully, and pick the answer you think is best. 

 Fill in the circle next to or under your answer. 

 If you decide to change your answer, draw an “X” through your first answer, as you 
see in the example. Then, fill in the circle next to or under your new answer. 

 Ask for help if you do not understand something or are not sure how to answer. 

 Are there any questions before we start? 

If there are questions try to answer them the best you can. If there are no more questions then 
record the current time in Cell (13a) of the Test Administration Form and proceed with the 
administration of the questionnaire. 
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Reading the Questions Aloud to the Students 

In some classes it might be necessary to read the questions aloud. If this is the case in your class, 
then say the following: 

 I will now read to you each question in the questionnaire and you will fill in your 
answer to each question in your questionnaire. If you have any questions, please 
raise your hand. 

 Turn the page to the first question and I will read it aloud. 

Proceed to read each question aloud and allow time for the students to answer each question. 
Once all students have finished record the current time in Cell (13b) of the Test Administration 
Form. Then say: 

 Thank you very much for participating in this study. Your work will help us to 
learn more about our students and schools. 

 Please stay seated while I collect your questionnaires. 

Collect the questionnaires and keep them secure. Check against the Student Tracking Form to 
make sure that you have received all of them. 

Letting Students Answer Independently 

In some classes it will be possible to allow students to answer the questionnaire independently. If 
this is the case in your class, then say: 

 Turn the page to the first question and begin answering this questionnaire. You will 
have [Insert estimated amount of time appropriate for completing the questionnaire 
here. Internationally estimated time is 20 to 30 minutes.] minutes to answer these 
questions. 

After [insert time] minutes are up, say: 

 Please stop working and raise your hand if you have finished answering the 
questions. 

If all of the students raise their hands, say: 

 Thank you very much for participating in this study. Your work will help us to 
learn more about our students and schools. 

 Please stay seated while I collect your questionnaires.  

If not all of the students raise their hands, allow for additional time and say: 

 You will have more time to continue answering this questionnaire. If you have 
already finished all the questions, then you can use this time to review your answers. 
Once you have finished, please close your questionnaire and read quietly at your 
desk. 
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Once all students have finished and have closed their questionnaires record the current time in 
Cell (13b) of the Test Administration Form. Then say: 

 Thank you very much for participating in this study. Your work will help us to 
learn more about our students and schools. 

 Please stay seated while I collect your questionnaires. 

Collect the questionnaires and keep them secure. Check against the Student Tracking Form to 
make sure that you have received all of them. 

2.2.2 The Eighth-grade Questionnaire Administration Script 
[Delete this section if eighth grade is not assessed in your country] 

When ready, say: 

 Now I will pass out a short questionnaire for you to complete. Do not open the 
questionnaire until I tell you to do so. 

As you hand out the questionnaires, make sure that each student receives the questionnaire 
specially prepared for him or her. You can do that by reading the name on each questionnaire, 
and giving it to that student. Record the student’s participation status in Column 7 (Questionnaire 
Session) of the Student Tracking Form. If you are administering a makeup session, then use the 
shaded part of Column 7 (Questionnaire Session). 

If a student is absent, put that questionnaire aside. Do not give it to anyone else since each 
questionnaire is assigned to a specific student. 

After the questionnaires are passed out and the Student Tracking Form has been completed, say 
the following to the students: 

 Does everybody have his or her questionnaire? 

If yes, then continue. If not, find out why and proceed as described before. 

 The directions are printed at the beginning of your questionnaire. I will also read 
them to you. It is important that you follow the directions very carefully so that you 
understand how to mark your answers. Now open the questionnaire and turn to the 
first page titled “Directions”. 

Make sure that the students have their questionnaires open to the Directions page before 
proceeding. 

 Please follow the directions in your questionnaire as I read them aloud. 

Directions 

 In this booklet, you will find questions about yourself. Some questions ask for facts 
while other questions ask for your opinion. 

 Each question is followed by a number of answers. Shade in the circle next to or under 
the answer of your choice as shown in Examples 1, 2, and 3. 
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 In Example 1, the question asks, “Do you go to school?” Below this question are a 
“Yes” and a “No”. Since you all go to school, the circle next to “Yes” is filled in. 

 

 In Example 2, the question asks “How often do you do these things?” Letter (a) says, 
“I talk with my friends”. You are given four choices for how often you do this: 
Every day or almost every day; Once or twice a week; Once or twice a month; and 
Never or almost never. 

 Fill in the circle below your answer. In this example, the student talks to his or her 
friends every day or almost every day and the first circle under “Every day or 
almost every day” is filled in. 
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 Example 3 says, “What do you think? Tell how much you agree with these 
statements.” Letter (a) says, “Watching movies is fun.” You are given four choices 
for how much you agree with the statement: Agree a lot, Agree a little, Disagree a 
little, and Disagree a lot. 

 Fill in the circle below your answer. In this example, the student agrees a little that 
watching movies is fun and the circle under “Agree a little” is filled in. 

Give students time to read through the examples. Then continue reading the final directions: 

 Read each question carefully, and pick the answer you think is best. 

 Fill in the circle next to or under your answer. 

 If you decide to change your answer, draw an “X” through your first answer, as you 
see in the example. Then, fill in the circle next to or under your new answer. 

 Ask for help if you do not understand something or are not sure how to answer. 

 Are there any questions before we start? 

If there are questions try to answer them the best you can. If there are no more questions then 
record the current time in Cell (13a) of the Test Administration Form and say: 

 Turn the page to the first question and begin answering this questionnaire. You will 
have [Insert estimated amount of time appropriate for completing the questionnaire 
here. Internationally estimated time is 20 to 30 minutes.] minutes to answer these 
questions. 

After [insert time] minutes are up, say: 

 Please raise your hand if you have finished answering the questions. 



TIMSS 2011 Test Administrator Manual 

27 

If all of the students raise their hands, say: 

 Thank you. Please close your questionnaires and stay seated while I collect your 
questionnaires.  

If not all of the students raise their hands, allow for additional time and say: 

 You will have more time to continue answering this questionnaire. If you have 
already finished all the questions, then you can use this time to review your answers. 
Once you have finished, please close your questionnaire and read quietly at your 
desk. 

Once all students have finished and have closed their questionnaires record the current time in 
Cell (13b) of the Test Administration Form. Then say: 

 Thank you very much for participating in this study. Your work will help us to 
learn more about our students and schools. 

 Please stay seated while I collect your questionnaires. 

Collect the questionnaires and keep them secure. Check against the Student Tracking Form to 
make sure that you have received all of them. 
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3 Returning Testing Materials to School 
Coordinator 

Please answer questions 14 through 18 on the Test Administration Form. 

Once you have ensured that all the steps have been completed accurately and that everything is 
in order, please return all of the testing materials, including any spare materials, to the School 
Coordinator. You should also return the completed Student Tracking Form and the completed 
Test Administration Form. Review all of these materials with the School Coordinator so that 
both of you agree that everything is in order. 

 

 

Thank you again for your help in conducting this important 
international study. 
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Appendix: Test Administration Form 
 

 

 

 





 

 

 



 

 



 

 

 



 

 


