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1.0 ATTEND THE QUALITY ASSESSMENT WORKSHOP

1.1 As the school representative, appointed by the district superintendent, you should plan
to attend a quality assessment workshop. These workshops will be held at various
locations throughout the state to keep travel at a minimum. On the accompanying letter,
tfind the code for your assigned workshop. The locations and the times are listed below.
Circle the workshop which you attend. Bring this handbook with you. Be sure to return
the registration form bty January 28, 1975, to Educational Quality Assessment Program,
Department of Education, Box 911, Harrisburg, Pa. 17126.

1.2 Schedule of workshops:

A. February 3 - 1 p.m. CUMBERLAND VALLEY SCHOOL DISTRICT
Instructional Auditorium Center of Good Hope
Middle School, 451 Skyport Road, Mechanicsburg

(]
—

B. February 3 p.m. HUNTINGDON AREA SCHOOL DISTRICT

Large Group Instruction Room of Middle School,
2500 Cassady Avenue, Huntingdon

p.m. RIDLEY SCHOOL DISTRICT
Board Room of Administration Building, 1001 Morton

C. Fzbruary 4

Avenue, Folsom v
D. February 4 - | pm,  CALIFORINIA .STATE COLLEGE..
Leamning Research Center, California g -
Lo 7/ .
. E. February § - 1 p.m. METHACTON SCHOOL DISTRICT '
o ' Library Classroom. of Arcola Junior~High School h P
x & - Eagleville Road, Falmew Village- % )
F. February 5- 1 p.m. NORTH ALLEGHENY SCHOOL DISTRICT - ”
a Room 105," North Allegheny Senior HighSchool, 30375

. - Perry nghwdy (Route 19, Wexford'

G. February 6 - 1 p.m. SCRANTON 3CHOOL CISTRICT
’ Multi-purpose Room of Armstrong No. 40 School,

» a2 Lincoln Avenue & Clearview Street, North Scranton

S

H. February.% - 1 p.m. MIDWESTERN INTERMEDIATE UNQ #4 OFFICE ~.
+ Conference Room, Maple Street, Grove Clty ’

I. February 7 - 1 p.m. HAMBURG AREA SCHOOL DlSTRlCT
o+ Chorus Room_of lunior-Senior High School, Windsor
‘Street, Hambu-rg

J. February 7 - | p.m. BALD EAGLF"AREA SCHOOL DISTRICT
Admjnistration Building, Route 220 between Wingate -
and ‘Milesburg, across from Bald Eagle Arca High School

. ] ) ) . T A
1.3 A map and directions to your assigned workshop acé%ﬁ'npany this manual. N
Sy,
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2.0 SCHEDULE ADMINISTRATION OF PENNSYLVANIA STUDENT QUESTIONNAIRE

2.1

2.2

Several days should be scheduled the first full week of March for administration of
the Pennsylv...i2 Student Questionnaire. You may, if necessary, begin one week earlier
or one week later. It is essential that the administration does not conflict with any
activity which would systematically exclude a group of students from the administration
The sections included in this questionnaire measure the status of students in the 10
goal areas of quality education. Listed below are the schedules for administration.

The schedules below and the directions which follow as well as the directions in the
Monitor's Handbook have divided the administration of the student questionpgaires into
four sittings. It is strongly recommended, .especially for .rade 5, that one sfttingdbe
given each moming on four consecutive days. This is best achieved by training the
classroom teachers to serve as the monitors and to do the administeatibn in the-hdividual
ciassrooms. For grades 8 ~nd 11 the four sittings may be combined into two sittings
given on two consecutive momings and each diyided by a 5--or 10-minute break. Small
group sessions present tné®best condiﬁon?/a%d EQA strongly ufges districts to’ use

teachers as monitors if possible and to keep sthe groups in individus! classrooms. In

individual classroQms, it may minimize disrup‘gion of the. hormal 5chool routine to have
four sittings throughout the weeks rathér than to try to schedule a | 1/2 - 2 hour
block of time in numerous rooms for two consecutive” days. The cssentfalgpoint is to
match your preferences, your students; your school program (oell schedule, room
facilities) with a thorough-knowledge of the EQA questiorinaires and time requirements.
Although great flexibility in administration is allowed, there is one prohibition: Under

no circumstances are all séctions to be administered to the students in a single day.
o

For grade 5 sections D and E and for grades.8 and 11 sections B and C ar‘é‘tim'ed

and must be administered in exactly 15 minutes. The other times- listed below are
suggested f3t planning only: they are not maximum times. Stud?nts should be given
ample time to finish each section. Times may vary greatly among student bodies. You
should continue with the next sections when you feel each student has had ample tinie
or when all students indicate they have finished the designated sections.

