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1. INTRODUCTION

1.1. The National Project Manager’s Manual

As the National Project Manager (NPM) for your country, you are responsible for
PISA project activities within your country.

To assistyou with these activities, a series of manuals and other documents are
provided bythe Consortium. These materials are:

e NPM Manual
e Test Administrator's Manual
e School Coordinator’'s Manual
e School Sampling Preparation Manual
e Marker training materials
e KeyQuest Manual
e Data Entry Manual
1.2. The Organisation of Assessment Activities

Itis assumed that PISAassessment activities will follow a model that was used in the
PISA 2002 Field Test. This model has three components: the NPM and National
Project Centre (NPC) at the national level; a School Co-ordinator (SC) responsible
for all project-related activities within a particular school; and Test Administrators
(TAs) responsible for administering the test fairly, impartially and uniformly in
accordance with international standards.

It is recognised that countries may differ in the way they organise these tasks.
Depending on a particular country's organisation, the activities assigned to one
personinthe chart below (Exhibit 1-1) may, in fact, be carried out byanother person.
The intent of the chart is to identify all the activities required to conduct PISA
successfully and to provide one suggested model for how activities might be
allocated. The chartis notintended to specifywho must carry out each activity.

The responsibilities of the NPMare described in this manual. The activities of the SC
and TA are described in their respective manuals.




NATIONAL PROJECT MANAGER
(NPM)

Responsible for implementation of the

project within the country.

Prepare sampling forms and the school
sampling frame and submit to W estat.

Obtain school co-operation.

Establish date and time for assessment in
co-ordination with SC.

Hire and train TAs.

Prepare the Main Study assessment
instruments, manuals, and other materials.

Send the sampled schools instructions for
preparing lists of eligible students.

Receive the lists of students back from the
school and select student sample.

Send Student Tracking Forms (STFs) (lists
of sampled students) to selected schools
and TAs.

Owersee printing of assessment booklets
and questionnaires.

Co-ordinate activities of TAs
Oversee packing and shipping of materials.

Owersee marking, and data entry after
testing.

Submit database to ACER

Organise for a data analyst to be available
after the submission of the database to
respond to queries from ACER.

Submit Main Study Review survey to
ACER

SCHOOL CO-ORDINATOR
(SC)

Responsible for co-ordinating all PISA-

related activitiesin the school.

Establish date and time for assessment in
co-ordination with NP M.

Review SC manual.

Prepare a Student or Class Listing Form
(complete list of all students or classes
eligible for testing); send to NPM.

Receive STF (list of sampled students)
from NPM; update.

Receive, distribute, and collect the School
Questionnaire; deliver to TA.

Inform school staff, students, and parents;
secure parental permission, if required.

Inform NPM and TA of assessment date or
time changes.

Identify students who cannot participate in
PISA.

Assist TA with room arrangements on
assessment day.

Ensure that students attend assessment
session.

Arrange for follow-up session, if needed.

Ensure that students attend follow-up
session.

Responsible for

TEST ADMINISTRATOR
(TA)

conducting PISA

assessment in one or more sampled
schools.

Receive training.

Review TA Manual and scripts.

Receive assessment materials from NPM
Ensure security of assessment materials.
Co-operate fully with SC.

Call SC 1 to 2 weeks before assessment
day to confirm plans.

Complete final
assessment day.

arrangements on

Conduct assessment sessions, adhering
strictly to PISA procedures.

Conduct a follow-up session, if needed.
Complete STF.
Complete Session Report Form.

Receive School Questionnaire from SC;
send with assessment materials.

Prepare materials for shipping; send to
NPM.




2. ROLE OF THE NPM AND THE NATIONAL PROJECT
CENTRE

*NOTE TO NPMs**

Do not hesitate to contact ACER if you have any questions about how to apply
the procedures described in this manual in your country.

The NPM has overall responsibility for the implementation of PISA within a country
following international standards and procedures. As such, the NPMhas a wide
range of responsibilities, including but not limited to the field operations activities
described inthis manual. Itis assumed that you will have staff atthe National Project
Centre (NPC) to assist with these responsibilities. This chapter provides an overview
of NPMresponsibilities.

21. Prepare school sampling forms and school sampling frame

The main study school sample for each country will be selected by the PISA
Consortium. The School Sampling Preparation Manuals provides detailed information
and instructions regarding this process, including the forms that must be completed.

22. Prepare the Main Study Test Instruments and Survey Material

NPMs should arrange for the preparation of the Main Study assessment
booklets, questionnaires and manuals. NPMs coordinate the work with the
consortium on the approval of adaptations and the verification of the national
materials. Chapter 4 of this manual describes the process NPMs should follow
in preparing their materials.

2.3. Obtain School Co-operation

Procedures for securing school co-operation will vary from country to country. In
some countries, participation is not a problem. All selected schools are expected to
participate and do so. In other countries, it is very difficult to get schools to
participate. Reasons for these difficulties varyfrom concerns about too much testing
and loss of instructional time, to the burden on students, teachers, and school staff.

The following suggestions may help to assure school co-operation:

¢ Develop informational materials. These materials should address
the particular concerns of the educational system within the country.
Although international materials provide useful information and
examples, each NPC needs to develop a strategyfor addressing the
special needs and concerns of its own system.

e Develop a strategy to notify appropriate authorities. In many
systems, there is an established hierarchy of authoritythat should be
contacted in a defined order. Letters, informational materials,




10.

11.

12.

telephone calls and personal visits are all useful ways for contacting
the appropriate authorities. Some of these approaches maybe more
effective than others with different levels of authority. It is important to
dewelop a plan or strategythat defines how contacts will be made and
what information will be provided to each of the different levels.

e Secure permission. In some systems, itis not enough to notify the
appropriate authorities; permission must be obtained. This would
include permission from one governmental level to contact another as
well as permission from a governing board to contact individual
schools. Obtaining permission can be time-consuming. It is
important to begin the process of securing co-operation early enough
so that all necessary permissions may be obtained.

e Decide whether to use incentives. In other studies and in PISA
2000 countries hawe tried a variety of incentives, including the
following: cash payments, instructional materials, study reports,
certificates of appreciation, posters and banners. NPMs should
decide whether incentives can or should be used in their countries.

¢ Identify a School Co-ordinator (SC). An important part of securing
the co-operation of the selected school is to identify someone within
the schoolwhowillactas the SC. The SC acts as the liaison between
the school and the project. This person is very important to the
success of the project. In some studies the SC are paid a small
honorarium in appreciation for their time and effort.

e Share approaches that work. Sharing information about approaches
that work is an important part of participating in PISA. You are
encouraged to submit information to the web site or to Consortium
staff. Example letters, informational materials, and general
descriptions of successful approaches will be of interest to
Consortium staff and other NPMs as plans for the main study are
deweloped.

24. Send the Instructions for Preparing a List of Eligible Students to
Schools

Itis very important that the student sample represent current enrolments. Students
should be selected from lists that are accurate and complete. This means that the list
should not be preparedtoo far in advance of the assessment and that all eligible
students should be listed.

Chapter 5 of this manual contains the instructions for preparing the list of eligible
students.

The instructions for preparing the lists should be sent to the SC about 8 weeks before
testing is to beginin the country. The individuals who prepare the lists should also be
instructed to send the lists to you atleast 6 weeks before testing is to begin. This will
permityou to select the student samples and send the lists of the selected students
backto the schools atleast 2 weeks prior to the assessment date. Late lists may be
exceptions to this schedule. This schedule maybe affected byschool vacations and
holidays. You should be aware of the impact of these events and modify the
schedule accordingly.




13.

14.

15.

16.

17.

18.

19.

20.

Itis notimportant that the lists of students contain names. If names are excluded, the
lists mustthen contain a unique student identifier. A student identification number, for
example, is an acceptable way to identify the student.

Itis important that all students be listed, including students who will be excluded from
the assessment because of a disability or limited proficiencyin the language(s) in
which the assessment is being offered. It is very important that exclusions be
minimal and that all students be given the opportunity to take part in PISA
unless they are incapable of doing so.

25. Select Student Samples and Send Student Tracking Forms to
Schools

Once you have received the lists of eligible students, the student sample must be
selected using the PISA student sampling software prepared bythe Consortium,
KeyQuest. Chapter 5 of this manual provides information and instructions for the
selection of the student sample using KeyQuest.

KeyQuestis usedto produce a Student Tracking Form (STF) for each school once
the sample has been drawn. The STFis the central administration document for the
study. It is the complete list of the student sample. Once booklets have been
assigned to students, the STF becomes the link between the students, the
Assessment Booklets and Student Questionnaires that they receive. After the
assessment, the results of the session are entered onthe STF and summarised. The
STF is sentbackto the NPC with the assessmentinstruments and is used to make
sure that all materials are accounted for correctly.

Chapter 5 of this manual contains information and instructions regarding some of the
columns on the Student Tracking Form. This information will be used in the
preparation of the SC and TA Manuals.

26. Oversee Assembly and Printing of Assessment Booklets and
Questionnaires

The approved translated documents should be assembled according to the
instructions that willbe provided at a later date. After all test materials have been
printed, NPMs should send pdffiles of all test materials to both ACER and cApStAn
for archive.

2.7. Hire and Train Test Administrators
PISA has established the following criteria for Test Administrators (TAs):

e ltis requiredthatthe TAnot be the reading, mathematics or science
instructor of any students in the sessions he/she will administer.

e Itis recommended that the TA not be a member of the staff of any
school where he/she will administer PISA.

e ltis preferred thatthe TAnot be a member of the staff of anyschool in
the PISAsample.
These criteria were established for a variety of reasons including the following:




21.

22.

23.

24.

25.

26.

27.

28.

e To minimise burden on the participating schools;
e To establish the credibility of PISA as valid and unbiased; and

e To encourage uniformityin the administration of assessment sessions.
Itis preferable thatthe TAnotbe a staff member of anyschools inthe PISA sample.
Even so, it is recognised that this is not always possible. For example, it is
permissible for a staff member from one school to be the TAin another school. Itis
recommended that TAs not belong to the staff of any school where they will
administer PISA. Again, itis recognised that this is not always possible. Therefore, it
is permissible for a staff member from within the schoolto be the TAas long as this
personis nota reading, science or mathematics instructor of the sampled students.

In the case where the TAcomes from within the school, the roles and responsibilities
ofthe TA and SC could be combined. Ifthe roles are combined, then the manuals
describing their activities could also be combined.

PISA does notrequire that TAs meet specific academic or professional requirements.
Yet, they should be familiar with schools and how theyoperate. Theyshould also be
familiar with standardised testing procedures. In some countries TAs will have to be
fully qualified teachers.

Before the beginning of PISAtesting in each country, NPCs should hold a training
sessionforthe TAs. TAtraining should occur after the February 2003 NPM training
meeting in Madrid when consortium staff will train NPC staff on main surveyfield
procedures, including the training of TAs.

2.8. Oversee Packing and Shipping of All Materials

NPCs will package and ship assessment materials. In order to protect assessment
security, itis stronglyrecommended that the Assessment Booklets and Student
Questionnaires be sentto the TAs rather thanto the schools. If these materials are
sentto the participating schools, the NPMmust ensure that assessment security is
not compromised.

29. Receive Materials

All assessment materials should be accounted for and kept secure. Therefore, itis
very important that strict receipt-control procedures be followed.

2.10. Oversee Marking and Data Entry After Testing

Coding and data entrywill be among the topics at a training session to be held for
NPMs. Manuals will be provided in advance of this training. The staff of the NPC
responsible for these tasks should attend this part of the training session.

2.11. Submit database to ACER

The database must be submitted in KeyQuest within 12 weeks of the end of the
testing period. An analystneeds to be available in the weeks after submitting the
database to respond to queries from ACER about the data.

10



29.

30.

31.

212. Complete and submit the Main Study Review survey.

You are asked to complete a Main Study Review, summarising your experiences with
the PISA 2003 main study. ACER is particularlyinterested in what worked well and
whatdid not. These comments will be used to make changesin subsequent cycles of
PISA.

2.13. Checklist of NPM Activities

Exhibit 2-1 is an activity checklist that may be modified to reflect each country's
schedule of activities. You maywish to use this checklist to assistin monitoring study
progress within your country.

You will note that some activities will need to be done in a particular order and some
activities can occur concurrently. The actual scheduling of these activities in a
countrywill depend on resource availabilityand the dates for the assessment. As a
guide, activities related to translation, adaptation, assembly, and printing of
assessment materials can occur atthe same time as activities related to obtaining
school co-operation and identifying the student sample. Hiring and training TAs may
also occur at the same time as other activities.

11



Exhibit 2-1. Activity Checklist

*NOTE TO NPMs*

The symbol [=1 is used as a reminder that certain materials are to be submitted
to the consortium.

Activity

O Prepare school sampling forms and sampling frame

= [J  SubmitSchool Sampling Forms to Westat

0 Obtain School Co-operation

O Identify SC

[1 Establish Assessment Date

O Prepare Assessment Instruments and Manuals

Revise Manuals to Reflect National Plan
Submit Manual adaptations to ACER for approval

Submit Questionnaire Adaptations to ACER for
approval

Organise the revision of national material against
the new source versions

Provide Technical and Administrative Support
During Translation-Verification

Comply with Translation Guidelines

Submit test materials and approved adaptation
forms to verification coordinator

o 0O o o ooo

Construct booklets and questionnaires,
incorporating verification feedback and submit for
final optical check (FOC)

[v]
U

O

Mak e final revisions based on feedback from FOC

12




Exhibit 2-1. Activity Checklist (continued)

Activity

O SelectStudent Samples

O

O
O
O

Send Instructions for Preparing a List of
Eligible Studentsto Schools

Receive Lists back from schools

Use KeyQuest to select student sample and
generate Student Tracking Form

Send Student Tracking Form to schools

Hire and Train TAs

Co-ordinate Activities of TAs

Owersee Assemblyand Printing of Assessment
Booklets and Questionnaires

(]
(]

O

Assemble Booklets and Questionnaires
Print PISA Materials

Send pdffiles of all assessment materials to
ACER and cApStAn for archive

Owversee Packing and Shipping of All Materials

Owversee Receipt of Materials From Schools

Owversee Marking and Data Entry

Oo00o0gn

Recruit Markers
Organise Marking
Process Booklets
Code Questionnaires

Install Data Entry Software

Submit KeyQuest database to ACER

Complete Main StudyReview and submit to
ACER

13



32.

33.

34.

35.

36.

37.

38.

3. MILESTONES DATABASE

3.1. Introduction

An innovation for the PISA2003 is the establishment of a milestones database as
part of the Quality Monitoring procedures for this cycle. It will help documenting
achievement of key operational milestones of NPCs in preparation for and
subsequent to the data collection stages within the cycle.

Apart from the broader aims of the Quality Assurance procedures in place for PISA,
the aims of the milestones database are to:

¢ Provide supportto NPCs inthe form of a timeline of operational tasks,
and email reminders of these tasks throughout the operational cycle;

e Forestall operational problems experienced by NPCs on a more timely
basis;

¢ Identify NPCs at risk of not successfully completing essential
operational activities so that resources can be targeted to these
centres for extra support; and,

¢ Inform the management team at ACER, as well as the OECD
secretariat about the progress of NPCs on a regular basis.
Only milestones associated with activities directly between NPMs and members of
the consortium are tracked by the database. Other tasks subject to the internal
arrangements of NPCs, such as contacting schools or organising the marking
operation, while of course still subject to the specifications outlined in the operations
manuals, are not monitored via the database.

The interface to the database for NPCs and consortium members is a web page, one
for each countryand consortium member.

The needto minimise the burden on NPMs was a key elementin the design of the
database. In the completion of each milestone, the onlyextra task required of you will
be to check off the milestone on the web page timeline provided.

3.2. The Relationship Between National Project Centres, Consortium
Members, and PISA Management

The mostimportant point to be made about the milestone database is that for each
milestone the relationship between NPCs, the consortium member responsible for
the milestone, and the PISAmanagementteam at ACER is essentiallyunchanged
from the processusedin the PISA 2000 cycle. That is, for each milestone, you will
communicate directlywith the relevant consortium member. The consortium member
will send reminders about what is required and when, and will notify NPCs where
there are anyconcerns about the completion of a milestone. Where there is a major
concern about the completion of a milestone, the PISA management team at ACER
might also communicate with the NPC. Such communications will be done in
conjunction with the relevant consortium member.

Where a change is negotiated between a NPC and the consortium member
regarding a milestone, the consortium member will notify the manager of the

14



39.

database at ACER so that the database can be updated. For example, if revised
documentation is required, this could be established as a new milestone, along with
the due date negotiated between the NPC and the consortium member.

3.3. Milestones in Relation to the PISA 2003 Main Study

Exhibit 3-1 is the current list of milestones identified, related to The PISA 2003 Main
Study. Next to each milestone is the name of the consortium member that manages
the milestone, and when the milestone is due to be completed. Note that as the cycle
progresses, modifications might be made to the name of the consortium member
responsible for the milestone and/or the due date. Also, further milestones may be
addedto this list. For example, once the translation verification schedule has been
submitted, the dates for the submission of translation materials will be added to the
database. NPCs will be informed of anyadditions or alterations to the list, and the
updated information will appear on the web pages.
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Exhibit 3-1.
Milestone

Submission of School
sampling forms 1,2,3

PISA-wide
date

Weeks relative
to MS?

Milestones for Main Study, PISA 2003

Consortium member

Sheila Krawchuk
(Westat)

Submission of School
Sampling Forms 4,5,7,11

Sheila Krawchuk
(Westat)

Submission of Manuals
Adaptation Form

30
November
2002

Martin Murphy
(ACER)

Submission of finalised TA
and SC manuals and
approved Manuals Adaptation
Form

20
December
2002

Verification
coordinator?

Submission of Questionnaire
Adaptation Spreadsheet®

Wolfram Schulz
(ACER)

Submission of Cognitive Units
and Cognitive Test Revision
Spreadsheet®

Verification
coordinator?

Submission of finalised
Questionnaires and approved
Questionnaire Adaptation
Spreadsheet®

Verification
coordinator?

Submission of booklets and
guestionnaires for Final
Optical Check®

Verification
coordinator?

Submission of final printed
versions of all test materials in
.pdfformatfor archive

Marten Koomen
(ACER) Steve Dept
(Capstan)

Completed Sampling Form 12

Sheila Krawchuk
(Westat)

Submission of Main Study
Database in KeyQuest

Alla Berezner
(ACER)

Submission of Main Study
Review survey

Martin Murphy
(ACER)

! Dates listed in weeks before the start of the assessment period, or weeks after the
end of the assessment period

2 Verification coordinator for English language materials is ACER, and cApStAn for
non-English language materials. Refer to Chapter 4 for contact names.

3 Dates for these milestones to be negotiated via Preferred Verification Schedule,
refer to chapter 4
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40.

41.

42.

43.

44.

34. Milestones Pages Web Site

The address for the milestones pages web-site is
http://pisaweb.acer.edu.au/milestones. (This is the same address as for the PISA
Consortium web-site, with the addition of “/milestones”.) You will access your web
pages via a log-in page. The same user names and passwords as used for the PISA
Consortium web site applyfor access to the milestone pages. Authorityto access the
milestones pages is restricted to consortium members, NPMs and NPC staff
specifically authorised by NPMs.

Once you have logged in, a page with a list of milestones and dates specific to your
countryis loaded. The information on the page is as follows:

¢ Name of the milestone;
e Due date;
e Name of the consortium member responsible for the milestone;
¢ Reference to one ofthe operational manuals, where appropriate; and
e Checkboxto indicate that the milestone has been completed.
3.5. Milestone Dates

As is clear fromthe list of milestones above, some due dates are ‘PISA-wide.” That
is, those dates not linked to the assessment period of a country. Other dates are
linked to the assessment dates of the country. These latter dates are consistent for
all countriesin terms of the amount of time before or after the assessment when the
milestone is due. Until the assessment dates for a country have been submitted to
the Consortium, onlythe PISA-wide dates are in date format. The dates relative to
the assessment are listed as “xweeks before the start of the assessment period” or
“x weeks after the assessment period.” Until the assessment dates have been
submitted, PISA-wide milestones will appear first on the web page, in order by date,
followed bythe milestones relative to the assessment dates. Once the assessment
periodis submitted to the Consortium, the relative dates will be converted into date
format, and these dates will appear jointlywith the PISA-wide datesin order by date.

36. Procedures in the Use of the Milestones Database

Indicating the completion of a milestone

Once a milestone has been completed and sent to the member of the consortium
responsible, you will indicate completion bylogging onto the database web page,
clicking the completion box for that milestone and then clicking ‘submit’. A
confirmation page will acknowledge that the new information has been submitted.
When the page is reloaded, the date thatthe boxwas checked will appear next to the
checkbox. If a completion boxis accidentally checked, simply click the box again to
un-check the completion box.

