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Introduction

The School Information Form (SIF) for the 2005 HSTS includes two parts. Part 1 is completed by telephone with the NAEP school coordinator or person designated by the NAEP school coordinator to be the school HSTS coordinator. Part 2 of the SIF is to be completed as much as possible by the data collection staff, based on materials collected from the schools (i.e., course catalogs and sample transcripts). Where insufficient information is contained in these supplemental materials for the data collector to complete Part 2 of the SIF, the data collector will request supplemental information from the school. The School Questionnaire consists of questions from Part 2 of the SIF that the data collector may have to ask the HSTS coordinator. It is sent to the HSTS coordinator in advance to help him/her prepare for the data collection interview.

Part 1 of the 2005 HSTS
School Information Form (SIF)


.

Instructions to Supervisors on filling out the School Information Form (SIF)

1. The SIF is in two parts.  Part 1 is to be filled out over the phone with the HSTS School Coordinator.  After your Area Coordinator discusses NAEP with the School Coordinator, you will call the School Coordinator and tell him/her about HSTS and go through Part 1 of the form.  This should take place two or three weeks before assessment day.

2. Part 1 of the SIF is scripted, but you may deviate from the script to address specific aspects of the study, answer questions in detail, etc.

3. One section of the SIF script is to ask the School Coordinator the name of a person at the school who is very knowledgeable about the content of the course catalog, the transcript layout, and details about classes offered at the school.  Often, this person is the registrar.  After you get this person’s name, you should call him/her to let him/her know that you will be at the school on assessment day and would like to spend a couple of hours with him or her obtaining detailed information on the school’s courses.  Tell him/her that you will send a questionnaire so that he/she will know what types of questions to expect on assessment day.  This questionnaire will contain some, but not all of the questions contained in Part 2 of the SIF.

4. You will also be asking the HSTS coordinator to send you a copy of the 2004-2005 catalog before assessment day.  Assuming that the coordinator sends you the catalog, please review the catalog and fill out as many of the Part 2 SIF questions from the catalog as you can in order to minimize the burden on the school.

5. On assessment day, after the NAEP assessment is over, you will meet with the School Coordinator to complete information on the SIF (such as where the administration schedule will be kept, whether the School Coordinator works in the summer, etc.) and you will obtain sample transcripts.

6. On assessment day, after meeting with the School Coordinator, you will meet with the registrar or other person knowledgeable about school’s courses.  You will spend a couple of hours filling out the remainder of Part 2 of the SIF. 

Territory: _______________
Region:_________________

Area:___________________

NAEP School ID:_________
NAEP Supervisor:_________

NAEP AC:______________

Materials collected prior to supervisor’s call: ____________________________________________________________________________________

____________________________________________________________________________________

School Name:______________________________ School Phone:_______________________

City, State:________________________________
Fax:_______________________________

Principal:_________________________________
Email:_____________________________

School Coordinator (SC):_____________________
Web Site:___________________________

SC Phone Number:_________________________ Grade Range of School:________________

Is School Participating in NAEP?_______________
Assessment Date:_____________________

Hello, this is [FIRST NAME, LAST NAME] from the National Assessment of Educational Progress or NAEP.  My associate [NAME OF Area Coordinator] may have told you to expect my call.  I’m calling to tell you about another aspect of NAEP.  It is the High School Transcript Study or HSTS. The HSTS is being conducted to provide educational policy makers with information regarding current course offerings and course-taking patterns in secondary schools.  This study will also permit researchers to examine the relationship between course-taking patterns and educational achievements.  We would like to designate a School Coordinator for this study, someone who is knowledgeable about the courses offered at your school.

1.
Would you be the contact person or the School Coordinator for HSTS?

Yes [GO TO #2]


No

If “No”
Who will be the HSTS contact at the school?  And at what phone number can I reach him/her?

Name:________________________
Telephone number:____________________________

Thank you so much for your help.  [END CALL]

2. I’d like to explain a little bit about the HSTS to you.  Do you have about 10 minutes to talk right now?

Yes [GO TO #3]


No

If “No”
When is the best day and time for me to reach you to discuss this study?  Again, I just need about 10 minutes.