- /

GRADE 5 é 2 s
. 7 p
SECTION ITEMS TIME IN MINUTES
e ‘ )
A : }"6 8-12 I
B .40 - 11-15 '
C * 28 : 7-11
Administration . 9-10

* 30 exactly 15
“30 exactly 15
148 . 14-18 .
Administration 8-12 -
SCE ' 5760 W
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G 32 14-18
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Grade 5 (continued)

SITTING SECTION ITEMS TIME IN MINUTES
v ] 30 13-17
K 36 10-14
Student Information 1 10-15 °
Administration 12-14
: S 45-60 -
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. e %1
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GRADE 11
SITTING ASECTION ITEMS TIME IN MINUTES
/ .
1 ' A 37 14
B 30 exgctly I5
c . 30 exactly IS5 S
. , Administration- _810
T 4854
ﬂ\ ”
" 7 b o~ fw .
1 ’ D ’ R 64 18;-22
- E 40, 11915
° . F - 7 S 810
Administr%tion « . _8&10 -7
8 4557y
11 G . 35 16-20
' ’ He 57. 1620
a - 48 . ‘ 14-18
s 4 Adminisfration 4-6
50-64
. . . #
v ') 35 10-14
. . K 36 10-14
§ oL - 48 14-1
' Student Information -~ 16 6-10° -
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3.0 PROVIDE DISTRICT AND SCHOOL INFORMATICN
You will need to know before the workshop where, when and how the questioinaires will
be administered. Please complete the information on this page so that it may be collected
at the regional workshop.

The student questionnaire administration for grade of

School District will be given
‘Month Day
till . The sessions will begin at __ am./p.m.
Month Day

Will the testing at a given grade level, say grade 5, be at the same time in each building?
YES ( ) NO ( )

The testing will take place in:

« ) Individual classrooms
() Large groups in cafeteria or auditorium
( ) Other, Specify

The monitors will be:

A

() Teachers
() Guidance personnel
() Other. Specify

At the time of the administration of the teacher questionnaires, contract negotiations for
this district's teachers will be:

In progress

About to begin
Completed
Unnecessary this year

— o —
N N

For school year 15674-75 from 90-day report (60-day if 90-day is not available), the aggregate
days attendance (item 9 on DEBE-482) and aggregate days membership (item 10 on
DEBE-482) for the Sth, 8th or 11th grade for the schools which you represent are as follows:

SCHOOL DAYS ATTENDANCE DAYS MEMBERSHIP

DEBF-1497 5 ‘40




40 RECEIVE, INVENTORY AND STORE MATERIALS

4.1

4.2

43

4.4

You will receive by mail a package for each grade level (5th, 8th or 11th) for which
you are the representative. The package will contain:

4.1 One Pennsylvania Student Questionnaire for each student (5th, 8th or 11th)
in each building

4.12 One answer sheet for each student (5th, 8th or 11th)

4.13 Cne teacher questionnaire for each teacher in the building. (Note: If your
district has a building or buildings which contain more than one grade level
to be tested, i.e., 5 to 8 and 7 to 12, only one set of teacher questionnaires
will be needed for that building.)

4.14 Sufficient security envelopes for the teacher questionnaires.

4.15 One header sheet for each school for each grade level (5th, 8th or 11th)
4.16 Sufficient Monitor's Handbooks

4.17 Two copies of the packing list (see 4.2 below) and a white envelope
4.18 An address label. Retain. See Section 9.4

4.19 Sufficient envelopes for return to National Computer Systems of completed
student answer sheets and teacher questionnaires. See Section 8.0

Packed in the carton are two copies of the packing list. Hold one of these lists for
return with the materials (See Section 9.2). The second list should be checked as to
quantities packed and needed. All materials should be inventoried and additional needs
indicated on the form. All materials are interchangable between buildings and
adjustments can be made in this way. However, additional materials are available from
the department when necessary. After your inventory is completed, and before February
25, 1975, whether materials are needed or not, return one copy of the packing list
in the white envelope to: Educational Quality Assessment, Department of Education,
Box 911, Harrisburg, Pa. 17126.

