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Chapter 1: Introduction 
 
The purpose of this manual is to describe the study methods and procedures that each participating 
system must engage in for the study to result in the desired data quality necessary to support study 
outputs. Before we present those methods and procedures in subsequent chapters, this chapter 
discusses the study goals and context that may be useful to you or others working on the study in your 
country/economy. 

Study Goals 
The primary goal of the TALIS Video Study is to understand which aspects of teaching are related to 
student learning and other non-cognitive outcomes, and the nature of those relationships. For example, 
among the many practices to be explored, the study will test, controlling for students’ previous 
knowledge, whether students of teachers who use multiple representations of mathematics to support 
student understanding have higher test scores than students of other teachers who do not use 
representations or who generally use a single representation. As another example, it might also test 
whether students’ scores are positively related to the ratings their teachers receive for their use of 
questioning practices in video recorded lessons.  
 
A secondary goal of the TALIS Video Study is to observe and document how the teachers participating in 
the study from different countries and contexts teach. For example, across the eight participating 
countries and economies, what pedagogies and resources are used to deliver similar mathematical 
content; or how do teachers use individual and group work to accomplish their learning goals? The study 
will also explore how various teaching practices are inter-related. For instance, it will address questions 
such as whether teachers who more frequently use small groups are also more likely to use certain 
questioning practices and so on. In addition, it will study the contextual issues of teaching related to the 
student (e.g. socio-economic background) and teacher (e.g. age, gender, nature of training, years of 
teaching experience) characteristics. By repeating these types of analyses in eight countries and 
economies, the TALIS Video Study will be able to identify both common and differing patterns in the 
results across the countries and economies.   
 
Participating countries and economies need to better understand how to support the continued 
development and improvement of teaching in their own school systems. This requires good measures of 
classroom teaching and learning that may be used to assess broad samples of classes. Thus, a third goal 
of the study is to investigate how best to measure teaching across multiple cultural contexts at scale. 
The TALIS Video Study will investigate the feasibility of various procedures for capturing teaching 
practices and collecting data about the validity and reliability of alternative measures of teaching. For 
example, information gathered through questionnaires (among others with items administered in TALIS 
and PISA) will be compared with information gathered through videos and artefacts. Thereby, the study 
will increase our understanding of the validity of each of these measures. The study will support future 
international studies of teaching and learning by developing methodologies to capture common 
measures of teaching and testing them in multiple and diverse national contexts.  
 
The final goal of the TALIS Video Study is to stimulate an increasingly nuanced discussion of teaching 
practices and valued student outcomes among educators, policymakers, researchers and the general 
public. All in all, this study is an important example of rich, innovative research contributing to our 
understanding and hopefully improving education.          
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Common Evaluation Method 
The TALIS Video Study has a number of design features that enhance its potential to make a significant 
contribution to participating countries and economies' understanding of teaching and learning within 
their borders as well as to the global community's understanding of teaching and learning across 
borders. First, the study will develop and field a common set of measures for evaluating video-recorded 
teaching practices and classroom artefacts. Unlike many studies of teaching and learning, the protocols 
developed for the TALIS Video Study will draw on multiple perspectives from participating countries and 
available research literature regarding which constructs are worth measuring and what quality looks like 
on those constructs. This approach is an advance over the many studies that rely on the views of 
researchers from a single country. Teaching experts from all eight participating countries and economies 
will contribute to the development of the codes used to assess the video-recorded lessons and teaching 
artefacts and the rubrics created by the study to evaluate teaching. These codes will be reflective of the 
views of high quality teaching held in the eight countries and economies as well as the larger TALIS 
framework that undergirds the ongoing TALIS survey. 

Common Topic for Evaluation 
Second, another novel design feature, the study will focus on the teaching and learning of a single 
common secondary mathematics topic -- quadratic equations -- across all eight countries and 
economies. We know from existing studies such as PISA that curriculum coverage does have an impact 
on student achievement across countries, but the focus of the video study is different: this study is 
about how teachers teach and students learn rather than what is taught. The tight focus on a common 
topic will support the understanding of classroom teaching and learning practices across countries 
because it will remove some differences resulting from variations in the content matter taught. Thus, 
the TALIS Video Study will investigate the importance of practices on top of the curricular content. Also, 
the tight focus on a common topic will remove extraneous sources of variance within a cultural setting 
so as to give the study greater ability to detect relationships between various features of teaching 
practices and student outcomes.   

Longitudinal Design 
Third, the study is using a longitudinal design for student outcome measures, which will be captured 
before and after students’ learning of the focal content. Many studies are cross-sectional, making it 
challenging to be confident that learning has been isolated from students’ background knowledge. The 
longitudinal design will allow analyses to control for students’ prior knowledge. Similarly, non-cognitive 
dispositions (e.g., students’ interests and motivation) will be assessed twice in the student 
questionnaires. The pretest scores and additional measures of students’ background will allow the study 
to separate out these sources of variance across classrooms from variance in teaching and learning to 
better isolate how teaching strategies and practices are associated with learning and other outcomes. 
To address the secondary goal of studying the contextual issues of teaching, in-depth analysis will also 
investigate whether students receive different learning opportunities depending on individual 
dispositions and classroom composition, and whether the relation between teaching practices and 
student outcomes varies between groups of students (e.g., direct instruction being more effective for 
low achievers).  

Standardised Procedures 
Fourth, the study will attempt to use standardized and replicated procedures for data collection, training 
and certifying video and artefact raters, and for coding videos and artefacts in every country and 
economy. This is important because in studies with less stringent processes, it can be challenging to 
determine whether differences across countries are real or simply the result of variation in 
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implementation. Therefore, the procedures outlined in this manual must be adhered to by all 
participating countries and economies to achieve the study goals. 

What the TALIS Video Study Is Not  
The TALIS Video Study is not a replacement for the broad surveys of teaching practices and student 
achievement as provided by TALIS or PISA. Those studies provide valuable data and a level of precision 
for country or economy population mean estimates that is beyond the scope of the TALIS Video Study. 
The sample size of 85 participating teachers will be relatively large for a study of teaching and learning 
and therefore will be quite informative to countries’ or economies’ understandings of teaching and 
learning.  However, the TALIS Video Study samples will not be large enough to provide estimates of each 
country’s population mean which meet the commonly used standards for the precision of such 
estimates in cross-country comparisons.1  This is unlike PISA and TALIS where great care is taken to 
ensure samples are representative of country and economy populations. 
 
In addition, the TALIS Video Study teacher samples may not be representative of the teacher 
populations of the participating countries and economies which means that comparisons of results 
across participating countries and economies might not reflect differences in those systems populations. 
The small sample size and possibly non-representative samples are due, in part, to the more robust data 
collection design of the study.  Such a robust design, which captures lessons and teaching artefacts as 
well as requiring multiple class periods to measure student learning longitudinally, is more burdensome 
than a cross-sectional questionnaire and it makes the recruitment of teachers more challenging for 
countries. This might not be true in the future as teachers become more accustomed to such study 
designs, but for this feasibility study, the design may create nonresponse bias that threatens the 
interpretation of comparisons across countries and economies. Therefore, the TALIS Video Study does 
not aim to produce system-level means of teaching practices that can be ranked and compared across 
countries. However, it aims to provide countries with descriptive information about the prevalence of 
teaching practices and their relationship with student learning, based on the diverse sample of their 
teachers who participate in the study. This descriptive information can then be interpreted in a 
comparative cross-cultural perspective. The TALIS Video Study also aims to provide participating 
countries and economies and the OECD with information and measures that can be used for fielding 
future studies of teaching and learning. For example, the teacher and student questionnaires used in the 
video study will in part be based on questionnaire material from the TALIS teacher survey and the PISA 
student survey. The TALIS Video Study will help to understand the validity of reports on classroom 
teaching from TALIS and PISA sources, and to improve measures of teaching in future international 
studies. 
 

Study Outputs 
A system participating in the study will have a unique opportunity to learn about various perspectives on 
teaching and the measurement of teaching from other country experts and the International 
Consortium. The international report will provide, for each country and economy, results on the 
relationship between teaching and learning from diverse measures of teaching and longitudinal student 

                                                           
1 According to Table 5.1, page 76, of the TALIS 2013 Technical Report (OECD, 2014), TALIS 2013 required a sample 
of 4000 teachers per country (20 teachers from each of 200 schools) for an effective sample size of 433 to achieve 
acceptable levels of precision for comparing results. Studies aiming to compare country means would require 
similarly large effective sizes by country. In addition, teachers would need to be randomly sampled from the 
targeted population and steps would need to be taken to avoid nonresponse bias. 
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achievement data for a diverse sample of its teachers and students, focusing on a common topic, and 
using standardized instrumentation and procedures. Moreover, each country and economy will obtain a 
rich dataset of teaching measures and student achievement from its students and teachers at the end of 
the study. This will allow country researchers to conduct additional explorations of teaching and 
learning. Because any given system will be part of a multi-national study with common instrumentation 
and procedures across all countries and economies, each system will be able to interpret its results in 
the context of the findings from the other eight participating systems. Interpreting the results in the 
context of multiple countries and economies may lead to fresh or deeper ideas about how to 
conceptualize teaching and ways to improve teaching and learning which would not be possible without 
the international perspective.  
 
A possible further extension of the Study is a Global Video Library: a free-access website that would 
showcase the results of the Video Study, presenting examples of teaching practices that the Video Study 
has shown to be particularly effective, or that could be particularly instructive or inspiring. Separate 
consent to participate in the Video Library would need to be obtained from teachers, parents and 
students that agreed to participate in the Video Study. Independently from the Video Library, such 
consents would be needed for any future projects requiring online posting of videos that individual 
countries might choose to pursue.  
 

Study Components 
In each participating system, 85 teachers will be selected to be the focus of this study. Each of these 
teachers will need to teach the targeted content – quadratic equations. All data related to that teacher 
and his or her teaching will be collected from one class or section of students. Below, we briefly describe 
the data that will be collected. In subsequent chapters, we describe the processes for the collection of 
each type. (For a detailed list, see Exhibit 1.1 Data Collection Components and Timing) 

Video-Recorded Lessons 
Two lessons focused on quadratic equations will be video-recorded for each of the 85 teachers 
participating in the study. The purpose of the video-recorded lessons will be to ascertain the kinds of 
practices in which the teachers and students engage. These video-recorded lessons will be scored for 
these practices within each country following data collection. The first video will be recorded in the first 
half of the unit and the second video will be recorded in the second half of the unit. Videos will not be 
captured on consecutive days, there must be at least one day in between video recorded lessons. 
Lessons where 25% or more of the period is spent assessing students will not be captured. 

Teaching Artefacts 
In addition to the two video-recorded lessons on quadratic equations, classroom artefacts from the unit 
on quadratic equations also will be collected. These artefacts will be gathered from each lesson that is 
video-recorded as well as the next lesson on quadratic equations. The artefacts will include lesson plans 
(if they exist), all instructional materials used during the lesson (handouts, worksheets, textbook pages), 
and homework assignments. We will not collect any student work. In addition, teachers will be asked to 
provide a copy of the next formal examination that includes quadratic equations (e.g., end of unit test). 
The purpose of the artefacts is to provide a broader understanding of student learning experiences than 
can be gained from the two video-recorded lessons alone. Instructional artefacts will be scored on 
relevant dimensions of good teaching, such as their mathematical correctness and the level of cognitive 
demand. A subset of artefacts will also be used during the scoring of the video-recorded lessons to 
clarify classroom activities. 
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Student Pre- and Post-Test 
To understand the relationship between teaching practices and student outcomes in the study, pre- and 
post-tests will be administered to all students in the selected class or section for each participating 
teacher. The pre-test should be administered within 2 weeks of the start of the quadratic equation unit 
and before the video-recording occurs. The pre-test will be used to establish a baseline of students’ 
mathematical knowledge of skills hypothesized to be foundational for understanding quadratic 
equations. The post-test will be administered following the conclusion of the quadratic equation unit 
and will be specific to that domain.  The post-test should be administered to students within 2 weeks of 
the end of the quadratic equations unit. The post-test will be used as a tool to examine associations 
between observed teaching practices and student outcomes. The post-test will be narrower in focus 
than the pre-test to provide more precise estimates of knowledge and understanding of quadratic 
equations. 

Student Pre- and Post-Questionnaire 
Students in the targeted classroom or section will complete two questionnaires: one prior to teaching 
the quadratic equation unit and one at the conclusion of the unit. These questionnaires will cover 
information on context, input, processes and (non-cognitive) outcomes of student learning that support 
understanding the relationship between classroom teaching and student learning (e.g., students will be 
asked about family background, learning time both within and out of school, their perception of and 
participation in classroom activities, and their self-efficacy beliefs related to mathematics). Each 
questionnaire should be administered within two weeks of the start or finish of the quadratic equations 
unit. The questionnaires will be administered after the tests so that the sequence of administration 
should be: pre-test, pre-questionnaire and then following the quadratic equations unit, post-test, post-
questionnaire. The tests and questionnaires can be administered on the same day following that 
sequence, but this is not required; thus, they could be administered on different days within the 
administration period of 2 weeks.  

Teacher Pre- and Post-Questionnaire 
The teacher questionnaire will provide important information that is needed to interpret the 
relationship between classroom teaching and student learning. The International Study Consortium 
developed additional items for the teacher questionnaire to reflect the focal topic of the lessons and 
aspects of quality best understood through the teacher perspective. The teacher questionnaire covers a) 
teacher background and education, b) teachers’ beliefs, c) teachers’ motivation, d) teachers’ perception 
of the school environment ( including teacher collaboration), e) teachers’ perception of the selected 
class, f) the selected unit, including lesson goals, mathematical content covered,  teaching practices 
used, and teachers’ judgment of the  effectiveness of the unit, and if the video-recorded lessons are 
representative of typical instruction. Teachers should complete all questions on the teacher 
questionnaire (not including the Daily Topic Coverage Table) as students are completing the student 
questionnaires. Please note that the last sheet of the Pre-Questionnaire contains a Daily Topic Coverage 
Table, also called “Teacher log”, which will be used to document the number and length of lessons and 
the mathematics content covered during the unit. Teachers should detach the table from the Pre-
Questionnaire booklet and submit the completed table with the Post-Questionnaire booklet.    
 
 

 

 
 



11 
The Field Manual for NPMs was developed by the international consortium: RAND, DIPF, ETS.   

Role of the School Coordinator 
Given the amount of data that needs to be collected for this study and the complexity related to doing 
so, a School Coordinator should be assigned to each school in the study to manage the data collection. 
While the duties described in this section for a School Coordinator could be split up among multiple 
people, it is important that one individual take responsibility for tracking and managing all the tasks that 
should be completed. This School Coordinator will serve as the National Centers’ liaison with the school 
and teacher. He or she will have the primary responsibility for all communication with the school and 
teacher as well as for ensuring or conducting the collection of all data for the study.  The School 
Coordinator is the “face” of the study and should seek to develop a strong relationship with each 
teacher and school so that data collection problems are minimized. 
 

While personnel in the school could serve as the School Coordinator, the teacher who is the focus 
of the study should not be responsible for collecting and preparing the data for the National 
Centre. Teachers participating in this study should not have access to either their student’s 
completed tests or questionnaires. Likewise, school administrators or school personnel with 
authority over the teacher and students participating in the study should not have access to the 
completed teacher questionnaires, video-recordings, artefacts, student questionnaires, or 
student tests. Data collected from teachers and students should be put in sealed envelopes 
whenever possible limiting the access school personnel has to responses given by participants. 
School personnel who serve data collection roles for this study must also sign confidentiality 
agreements stating that they will not disclose the information or use the information from the 
study in a way that could potentially impact (either positively or negatively) participants in the 
study. The person selected to serve as the School Coordinator must be trained in all aspects of 
the study.  

 
Given the complexity of the data collection, especially the management of video and artefact collection, 
multiple people may be needed to obtain all the necessary study data. However, even when multiple 
people are collecting data from a single teacher or school, it is expected that each country appoint a 
single person who will be responsible for tracking and managing data collection for that teacher/school. 
In Appendix D, we have provided a checklist of all data collection tasks to make this tracking more 
manageable.   
 
School Coordinators may work with more than one school, but they are the principle point of contact for 
the school and are responsible for executing all study activities in each school. The School Coordinator 
role and responsibilities include, but are not limited to: 

 Serving as the school liaison to the NPM. 