Date:________________________
Time:_______________________________

Thank you so much.  I will talk to you soon.  [END CALL]

3.
There are two phases to the High School Transcript Study.  During phase 1, I would like to collect your school’s current year course catalog.  I’d also like to collect three sample transcripts.  For phase 2, in the summer, I or another HSTS representative will return to the school to obtain transcripts of those students who were selected for the math or science portion of NAEP.  Absolutely no student time is involved in the study and confidentiality of the materials we collect will be strictly maintained.  You will be reimbursed for all transcripts. At this time I’d like to collect the current course catalog for your school.  Ideally, the catalog should contain all courses offered at the school including honors, vocational, remedial, special education, and off-campus courses.  Our preferences, if available would be to obtain a school-level catalog with course names and content descriptions.

Are copies of the current year’s school-level catalog available?

Yes [GO TO #4]


No

If “No”
When will they be available?  Date:_________________________________________

[If no school-level catalog available, ask about obtaining another type of catalog.  Please check which type of catalog is available.  The order of preference with the most desirable type of catalog listed first is:

___school-level catalogs that provide course names and content descriptions

___district-level catalogs that provide course names and content descriptions for this particular school clearly marked

___course list by department that includes general descriptions of course offerings by department

___course lists without content descriptions

___district-level catalogs without school-level identification]

4. In what format or formats is the most current catalog available – In hardcopy, on a website, or in an electronic file?

In hardcopy [GO TO #4a]     On a web site [GO TO #4b]
    In an electronic file [GO TO #4C]

4a.
If I send you a pre-addressed envelope, would you please send me a copy of the current course catalog?  

Yes [ASK FOR ADDRESS TO MAIL ENVELOPE TO] Address:__________________

________________________________________________________________________

4b.
What is the web site address that lists the catalog? _______________________________

4c.
Would it be possible for you to email me the electronic file of the catalog?  My email address is [EMAIL ADDRESS]

5. When I visit the school on [ASSESSMENT DATE] I’d also like to obtain copies of the three prior years’ catalogs.  Again, the catalogs should contain all courses offered at the school including honors, vocational, remedial, special education, off-campus courses, distance learning courses, and ESL courses.  Our preferences, if available would be school-level catalogs with course names and content descriptions. Do you think I will be able to obtain copies of the 2003-2004, 2002-2003, and 2001-2002 catalogs when I visit? 

Yes 

No or I don’t know             Other (only certain years, etc.):_____________

5a.
In what format or formats are these catalogs available – in hardcopy, on a web site, or in an electronic file?

[Circle years catalog is in this format]
In hardcopy: 

2003-2004    
2002-2003
2001-2002 

On a web site: 
2003-2004    
2002-2003
2001-2002
In an electronic file: 
2003-2004 
2002-2003
2001-2002
6.
As I mentioned earlier, when I visit the school on assessment day, I would also like to obtain three sample transcripts for student who have already graduated.  Before I leave the building I will be removing identifying information from the transcripts.  The sample transcripts should reflect one with regular courses, one with honors courses, and one with special education courses. If there are other special programs offered at the school (IB, performing arts, etc.), I’d appreciate seeing transcripts that include these programs [these could be the same three transcripts or different ones].  The transcripts should also include grades for course taken.  Will I be able to obtain such transcripts when I visit?

Yes 


No


(NOTE to supervisor: if you find a school that cannot provide transcripts that meet these criteria (e.g. the school uses a standards-based transcript), please probe to see if the information can be obtained in some other fashion, If not, please notify your field manager as soon after completion of the form as possible, so that a decision about the feasibility of including this school in HSTS can be made.)

Comments:_____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

7.
In addition to collecting the course catalogs and transcripts, I will need to spend a couple of hours with someone at your school who is very knowledgeable about the details contained in the catalogs, the transcripts and related school information.  If you are not that person, can you tell me the best person to talk to about this information?  I would like to give him or her a call in advance of my visit and send him or her some information so he/she knows what to expect when I visit.  

Name:________________________
Telephone Number:_____________________________

8.
After graduation, we will return to obtain transcripts of the 12th grade students who were selected for NAEP mathematics or science.  No student time is involved, confidentiality is strictly maintained, and you will be reimbursed for all of the transcripts copied.  When I visit on the assessment date, I would also like to insert disclosure notices as markers in these 12th grade student files.

Comments:_____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

9.
Our normal procedures for the transcript study, as specified by FERPA, is to provide FERPA notices for each sampled student’s file, but not to notify parents of their child’s inclusion, because no student time is involved and all transcript information is collected anonymously.   Is there any reason that we should use different procedures in your school?