Delays in the completion of milestones

Itis arealityof such a complexexercise as the implementation of an international
testing program that delays can and do occur. This is understood and appreciated by
all members of the Consortium. If you anticipate a delay in the completion of a
milestone, be sure to inform the consortium member responsible for the milestone.
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45.

46.

47.

48.

This is important so that the consortium member can re-organise his or her plans for
subsequent activities associated with the milestone.

Where there is onlya minordelay, the consortium member will acknowledge receipt
of your communication and no further action will be necessary. If the delayis for a
longer period, it maybe appropriate to negotiate a new due date for the milestone, in
which case, the consortium member will notify the manager of the database and
update the record to reflect this new date. The new date will then appear on the web

page.

Where the consortium member is concerned about the lateness of a milestone, he or
she will communicate these concerns to you, and seek to negotiate a mutually
agreeable arrangement. The consortium member may also notify the PISA
management team at ACER of any delays which s/he feels may put the project
implementation atrisk. In this case, the management team, in conjunction with the
consortium member, will discuss the delayin the milestone with you, and work with
you to find a method of resolving the matter. Where this involves extensions to due
dates, this information will be passed on to the manager of the database for updating
of the milestone record.

New milestones or revisions to already completed milestones

It may be the case that during the course of the testing program cycle, new
milestones are added to the database. Also, it maysometimes occur that a milestone
that has been previously submitted and approved mayneedto be re-submitted. For
example one of the sampling forms mayneed to be revised due to a change in the
sampling design. In these cases, the consortium member responsible will negotiate a
due date for the milestone with you, and the new milestone will be added to the
database.

3.7. Reports to the PISA Management Team

Reports on the completion of milestones are generated from the database. These are
usedinthe reporting the progress of NPCs to the PISAmanagement team at ACER,
as well as to the OECD Secretariat.
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4. PREPARATION OF NATIONAL VERSION(S) OF MAIN
STUDY TEST INSTRUMENTS AND SURVEY MATERIAL

This chapter describes the stepsto be takenin the preparation of the assessment
materials for the Main Study. These steps are summarised in Table 1 below:

Table 1 Main steps in the development of the Source Versions and
National Versions of the Instruments for the PISA 2003 Main Study

September 29 to October 5

The PISA Reading, Mathematics, Science and Problem Solving Expert groups meet
in Melbourne to review the results of the FT item analyses together with the test
developers; they propose a list of items to be retained for the Main Study.

October 21 to 25

NPM Meeting in Melboume. Discussion of the material selected for use in the Main
Study, and of the Main Study procedures. The NPMs provide a draft Preferred
Verification Schedule to inform the consortium of their testing dates, the language(s)
that will be used in their national assessment, and the timeline theyforesee for the
revision and verification of their national version(s) of the surveyinstruments.The
NPMs receive:

i. thelistofselected items, together with the (still unrevised) English source
version of these items, as used in the FT, and

ii. the Main StudyENG and FRE source versions of the School Coordinator and
Test Administrator Manuals.

End of October to December 20
The NPMs start preparing their national material, i.e.:

i. Prepare the national version(s) of the Link units, using the ENG and FRE
source versions already available in the PISAwebsite, and retrieving your
corresponding PISA 2000 national material from your PISA 2000 Main Study
booklets and Marking Guides.

ii. Retrieve the latest FT national version of the PISA 2003 items that were
selected for the Main Studyand of their scoring instructions, from your PISA
2003 FT booklets and marking guides. When receiving your National Report
on the PISA 2003 FT analyses, check all retained items that appeared to
have flaws in your national item analysis, in order to identify possible
remaining translation or adaptation errors.

iii. Revise your national SC and TA Manuals according to the source versions
received atthe NPMMeeting, and send your Manuals Adaptations Form to
ACER forapproval. Allow up to 2 weeks for discussion with ACER prior to
approval of the adaptations, to be completed by December 20.

December 20
The consortium provides the NPMs with both the English and French revised source
versions of the assessment material to be used in the Main Study.

The NPMs send their revised TA and SC Manuals together with the approved
Manuals Adaptation Form to their verification team (ACER for the English-speaking
countries; cApStAn for all other countries).

National Centres start implementing all revisions made bythe consortium (and
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49.

possible other corrections or new adaptations) in their national versions of Main
Studyitems (in unit format).

Early January 2003
Training session for the international verification team in Pisa (ltaly). As part of the
training session, the verifiers perform the verification of the TAand SC manuals.

January-February

i. The NPMs submitto ACER their Questionnaire Adaptation Spreadsheets for
approval. Once approval of the questionnaire adaptations has been obtained,
the NPMs submit the Questionnaires and approved Questionnaire Adaptation
Spreadsheets to their verification team. These processes are completed
according to the Preferred Verification Schedule.

ii. After implementing all changes and revisions needed in their national
versions of the cognitive items, they submit their material in unit format to the
verification team, together with Cognitive Tests Revision Spreadsheets®.
Once the material has been verified, item clusters should be formed and
perfected, and then test booklets should be formed from the clusters. The
booklets are then submitted again to the verification team for Final Optical
Check. These processes are completed according to the Preferred
Verification Schedule.

February 17 to 21
NPM Training Session in Madrid.

February 28

The NPMs receive (if needed) the list of last minute changes implemented in the
Marking Guides as a result of the discussions in the Madrid meeting. Theyfinalize
their national version of the Marking Guides, and submit them for FOC to their
verification team. This process will be completed according to the Preferred
Verification Schedule.

March
Beginning of the Main Studyin some of the participating countries.

The paragraphs below describe the materials to be revised, and give more details on
each of the steps listed in the table.

41. Materials to be revised.

The MS material to be revised will include:
Main Studyversions of the School Co-ordinator and Test Administrator Manuals,
together with Manuals Adaptation Spreadsheets.

All changes made bythe Consortiuminthe MS version of the Manuals (compared to
the FT version) will appear in ‘track changes’ mode in both the English and French
sources.

* The Cognitive Tests Revision Spreadsheets correspond to the ‘National Adaptation
Spreadsheets’used in the Field Trial.
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50.

51.

Please indicate inthe Manuals Adaptation Spreadsheet all national adaptations that
you intend to implement in these manuals, particularly highlighting any new
adaptations made since the FT. For national adaptations that were already approved
by the Consortiumin your FT version, justindicate ‘Approved in the FT'. You will be
askedin the Manuals Adaptation Form to indicate where required parts of the SC
and TAsource manuals are located in your national manuals. This will assistin the
verification process.

Verification of the Manuals can only be performed when the verifier receives both
your revised versions and your approved Manuals Adaptation Form.

Main Studyversions of the School and Student Context Questionnaires, and S-RL &
ICT optional instruments, together with Questionnaire Adaptation Spreadsheets.

Note that no rotation will be used in the Main Study for the Student questionnaire,
which will have onlyone form, instead of forms Aand B as used in the FT.

All changes made by ACER in the MS version of the Questionnaires (compared to
the FT version) will be described in the notesincluded in both the English and French
sources.

Please indicate in the Questionnaire Adaptation Spreadsheets all national
adaptations that you intend to implement in each Questionnaire, particularly
highlighting any new adaptations made since the FT. For national adaptations that
were already approved by ACER in your FT version, indicate ‘Approved in the FT’
next to the adaptation.

Verification of the Questionnaires can onlybe performed when the verifier receives
both your revised versions and your approved Questionnaires Adaptation
Spreadsheet.

If adaptations to the Questionnaires require changes to KeyQuest, for example the
addition of new variables, these changes should be recorded in the appropriate
columns of the adaptation forms.

Main Studyversions of the cognitive tests materials, i.e. the PISA2003 Mathematics,
Problem Solving and Science items that will be selected from the FT material, and
the PISA 2000 Reading, Mathematics and Science Link items retained fromthe PISA
2000 Main Study material, together with Cognitive Tests Revision Spreadsheets.

The linkitems retained from PISA 2000 are currentlyavailable in the PISA Web site.
No changes (or extremelylimited changes) will be made in the link material by the
testdevelopers. However, some reformatting will be needed to align this material
with the 2003 material.

The cognitive material will be provided in three formats :

i. “unit’ format (i.e. as separate units, containing stimulus, questions and
response coding instructions). This version of the material will include track
changes to expose all alterations made to items since the final dispatch of the
Field Trial items;

ii. “cluster”format(i.e. as groups of items from which booklets will be formed
using the rotation design of the study);

iii. “booklet format” (i.e. as master copies of the final test booklets).

All changes made by ACER in the MS version of the PISA 2003 cognitive material
and scoring instructions (compared to the FT version) willappear in ‘track changes’
mode inboth the English and French sources of the separate units. Please use these
source units as the reference version when preparing your national version of the
revised cognitive test material.
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52.

53.

Your material should be submitted for verification in unit format, together with the
related Revision Spreadsheets. Note that, unlike the Manuals Adaptation Form and
the Questionnaire Adaptation Spreadsheets, the Cognitive Tests Revision
Spreadsheets should be sent directlyto the verification team, and do not require prior
approval by ACER. Please documentin the Revision Spreadsheets all changes that
you intend to implementin each test unit. Changes that merely reflect amendments
made bythe testdevelopers in the source versions do not need to be mentioned.
Also indicate in the spreadsheet any possible ‘new’ adaptations. For national
adaptations that were alreadyapproved in your FT version, justindicate ‘Approved in
the FT' next to the adaptation.

TA and SC Manuals: Submit Manuals Adaptations Form to ACER for approval first.
After approval, submit national versions of Manuals, with the approved Manuals
Adaptations Form to your verification team by 20 December 2002.

Questionnaire Instruments: Submit Questionnaire Adaptations Spreadsheets to

ACER for approvalfirst. After approval, submit national versions of Questionnaires,
with the approved Questionnaire Adaptations Spreadsheets to your verification team.

Cognitive Material: Submit cognitive material in unit format, along with the
Cognitive Tests Revision Spreadsheets, directly to your verification team. It is
encouraged to send cognitive material in more than one batch.

42. Planning the revision of your national version and submitting a
Preferred Verification Schedule

A Preferred Verification Schedule form (PVS) is included in Exihibit 1. It is required
thata provisional copyofthis schedule be filled in and submitted to the Consortium
atthe Melbourne meeting in October. In case you are still uncertain as regards your
national testing window or other aspects of your national timelines, please indicate
the most probable dates. The PVS is a starting point, intended to enable the
verification teamto give their staff some idea of the periods when theyare likelyto
receive your material for verification. It can be re-negotiated in case you need to
change your timelines, butitis essential both for your work and the work of your
verifier that a provisional schedule be submitted as earlyas possible.

The information to be provided in the Preferred Verification Schedule includes:

Contact information.

Please indicate the person(s) who will be in charge of the revision of your national
version(s) ofthe material and to whom the verifiers will have to return the verified
material. If versionsin more than one national language are to be deweloped, and
differentteams are in charge, please provide the contactinformation of the persons
in charge of each national version.

Language(s) information.
Please indicate whether you intend to use national versions in more than one
national language, and if so, which languages will be used in your assessment.

Note that a general principle in PISA is that students should be tested in the
language of instruction used bythe school that theyattend. Therefore, the NPM
should develop as manyversions of the testinstruments as there are languages of
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instruction used in the schools included in his/her national sample. Any exclusion of
schools using minority languages should be discussed with the PISA sampling
referee.

If, in your country, the school sample for the Main Studyincludes schools that use a
language of instruction for which no national version was dewveloped for the Field
Trial, you will need to produce one for the Main Study. This maybe achieved by
implementing national adaptations in one of the existing PISA versions (English,
French, or one of the 27 other languages used by countries that participated in the
PISA 2003 FT, that is Arabic, Bahasa Indonesian, Basque, Bokmal, Catalan,
Chinese, Czech, Danish, Dutch, Finnish, German, Greek, Hungarian, Icelandic,
Italian, Japanese, Korean, Latvian, Polish, Portuguese, Russian, Serb, Slovak,
Spanish, Swedish, Thai, Turkish).

If no previous PISA version is available, the NPMwill have to produce a national
versionin the newtargetlanguage. In doing this, s/he will follow the Instructions for
the Translation of the PISAMaterials included in Chapter 4 of the PISA 2003 NPM
Field Trial Manual.

Please contact the consortium for any special cases (e.g. school systems with
bilingual schools).

Itis important to note that all national versions used in schools attended by more
than 5% of your national target population should be submitted to the Consortium for
verification. We expectthat national versions used in schools attended byonly5% or
less of the sampled students will be verified bythe National Centre. However, these
versions willalso require international verification in case your country intends to
have separate results published in the Appendices of the International PISAreport
for particular linguistic subsamples which fall under the 5% limit.

Timeline information.

When filling in the Preferred Verification Schedule, please consider (i) the time
available between the moment when the source versions of the MS materials will be
circulated and the moment when your assessment instruments should be ready for
use inyour schools; (ii) the time needed byyour national teamto revise your national
version of the instruments and to implement all changes needed; (iii) the time needed
to seek approval from ACER for all of the adaptations included in your
Questionnaires and Manuals, as well as for possible adaptations in the cognitive
materials that may be more “substantive” than purelylinguistic adaptations, and
therefore would require approval from the test developers; and (iv) the time needed
by the international verification team to check the equivalence of your national
version against the source versions.

As discussed earlier, the verification exercise for the TAand SC manuals should be
completed byearlyJanuary. Based on previous experience, the verification exercise
for the Questionnaires and Cognitive material should usually start about 12 weeks
before the beginning of your testing period, that is:

e The verifierwillneed about four weeks to verify your material in unit
format;

¢ You will need about two weeks to implement the verifier’s edits and to
assemble the material into clusters, then into booklets;

e The verifierwillneed about one week to receive hard copies or .pdf
files of your final booklets and Questionnaires, perform a Final Optical
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54.

Check (FOC) and returnto the National Centre a FOC report detailing
possible residual errors in booklets and questionnaires that must be
corrected before the materials go to press.

¢ You will need about 5 or 6 weeks to implement the edits from the
FOC, to have your material printed and to dis patch it to the schools.

The process will be smoother if you send the materials for verificationin two or three
batches; if you do not forget to join the related National Adaptation or Revision
Spreadsheets; and if you take an early start with the revision of Questionnaires
(which require thatthe NAS are approved bythe Consortium prior to the verification).

43. Starting the preparation of your material before December 20

You do not need to wait until the ENG and FRE source version of the Main Study
materials is circulated on December 20. Part of your material can be prepared in
advance of this date:

Preparing the Link items

The ENG and FRE source versions of the PISA 2000 Reading, Mathematics and
Science Linkitems are alreadyavailable on the Pisa website. These units will not
undergo further modifications, or only very slight changes (mainly minor format
changes needed to harmonise this material with the PISA 2003 material).

Countries that participated in PISA 2000 or PISA+ (and therefore did not include
theseitems in their PISA2003 FT) can start preparing these units for use in the Main
study. We strongly recommend that you do NOT use the old files in your archives
that contain your national version in unit format (i.e. stimulus, items and scoring
instructions), unless you are entirelysure that they were comprehensively updated
after completing the PISA2000 Main Study. Thatis, your national version of the Link
items should be based on the stimuliand items as they were used in your PISA 2000
booklets, and on the scoring instructions as they were included in the Marking
Guidesusedbyyour PISA 2000 markers. This means thatthe safest procedure will
be to prepare “fresh” national versions of the Link units by cutting and pasting from
your PISA 2000 Main Study booklets and Marking Guides, then check them
accuratelyagainst the source version of the Link units for possible last edits and
overlooked discrepancies. Please do NOT introduce anychange inthe Link material
otherthanthose strictlynecessary— otherwise the use of these items as anchoring
material with the PISA 2000 results maybe jeopardised.

Similarly, itis recommended that the “new” PISA countries, which used Booklets 11
and 12 (containing the link material) in the PISA 2003 Field Trial, re-construct a
national version of the link units by cutting and pasting from their FT booklets and
related Marking guides, then checkthem againstthe ENG and FRE source versions.
In addition, theywill need to review the results from their FT link item analyses in
order to identifyand correct possible translation flaws that went undetected during
the translation process. Since inthese countries no anchoring with the PISA 2000
data will be needed, the NPMs will have somewhat more freedom to improve their
version —though still taking in account the general principle that “ifitaint broken, do
notfixit” (i.e., unnecessarychanges made in items that worked well in the FT may
result in unexpected new bugs rather than in improvements).

Prepare your SC and TA Manuals
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Both these manuals require a number of important national adaptations, that must be
approved bythe Consortium BEFORE the manuals are sent for verification. This two-
steps process maytake sometime:in a few casesthe NPMhad to exchange several
messages with ACER during two or more weeks before their adaptations were
approved in the FT.

Therefore the Consortium will provide a separate Manuals Adaptation Form for the
Main Studyso as to facilitate the communication, and circulate the ENG and FRE
source manuals at an earlier date than the remainder of the material, in order to
enable the NPMs to complete the preparation of the Manuals before they start the
revision of the core cognitive materials.

After revising the Manuals and getting back your approved Manuals Adaptation
Form, please submit these documents for linguistic verification, together with the
approved adaptation Form. We would strongly appreciate that this material is
submitted in advance of the verifiers’ training session that willbe held on January 4-
5, so that it can be verified during a training workshop under the supervision of
Consortium staff, and returned to the countries no later than January 15.

Retrieve your FT version of the items selected for the Main Study and use your
FT statistics to identify items that may need revision

The revisions made bythe test developers in the test material retained for the Main
Study (compared with the source version used inthe FT) will be listed in a Changes
document, and will appear in “track changes” mode in the ENG and FRE source
versions of the test units circulated by December 20. No track change mode will
appear inthe source versions of clusters, booklets and separate Marking Guides.

For this reason (and also because the test units are the only place where the
modifications made in both the items and scoring instructions will appear side-by-
side, thus reducing the risk that the changes made in your national version of the
items be not properly echoed in the scoring instructions), itis important that all
revision work is conducted using a national version in unit format rather than trying to
work directlyin cluster or booklets format.

Itis strongly recommended that you :

i. re-construct national files of the selected units by cutting and pasting fromthe
most complete available source. In most cases, the best source will be the
Field Trial booklets, and the Field Trial Marking Guides, since itis likely that
the ‘old’ unitfiles from your archives maynot have been updated with all edits
and corrections that were implemented in the cluster and/or booklet versions;

ii. use your statistics from the FT to identify possible remaining bugs in this
national version of the retained units and list the corrections that maybe
needed;

iii. after receiving the ENG and FRE source versions of retained units on
December 20, enter in your units all changes made bythe Consortium’s test
dewvelopers, and correct anyother bug identified through your FT statistics;

iv. similarly, check your FT Questionnaires statistics to identifypossible errors in
your national versions of the School and Student Questionnaires; revise your
Questionnaires againstthe new source versions; and submit to ACER your
Questionnaire Adaptations Spreadsheets for approval;
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v. submit for verification your revised version of cognitive materials in unit
format, as well as your revised Questionnaires;

vi. upon return of the materials, editthem according to the comments received
from the verifier; check that anypossible last minute errata list circulated by
the Consortium did not go unnoticed; have your revised material proof-read
by independent eyes to spot typos or spelling errors that may have been
introduced while entering the corrections;

vii. assembletheitemsinto clusters according to the source master copies of
clusters provided bythe Consortium;

viii. assemble the clusters into booklets according to the source master copies of
booklets provided by the Consortium,;

ix. submitto the verification team, for Final Optical Check, hard copies or .pdf
copies of your booklets and Questionnaires, and implement possible last edits
suggested bythe verifier before sending your materials to print;

X. assemble your national version of Marking Guides, including in them all
possible last edits circulated by the test dewelopers after the February
meeting; and

Xi. submitto the verification team, for Final Optical Check, hard copies or .pdf
copies of your Marking Guides, and implement possible last edits suggested
by the verifier before printing them and using them in your national markers’
training sessions.

Steps (iii) to (iX) can onlybe implemented after you receive the materials circulated
by December 20. Steps (X) and (xi) can only be implemented after the February
meeting. However, steps (i) and (ii) can take place prior to those dates, allowing you
to save time.

Particular attention should be paid to the review of your national statistics for the
retained cognitive items. Make sure that allitems that appeared to have some flawin
your FT national version (such as a significant DIF, a too high fit, a too low
discriminationindex, a negative point biserial coefficient for the correct answer(s) or a
positive point biserial coefficient for incorrect answers, or unordered abilityindexes
forthe various response categories in extended open response items) are identified
and thoroughly explored by domain experts familiar with test development and
psychometric analyses, in order to detect possible remaining errors in the translation
of stimulus, item, or coding instructions.