 Serving as the central point of contact for the school principal and participating teacher(s).  

 Directly involving the school principal and participating teacher(s) in all plans. 

 Scheduling, coordinating and executing all administration activities for the student, including 

pre- and post-tests, student questionnaires, teacher questionnaires, artefact collection and 

video-recorded lessons. 

 Collecting, managing, and submitting class rosters that record individual teacher and student 

participation across all study activities. 

 Coordinating and managing the distribution and collection of signed human consent forms for 

all school participants, including teacher consent forms for participating teachers and parent 

and/or guardian consent forms for all participating students. 
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 Confirming that there is a sufficient number of consented participants for study activities; 

rescheduling when needed. 

 Administering the student pre- and post-tests as well as pre- and post-questionnaires in the 

participating classroom(s), including assignment of ID numbers, instructions to students, 

proctoring, and return of completed tests and questionnaires. 

 Administering the teacher questionnaires, including assignment of ID numbers, distribution to 

participants, and return of completed questionnaires. 

 Managing the receipt, transportation, storage, safety and return of all video recording 

equipment. 

 Ensuring the set-up and testing of video/sound equipment for each participating classroom prior 

to recording. 

 Collecting teaching artefacts used/distributed in the classroom for targeted lessons.  

 Removing or blacking out all identifying data from all collected artefacts and assigning ID 

numbers to all artefacts according to study labeling conventions. 

 Photographing artefacts. 

 Performing a quality control check of artefact images and re-photographing any that are not 

sufficiently clear. 

 Preparing artefact image files for electronic submission to the National Centre.  

 Coordinating the video recording of classroom lessons in individual classrooms. 

 Performing a quality control check on all video files to ensure quality (e.g., classroom discussion 

can be heard; whiteboard can be seen; teacher can be heard; etc.); using quality control 

procedures provided by the TALIS Video Study Consortium; rescheduling and re-recording when 

needed. 

 Assigning ID numbers to video files and preparing for electronic submission.  

 Managing and coordinating the shipping and/or electronic return of student test booklets, 

teacher questionnaires, digitized artefacts, and video files to the NPM. 

Each of these responsibilities will be discussed in detail in the following chapters. 

Organize and Confirm Data Collection Plans with Schools and Teachers 
Given the limited time period when quadratic equations are taught in most countries/economies, a key 
to the success of the TALIS Video Study will be planning and organizing the data collection components 
around that narrow teaching window. School Coordinators should be in regular contact with the school 
throughout the study period and should serve as the main point of communication for all questions 
from schools, teachers, and parents. They should have confirmed with the participating teacher when, 
exactly, they plan to teach quadratic equations. The School Coordinator should maintain regular contact 
with the teacher throughout the year to make sure that the timing for the instructional unit does not 
change. If it does, planning for data collection should also shift to the new teaching window. Teachers 
should NOT be asked to change the timing of their teaching of the unit. Rather, the data collection plan 
and schedule should be developed to coincide with the teacher’s instructional plans.  
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Exhibit 1.1: Data Collection Components and Timing 
Data Collection Component Data Collection Timing 

Student Roster Form As soon as teacher agrees to participate, and 
then updated every time data are collected with 
those students who are added to the roster or 
who are no longer in the class. 

Student Pre-test Within 2 weeks of the start of the quadratic 
equation unit, but prior to administration of the 
questionnaire. 

Student Pre-Questionnaire Within 2 weeks of the start of the quadratic 
equation unit, but after the pre-test. 

Teacher Pre-Questionnaire At the same time as the student questionnaire. 
(Includes the Daily Topic Coverage Table) 

Daily Topic Coverage Table Given to teacher as part of pre-questionnaire. 
Teacher fills this out daily during the unit. It is 
then collected at the time of the post-
questionnaire administration. 

Video-Recorded Lesson 1  Within the first half of the quadratics unit. The 
choice of day may vary for different teachers. 
Across all teachers, the first video should be 
evenly distributed over the first half of the 
quadratics unit. For example, if the unit is roughly 
10 days long, for 85 study teachers, on day one 
17 teachers’ lessons would be captured, 17 more 
teachers on day 2, up through day five. On the 
fifth day, the last 17 teachers would have their 
first lessons recorded. Do not record on days 
where quizzes or tests take up more than 25% of 
the lesson time. 

Teaching Artefacts for Video-Recorded Lesson 1 
and Next Lesson 

Teachers will collect artefacts from the first 
video-recorded lesson and the next mathematics 
lesson. These artefacts will have to be checked, 
ID added, and photographed (or scanned) to 
digital files as soon as possible after they have 
been collected. Fill out artefact inventory form. 

Video-Recorded Lesson 2  Within the second half of the quadratics unit, the 
choice of day can differ for different teachers.  
There needs to be at least one day between 
video 1 and video 2.  Across all teachers, the 
second video should be evenly distributed over 
the second half of the quadratics unit. Do not 
video-record on days where quizzes or tests take 
up more than 25% of the lesson time. 

Teaching Artefacts for Video-Recorded Lesson 2 
and Next Lesson 

Teachers will collect artefacts from the second 
video-recorded lesson and the next mathematics 
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lesson. These artefacts will have to be checked, I 
D added, and photographed (or scanned) to 
digital files as soon as possible after they have 
been collected. Fill out artefact inventory form. 

Class Test That Includes Quadratic Equations Teachers will collect the next formal test that 
includes quadratic equations (e.g., an end of unit 
test). The test will have to have an ID added and 
be photographed or scanned to a digital file.  
Also, enter onto artefact inventory form. 

 

Student Post-test Within 2 weeks of the end of the quadratic 
equation unit, but prior to administration of the 
questionnaire. 

Student Post-Questionnaire Within 2 weeks of the end of the quadratic 
equation unit. 

Teacher Post-Questionnaire At the same time as the student questionnaire. 
Collect the Daily Topic Coverage Table with the 
questionnaire.  

 
Each of these data collection elements are described in detail in subsequent sections of this field 
manual. 
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School Coordinators should discuss with teachers what will be required for each data collection phase. 
The School Coordinator will need to discuss with the teacher and the school administrator: 

 Procedures for arriving and checking in at the school; 

 Handling of students who do not have consent to participate (i.e., where unconsented students 
will be seated during video recording); 

 Handling of students who are absent on the days of test and questionnaire administration; 

 Handling of students who arrive too late for the class to complete the test or questionnaire; 

 Handling of students who may become ill during administration of test or questionnaires or 
during video recording; 

 Handling of students who may need to use the restroom or temporarily leave the room during 
test or questionnaire administration. If it is the normal classroom practice that students may 
leave the classroom, then they should be permitted to do so during video recording of lessons;  

 What to do in the case of emergency drills or other activities that may interrupt the test or 
questionnaire sessions that are scheduled; 

 That students are not permitted to use or refer to anything during the test administration (e.g., 
calculators, textbooks, or class notes);  

 That there is a supply of pens, pencils and erasers for students who may not bring them or 
whether the School Coordinator should supply these; 

 If there will be a supply of reading materials or activity for those students who may finish the 
tests or questionnaires early;   

 How the classroom will be set up on the days when video recording occurs, including placement 
of microphones and camera and dealing with potential glare from the lighting or windows;  

 Power supply locations for video-recording equipment; and  

 Other logistics needed to successfully collect the required data. 
 
 
After the schedule for data collection has been set with the teacher, the School Coordinator should 
confirm arrangements with the teacher 2 - 3 weeks prior to the collection. The School Coordinator 
should also notify the head teacher/school administrator of the schedule and confirm it with them 2 - 3 
weeks prior to each collection. During this contact, the School Coordinator should reconfirm the date 
and time for data collection and determine where in the school they should report on the days of data 
collection. The School Coordinator may also find it helpful to confirm the lesson topic, expected 
timeframe for the lesson, and how students will be grouped throughout the lesson. The teacher should 
be given a copy of the written instructions about the artefacts to be collected and the days of collection. 
 
Successful data collection for the study will depend in large part on regular communication between the 
School Coordinator, the school and the teacher. 
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Exhibit 1.2 Key Activities of the TALIS Video Study  

Responsibility Task 

NPM Stage: National Centre Preparation  

Study Procedures 

Review all study procedures. 

Develop procedures for removing any student identifications from 
artefacts, coding them with appropriate ID numbers (school, teacher 
and artefact) and dates, photographing them, checking the quality 
of the images, re-doing any that are illegible, and transmitting the 
digital images to a central repository. 

Develop procedures for returning to school to retrieve collected 
artefacts and artefact inventory form from the lesson that was 
video- recorded and the next day’s lesson. 

Provide all participating schools and teachers with the National 
Centre’s contact information that they can use should they have any 
questions about the study. 

Preparing Materials 

Prepare recruitment and consent materials, including translation 
from English to the local language. Make sure that consent forms 
have been cleared by OECD legal advisors (this also applies to the 
national version of the consent forms). Prepare all other forms for 
the school coordinator.  

Translate and adapt tests, questionnaires, and teacher artefact 
instructions. 

Procure a contractor for printing test and questionnaire booklets; 
have them printed and conduct quality checks. 

Prepare and produce sufficient number of test and questionnaire 
booklets for administration to students and teachers and conduct 
quality checks. 

Preparing Equipment 

Select, secure, and provide video recording equipment and still 
camera for taking pictures of teaching artefacts. 

Identify, secure, and test a software package that allows for the 
storing, rating, and application of codes to recorded videos and 
artefacts for local scoring by local raters.  

Recruiting Schools 

Complete recruitment activities for selected schools. 

Select new classes and teachers if at least 50% of students (or less 
than 15 students) have not submitted a signed consent form for the 
Video Study in the sampled class. This task will continue through the 
next stages.  

Fill out the Sampling Resolution Forms 

Preparing Staff  

Assign School Coordinators and train them on all job roles and 
responsibilities. 

Complete all recruitment activities for master coders who must 
participate in training meetings.  
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Responsibility Task 

School Coordinators Stage: Before Any Data Collection   

Providing Study 
Information and 

Procedures 

General Note: Follow recruitment protocol where relevant and 
maintain regular communication with the school and teacher. All 
School Coordinators are trained by the national Centre for all their 
responsibilities. 

Meet with teachers and relevant school personnel to introduce the 
study and review the study procedures (e.g., what day and time the 
coordinator will arrive for filming, the amount of time required to 
set up equipment, the proctoring process, what will be collected and 
when, etc.).  

Managing Consents & 
Rosters 

From the schools, get the full roster of teachers and their math 
classes that teach Quadratic Equations. Fill out Exhibit: Quadratics 
Class/Section List. 

Obtain consent to participate in the Video Study from selected 
teachers and work with the teachers to get the consent forms to 
students & parents.  

(If interested in the Global Video Library) ask teachers if they 
consent to also participate in the Global Video Library, and collect 
the relative consent form. 

Fill out the student roster form for the participating class, and track 
consent status of teachers, students & parents. Update the 
percentage of class and the number of students that have consented 
as consent forms are returned. Confirm that 50% or more of the 
class have consented for the Video Study and that the number of 
consented students is more than 15. If not, communicate this to the 
National Centre. Fill out Exhibit: Student Roster Form.  

Find out what arrangements will be made for students without 
consent during test/questionnaire sessions. Students without 
consent will be placed outside of the view of the camera during the 
classroom recording sessions.  

Getting Site-Specific 
Information 

Find out the bell schedule, school holidays, vacations, school-wide 
activity, etc. that may affect data collection. Review school rules and 
regulations that may affect data collection.  

Find out the precise teaching schedule (e.g., focal topic teaching 
schedule). This should be more precise than the Exhibit Quadratics 
Class/Section List. The exact date and time, and room number are 
necessary. 

Review space and technology needs (e.g., room set-up, location of 
electrical outlets, chair availability). Discuss and determine 
placement of video camera and microphones in classroom. 
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Responsibility Task 

Scheduling & 
Coordinating for Data 

Collection 

With the school personnel and the teacher, schedule the entire data 
collection schedule for all instruments. Confirm this schedule 2-3 
weeks before collection. 

With the video camera operator, schedule the entire data collection 
schedule for the days of video recording. Confirm this schedule 2-3 
weeks before collection. 

Schedule & coordinate the transportation and receipt of test 
booklets and questionnaires.  

Schedule & coordinate the transportation and receipt of any 
equipment for artefact or video collection.  
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School Coordinators Stage: Test & Questionnaire Collection 

D-7 Reminder 
A week before the visit, send reminders to the teacher and relevant 
school personnel. 

Check-in & Data 
Collection 

Preparation 

Check-in at the school office upon arrival (at least one hour prior to 
data collection), connect with the participating teacher, check test & 
questionnaire administration materials, and room arrangements.  

Label the materials with the proper stickers. 

Managing Consents & 
Rosters 

Collect any additional signed consent forms and update the student 
roster form. 

Compare the updated student roster with the actual attendance 
during the test/questionnaire session. 

Check for student consent and proceed with alternative 
arrangements for those without consent. 

Code the roster with absence, refusals, partial attendance, etc.  

Note any adverse consent or data collection events. 

Tests & 
Questionnaires Data 

Collection 

Administer and proctor the tests & questionnaires using the script 
and administration protocol. The labeled test/ questionnaire should 
be handed out to specific students according to the manual. School 
Coordinator must be present during the entire administration and 
answer questions according to the manual. 

Perform quality control checks on collected data. 

Provide instructions to teacher about filling in the Daily Topic 
Coverage Table. Remind the teacher to do so during every 
communication with them following the administration of the 
teacher pre-questionnaire. 

Delivery to National 
Centre 

Package the tests for shipping or transport to National Centre. 

All materials (including labeled materials that were unused) must be 
returned to the National Centre. Track down any missing materials. 
If they cannot be found, report this. Return all materials with 24 
hours of administration. 

Check Out 

Check out at school office upon departure. 

Use the data collection checklist to record any issues that occurred 
with data collection and how they were resolved. Fill out: Data 
Collection Checklist 

School Coordinators Stage: Video & Artefact Collection  

D-7 Reminder 

A week before the visit, send reminders prior to the visit to the 
teacher and relevant school personnel. Confirm the schedule with 
the video camera operator a week before the scheduled date.  

Remind teacher to collect artefacts from the lesson(s) that are being 
video recorded and the next lesson(s) in the instructional sequence. 
Fill out artefact inventory form and retain artefacts for 
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photographing. School coordinator will mask or blackout any 
teacher or student names prior to photographing. 

Check-in & Data 
Collection 

Preparation 

Check-in at the school office upon arrival (at least one hour prior to 
data collection), connect with the participating teacher, check for 
equipment for video camera operator, room arrangements, and 
groupings planned for students.  

Test video recording equipment including audio playback; charge 
batteries; check data storage. Check batteries and storage capacity 
for camera to photograph artefacts. 

Set up and test video recording equipment in the classroom.   

Review lighting, microphone location, and color of chalk and 
markers used at the board. 

Managing Consents & 
Rosters 

Collect any additional signed consent forms and update student 
roster & consent detail. 

Compare the updated student roster with the actual attendance 
during the test/questionnaire session. 

Check for student consent and seat those students without consent 
at the back of the room. 

Code the roster with absence, refusals, partial attendance, etc.  

Note any adverse consent or data collection events. 

Artefact and Video 
Data collection 

Position any student without a signed consent form for the Video 
Study outside the view of the camera. For those students who have 
consented for the study but have not consented to the video library, 
mark their position on a map of the classroom to allow for post-hoc 
blurring. 

Collect data (i.e., video record lesson uninterrupted). 

Perform quality control checks on collected data. Label everything 
collected with unique country, school, teacher and student ID, and 
date of lesson (Do not put student IDs on artefacts collected). 
Remove, mask or blackout any personal identifiers from all collected 
data, other than project-generated IDs. 

Check whether teacher has been filling out the Daily Topic Coverage 
Table. Provide instructions to teacher about filling in the Table if 
needed. Remind the teacher to do so during every communication 
following the administration of the teacher pre-questionnaire. 

Return to school at least one day after the video-recording day to 
collect artefacts and artefact inventory from the video-recorded 
lesson and the next lesson. School coordinators can also collect the 
“next lesson” materials during the next visit but they must 
communicate and coordinate this with the teacher before the visit. 