It is important for your convenience that the carton in which the materials are received
is not destroyed. This carton will be used to return the materials as described in Section
9.1.

Before and between administrations, all materials should be kept in a secure place. No
one should be given access to completed materials except for normal handling during
admiristration and for mailing. Completed materials are to be returned immediately
following the last session and positively in no case later than March 15, 1975.



5.0 DISTRIBUTE, GIVE BRIEF INSTRUCTIONS, COLLECT AND RETURN TEACHER
QUESTIONNAIRES

5.1

5.2

5.3

5.4

5.5

In the carton you will receive sufficient teacher questionnaires for each participating
school building.

All classroom teachers in the school building (not just 5th, 8tk or 11th grade teachers)
should fili out a teacher questionnaire. Administrators, nurses, counselors, special
education teachers and librarians should not fill out questionnaires. In buildings where
more than one grade level is participating, i.e., 5 to 8 and 7 to 12 buildings, only
one set of questionnaires needs to be completed. In K-12 buildings, elementary teachers
should be designated for the 5th grade school and seconcary teachers for the 11th
grade school; the secondary teacher data will also be used for grade 8.

If elementary building is grades 4 to 6, or 5 and 6 and there are one or more specific
feeder schools, teacher questionnaires should be given to teachers of the feeder school(s).

To insure that questionnaire administration is standardized and expedient, we suggest
that you call a 15-minute meeting (or meetings if necessary to divide the group) of
the teachers of each building. These meetings should be held one or two weeks prior
to student questionnaire administration. Take a supply of sharpened No. 2 pencils to
the meetings.

At the meeting, make the following statement:

"Our school is taking part in the educational quality assessment project of the
Pennsylvania Department of Education. This program is provided as a service to the
school district. The results of the project will aid our staff in making decisions about
our school programs in the fiture. Qur students will fill out a questionnaire which
will indicate their performance on cach of the Ten Goals of Quality Education (give
brief history and statement of goals, if necessary). This performance will te compared
to the performance of students in other schools in Pennsylvania. Also, the student
performance will be compared to that of schools with sim r conditions, such as
instructional expense per pupil, size, parental attitudes. Some of these conditions involve
teachers. This is why you are here today. I will distribute a brief questionnaire which
you should fill out frankly and honestly. You will notice that you must fill out the
district name and school name, but there is no individual identification. After the
questionnaires are completed, you will seal them, using the glue strip on the right-hand
edge of the puper. The forms will be scrambled as they are collected and placed in
an envelope which will be sealed and placed with the student materials to be mailed
to the scoring firm. This does not allow anyone to identify any individual and will

_permit you to answer freely. The information returned to the district will be on a

group basis. The value of this service program depends on your candid, honest answers.
Mark the circle of your choice darkly and completely. At the bottom of the second
page, first write the number in the boxes above the grid, then darken the circle for
that number. If your answer is less than 10, be sure to blacken a zero in the left
colimn and the appropriate number in the right column. I will distribute a supply
of No. 2 pencils." (Distribute teacher questionnaires and pencils. Discourage group
concensus.)

5.6 A reproduction of this questionnaire is shown on the next two pages for your review.




Schaot Name District Name

INSTRUCTIONS: [he information teceived will be aggregated and reported as relationships to student achievement. No
individuals will be identified and no individual information will be reported. Respand to the items by blackening the
appropriate space.

EXAMPLE: Are you a classroom tcacher? Yes @ No O USE A NO. 2 PENCIL ONLY.