Listthe cases where corrections maybe needed, but wait until you receive the new
ENG and FRE source versions in order to enter them together with the changes
made bythe Consortium’s test developers, to avoid possible discrepancies between
your and their edits.

Revising, documenting revisions and submitting materials for verification

Revising

The ultimate aim of the revision and verification process is to make sure that your
national version(s) are as fullyequivalent as possible to the ENG and FRE source
versions. The ultimate aim of the adaptation approval process is to make sure that
when deviations from the source materials are needed to adjust for cultural or other
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national specificities, theydo not jeopardise the overall international equivalence of
the assessmentinstruments.

The source versions should therefore be considered as the reference for anychange
or correction introduced in the materials: changes will only be beneficial if they
contribute to increase the equivalence of your national version(s) with the source
versions. Thus, refrain from over-revisions just aimed at finding more ‘elegant’ or
‘literary or ‘efficient’ words and syntactical structures. Such modifications might affect
the item difficultyin unexpected ways, perhaps introducing flaws initems that had no
problem in the FT.

Documenting revisions

It is important to note that all corrections made to the MS national version of the
cognitive test materials should be documented in the Cognitive Test Revision
Spreadsheets (except for those changes that merely reflect amendments made by
the testdevelopers in the source versions). Failure to include the Cognitive Test
Revision Spreadsheets with the cognitive materials sent for verification (or including
incomplete spreadsheets) may cause delays in the return of verified materials.

Note also that the source versions of the Questionnaires are likely to undergo
substantial changes compared to the FT versions. Part of the items maybe entirely
new, and therefore will need to be double-translated and reconciled into your national
language(s). National adaptations maybe needed for the new items, or changes in
the national adaptations made in retained items maybe suggested when reviewing
your FT statistics -- all of which will require approval from ACER.

For this reason we suggest thatthe review of your Questionnaire statistics and the
revision of your Questionnaires onlystarts when the new source versions become
available, butis given some priorityat that moment, in order to provide sufficient time
for the adaptations approval process. Approved Questionnaire Adaptation
Spreadsheets must be sent together with the questionnaires sent for verification.
Failure to include them may cause delays in the return of verified material.

Submitting materials

The werification of the materials will be done at ACER, for the English-speaking
countries (Australia, Canada (English), Ireland, United Kingdom, New Zealand, and
USA):

PISA Administration

Australian Council for Educational Research
19, Prospect Hill Road, Private bag 55,
Camberwell, Victoria 3124, AUSTRALIA

Fax ++ 6139277 5500

E-mail: pisa@acer.edu.au

For all other countries, the verification will be done at cApStAn:

CApStANn

Parc scientifique Einstein

7 rue du Bosquet

B-1348 Louvain-la-Neuve, BELGIUM
Tel.: ++32 10 486 480

Fax ++32 10 453 660

E-mail: pisa.verif@capstan.be
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Please do not forget to let your verification co-ordinator know where you want the
verified material sentback. Make sure that all your shipments mention the name and
address of the person who will be the recipient of the verifier's feedback.

Table 2 indicates the contact persons who will deal with specific aspects of the
verification exercise, both at ACER and at cApStAn.

Table 2. Contact Persons at ACER and at cApStAn

Contact persons for English Speaking Countries

Iltem Contact Person Organisation
Preferred Verification Schedule Marten Koomen ACER
Manuals Adaptation Form, National versions of .

TA and SC Manuals Martin Murphy ACER
Questionnaire Adaptation Spreadsheets, Wolfram Schulz ACER
National versions of questionnaires

Cognitive Tests Revision Spreadsheets,

Cognitive Test Material Ross Turner ACER
FOC of hard or .pdf copies of Booklets, Ross Turner ACER

Questionnaires & Marking Guides

Contact persons for all other countries

Iltem Contact Person Organisation
Preferred Verification Schedule Steve Dept CApStAn
Manuals Adaptation Form Martin Murphy ACER
National Versions of TAand SC Manuals, and Steve Dept CADSHAN
approved Manuals Adaptation Form Andrea Ferrari AP
Questionnaire Adaptation Spreadsheets Wolfram Schulz ACER
National Versions of Questionnaires, and

. < o Steve Dept
approved Questionnaires Adaptation Andrea Eerrari CApStAn
Spreadsheets
Cognitive Tests Revision Spreadsheets, Steve Dept CADSAN
Cognitive Test Material Andrea Ferrari
FOC of hard or .pdf copies of Booklets, Steve Dept CAPSHAN

Questionnaires & Marking Guides

Andrea Ferrari
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Additional Contact Information

Item

Contact Person

Organisation

Changes inthe Preferred Verification

Schedule (should be first negotiated with your

verification team)

Martin Murphy

ACER

Queries related to languages of instruction
and general problems in the development of
national versions

Aletta Grisay

agrisay@attglobal.net

Queries related to accessto the materials in
the PISA website, to graphics, styles,
formatting of the materials, etc.

Marten Koomen

ACER

Providing copies of your final national version(s) to ACER and cApStAn

Please make sure that when your national version(s) of the material are finalised,
.pdffiles of all test booklets, questionnaires, marking guides and manuals are sent to
both ACER and cApStAn to be recorded inthe PISAarchives of each organisation.
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EXHIBIT 4.1. Preferred Verification Schedule — PISA2003 Main Study

Please complete this form and return before October 20to your Verification co-
ordinator:

English-Speaking Countries:

Fax ++ 61 392 77 55 00
e-mail: pisa@acer.edu.au

All other countries:

CApStAn: Fax ++32 10 453 660
e-mail: pisa.verif@capstan.be

1. Contact information

Country:

Language:

NPM:

The personin charge for translation and revision of the material in our country
is/will be:

Name:

Telephone (*):

Fax (*):

e-mail address:

(*) Please include country code

30


mailto:pisa@acer.edu.au
mailto:pisa.verif@capstan.be

2. Language(s) information

Do you intend to develop for the Main Studyany additional national version(s) of the
PISA assessment materials (thatis, in languages that were not used in your PISA
2003 Field Trial)?

O No,the national version(s) needed was (were) already developed for the
Field Trial.

O Yes,weintendto includein our Main Study a minority language that was
notincluded in our Field Trial (please specify):

If Yes, pleaseindicate the procedure you will use for the development of the
new version(s) (e.g., byadapting an existing version borrowed from another
PISA countryusing the same language as your national minority):
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3. Deadlines information (backward countdown)

We plan to hold our National Marker training sessions on:
............................................. 2003
(Indicate your training dates)

Our Marking Guides should go to press on:
[Allow time from when the Marking guides are needed for the training sessions]
2003

We need verifier’s feedback on the Final Optical Check of Marking Guides on:
[Allow time to implement corrections from the FOC]
2003

Well send assembled Marking Guides to our Verification Team for the Final Optical Check on:
[Allow 1 week for the verification team to perform FOC]
2003

OUR MAIN STUDY STARTS ON:

(Indicate your MS date)

Our Booklets & Questionnaires should go to press on:
[Allow time from when materials need to be dispatched to schools]
......................................... 2003
(MS date minus about 5 weeks)

We need verifier’'s feedback on the Final Optical Check of Booklets and Questionnaires on:
[Allow time to implement corrections from the FOC]
........................................ 2003
(MS date minus about 5.5 weeks)

Well send assembled Booklets and Questionnaires to our Verification Co-ordinator for the Final Optical
Check on:
[Allow 1 week for the verification team to perform FOC]
2003
(MS date minus about 6 weeks)

We need verifier’s feedback on Cognitive Units and Questionnaires on:
[Allow time to implement corrections from verification and assemble Booklets and Questionnaires]
..................................... 2003
(MS date minus about 8 weeks)

Well send finalized Questionnaires and approved QQ
NAS to our Verification Co-ordinator on:
[Allow 10 days for cApStan to verify Questionnaires]
2003
(MS date minus about 9 w eeks)

We'll send the last batch of Cognitive Units to our
Verification Co-ordinator on:
[Focus on balance between 1st and last batches]
2003

We need ACER’s approval of our Questionnaire NAS

We send the first batch of Cognitive Units to our
Verification Co-ordinator on:
[Allow 1 month from when you need verification
feedback]

(MS date minus about 12 weeks)

on:
[Allow time to finalize Questionnaires]
..................... 2003
(MS date minus about 10 weeks)

We send Questionnaire NAS to ACER on:
[Allow 2 weeks for NAS approval process]
...................... 2003
(MS date minus about 12 weeks)
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5. SELECTION OF STUDENT SAMPLE AND PREPARATION
OF MATERIALS FOR SCHOOLS

5.1. Introduction

Once the school sample has been drawn bythe consortium and sent back to the
NPC, NPMs contactthe sampled schools and obtain a list of eligible students so that
a sample of students can be selected from each school. This chapter provides
instructions for obtaining the list of eligible students from the sampled schools.

When the list of eligible students is returned by the school to the NPC, the student
sample is selected using KeyQuest. Instructions for the drawing of the student
sample are provided in this chapter.

This chapter also provides information and instructions regarding a number of
columns onthe Student Tracking Form (STF). This information will be used in the
preparation of your national versions of the TAand SC manuals.

5.2. Send Schools Instructions for Preparing a List of Eligible
Students

Exhibit5-1 is an example “Student Listing Form” with instructions to schools about
how to prepare their list of eligible students. NPMs may use this form or develop
their own instructions. Please note the following:

e Eligible students are defined as all students born in 1987 (or the
appropriate 12-month age span agreed upon for your country) <and in
the __ grade>.

e The listshould include all age <grade>-eligible students, even those
who might not be tested due to a disability or limited language
proficiency.

¢ In countries where the study programme varies among the eligible
students, the study programme should also be included on the list.
Refer to section 5.4 for details about providing the Study Programme
information.

e Ifyou are selecting an additional grade based sample as a national
optionthe age eligible students should be listed first, followed by the
students enrolled in the target grade who are not 15 years old.

¢ Any exclusion fromthe assessment of students who cannot be tested
must be done after the student sample is selected.

e Itis recommended that schools be askedto retain a copy of the listin
case the NPM must call the school with questions.

¢ If anelectroniclistis prepared, it should be up-to-date at the time of
sampling rather than a list prepared at the beginning of the school
ar.
While itis assumed that the lists of students will contain names, these are not critical
to the sampling process as long as the lists contain a unique student identifier. A
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student identification number, for example, is an acceptable wayto identify each
student.
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Exhibit 5-1. Example of Student Listing Form

STUDENT LISTING FORM

School ID: Country Name:
School Name: List Prepared By
Address: Telephone #:

Date List Prepared:

Total # Students Listed:

1987>.

computer-generated lists are on the other side of this page.

DIRECTIONS: PLEASE COMPLETE COLUMNS A, B, C, D AND E FOR EVERY STUDENT <BORN IN

Include students who may be excluded from other testing programs, such as some students with
disabilties or limited language proficiency. Detailed instructions and information about providing

(A) (B) ©)

Student’s Name Sex

(First Middle Initial Last) | Grade | (M/ F)

(D)
Birth
Date

(mmiyy)

E)

Study
Programme
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Exhibit 5-1. Example of Student Listing Form (continued)

PISA 2003 MAIN STUDY

A. Instructions for Preparing a List of Eligible Students

1. Please prepare a list of ALL students <bornin 1987...(and in __ grade)
NPM mustinsert eligibility criteria> using the most current enrolment records
available.

2. Include on the list students who typicallymaybe excluded from other testing
programs (such as some students with disabilities or limited language
proficiency).

3. Write the name for each eligible student. Please also specify current grade,
sex, and birth date for each student.

Enter the Study Programme code for each eligible student

5. If confidentialityis a concernin listing student names, then a unique student
identifier maybe substituted. Because some students may have the same or
similar names, itis important to include a birth date for each student.

6. Thelistmaybe computer-generated or prepared manually using the PISA
Student Listing Form. A Student Listing Formis onthereverse side of these
instructions. You may copy this form or request copies from your National
Project Manager.

7. If you use the Student Listing Form onthe reverse side of this page, do not
write in the “For Sampling Only’ columns.

8. Sendthe listto the National Project Manager (NPM) to arrive no later than
<NPM insert DATE>. Please address to the NPM as follows: <NPM insert
name and mailing address>

B. Suggestions for Preparing Computer-generated Lists

e Write the school name and address on list.

e Number the students.

e Double-space the list.

¢ Allow left-hand margin of at least two inches.
¢ Include the date the printout was prepared.
¢ Define anyspecial codes used.

e Include preparer's name and telephone number.

C. Suggestions for Sending Data Fles

<NPM to insert instructions, if appropriate>
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64.

5.3. Select Student Sample

The student sample must be selected using KeyQuest. The procedure for this is
outlined below and explained fullyin the KeyQuest manual. NPMs must receive
approval from the consortium, specifically from Keith Rust, if they want to select
students using other software.

The student sample maybe drawn once you have entered the following details inthe
List of Schools in KeyQuest:

e Study Programme code (Refer to Section 5.4 of this manual)

e Samplesize of 15 yearolds (Usually35). (“15 year olds” refers to the appropriate
12-month age span agreed upon for your country)

e Total number of 15 year olds in the school

o Ifyou are selecting an additional grade based sample as a national option you also
need to know the total number of students eligible for sampling. Thatis, the
number of 15 year olds at the school PLUS the number of students enrolled in the
target grade who are not 15 years old.

Itis importantthatthese details are accurate and correctly entered into KeyQuest
because anyerrors will mean that the sample will have to be redrawn.

There are two ways of drawing the sample of students for a school in KeyQuest.

¢ With the first method, the sample is drawn before anyindividual student details are
enteredinto KeyQuest. If this method is used, the information of the sampled
students collected from the list of all eligible students that was returned by the
school coordinator must be manually entered into the Student Tracking Form after
the sample has been drawn.

o If the National Project Centre receives lists of students from schools in an
electronic format, thenitis worth importing these data into the List of Students
instrumentin KeyQuest. Ifthis method is used, the data fromthe List of Students
will be pasted into the Student Tracking Form when the sample is drawn.

You can choose either method for each participating school. Note that both

methods require the complete information for the participating school to be

entered into the List of Schools. The following paragraphs describe the different
steps to draw the student sample according to the two methods outlined.
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Method 1: Drawing the student sample without first entering individual student
details into KeyQuest.

Once the listof all eligible students is received from the school, enter the required
information (refer to paragraph 61) intothe List of Schools form in KeyQuest. Draw
the sample using the KeyQuest sampling function (described fullyin the KeyQuest
manual).

The Student Tracking Form (Exhibit 5-2) can be generated after student sampling
butwill showonlyline numbers indicating the students that have been sampled from
the list of students obtained from the school. Forexample, ifthe first line number is
3, then the third student on the list from that school has been sampled, and the first
and second students on the list have not been sampled.

The information of the sampled students, collected from the list of all eligible students
that was returned bythe school coordinator, must now be directly entered into the
Student Tracking Form data entry form in KeyQuest.

Method 2: Importing the list of all eligible students into KeyQuest and then
drawing the student sample.

Once the listof all eligible students is received from the school, enter the required
information (refer to paragraph 61) into the List of Schools form in KeyQuest.

Now import the details of the eligible students from the school into the List of
Students form in KeyQuest. Ensure that the number of students listed on the List of
Students for a school matches with the total number of students entered on the List
of Schools for that school.

Draw the sample using the KeyQuest sampling function (described fully in the
KeyQuest manual).

You can now generate the Student Tracking Form in KeyQuest (see the KeyQuest
manual for details). As you have entered student details into the List of Students
before drawing the sample, these details will automatically be pasted onto the
Student Tracking Form. Note that this transfer of details happens only at the time the
sample is drawn (so any subsequent changes made to the List of Students in
KeyQuest are not carried through to the Student Tracking Form).

Any student details missing from the Student Tracking Form after sampling (e.g.
because the List of Students in KeyQuest was not used or the details entered were
incomplete) must be added using the Student Tracking Form data entry form in
KeyQuest. Note thatitis not compulsoryto enter the name of the student onto this
form, but countries are welcome to do so if thatis more convenient for them. All
other fields on the Student Tracking Form must be completed for the sampled
students.
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Country Name:

School Name:

Exhibit 5-2. PISA STUDENT TRACKING FORM

Stratum ID:

School ID:

SAMPLING INFORMATION
GV (B © ) B ]
# Students # Students Listed Sample Size Random Sampling First Line #
Age 15 for Sampling Number Interval Selected
[(Box D X Box E) + 1]
0.
1) (2) 3) 4) (5) (6) ) (8) 9) (10) Participation Status
(11) (12)
. . . Original Session | Follow-up Session
ID# Line# Gender Birth Date | Study | SEN | Inclusion | Booklet
(Sample) Student Name Grade | F=1; M=2 | (MM-YY) | Progr | Code Code Number | Booklet [ SQ | Booklet SQ
anne

1

2

3

4

5

6

7

8

9

10

11
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STUDY PROGRAMME CODES (Col 7)

1 = <Programme 1>

2 = <Programme 2>

3 = <Programme 3>
(etc.)

SPECIAL EDUCATION NEEDS CODES (SEN) (Col 8)
0 = No special education needs

1 = Functionally disability

2 = Intellectual disability

3 = Limited test language proficiency

4 = Defined by NPM

INCLUSION CODES (Col 9)

0 = Included; to be assessed

1 = Not included; functional disability

2 = Not included; intellectual disability

3 = Not included; limited test language proficiency

4 = Not included; defined by NPM

5 = Not included; transtrred out of school

6 = Not included; no longer in school, but not a known transkr
7 = Not included; does not meet age definition

PARTICIPATION CODES (Cols 11 &12)

0 = Absent

1 = Present for entire session (incl. total absences < 10 min.)

2 = Present for part of session (incl. total absences >10 min.)

3 = Student or parent refusal

8 = Not included in assessment (defined by codes 1-7 in Col 9)
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73.

54. Study programmes: Column 7 of the Student Tracking Form

Exhibit5-2 is the Student Tracking Form (STF). Keyquestis used to generate a
STF for each sampled school after the student sample has been drawn.

In addition to grade, gender, and birth date, the Student Tracking Form (STF)
contains one column used to gather information about the study programme in which
students included in the sample are enrolled.

Column 7 of the STF is used to provide information about the study programmes of
students. This information will no longer be collected through the student
guestionnaire. The categories used in this column need to be adapted to national
studyprogrammes. It is important to use national programme names that will be
understood bythe school coordinator and can be retrieved from school records. The
national categories used must allow anintemational recoding into the International
Standard Classification of Education (ISCED) lewvels, and into types of programme
orientation (modular®, general, pre-vocational, vocational).

Based onthe information collected during the Field Trial the consortium will draft a
national Study Programme Table, reflecting the consortium’s current understanding
of the study programme structure of the national centre. The Study Programme
Table is a list of national study programmes and their respective codesto be used in
the STF together with information on first and last grade, as well as their mapping to
ISCED lewel, designation and orientation. The draft Study Programme Table will be
provided as an attachmentto the Manuals Adaptation Form. NPMs should review
this list of programmes and discuss anyneed for modifications with the consortium.
Once the Study Programme Table has been agreed upon between NPMs and
ACER, the list of programmes will be extracted from this table and added to the
School Coordinator's Manual by the NPM.

The list of programmes, and its inclusion in the SC manual will be verified bythe
consortium as part of the process of verifying the TAand SC manuals.

The StudyProgramme Table template is shown below as Exhibit 5-3. Column (1)
contains a sequential number, Column (2) gives the code for the study programme
as itwillappearin STF and the database. Column (3) contains the programme name
in the country's language, Column (4) a description of this programme translated into
English or French.

The first grade of the studyprogramme is recorded in Column (5), the last grade in
Column (6). Grade 1 is defined as the first year in ISCED 1 (Primary or Elementary
Education). In countries where these grades vary the typical range of grades in this
countryshould be given. Ungraded programmes are coded with O in both columns
(5) and (6).

The ISCED lewel (1, 2, 3) is recorded in Column(7). In column (8) ISCED designation
(A, B, C, M) is recorded, and in column (9) the programme orientation is recorded.