Digitize video-recordings for transmission to National Centre.  
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Delivery to National 
Centre 

Transmit video files, digitized artefacts and artefact inventory form, 
signed consent forms, test booklets, questionnaires, and student 
roster form to the NPM. 

All materials (including labeled materials that were unused) must be 
returned to the National Centree Track down any missing materials. 
If they cannot be found, report this using the fielding issues 
reporting form. 

Return all materials to the National Centre with 24 hours of data 
collection. 

Check out 

Remove all video recording equipment from classroom. 

Check out at school office upon departure. 

Use the data collection checklist to record any issues that occurred 
with data collection and how they were resolved. Fill out: Data 
Collection Checklist 

School Coordinators Stage: Last Data Collection  

Making 
Arrangements 

(If necessary) Arrange time to return and collect any remaining data 
or materials. 

Data Collection Collect the last remaining data from the teachers at the school.  

NPM Stage: After Data Collection 

Wrap up 

Send thank you notes to participating schools and teachers.  

Retain a copy of all collected data, student roster forms, and signed 
consent forms in a secure environment. 

Preparing Staff for 
Rating 

Complete all recruitment activities for local raters. 

Train local raters for scoring. 
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Chapter 2: Sampling and Recruiting Schools, Teachers, and Students 
 
Obtaining the cooperation of schools, teachers and parents for their or their children’s involvement in 
the TALIS Video Study is essential for the success of the study. NPMs should have well thought out plans 
for informing these groups of the study and for gaining the support or endorsement of groups who are 
likely to encourage or foster participation. Some examples of practices that have helped with 
recruitment on other such studies include establishing a steering committee for the study that involves 
representatives from unions and other stakeholder groups; conducting information campaigns using 
different types of media; and maintaining close communication between the sampled schools, teachers 
and School Coordinators. A recruitment planning table should have been submitted to and approved by 
the International Consortium prior to beginning recruitment of schools. 
 
Each participating country/economy will receive a list of sampled schools to start contacting for 
participation in the TALIS Video Study. Prior to receiving the list, you should have prepared all the 
recruitment materials you will need for each type of participant and have translated the consent forms 
for each into your native language. If endorsement or approval of the study by government agencies or 
other stakeholder groups is needed or desired in your country/economy, this should be obtained before 
contacting any of the sampled schools. 
 
After you receive the list of sampled schools, you should contact the schools using the method outlined 
in your recruitment plan. School principals should be encouraged, before agreeing to participate, to 
informally consult teachers in the school about their willingness to participate in the study. Follow-up 
contact with the schools should also be undertaken according to your plan. If you have exhausted all 
planned follow-ups and have not received confirmation by the school of participation, then you will 
need to start the process again with a replacement school. 
 
After a school has agreed to participate, you will need to ascertain which classes in the school are taught 
quadratic equations. We suggest that the School Coordinator contact the school to complete the table 
shown in exhibit 2.1 below. Amendments to the table may be made to reflect local context (e.g., using 
class names rather than days and times taught to identify classes). Teacher names may also be excluded 
in countries where collection of names prior to consent is not possible.  

Exhibit 2.1: Quadratics Class/Section List 

School Name: 

School Coordinator:  

Detailed list of all classes in school teaching quadratic equations: 

Day(s) 
Taught 

Time(s)
Taught 

Name of 
Class (e.g., 
Section 1a, 
First Period 
Algebra) 

Teacher 
Name 

Number 
of 
Students 

Grade(
s) 

Month in 
which 
quadratics 
will be 
taught? 

Is this a special 
section or class? 
If so, describe 
(e.g., advanced 
section, 
remedial 
section, etc.) 
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After you have generated a complete list –a roster-- of all the classes that are taught quadratic 
equations in the school, use the roster to sample the teachers for the study. Procedures for sampling the 
teacher and class for the study, as well as backups, are described in the next section. Follow the outlined 
procedures to identify the sampled teacher as well as the specific class from which data will be collected 
for the study. 
 
It’s important that the sample of selected classes average at least 20 students per class. Therefore, if the 
number of students in a class is less than 15, that class should not be included in the sampling 
procedures described below. However, the class should be added to the class roster so that total 
number of classes in a school is documented. 

Sampling Teachers and Classes 
For each sampled school, the National Centre will need to sample one teacher and class for the study. 
The National Centre also will need to sample two replacement classes for the sampled teacher (if the 
teacher has multiple classes), to be used if insufficient numbers of students and their parents/guardians 
consent to participation in the Video Study. In addition, the team will sample two replacement teachers 
to be used sequentially if the sampled teacher and the first replacement will not or cannot participate in 
the Video Study. A class and two replacements will be sampled for each replacement teacher. 
 
To facilitate the selection of teachers and classes, the consortium will provide each country/economy 
with two Excel spreadsheet files: 1) a list of random numbers with a filename like 
Cntry1_Random_Numbers.xls, where Cntry1 will be replaced by the country/economy name or project 
ID, and 2) a file for recording the names of the sampled teachers and the sampled classes with a 
filename like Teacher_Section_Sample_Summary.xls. The first file is simply a list of random numbers 
that will be used to randomly select a teacher and class and the replacements. The second is a file where 
the results of the sample selection process must be recorded.  
 
To sample teachers and classes for each participating school, the country/economy team must first save 
the Quadratics Class/Section List data, shown in Exhibit 2.1, in an Excel or similar spreadsheet. The 
class/section lists for all the schools can be in one spreadsheet or the list for each school can be in a 
separate spreadsheet. The demonstration in this manual assumes a separate file for each school but 
that is not necessary. 

Step 1. Open the Quadratics Class/Section List and Random Numbers List 
The first step to sampling teachers and classes is to open the Excel files with the Quadratics 
Class/Section List and the list of random numbers, see Exhibits 2.2 through 2.5. In this example, the 
Quadratics Class/Section List contains information for three teachers who teach quadratics in 
participating school 1. Two of the teachers, Bill Jones and Amy Smith, each teach quadratics to five 
classes and the third teacher, Tammi Meyers, teaches the focal content to just two classes. 
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Exhibit 2.2: Opening the Quadratics Class/Section List 

 
 

Exhibit 2.3: Contents of the Quadratics Class/Section List 
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Exhibit 2.4: Opening the List of Random Numbers, Cntry1_Random_Numbers.xls 

 
 

Exhibit 2.5: Contents of the List of Random Numbers, Cntry1_Random_Numbers.xls 
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Step 2. Copy and Paste Random Numbers for the Classes 
In the second step, a country/economy team member must first count the total number of 
classes/sections in the school. In the example, there are 12 total classes that are eligible for the study. 
Next, a team member must copy a random number from the random number list for each, starting with 
the first unused random number, see Exhibit 2.6. Since the example is for the first school, no random 
numbers have been used and we start copying with the first number on the list. Next the copied random 
numbers are pasted into the Quadratics Class/Section List as shown in Exhibit 2.7 and 2.8. Because the 
random numbers contain many digits, they are too wide for the field in the spreadsheet and show up as 
######## in Exhibit 2.7. By widening the field width, the random numbers show, as in Exhibit 2.8. A 
comparison the number in Exhibits 2.6 and 2.8 verifies that the numbers copied properly and each of 
the 12 classes is now associated with a unique random number. After copying and pasting the random 
numbers into the class list, the team member must return to the list of random numbers and mark the 
used ones by putting an “x” in the Used field for each used number as shown in Exhibit 2.9 and then 
save the file for use with the remaining schools. 
 
 

Exhibit 2.6: Copying Random Numbers 
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Exhibit 2.7: Pasting Random Numbers, 1 

 
 

Exhibit 2.8: Pasting Random Numbers, 2 
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Exhibit 2.9: Marking the Used Random Numbers 

 

 

Step 3. Sort the Classes 
In the next step, a team member must randomly sort the classes by sorting the random numbers 
associated with each class. The first step is to select the rows that have class information for the schools, 
skipping the other rows. In the example, just rows 4 to 15 are selected, as shown in Exhibit 2.10. The 
entire rows can be selected or just the fields with the data on the classes and the random numbers as 
shown in the exhibit. Next, the team member should select or click the Sort & Filter button and then 
select Custom Sort… from the dropdown menu that opens, see Exhibit 2.11. Selecting Custom Sort… will 
open the dialog box shown in Exhibit 2.12. In the dialog box, the team member will need to select the 
arrow next to Sort by which will give a dropdown menu as shown Exhibit 2.13. The field with the random 
number is selected from the menu, in the example this is Column G, see Exhibit 2.14. After selecting the 
correct field from the dropdown menu, the team member will select OK. Excel will then sort the selected 
rows in the descending order of the random numbers, as shown.  
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Exhibit 2.10: Selecting the Rows with Classes and Random Numbers 

 

Exhibit 2.11: Click the Sort & Filer Button and Select Custom Sort… 
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Exhibit 2.12: Dialog Box following Selecting Custom Sort… 

 
 

Exhibit 2.13: Dropdown Menu for Sort by 
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Exhibit 2.14: Select Field with Random Numbers (Column G) and Select OK  

 
 

Exhibit 2.15: Data Sorted in Descending Order of Random Numbers 
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Step 4. Sampling the Teacher and Class 
The sampled teacher is the teacher in first row of the sorted data. In the example, this teacher is Amy 
Smith. The country/economy team will need to recruit this teacher for the study. The sampled class is 
the class in the first row of the sorted data. In the example, this is the class meeting from 1:30 to 2:25 
PM every day of the week. The team should also select two replacement sections for this teacher. The 
first replacement is the next class for the sampled teacher in the sorted list. In the example, this is the 
12:30 to 1:25 PM on line 11.  The second replacement is the next class in the list for the sampled 
teacher. In the example, it is the 9:30 to 10:25 class on line 12, in Exhibit 2.15.  The replacement classes 
will be used if the sampled class fails to achieve the necessary level of consent for the Video Study. The 
number of students that do not consent to the Video Library must not be used as a criterion to discard a 
class, as long as sufficient numbers give consent to participate in the Video Study. 

Step 5. Sampling Replacement Teachers 
The first replacement teacher is the first teacher other than the sampled teacher on the sorted list after 
the row for the sampled teacher and class.  In the example, this is Tammi Meyers on line 2. The sampled 
class for the replacement teacher is the class on the first line of data for the replacement teacher. In the 
example, the sampled class for the first replacement teacher is the 11:30 to 12:25 class which meets 
every day. Replacement classes are selected for the replacement teacher following the same procedures 
as for the sampled teacher. In the example, Tammi Meyers only teaches two classes, so there is only one 
replacement class. The second replacement teacher is the next teacher on the list, Bill Jones in the 
example on line 3. Again, the sampled class for this teacher is the class on the first line containing data 
for this teacher, which is the 12:30 to 1:25 PM every day class in the example. Again replacement classes 
are sampled following the same procedure.  

Step 6. Recording the Sampled Teacher and Class and the Replacements 
The results of the sampling procedures for each school should be recorded in the 
Teacher_Section_Sample_Summary.xls spreadsheet. First the file must be opened (see Exhibit 2.16). As 
shown in Exhibit 2.17, the spreadsheet contains a block of rows for each school that includes one row 
for the sampled teacher and class, one row for each of replacement class for the sampled teacher, one 
row for each replacement teacher and for each of the replacement classes for those teachers. The 
spreadsheet contains fields for the day the class is taught (Day Taught), the time it is taught (Time), the 
teacher (Teacher), and the study ID assigned to the teacher and class (Teacher Assigned Study ID and 
Class Assigned Study ID). The IDs must be assigned by the country/economy team at the time the 
teacher and class are selected, following the rules given in Assigning IDs to Collected Data.   
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Exhibit 2.16: Teacher_Section_Sample_Summary.xls Spreadsheet for Storing Sampling Results 

 
 

Exhibit 2.17: Contents of the Teacher_Section_Sample_Summary.xls Spreadsheet 
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For the sampled teacher and class, the day, time, and teacher information can be copied from the 
sorted Quadratics Class/Section List spreadsheet and pasted into appropriate row of the 
Teacher_Section_Sample_Summary.xls spreadsheet as shown in Exhibits 2.18 and 2.19. Similarly, the 
data for the replacement classes for the sampled teacher and for the replacement teachers and their 
sampled and replacement classes also can be copied and pasted into the 
Teacher_Section_Sample_Summary.xls spreadsheet as shown in Exhibit 2.20. The IDs can then be 
generated following rules for creating IDs and added to this file. The summary file will serve as the 
crosswalk between the IDs and the sampled teacher and class information and this file will also provide 
documentation of the sampling process.  Because it contains identifying information along with the 
study IDs, the Teacher_Section_Sample_Summary.xls spreadsheet should be kept secure at all times. 
 

Exhibit 2.18: Copying Data for the Sampled Teacher and Class from Quadratics Class Section 
List Spreadsheet 
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Exhibit 2.19: Pasting Data for the Sampled Teacher and Class Sample Summary Spreadsheet 

 

Exhibit 2.20: Sample Summary Spreadsheet with Sample Data from School 1 
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Recruiting the Sampled Teacher 
The sampled teacher should then be contacted by the School Coordinator using the approach outlined 
in the recruitment plan submitted to the International Consortium. Follow-up contact with the teacher 
should also be undertaken according to your plan. If you have exhausted all planned follow-ups and 
have not received confirmation by the teacher of participation, then you will need to start the process 
again with a replacement teacher. If you are concerned that consent for the Global Video Library may 
negatively impact teachers’ consenting for the Video Study, you may use a two stage consent process 
where you first gain consent for the study and then afterward ask consent for the Library. This second 
stage should be completed prior to the start of video recording. 
 
Consent of teachers to participate in the study should be obtained prior to telling them the specific class 
that will be the focus of the study. Teachers may not change the targeted class for which they were 
selected for participation. If a teacher does not want a particular class or section to be in this study, then 
you will need to contact a replacement teacher.  
 
If you have exhausted all the possible teachers in the school who teach quadratic equations and none 
have agreed to participate, then you will need to contact a replacement school and start the process 
over again with that school until you have both school and teacher agreement to participate. 
 
Once a teacher has agreed to participate, the School Coordinator will need to meet with the teacher to 
identify when in the school year they will be teaching quadratic equations. All data collection for that 
teacher will need to be scheduled immediately prior to, during and after the time period when quadratic 
equations are taught.  
 
Thus, the School Coordinator will also need to understand whether there are any school holidays or 
other disruptions prior to, during, or following the unit that would limit data collection for the tests, 
questionnaires and videos. The School Coordinators will need to be in regular contact with the teachers 
throughout the year to make sure they are aware of any changes to the teaching plan. National Centres 
should also provide a phone number and email for teachers to contact them directly with any questions 
or concerns about the study. 
 
Next, the School Coordinator should work with the teachers to gain consent from parents of all the 
students in the targeted classes. You should use the recruitment and follow-up plans that were 
submitted to the International Consortium  to guide this work. If you are concerned that consent for the 
Global Video Library may negatively impact parents’ consenting for the Video Study, you may use a two 
stage consent process where you first gain consent for the study and then afterward ask consent for the 
Library. You may want to consider offering an incentive (e.g., colorful pencils or a pizza party for the 
class) in order to get students to return the signed consent forms. This second stage of the consent 
process should be completed prior to the start of video recording. 
 
The School Coordinators will need to track parental consent for participation on the student roster form 
described below. School coordinators should achieve, on average, consent to participate in the Video 
Study for approximately 75% of the students and 20 students for each instrument (i.e., questionnaire, 
test, and video). However, this threshold may be lowered if necessary. Should more than 50% of parents 
of students in the class fail to provide consent to participate in the Video Study instrument or class size 
drop below 15 students for any instrument, you will need to select a replacement teacher and 
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classroom to video-record. If this occurs, the procedures used to obtain teacher and parental consent 
for participation will need to be conducted again with the first replacement teacher/class and then 
possibly with the third. Importantly, consent to participate in the Video Library should be recorded, but 
is not to be used as a criterion for dropping the participation of a class in the Video Study. 
 
The National Centre will need to have a plan for keeping all consent forms secure and for destroying 
them at the conclusion of the study. 