Yes 


No

[PARENT INFORMATION AND CONSENT LETTERS ARE AVAILABLE IF THE SCHOOL INSISTS ON HAVING PARENTS LETTERS]

Comments:_____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

10.
Thank you so much for speaking with me today.  I will be sending you a summary of the High School Transcript Study (as well as envelope for you to send me your catalog, if applicable).  I will also be calling [REGISTRAR’S NAME] to let him/her know what kind of questions to expect from me on assessment day.  Good bye.


[END CALL]

School _________________________________    State ________      ID#__________________

Mathematics Textbook Form (FAX 301-XXX-XXXX)

Please list the textbooks used for all mathematics courses in your school and explain how the textbooks are used. If you have an existing list of textbooks, you may send it to us.  Please add any information below that is not already included on your list.

Course:  ______________________________________________________________________

ISBN: ____________________   
Textbook Title _________________________________________________________________

Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________

Chapters covered in course:  All ___   Chapters Covered: _______________________________

Use of Textbook: ___ Major ___ Supplementary 

Course:  ______________________________________________________________________

ISBN: ____________________  
Textbook Title _________________________________________________________________

Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________
Chapters covered in course:  All ___   Chapters Covered: _______________________________

Use of Textbook: ___ Major ___ Supplementary 

Course:  ______________________________________________________________________

ISBN: ____________________ 
Textbook Title _________________________________________________________________

Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________
Chapters covered in course:  All ___   Chapters Covered: _______________________________

Use of Textbook: ___ Major ___ Supplementary 

Mathematics Textbook Form (continued)
Course:  ______________________________________________________________________

ISBN: ____________________
Textbook Title _________________________________________________________________

Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________

Chapters covered in course:  All ___   Chapters Covered: _______________________________
Use of Textbook: ___ Major ___ Supplementary 

Course:  ______________________________________________________________________

ISBN: ____________________  
Textbook Title _________________________________________________________________

Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________

Chapters covered in course:  All ___   Chapters Covered: _______________________________
Use of Textbook: ___ Major ___ Supplementary 

Course:  ______________________________________________________________________

ISBN: ____________________   

Textbook Title _________________________________________________________________

Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________

Chapters covered in course:  All ___   Chapters Covered: _______________________________
Use of Textbook: ___ Major ___ Supplementary 

School _________________________________    State ________      ID#__________________

Science Textbook Form (FAX 301-XXX-XXXX)

Please list the textbooks used for all science courses in your school and explain how the textbooks are used. If you have an existing list of textbooks, you may send it to us.  Please add any information below that is not already included on your list.

Course:  ______________________________________________________________________
ISBN: ____________________   

Textbook Title _________________________________________________________________
Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________
Chapters covered in course:  All ___   Chapters Covered: _______________________________
Use of Textbook: ___ Major ___ Supplementary 

Course:  ______________________________________________________________________

ISBN: ____________________
Textbook Title _________________________________________________________________
Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________
Chapters covered in course:  All ___   Chapters Covered: _______________________________
Use of Textbook: ___ Major ___ Supplementary 

Course:  ______________________________________________________________________
ISBN: ____________________   
Textbook Title _________________________________________________________________
Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________

Chapters covered in course:  All ___   Chapters Covered: _______________________________

Use of Textbook: ___ Major ___ Supplementary 

Science Textbook Form (continued)
Course:  ______________________________________________________________________

ISBN: ____________________   

Textbook Title _________________________________________________________________

Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________
Chapters covered in course:  All ___   Chapters Covered: _______________________________
Use of Textbook: ___ Major ___ Supplementary 

Course:  ______________________________________________________________________

ISBN: ____________________   

Textbook Title _________________________________________________________________

Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________
Chapters covered in course:  All ___   Chapters Covered: _______________________________
Use of Textbook: ___ Major ___ Supplementary 

Course:  ______________________________________________________________________

ISBN: ____________________ 

Textbook Title _________________________________________________________________
Author(s)/Editor(s) _____________________________________________________________

_____________________________________________________________________________

Edition ____________Publisher: _____________________________ Copyright: ___________
Chapters covered in course:  All ___   Chapters Covered: _______________________________
Use of Textbook: ___ Major ___ Supplementary 

Cover Letter for
2005 HSTS School Questionnaire

Dear ___________________:

Your school is participating in the High School Transcript Study (HSTS), part of the National Assessment of Educational Progress (NAEP).  This study involves collecting transcripts from the twelfth grade students at your school who were selected for the mathematics or science sections of NAEP.  The HSTS does not involve any student time, but in order to complete it, we will need to get detailed information about courses offered at your school, as well as other school information.  