The following summarises the ISCED coding information to be recorded in columns
(7) to (9):

® In some countries study programmes are modular, i.e. students have the choice
between courses with different orientations and itis not possible to determine the
orientation of the study programme.
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¢ ISCED Lewel
e 1 — Primary Education
e 2 — Lower Secondary Education
e 3 — Upper Secondary Education
¢ ISCED designation

e ‘A atlevel 3 — Programmes at level 3 designed to provide direct
access to ISCED5A

e ‘B’atlevel 3 - Programmes atlevel 3 level designed to provide direct
access to ISCED5B

e ‘C’ atlevel 3 - Programmes designed to provide direct access to
labour market, although they also provide access to ISCED4
programmes or other ISCED3 programmes

e ‘A atlevel 2 — Programmes at level 2 designed to provide direct
access to ISCED3A or ISCED3B programmes

e ‘B’ at level 2 - Programmes at level 2 designed to provide direct
access to ISCED3C

e ‘C’ atlevel 2 - Programmes designed to provide direct access to
labour market

e ‘M — Modular programmes, i.e. educational and labour market access
is determined by course and credit selection rather than a formal
programme selection.

e Orientation
e 0 - Modular
e 1-General
e 2 — Pre-vocational

e 3 - Vocational
Example No. 1 (Exhibit 5-4) shows how the Study Programme Table would be
completed for a country with different study programmes per school.

If lower and upper secondary education are combined in the same study programme,
onlyone code should be used for each programme as in Example No. 2 (Exhibit 5-5).
This will enable the consortium to use programme and grade information to code the
lower and upper secondary students into different ISCED levels.

Example 3 (Exhibit 5-6) shows a completed Study Programme Table for a country
where study programme is defined by school type.

After the adaptation of national programmes is confirmed, the information from the
Study Programme Table should be entered into KeyQuest into the Study
Programme instrument (new for PISA 2003 MS). This will enable the student
programmes to be mapped to ISCED in the database.
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In schools where all students have the same study programme, the study programme
code mustalso be enteredinto the List of Schools instrument in KeyQuest prior to
the selection of the student sample. This will enable the pre-coding of the study
programme column onto the Student Tracking Form.

In schools where the study programme varies among the students, a ‘not applicable’
code mustbe enteredinto the List of Schools for the studyprogramme. The study
programmes of each student can be imported into the List of Students instrumentin
KeyQuest, (along with the demographic and class details of the student) prior to the
selection of the student sample. Alternatively, this student data can be entered onto
the Student Tracking Form in KeyQuest after the sample has been selected. These
two methods are explained more fullyin section 5.3 of this manual. Both of these
methods allow for the study programme column of the Student Tracking Form to be
completed prior to returning the form to the School Coordinator.

Particular instructions of how to use KeyQuest for entering Study Programme
information will be provided in the Data Entry Manual and explained at the NPM
Meeting.
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Study Programme Table

Exhibit 5-3 Study Programme Table Template

Country:
NPM:
Date:

1 2 3 4 5 6 7 8 9 10
Programme | Programme National name of English/French programme | First Last ISCED ISCED

No. Code in STF programme description Grade | Grade level designation | Orientation Comments
Comments:

a4




Exhibit 5-4 Example 1 of Study Programme Table

Country: Zland
NPM: <name>
Date: <date>
1 2 3 4 5 6 7 8 9 10
Programme | Programme National name of English/French programme | First Last ISCED ISCED
No. Code in STF programme description Grade | Crade level designation | Orientation Comments
1 L<Programme 1> Basic education g q 2 A General
2 J<Programme 2> [Technical secondary school 10 14 3 C IVocational
3 3J<Programme 3> Gy mnasium 1q 13 3 A General
Comments: More than one programme per school.
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Exhibit 5-5 Example 2 of Study Programme Table

Country: Yland
NPM: <name>
Date: <date>
1 2 3 4 5 6 7 8 9 10
Programme | Programme National name of English/French programme | First Last ISCED ISCED
No. Code in STF programme description Grade | Grade level designation | Orientation Comments
1 1Programme 1> General - Secondary  educationf 5 9 2 A General
(lower)
2 1<Programme 1> General Secondary education 10 12 3 A General Isame study programme for uppef
9 (upper) Isecondary
3 2<Programme 2> ocational studies (lower) 7 9 2 C ocational
4 2<Programme 2> ocational studies (upper) 10 12 3 C ocational ::?oenztalﬁsy programme for upper

Comments:  Study programmes contain more than one ISCED level.
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Exhibit 5-6 Example 3 of Study Programme Table

Country: Zland

NPM: <name>
Date: <date>
1 2 3 4 5 6 7 8 9 10
Programme | Programme National name of English/French programme | First Last ISCED ISCED
No. Code in STF programme description Grade | Crade level designation | Orientation Comments

1] L<Programme 1> Basic education q q 2 A General
2 J<Programme 2> [Technical secondary school 10 14 3 C IVocational
3 3J<Programme 3> Gy mnasium 1q 13 3 A General

Comments: Only one programme per school.
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55. Prepare Instructions for Identifying Students with Special
Education Needs

The STF also contains: (in column 8) a code meaning that a student has or does not
have special education needs; and (in column 9) a code meaning that the student
can or cannot be included in the assessment.

Information about the special education needs of students is recorded in column 8 of
the STF. Information about the inclusion of students in the assessmentis recorded in
column 9 of the STF. The codes used to identify students who have special
education needs must be defined by NPMs.

You should use the general categories below to develop instructions for your country.
It is important to provide precise instructions in the SC and TA manuals. Both
manuals indicate where these instructions should be placed for SCs and TAs.

The national operational definitions should be submitted to ACER for review as part
of the translation verification process. The “other” categoryis provided for special
situations in a country. It must be defined bythe NPM and reviewed before itis used.

STUDENTS WITH SPECIAL EDUCATION NEEDS
The numbers to the left are codesto be entered in column 8 of the STF to identify the
special education needs of the sampled students.
0 = No special education needs
1 = Functional disability — student has a moderate to severe permanent physical
disability.
2 = Intellectual disability— student has a mental or emotional disabilityand has either

been tested as cognitivelydelayed or is considered in the professional opinion of
qualified staff to be cognitively delayed.

3 = Limited assessment language proficiency— studentis not a native speaker of any
ofthe languages of the assessmentin the countryand has limited proficiencyin
these languages.

4 = Other; DEFINED BY NPM, REVIEWED BY CONSORTIUM.
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5.6. Prepare Instructions for Identifying Students Who Cannot Be
Assessed

Column 9 ofthe STFis used to identifythose students who can be included in the
assessment and those who cannot.

NPMs will define the codes to be used for students with special education needs and
modifythe SC and TA manuals to include these definitions.

STUDENTS WITH SPECIAL EDUCATION NEEDS WHO CANNOT BE ASSESSED

PISA is atimed assessment administered to groups of students in the instructional
language(s) of each country. The intent of the study is to be as inclusive as
possible. However, some students with limited proficiency in the language(s) of the
assessment or those who have a severe physical, mental, or emotional disabilitymay
notbe able to participate under these conditions. Therefore, PISA has deweloped
instructions for all schools to use when there is doubt about whether a selected
student should be assessed.

These guidelines need to be carefully implemented within the context of each
educational system. The numbers to the leftare codesto be entered in column 9 of
the STF to identify students with special education needs who will not be included in
PISA because of these special education needs.

0 = Included

1= Not included; functional disability. Student has a moderate to severe
permanent physical disabilitysuch that he/she cannot perform in the PISA testing
situation. Functionallydisabled students who can respond to the assessment should
be included.

2= Not included; intellectual disability. Student has a mental or emotional
disabilityand is cognitivelydelayed such that he/she cannot perform in the PISA
testing situation. This includes students who are emotionally or mentally unable to
follow eventhe general instructions of the assessment. Students should NOT be
excluded solelybecause of poor academic performance or disciplinary problems.

3= Notincluded; limited assessment language proficiency. The studentis unable
to read or speak anyofthe languages of the assessment in the country and would
be unable to overcome the language barrier in the testing situation. Typicallya
studentwho has received less than one year of instruction in the languages of the
assessment may be excluded.

4 = Other; DEFINED BY NPM, REVIEWED BY CONSORTIUM.

It is important that these criteria be followed strictly for the study to be
comparable within and across countries. WHEN IN DOUBT, INCLUDE THE
STUDENT.

Other sampled students cannot be included in the assessment because theyare no
longer attending the school, or they are not age 15 as that age is defined by PISA.
This information will be recorded in column 9 as well.
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The following codes should be recorded in column 9 for these students:

Code Meaning

5 Student transferred out of this school to another school

Studentnolongerin school, butitis notknowif he or she
is attending school elsewhere

7 Studentis notage 15 as defined by PISA

The steps for recording information in column 9 are:

e Step 1. If a student with special needs or limited assessment language ability is to
be excluded from the assessment, copythe same code recorded in column 8 for
this student into column 9. Note that many of these students will be able to be
included in the assessment and should receive a code of “0” in column 9.

e Step 2. The nextstep is to identifyanystudents who are no longer at the school or
are not age 15 as defined by PISA. Codes 5-7 are used for these students.

e Step 3. The final stepis to recorda “0” in column 9 for all other students, meaning
thattheywill be assessed in the PISAsession. Only Students witha “0” in column
9 will be included in the PISA assessment.

5.7. Send Student Tracking Form to the School Co-ordinator and Test
Administrator

The SC needs to know which students have been sampled so he/she can notify the
students, teachers, (and parents). The SC also will need to update the information on
the STF and identify students who cannot be assessed. Therefore, the STF should
be sentto the SC about 2 weeks before the assessment session.

Before sendingthe STF to the SC, itis recommended that a copybe made and kept
atthe NPC. Itis alsorecommended that you send a copy of the STF to the TA with
the assessment booklets and questionnaires. This is in case the school’s copyis
misplaced on assessmentday. The TA and SC manuals assume that each will have
a copy.
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6. ASSEMBLE, PACKAGE, AND SHIP ASSESSMENT
MATERIALS

All of the testitems and questionnaire instruments for the PISA 2003 Main Study
have been sentto National Project Centres bye-mail, and are also available from the
secure pages of the PISAweb site. The site contains English and French master
versions of the testand questionnaire items and also English master versions of the
instrument booklets. ACD-ROM of all materials will also be sentto each National
Project Centre.

6.1. Allocate Test Items to Booklets

The master instrument copies show how the final booklets should be formatted. In
this section we describe how the items, units and clusters are allocated to the test
and questionnaire instruments.

Each of the units in the item pool has been allocated to one test cluster. There are 7
Mathematics clusters (M; — M;), 2 Science clusters (S; — S,), 2 Problem Solving
clusters (P, - P,) and 2 Reading Clusters (R; — Ry).

The clusters are allocated in a rotated design to thirteen test booklets, as shown in

Exhibit6-1. In the table, M, refers to Mathematics cluster 1, and so on. Each cluster
contains approximately 30 minutes of test material.

Exhibit 6- 11 Test Booklet Design* for the PISA 2003 Main Study

Booklet | Cluster 1 | Cluster 2 | Cluster 3 | Cluster 4

30 mins | 30 mins | 30 mins | 30 mins
1 M1 M2 M4 R1
2 M2 M3 M5 R2
3 M3 M4 M6 PS1
4 M4 M5 M7 PS2
5 M5 M6 S1 M1
6 M6 M7 S2 M2
7 M7 S1 R1 M3
8 S1 S2 R2 M4
9 S2 R1 PS1 M5
10 R1 R2 PS2 M6
11 R2 PS1 M1 M7
12 PS1 PS2 M2 S1
13 PS2 M1 M3 S2

* The design shows the allocation of clusters to booklets;
M1 indicates Mathematics cluster 1, and so on.

The allocation of the items and units to clusters and booklets is as shown on the
following pages (Exhibit 6-2).




Exhibit 6- 22 Allocation of Itemsto Clusters and Booklets

SEQUENCE IN

CLUSTERBOOKLETSUNIT NAME UNIT ID ITEM ID NUMBER IN BOOKLET CLUSTER
M1 1,5,11,13 P2000 A View Room MO033 M033Q01 (B1-1, B5-43, B11-25, B13-10) 1
M1 1,5,11,13 Coloured Candies M467 M467Q01 (B1l-2, B5-44, B11-26, B13-11) 2
M1 1,5,11,13 Bicycles M810 M810Q01 (B1-3, B5-45, B11-27, B13-12) 3
M1 1,5,11,13 Bicycles M810 M810Q02 (Bl1l-4, B5-46, B11-28, B13-13) 4
M1 1,5,11,13 Bicycles M810 M810Q03 (B1-5, B5-47, B11-29, B13-14) 5
M1 1,5,11,13 Seeing the tower M833 M833Q01 (B1-6, B5-48, B11-30, B13-15) 6
M1 1,5,11,13 Internet Relay Chat M402 M402Q01 (B1-7, B5-49, B11-31, B13-16) 7
M1 1,5,11,13 Internet Relay Chat M402 M402Q02 (B1-8, B5-50, B11-32, B13-17) 8
M1 1,5,11,13 P2000 Robberies M179 M179Q01 (B1-9, B5-51, B11-33, B13-18) 9
M1 1,5,11,13 The Fence M464 M464Q01 (B1-10, B5-52, B11-34, B13-19) 10
M1 1,5,11,13 Chair Lift M564 M564Q01 (B1-11, B5-53, B11-35, B13-20) 11
M1 1,5,11,13 Chair Lift M564 M564Q02 (B1-12, B5-54, B11-36, B13-21) 12
M2 1,2,6,12 P2000 Cubes M145 M145Q01 (B1-13, B2-1, B6-43, B12-20) 1
M2 1,2,6,12 Lotteries M408 M408Q01 (B1-14, B2-2, B6-44, B12-21) 2
M2 1,2,6,12 Skateboard M520 M520Q01 (B1-15, B2-3, B6-45, B12-22) 3
M2 1,2,6,12 Skateboard M520 M520Q02 (B1-16, B2-4, B6-46, B12-23) 4
M2 1,2,6,12 Skateboard M520 M520Q03 (B1-17, B2-5, B6-47, B12-24) 5
M2 1,2,6,12 Thermometer Cricket M446 M446Q01 (B1-18, B2-6, B6-48, B12-25) 6




Exhibit 6- 2 Allocation of Itemsto Clusters and Booklets (continued)

SEQUENCE IN

CLUSTERBOOKLETSUNIT NAME UNITID ITEMID NUMBER IN BOOKLET CLUSTER
M2 1,2,6,12 Thermometer Cricket M446  M446Q02 (B1-19, B2-7, B6-49, B12-26) 7
M2 1,2,6,12 P2000 Containers M192  M192Q01 (B1-20, B2-8, B6-50, B12-27) 8
M2 1,2,6,12 Support For President M702  M702Q01 (B1-21, B2-9, B6-51, B12-28) 9
M2 1,2,6,12 P2000 Bricks M034  MO034Q01 (Bl-22, B2-10, B6-52, B12-29) 10
M2 1,2,6,12 Tossing Coins M423  M423Q01 (B1-23, B2-11, B6-53, B12-30) 11
M2 1,2,6,12 Number Cubes M555  M555Q02 (Bl-24, B2-12, B6-54, B12-31) 12
M3 2,3,7,13 Map M305  M305Q01 (B2-13, B3-1, B7-34, B13-22) 1
M3 2,3,7,13 Choices M510  M510Q01 (B2-14, B3-2, B7-35, B13-23) 2
M3 2,3,7,13 Running Time M474  M474Q01 (B2-15, B3-3, B7-36, B13-24) 3
M3 2,3,7,13 P2000 Walking M124  M124Q01 (B2-16, B3-4, B7-37, B13-25) 4
M3 2,3,7,13 P2000 Walking M124  M124Q03 (B2-17, B3-5, B7-38, B13-26) 5
M3 2,3,7,13 Room Nurrbers M434  M434Q01 (B2-18, B3-6, B7-39, B13-27) 6
M3 2,3,7,13 Litter M505  M505Q01 (B2-19, B3-7, B7-40, B13-28) 7
M3 2,3,7,13 Third Side M462  M462Q01 (B2-20, B3-8, B7-41, B13-29) 8
M3 2,3,7,13 Exports M438  M438Q01 (B2-21, B3-9, B7-42, B13-30) 9
M3 2,3,7,13 Exports M438  M438Q02 (B2-22, B3-10, B7-43, B13-31) 10
M3 2,3,7,13 Staircase M547  M547Q01 (B2-23, B3-11, B7-44, B13-32) 11
M3 2,3,7,13 Step Pattern M806  M806QO1 (B2-24, B3-12, B7-45, B13-33) 12
M4 1,3,4,8 Computer Game M800  M800Q01 (Bl-25, B3-13, B4-1, B8-51)

M4 1,3,4,8 Height M421  M421Q01 (B1-26, B3-14, B4-2, B8-52)

Exhibit 6- 2 Allocation of Items to Clusters and Booklets (continued)




CLUSTERBOOKLETSUNIT NAME UNITID ITEMID NUMBER IN BOOKLET SEQUENCE IN

CLUSTER
M4 1,3,4,8 Height M421 M421Q03 (B1-27, B3-15, B4-3, B8-53) 3
M4 1,3,4,8 Height M421 M421Q02 (B1-27, B3-15, B4-3, B8-53) 3
M4 1,3,4,8 The Best Car M704 M704Q01 (B1-29, B3-17, B4-5, B8-55) 5
M4 1,3,4,8 The Best Car M704 M704Q02 (B1-30, B3-18, B4-6, B8-56) 6
M4 1,3,4,8 Stop The Car M571 M571Q01 (B1-31, B3-19, B4-7, B8-57) 7
M4 1,3,4,8 Telephone Rates M559 M559Q01 (B1-32, B3-20, B4-8, B8-58) 8
M4 1,3,4,8 P2000 Cube Painting M144 M144Q01 (B1-33, B3-21, B4-9, B8-59) 9
M4 1,3,4,8 P2000 Cube Painting M144 M144Q02 (B1-34, B3-22, B4-10, B8-60) 10
M4 1,3,4,8 P2000 Cube Painting M144 M144Q03 (B1-35, B3-23, B4-11, B8-61) 11
M4 1,3,4,8 P2000 Cube Painting M144 M144Q04 (B1-36, B3-24, B4-12, B8-62) 12
M5 2,4,5,9 Exchange Rate M413 M413Q01 (B2-25, B4-13, B5-1, B9-41) 1
M5 2,459 Exchange Rate M413 M413Q02 (B2-26, B4-14, B5-2, B9-42) 2
M5 2,4,5,9 Exchange Rate M413 M413Q03 (B2-27, B4-15, B5-3, B9-43) 3
M5 2,459 Running Tracks M406 M406Q01 (B2-28, B4-16, B5-4, B9-44) 4
M5 2,4,5,9 Running Tracks M406 M406Q02 (B2-29, B4-17, B5-5, B9-45) 5
M5 2,459 Running Tracks M406 M406Q03 (B2-30, B4-18, B5-6, B9-46) 6
M5 2,459 P2000 Growing Up M150 M150Q01 (B2-31, B4-19, B5-7, B9-47) 7
M5 2,4,5,9 P2000 Growing Up M150 M150Q03 (B2-32, B4-20, B5-8, B9-48) 8
M5 2,4,5,9 P2000 Growing Up M150 M150Q02 (B2-33, B4-21, B5-9, B9-49) 9
M5 2,4,5,9 Making A Booklet M598 M598Q01 (B2-34, B4-22, B5-10, B9-50) 10

Exhibit 6- 2 Allocation of Itemsto Clusters and Booklets (continued)




CLUSTERBOOKLETSUNIT NAME UNITID ITEMID NUMBER IN BOOKLET SEQUENCE IN

CLUSTER
M5 2,4,5,9 Forecast of Rain M710 M710Q01 (B2-35, B4-23, B5-11, B9-51) 11
M5 2,459 Diving M411 M411Q01 (B2-36, B4-24, B5-12, B9-52) 12
M5 2,459 Diving M411 M411Q02 (B2-37, B4-25, B5-13, B9-53) 13
M6 3,5,6,10 Cash Withdrawal M496 M496Q01 (B3-25, B5-14, B6-1, B10-38) 1
M6 3,5,6,10 Cash Withdrawal M496 M496Q02 (B3-26, B5-15, B6-2, B10-39) 2
M6 3,5,6,10 Bookshelves M484 M484Q01 (B3-27, B5-16, B6-3, B10-40) 3
M6 3,5,6,10 P2000 Population Pyramids M155 M155Q02 (B3-28, B5-17, B6-4, B10-41) 4
M6 3,5,6,10 P2000 Population Pyramids M155 M155Q01 (B3-29, B5-18, B6-5, B10-42) 5
M6 3,5,6,10 P2000 Population Pyramids M155 M155Q03 (B3-30, B5-19, B6-6, B10-43) 6
M6 3,5,6,10 P2000 Population Pyramids M155 M155Q04 (B3-31, B5-20, B6-7, B10-44) 7
M6 3,5,6,10 Braille M442 M442Q02 (B3-32, B5-21, B6-8, B10-45) 8
M6 3,5,6,10 Earthquake M509 M509Q01 (B3-33, B5-22, B6-9, B10-46) 9
M6 3,5,6,10 Transport M420 M420Q01 (B3-34, B5-23, B6-10, B10-47) 10
M6 3,5,6,10 Science Tests M468 M468Q01 (B3-35, B5-24, B6-11, B10-48) 11
M6 3,5,6,10 Tile Arrangement M447 M447Q01 (B3-36, B5-25, B6-12, B10-49) 12
M7 4,6,7,11 Car Drive M302 M302Q01 (B4-26, B6-13, B7-1, B11-38) 1
M7 4,6,7,11 Car Drive M302 M302Q02 (B4-27, B6-14, B7-2, B11-39) 2
M7 4,6,7,11 Car Drive M302 M302Q03 (B4-28, B6-15, B7-3, B11-40) 3
M7 4,6,7,11 Number Check M603 M603Q01 (B4-29, B6-16, B7-4, B11-41) 4
M7 4,6,7,11 Number Check M603 M603Q02 (B4-30, B6-17, B7-5, B11-42) 5