 

Prepare a Student Roster for Target Class 
Once a target class has been identified and the teacher for that class has agreed to participate, the 
School Coordinator will need to meet with the teacher to prepare a student roster for the class.  Using 
the table format provided below, each student in the class should be listed. All students in the targeted 
class will share the same school and teacher ID, but each will be assigned a unique student ID at the 
time the roster is created. This student ID will need to be entered on any data collected from the 
student including tests and questionnaires. Student IDs should not be entered on any teaching artefacts 
or the video collected.
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Exhibit 2.21: Student Roster Form 

School Name: 

School ID: 

Teacher Name: 

Teacher ID: 

# of students total: # of male students:  # of female students Average age of students: 

School Coordinator: 

Date & 
Time 

Pre Questionnaire: ________________________ Pre Test: __________________________ Video 1: ______________________ 

Post Questionnaire: _______________________ Post Test: _________________________ 
 
Video 2: ______________________ 

School 
ID 

Teacher 
ID 

Student 
ID 

Student 
Name 

Gender 
(F=1; M=2) 

Birth 
date 

SEN Consent Pre 
Q NP 

Pre Test 
NP 

V1 
NP 

V2 
NP 

Post Q 
NP 

Post 
Test 
NP 

GVL Comment
s 

  01   M Y           

  02   M Y           

  03   M Y           

  04   M Y           

  05   M Y           

 
 
 
 
 
 
 
 
 
 
 

Codes to enter into SEN (Special Educational 
Needs) column: 
1 – Functional disability 
2 – Cognitive, behavioral or emotional disability 
3 – Limited assessment language experience 

Codes to enter into NP (not participating) 
columns: 
1 – No consent for this part  
2 – Excluded because SEN accommodation 
not feasible 
3 – Student absent on the day of collection 
4 – Student no longer in the class or the 
school (therefor leaves the study) 
5 – Student refuses to participate 

Completed by School Coordinator with teacher Completed by School Coordinator at each data collection event 

Codes to enter into Consent column  
1 (P,A)– No Consent to any part of the 
study. If 1, pre-populate the NP columns 
with a “1”; Indicate P for passive refusal 
and A for active refusal.    
2 (T,Q,V) – Yes, Partial Consent; indicate 
T for tests, Q, for questionnaires, V for 
video. E.g., 2TQ is partial consent to test 
and questionnaires.  
3 – Yes, Full Consent  



 

39 
The Field Manual for NPMs was developed by the international consortium: RAND, DIPF, ETS.   

For each student in the targeted class or section, the student’s name, gender and birth date (month and 
year) should be entered in the form. If the collection of student names and birth dates prior to consent 
is not allowed, then the School Coordinator should enter the summary information at the top of the 
form at the time the class is selected. Then, as student consent is obtained, students’ information should 
be entered onto the roster and an ID assigned. The School Coordinator will need to work with the 
teacher to make sure the form is completed correctly both prior to the start of data collection and then 
as it is updated for each data collection event.  
 
Students with Special Educational Needs (SEN) should be included in the study provided they meet the 
criteria outlined in Table 2.1 below. They should be provided with the accommodations they usually 
receive for similar tests, as long as they can be reasonably implemented within the framework of the 
study. School coordinators are encouraged to plan in advance for those students who would require 
special accommodations. The School Coordinator should discuss with the teacher where special needs 
students will be located in the class, whether they will have an aid with them, etc. All accommodations 
made for special needs students should be entered into the comment section of the student roster. The 
definition of reasonable or normal accommodation may vary by country. In general, we want SEN 
students to be included wherever possible as long as it does not add burden on the school or teacher. 
Thus, accommodations that can be made by the National Centre should be provided (e.g., colored 
paper, larger font size) but those that may inconvenience the school (e.g., additional time) should not. In 
rare cases, a student may be excluded on the basis of SEN if the accommodations necessary for their 
participation would be excessive. These cases could include for example, the need for additional 
translation, specialized equipment, Braille forms, or undue burden on the teacher or school. When a 
student is excluded because accommodation is not possible, a ‘2’ should be entered in each NP (not 
participating) column as the non-participation code for that student. 
 

Table 2.1: Guidelines for Inclusion/Exclusion of Students with Special Needs 

Type of SEN Students who may be excluded 
Students who should be 

included 

Functional 
disability 

 

The student has a moderate to severe permanent 
physical disability such that she/he cannot participate 
in the PISA testing situation. Code 2 in N/P column 

The student can respond 
to the assessment. 

Cognitive, 
behavioral or 
emotional 
disability 

 

The student has a cognitive, behavioral or emotional 
disability such that in the opinion of qualified staff, 
she/he cannot participate in the PISA testing situation. 
This includes students who are cognitively, behaviorally 
or emotionally unable to follow even the general 
instructions of the assessment. Code 2 in N/P column 

The student can respond 
to the assessment. 
He/she should NOT be 
excluded solely because 
of poor academic 
performance or 
disciplinary problems. 

Insufficient 
assessment 
language 
experience 

 

The student meets ALL of the following three criteria: 

- - not being a native speaker in the assessment 
language, 

- - having limited proficiency in the assessment language, 
and  

- - having received less than one year of instruction in 
the assessment language. 

- Code 2 in N/P column 

The student meets ONLY 
one or two of the 
criteria.  
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Regardless of accommodation, if a student has a special educational need, then the appropriate code for 
the SEN should be entered in the student roster form at the time of initial completion: 

1. Functional disability: The student has a moderate to severe permanent physical disability. 
2. Cognitive, behavioral, or emotional disability: In the opinion of qualified staff, the student has a 

cognitive, behavioral, or emotional disability. 
3. Limited assessment language experience – The student is not a native speaker of the language 

of assessment in the country and has limited proficiency in the language. If an official 
designation exists it should be entered. If an official designation is not used in the country, the 
teachers’ judgement of student language proficiency should be entered. 

The SEN codes entered should be based on an official designation of the student and not on teacher’s 
perceptions except in the case of limited language experience.  
 
Information on “Consent” and “Nonparticipation” are collected separately. First, consider the consent 
column codes: 
 

Codes to enter into Consent column  
1 (P,A)– No Consent to any part of the study. If 1, pre-populate the NP columns with a “1”; 
Indicate P for passive refusal and A for active refusal.    
2 (T,Q,V) – Yes, Partial Consent; indicate T for tests, Q, for questionnaires, V for video. E.g., 2TQ 
is partial consent to test and questionnaires.  
3 – Yes, Full Consent  

 
The code for “not consenting to any part of the study” is “1”, but please distinguish between active 
refusal to the study vs. passive refusal to the study. Active refusal refers to parents who have returned 
the consent form to the school indicating that they do not want their child participating in the study in 
any way. Passive refusal refers to parents who have not returned the form, and the school or the school 
coordinator must assume the default, which is that the child cannot participate in the study. The code 
for passive refusal is 1P and the code for active refusal is 1A. If any child is not participating in the study 
at all, please prepopulate the “NP” (nonparticipation) columns with a “1”. The code for partial consent 
to the study is “2” but please indicate the instrument(s) the child is consent to by adding the respective 
suffix. Suffix “T” is for tests, “Q” is for questionnaires, and “V” is for video. For example, the code “2TQ” 
would be used to identify students that is consented to only the questionnaire and test.  
 
For each day of data collection, the School Coordinator will bring the student roster and complete the 
additional columns noting the date of data collection at the top of the column labeled NP 
(Nonparticipation). The columns labeled NP should then be used to record reasons for nonparticipation 
by the student listed on the roster for each day of data collection. Students in the targeted class should 
only be excluded from participation in the tests, questionnaires, or video--recorded lessons if their 
parent has not granted permission for their participation or they are a SEN student who cannot be 
accommodated. 
 
On each day of data collection, the School Coordinator should check that the roster still remains 
accurate. For example, students may move and permanently leave the class or enter the class during the 
study period. When a student enters the class during the study period, the School Coordinator should 
add them to the roster, assign them a student ID, and note in the NP column the code related to entry 
to the class. When a student permanently leaves the class (and is not just absent on a day of data 
collection), the School Coordinator should also place the appropriate code in the NP column.  
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Nonparticipation codes that should be entered include the following: 

 
Codes to enter into NP (not participating) columns: 
1 – No consent for this part  
2 – Excluded because SEN accommodation not feasible 
3 – Student absent on the day of collection 
4 – Student no longer in the class or the school (therefor leaves the study) 
5 – Student refuses to participate 
 

If in doubt about which code to enter, the School Coordinator should leave the column blank and insert 
a brief note in the “Comments’ column or contact the National Centre. 
 
They should then arrange to gain consent from all students in the target class/section. Consent for the 
Video Study must be obtained for at least 50% of students for video-recording to take place (and should 
average 75% across all classes in the study). 
 
At the end of data collection, the national center will be submitting the student roster form to the 
Consortium. Please enter the data into the student roster excel form provided. It is important to 
remove the names and to keep only the IDs on the forms submitted to the Consortium.  
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Chapter 3: Preparing for Data Collection 
You will need to undertake a number of tasks prior to the start of data collection. These preparatory 
activities include translation of instruments and materials into your country’s language(s), preparing and 
printing written instruments and instructions, acquiring and preparing data collection equipment and 
developing and assigning unique IDs for each school, teacher, and student in the study. This chapter 
describes the processes you should follow to complete preparation for data collection. 

Translating and Adapting TALIS Video Study Components  
Prior to data collection, each country/economy should have previously: 

 Identified their languages of administration; 

 Submitted a translation and adaptation plan to the International Consortium; 

 Identified their translator(s) and reviewer; 

 Prepared the materials and instructions for their translator(s) and reviewer. 
 
Four different translation and adaptation procedures are needed for the TALIS Video Study: one for the 
consent materials for the study and the Global Video Library, a second for the tests and questionnaires 
that will be provided in English and must be administered in the country language, a third for 
instructions to teachers about teaching during the video-recorded lesson and collecting teaching 
artefacts, and a fourth procedure for the videos and artefacts that are collected in the country language 
but will need to be supplied to the International Consortium in English. 

Translating and Adapting Consent Materials  
Given the sensitive and personal nature of the video data being collected in this study, having 
appropriate consent for participation by teachers and students is paramount. OECD, in collaboration 
with legal advisors, developed a set of consent materials that include a study overview document and 
consent forms for the Video Study and Global Video Library. These materials will need to be translated 
and the translations approved by legal advisors at OECD. While countries will need to make some 
adaptations (such as indicating how participants can contact the National Centre), few other adaptations 
are possible given the legal requirements for conducting this study. If countries wish to adapt the 
consent forms they will need to work with OECD closely to make sure that the adaptations are 
consistent with these requirements. Countries will need to get their translated materials to OECD for 
approval no later than two weeks prior to starting consent. 

Translating and Adapting Tests and Questionnaires  
Each country/economy will receive the tests and questionnaires as electronic files from the International 
Consortium.  
 
It is important that the original formatting of the instruments is maintained. You may want to print the 
original files sent by the International Consortium as a reference. When replacing the original text with 
translated text, it is also important that the same fonts/typeface are used to maintain the overall design 
of the questionnaire. Careful attention should be paid to making sure the mathematical equations in the 
national versions are identical to those provided in the international versions.  The international 
consortium will provide the tests and questionnaires in both a Microsoft Word format as well as a 
locked format.  It is recommended that countries work with the Word document, but compare the final 
product to the locked version to ensure that all mathematical symbols appear correctly. (This is because 
different versions of Word sometimes handle mathematical symbols in different ways.)  The goal should 
be to have the translated tests and questionnaires resemble the format and content of the locked 
version of the instruments as closely as possible.   
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The International Consortium recognises that the length of the text may change due to the differences 
in individual languages. In some cases, the font sizes may need to be changed to avoid undesired page 
breaks. In this case, the Consortium should be contacted at TALISVideo@rand.org for advice on how to 
adjust font sizes and how to deal with mathematical symbols if problems arise.  
 
The translated version of each instrument should be carefully compared to the original. The translated 
document should include each section and heading corresponding to the original document.  
 
Note:  
It is not allowed to change the order of questions in the instruments! The questions must remain in their 
original sequencing. Otherwise the data will not be internationally comparable. 

Making Adaptations to the TALIS Video Study Instruments 
While preparing your national instruments, you will inevitably make certain changes, selections, and 
adaptations to the international versions. In doing so, you should always keep in mind that the objective 
of the survey or test is to create internationally comparable data from all participating countries. Any 
deviation from the international database format (resulting from adaptations made to instruments) will 
need to be documented in the National Adaptation Form (NAF) in order to facilitate data processing by 
the International Consortium. Consequently, any national adaptations that you make to the 
international instruments must be documented in the NAFs. Even if your country administers the survey 
in English and the instruments do not need to be translated, national adaptations are required (See a 
description of needed adaptations below).  
 
NOTE:  The observation and artefact protocols (including training materials) should not be adapted or 
translated. 
 
The recording of any changes is an important part of quality assurance (consistency) for the study. The 
procedure is the same for the pilot and for the main study. The NAFs should be completed and updated 
at various stages of preparation of your national instruments and will be reviewed in the following 
stages:  
 
Step I – National adaptation and translation approval: The International Consortium will have reviewed 
the proposed adaptations as entered into the NAFs and submitted as part of your translation and 
adaptation plans. Translations and back translations for each item will be submitted in the NAF and also 
reviewed. Terms and items that were previously used in TALIS or PISA and are being used in this study 
must use previous translations and adaptations and we have noted these items on the form.  
 
Step II – Layout verification: When verifying the final instrument layout, the NAFs will be reviewed to 
assess possible deviations from the source version.  Moreover, verifiers will check for the correct 
implementation of structural adaptations, i.e., whether or not added national variables are in line with 
the variable naming convention. 
 
 
Should countries wish to add items to any instrument, they would first submit them on the NAF, 
providing both translations and back translations. All country specific items would be added to the end 
of instruments and to the end of the NAF. Countries wishing to add items to questionnaires or the tests 
should plan for an additional 1.5 minutes of administration time per item. The questionnaires and tests 

mailto:TALISVideo@rand.org
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for the study are designed to take approximately 40 minutes to administer and countries should 
consider this administration time in relation to the class time available. 

Adapting the Generic Source Version of the TALIS Video Study Tests and Questionnaires   
There are places in each of the questionnaires and tests where adaptations are mandatory even for 
English speaking countries. These places are highlighted in yellow and marked by [square brackets], 
{curly brackets} or <angle brackets> in the instruments.  
 
The square brackets require introduction of some country-specific information. For example, in the 
questionnaire introductions, you will need to fill in information on a return procedure and a deadline, as 
well as your National Study Centre contact details.  
 
In the text, the square and curly brackets indicate that a choice is required to adjust an instrument for a 
specific audience. In the case of the square brackets, you are adding some national-specific information. 
The curly brackets suggest a possibility to omit the optional text if not applicable to a local context, e.g., 
“{a church}”.  
 
The angle brackets mark essential adaptations with additional advice and instruction in these guidelines 
and/or the glossary. Any words in the angle brackets need to be replaced with the country-appropriate 
term. Some of them are related to the target population (respondents). For example, <Grade level X> 
needs to be adjusted to the population by replacing it with the appropriate educational level, such as 
“Grade 8” or “Lower Secondary”.  
 
Note:  
It is very important that you document any adaptations made to the instruments. To achieve 
international comparability, rules defining what kinds of adaptations to the international instruments 
are acceptable and what are not must be followed. 

Acceptable Adaptations  
 Adaptation of <country specific> terms (highlighted in yellow in the instruments) – always;  

 Adaptation of valid ranges – if necessary;  

 Adding categories – if absolutely necessary; (Data submitted must be explicitly documented, 
including recoding suggestions. This means that you must provide the International Consortium 
with explicit instructions on how to match international and national values for adapted 
categorical variables.)  

Not Acceptable Adaptations  
 Collapsing or removing international categories;  

 Changing the international question stem.  
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Note:  
Any national extensions that are added to the questionnaires will not be recoded or integrated into the 
international data files and will be returned to the National Study Centre unchanged/uncleaned if 
submitted along with the international variables for data management. 

Changes Affecting Layout  
Changes to the font, margins, and other parts of the layout of the instruments are not acceptable 
without prior approval from the Consortium. However, the length of words and sentences may change 
the look of a questionnaire to some extent.  
 