I will be visiting your school on [ASSESSMENT DATE] and would like to spend approximately two hours with you to discuss information about your school.  To make the meeting go smoothly, I am providing you with the attached questionnaire to let you know some of the questions I will be asking.  It will be helpful if you look this over in advance of our meeting.  If you have any questions about this process, please call me at [PHONE NUMBER].

Thank you in advance for your help on this very important study.

Sincerely,

HSTS Supervisor

2005 HSTS School Questionnaire


.

1.
Does this school include 9th grade?  

Yes (GO TO #1b) 


No 


1a.
If no, where do most students attend 9th grade?

___  
A single feeder Junior High/Middle School

___
Several Junior High/Middle Schools in the district

___  
Other schools not in this district or affiliated with this school

1b.
Do the high school catalogs contain information about the 9th grade?

Yes  


No 

3. Do the catalogs include the following course offerings?

2a.
Vocational courses (circle answer)

Yes                            No

If yes, how are vocational courses indicated in the catalog(s):_____________

______________________________________________________________

2b.
Remedial courses (circle answer)

Yes                            No

If yes, how are remedial courses indicated in the catalog(s):______________

______________________________________________________________
2c.
Honors courses (circle answer)

Yes                            No

If yes, how are honors courses indicated in the catalog(s):________________

______________________________________________________________
2d.
Special Education courses (circle answer)

Yes                            No

If yes, are different levels of special education (e.g. resource and self-contained) courses indicated in the catalog(s) and how are they indicated:___

______________________________________________________________
2e.
Off-campus courses (circle answer)

Yes                            No

If yes, how are off-campus courses indicated in the catalog(s):____________

______________________________________________________________
2f.
ESL or bilingual courses (circle answer)

Yes                            No

If yes, how are ESL or bilingual courses (courses taught in a language other than English indicated in the catalog(s):______________________________

______________________________________________________________
2g.
Courses Offered through Distance Learning (Circle answer) 



Yes                    
No

If yes, how are distance-learning courses indicated in the catalog(s)?               _____________________________________________________________
3.
Have there been substantial changes in your course offerings between 2001-2002 and the 2004-2005 school years?


Yes                    
No

4.
How many credits does a student earn for a course taken for a single period that lasts the entire 2004-2005 school year?

​​​​​​​​​​​​​​​​​
2004-2005
# of credits:____________________

4a.
Has this changed during the last four school years (circle one)



Yes


No (GO TO #5)

4b.
If yes, how many credits are earned for a year-long course for the following years?



2003-2004​​​​​​​​​​​​
# of credits:____________________



​​​​​​​​​​​​​​​​​2002-2003
# of credits:____________________



​​​​​​​​​​​​​​​​​2001-2002
# of credits:____________________

5.
How many class periods does a student typically have per day, not including lunch?

# of class periods:____________________

6. What is the maximum number of class periods a student can take per day at this school?

Maximum # of class periods:____________________

7.
What is the minimum number of class periods a student can take per day at this school?

Minimum # of class periods:____________________

8.
Is the minimum number of courses required different for seniors?

Yes


No

9. How long does a typical class period last?

# of minutes:____________________

10.
Are credits for honors/AP classes defined the same as in Question #4?
Yes


No

If no, describe any differences: ________________________________________

_________________________________________________________________

11. Are credits for special education classes defined the same as in Question #4?
Yes


No

If no, describe any differences:________________________________________

_________________________________________________________________  

12.
What type of diplomas does this school offer?   (check all that apply)

___  
Standard

___  
Honors

___
Certificate of Merit

___  
Vocational

___
Special Education

___  
Certificate of Attendance

___
International Baccalaureate

___
Regents (NY State only)

___
Other (specify):______________________________________________

13a.
Are graduation requirements for all high school diplomas documented in the course catalogs?

Documented

Not Documented (GO TO #14)

13b.
Specify the relevant catalog page number(s) indicating graduation requirement. 



Graduation requirements recorded on page(s)________________  (Go TO #15)

14. What are the graduation requirements (diploma type) for the following subject areas? (skip this item if #13b indicates where to locate graduation requirements in the catalog(s)

Diploma type


Standard
Honors

Vocational
Other

*Total credits 


_______
_______
_______
______

required for graduation

(credits)

(credits)

(credits)

(credits)

Write NA on the credit lines if the school does not offer the program.