Exhibit 6- 2 Allocation of Itemsto Clusters and Booklets (continued)




CLUSTERBOOKLETSUNIT NAME UNITID ITEMID NUMBER IN BOOKLET SEQUENCE IN

CLUSTER

M7 4,6,7,11 P2000 Carpenter M266 ~ M266Q01 (B4-31, B6-18, B7-6, B11-43) 6
M7 4,6,7,11 Test Scores M513  M513Q01 (B4-32, B6-19, B7-7, B11-44) 7
M7 4,6,7,11 Carbon Dioxide M828  M828Q01 (B4-33, B6-20, B7-8, B11-45) 8
M7 4,6,7,11 Carbon Dioxide M828  M828Q02 (B4-34, B6-21, B7-9, B11-46) 9
M7 4,6,7,11 Carbon Dioxide M828  M828Q03 (B4-35, B6-22, B7-10, B11-47) 10
M7 4,6,7,11 Labels M803  M803Q01 (B4-36, B6-23, B7-11, B11-48) 11
M7 4,6,7,11 P2000 Pipelines M273  M273Q01 (B4-37, B6-24, B7-12, B11-49) 12
PS1 3,9,11,12  Energy Needs X430  X430Q01 (B3-37, B9-32, B11-16, B12-1) 1
PS1 3,9,11,12  Energy Needs X430  X430Q02 (B3-38, B9-33, B11-17, B12-2) 2
PS1 3,9,11,12  Chidren's Canp X417 ~ X417Q01 (B3-39, B9-34, B11-18, B12-3) 3
PS1 3,9,11,12  Design by Numbers X412~ X412Q01 (B3-40, B9-35, B11-19, B12-4) 4
PS1 3,9,11,12  Design by Numbers X412~ X412Q02 (B3-41, B9-36, B11-20, B12-5) 5
PS1 3,9,11,12  Design by Numbers X412~ X412Q03 (B3-42, B9-37, B11-21, B12-6) 6
PS1 3,9,11,12  Freezer X423  X423Q01 (B3-43, B9-38, B11-22, B12-7) 7
PS1 39,11,12  Freezer X423 X423Q02 (B3-44, B9-39, B11-23, B12-8) 8
PS1 3,9,11,12  Cnema Outing X601  X601Q01 (B3-45, B9-40, B11-24, B12-9) 9
PS1 3,9,11,12  Cnema Outing X601  X601Q02 (B3-46, B9-41, B11-25, B12-10) 10
PS2 4,10,12,13  Transit System X415 ~ X415Q01 (B4-38, B10-29, B12-11, B13-1)

PS2 4,10,12,13  Course Design X414  X414Q01 (B4-39, B10-30, B12-12, B13-2) 2
PS2 4,10,12,13  Library System X402~ X402Q01 (B4-40, B10-31, B12-13, B13-3) 3

Exhibit 6- 2 Allocation of Itemsto Clusters and Booklets (continued)




CLUSTERBOOKLETSUNIT NAME UNITID ITEMID NUMBER IN BOOKLET SEQUENCE IN

CLUSTER
PS2 4,10,12,13  Library System X402 ~ X402Q02 (B4-41, B10-32, B12-14, B13-4) 4
PS2 4,10,12,13  Holiday X602  X602Q01 (B4-42, B10-33, B12-15, B13-5) 5
PS2 4,10,12,13  Holiday X602  X602Q02 (B4-43, B10-34, B12-16, B13-6) 6
PS2 4,10,12,13  Irrigation X603  X603Q01 (B4-44, B10-35, B12-17, B13-7) 7
PS2 4,10,12,13 Irrigation X603  X603Q02 (B4-45, B10-36, B12-18, B13-8) 8
PS2 4,10,12,13  Irrigation X603  X603Q03 (B4-46, B10-37, B12-19, B13-9) 9
R1 1,7,9,10 Employment R219  R219Q01 (B1-37, B7-30, B9-19, B10-1) 1
R1 1,7,9,10 Employment R219  R219Q02 (B1-38, B7-31, B9-20, B10-2) 2
R1 1,7,9,10 Aesop RO67  R067Q01 (B1-39, B7-32, B9-21, B10-3) 3
R1 1,7,9,10 Aesop RO67  R067Q04 (B1-40, B7-33, B9-22, B10-4) 4
R1 1,7,9,10 Aesop RO67  R067Q05 (Bl-41, B7-34, B9-23, B10-5) 5
R1 1,7,9,10 Shirts R102  R102Q04A (B1-42, B7-35, B9-24, B10-6) 6
R1 1,7,9,10 Shirts R102  R102Q05 (B1-43, B7-36, B9-25, B10-7) 7
R1 1,7,9,10 Shirts R102  R102Q07 (B1-44, B7-37, B9-26, B10-8) 8
R1 1,7,9,10 South Pole R220  R220Q01 (B1-45, B7-38, B9-27, B10-9) 9
R1 1,7,9,10 South Pole R220  R220Q02B (B1-46, B7-39, B9-28, B10-10) 10
R1 1,7,9,10 South Pole R220  R220Q04 (B1-47, B7-40, B9-29, B10-11) 11
R1 1,7,9,10 South Pole R220  R220Q05 (B1-48, B7-41, B9-30, B10-12) 12
R1 1,7,9,10 South Pole R220  R220Q06 (B1-49, B7-42, B9-31, B10-13) 13
R2 2,8,10,11  Optician R227  R227Q01 (B2-38, B8-36, B10-14, Bl1-1) 1

Exhibit 6- 2 Allocation of Itemsto Clusters and Booklets (continued)




CLUSTERBOOKLETSUNIT NAME UNITID ITEMID NUMBER IN BOOKLET SEQUENCE IN

CLUSTER
R2 2,8,10,11 Optician R227 R227Q02 (B2-39, B8-37, B10-15, B11-2) 2
R2 2,8,10,11 Optician R227 R227Q03 (B2-40, B8-38, B10-16, B11-3) 3
R2 2,8,10,11 Optician R227 R227Q06 (B2-41, B8-39, B10-17, B11-4) 4
R2 2,8,10,11 Exchange R111 R111Q01 (B2-42, B8-40, B10-18, B11-5) 5
R2 2,8,10,11 Exchange R111 R111Q02B (B2-43, B8-41, B10-19, B11-6) 6
R2 2,8,10,11 Exchange R111 R111Q06A (B2-44, B8-42, B10-20, B11-7) 7
R2 2,8,10,11 Exchange R111 R111Q06B (B2-45, B8-43, B10-21, B11-8) 8
R2 2,8,10,11 Drugged Spiders R055 R055Q01 (B2-46, B8-44, B10-22, B11-9) 9
R2 2,8,10,11 Drugged Spiders RO55 R055Q02 (B2-47, B8-45, B10-23, B11-10) 10
R2 2,8,10,11 Drugged Spiders RO55 R055Q03 (B2-48, B8-46, B10-24, B11-11) 11
R2 2,8,10,11 Drugged Spiders R055 R055Q05 (B2-49, B8-47, B10-25, B11-12) 12
R2 2,8,10,11 Telephone R104 R104Q01 (B2-50, B8-48, B10-26, B11-13) 13
R2 2,8,10,11 Telephone R104 R104Q02 (B2-51, B8-49, B10-27, B11-14) 14
R2 2,8,10,11 Telephone R104 R104Q05 (B2-52, B8-50, B10-28, B11-15) 15
S1 5,7,8,12 P2000 South Rainea S252 S$252Q01 (B5-26, B7-13, B8-1, B12-32) 1
S1 5,7,8,12 P2000 South Rainea S252 S252Q02 (B5-27, B7-14, B8-2, B12-33) 2
S1 5,7,8,12 P2000 South Rainea S252 S252Q03 (B5-28, B7-15, B8-3, B12-34) 3
S1 5,7,8,12 Tidal Energy S327 S327Q01 (B5-29, B7-16, B8-4, B12-35) 4
s1 5,7,8,12 Tidal Energy S327 S327Q02 (B5-30, B7-17, B8-5, B12-36) 5
S1 5,7,8,12 Milk S326 S326Q01 (B5-31, B7-18, B8-6, B12-37) 6

Exhibit 6- 2 Allocation of Itemsto Clusters and Booklets (continued)




CLUSTERBOOKLETSUNIT NAME UNITID ITEMID NUMBER IN BOOKLET SEQUENCE IN

CLUSTER
S1 5,7,8,12 Milk S326 S326Q02 (B5-32, B7-19, B8-7, B12-38) 7
S1 5,7,8,12 Milk S326 S$326Q03 (B5-33, B7-20, B8-8, B12-39) 8
S1 5,7,8,12 Milk S326 S326Q04 (B5-34, B7-21, B8-9, B12-40) 9
S1 5,7,8,12 P2000 Research S133 S133Q01 (B5-35, B7-22, B8-10, B12-41) 10
S1 5,7,8,12 P2000 Research S133 S133Q03 (B5-36, B7-23, B8-11, B12-42) 11
S1 5,7,8,12 P2000 Research S133 S133Q04 (B5-37, B7-24, B8-12, B12-43) 12
S1 5,7,8,12 P2000 Greenhouse S114 S114Q03 (B5-38, B7-25, B8-13, B12-44) 13
S1 5,7,8,12 P2000 Greenhouse S114 S114Q04 (B5-39, B7-26, B8-14, B12-45) 14
S1 5,7,8,12 P2000 Greenhouse S114 S114Q05 (B5-40, B7-27, B8-15, B12-46) 15
S1 5,7,8,12 P2000 Clothes S213 S213Q01 (B5-41, B7-28, B8-16, B12-47) 16
S1 5,7,8,12 P2000 Clothes S213 S213Q02 (B5-42, B7-29, B8-17, B12-48) 17
S2 6,8,9,13 P2000 Daylight S129 S$129Q01 (B6-25, B8-18, B9-1, B13-34) 1
S2 6,8,9,13 P2000 Daylight S129 S129Q02 (B6-26, B8-19, B9-2, B13-35) 2
S2 6,8,9,13 P2000 Cloning S128 S$128Q01 (B6-27, B8-20, B9-3, B13-36) 3
S2 6,8,9,13 P2000 Cloning $128 S128Q02 (B6-28, B8-21, B9-4, B13-37) 4
S2 6,8,9,13 P2000 Cloning S128 S128Q03 (B6-29, B8-22, B9-5, B13-38) 5
S2 6,8,9,13 P2000 Good Vibrations S131 S131Q02 (B6-30, B8-23, B9-6, B13-39) 6
S2 6,8,9,13 P2000 Good Vibrations S131 S131Q04 (B6-31, B8-24, B9-7, B13-40) 7
S2 6,8,9,13 P2000 Spoons 5256 S256Q01 (B6-32, B8-25, B9-8, B13-41) 8
S2 6,8,9,13 Water S304 S304Q01 (B6-33, B8-26, B9-9, B13-42) 9

Exhibit 6- 2 Allocation of Itemsto Clusters and Booklets (continued)




CLUSTERBOOKLETSUNIT NAME UNITID ITEMID NUMBER IN BOOKLET SEQUENCE IN

CLUSTER
S2 6,8,9,13 Water S304 S304Q02 (B6-34, B8-27, B9-10, B13-43) 10
S2 6,8,9,13 Water S304 S304Q03a (B6-35, B8-28, B9-11, B13-44) 11
S2 6,8,9,13 Water S304 S304Q03b (B6-36, B8-29, B9-12, B13-45) 12
S2 6,8,9,13 P2000 Earth's Temperature S269 S269Q01 (B6-37, B8-30, B9-13, B13-46) 13
S2 6,8,9,13 P2000 Earth's Temperature S269 S269Q03 (B6-38, B8-31, B9-14, B13-47) 14
S2 6,8,9,13 P2000 Earth's Temperature S269 S269Q04 (B6-39, B8-32, B9-15, B13-48) 15
S2 6,8,9,13 P2000 Algae 5268 S268Q01 (B6-40, B8-33, B9-16, B13-49) 16
S2 6,8,9,13 P2000 Algae 5268 S268Q02 (B6-41, B8-34, B9-17, B13-50) 17
S2 6,8,9,13 P2000 Algae S268 S268Q06 (B6-42, B8-35, B9-18, B13-51) 18
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6.2. Booklet for Students with Special Educational Needs (Booklet
UH)

Booklet UH is an optional instrument, and is designed for use in schools where all
students have special education needs or are all primaryschool students, such that
the regular booklets would be considered inappropriate.

The bookletis composed of the PISAitems deemed most suitable for students with
special needs, and the testis designed to be onlyone hourin length. Itis not
permitted to mixthe regular PISAbooklets and Booklet UH within the same school.

A separate Test Administrator's Manual for Booklet UH will be sent to all countries
using this booklet on 17 January.

Countries that wish to use the Booklet UH must seek prior approval from ACER.

The allocation of the items to the Booklet UH is as shown in Exhibit 6-3 below.




Exhibit 6- 33 Allocation of items to the UH Booklet

SEQUENCE IN

CLUSTERBOOKLETSUNIT NAME UNIT ID ITEM ID NUMBER IN BOOKLET CLUSTER
UHPS UH Cinema Quting X601 X601Q01 (BUH-1) 1
UHPS UH Cinema Outing X601 X601Q02 (BUH-2) 2
UHPS UH Energy Needs X430 X430Q01 (BUH-3) 3
UHPS UH Energy Needs X430 X430Q02 (BUH-4) 4
UHPS UH Transit System X415 X415Q01 (BUH-5) 5
UHR UH Employment Application R219 R219Q01 (BUH-6) 1
UHR UH Employment Application R219 R219Q02 (BUH-7) 2
UHR UH Drugged Spiders R055 R055Q01 (BUH-8) 3
UHR UH Drugged Spiders RO055 R055Q02 (BUH-9) 4
UHR UH Drugged Spiders RO55 R0O55Q03 (BUH-10) 5
UHR UH Drugged Spiders R055 R055Q05 (BUH-11) 6
UHM UH Computer Game M800 M800Q01 (BUH-12) 1
UHM UH The Third Side M462 M462Q01 (BUH-13) 2
UHM UH Chair Lift M564 M564Q01 (BUH-14) 3
UHM UH Chair Lift M564 M564Q02 (BUH-15) 4
UHM UH Exchange Rate M413 M413Q01 (BUH-16) 5
UHM UH Exchange Rate M413 M413Q02 (BUH-17) 6
UHM UH Exchange Rate M413 M413Q03 (BUH-18) 7
UHS UH P2000 South Rainea S252 S252Q01 (BUH-19) 1
UHS UH P2000 South Rainea S252 S252Q02 (BUH-20) 2

Exhibit 6- 3 Allocation of items to the UH Booklet (continued)




CLUSTERBOOKLETSUNIT NAME UNITID ITEMID NUMBER IN BOOKLET SEQUENCE IN

CLUSTER
UHS UH P2000 South Rainea S252  S252Q03 (BUH-21) 3
UHS UH P2000 Research S133  S133Q01 (BUH-22) 4
UHS UH P2000 Research S133  S133Q03 (BUH-23) 5
UHS UH P2000 Research S133  S133Q04 (BUH-24) 6
UHS UH P2000 Earth's Temperature S269  S269Q01 (BUH-25) 7
UHS UH P2000 Spoons S256  S256Q01 (BUH-26) 8
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6.3. Formatting of Test Booklets

In formatting translated or adapted test booklets, itis essential for countries to follow
as far as possible the layoutin the English master instrument copies, including
allocation of items to pages. The consortiumrecognisesthatit often happens thata
translated documentis longer than the original, and this has been allowed for as far
as possible in the pagination of the master instruments. Changes mustbe avoided in
the page set-up of the test booklets — which would oblige the student, for example,
to turn a page to read the questions, whereas in the source version text and
guestions appear side byside. If necessary, use a slightlysmaller or bigger font than
the one in the original, if this enables you to keep the same page set-up as that of the
source version.
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6.4. The Questionnaire Instruments

The Questionnaire instruments include the School Questionnaire and the Student
Questionnaire (StQ) as well as two international options: the Educational Career
Questionnaire (EC) and the Information Communication Technology Questionnaire
(ICT). For the Main Study there is only one form of each instrument. If a country
chooses aninternational option it should be administered to ALL students and not
rotated.

Unless approval has been given by ACER to do otherwise, all items on the School
and Student Questionnaires should be included. If a country chooses the ICT
guestionnaire as an international option, ALL items should be included. Howeer,
NPMs may selectthose questions from the EC questionnaire that are suitable for
their national context.

6.4.1 International and national Options

Generally, international options maybe placed in the same booklet as the Student
Questionnaire. However, countries having additional national options, should
consider administering two separate booklets, one with StQ and another one for
international and national options. The reason for this is that limitations on the size of
the ACCESS database make it difficult to include international AND national options
in the same data entryform in KeyQuest as the Student Questionnaire. Having them
in a separate booklet will save in the double handling of booklets during data entry.

6.4.2 Assemblyof Questionnaire Material

Generally, the StQ module should always appear first in the booklet. The EC
guestions should be placed after the StQ, and the ICT module should follow the EC
module. Where more than one instrument appears in the same booklet (e.g. Student
Questionnaire, EC and ICT), the instrument should be divided into corresponding
sections. The items may be numbered sequentially within the booklet but the
numbers needto be recorded in the Questionnaire Adaptation Spreadsheet (column
7) and the variable names in KeyQuest should be left unchanged. National options
should generallybe placed atthe end of the questionnaire, i.e. countries with national
items would typicallyhave a second booklet with national options placed after the
international options. Any deviations of this order need to be approved by the
consortium

The EC and ICT modules maybe assembled as separate booklets if this is more
suitable for the administration procedures in your country. If you do this, please
adjustthe administration instructions in the TAManual accordingly, and ensure that
the main Student Questionnaire is administered before the EC and ICT modules. The
formatofthe questionnaire and the EC and ICT modules should follow as far as
possible the formatting of the source versions with which you have been provided.

6.4.3 Obtaining Approval

All modifications to the questionnaires, including proposed national options, must be
documented in the Questionnaire Adaptation Spreadsheet (QAS) provided
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separatelyand must be submitted for approval to ACER at pisa@acer.edu.au. The
timelines for submission and approval need to be included in the Preferred
Verification Schedule (PVS). Additional instructions about how to complete and
submit adaptations will be provided with the QAS.

After you have obtained approval of your national adaptations and formatted the
guestionnaires, theymust be sent to your verification co-ordinator (see Chapter 4:
Preparation of National Version(s) of Main Study Test Instruments and Survey
Material).

6.5. Print, Package and Ship PISA Materials

6.5.1 Overview

There are two primary concerns to be considered by NPMs in making plans for
printing, packaging and shipping PISA materials. These two concerns are:

e Thatthe testitems be secure at all times, and

e That the test booklet and questionnaire assigned to a particular
studentare the ones that the student uses in the testing session.
There is no one waythat materials should be printed and prepared for shipment and
distribution. In this section, we suggest several different ways to prepare materials,
recognising that each has advantages and disadvantages with regard to cost,
burden, and efficiency. NPMs should choose the way that works bestin their own
countries, considering how they intend to implement PISA within their own
educational systems.

In making this determination, NPMs will want to consider the following:

e Where will the assignment of materials to individual students take
place?

e From where will the materials be shipped and how secure is this
place?

¢ To where will the materials be shipped and how secure is this place?

o Will test administrators be National Centre staff or staff of the selected
schools?

¢ Will the Student Questionnaire usually be administered in the same
session as the testitems or in a separate session?

¢ Whichis the greater concern: the cost of materials or personnel costs
to assemble and label the printed materials?

¢ Are there anyconstraints arising from the marking or data processing
procedures that need to be considered?