The tests and questionnaires will be given to countries as both a Microsoft Word document and as a pdf 
file. It is important that when translating and adapting them for your country language that you make 
every effort to maintain the layout and formatting provided by the Consortium. Tests and 
questionnaires will be formatted using the following guidelines: 
 
Each will have a front page including the logos from RAND, ETS, DIPF and OECD, along with a 
description of the instrument 
  
Overall font and layout (except the response boxes) will use Calibri, 1.15 line spacing, and margins will 
be top 2,5 cm / bottom 2cm / left 2,5cm / right 2,5 cm   
 
Font size: 

 Theme headers will use font size 18pt  

 Instructions/ Introduction for each chapter (written in italics) will be in font size 12pt 

 Items (written in bold) will be in font size 12pt (you must use identical question-number as in 
the original document!)  

 Guidelines for answering the questions will be in italics, font size 11pt 

 Sub-Items and response categories will be in font size 10pt 
 

Response boxes: 

 Will be in InfoTextRegular-Roman, Size 20pt 
 
Tables will have the following layout: 

 Row height will be 1,2 

 Alignment of items will be left, centered 

 Alignment of response boxes will be middle, centered 
 

Page breaks from the Consortium versions of the tests and questionnaires must be maintained in all 
country versions. 
 
Note:  
If – for some reason – you have to apply a format change, you must get written approval from the 
International Consortium. When in doubt, send a copy of the original item and a copy of the proposed 
format change to TALISVideo@rand.org for approval. 

Preparing Translated Versions of the TALIS Video Study Tests and Questionnaires  
It is essential to ensure the high quality of the translations. It is therefore important to carry out the 
translation as carefully and as thoroughly as possible. In this section is a series of procedural steps for 

mailto:TALISVideo@rand.org
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preparing the translation (i.e., your national versions) of the tests and questionnaires used in the TALIS 
Video Study. These steps must be followed for each language used in the study.  
 
If your study language is also used by other participating countries, you may wish to collaborate with 
them at the stage of national adaptation, translation and verification processes.  
 
Please ensure consistency between different instruments.  
 
In the footer of each instrument, you will need to add ID-type information. You should first enter the 
initials for the instrument (e.g., TQA for teacher pre-questionnaire) followed by the three letter 
International Standardization Organization (ISO) code for the country and the two letter ISO code for the 
language.   
 
The ISO country codes are: 

 Chile 152 

 Colombia 170 

 England 826 

 Germany 276 

 Japan 392 

 Madrid 724 

 Mexico 484 

 Shanghai 156 
 
The ISO language codes are: 

 Chinese ZH 

 English EN 

 German DE 

 Japanese JA 

 Spanish ES 
 
Thus for the teacher pre-questionnaire in Mexico, the footer would have the designation: TQA484ES  
 

Guidelines for Translations of Tests and Questionnaires 
It is not possible to provide explicit instructions for translating the source text into the target 
language(s). For this reason, it is important to use skilled and experienced translators (and reviewers) to 
provide quality translations of the materials. The following guidelines have been developed so that 
national versions of the instruments are consistent with the international versions of the instruments 
but allow for national adaptations where necessary.  
 
In translating and adapting the test and survey instruments, particular attention should be paid to the 
following issues:  

 Identifying and minimising cultural/contextual differences.  

 Finding words/terms and phrases in the target language that are equivalent to those in the 
international version. Making sure that the essential meaning of the text and the reading level 
do not change.  

 Ensuring that the national adaptations are made appropriately.  
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 Being aware of and minimising changes that impact layout due to translation.  

 Using appropriate language for mathematical concepts used in your country.  
Your translator and reviewer will probably need to consult math teachers or other experts of school 
mathematics for checking the translation of mathematics terminology.   

Language  
The translation has to follow the rules of the target language and the country’s national/school context. 
Yet, the translated text needs to have the same meaning as the source text. It is also very important to 
keep in mind that these translations are intended for educators and their students and that translations 
should reflect the recognized terminology and language level of this audience.  
 
This is also the case when adapting text from the international English instruments to the English used in 
a different country context.  
 
The following guidelines may help you assess the quality of the translation provided:  

 The translated text should have the same register (language level and degree of formality) as 
the source text.  

 The translated text should have correct grammar and usage (e.g., subject/verb agreement, 
prepositions, verb tenses, etc.).  

 The translated text should not clarify or omit text from the source version unless agreed upon 
with the International Consortium, and should not add more information.  

 The translated text should have equivalent qualifiers and modifiers appropriate for the target 
language.  

 The translated text should have the equivalent social, political or historical terminology 
appropriate for the target language and used at this level of education.  

 Idiomatic expressions should be translated appropriately, and not word by word.  

 Spelling, punctuation and capitalisation in the target text should be appropriate for the target 
language and the country’s national context.  

Vocabulary and Expressions  
It may be necessary to make changes to particular words so that respondents are not faced with 
unfamiliar vocabulary or expressions. Concepts and expressions that are not common in a country 
context may and should be changed. For example, references to the working week as Monday to Friday 
may not be appropriate in all countries. When replacing expressions with more appropriate terms, 
translators should make sure that they have not changed the meaning of the question, and that all such 
changes are documented in the NAFs. All allowable changes will be noted in brackets and no other 
changes should be made outside of those brackets. 
 
Translators should pay attention to reoccurring words and phrases, to ensure that they are consistently 
translated within and across the instruments. There are numerous scales and items across the 
questionnaires that are repeated – for example appearing on both a pre- and post-questionnaire or 
appearing on both the student and teacher questionnaires. These items need to be translated 
consistently across all instruments. You will receive an Excel file named “Parallel constructs for 
translation_questionnaires_final” identifying these items. National conventions such as date formats 
and punctuation should also be followed in translation.  
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Reviewing the Tests and Questionnaires  
After translators have completed the translations, the reviewers should read the translated instruments. 
The purpose of the review is to make sure that the translations are appropriate for respondents, 
consistent across instruments and meet the requirements of the study. Therefore, reviewers also need 
to be professional translators with skills equal to the primary translator. 
 
After the reviewer has commented on the consistency and quality of the translations, the translator 
should incorporate the necessary changes into the instruments.  
 
In the case of disagreement between the translator and reviewer about the most appropriate 
translation, the NPM should serve as arbitrator to make a decision.  
 

Assembling the Final Form 
 
Following the pilot the consortium will produce an American English camera ready final form Pretest 
and final form Posttest.  These forms will be constructed out of the pool of statistically acceptable items 
resulting from the piloting. In addition to the camera-ready forms, the consortium will send the 
countries two lists of items, one for the final form Pretest and one for the final form Posttest.  These lists 
might look something like this: 
  
Item 1: Pretest B, item 3 
Item 2: Pretest A, item 2 
Item 3: Pretest A, item 1 
  
It is important that the text and layout of the item that is used in the final form be exactly the same as 
the text and layout of the piloted version. No changes of any kind are permitted. 
 

Translation of Items from Previous TALIS and PISA Administrations 
The questionnaires in the TALIS Video study will draw items from TALIS and PISA as much as possible. 
Items in the tests were submitted by countries and as such require new translation. Where items are 
used from these previous studies, you must use the translations and adaptations from these 
instruments in order to assure consistency and comparability. For each of the four questionnaires 
(Student/Teachers, Pre/Post), the International Consortium will provide you with an Excel file named 
“SQ Pre_PISA_TALIS AND TV“ etc., comparing the Source Version and the English TALIS Video Version. 
Since many of the scales/items will also be used in TALIS and PISA 2018, it is important to match your 
translations to the newest versions used in those studies to ensure comparability. A few scales/items 
are adapted to the focal topic and the purpose of the study and these adaptations will be noted in 
translation materials sent to countries. Here adaptations and changes are necessary.  

Translating teacher instructions regarding teaching artefacts. 
 
Instructions will be provided in English that should be used to inform teachers about the collection of 
artefacts (see Appendix C). These materials should be translated so they are clear to teachers and 
accurately reflect the information in the English language version.  The process of translation and review 
should also be followed for these instructions. 
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Translation, Transcription, and Subtitling of Videos and Artefacts from Native 
Languages 
 
Example videos and artefacts from each participating country/economy will be submitted to the 
International Consortium. These examples are needed to both develop the codes that will be used to 
identify constructs of teaching in the main study and to develop materials that can be used across all the 
countries to train raters to apply these codes reliably. The examples that are submitted will need to be 
subtitled and transcribed into English to help the International Consortium and other country 
participants understand the constructs of teaching demonstrated or illustrated.  The processes for 
translating the videos and artefacts will be similar but have slight variation given the differences in 
format of the data. 

Pre-requisite Mathematical Translation before Artefact or Video Translations 
 

There is one foundational step that must be completed before any artefacts or videos get 
translated, transcribed, or subtitled. Countries must conduct an official translation of mathematical 
teaching and learning terms (e.g., representation). The full list of terms is provided in “Appendix K: 

Terms that need to be translated accurately from country language into English using two translators”. 
These terms must be translated using two translators, and one translator must have subject matter 
knowledge of mathematics. The translations of these terms must be submitted to the Consortium 
for approval. The Consortium will approve them for use in transcription, translation, and subtitling 
for videos and artifacts. 
 

Subtitling, Transcription, and Translation of Video-Recorded Lessons 
Translation for video will occur in two stages and have different standards. In the first stage, we have a 
lower standard of translation and transcribing (requiring only subtitles with a review by a bilingual staff 
person in the National Centre) because this information will be used to develop and practice the codes 
and then select clips that are particularly good examples of the codes. After the example clips have been 
identified and selected, we need a higher standard of translation applied in Stage 2, so that we are sure 
the mathematics is correctly represented and rater understanding can be reliably obtained across 
countries. 
 
For stage 1: All example videos from the pilot should be submitted with English subtitles. Even videos of 
teaching in English should be submitted with subtitles. 
 
There are many versions of subtitling services and captioning software available. You are free to use any 
method for applying the subtitles that you wish so long as you can save the subtitled video in one of the 
acceptable video formats for the study (described in a subsequent chapter of this document). 
 
No matter which method you use for adding subtitles to your videos, a bilingual person on your research 
team should check and correct the entered subtitles for accuracy before submitting to the International 
Consortium. 
 
For stage 2: The International Consortium will identify the video clips from stage 1 that have been 
selected for rater training, certification, calibration, and drift monitoring, and these will need to be 
translated, verified, and a transcript with minute notations produced. Clips will be selected from every 
country for inclusion in the training materials with the goal of having similar amounts of video from each 
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country/economy. We estimate that each country will need to translate up to 30 video clips of 
approximately 1-5 minutes each and 16 full length lesson videos. These videos should be lessons of 
quadratic equations. However, please be aware that this is only an approximate estimate and will 
change depending on the number of codes developed, the levels of quality within each of those codes 
decided upon, and the difficulty associated with finding clips at the necessary levels of quality (e.g., it 
might be very hard to find low quality examples, requiring more searching than moderate quality 
examples).    
 
Because the video clips will be used as exemplars of codes for rater training and the need to establish 
reliable application of those codes, more exact translation of the video clips is needed. Countries should 
use the following processes for translation of the clips selected in either stage 1 or stage 2: 

1. Have a translator create an English transcript of the clip with minute notations (follow the 
instructions in the next section titled Transcription and Subtitling Conventions). All transcripts 
should be in .doc or .docx format. 

2. Have a translation reviewer check transcripts and note areas of improvement for translation. 
3. Have a skilled math teacher who teaches quadratics equations (or someone similar) check the 

translation of mathematics terminology. 
4. The original translator then edits transcripts accounting for reviewers’ comments and the NPM 

arbitrates any disagreements about translation. The NPM also ensures that terms are translated 
consistently across country videos. 

5. The translator then corrects or amends the English subtitles on the clip to match the transcript. 
6. Transcript and video clip with amended subtitles is submitted to the International Consortium 

within 4-6 weeks of notification of requirement for second stage translation. 
 

Note:  Videos clips of teaching in English will also need subtitles and transcripts. 
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Transcription and Subtitling Conventions 
Videos that are sent to the consortium in either stage 1 or stage 2 should be transcribed, translated, and 
subtitled.  To indicate who is speaking and whether the speaker is a new speaker, the following 
transcription and subtitling conventions should be used. 

SUBTITLING 
For the TALIS Video Study, “subtitling” videos mean the video must display, in English and at the bottom 
of the video screen, all the spoken words and sounds that a rater hears in the video.  Video viewers must 
be able to simultaneously read everything that is being said in the classroom, by both the teacher and 
the students, as the video plays.  All subtitled videos should go through the QC procedure in Appendix H 
prior to uploading to Kaltura.  NPMs should maintain all QC records. 
 
Do NOT summarize or paraphrase.  Do NOT interpret what the speaker “meant to say”.  Subtitles should 
transcribe sounds exactly what is happening so raters will be able to simultaneously read in English what 
they are hearing from teachers and students.  
 
Subtitles should 

1. Be displayed on the bottom of the video screen in English.  

2. Be in one or two colors (often, white or yellow will work well, depending on the background).   

3. Be in a font size that is easy for a rater to read and does not overly obscure the classroom.  

4. Include every word and sound heard on the video.   

5. Appear as:  [Inaudible], if what is being said is not understandable or cannot be determined.  If 

there is an inaudible word in the middle of a sentence, substitute [inaudible] for the missing 

word.  

6. Include and translate all sounds that speakers use to communicate.  These forms of 

communication often show the person is paying attention (e.g., mm hm, uh huh), hesitating 

(e.g., uh, mm), agreeing (e.g., yeah, yep), or showing surprise or a new insight (e.g., ah ha, ah, 

oh). NPMs should work with translators to make a guide to how these sounds are translated into 

English to ensure consistency across the subtitled videos and transcripts.   

7. Appear on screen when the sound occurs.   

8. Be checked to ensure that a rater can read them quickly enough.  Sometimes sentences or 

phrases will need to be placed on the screen together, remaining there for some time, so that 

the rater has enough time to read them.  Each video should be checked to ensure the length of 

time a subtitle remains on the screen is long enough for the rater to read the subtitle. 

Timestamps should not be included in the subtitles.  Below are screenshots of a subtitled video to show 
what subtitles should look like.  Where possible, stretch the subtitles horizontally (rather than vertically) 
so that the words take up the minimal amount of screen space. 
 



 

52 
The Field Manual for NPMs was developed by the international consortium: RAND, DIPF, ETS.   

   

  
 
 

TRANSCRIPTIONS 
The following conventions will be used for all transcriptions (which must match the subtitles).  
Transcripts should have timestamps whenever an individual is speaking distinguishing between teacher 
and students, as well as among students themselves. Whenever someone new speaks, type in the exact 
timestamp in the format of HH:MM:SS (hour:minutes:seconds). Because countries will be using different 
transcription services and transcripts will be used for training, we will allow time stamps of various 
types, but maintaining the same format to identify speakers. In addition, transcriptions should be well 
spaced from timestamps to allow raters to identify who is speaking at each specific moment. Countries 
will have their transcript approach approved during the pilot by the International Consortium.  
 
Two non-acceptable examples are listed below:  
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Example 1:  
 
 
 
 
 
 
 
Example 2: 
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An exemplary use of transcriptions and convention is presented next:  
 

Example 1: The time stamps in this example follow every turn of conversation so that every time 
someone new speaks, there is a new time stamp. Conventions for questions marks and 
punctuation rules are correctly used. Students speaking individually and in choral responses are 
correctly indicated; inaudible noises are signaled.  
 
00:09:53    T They were the main ones I saw when I looked around. Were there any others? 
00:09:56   SN Rays. 
00:09:58   T Rays. Okay. It says construct rays. So that's something that we need to know 

about as well. 
00:10:13   T Let's have a look at these words. Polygon. Can anyone help us with what a 

polygon might be? 
00:10:18   SN It's a five-sided shape.  
00:10:23   T        Exactly. Are you ready to solve the problem on your own? 
00:10:26   E        Yes 
00:10:30   T        Great! Get to work and let me know if you have any question 
00:11:00   [inaudible] 
00:19:15  SN      I have a question 

 
 
Regardless of the format of transcripts, transcriptions should use traditional English grammar and 
punctuation conventions. All transcripts should be saved in the .doc or .docx format.  Do NOT use pdf 
or .txt formats.  Also, transcripts should not be a table format. 
 
If an off camera (unconsented) student speaks, transcribe that speech but do NOT attach a 
pseudonym as described below.   
 
 
Also, all transcripts should use the following conventions to indicate who is speaking.  These were 
developed for the TIMSS 1999 Video study. 
 