14a. English/Language Arts
_______
_______
________
______ (credits)

(credits)

(credits)

(credits)
14b. Mathematics
_______
_______
________
______ (credits)

(credits)

(credits)

(credits)

14c. Computer Science
_______
_______
________
______ (credits)

(credits)

(credits)

(credits)
14d. Social Studies/History
_______
_______
________
______ (credits)

(credits)

(credits)

(credits)

14e. Science
_______
_______
________
______ (credits)

(credits)

(credits)

(credits)

14f. Foreign Language
_______
_______
________
______ (credits)

(credits)

(credits)

(credits)

14g. Physical Education/Health
_______
_______
________
______ (credits)

(credits)

(credits)

(credits)

14h. Other (___________)
_______
_______
________
______ (credits)

(credits)

(credits)

(credits)

14i. Other (___________)
_______
_______
________
______ (credits)

(credits)

(credits)

(credits)

* This number may be larger or smaller than the credits specified for subject areas 14a-4i listed here because of electives and/or overlapping sections.

15. Are there any courses required for graduation that do not receive credits?
Yes


No

If yes, please specify: __________________________________________________

____________________________________________________________________ 

16. Do these graduation requirements assume four years of high school?
Yes


No

If no, please explain:___________________________________________________

____________________________________________________________________ 

17. Are there grade point average (GPA) requirements for graduation?
Yes


No

If yes, please explain: __________________________________________________

____________________________________________________________________ 

18. Are there state or district competency tests or performance assessments that are required for graduation?
Yes


No

If yes, in what content areas (e.g. Reading, Citizenship, Functional Math):_________

____________________________________________________________________ 

19. Does this school offer any special programs or serve as a Magnet School?
Yes


No

19a.
What types of special programs are offered? (check all that apply)

___  
International Baccalaureate 

___
Performing Arts

___  
Science/Technology

___
Continuing Education

___
Other 

19b.
When was this/were these programs established at the school?

Year:________  
Program _______________


Year:________  
Program _______________


20. 
Does your school use a computerized student information system?  

Yes

No 

If Yes: 

Products used: ​​​​​​____________________________________________________

Product Name: ____________________________________________________

Publisher or Developer (if developed in your state, district or school, so indicate: 

_________________________________________________________________

Does your system:

20a.
Produce electronic transcripts:                         Yes
No 

20b.
Track attendance:                                            Yes
No 

20c.
Record standardized test scores:                      Yes
No 

20d.
Record graduation dates:                                  Yes
No 

20e.
Record diploma types:                                      Yes
No 

21. What type of grading system is used (e.g. A, B, C or A+, A, A-, B+, etc.)?

_______A, B, C, etc.

_______A+, A, A-, B+, etc.

_______ Pass/Fail

_______Satisfactory/Unsatisfactory

_______ Other (please specify)______________________________________________

________________________________________________________________________

22. What do the letter grades or other marks stand for numerically (example, A=90-100, B= 80-90, etc.)?

	Letter Grade or Alternate Symbol
	Range (or description, if range not possible)

	A+
	
	

	A
	
	

	A-
	
	

	B+
	
	

	B
	
	

	B-
	
	

	C+
	
	

	C
	
	

	C-
	
	

	D+
	
	

	D
	
	

	D-
	
	

	F
	
	

	Pass
	
	

	Fail
	
	

	Satisfactory
	
	

	Unsatisfactory
	
	


23. Is the grading system the same for all students (i.e., special education, honors, etc.)?

Yes


No

If no, please explain: ____________________________________________________________________

____________________________________________________________________ 

24. Do the course titles or course numbers on the transcript match those in the course catalogs(s)?

Yes


No

Comments:___________________________________________________________

________________________________________________________________________ 

25. Are transfer course identified by the school on the transcripts?

Yes


No

If yes, please explain: ____________________________________________________________________

____________________________________________________________________ 

If no, is there any way that they can be identified: ____________________________________________________________________

____________________________________________________________________ 

26. Are there abbreviations or symbols on the transcripts that are not self-evident?

Yes


No

26a.
If yes, ask the respondent to explain the abbreviations or symbols.  Record the explanation on the Transcript Format Checklist

Explained abbreviations/symbols           Explanation not known

Part 2 of the 2005 HSTS School Information Form (SIF)
Territory: _______________
Region:_________________

Area:___________________

NAEP School ID:_________
NAEP Supervisor:_________

NAEP AC:______________

Materials collected prior to supervisor’s call:____________________________________________________