The master-instrument copies show that each of the thirteen test booklets contains

four clusters, which are administered in two one-hour sessions. During each 1-hour

session, students proceed through the test booklet at their own pace. There is no

restriction on which part of the booklet students maywork during each session.
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6.5.2 Printing PISA Materials

It is stronglyrecommended that the cognitive material and questionnaires be printed
in separate booklets. This will avoid double handling of booklets, and subsequent
delays during data entry (as the questionnaires can be data-entered while the
cognitive material is being marked). If test material and questionnaires are printed
together, the possibility of students returning to the test material during the
guestionnaire session exists. To awoid this possibility, a mechanism for sealing the
cognitive section of the booklet at the end of the cognitive testing session should be
considered. Ifthis is not possible, thenas a minimum a specific instruction should
be added to your TA manual that the TA should monitor that students are not
returning to the cognitive section of the booklet during the questionnaire session.

If the cognitive material and questionnaires are printed separately, then care should
be taken to make sure that the students receive the correctlyidentified booklets so
that these can be matched without error for data entry.

If it is expected that the questionnaire will often be administered in a separate
session, then the test booklets and questionnaire should be printed separatelyto
help protect the security of the testitems.

6.5.3 Packaging and Shipping PISA Materials

Another decision that NPMs will need to make is how to package the assessment
materials in order to protect the security of the test items.

To further protectitem security, the test booklets for a school could be packaged in a
secure bundle — either sealed in plastic or some other form of packaging. If the
packaging is transparent and has notbeen wrapped too tightly, TAs will be able to
check easilyin advance if the correct number of booklets is in the package, without
openingit. Similarly, the booklets could be sealed in envelopes, one for each student
inthe assessment. The "best" approach for a country will depend on the factors
cited above.

When the student sample is selected in KeyQuest, booklet numbers will
automaticallybe assigned to students as KeyQuest generates the Student Tracking
Form. Referto Section 5.3 of this manual, and to the Data Entry Manual for further
details about the selection of the student sample using KeyQuest.

Three scenarios are described below as illustrative of acceptable approaches to
packaging and shipping the assessment materials. Anyquestions should be directed
to ACER.

CountryA plans to ship all assessment materials to the schools and to use school
staff (notteachers of the students in the assessment) to conduct the testing sessions.
The National Centre will print the test booklets and Student Questionnaire separately.
The National Centre plans to assign materials to students before packaging for
shipment to the schools. They will assign each student listed on the Student
Tracking Form a testbooklet and a Student Questionnaire, label these materials and
then seal themin envelopes also labelled with the students' names and identification
numbers.
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Country B also plans to ship materials directly to the schools but will use test
administrators who are employed bythe National Centre. Because of concerns
about when the administration of the questionnaires will take place, Country B
intends to print and package the test booklets and questionnaires in separately
boundbundles. The order of the booklets in each bundle will be pre-recorded on the
Student Tracking Form. To protect student confidentiality after the assessment has
been completed, Country B will provide envelopes labelled with the students' names
and identification numbers for students to put their assessment booklets into and seal
once the assessmentis over.

CountryC plans to use test administrators employed bythe National Centre and will
ship the materials to these test administrators. Since the Student Questionnaire will
be administered during the same session as the testitems, Country C will print
everything in one booklet. Bundles of 35 booklets will be sealed in plastic, so that the
number of booklets can be checked without opening the packages (the plastic
sealing will not be tight shrink-wrapping, to make counting easier). The test
administrators will open the bundle assigned to a school immediately prior to the
session and will label the booklets with the students’ names and ID numbers from the
Student Tracking Form, according to the assignment of booklets pre-recorded on the
Tracking Form by National Centre staff.

NOTE: If a school's package of assessment materials is being sent directly to the
school, you will need to inform the School Co-ordinator of this arrangement and
stressto him/her that the package mustbe kept secure atalltimes and must not be
opened until the test administrator arrives at the school on the day of the
assessment. Afax form forthe School Co-ordinator to send back to you to confirm
that the package has arrived should be provided with the School Co-ordinator
Manual.

Regardless of the approach to be used for packaging and shipping, for each session
to be conducted the following materials should be sent either to the test administrator
or to the school:

e Testbooklets and student questionnaires for the number of students
expected to be assessed

e Student Tracking Form

e 2 copies of the Session Report Form
e Packing Form

e Return shipment materials

e Additional materials, e.g. rulers and calculators, as decided for local
circumstances

e Additional School and Student Questionnaires. Abundle of extra
booklets (one of each of the booklet types)

6.6. Receipt of Materials back at the National Centre

NPMs will need to develop procedures for logging in completed test materials
returned either by TAs or direct from schools, or both. These procedures should be
developed before the testing begins, so that the Centre is well prepared to handle
returned materials as soon as theybegin to arrive.
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Procedures are expected to vary from country to country, but at a minimum it is
recommended that a database of schools be prepared and updated regularlyto
monitor shipping and receipt of materials to and from schools, and the progress of
materials through the various processing steps at the National Centre. The
information required for Sampling Form 12 would be a starting point for the database.

Steps to follow in preparing the booklets for marking are given in Chapter 7. ltis
recommended that the database of schools at the National Centre be used to keep a
record of actual tallies of booklets received from each school, to show the numbers of
tests and questionnaires completed and the numbers of booklets and questionnaires
received thatwere notused. If anytestbooklet cannot be accounted for, every effort
must be made to recover it.
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7. MARKING, DATA ENTRY AND SUBMISSION OF
MATERIALS

This section of the manual provides details on the PISA marking procedures,
including multiple marking and an ovenview of the data entryand questionnaire
coding. Complete information on coding Mathematics, Science, Problem Soling and
Reading is provided in the Marking Guides. Complete details on data entryand
management are included in the Data Entry Manual.

71. Overview of Marking® Requirements

The marking process includes different steps, which need to be implemented as
described below. NPMs need to:

a) Recruit markers (see section 7.2);

b) Process booklets as they are returned from schools and prepare for marking (see
section 7.3);

¢) Conduct training of markers and table leaders (see section 7.4); and

d) Single and Multiple mark booklets according to the international design (see sections
7.5-1.8).

7.2. Recruit Markers

NPMs will need to recruit people to carryoutthe marking and multiple marking of the
testbooklets. In some countries pools of experienced markers from other projects
may be ableto be called on. In others, suitable people will need to be found. It will
be an advantage if markers from the Field Trial, or from the previous cycle of PISA
can be used for the marking. All people who will mark the test booklets must undergo
the specific PISAtraining, regardless of whether theyhave had related experience on
other projects.

In recruiting markers, it will be important to obtain people who can commit their time
to the project for the duration of the marking.

Numbers of Markers Required

This chapter describes a marking design involving twenty four markers, made up of
sixteen markers across the three domains of Mathematics, Science and Problem
Solving and eight Reading markers. As explained in the chapter, this design could
be easilyadapted for separate markers for some domains. However, it should be
noted that at least four markers arerequired in any single domain. Because the
marking will take place over an estimated period of at least 6 weeks, it is
recommended that at least four back-up markers be trained and included in at least
some of the marking sessions.

® Note to NPMs: Please substitute the appropriate term for ‘'mark' (meaning 'to
evaluate studentwork and assign a "mark" for it) if this termis not used in this wayin
your country.
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Marker Qualifications

Markers do not need high-level academic qualifications, but they must have a good
understanding of mid-secondary level mathematics, science or <language of the
test>. Theymustalso understand secondarylevel students and ways that students
atthis level expressthemselves. Teachers on leave, recentlyretired teachers and
senior teacher trainees would all be potentially suitable markers. NPMs who are
uncertain about the suitability of people they may be able to recruit for marking
should discuss their situation with ACER.

Hours of marking per day

Marking responses to open-ended items is mentally demanding, requiring
concentration for long periods oftime. Itis recommended that markers work for no
more than 6 hours per dayon actual marking. If the dayis organised in two three-
hour sessions, atleast one short break should be taken during each session, with a
minimum of 30 minutes for lunch. Preferably, the lunch break will be a little longer, to
allow for some walking around.

Need for Table Leaders/Senior Markers

NPMs will need to designate persons with subject matter expertise, familiarity with
the tests and preferably also experience in marking student responses to open-
ended items, to act as ‘table leaders’ during the marking. Table leaders assist with
the overall organisation of the marking, field and resolve queries about the Marking
Guide and particular responses in relation to the Guide, and have an important role
to playin monitoring the quality of the marking. Tableleaders should also work as
members of the marker pool — they are part of, not in addition to, the specified
number of markers. Itis recommended to recruit four table leaders for the marking
exercise.

Marker Recruitment Kits

To assist NPMs with the process of selecting markers, the consortium will provide
materials that maybe used to screen applicants for marking positions. These Marker
Recruitment Kits are similarin nature to the Marking Guides, but are much briefer.
They are designed so that applicants who are considered to be potentially suitable
can be given a brief training session, after which they will mark some student
responses. Guidelines for assessing the results of this screening exercise will be
provided with the Marker Recruitment Kits.

Confidentiality Forms

The Marker Recruitment Kits contain examples from actual PISA assessments.
Before seeing or receiving any copies of PISA test materials, prospective markers
are required to sign a confidentialityform, obligating them not to disclose the content
of the PISAtests beyond the groups of markers and trainers with whom they are
working. Asample confidentialityform is provided in Appendix One of this manual.
NPMs should keep the signed confidentiality forms on file at their centre.
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Marker ID Numbers

NPMs mustassign a 3-digit ID number to each marker. The first digit of the assigned
ID indicates the domains that the marker is eligible to mark. The assignment of digits
to domains is as follows:

a. Mathematics, first digit = 1
b. Reading, first digit = 2
c. Science, first digit = 3

d. Maths/Science, first digit = 4

e. Problem Solving, first digit = 5

f.  Maths/Problem Solving, first digit = 6

g Maths/Science/Problem Solving, first digit = 7
h. Science/Problem Solving, first digit = 8§

Within each of these eight categories, the remaining two digits will usuallybegin at 01
and continue in sequence to reach the number of persons who will be undertaking
the marking. Thus, if 16 markers are used that mark the items from all of the
Mathematics, Science and Problem Solving domains, their ID numbers would go
from 701 to 716.

The marker IDmust be recorded for the multiple marked booklets. Marker IDs
are nota requirement for the single marking, butitis stronglyrecommended that
these be recorded by booklet on the batch header sheets, to help keep track of
booklets during the single marking.

7.3. Processing booklets and preparing for marking

Process Booklets

Booklets should be logged in rigorously as they are returned by the Test
Administrators or as they arrive directly from schools. All booklets and
guestionnaires should be accounted for against the Student Tracking Form, and all
codes for present/absent should be checked for validityagainst the booklet returns. If
anytestbookletis missing from a school’s returned package, itis essential that every
effort be made to retrieve itimmediately.

Checkthatall returned booklets and questionnaires are adequatelyidentified. (If
they are not, you will need to call on the Test Administrator to go back to the school
to work with the School Co-ordinator to ascertain the ID numbers of the
respondents.) The School Questionnaire and the Student Questionnaires if these
are not printed in the same booklets as the tests, should then be set aside for
separate handling.

72




143.

144.

145.

146.

147.

148.

149.

150.

File the Student Tracking Forms carefullyin School ID order in one or more ring
binders especially for that purpose. If ID numbers have not been assigned with
schools in alphabetical order by name, prepare an index of school nhame against
school ID to keep with the binders. These binders will need to be kept handy for
easy consultation.

Sort booklets bybooklet number, maintaining School ID order in the sets of Booklet
1, Booklet 2, and so on.

Setting aside Booklets for Multiple Marking

Countries arerequiredto set aside 100 of each booklet type for multiple marking.
NPMs should endeavour to select a representative sample of schoolsin the selection
of booklets for multiple marking.

The main principle in setting aside the booklets for multiple marking is that the
selection needs to ensure a wide spread of schools and students. Ideally, all schools
will have returned the completed booklets before the selection takes place. In
practice, it will probably be preferable to begin the marking before all completed
booklets have reached the National Centre. Itis suggested that no marking begin
until at least half of the booklets have been returned.

Most countries will be expecting around 400 of each booklet for marking (5250 /13
booklets ~ 400 students per booklet). This means that about one in four of booklets
1-6, 8, 10 and 12 should be set aside for multiple marking.” If more than 5250
booklets are expected, divide the expected sample size by 13 to obtain the expected
number of each booklet to determine what proportion should be set aside.

Under this scenario, with each booklet in order by school ID, simplyremove every
fourth booklet and set it aside for multiple marking. If this process ends up with a few
less than 100 booklets, randomly select some more booklets from the main pile to
make up t0100. If you end up with a few more than 100, randomlyremove the excess
number of booklets from the pile set aside for multiple marking and return to the main
booklet pile. This should ensure that the booklets for multiple marking cover the
range of school IDs in your sample.

If the marking is being undertaken at your centre in two main sequences — for
example, after half of the schools have returned their booklets and then after all
booklets have beenreceived — please remember that booklets for multiple marking
mustbe selected from the full range of schools. The ratio used for selecting the
booklets fromthe schoolsincluded in the first main marking sequence must be based
on the total number of booklets you expect to receive. Once you know the actual
number of booklets received, the ratio used for selecting the booklets from the
schools included in the second main marking sequence can be adjusted so that
overall you set aside the correct numbers of booklets.

The range of school IDs of the booklets set aside for multiple marking will be reported
as one of the quality checks when analysing the marker reliability data.

" Multiple marking this subset of booklets will ensure that allitems are included in the
reliability study.
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Facilitate Tracking of Booklets

Have a supplyofbatch headers® readilyavailable. These batch headers should be
pre-printed with spaces for the following to be recorded: Booklet number (e.g.
Booklet 4); School Subset number (refer to Section 7.6); the number of booklets and
the school IDs represented in the pile, and spaces for each makerto write his or her
name, ID number and the date and time marked. If the information has not already
been entered, the first marker who takes a pile of booklets should fillin the number of
booklets and the school IDs represented in the pile on the header sheet. The
completed header sheet should be kept with the pile of booklets throughout the
marking. When the booklets in the pile have all been marked, the marker should
initial the header sheet to indicate this, and record the date when finished.

The batch header sheets will also be used to keep a record of the quality monitoring
activities undertaken.

74. Training of markers and table leaders

Training and marking sequence

The recommended sequence of tasks for both training of markers and marking of
student responses is outlined in this section. Within each domain, it is a
requirement that all recruited markers mark every cluster. With this scheme,
training can be undertaken one booklet or cluster at a time within a domain.
Generally, because markers will work at different rates but will need to be trained
together, itwillbe more efficient to train at the booklet or cluster level, not by unit.
The activities of training followed by marking alternate continuously (booklet-by-
booklet, cluster-by-cluster or a combination of the two) throughout the marking
operation.

The student responses must be marked item by item. Thatis, ltem Xis marked
in all booklets in the pile provided to each marker before the next item requiring
markingis considered. For this purpose, items that have closelyrelated parts may
have all parts marked per studentin the same ‘pass’ through the booklets.

Prior Preparation

In preparation for the marking, it is recommended that all persons who are to be
trained as markers be asked to respond to all the testitems in the domain(s) theywill
be marking. This helps them to become familiar with the content of the stimulus
materials as well as the items themselves. Italso helps themto appreciate problems
that students might have in responding to some of the items.

Prior to the training sessions, the appointed markers should be provided with the
Marking Guides and requested to read through these in advance of the sessions.
Given thatthe training and marking will proceed bybooklet, this advance reading can
be done in stages.

8 A batch header is simplya cover sheet with space for markers to record the details
listed.
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The Workshop materials should be used by NPMs as the basis for training the
markers in their own country. These materials should be supplemented by local
examples of actual student responses, as described below.

Selection of local examples for training

NPMs will need to select some examples of responses from their own country to use
as part of the marker training and quality monitoring. Please select up to 25
examples of each item, to illustrate a range of types of responses according to the
Marking Guide. Tryto have one ortwo examples of responses for each code in the
Marking Guide for thatitem. However, there is no need to search for a long time for
responses that occur rarely. For very straightforward items, fewer examples will
suffice.

The examples should then be placed into cluster sets, that is, all of Cluster 1
examples together, and so on, and sufficient copies made for each marker to have
his or herownsets. These sets are to be used as practice material following the
training with the materials provided bythe consortium in the workshop booklets.

Beginning the Training Session

To beginthe training session, itis recommended that NPMs provide an overview of
the PISA project, the approach to assessment taken in the PISA frameworks and the
extent of the sample in their country. It will also be useful to summarise the amount
and nature of the test content, especially since the markers will have themselves
recently completed the tests.

Trainee markers should be informed of the expectation that theywill be able to apply
the Marking Guides with a high level of reliability. The role of table leaders should be
explained, and it should be made clear to the trainees that reliability checks will be
made as part of the marking process.

During training, markers will be provided with several sample responses for each
item requiring marking. Using the Marking Guides, trainees will mark the sample
responses and the trainers will then review the marks assigned in an open discussion
with the whole group of trainees. Trainees mayask questions during this process,
the aim of which will be to achieve consensus on the mark that should be assigned to
each response.

Training for Table Leaders

Table leaders will need to be thoroughly familiar with both the testitems and the
Marking Guide ahead of the main training. Table leaders will undertake the full
marker training as trainees and will take part in the marking along with other
members of their marker group (those who are assigned to their table). However,
they will spend some of their time in checking marks assigned by members of their
group, andin clarifying queries, documenting these if necessary for referral to the
consortium.

The table leaders will need to undergo additional training in the procedures required

ofthem for reliability monitoring. Theywill need to be familiar with the additional
practice materials and understand the pre-assigned marks for these exercises.
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Monitoring marker consistency during marking

It is important for NPMs to know that markers are using the Marking Guides
consistently at all stages of the marking. The steps described in this section
represent the minimum level of monitoring activities required. Countries wishing to
implement more extensive monitoring procedures during the single marking are
encouraged to do so.

Quality Monitoring as part of single marking

Table leaders have a key role to playin the qualitymonitoring of the single marking.
Steps theywill need to undertake are:

a) Supervision and assessment of additional practice before each booklet is marked,
with all markers for a domain using the same examples; and

b) Regular ‘spot’ checking, with follow-up.

Additional practice with local examples

Immediately following training, markers should undertake additional practice with the
standard sets of locallyassembled materials. Each of these practice sessions should
be run as a formal exercise.

During this exercise the markers should work without asking questions or consulting
other markers. Theyshould write their Marker ID on the front of their practice setand
should show the marks theyassign bycircling the code alongside each item, as they
would do if marking the items in actual student booklets.

When the markers have completed this additional practice exercise, the trainers
should review the marks assigned and conduct further discussion as necessaryto
ensure thatthe markers understand the rationale for the correct marks (those agreed
by the trainers and table leaders). However, markers should not at this stage change
the marks theyactuallyassigned. Thereview can be done byitem or by unit. This
step must be completed before actual marking of the Main Studybooklets is begun.

Monitoring the practice marking

The NPM, assisted bytable leaders, should collect the practice papers after each of
the practice sessions and, as soon as possible, tabulate the marks assigned. The
marks assigned by each marker should then be compared with the pre-agreed
marks, with each matching mark regarded as a ‘hit’ and each discrepant mark
regarded as a ‘miss’. To reflect an adequate standard of reliability, the percentage of
amarker’s ‘hits’ to the total of ‘hits plus misses’ for an exercise should be at least
85%, and preferablyrather higher than that. In the case of Mathematics, Problem
Solving and Science, questions where two-digit codes are prescribed, this reliability
should be assessed on the first digit.

If results from this additional practice exercise indicate that the markers as a group

are notyetachieving this level of reliability, then additional practice will need to be
undertaken before the actual marking proceeds. Anyactual marking that may have
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been done before the results of the practice become available will need to be
reviewed.

If results fromthe additional practice exercise indicate that one or two markers are
having trouble in some areas, the trainers or table leaders will need to spend time
with them to identify where the problems lie and to help them achieve a better
understanding of the Marking Guide.

If results from the additional practice exercises show that the same one or two
markers are consistentlyunable to use the Marking Guide with sufficient reliability,
then these markers should not be used for further marking. Any marking of actual
booklets that they have already done will need to be reviewed.

Checking by table leaders of actual marking

During the actual marking of booklets, it will be preferable for markers to work quietly,
referring queries to their table leader rather than to their neighbours. Table leaders
should be prepared to advise markers in their group as the need arises, either
individually or as a group if a particular query justifies this.

In addition, table leaders should spend some time during each session and at the
end of each day‘spot’ checking a sample of booklets oritems that have alreadybeen
marked, to identify problems for discussion with individual markers or with the wider
group, as appropriate. All booklets that have not been set aside for multiple marking
are candidates for this spot-checking. If there were indications from the practice
session(s) that a particular marker might be experiencing problems in using the
Marking Guide consistently, then more of that marker’s booklets should be included
in the checking.