Where have you spent most of your life?

in or within 30 mules of the boundaries of this school district . ... . e e e e iea i anee et O
More than 30 nules but less than 100 mules from the present boundaries of ¢ . BT ST @
More than 1090 iniles from the boundaries of this school district. . .. .. .. AN © |

Very satisfied
Somewhat satisfied
Somewhat cissatisfied
Very dissatisfied -

In your teaching sttuction how satisiied are you with
your relatinnship with:

Paretits and parent groups. . ..o e e u s S e i N Y OIB]G)
Feliow statf members. ...« oo v oo onn et e eeeee e e e e @@Q(D

Stunents L. ... N e e e e e i s e e @@C)@

Almost always true

Mark the answers which best describe your Usually true
feshings about the comments below: Sometimes true
Seldom true+ -]
Almost never true | | |
| onjoy Classrootn 1aching . v v v e on et e . e LOOCOHO
The adminstiation in this scho st acts ducisively on suggestions from the faculry e L..AOBGOOLO
The admnistration i this schocl supports the disciplinary measures of the teachers e e e @@@(D@
The adminestiation n this school encourages classroom innovation with real, practical support . .. ... .. .. @@@@@
The administ.ation in thes schoo! 1s concerned with real student progiess as opposed to token programs
which only appear to be progmessive. . .. ... ... e e e e EAOLO

The adimimistiation an this school 1s more concerned wnh real student progress than wrth quiet, orderly

ClASSTOOMIS - + oo v e e meee e n e aan e e PP U P e ....ODOO00OO
The admmistration n this school encouragas teacher initiatne in regard to new programs, as opposed to

hirading dewn decisions which the v ichers then must canty out. .. . .. chee e e e @@@@@
The wmml adnuinstration of this disten t treats teachers as professional, contributing mernhers of the staff . @@@@O
Tonchers can expact support for thewr classroom policies from the central adminstration of this district. . .. ®@O0OO®
Tha contral ahnitastration of this distict 1s effective in developing realistic program goals . . ......... .OB0OO

I use it daily
1 use it weekly -
| use it monthly
t do not use it 4

Hore 15 a bt of some classroom practices. For each practice
neirk the colimms witich best incicaies your use of the practice.

Fugnt par BEtpation iy fesson plasming oo PP I T . @@(@@
fupil particmition n classroom teaching. oL . e R R @@G‘)()
Plaving puads work n small leaaving teams ... e @@O@
Role playma {achng out situations) ... .. R e e @(‘_‘)C’(D
Use of gamwes to wd deaning o L0 oo e e e e . @@Q}C’\
Pupit evelu,tian of Casstoorm cimnte ... e e i e et e i ii e res e e ......@@(‘.)(‘)
Fugn! patticipetion i develogune destoom teles oL FR R @@(D(‘)
Lvoiving pop Is 1 copununtty projoets. oL L. e et i e e . @@Q(‘)
Pz Daical cilizens as 10soaice peosoanel oo T, e LOOOO
Pupds o hieipers o8 Ditors of Gihe pupils oL PP e e e @@()(‘)
Joint hewon pheaiineg with oue o mete teachess oo oo e it e i e . @GJ @O

El{fC‘Ht "9 13 PELES

-+




.Surveys of school problems show a number of things reported by teachers as reducing the effectiveness of
the school. Below is a partial list of these problems. Mark Y (yes) for those situations that constitute a No
problem in your school. Mark N {no) for those that do not constitute a problem in your school. Yes~ -l

There 15 too much teacher turnover
Thie classes are too large for effective teaching
There are too many absences among students
Pupils are not weil fed and/or well clothed