T            Teacher  
S            Single student  
SN         Student-new. A single student whose identity differs from the last student to speak  
S?          When the identity of the student is unclear  
Ss          Multiple students, but not the entire class  
E            Entire class (or sounds like the entire class); used to indicate choral responses  
O           Other; used to indicate speech by a non-member of the class (e.g., school personnel, talk from 

public address systems) 
 
If the teacher says a student’s name, the transcriber should take the first letter or sound of the name 
and give the student a new name.  For example, if the teacher said, “Yes, Courtney, what did you get?” it 
would be transcribed and subtitled as “Yes, Carol, what did you get?” and transcribed as “01:03:14 
 T Yes, Caro, what did you get?”.  The transcriber should continue to use the same pseudonym 
given to a student for each time the teacher says that student’s name out loud.   
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- (hyphen) Use a hyphen to show that a speaker has "cut-off" (or self-interrupted) his or her 
speech. 

 Example 
 T Do you- do you see where I have drawn the parabola crossing the x-axis? 
  
? (question 
mark) 

Question marks should be used to show that the speaker has asked a question.  This 
is often indicated by the speaker’s intonation. 

 Example 
 S I would take the five and move it to the other side. 

T Here? 
  
. (period) A period should be used to indicate the end of a phrase, sentence, or taking of turn to 

speak that is NOT a question. 
 Example 
 T  Yes.  Please take out your worksheets. 

Ss Ok. 
  
, ! ; : (other 
punctuation 
marks) 

Other punctuation makes should be used as appropriate.   

 Example 
 T  Class!  Sit down now, please. 
  
… (three 
dots) 

Three dots can be used to indicate the speaker has paused 

 Example 
 S  I tried to figure out … what X should be, but I’m not really sure. 
  
[inaudible] Use [inaudible] to indicate when a speaker has spoken  
 Example 
 T  Please begin to work on the worksheet.  You should be working on questions two, 

three, and [inaudible]. 
  
(a word or 
words) 

A word or words in parentheses should be used by the transcriber when they cannot 
guarantee what has been said. 

 Example 
 T  Would the parabola be open upward or downward? 

S  I think it is (up). 
  
ALL CAPS All capital letters should be used under two circumstances.  First, when the teacher 

spells out a word, use capital letters and separate with hyphens. 
 Example 
 T  Copy the directions on the board.  Parabola is P-A-R-A-B-O-L-A. 
  
 All capital letters should also be used if a teacher refers to points, lines, angles, etc. by 

alphabetical letters. 
 Example 
 T  So this line, AB, has a certain slope.  Does anyone know how to calculate the slope? 
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Please precisely translate mathematical language.  If the speaker changes the words she is using to refer 

to the same idea, object, equation, etc., please translate them as different words.  For example, if a 

teacher uses the term “equal” and later uses “similar”, please translate and transcribe each word as 

such.   

All video shot during the pilot will need to have stage 1 translation. Once the Observation Team from 

the Consortium starts to work with the video to produce the training materials, they will notify countries 

of the portions of the videos that will need stage 2 translation and transcription. Depending on the 

quality and usability of the pilot videos, some main study videos may need to have stage 2 translation 

and transcription as well. The Observation Team will notify the countries as soon as possible if this will 

be required.  

 

Translation of Artefacts 
The translation of artefacts will parallel the video translation process, occurring in two stages with 
different standards of translation. In the first stage, we have a lower standard of translation (requiring 
translation only by a bilingual staff person with a check by another person in the National Centre) 
because this information will be used to develop and practice the codes and then select artefacts that 
are particularly good examples of the codes. After the example artefacts have been identified and 
selected, we need a higher standard of translation applied in Stage 2, so that understanding can be 
reliably obtained across countries. 
 
For stage 1: All artefacts collected during the pilot should be submitted with English translations. Two 
types of translations may be submitted: 

1. The English translation may be neatly written or typed directly on a copy of the artefact (see 
example below). 
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2. Alternatively, a word document may be created for the translation. The word document and the 
picture or scan of the original artefact should be submitted together (see example below). 
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Initial translations may be done by bilingual staff and checked by a second staff member. Professional 
translation is not required at this stage. 
 
For stage 2: After artefacts have been identified that will be used as exemplars of codes for rater 
training, more exact translation will be needed. We expect that each country will need to translate all 
artefacts from up to 30 lessons. However, please be aware that this is only an approximate estimate and 
will change depending on the number of codes developed and the levels of quality within each of those 
codes decided upon.    
 
For each artefact selected as a code exemplar for training purposes, a more exact translation will be 
needed. For each artefact, countries will need to: 

1. Have a translator create an English translation of the artefact. 
2. Have the translation reviewer check translation and note areas of improvement for translation. 
3. Original translator then edits translation accounting for reviewers’ comments and NPM 

arbitrates any disagreements. 
4. The translation along with a picture or scan of the original artefact is submitted to the 
International Consortium using the secure FTP link. 

While all countries should redact personal information (school, student and teacher names) from 
artefacts at the time of collection (and the unique study identifier should be applied to the artefact), we 
ask that artefacts be submitted using the secure file transfer protocol link in case some personally 
identifiable information remains (See Appendix J for instructions).  
 
All artefacts collected during the pilot will need to have stage 1 translation. Once the Artefact Team 

from the Consortium starts to work with the artifacts to produce the training materials, they will notify 

countries of the artefacts that will need stage 2 translation. Depending on the quality and usability of 

the pilot artefacts, some main study artefacts may need to have stage 2 translation as well. The Artefact 

Team will notify the countries as soon as possible if this will be required. 

 
For the videos:  Only upload the artefacts that were relevant to the lesson that was filmed.  These may 
include any of the following:  Lesson plan, visual materials shown to students (e.g., slides, 
transparencies, PowerPoint images), textbook pages or other materials students are asked to read, in-
class assignments, worksheet or other activities students are asked to do, homework (assignments 
asked to complete at home), short formative assessment or quiz (less than 25% of class time), other 
instructional materials.   

 

Printing and Preparing Test and Questionnaire Booklets 
The method of data collection for the TALIS Video Study is by paper-and-pencil tests and questionnaires. 
After your translations and adaptations have been verified by the International Consortium, you will be 
ready to print the tests and questionnaires that will be administered during the study. Given the tight 
timeline some countries have for data collection, it will be important that the International Consortium 
receive the translations as soon as possible for verification. We will make every effort to verify 
translations as soon as possible after receipt. 
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Tests and questionnaires for the study should be professionally printed using high quality white paper. 
Each instrument will be designed to output correctly as letter or A4 sized, saddle-stitched booklets (that 
is, tabloid or A3 sheets folded in half). Alternatively, instruments can be duplex printed onto A4 or 
letter-sized sheets and stitched at least twice.  
 
You will need to make enough copies of each instrument to equal the number of teachers and students 
participating in the study. Furthermore, additional copies should be made for the following purposes: 

 As spare copies in case of possible misprints or losses; 

 For the National Centre’s records; and 

 To send a set of hardcopy instruments to the International Consortium for archival purposes. 
Based on previous experience, the International Consortium recommends printing 5 – 10% spare copies. 
 
We are going to need to link multiple sources of data from the same student. Hence it will be essential 
when doing the main study field work, that student test booklets and surveys are properly labeled with 
student IDs and that the same ID is given to the same student with each instrument. Even, though most 
of you will not be linking data from students in the pilot, we would like to test the main study operations 
with the pilot field work as much as possible. Please see “Assigning ID’s to instruments and collected 
data” below.  
 
Note: Please carefully check the printed and bound national versions of instruments against the 
international version of the same document. Make sure that your versions include every part of the 
original, including blank pages! 

Preparing for Video-Recorded Lessons 

Acquiring Equipment for Video Recording 
Prior to the start of the study, each country must acquire the equipment needed to video-record 

teachers and their classrooms as well as digitally capture the teaching artefacts to be collected.  For the 

recording of the classroom lessons, all classroom activity must be captured uninterrupted, using a single 

video camera, for the lesson selected. Suggested equipment is listed below. 

 One video camera that captures 1080i or 1080p resolution or better. In case your country is 

using two cameras (e.g. to enable participation in the Global Video Library at a later stage), two 

cameras with synced video and sound should be used. 

 Data card with storage sufficient to capture video-recorded lessons totaling approximately two 

hours plus possible still capture of teaching artefacts 

 Tripod on which to set the video camera 

 A trained videographer or camera operator for each camera being used 

 Wireless lavaliere microphone on teacher (preferably on a lanyard) 

 Built-in multidirectional microphone in camera 

 Wireless multidirectional microphone placed in middle of classroom 

 Headset (to check sound) 

 Extension cords 

 Back-up batteries 

 Tape to put over cords so teachers or students do not trip and fall over equipment 
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Preparing the Equipment 
Prior to the first video-recording and artefact photography, the School Coordinator must prepare the 

equipment to be used. For this, they should: 

 Test video-recording equipment, including video camera, microphones, tripod, back-up 

batteries, extension cords, headset to check sound, and camera for still pictures. 

 Test camera and image quality 

o Check and charge all batteries for cameras, teacher microphone and wireless 

multidirectional microphone that will capture student discussion. 

o Check available data storage has sufficient available space (e.g., SD cards for camera(s)) 

and to ensure proper function during recording. 

o Check that the video is saving to the SD card and not to the camera’s storage. 

 Be prepared to meet the following technical requirements: 

o For the purposes of the Video Study, classroom videos from the main camera (the one 

facing the teacher) must be submitted as a single, integrated audio and video file that 

incorporates the two remote microphones and the video/audio feed from the camera. If 

a second camera is being used for the purposes of participation in the Global Video 

Library, the second camera and audio should be synced with the first.   

o Classroom videos from the main Video Study camera must be assigned ID numbers, 

(described in a following section), saved and submitted as mp4 files. 

o Classroom videos from the second camera should be assigned the same ID numbers 

given to the first camera with the number ‘2’ added to the end of the ID to allow future 

matching with the videos from the main camera. 

Preparing for Video Recording 
The School Coordinator should manage the distribution, receipt and tracking of signed consent forms 

from all participants (students, teachers, parents/guardians) and confirm with the NPM well in advance 

of filming.  If less than 50% of the students in the class have consent for filming in the context of the 

Video Study, no video recording can be conducted with this classroom.  There is, however, no minimum 

for the number of students consenting to participate in the Video Library: video-recording for the Video 

Study can take place even if no students (nor the teacher) consent to participate in the Global Video 

Library. In all cases, however, individual student participation must be recorded on the student roster 

form.   

Preparing Artefact Collection 

Acquiring Equipment for Artefact Photographing 
Prior to the start of the study, each country must acquire the equipment needed to digitally capture the 

teaching artefacts to be collected. We suggest using a still camera to photograph artefacts and save 

images as jpeg files, but it is also acceptable to scan documents using a scanner that saves images as pdf 

files.  

 Digital camera for photographing teaching artefacts and end-of-unit examination. Camera must 

be capable of producing files with sufficient detail that any written words are legible when the 

file is viewed on the monitor of a laptop computer. 
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Preparing the Equipment 
Prior to the first artefact photography, the School Coordinator must prepare the equipment to be used. 

For this, they should: 

 Test camera and image quality 

o Check and charge all camera batteries,  

o If using a scanner, check that scanner is operating properly. 

o Check all data storage for sufficient available space (e.g., data cards for camera(s)) and 

to ensure proper function during photographing. 

 Be prepared to meet the following technical requirements: 

o Artefacts must be labeled, photographed, saved and submitted as .pdf, .jpeg, or .tif files.   

 Remove/delete/blackout all identifying information on collected artefacts (e.g., 

student name, teacher name, school name) before photographing.  

 Insert study ID before photographing, following the procedure described below.  

Assigning IDs to Instruments and Collected Data 
Each school, teacher and student from whom data will be collected for the TALIS Video Study will have 
an ID assigned. The IDs will follow a standard format across all the countries and will be consistent with 
PISA and TALIS practices. These IDs should be applied each time that data are collected and to all the 
tests and questionnaires that get printed, before data collection. For tests and questionnaires, please 
create a set of stickers using the rules described below.  
 
The following identification variables will be used in each ID: 
IDCNTRY – A three-digit code identifying the country. ISO 3166 – 1 codes will be used in the study. These 
codes are: 

 Chile 152 

 Colombia 170 

 England 826 

 Germany 276 

 Japan 392 

 Madrid 724 

 Mexico 484 

 Shanghai 156 
When a single region or city within a country is participating, the country code is applied to that region 
or city. In all reporting, the name of the city or region will be used. Country codes are used here only for 
ease of tracking data from participating countries. 
 
IDSCHOOL – This four-digit numeric code identifies the school within a country. The code is sequentially 
assigned to each school, starting with “0001”.  
 
IDTEACH – This two digit numeric code identifies teachers within schools. The code is sequentially 
assigned to each teacher in the school, starting with “01”.  
 
IDSTUDENT – This two-digit numeric code identifies students in the teacher’s target class or section. The 
code is assigned sequentially using the student roster form, starting with “01”. 
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For the two translation stages for videos and artefacts, add the letters EN to the end of the ID for the 
video/artefact that has completed the first phase of translation and add the letter F to the end of the ID 
for the video/artifact that has completed the second phase of translation and is the final version. 
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In addition to identification variables for the purposes above, when the raters score the videos, you will 
need to identify scores as they correspond to the type of codes being assigned to the lessons, the 
segment of the lesson, and the rater who assigned the scores. When raters score artifacts the scores 
must be identified with the rater ID, as well.  
 
IDSEGMENT – This is a combination of an alphanumeric designation for higher or lower inference codes 
and the segment being scored.  A single letter identifies which set of observation codes the rater is 
using: the higher inference “H” or the lower inference “L” codes. The segment of time the rater is 
scoring will be identified with two digits and will follow the timing of the lesson.  For example, for the 
lower inference codes the IDSEGMENT for the time from 0:00 mins to 5:00 mins in the lesson would be 
identified as segment L01, 5:01-10:00 is segment L02, 10:01-15:00 is segment L03, etc. This will continue 
every five minutes until the end of the lesson.  The high inference segments should be identified in the 
same way, at 15 min intervals.  The time from 0:00-15:00 would be identified as H01, 15:01-30:00 would 
be H02, 30:01-45:00 is H03, etc.  
 
IDRATER – This is a 2-digit number that identifies the rater who scored the video, starting with a “01”.   
The NPM should create a table or list with both the rater’s name and her IDRATER and maintain that 
crosswalk table for the duration of the study. 
 
IDINSTR--In addition to the identification variables to be used, instrument variables will also be assigned. 
These will be alpha code. The first letter of the instrument identification code represents the source of 
the data (Teacher or Student), the second letter designates the type of collection (Questionnaire, Video, 
Test, or Artefact) and the final letters identify the sequence of collection as follows: 
 
TQA = Teacher pre-questionnaire 
TQB = teacher post-questionnaire 
TVA = Teacher video 1 (If video from a second camera is collected, the ID should be TVA2) 
TVB = Teacher video 2 (If video from a second camera is collected, the ID should be TVB2) 
SQA = Student pre-questionnaire 
SQB = Student post-questionnaire 
STA = Student pre-test 
STB = Student post-test 
TAA = Teacher artefacts associated with video 1 lesson 
TAB – Teacher artefacts associated with the lesson after video 1 
TAC = Teacher artefacts associated with video 2 
TAD = Teacher artefacts associated with the lesson after video 1 
TAT = Teacher unit test including quadratic equations 

Labeling Test Booklets, Questionnaires, Videos, and Artefacts 
ID labels for tests and questionnaires should be preprinted as sticker labels to later be applied to the 
test and questionnaire booklets, and the ID labels for artefacts should be preprinted with the numbers 
and the date of collection prior to administration. The School Coordinator may want to use blank labels 
for the artefacts and handwrite the ID since the type and number of artefacts may vary significantly 
from lesson to lesson. These labels should be applied to or photographed with each item collected. 
Below are more labeling instructions for tests and questionnaires and more examples for labeling 
videos, and artefacts.   
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Test and Questionnaire Booklet IDs 
 
For each classroom create a set of stickers with the country, school, teacher, and student IDs and the 
student’s name. For example, the sticker might include IDCNTRY-IDSCHOOL-IDTEACH-IDSTUDENT-
IDINSTR, followed by the student name and look like: 
  
826-0001-01-01-STA  
Thomas van Essen 
 
For the student Thomas van Essen who is assigned ID 01 in the class of teacher 01 of school 0001 (recall 
826 is your country code) taking the student pre-test. 
 