________________________________________________________________________________________

School Name:______________________________
School Phone:_______________________

City, State:________________________________
Fax:_______________________________

Principal:_________________________________
Email:_____________________________

School Coordinator (SC):_____________________
Web Site:___________________________

SC Phone Number:__________________________
Grade Range of School:________________

Is School Participating in NAEP?_______________
Assessment Date:_____________________

A. Detailed Information on Course Catalogs

1.
Which type(s) of catalogs were obtained?  [Circle years catalog is in this format]
School-level catalogs that provide course names and content descriptions  

2004-2005
2003-2004    
2002-2003
2001-2002
District-level catalogs that provide course names and content descriptions for this particular school clearly marked


2004-2005
2003-2004    
2002-2003
2001-2002
Course list by department that includes general descriptions of course offerings by department

2004-2005
2003-2004    
2002-2003
2001-2002
Course lists without content descriptions


2004-2005
2003-2004    
2002-2003
2001-2002

District-level catalogs without school-level identification


2004-2005
2003-2004    
2002-2003
2001-2002
2.
Does this school include 9th grade?  

Yes (GO TO #3b.) 


No 

2a.
If no, where do most students attend 9th grade?

___  
A single feeder Junior High/Middle School

___
Several Junior High/Middle Schools in the district

___  
Other schools not in this district or affiliated with this school


2b.
Do the high school catalogs also contain information about the 9th grade?

Yes (GO TO #5) 


No 

3.
How can I obtain copies of catalogs with information about the 9th grade courses given by the feeder school in 2001-2002? (NOTE: If 2001-2002 catalogs are not available, obtain the oldest available catalogs, after 2001-2002.  If a school has a large number of feeder schools, it may not be practical to obtain all of the 9th grade catalogs.  In this case, please try to obtain the district-level catalogs.

________________________________________________________________________

________________________________________________________________________________________________________________________________________________

________________________________________________________________________

4. Do the catalogs obtained cover all the courses available for the class of 2005 during their years at this school.  (Include 9th grade courses if taken a junior/middle school.)  

Yes  
No 

(If no, obtain any additional catalogs covering the omitted information)

5. Do the catalogs include the following course offerings?

5a.
Vocational courses (circle answer)

Yes                            No

If yes, how are vocational courses indicated in the catalog(s):___________________

____________________________________________________________________

5b.
Remedial courses (circle answer)

Yes                            No

If yes, how are remedial courses indicated in the catalog(s):____________________

____________________________________________________________________
5c.
Honors courses (circle answer)

Yes                            No

If yes, how are honors courses indicated in the catalog(s):____________________

____________________________________________________________________
5d.
Special Education courses (circle answer)

Yes                            No

If yes, are different levels of special education (e.g. resource and self-contained) courses indicated in the catalog(s) and how are they indicated:__________________

____________________________________________________________________
5e.
Off-campus courses (circle answer)

Yes                            No

If yes, how are off-campus courses indicated in the catalog(s):__________________

____________________________________________________________________
5f.
ESL or bilingual courses (circle answer)

Yes                            No

If yes, how are ESL or bilingual courses (courses taught in a language other than English indicated in the catalog(s):________________________________________

____________________________________________________________________

5g.
Courses Offered through Distance Learning (Circle answer) 



Yes                    
No

If yes, how are distance-learning courses indicated in the catalog(s)?________
_________________________________________________________________________
6. Complete the course catalog checklist.  What is the status of the checklist (circle one)?

Complete                      Incomplete

7.
Have there been substantial changes in your course offerings between 2001-2002 and the 2004-2005 school years?


Yes                    
No

8.
Who is the best person to contact if HSTS staff have questions about the course catalogs?

School Coordinator             Principal                Registrar         Other

Name:  ________________ Title: _________________  Phone number:__________

B. Other School Information

NOTE to supervisor: fill out as much of this section as possible by reviewing the 2004-2005 catalog and then ask for clarification on the rest.

1.
How many credits does a student earn for a course taken for a single period that lasts the entire 2004-2005 school year?

​​​​​​​​​​​​​​​​​
2004-2005
# of credits:____________________

1a.
Has this changed during the last four school years (circle one)


Yes


No (GO TO #2)

1b.
If yes, how many credits are earned for a year-long course for the following years?