The difierent races or ethnic groups don’t get along t0GEther . . . v v v vt vttt ot et eee oot i, Q)
There are too many interruptions during class periods. . . . . . F e e et ae ettt it OIQ)
Teachers have too little freedom i such matters as textbook selection and curriculum, . .. ... ...ouvnnuenn... OIQ)
Parents attempt to interfere with the school .. .. ... ovveenren.n. Lttt ettt ©O® ¢
There is too much cOmMPEtition fOr Grades . . .. . v ittt ettt ittt ettt eeeeeeseeees OO H
There is t00 MUCH eMPhasis 0N BhIEICS . o . v vttt ettt ettt ittt oo e neeteeenn ene snnennenneneens OO - j
There should be a better mixture; the students are all too much of ONE tYPE . . oo vttt e e e eeee e eennnn, ®©O :
Too much time has to be sPent on disCPlNE . .. v v et e et e e et e e e e e e oo e OIQ)
The parents put too much pressure on the students for good grades . . .. ... ... ... e ettt e e O® !
The students aren’t really interested 10 18arNiNG . . ...t vttt et ettt ietees tneeernrannnnn, OO |
There 1s a lack of effective leadership from the school administration . . . .. oo vttt v e oo vnnnnn .. (CIQ) j
The parents don’t take enough interest i their children’s schooIWORK + « o v oo v e vt e e e e e ie e SOI0)
The teachers don’t seam to be able 10 work Well 108eTher . . o vttt vttt e e e e e e e O® 4
We have poor instructional equipinent. supplies, books, [aboratory equipmMent, etc. . . . v v v ne i on o e, ®@ i
Almost always true of nic
Please mark the response which best describes Often true of me 9 ,11
how you usudlly feel. Sometimes true of me 3
Seldom true of me
Almost never true of me 4 t
| feel that my 1deas are considered worthwhile by my supervisors. . . ..o oo v v e e en... e e e e e e ® @@@@) Ei
I have a 1ot of influence with my colleagues on educationdl Matters . . v v v v v v oo e v e e neennenens.nes ®EeO00OO f"
F have CUBiuehut? i THYSEIT @ven Whitt peOPIe QISAgIEe WILN ME. . . oo v oo et e s e e ee e e @ @@\?IG) b
EHind (1 dHliot 10 intOact with DS . e e e it et ettt et tenesneennsoenenennenis @@@@@
I scern to be the kind of person who has more bad luck than good luck . - v v vt e oo e e e ee e @@@@)
I have tiouble making up my mind about iMPortant decisions . . oo v vt s o s v e oo i eeeennn . RICICICIO RS
In my activities at schooi | am assertive and self=reliant . ... ..t v ten e en e e e e, AE0OO |
I don't take a position on something until | find out what my colleagues think . . .................. AOe00E ;
4
{ am a Which of the following best describes your level of formal education? ;:1
Male oo O O RIBC. . o it ittt ittt ettt e e e O |
female.......... @) Bachelor'sdegree. .. ..ot vt et i ii et e O H
Master’s degree or equivalency . . .. v v s ittt e e e e O
Master’s degree plus one year, . . ... ... .... e e e ettt O
DOCtOr S deOreR . . . vt i e e e e O
VWant 15 youl average closs How many hours (tn the Including this year, how FOR SECONDARY ONLY i
s1z0? (Exclude supervisory :f::f:;dh:’;"lli’:ugm" many years of teaching How many different courses, | ;
duties such ag stedy hall.) ;n.st}xlct|0|1 pe:: vieek? experience do you have? ;);cttr,\ep::eéggt;, do you i
—
} r
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6.0

7.0

5.7

Instruct the teachers to seal their questionnairess pass the envelope and have the teachers
insert their questionnaires on a random basis. Discourage anyone from looking at anyone
else's questionnaire. Record the number of teachers completing questionnaires and the
school name and number on the outside of the envelope. Seal it and hold it for
instructions in 8.3 below. Questionnaires for 5 to 8 buildings must be packed with
grade S student questionnaires. Questionnaires for 7 to 12 buildings must be packed
with grade i1 materials.

DISTRIBUTE SUFFICIENT MATERIALS TO SCHOOL BUILDINGS

6.1

6.2

6.3

6.4

6.5

On the packing list you will find the quantity of each type of material indicated earlier
as necessary for each school. Check these figures against current enrollments.

Send the necessary materials to each school. Be sure to record the serial numbers of
the student questionnaires sent to each building so that you can trace materials which
are not returned.

All special education and migrant students should be excluded from the administration
of the student questionnaires.

All so-tech students who are on a shared time basis should be given student
questicnnaires. The only exceptions are students who are on weekly, biweekly or
mor.hly turnabout and are not present in the school at the time of the administration.

All sections of the student questionnaire should be taken by the students who are
present. If a section is missed. the student is still to be given the other sections. Normally,
no make-up sessions will be provided; however, if more than 10 per cent of the students
miss a sectior, they should be given a make-up session. If scheduling is carefully done,
make-up sessions should not be necessary. If unforeseen circumstances (inclement
weather, for example) exclude a large group of students, the administration is best
postponed rather than creating the double work of make-ups. If a student misses the
first session, be sure to place the student's name on an answer sheet and hold it for
usc on all other sections after his or her return.

TRAIN MONITORS TO ADMINISTER THE PENNSYLVANIA STUDENT
QUESTIONNAIRES

™1

7.2

7.3

74

You must (unless you are monitoring all administrations yourself) conduct orientation
sessions with the individuals charged with administration of the questionnaires.