In cases where a new student joins the class, the School Coordinator should assign the student the next 
available number on the roster and hand write a label following the above format to apply to the data 
being collected. 
 
 

Video IDs 
 In addition to the above instructions for creating IDs for the videos, you will also need to include the 
date. 
 

Date 
IDDATE-- The date the lesson occurred. This should be entered as DDMMYYYY (e.g., February 10, 2017 
would be 10022017). 
 
IDCNTRY-IDSCHOOL-IDTEACH- IDINSTR-IDDATE 

 
Here is what the IDs would look like for a study teacher’s videos collected on February 10 and February 
15, 2017: 
 
IDCNTRY-IDSCHOOL-IDTEACH- TVA-10022017 

 

IDCNTRY-IDSCHOOL-IDTEACH- TVB-15022017 

Using the naming convention described above, videos will be uploaded to Kaltura.  See Appendix I for 
details.  Additionally, transcripts will be uploaded to ETS from videos.  Here is how the transcripts should 
be named: 
 
Transcripts should share the video ID exactly, except there will be an additional ‘T’ at the end of the ID 
to indicate this artifact is a transcript.   
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For the first video collected from a teacher on February 10, 2017, the transcript ID would be: 
IDCNTRY-IDSCHOOL-IDTEACH- TVA-10022017-T 

Artefact IDs 
Artefact labeling will require additional steps. For artefacts, there will be codes to indicate the date each 
artefact was collected, the type of artefact that it is, a sequence number if there is more than one 
artefact of a given type and a page number of the artefact has multiple pages that are in different digital 
files. There should be no student ID on any of the artifacts. The four-part artefact code will be as follows 

Date 
IDDATE--The date the material was used in class. This should be entered as DDMMYYYY (e.g., February 
10 2017 would be 10022017. 
 
Thus, artefacts from the first lesson that is video recorded (assume it occurs on February 10 2017) and 
artefacts from the following lesson would begin with the codes 

 
IDCNTRY-IDSCHOOL-IDTEACH-TAA-10022017 
IDCNTRY-IDSCHOOL-IDTEACH-TAB-10032017 

Type 
There is a three-character code for the major artefact types. The first code is a letter to show the type of 
artefact.  The types are as follows:  

o P for lesson plan;  
o V for visual materials shown to students (e.g., slides, transparencies, PowerPoint 

images)  
o T for textbook pages or other materials students are asked to read;  
o A for in-class assignment, worksheet or other activities students are asked to do;  
o H for homework (assignments asked to complete at home);  
o F for short formative assessment or quiz (less than 25% of class time);  
o O for other instructional materials.   
o U for the unit test that includes quadratic equations. 
 

 The second code is a two-digit number to indicate the number of artefacts of that type. Thus, 
the one and only in-class assignment would be A01, and the one and only homework for the day 
would be H01. 

 

 If there are two artefacts of a given type for a given lesson, the numerical code would be 02 for 
the second of the type, if there are three artefacts of the same type on the same day the 
numerical code would be 03 for the third, etc. For example, if there were three in-class 
assignments from the first day of video recording, February 10, 2017, they would have the 
following unique IDs: 

 
IDCNTRY-IDSCHOOL-IDTEACH-TAA-02102017-A01 
IDCNTRY-IDSCHOOL-IDTEACH-TAA-02102017-A02 
IDCNTRY-IDSCHOOL-IDTEACH-TAA-02102017-A03 
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Page  
IDPAGE—Some artefacts will be more than one page long.  In some cases, the pages might all be 
captured in a single file (for example if they are scanned and the scanner produces a single pdf file). 
However, when they are photographed there will usually be one digital file associated with each page. 
When an artefact has more than digital file, a page number should be added to the code. The first page 
should be numbered 1, the second 2, etc. 
 
Thus, if there were two in-class assignments on February 10, 2017, the first being three-pages long and 
the second one-page long, the ID codes on the four digital files would be  
 

IDCNTRY-IDSCHOOL-IDTEACH-TAA-02102017-A01-1 
IDCNTRY-IDSCHOOL-IDTEACH-TAA 02102017-A01-2 
IDCNTRY-IDSCHOOL-IDTEACH-TAA-02102017-A01-3 
IDCNTRY-IDSCHOOL-IDTEACH-TAA 02102017-A02-1 

 
The School Coordinator will be responsible for writing the full artefact code on the Artefact Inventory 
Form and making sure the digital file names contain the full artefact code,  
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Chapter 4: Collecting Data 
The School Coordinator should arrive at the school well in advance of the class or section from which 
data is being collected (typically 1 – 1.5 hours). Upon arrival, they should review data collection logistics 
with school personnel, collect any newly submitted signed consent forms and update the Student Roster 
Form; discussing any student changes with school staff or the teacher if they are available. If a second 
camera is being used, the School Coordinator should double the time needed for setting up the 
equipment. 

Distributing and Collecting the Questionnaires and Tests 
In advance of each data collection, School Coordinators should be given a packet of the instrument to be 
administered, the student roster form and pre-printed labels with the student and teacher ID numbers 
by the National Centre. If the instruments are being shipped to the School Coordinator or directly to the 
school, you will need to provide instructions for storing them and keeping them secure. No instruments 
should go directly to the teachers participating in the study. School Coordinators should also be given 
some blank labels on which they would need to write in ID numbers for newly enrolled students who do 
not appear on the roster. They should also familiarize themselves with the administration script 
associated with the data collection. 
 
Once at the school, the School Coordinator should first check and update the student roster form. After 
that is complete, they should affix the ID labels to the tests or questionnaires being administered. It is 
crucial that each student and teacher receives the instrument with the ID assigned to them. It will be the 
responsibility of the School Coordinator to make sure that all tests and questionnaires are given to the 
designated individuals. School Coordinators should record an “NP” (= not present) and the date on the 
cover of instruments where students are not present for administration and make sure the appropriate 
code is entered in the student roster form. If possible, the School Coordinator should make 
arrangements for re-administration to absent students. However, re-administration of the pre-test and 
pre-questionnaire would need to occur prior to the start of the quadratic equations unit. All booklets 
with NP should be returned with the completed booklets to National Centres so that appropriate 
missing data codes can be noted during data entry. 
 
The School Coordinator should use a pencil to number each booklet for student tests and questionnaires 
in sequential order starting with “1” in the upper right corner to be able to account for all booklets 
before and after administration.  
 
The School Coordinator will pass out the data collection booklets to students, check off students on the 
student roster form as the booklets are distributed, and note any missing students using the codes in 
Exhibit 2.21: Student Roster Form They will then read the administration script for that instrument. It is 
important that they follow the administration scripts word for word to ensure that all sessions are 
administered in the same way in all countries. During administration, the School Coordinator may need 
to respond to students’ or teachers’ queries seeking clarification about administration procedures. To 
respond quickly and efficiently to any queries, the School Coordinator should familiarize himself/herself 
with the tests and questionnaires prior to the day of administration. The School Coordinator may 
respond to questions that clarify understanding of an item or administration processes, but he/she may 
not assist students or teachers with their answers. Examples of the types of clarifications that can be 
made appear in the administration scripts (see Appendix B). 
 
The School Coordinator is responsible for proctoring the administration of the data collection and 
maintaining discipline. In doing so, they may want to pay attention to the following: 



 

68 
The Field Manual for NPMs was developed by the international consortium: RAND, DIPF, ETS.   

 Due to the increasing prevalence of mobile phones and other electronic devices, School 
Coordinators should be alert to their use. Text has been included in the administration scripts 
requesting that students turn off mobile phones and electronic devices and put them out of 
sight. 

 The School Coordinator will also need to account for all administration materials and should 
never leave test booklets, questionnaire booklets or other confidential materials such as student 
roster forms unattended. If they must leave the room where administration is to occur, they 
should take all materials with them. They should never ask school staff to watch the materials. 

 If the School Coordinator determines that a booklet is missing, they should make every effort to 
locate the item. If the item is not located, they should note that in their administration report to 
the National Centre. 

 Students should not be admitted to an administration session after the School Coordinator 
begins reading the administration script. 

 Students should not leave the administration unless it is absolutely necessary. 

 If a student leaves a session, their materials should be collected so that other students will not 
be able to look at them and so they cannot be removed from the administration room. 

 If a student is absent for more than 10 minutes from one or more test or questionnaire 
administration, “partially present” should be entered in the comments column of the student 
roster form along with a brief description of the reason for the absence. 

 The School Coordinator may not help students with any of the test items. If a student asks a 
question about the test items, they should answer with, “I am sorry, I cannot help you with the 
test. Please do the best you can.” 

 Describe any unusual circumstances about the assessment situation in the administration report 
or about a particular student on the student roster form. 

 Students finishing early may be provided with non-homework-related materials such as books or 
magazines. 

 Observers should be limited to necessary school staff members only. 

 At the end of the class or the test time, the field personnel will collect the booklets and check off 
the names on the rosters as the booklets are returned and will not leave the room until all 
distributed booklets are returned and accounted for. 

 Thank the students and dismiss them according to school policy. 

 School Coordinator should then use a black marker or a piece of tape to cover the student 
names, making sure that the student ID number remains visible for purposes of data entry. The 
names need to be covered so that student names remain anonymous outside the school setting. 
 

The School Coordinator should ask the teacher to complete the pre- and post-questionnaires at the 
same time their students are completing their questionnaires. Attached to the pre-questionnaire 
teachers will find a Daily Topic Coverage Table on the last sheet to be filled out during the unit. It 
requires information on every lesson regarding the overall duration, the date, and the coverage of 
subtopics. School Coordinators should ask teachers to detach the table from the pre-questionnaire and 
keep it until the end of the unit. School coordinators will then collect it together with the post-
questionnaire. While teachers should fill in the table every day, the School Coordinators should regularly 
remind teachers to do so. 
 
The School Coordinator should provide the following instructions to teachers about how to fill out the 
table on coverage, duration, and the covered subtopics by mentioning the following aspects: 
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1. In a first step, teachers should detach the table from the pre-questionnaire to be able to fill it 
out during the unit. 

2. It is important that the teacher fills out one row for each lesson by specifying date and duration 
of the lesson and indicating for all of the mentioned subtopics whether they have been not 
taught at all (0), taught as a minor focus (1) or as a major focus (2).  

3. If two consecutive lessons are taught on the same day teachers should fill in a separate row for 
each of them. 

4. None of the listed subtopics are comprehensive or mandatory. It is possible that not all of them 
are taught in the respective country/class. 

5. The School Coordinator must make clear that teachers should teach the unit as they usually do 
since we are interested in the way quadratic equations is implemented in the teacher’s class. 

6. The School Coordinator should inform the teachers that the form will be collected by the School 
Coordinator at the end of the unit together with the post-questionnaire. 

7. Teachers will find more detailed information on how to fill out the table in the instructions in 
the pre-questionnaire. 

 
At the end of the class or the test time, the School Coordinator will collect the booklets and check off 
the names on the rosters as the booklets are returned and will not leave the room until all distributed 
booklets are returned and accounted for. After collecting all completed tests and questionnaires, the 
School Coordinator should complete the data collection checklist and indicate any problems or 
difficulties encountered in the comment section. If students were absent from the administration of the 
tests and questionnaires a makeup administration is not necessary. The School Coordinator should then 
use a black marker or a piece of tape to cover the student names, making sure that the student ID 
number remains visible for purposes of data entry. The names need to be covered so that student 
names remain anonymous outside the school setting. School Coordinator should place all of booklets 
into an envelope, which will be sealed. The date and time that the testing started and completed should 
be written on the envelope. School Coordinators should then bundle up the instruments, the updated 
student roster, and their report and return the materials to the National Centre in the manner 
designated. National Centres will need to specify how the School Coordinator is to return the data 
collected. It is important that the materials are returned to the National Centre as soon as possible and 
usually within 24 hours of administration. If they are being shipped from the School Coordinator to the 
National Centre, tracking information for the shipment should be obtained and the number sent to the 
National Centre at the time of shipment. 

Preparing for Video-Recording Lessons 1 and 2 
The School Coordinator should manage the distribution, receipt and recording of signed consent forms 

from all participants (students, teachers, parents/guardians) for the video-recording of the target 

lessons and confirm with the NPM well in advance of filming that there is sufficient participation (at 

least 50% of students) to proceed.  Individual student participation must be recorded on the student 

roster form each time the classroom is video-recorded.   

 

Three to four days prior to the scheduled video recording, the School Coordinator should reconfirm the 

filming schedule (date, time, when to arrive, etc.) and the artefact collection schedule with each 

principal and participating teacher.  Be sure to request time prior to each class (15-30 minutes) to allow 

for set-up of equipment and collection of artefacts. If a second camera is being used for participation in 

the Global Video Library, you should at least double the amount of time needed for equipment set-up.   

This discussion with the principal and teacher should also include the following: 
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 Review what will occur on the day of filming (e.g., what will be collected and how it will be 

handled). 

 Review the artefacts to be collected on the day after filming and agree where they will be 

stored. 

 Review space and technology needs (e.g., room set-up, location of electrical outlets, chair 

availability). 

 Discuss and determine placement of video camera (see section on Video Recording Target 

Lessons for details regarding equipment placement). 

 Review placement of wireless multidirectional microphone and teacher microphone, and 

request teacher wear clothes appropriate to the teacher microphone requirements. 

 Collect any newly signed consent forms, and update the class roster form. 

 Discuss the school bell schedule and any other school-wide activity that could interfere with 

filming. 

 Review and discuss school rules, schedules and procedures that will be followed during filming 

and data collection. 

 Review how students will be seated, where their attention with be focused (e.g., the board, 

textbooks at their desks), whether they will move around the room during the lesson, the color 

of the chalk/ink used on board and overhead, and the lesson length. 

 Remind the teacher to complete the table, from the pre-questionnaire, that asks them about 

the subtopics taught in each lesson in the unit. 

 Remind the teacher to collect the next formal examination that includes quadratic equations, 

and agree on a time to collect these artefacts at a later date, e.g., when the coordinator returns 

to administer the student posttest. 

 

Video Recording Target Lessons 

On the Day of Recording 
The School Coordinator is responsible for transporting the video-recording equipment to and from the 

school, as well as ensuring that the equipment is kept safe, dry, and in good operating condition. 

 

Below are the steps the School Coordinator should follow on the day of filming:   

1. Check in at the school office upon arrival. 

2. Collect any additional signed consent forms that may have been submitted and record on the 

student roster form. 

3. Compare class roster with students present in the classroom; record the students who are 

absent and/or who do not have consent for participation in video recording on the student 

roster form. 

4. In case the video will be used for the Global Video Library: Draw a map of the classroom that 

would allow identifying ex-post students that did not consent to participate in the Global Video 

Library. Note on the map which students do not have consent for the Library. 

5. Set up and test video camera, teacher microphone and wireless multidirectional microphone in 

the classroom. 

a. Place the main video camera equipment as follows: 
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i. On the side of the room, half to two-thirds of the way toward the back of the 

room from the board. See diagram below as example. 

 

Example of camera placement in classroom 

 

 

 

 

 

 

 

 

 

 

 

 

ii. The School Coordinator or videographer should be constantly monitoring and 

working with the camera for the entire lesson, following the action where 

necessary, zooming when needed, and paying attention to what is visible on the 

video recording. Please keep the following in mind: 

1. Unless the person speaking is unconsented, the speaker should always 

be on camera. 

2. To the degree possible, keep the teacher, mathematics, and student 

speak in the frame at all times. 