At the beginning of the nextday's marking, table leaders should review the results of
the spot checking with the markers. This activity should primarilybe seen as a
mentoring activity, but NPMs should keep in contact with table leaders to be aware of
markers who are consistentlynot meeting criteria of adequate reliability. It will notbe
in the bestinterests of PISAas a whole or of the individual country's results if such
markers are allowed to remain in the marker pool.

When to Consult Table Leaders

After the initial training, practice and review—when coding issues are expected to be
discussed openlyuntil consensus is reached—it will be preferable for markers to
work quietly, referring queries to their table leader rather than to their neighbours.
The table leader may wish to share a particular query with the rest of the group.

Markers should not consult other markers or the table leaders during either the
additional practice exercises or the multiple marking.

Marker query service

A marker querysenvice is available for the situation where questions arise about
marking particular items that cannot be resolved bythe table leader. Table leaders
should refer any such enquiries to the NPM, who should then direct the queryto
pisa@acer.edu.au.
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Record keeping

Table leaders should initial and date the header sheet of each batch of booklets for
which theyhave carried out spot-checking. Some items/booklets from each batch
must be checked. Table leaders should keep a logbook of how manyitems of each
marker’'s work they have checked, and the extent of hits and misses they have
located in the marks assigned. NPMs should review this record regularly with the

table leaders.

75. Single and Multiple marking of booklets

In the Main Studytests there are five types of items, which are shown in Exhibit 7-1
with their marking requirements for the study.

Exhibit 7-1. PISA Item Types and Marking Requirements

Iltem type

Nature of item

Marking needed

multiple choice

Standard ‘choose one'from a set
of given answers

None (response entered directly
into computer)

complex multiple choice

Series of true/false or yes/no
choices—one answer to be
chosen for each element in the
series

None (responses entered directly
into computer)

closed constructed

response

Short verbal or numerical
response, correct answer clear-cut

None for some items (responses
directly entered into computer);
One marker for some items (to
assign a right/

wrong code for data entry)

shortresponse

Short werbal or numerical
response, buta varietyof possible
correct answers

One marker, to assign codes with
reference to the Marking Guide.
A sub-sample of booklets multiple
marked.

open constructed
(extended) response

Longer werbal response, (e.g.
'explain  your answer) or
requirement to show work in
solving mathematics, problem
solving or science problem

One marker, to assign codes with
reference to the Marking Guide
A sub-sample of booklets multiple
marked.

Multiple markers will be used for the short response and open constructed response
items in a sub-sample of the booklets in each country. Multiple marking (which
means being marked independently by four separate markers) of short response and
open constructed response items will be undertaken in the first two clusters of a
sample of 100 of each the booklets one to six, eight, ten and twelve.

e Every country will be required to set aside a sample of 900 booklets for
multiple marking (100 of each of Booklets 1 to 6, 8, 10 and 12), regardless of
the country's total sample size;

e Multiple marking of the optional UH Booklet (if used) is not required. (Refer to
Chapter 6 for information about this booklet);
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e The multiple marking will be done at the end of the marking period, after
markers have had the chance to become familiar with and confident in using
the Marking Guides.

How marks are assigned during single and multiple marking

On the right hand side of each testitem that requires coding by a marker, there is a
string of small code numbers. For single marking, the mark assigned should be
indicated directlyin the booklet bycircling the appropriate code number alongside the
item. Ifamarkhas to be changed, the first mark should be fully erased or clearly
indicated as no longer applying. Note that the “Not Applicable” code is notincluded in
the string of small code numbers.

The multiple marking differs significantlyfrom the single marking in that the marks
assigned by the first three markers should not be shown in the booklets
themselves. These markers will need to use the special purpose marking record
sheets provided in Appendix Two of this manual.

The multiple marking record sheets are designed so that all the marks per student
per bookletwillbe recorded onthe same sheet. Markers will show the marks they
assign bycircling a pre-printed code number for each item.

Separate multiple marking record sheets are provided to cater both for the situation
where markers mark in a single domain only, as well as for the situation where
markers mark across differentdomains. Use the record sheet appropriate to your
marking arrangement.

Itis essential thatthe ID of the student whose bookletis being marked be written
onto the student’s multiple marking record sheet, together with the marker’s ID
number and the marks (codes) assigned.

Multiple marking — general principles

In the multiple marking process, each booklet is marked by four separate markers,
according to the design described in Section 7.7.

Countries will be required to set aside 100 each of booklets one to six, eight, ten and
twelve for multiple marking. NPMs should endeavour to select a representative
sample of schools in the selection of booklets for multiple marking, although a formal
random sampling procedure is not required. Asuggested selection procedure is
given in paragraphs 18-23 of this chapter.

The multiple marking should be carried out after the single marking of all the booklets
not selected for multiple marking has been completed. Markers should be thoroughly
familiar with the Marking Guides by this time. Theywill have marked items from
every clusterin the design. However, theymayhave mostrecently marked different
clusters to those allocated to them for multiple marking. For this reason, markers
should re-read the relevant Marking Guide for the clusters they will be multiple
marking before beginning the marking. Itis recommended that time be provided for
markers to refresh their familiaritywith the Guides and to look again at the additional
practice material before proceeding with the multiple marking. This time will be spent
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to bestadvantage if the clusters in the bookletto be marked next are reviewed as a
set, then those in the next booklet to be marked, and so on.

The multiple marking is to be done independently of other markers or the table
leader. Markers should not consult each other about the Marking Guides
during the multiple marking exercise.

The fourth marker in the multiple marking process first ‘fourth-marks’ the short
response and open constructed response items from the first two clusters of the
booklet (as per the first 3 markers, except that the fourth marks are recorded in the
booklet, noton separate sheets.) Then the same marker single marks any ‘short
constructed response’ items from the first two clusters. (These are items that require
a marker to assign a right/wrong code, but do not require any marker judgement, and
therefore do not require multiple marking). Following this, the same marker single
marks all of the items requiring marking from the third and fourth clusters from the
booklet. These steps are described in more detail below. All of these marks from the
fourth marker are recorded in the booklet.

The fourth marker must also record his or her marker ID on the front cover of the
booklet. This should be indicated in the ‘Office use only boxes below the student
details boxon the cover page. Aboxis provided for each domain. In the case where
a marker marks across more than one domain, the marker should record his or her
ID in the box of each domain marked.

Multiple marking in countries with more than one language

If multiple languages are used in a country then NPMs will be required to include
booklets from each language in the multiple marking study. NPMs from such
countries should contact the consortium to discuss the details of the booklet selection
for their multiple marking.

7.6. Single Marking Design

Introduction

It is expected that countries will follow the marking design as described below. NPMs
who need to implement another design should submit their proposal to the
Consortium for approval.

The marking design described below involves two stages. The first stage inwolves
the single marking of all of the clusters from the Booklets NOT selected for multiple
marking.

The second stage inwlves the multiple marking of the first two clusters of the
booklets selected for multiple marking. At the end of the multiple marking phase for

each Booklet type, the fourth marker will then single mark the remainder of that
Booklet.

Stage One: Single Marking of Booklets Not Selected for Multiple Marking

The preferred arrangement for the single marking is bycluster. This will necessitate
more handling of piles of booklets than if the marking were done by booklet, but has
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the advantage that several markers will markindividual students’ responses, thus
minimising effects of marker leniency or harshness for any particular student.

Marking of all itemsin a cluster should be completed before proceeding to the next
cluster. Because each cluster occurs in four different booklets each of these four
booklets will usuallybe handled before marking of the next clusterbegins. By way of
example, Mathematics Cluster 1 (M1) occurs in Booklets 1, 5, 11 and 13. This
clusterin these four booklets will therefore be marked before anymarking of items in
Cluster 2 (M2) is undertaken. Further, since markingis to be done item byitem, an
item will be marked across four booklets before marking of the next item is begun.

Note, however, thatitis permissible to undertake two main sequences of marking
throughthe clusters, in order to begin the marking before all booklets have been
returned to the National Centre.

As the booklets will be sorted by school and student ID, a marker of maths, science
and problem solving will have to mark a cluster within a booklet from 8 or 9 schools
(150 + 16 = 9). Exhibit 7-2 shows howbooklets should be assigned to markers for
the single marking of maths, science and problem solving. A step-by-step
explanation of the information in this table is presented below it.

Letus suppose that School ID ranges from 1 to 150. According to this design, Marker
1 (701 in Exhibit 7-2) willmark all of Cluster 1 in subset 1 (schools 1 to 9), Marker 2
(702 in Exhibit 7-2) will mark all of Cluster 1 in subset 2 (schools 10to 18) and so on.
For Cluster 2, Marker 701 will mark all from subset 2 (schools 10 to 18) and Marker
702 will mark all from subset 3 (schools 19 to 27). Subset1 of Cluster 2 (schools 1
to 9) will be marked by Marker 716.
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Exhibit 7-2. Allocation of the Booklets for Single Marking by Cluster

School Subsets
Cluster Booklets 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
Ml 1,5,11,13 701 702 703 704 705 706 707 708 709 710 711 712 713 714 715 716
M2 1,2,6,12 716 701 702 703 704 705 706 707 708 709 710 711 712 713 714 715
M3 237,13 715 716 701 702 703 704 705 706 707 708 709 710 711 712 713 714
M4 1348 714 715 716 701 702 703 704 705 706 707 708 709 710 711 712 713
M5 2459 713 714 715 716 701 702 703 704 705 706 707 708 709 710 711 712
M6 3,5,6,10 712 713 714 715 716 701 702 703 704 705 706 707 708 709 710 711
M7 4,6,7,11 711 712 713 714 715 716 701 702 703 704 705 706 707 708 709 710
St 578,12 710 711 712 713 714 715 716 701 702 703 704 705 706 707 708 709
S2 6,8,9,13 709 710 711 712 713 714 715 716 701 702 703 704 705 706 707 708
PS1 39,11,12 708 709 710 711 712 713 714 715 716 701 702 703 704 705 706 707
PS2 4,10,12,13 707 708 709 710 711 712 713 714 715 716 701 702 703 704 705 706
203. Implementing this design involves the following steps (assuming an achieved sample

204.

of about 150 schools and 16 markers)®:

After the booklets for multiple marking have been set aside, divide the
remaining booklets into school subsets as above (subset 1: schools 1 to 9;
subset 2: schools 10 to 18, and so on, to achieve 16 subsets of schools).
Assuming the marking is beginning with M1:

Marker 701 will take Booklets 1, 5, 11 and 13 for School Subset 1;

Marker 702 will take Booklets 1, 5, 11 and 13 for School Subset 2; through to

Marker 716 taking Booklets 1, 5,11 and 13 for School Subset 16.

Markers then mark all of the first M1 item requiring marking in the booklets that
theyhave, thatis, in Booklet 1, then in Booklet 5, then in Booklet 11, then in
Booklet 13.

Next, the second M1 item is marked in all of the four booklet types, followed by
the third M1 item, and so on until all of the M1 items have been marked.
For M2, following the row of the table in Exhibit 7-2 corresponding to ‘M2’ in
the left-most column, each marker will be allocated a different subset of
schools than the subset he or she had for M1. Marker 716 will mark the
booklets from School Subset 1, Marker 701 will mark the booklets from School
Subset 2, and so on. Again, marking will proceed item byitem within the
cluster.

As aresultof this procedure, nine different markers for mathematics, science and
problem solving will process the booklets from each subset of schools, and another
marker for reading and each student’'s booklet will be marked by four different
markers.

® Countries with more or fewer than 150 schools or a different number of markers
must adjust the size of the school subsets accordingly.
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Assuming a total sample size of 5250 students, the expected number of each booklet
type is about 400. Once the booklets for multiple marking are set aside, that will
leave around 300 of each of Booklets 1-6, 8,10and 12, and 400 of each of Booklets
7,9,11 and 13 to single mark at this stage. Implementing the design in Exhibit 7-2
means that at each stage (each cell within the table) each marker will have about 90
books to mark. Forexample, Cluster M1 appears in Booklets 1,5,11 and 13. Itis
expected thatthere willbe about 300 + 300 + 400 + 400 = 1400 of these booklets to
single mark. These are divided into 16 subsets, with each marker receiving about
1400/ 16 = 90 books.

Note thatitis not necessaryto mark each cluster in the row order shown in Exhibit 7-
2. While itis desirable to mark the clusters from each domain together, (eg Maths,
then Science, then Problem Solving), the order thatthe maths clusters for example
are marked is arbitrary. Laterin this chapter an order for marking is suggested to
help minimise delays caused bythe markers of different domains requiring the same
booklets.

Countries using optional Booklet UH (refer to Chapter 6 for information about this
booklet) will probably prefer to process this separately from the cycle(s) of the
remaining booklets. There willbe smaller numbers of students using this booklet
than the other booklets, and onlysmall numbers of items require marking. Further,
the items are notarrangedin clusters. Markers may need to be reminded that the
marking criteria for the Booklet UH should be appliedin the same wayas theyare for
the main cycle marking.

Single Marking of Reading

Both the training and marking processes will be similar for reading to those described
above for mathematics/science/problem solving.

With eight reading markers the booklets should be assigned to markers according to
Exhibit 7-3. Here, the 16 subsets of schools created for the maths/science/problem
solving marking, are putinto 8 pairings because the schools will be shared among 8
markers, not 16. Assuming thatthe reading marking is occurring simultaneously with
the maths/science/problem solving marking, each of the school subsets should be
keptintact with its header sheets so that they each pairing of subsets can later be
returned to a single subset.

Exhibit 7-3. Allocation of the Booklets for Single Marking of Reading

School subsets

Cluster Booklets 1-2 3-4 5-6 7-8 9-10 11-12 13-14 15-16

R1 1,7 201 202 203 204 205 206 207 208

R1 9,10 203 204 205 206 207 208 201 202

R2 28 205 206 207 208 201 202 203 204

R2 10,11 207 208 201 202 203 204 205 206

Note that the marking of each of the two reading clusters is done in two stages. This
is done for a number of reasons:
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¢ To make each pile of books more manageable for the marker. For example,
cluster R1 appears in Booklets 1, 7,9 and 10, with an expected total of about
300+300+300+400 = 1300 booklets to single mark. Dividing these among 8
markers means each marker having a pile of around 160 booklets at a time.
Dividing the marking of R1 into two stages means that markers are handling
about half that number, which is more manageable (and is similar in size to the
number of booklets each maths/science/problem solving marker is marking at
atime).

e So that markers mark across the range of school subsets.

e Mostimportantly, it will assistin minimising anydelays in the scheduling of the
marking due to maths/science/problem solving markers and reading markers
wanting to mark the same booklet. A suggested scheduleis provided later in
the chapter (Exhibit 7-4) aimed at minimising such delays.

Scheduling the marking of different domains

Exhibit 7-4 below shows a suggested order of marking for the clusters of each
domain, aimed at minimising delays caused by markers from different domains
requiring the same booklet. Exhibit 7-4 is a combination of Exhibits 7-2 and 7-3
presented earlier. Some of the rows have changed order, but the information within
each row (cluster, booklets, marker IDs) is exactlythe same as shown in the previous
exhibits.

While the number of booklets each marker hasis aboutthe same for reading as for
maths/science/problem solving (around 80-90), the order below assumes that the
marking of each stage of the reading cluster marking will take about the same time
as ittakes for two mathematics clusters to be marked. In practice this is likely to vary
from cluster to cluster, and from countryto country. The design aims to minimise
periods of time where one group of markers is waiting for another group of markers
to finish with particular booklets, but it should be expected that such periods will
occur during the marking.

With this design, the maths/science/problem solving markers can be marking clusters
M1 and M2 from Booklets 1,5,11,13, followed by 1,2,6 and 12, while the reading
markers can be marking R1 from Booklets 9 and 10. Atthe next step, the reading
markers can be continuing the marking of R1 now from Booklets 1 and 7, while the
maths/science/problem solving markers are working with Booklets 2,4,5,9 followed
by 3,5,6 and 10. The processis repeated for the remaining clusters to be marked.
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Exhibit 7-4. Proposed schedule for marking Reading at the same time as Mathematics /Science /Problem Solving

MATHS, SCIENCE AND PROBLEM SOLVING CLUSTERS

READING CLUSTERS

School Subsets School Subsets
Cluster BooKlets 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 Cluster | BooKets | 1-2 3-4 5-6 7-8 9-10 11-12 13-14 15-16
M1 1,511,103 | 701(| 702 | 703 | 704 | 705 [ 706 | 707 [ 708 [ 709 | 710 | 711 | 712 | 713 | 714 | 715 | 716 R1 9,10 203 | 204 | 205 | 206 | 207 | 208 201 202 Comment [A1]: Page: 15
Suggest marker Idshereeg 701,702 etc. M1 used to
M2 1,2,6,12 716 | 701 | 702 | 703 704 | 705 [ 706 [ 707 [ 708 [ 709 [ 710 | 711 [ 712 [ 713 | 714 [ 715 mean ‘marker 1° and ‘maths cluster 1°
M5 2,459 713 | 714 | 715 | 716 | 701 | 702 [ 703 | 704 | 705 | 706 | 707 | 708 | 709 | 710 | 711 | 712 R1 1,7 201 202 203 204 205 206 207 208
M6 3,5,6,10 712 | 713 | 714 | 715 | 716 | 701 | 702 | 703 | 704 | 705 | 706 | 707 | 708 | 709 | 710 | 711
M3 2,3,7,13 715 716 | 701 702 703 | 704 | 705 706 | 707 | 708 709 | 710 | 711 712 | 713 714 R2 10,11 207 208 201 202 203 204 205 206
M4 1348 714 715 | 716 | 701 702 | 703 704 705 | 706 | 707 708 709 | 710 711 712 | 713
M7 4,6,7,11 711 712 | 713 | 714 [ 715 [ 716 | 701 702 | 703 [ 704 [ 705 [ 706 [ 707 [ 708 | 709 [ 710 R2 2.8 205 206 207 208 201 202 203 204
PS1 39,11,12 708 | 709 | 710 | 711 712 | 713 | 714 [ 715 [ 716 | 701 702 | 703 [ 704 [ 705 [ 706 [ 707
PS2 4,10,12,13 707 | 708 | 709 | 710 | 711 712 | 713 | 714 | 715 | 716 | 701 702 | 703 | 704 | 705 [ 706
S1 5,7,8,12 710 | 711 | 712 | 713 714 | 715 | 716 | 701 | 702 [ 703 [ 704 | 705 [ 706 [ 707 | 708 [ 709
S2 6,8,9,13 709 710 | 711 712 713 714 | 715 716 | 701 702 703 704 | 705 706 | 707 | 708
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7.7. Multiple marking of booklets set aside for Reliability Study

Mathematics, Science and Problem Solving

The multiple marking design  specified here  assumes 16
mathematics/science/problem solving markers, with ID numbers 701 to 716. Itis
important that the design be followed exactlyas specified, as the design provides for
balanced links between clusters and markers.

The design involves two main steps, with the booklets divided into two sets. BooKets
1to 4 make up one set, and Booklets 5, 6, 8 and 12 are the second set. The four
markings of each booklet should be carried out by the allocation of booklets to
markers shown in Exhibit 7-5. Athird step involves the single marking of the last two
clusters from the 100 Book 10s that were set aside for the multiple marking of
reading.

Exhibit 7-5. Allocation of Booklets to Markers for Multiple Marking of
Mathematics, Science and Problem Solving

Step | Booklet Marker IDs Clusters for Clusters for
multiple single marking
marking

1 1 701, 702, 703, 704 M1.M2 M4
2 705, 706, 707, 708 |V|2:M3 M5
3 709, 710, 711, 712 M3 M4 M6,PS1
4 713, 714, 715, 716 |V|4,|\/|5 |V|7,P32
2 5 703, 704, 705, 706 M5,M6 S1,M1
6 707, 708, 709, 710 M6,M7 S2,M2
8 711, 712, 713, 714 S1,52 M4
12 715, 716, 701, 702 PS1,PS2 M2,51
3 10 Unspecified PS2, M6

In this scenario, with all 16 markers working, the Booklets 1 to 4 are marked at the
sametime, each bya combination of four markers. The 100 Booklet 1s, for example,
should be divided into four bundles, and these bundles rotated among markers 701,
702,703 and 704, so that each of these markers will eventually have marked all 100
ofthis booklet. Similarly, the Booklet 2s are distributed and marked by markers 705,
706, 707 and 708, and so on.

The marking of items during the multiple marking process proceeds item-by-item, in
the same manner as described above for the single marking stage.

For the first three times a bundle of booklets is marked, the marks should be circled
on the separate multiple marking sheets, provided in Appendix Two of this manual.
For the fourth marker, the marks should be circled in the booklets as was done for
the single marking. Also the fourth marker should mark any ‘closed constructed
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response’ items (that did not require marker judgement, but did require a right/wrong
coding by a marker) from the first two clusters at this stage.