2003-2004​​​​​​​​​​​​
# of credits:____________________


​​​​​​​​​​​​​​​​​2002-2003
# of credits:____________________


​​​​​​​​​​​​​​​​​2001-2002
# of credits:____________________

2. How many class periods does a student typically have per day, not including lunch?

# of class periods:____________________

3. What is the maximum number of class periods a student can take per day at this school?

Maximum # of class periods:____________________

4. What is the minimum number of class periods a student can take per day at this school?

Minimum # of class periods:____________________

5. Is the minimum number of courses required different for seniors?

Yes


No

6. How long does a typical class period last?

# of minutes:____________________

7. Are credits for honors/AP classes defined the same as in Question #1?
Yes


No

If no, describe any differences: _______________________________________________

________________________________________________________________________

8. Are credits for special education classes defined the same as in Question #1?
Yes


No

If no, describe any differences :_______________________________________________

_________________________________________________________________________

9.
What type of diplomas does this school offer?   (check all that apply)

___  
Standard

___  
Honors

___
Certificate of Merit

___  
Vocational

___
Special Education

___  
Certificate of Attendance

___
International Baccalaureate

___
Regents (NY State only)

___
Other (specify):_________________________________________________

10a.
Are graduation requirements for all high school diplomas documented in the course catalogs?

Documented

Not Documented (GO TO #11)

10b.
Specify the relevant catalog page number(s) indicating graduation requirement.  (Place a paper clip on the corresponding pages)



Graduation requirements recorded on page(s)________________  (GO TO #12)

Comments:_____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
11. What are the graduation requirements (diploma type) for the following subject areas? (skip this item if #10b indicates where to locate graduation requirements in the catalog(s)

Diploma type


Standard
Honors

Vocational
Other

*Total credits 


_______
_______
________
______

required for graduation

(credits)
(credits)
(credits)
(credits)

Write NA on the credit lines if the school does not offer the program.

11a. English/Language Arts
_______
_______
_______
_______ (credits)
(credits)
(credits)
(credits)

11b. Mathematics
_______
_______
_______
_______ (credits)
(credits)
(credits)
(credits)

11c. Computer Science
_______
_______
_______
_______ (credits)
(credits)
(credits)
(credits)

11d. Social Studies/History
_______
_______
_______
_______ (credits)
(credits)
(credits)
(credits)

11e. Science
_______
_______
_______
_______ (credits)
(credits)
(credits)
(credits)

11f. Foreign Language
_______
_______
_______
_______ (credits)
(credits)
(credits)
(credits)

11g. Physical Education/Health
_______
_______
_______
_______ (credits)
(credits)
(credits)
(credits)

11h. Other (___________)
_______
_______
_______
_______ (credits)
(credits)
(credits)
(credits)

11i. Other (___________)
_______
_______
_______
_______ (credits)
(credits)
(credits)
(credits)

* This number may be larger or smaller than the credits specified for subject areas 11a-11i listed here because of electives and/or overlapping sections.

12. Are there any courses required for graduation that do not receive credits?
Yes


No

If yes, please specify: ____________________________________________________________

______________________________________________________________________________ 

13. Do these graduation requirements assume four years of high school?
Yes


No

If no, please explain:_______________________________________________________

________________________________________________________________________ 

14. Are there grade point average (GPA) requirements for graduation?
Yes


No

If yes, please explain: ____________________________________________________________

______________________________________________________________________________ 

15. Are there state or district competency tests or performance assessments that are required for graduation?
Yes


No

If yes, in what content areas (e.g. Reading, Citizenship, Functional Math):__________________

_____________________________________________________________________________ 

16. Does this school offer any special programs or serve as a Magnet School?
Yes


No

16a.
What types of special programs are offered? (check all that apply)

___  
International Baccalaureate 

___
Performing Arts

___  
Science/Technology

___
Continuing Education

___
Other 

16b.
When was this/were these programs established at the school?

Year:________  
Program: _______________


Year:________  
Program :_______________


17. 
Does your school use a computerized student information system?  

Yes

No (GO TO #18)

If Yes: 

Products used:__________________________________________________________________

Product Name:__________________________________________________________________

Publisher or Developer (if developed in your state, district or school, so indicate:_____________

Does your system:

17a.
Produce electronic transcripts:                         Yes
No 

17b.
Track attendance:                                            Yes
No 

17c.
Record standardized test scores:                      Yes
No 

17d.
Record graduation dates:                                  Yes
No 

17e.
Record diploma types:                                      Yes
No 

18.
Who would be the best person to contact if HSTS staff have questions about credits, graduation requirements, special programs, or technology resources?