Instructions for administering the questionnaires are contained in the Monitor's
Handbook. Sufficient copies of these handbooks have been provided with the
questionnaires.

The instructions should be followed 'as closely as possible.

Point out the suggestions for administration and What to do if sections to the monitors.
For 5th grade assessment the monitor, tcacher, or other responsible person must supply
the occupation of the student's father or male guardian and educational level of the
student's mother or female guardian. Whoever is charged with this task should be aware
that the success of the assessment project is highly dependent on the proper coding

1 1o




of these grids. Full instructions are contained in the Monitor's Handbook. If it is
necessary to obtain this information directly from the parent, sample forms can be
found in the booklet, Publicity Suggestions, of which several copies shouid be available
in the district. If this occupational and educational data are not provided, no report
can be made for a school. It will be a greater task to provide the information at a
later date. Therefore, it would be advisable to check that all teachers have completed
this task.

80 RETURN COMPLETED STUDENT ANSWER SHEETS, TEACHER QUESTICNNAIRES
AND HEADER SHEETS.

8.1

83

8.4
85

8.6

8.7

8.8

8.9

All completed answer sheets should be checked to insure that the school name and
district name appear plainly on page 1 and that students' names have been carefully
removed. Also check to see that occupational and educational data have been completed
on a majority of the sheets.

Count the completed student answer sheets and record the count on the header sheet.
This should include partially completed forms, but absolutely no blank sheets.

Code the number of teacher questionnaires (from envelope in 5.6 above) in the grid.
Teacher questionnaires from 5 to 8 buildings must be included with grade S student
questionnaires. Grade 8 teacher count will read 00. Teacher questionnaires from 7 to
12 buildings must be included with grade 11 materials. Grade 8 in this case will also
read 00.

Complete other information on the header sheet.

In the large brown envelope(s) addressed to National Computer Systems in Minneapolis
received in the original carton (see section 4.19), place the header sheet, the envelope
containing completed teacher questionnaires, and the completed student answer sheets.
If you use more than one envelope per school, label 1 of 3, 2 of 3, 3 of 3, accordingly.
Place header sheet and teacher questionnaires in envelope one with as many answer
sheets as possible. Place additional answer sheets in additional envelopes.

Label all envelopes with school name and number and district name and number, as
well as return address.

If you are responsible for more than one school, do not pack more than one school's
materials in an envelope. If desirable, individual school envelopes may be placed in
a carton for mailing. Label carton as envelopes are labeled.

If you need additional envelopes, address them to Educational Quality Assessment
Project, National Computer Systems, P.O. Box 1416, Minneapolis, Minn. 55440.

The school district is responsible for the cost of postage. Use Special Fourth Class
Rate-Objective Test Materials-Special Handling. This is the cheapest, most expedient
rate available. Materials must reach National Computer Systems by March 17, 1975,
so mail them as soon as administration is completed.




9.0 RETURN PENNSYLVANIA QUESTIONNAIRES

9.1

9.3

9.4

9.5

9.6
9.7

As materials are returned from monitors, inventory the student questionnaires according
to the serial numbers distributed to each of the schools. Indicate their return on the
packing list held from Section 4.2 above and place on top of materials in carton.

All student questionnaires, blank student answer sheets, teacher questionnaires, student
questionnaires, and the packing list should be placed in the carton (see Section 4.3)
in which they were received. Monitors' Handbooks may be destroyed.

Be sure that no completed student answer sheets or teacher questionnaires are placed
in these boxes. They will not be scored and much student and teacher effort will be
wasted.

An address label to Quality Assessment, Speed Mail Service, 212 S. Cameron Street,
Harrisburg, Pa. 17102 has been packaged with the materials. Simply affix this label
over the label addressed to you. (If it is affixed »t another point, be sure to remove
or cover the label addressed to you. Otherwise, you may find the package in your
mailbox the next day.)

If the box you received the materials in was badly damaged, replace it with an available
carton which has been properly labeled.

Be sure to tape boxes securely. A fiber mailing tape is recommended.

The school district is responsible for the cost of postage. Use Special Fourth Class
Rate-Objective Test Materials. Mail before March 25, 1975.
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