After markers finish the fourth-marking of the first two clusters of a pile of booklets,
they then single mark any remaining mathematics, science or problem solving
clusters from each of the booklets in their pile.

Forexample, instep 1, each of the markers 701-704 receives a pile of 25 Booklet 1s.
These are rotated between four markers, until all four markers have marked all 100
Booklet 1s. With the pile of booklets each marker has just finished fourth-marking,
that same marker then:

¢ Single marks anyremaining items needing marking fromthe first two clusters
e Single marks M4, the third cluster of Booklet 1.

All of the marks at this fourth rotation are made in the booklets. Finally, the fourth
marker must write his or her marker ID on the front page of the booklet, below the
student details box.

Markers 705-708 follow the same process in the marking of Booklet 2, 709-712 in
marking Booklet 3 and 713-716 in marking Booklet 4.

After Booklet 4 has been put through the multiple marking, the markers should re-
group into the combination specified in the table above and follow the same process
in the marking of Booklets 5,6, 8 and 12. Thatis, markers 703, 704, 705 and 706
mark Booklet 5, and markers 707, 708, 701 and 702 mark Booklet 6 and so on.

Finally, the lasttwo clusters of the Booklet 10s that were set aside for the multiple
marking of the two reading clusters that appear in the first half of this booklet, need to
be single marked. Schedule this before or after the reading multiple marking, and
use available markers as suits the circumstances. The marks should of course be
recorded directly into the booklets.

As there are unequal numbers of items requiring multiple marking in the various
booklets, and as some booklets have a reading cluster in addition to the clusters of
maths, science and problem solving, itis likelythat some marker groups will need to
take longer breaks than others. Itwill be veryimportant to have a person designated
to supenvise the flow of booklets through the multiple marking processes.

Reading

Itis assumed that there will be four markers used for the multiple marking of reading.
Assuming eight markers were employed for single marking, a random selection of
four of these eight markers should be made to complete the multiple marking
exercise. (This random selection can be made prior to the start of the single marking
so that markers are aware of this extra commitment following the single marking.)
The markers retained for the multiple marking activity should continue to use the
same marker ID used during the single marking.

Booklet 10 contains all of the reading material that needs to be multiple marked. The

100 booklet 10’s should be broken into four piles of approximately 25 and rotated
around the four markers.
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The multiple marking of the first two clusters of Booklet 10 proceeds in the same
manner as described about for the multiple marking of the other domains. Following
the multiple marking of the items requiring judgement, the fourth marker marks any
‘non marker-judgement’ remaining fromthese clusters. Once the reading clusters
from all 100 booklets have been marked by all four markers, the second half of the
bookletneedsto be single marked by markers of the maths and problem solving
domains. This is described as ‘Step 3’ of Exhibit 7-54.

7.8. Separate markers for individual domains

Countries that recruit separate markers for Mathematics, Science, and/or Problem
Solving should follow the same principles as illustrated in the designs above. For
advice on how to do this NPMs should contact ACER with details of the number of
markers that they are using for each domain.

REMINDER: NPMs who are unable to recruit or employ the recommended numbers of
markers should consult ACER for advice on alternative designs for the single and

multip le marking.

79. Booklets for Cross-National Marking

Cross-national comparabilityin the assignment of marks will be explored in the Main
Study both through statistical methods and through the additional marking of subsets
of booklets submitted for this purpose by countries. This marking will be carried out
by the consortium after national data have been entered and cleaned. Specifications
forthe number of booklets to be submitted for this exercise will be provided to NPMs
later in 2003.

7.10. Data entry

Code Questionnaires

In their national options, countries may need to pre-code some responses before
data from the questionnaire are entered into the software.

The main coding required for the Student Questionnaire internationallyis for mothers
and father's occupation and student occupation expectation. In most countries there
is more than one waythat this can be achieved. NPMs may use a national coding
scheme with more than one hundred occupational title categories, provided that this
national classification can be recoded (see below), or theymayuse four-digit ISCO88
(International Standard Classification of Occupations, 1988 Edition) codes. Itis
preferred that a National Classification is used because it will then be possible to
compare relationships between occupational status and achievement using both
international and national measures of occupational status. Countries will need to
provide precise information about their national scheme to the consortium.
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If a national classification is not available, ISCO88 should be used.

A summary of ISCO codes and occupational titles will be provided with the Data
Entry manual. This should not be difficult to translate into other languages because it
is short and clear. It can then be used bycountries that have neither a national
occupational classification scheme nor access to ISCO.

For countries that wish to purchase the complete ISCO manual, itis available from
the ILO website, http://www.ilo.org/public/english/support/publ/pindex.htm, in English,
French and Spanish. Note thatitis not practicable to attempt to translate ISCO itself
into another language.

You may wishto contact your national government statistical agency for details on
ISCO in relation to your country. Please checkwhether the agency has conversion
files between ISCO and your national classification of occupational titles. Please
inform the International Project Centre of any such conwersion files.

There are several other questions in the Student Questionnaire where some simple
pre-coding may need to be done before data entry.

Details of all coding required will be provided in the Data Entry Manual.
Install Data Entry Software

The consortium will provide data entry software to participating countries. The
software will run under Windows 95 or higher, and Windows NT 4.0 or higher. The
software contains the database structures for all the booklets and questionnaires
usedinMain Study. The user can modifythese data base structures. For example,
variables can be added or deleted. The data should be entered directly from the
booklets. However, for the reliability study where items are marked by sewveral
markers, the data will be recorded on separate sheets and will be entered from those
sheets into tailored files. The data entrysoftware performs validation checks as data
are entered. Importing facilities are also available if data have alreadybeen entered
into text files. It is strongly recommended that data be entered directly into
KeyQuest, in order to take advantage of its many PISA-specific features.

The separate Data Entry Manual provides full details of the functionality of the
KeyQuest software.

7.11. Material to be submitted

.pdf files of instruments

NPMs must send .pdf files (preferred) or hard copies of the complete set of
instruments to ACER. The ‘complete set’ consists of the thirteen test booklets as
formatted for their country (or fourteen test booklets for countries using special
education booklet UH), the School and Student Questionnaires, and anyinternational
and national option instruments.

The whole set of instruments should be submitted to the consortium as soon as the

instruments are printed. Please note that the instruments need to correspond to the
approved Questionnaire Adaptation Spreadsheets (QAS). Any later changes (e.g.
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numbering of questions) should be documented and the updated QAS need to be
submitted together with the final instruments.

Enter, Check and Submit Data

NPMs have 12 weeks from the end of the testing sessions in their country to
code items, undertake multiple marking (but not the cross-national marking), enter all
data, check data and submit all the documentation and the datafiles to ACER. If you
have a very unusual circumstance, which results in problems with meeting this
deadline, please consult ACER immediately. Data files must be submitted in
KeyQuest.

Check Data

Before submitting their data, NPMs are required to run the checking procedures that
are described in details in the KeyQuest Data Entry Manual. NPMs are required to
complete the Student Tracking Forms and the list of sampled schools before the data
entry process begins. Information contained in these forms is necessary for running
the data checking procedures.

When necessary, NPMs must correct any data errors detected by the checking
procedures. Hard or electronic copies of the cleaning reports must be submitted with
the data files.

Submit Files

The data files submitted mustinclude:

Data for the test booklets and context questionnaires;
Data for the international option instrument(s);

Data for the multiple marking study;

List of sampled schools;

Cleaning reports; and

Student Tracking Forms.

Submission of data files via FTP access to ACER is preferred. Please contact ACER
a day or two before you are ready to send the files for instructions on how to
proceed.

7.12. After Submission of the Data

NPMs must designate a data manager who will work actively with ACER during the
international data cleaning process. Responses to requests for information by ACER
must be provided within three working days of the request.

Unresolved studentidentification problems will lead to deletion of that record. Other
unsolved data errors will also lead to the deletion of data.
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APPENDIX ONE: SAMPLE CONFIDENTIALITY AGREEMENT
FOR MARKERS
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CONFIDENTIALITY AGREEMENT

(OECD/PISA Markers)

Name

Address

agree in accepting employment as a Test Marker for the OECD/PISA project
being managed by <National Centre>:

1. that | will assess objectivelyand impartiallyin accordance with the advice and
procedures provided by <National Centre>;

2. that | will immediately inform <National Centre> if | am or may be closely
related to or associated with any student whose work I might be asked to
mark;

3. that | will observe confidentialityand will not disclose or divulge byanymeans

or in anywayto any person not authorised to receive them:

a) anyresults obtained by candidates or schools;
b) the content of any PISAtest booklet;
C) the content of any script from the test booklets or questionnaires;
d) the content of any script from the School Questionnaire;
e) the name of any student whose work | have marked; and
f) details of the marking criteria used in the project.
SIgNAtUre .oooveiwieieiiiiieiii e Date ..................

93







APPENDIX TWO: RECORD SHEETS FORMULTIPLE MARKING
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OECD PISA 2003 MAIN STUDY

RECORD SHEET FOR MULTIPLE MARKING <FIRST/SECOND/THIRD> MARKING
Booklet 1: Marker's name Date /03

Marker ID Student ID

SUDStr StiDSch DSt

Please enter and check the full ID for the student, and keep this sheet with the booklet until you have marked all the designated items in the booklet.
You must mark the same item throughout all booklets assigned to you before moving to another item

Show a mark by circling the appropriate marking code.

Question |Domain Item name Item Label Marking Codes Missing N/A
#

Q5 Mathematics Bicycles Q3 M810Q03 00 11 12 | 21 99 97
Q7 Mathematics Internet Q1 M402Q01 0 1 9 n

Q8 Mathematics Internet Q2 M402Q02 0 1 9 n

Q9 Mathematics Robberies Q1 M179Q01 01 02 | 03 | 04 11 12 21 | 22 23 99 97
Q19 Mathematics Thermometer Cricket Q2 M446Q02 0 1 9 n

Q21 Mathematics Support for President Q1 M702Q01 0 1 2 9 n
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OECD PISA 2003 MAIN STUDY

RECORD SHEET FOR MULTIPLE MARKING <FIRST/SECOND/THIRD> MARKING
Booklet 2: Marker's name Date /03

Marker ID Student ID

SUDStr StiDSch DSt

Please enter and check the full ID for the student, and keep this sheet with the booklet until you have marked all the designated items in the booklet.
You must mark the same item throughout all booklets assigned to you before moving to another item

Show a mark by circling the appropriate marking code.

Question |Domain Item name Item Label Marking Codes Missing N/A
#

Q7 Mathematics Thermometer Cricket Q2 M446Q02 0 1 9 N
Q9 Mathematics Support for President Q1 M702Q01 0 1 2 9 N
Q16 Mathematics Walking Q1 M124Q01 0 1 2 9 N
Q17 Mathematics Walking Q3 M124Q03 00 11 21 22 23 24 31 99 97
Q19 Mathematics Litter Q1 M505Q01 0 1 9 N
Q20 Mathematics Third Side Q1 M462Q01 01 11 12 13 21 99 97
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OECD PISA 2003 MAIN STUDY

RECORD SHEET FOR MULTIPLE MARKING <FIRST/SECOND/THIRD> MARKING
Booklet 3: Marker's name Date /03

Marker ID Student ID

SUDStr StiDSch DSt

Please enter and check the full ID for the student, and keep this sheet with the booklet until you have marked all the designated items in the booklet.
You must mark the same item throughout all booklets assigned to you before moving to another item

Show a mark by circling the appropriate marking code.

Question |Domain Item name Item Label Marking Codes Missing N/A
#

Q4 Mathematics Walking Q1 M124Q01 0 1 2 9 N
Q5 Mathematics Walking Q3 M124Q03 00 11 21 22 23 24 31 99 97
Q7 Mathematics Litter Q1 M505Q01 0 1 9 N
Q8 Mathematics Third Side Q1 M462Q01 01 11 12 13 21 99 97
Q14 Mathematics Height Q1 M421Q01 0 1 9 N
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OECD PISA 2003 MAIN STUDY

RECORD SHEET FOR MULTIPLE MARKING <FIRST/SECOND/THIRD> MARKING
Booklet 4: Marker's name Date /03

Marker ID Student ID

SUDStr StiDSch DSt

Please enter and check the full ID for the student, and keep this sheet with the booklet until you have marked all the designated items in the booklet.
You must mark the same item throughout all booklets assigned to you before moving to another item

Show a mark by circling the appropriate marking code.

Question |Domain Item name Item Label Marking Codes Missing N/A
#

Q2 Mathematics Height Q1 M421Q01 0 1 9 N
Q15 Mathematics Exchange Rate Q3 M413Q03 01 02 11 99 97
Q16 Mathematics Running Tracks Q1 M406Q01 0 1 9 N
Q17 Mathematics Running Tracks Q2 M406Q02 0 1 9 N
Q18 Mathematics Running Tracks Q3 M406Q03 0 1 9 N
Q19 Mathematics Growing Up Q1 M150Q01 0 1 9 N
Q20 Mathematics Grow ing Up Q3 M150Q03 01 02 11 12 13 99 97
Q21 Mathematics Growing Up Q2 M150Q02 00 11 21 22 99 97
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OECD PISA 2003 MAIN STUDY

RECORD SHEET FOR MULTIPLE MARKING <FIRST/SECOND/THIRD> MARKING
Booklet 5: Marker's name Date /03
Marker ID Student ID

StIDStr StIDSch StIDSt

Please enter and check the full ID for the student, and keep this sheet with the booklet until you have marked all the designated items in the booklet.
You must mark the same item throughout all booklets assigned to you before moving to another item

Show a mark by circling the appropriate marking code.

Question |Domain Item name Item Label Marking Codes Missing N/A
#

Q3 Mathematics Exchange Rate Q3 M413Q03 01 02 11 99 97
4 Mathematics Running Tracks Q1 M406Q01 0 1 9 N
Q5 Mathematics Running Tracks Q2 M406Q02 0 1 9 N
Q6 Mathematics Running Tracks Q3 M406Q03 0 1 9 N
Q7 Mathematics Growing Up Q1 M150Q01 0 1 9 N
Q8 Mathematics Growing Up Q3 M150Q03 01 02 11 12 13 99 97
Q9 Mathematics Growing Up Q2 M150Q02 00 11 21 22 99 97
Q17 Mathematics Pop Pyramds Q2 M155Q02 00 11 12 13 21 99 97
Q18 Mathematics Pop Pyramids Q1 M155Q01 0 1 9 N
Q19 Mathematics Pop Pyramds Q3 M155Q03 00 11 12 13 21 22 23 99 97
Q21 Mathematics Braile Q2 M442Q02 0 1 9 N
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OECD PISA 2003 MAIN STUDY

RECORD SHEET FOR MULTIPLE MARKING <FIRST/SECOND/THIRD> MARKING
Booklet 6: Marker's name Date /03

Marker ID Student ID

SUDStr StiDSch DSt

Please enter and check the full ID for the student, and keep this sheet with the booklet until you have marked all the designated items in the booklet.
You must mark the same item throughout all booklets assigned to you before moving to another item

Show a mark by circling the appropriate marking code.

Question |Domain Item name Item Label Marking Codes Missing N/A
#

Q4 Mathematics Pop Pyramds Q2 M155Q02 00 11 12 13 21 99 97
Q5 Mathematics Pop Pyramids Q1 M155Q01 0 1 9 N
Q6 Mathematics Pop Pyramids Q3 M155Q03 00 11 12 13 21 22 23 99 97
Q8 Mathematics Braile Q2 M442Q02 0 1 9 N
Q14 Mathematics Car Drive Q2 M302Q02 0 1 9 N
Q15 Mathematics Car Drive Q3 M302Q03 0 1 9 N
Q19 Mathematics Test Scores Q 1 M513Q01 0 1 9 N
Q20 Mathematics Carbon Dioxide Q1 M828Q01 0 1 9 N
Q21 Mathematics Carbon Dioxide Q2 M828Q02 0 1 9 N
Q22 Mathematics Carbon Dioxide Q3 M828Q03 0 1 9 N
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OECD PISA 2003 MAIN STUDY

RECORD SHEET FOR MULTIPLE MARKING <FIRST/SECOND/THIRD> MARKING
Booklet 8: Marker's name Date /03
Marker ID Student ID

StIDStr StIDSch StIDSt

Please enter and check the full ID for the student, and keep this sheet with the booklet until you have marked all the designated items in the booklet.
You must mark the same item throughout all booklets assigned to you before moving to another item

Show a mark by circling the appropriate marking code.

Question |Domain Item name Item Label Marking Codes Missing N/A
#

Q5 Science Tidal Energy Q2 S327Q02 0 1 9 N
Q6 Science Mk Q1 S326Q01 0 1 9 N
Q7 Science Mk Q2 S326Q02 0 1 9 N
Q13 Science Greenhouse Q3 S114Q03 01 02 11 12 99 97
Q14 Science Greenhouse Q4 S114Q04 01 02 | 03 11 12 13 14 15 | 21 99 97
Q15 Science Greenhouse Q5 S114Q05 01 02 03 11 12 99 97
Q19 Science Daylight Q2 S129Q02 01 | 02 | 03 | 04 1 | 12 13 | 21 99 97
Q23 Science Good Vibrations Q2 S131Q02 01 02 | 03 11 12 99 97
Q24 Science Good Vibrations Q4 S131Q04 01 02 | 03 | 04 11 99 97
Q26 Science Water Q1 S304Q01 0 1 9 N
Q28 Science Water Q3a S304Q03a 0 1 9 N
Q29 Science Water Q3b S304Q03b 0 1 9 N
Q30 Science Earth Q1 S269Q01 0 1 9 N
Q31 Science Earth Q3 S269Q03 01 | 02 | 11 | 12 99 97
Q34 Science Algae Q2 S268Q02 01 | 02 | 03 | 11 12 | 13 14 | 15 99 97
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OECD PISA 2003 MAIN STUDY

RECORD SHEET FOR MULTIPLE MARKING <FIRST/SECOND/THIRD> MARKING
Booklet 10: Marker's name Date /03
Marker ID Student ID

StIDStr StIDSch StIDSt

Please enter and check the full ID for the student, and keep this sheet with the booklet until you have marked all the designated items in the booklet.
You must mark the same item throughout all booklets assigned to you before moving to another item

Show a mark by circling the appropriate marking code.

Question |Domain Item name Item Label Marking Codes Missing N/A
#

Q1 Reading Employment Q1E R219Q01E 0 1 9 N
Q2 Reading Employment Q2 R219Q02 0 1 9 N
Q4 Reading Aesop 4 R067Q04 0 1 2 9 N
Q5 Reading Aesop Q5 R067Q05 0 1 2 9 N
Q6 Reading Shirt Q4A R102Q04A 0 1 9 N
Q9 Reading South Pole Q1 R220Q01 0 1 9 N
Q16 Reading Optician Q3 R227Q03 0 1 9 N
Q17 Reading Optician Q6 R227Q06 0 1 9 N
Q19 Reading Exchange Q2B R111Q02B 0 1 2 9 N
Q21 Reading Exchange Q6B R111Q06B 0 1 2 9 N
Q23 Reading Drugged Spiders Q2 R055Q02 0 1 9 N
Q24 Reading Drugged Spiders Q3 R055Q03 0 1 2 9 N
Q25 Reading Drugged Spiders Q5 R055Q05 0 1 9 N
Q28 Reading Telephone Q5 R104Q05 0 1 2 9 N
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OECD PISA 2003 MAIN STUDY

RECORD SHEET FOR MULTIPLE MARKING <FIRST/SECOND/THIRD> MARKING
Booklet 12: Marker's name Date /03

Marker ID Student ID

SUDStr StiDSch DSt

Please enter and check the full ID for the student, and keep this sheet with the booklet until you have marked all the designated items in the booklet.
You must mark the same item throughout all booklets assigned to you before moving to another item

Show a mark by circling the appropriate marking code.

Question |Domain Item name Item Label Marking Codes Missing N/A
#

Q2 Problem Solving |Energy Needs Q2 X430Q02 0 1 2 9 N
Q3 Problem Solving |Children’s Canpn Q1 X417Q01 0 1 2 9 N
Q6 Problem Solving |Design by Numbers Q3 X412Q03 0 1 2 9 N
Q11 Problem Solving |Transit System Q1 X415Q01 01 02 11 12 13 21 22 99 97
Q12 Problem Solving |Course Design Q1 X414Q01 0 1 2 9 N
Q14 Problem Solving |[Library System Q2 X402Q02 01 02 11 12 21 22 23 31 99 97
Q16 Problem Solving |[Holday Q2 X602Q02 0 1 2 9 N
Q17 Problem Solving |Irrigation Q1 X603Q01 0 1 9 N
Q19 Problem Solving |lIrrigation Q3 X603Q03 0 1 9 N
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