School Coordinator             Principal                Registrar         Other

Name:  ________________  Title: _________________  Phone number:____________

C. Reviewing the Transcripts – Complete this section after you have received copies of the sample transcripts

1.
Sample transcripts obtained include (check all that apply)

___  
Regular courses

___
Honors courses

___  
Special Education courses

 ___
Information on other special courses

2. What type of grading system is used (e.g. A, B, C or A+, A, A-, B+, etc.)?
_______A, B, C, etc.

_______A+, A, A-, B+, etc.

_______ Pass/Fail

_______Satisfactory/Unsatisfactory

_______ Other (please specify)______________________________________________

________________________________________________________________________

3. What do the letter grades or other marks stand for numerically (example, A=90-100, B= 80-90, etc.)?
	Letter Grade or Alternate Symbol
	Range (or description, if range not possible)

	A+
	
	

	A
	
	

	A-
	
	

	B+
	
	

	B
	
	

	B-
	
	

	C+
	
	

	C
	
	

	C-
	
	

	D+
	
	

	D
	
	

	D-
	
	

	F
	
	

	Pass
	
	

	Fail
	
	

	Satisfactory
	
	

	Unsatisfactory
	
	


4. Is the grading system the same for all students (i.e., special education, honors, etc.)?
Yes


No

If no, please explain: ____________________________________________________________

_____________________________________________________________________________ 

5. Do the course titles or course numbers on the transcript match those in the course catalogs(s)?
Yes


No

Comments:____________________________________________________________________

_____________________________________________________________________________ 

6. Are transfer course identified by the school on the transcripts?

Yes


No
If yes, please explain: ____________________________________________________________

______________________________________________________________________________ 

If no, is there any way that they can be identified: ______________________________________

______________________________________________________________________________ 

7. Are there abbreviations or symbols on the transcripts that are not self-evident?
Yes


No

7a.
If yes, ask the respondent to explain the abbreviations or symbols.  Record the explanation on the Transcript Format Checklist

Explained abbreviations/symbols           Explanation not known

8.
If the school has been selected for the pilot textbook sample: As part of the HSTS this year, we are conducting a pilot study to determine what textbooks are being used in high school mathematics and science.  I would like to give you the forms for this study and ask you to fill them out or have someone else fill them out and then fax them to the phone number on the form.

9.
Are you available at the school in June, July, or August?


Yes (month available):____________


No


If No, who can we contact over the summer?

Name: _______________  Title: ____________________  Phone number:__________

10.
When will the final transcripts for the class of 2005 students be available?


Date:__________________

11.
When will be a convenient time to return to the school to pick up copies of the transcripts?

Date:__________________
Hours:_______________________

12.
I am leaving a copy of the NAEP administration schedule with you today.  Where will this copy be kept so I can retrieve it in the summer?

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless such collection displays a valid OMB control number. The valid OMB control number for this information collection is 1850-0789. The time required to complete this information collection is estimated to average 3 hours per response, including the time to review instructions, search existing data resources, gather the data needed, and complete and review the information collection. If you have any comments concerning the accuracy of the time estimate(s) or suggestions for improving this form, please write to: U.S. Department of Education, Washington, D.C. 20202-4651. If you have comments or concerns regarding the status of your individual submission of this form, write directly to: NAEP/NCES, U.S. Department of Education, 1990 K Street N.W. Washington D.C. 2006-5651.








This report is authorized by law (P.L.107-110, 20 U.S.C. §9010). While your participation is voluntary, your cooperation is needed to make the results of the survey comprehensive, accurate, and timely. The information you provide is being collected for research purposes only and will be kept strictly confidential. OMB No. 1850-0789. Approval Expires XX/XX/200X.








This report is authorized by law (P.L.107-110, 20 U.S.C. §9010). While your participation is voluntary, your cooperation is needed to make the results of the survey comprehensive, accurate, and timely. The information you provide is being collected for research purposes only and will be kept strictly confidential. OMB No. 1850-0789. Approval Expires XX/XX/200X.








According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless such collection displays a valid OMB control number. The valid OMB control number for this information collection is 1850-0789. The time required to complete this information collection is estimated to average 30 minutes per response, including the time to review instructions, search existing data resources, gather the data needed, and complete and review the information collection. If you have any comments concerning the accuracy of the time estimate(s) or suggestions for improving this form, please write to: U.S. Department of Education, Washington, D.C. 20202-4651. If you have comments or concerns regarding the status of your individual submission of this form, write directly to: NAEP/NCES, U.S. Department of Education, 1990 K Street N.W. Washington D.C. 2006-5651.
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