3. When the board is not visible, zoom-in for 5-10 seconds at a time to 

show the rater what is being or has been written. 

iii. Use a medium- to wide-angle camera shot that captures the teacher and two-

thirds of the students for 80% of the lesson. (In some cases, depending on the 

number of signed consent forms collected, only one-half of the students might 

be captured. Those that do not have consent to be recorded should sit at the 

back of the class, out of view of the camera.) 

iv. The sides of many students’ faces, who have consent to be recorded, should be 

visible. 

v. In case the video will be used for the Global Video Library: Record the 

placement of each student who is consented for the Study but NOT the Video 

Library on the classroom map to allow for ex-post blurring of the faces of non-

consented students. 

b. Check for lighting and glare (see suggestions in section below).  

c. Accommodate for low visibility when projection equipment is used.  

d. Place microphone equipment as follows: 

i. Teacher microphone:  Ask teacher to remove jewelry/name tags.  Attach to the 

teacher, preferably on a lanyard.  It should be close enough to the teacher’s 

mouth that sound is adequately captured.  It should work well enough that 

Rear of classroom 

Front of classroom 

Camera with view 

Seating for unconsented students 

Seating for consented students 
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when the teacher moves next to students in the room, the microphone picks up 

the students’ voices. 

ii. Wireless multidirectional microphone:  Place the wireless multidirectional 

microphone on a student desk (or another stationary table) in the middle of the 

arrangement of students’ desks.  Your goal is to capture the whole class from a 

different vantage point than the camera’s built-in microphone.  You should NOT 

try to capture a single student’s participation in the lesson.  If the students 

move into groups, the student microphone can be placed in or near one group. 

6. If using a second camera for participation in the Global Video Library, place the second video 

camera at the front of the classroom, facing the students. The main purpose of the second 

camera is to film consenting students. Please make sure that non-consenting students (those 

seated in the rear of the classroom) are also out of view of the second camera. This is the most 

important constraint on the placement of the second camera. One possibility could be to put 

the second camera on the side of the classroom, either focusing on the first few rows only, or 

facing the main video camera to have all non-consented students for the Video Study seated out 

of view of both cameras.  Make sure you check the audio to ensure the cameras have 

synchronized audio. 

7. Position any student without a signed Video Study consent form outside the view of the camera 

and check that they are not within view when looking through the lens of the camera. 

8. Video record all classroom activity using the main camera following the guidelines below: 

a. The camera operator should regularly look in the lens of the camera and adopt the 

perspective of the rater. Taking the perspective of the rater means: 

a. Capturing video so that the rater can see and hear so she can rate all codes. 

b. Many codes require the rater to know how many students are doing something 

during a coding segment. 

c. The camera should always be at the “base shot” which is a medium-wide shot, 

focused on who is speaking and what mathematics is happening.    

d. Making sure the person (teacher or student) speaking is always visible on the 

camera. 

e. Making sure that the teacher never walks out of the base shot. 

f. Capturing as many consented students as possible at all times. 

g. Do not zoom in to small group work. 

h. Only pan as needed. 

i. Zooming when appropriate.  E.g.,  

j. When the writing on the board is too small to read in the base shot. 

k. When the teacher or students do not narrate what is being written on the 

board. 

b. The medium- to wide-angle camera shot should be the base shot.  There should be 

zooming and movement of the base shot as the action of the classroom dictates. 

However, this movement should be minimal. 

c. The camera should move and zoom to follow the action of the classroom.  When 

zooming is necessary, the zooming should occur for 5-10 seconds and then return to the 

base shot. 

d. Whenever possible people who are speaking should be visible by the camera.  
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e. Zoom into the board or into students’ work when necessary.  The camera operator 

should adopt the perspective of a rater.  From a rater’s perspective, it is necessary to 

zoom when the camera operator cannot easily read the text or graphic through the 

camera lens.  Do not zoom at regular intervals.  If the teacher says what she is writing 

on the board, there is no need to zoom because the teacher’s words will be captured in 

the subtitling. 

f. Video recording should capture as many consented students as possible and no less 

than 80% of the consented students and the teacher for a minimum of 80% of the 

lesson. 

g. Do not judge or comment on the teaching or instruction that occurs. 

h. Minimize the presence of the camera operator and other outsiders in the classroom. 

i. The teachers should introduce the fact that there will be “guests” video-recording and 

ask the students to ignore the camera and videographer, and just act normally.  

j. Do not interact with the students.  

k. Capture all classroom activity uninterrupted; do not stop and start filming. 

9. Follow the same guidelines as above if you are using a second camera. Be especially careful that the 

presence of the second camera does not interfere with the normal classroom activity. 

Suggestions for Improving Video Recording Quality 
 Check for lighting issues, including window light, overhead light and low visibility when the 

teacher uses projection equipment. 

o Increase the amount of light in the classroom to improve the video recording.  Turn on 

all the lights and, if possible, open the curtains or blinds. 

o Avoid aiming the camera directly toward bright light.  If there are windows (that do not 

have curtains) on one side of the classroom, try to keep that light source behind the 

camera.    

o Pay careful attention to glare that can result from sunlight streaming unevenly through 

windows.  

o Older cameras may have to be adjusted based on the type of light source in the room.  

Newer cameras often have a switch for recording in incandescent, fluorescent or 

daylight, or they may be completely automatic.  

 If chalkboard or interactive whiteboard writing is an important part of the lesson, be sure that it 

is captured on the video recording and is legible.   

o This may require refocusing the camera lens on the board occasionally.   

o Sometimes writing is legible to the eye but not when viewed through the camera’s lens, 

so the camera may need to move to reduce the amount of glare on the board. 

o Position the camera to avoid glare when a digital projector is used. 

o Options:   

 Request the teacher use dark markers on chart paper taped to the chalkboard or 

whiteboard. 

 Suggest the use of dark text colors on guiding PowerPoints. Note that yellow, 

green and red often are hard to read in low-light settings. 

After Recording is Complete 
Below are the steps the School Coordinator should follow after recording the target lesson:   
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1. While still at the school site, perform a Quality Control check on all video files and pictures of 

artefacts to ensure quality (e.g., classroom discussion can be heard; whiteboard can be seen; 

teacher can be heard; artefacts can be read; etc.) using quality control procedures provided by 

the TALIS Video Study International Consortium (See Appendix H).  

a. If the teacher’s video does not receive a total score of 10 or higher, discuss or leave the 

teacher a note that another recorded lesson will be necessary. This must be another 

lesson from the unit on quadratic equations, but its content will be different from the 

first lesson. 

b. If the quality of the artefact images is inadequate, retake the photographs. 

2. While still at the school site, label, assign ID numbers and save all video files and collected 

artefacts in accordance with the guidelines above. 

a. Remove/delete/blackout all identifying information on collected artefacts (e.g., student 

name, teacher name, school name) before photographing. 

b. Classroom videos must be submitted as a single, integrated audio and video file that 

incorporates all three microphones and the video. 

c. Classroom videos must be assigned ID numbers, saved and submitted as mpg4. 

d. Teaching artefacts (see below) must be labeled, photographed, saved and submitted as 

.pdf, .jpeg, or .tif files.   

3. Remove all recording equipment from classroom. 

a. Complete an inventory to check that all the equipment brought into the school is 

returned. 

4. Check out at school office upon departure. 

5. Submit video files, digitized teaching artefacts, signed consent forms and student roster form to 

the National Centre.  

Collecting Teaching Artefacts  
Teaching artefacts will be collected to provide a broader understanding of the student learning 
experiences than can be gained from the video-recorded lessons alone.   
 
For each participating teacher, teaching artefacts will be collected at three points in time:  

1. First video recording day 
a. Collect artefacts from the video recorded lesson and the next mathematics lesson (see 

list below).  
2. Second video recording day 

a. Collect artefacts from the video recorded lesson and the next mathematics lesson (see 
list below). 

3. Whenever available 
a. Collect end-of-unit test or the next test that includes quadratic equations.  

 
Teachers should collect three types of artefacts for each lesson that is video-recorded and for the next 
lesson: 

 Daily lesson plan (only if the teacher usually prepares a written lesson plan),  

 Teaching materials (print and visual materials used during the lesson)  

 Homework assigned at the end of the lesson to be completed at home.   
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Specifically, teachers should collect each of the following artefacts if it is used during the lesson. Do not 
create artefacts just for this study that are not part of normal teaching. 

a. Daily lesson plan (if the teacher usually prepares a written lesson plan) 
b. Visual materials teacher shows to students (e.g., slides, transparencies, PowerPoint images)   
c. Textbook pages or other written material teacher asks students to read 
d. Assignments, worksheets or activities teacher asks students to complete 
e. Homework assignment or work students take home to complete (only if it was assigned). 
f. Brief “formative” assessments (e.g. exit cards) or quizzes teacher asks students to complete 
g. Other teaching materials used during the lesson 

Teachers will also collect the unit test containing quadratic equations. 
Note: Do not collect any student work; just collect the assignments and materials provided by the 
teacher. 
 
Only collect artefacts that were actually part of the lesson. For example, if there was no quiz given on 
the video day, then no quiz should be collected. If there was homework assigned on the day after the 
video but not on the video day, then only collect the homework assignment given by the teacher on the 
day after the video. 

 
Note: while many artefacts will be printed documents, some may be electronic files. For example, if the 
teacher presented some material using presentation software (such as PowerPoint) that can be saved in 
a pdf format, then that file can be used. Similarly, if the teacher handed out an assignment that was 
prepared using a word processor (such as Word) that can produce a pdf file then that file can serve as 
that artefact.  
 
The teacher-, school- or district-made unit test should be collected whenever it is available.  Please 
obtain a copy of the test that students take that includes the topic of quadratic equations. (Note: Do not 
confuse this locally-made test with the Post-Test developed by the consortium. The artefact to be 
collected should be a test created or chosen by the teacher, school or district. The test might cover more 
than just quadratic equations additional content is included in the next test student take.)   
 
Collecting and processing the artefacts involves five steps, which will be described more completely in 
the following sections. The steps are: 
 

1. The teacher assembles the artefacts for given lesson and lists them on the Artefact Inventory 
Form in the order they were used during the lesson. The Coordinator may provide an envelope 
for the teachers to use to store the artefacts until they are photographed (or scanned). 

2. School Coordinator collects the artefacts and the Inventory Form from the teacher and assigns 
an ID number to each artefact. 

3. School Coordinator covers any identifying information (teacher or student name), photographs 
(or scans) each artefact into a digital file, and saves the file using the Id number as the file name. 

4. School Coordinator performs the Quality Control check on the digital image file, and records the 
quality rating on the Inventory Form. 

5. School Coordinator transfers the digital files and the Inventory Form to the NPM. 
6. The NPM checks the files against the inventory forms, makes arrangement for any missing files 

to be collected, sorts digital files into folders labeled by teacher, and transmits the files to RAND 
and ETS.  
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Artifact File Naming and Uploading Procedures (including the Pilot)  
 

1. Directory Structure.  Please create a folder for each teacher, and put all the artefacts from that 
teacher into the folder.  Label the folder using IDCNTRY-IDSCHOOL-IDTEACH codes. For the pilot 
study add the pilot code at the beginning, PILOT-IDCNTRY-IDSCHOOL-IDTEACH codes. For 
example, 9-826-0001-01.  (The rest of the instructions include the pilot code; for the main study 
remove that code.) 

  
2. Artefact File Name. Each artefact file should be labeled with the full teacher ID followed by the 

full artefact ID.  PILOT-IDCNTRY-IDSCHOOL-IDTEACH-ARTEFACT-DATE-TYPENUMBER-PAGE.  (See 
pages 61-62 of the Field Manual). For example, page two of the homework assignment from the 
first video day (February 10, 2017) from teacher 1 in school 0001 would have the file name: 9-
826-0001-01-TAA-02102017-H01-2.  

 
3. Aretfact Inventory Form.  Please include in the folder a completed artefact inventory form 

(Appendix F of the Field Manual) for every teacher. The number of artefacts entered on this 
form should be equal to the number of artefacts in the teacher folder.  

 
4. Handling Translated Artefacts. For artefacts that have been translated into English, please 

include both versions of the artefact (native language and English translation) in the teacher 
folder. Do not create separate folders based on the artefact language.   

Native language artefacts should use the normal ID, for example: 
9-826-0001-10-TAA-02102017-H01-2 
Translated artefacts should append the code EN to the end of the ID: 
9-826-0001-10-TAA-02102017-H01-2-EN 
 
Stage 2 translated artefacts (i.e. the artifacts that have chosen for the coding manual by 
the Consortium) should append the code STG2 to the end of their ID, for example: 
9-826-0001-10-TAA-02102017-H01-2-EN-STG2 
 
 

5. Uploading structure. Please upload artefacts to teacher-specific folders on Kiteworks that are 
labeled in the same manner.   

 
Files can be uploaded to Kiteworks using two different methods, illustrated below.  
 
Method 1. Create folders on kiteworks and upload files to those folders 
 

1. Log on to Kiteworks  
2. Click on the appropriate folder for the country associated with the artefacts you wish to upload.  
3. Click on the “new” button and click on the icon to create a new folder. 
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4. Name your folder following the PILOT-IDCNTRY-IDSCHOOL-IDTEACH labeling convention, and 
click the “save” button 

 

 
 

5. Click on the folder you created, and then click on the blue “upload” button. This makes the “add 
new files” window appear:  
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6. Click Choose files.  
7. Select the files you would like to upload, and click Open, OR, drag the files you would like to 

upload into the window. 
8. Click Start.  

 
Method 2. Use the JAVA applet to upload entire folders to Kiteworks directly 
 

1. In the appropriate country folder, click on the blue “upload” button. This makes the “add new 
files” window appear: 

 

 
 

2. Click use java applet to upload files and folders.  
3. Your browser may prompt you to allow Java permission to run2. Click to allow it. The Add new 

files via Java Applet window appears.  

                                                           
1. 2 If you are running Safari on a Mac, you may need to run the applet in “Unsafe Mode” so it can access the files 
on your hard drive to upload them to kiteworks. The Java applet is blocked by default from running properly in the 
latest version of Safari on the latest version of Mac OS. To change this setting manually, go to the Apple Support 
site and see “Safari: About Internet Plugin Management.”  
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4. Click Choose Files and Folders, and navigate to the location of your files and folders to upload. 
To select multiple files, hold the control key (for individual files) or shift key (to select a range) 
while selecting the files. 

5. Click Start.  
 
 

Prior to the Day of Video Recording 
The School Coordinator is responsible for explaining the teaching artefact collection procedures to the 

teacher and providing a copy of the Artefact Collection Instructions (See Appendix C) and the Artefact 

Inventory Form (See Appendix F).  The School Coordinator should also clarify where the artefacts will be 

kept prior to being photographed. We suggest that teachers be given an envelope for storing artefacts 

until the Coordinator returns to photograph them. Some artefacts may already be available in a digital 

form that can be saved as a pdf file. For example, if the teacher presented some material using 

presentation software (such as PowerPoint) that can be saved in a pdf format then that file can be used. 

Similarly, if the teacher handed out an assignment that was prepared using a word processor (such as 

Word) that can produce a pdf file then that file can serve as that artefact. The coordinator and the 

teacher should determine the procedure that will be used to label and transfer these pdf files. The 

School Coordinator should be available to answer questions if the teacher is uncertain about which 

artefacts to collect.  

On the Day of Video Recording and the Next Day 

Assembling the Artefacts 
The teacher should assemble the artefacts for the lesson that was video-recorded and the next lesson. 
For each lesson, the artefacts should be arranged in the order they were used during the lesson, and the 
teacher should fill out the left-hand columns of the Artefact Inventory Form, listing each artefact, 
identifying its type and number of pages.   
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After the Day of Video Recording 
The School Coordinator should return to the class (or otherwise meet the teacher) as soon as possible 

after artefacts have been collected for the first two lessons (the video-recorded lesson and the next 

lesson) to photograph the artefacts, check image quality, and prepare files for transmittal.  The 

Coordinator is responsible for ensuring that the still digital camera and/or scanning equipment is 

available for photographing artefacts during this meeting and that it is kept safe, dry and in good 

operating condition. 

 

The School Coordinator should check in at the school office upon arrival.  Then the Coordinator should 

complete the following tasks on the day when the teaching artefacts are being collected.   

Assign the ID Number 
1. Assemble the teaching artefacts that the teacher has collected from the video-recorded lesson 

and the next lesson and compare them to the list on the Artefact Inventory Form.  

2. If there are any discrepancies, talk with the teacher to correct them. 

3. Assign the ID number to each artefact listed on the Inventory Form using the artefact code rules, 

and write the number in the space provided on the Inventory Form.  

Photograph the Artefacts (or Obtain Digital Files) 
1. Remove any personally identifiable information on the collected artefacts by covering with tape, 

marking over, or other method that makes the information unreadable.  

2. Label each artefact with the artefact ID number.  

3. Take a picture of each artefact using a digital camera (or scan the artefact using a scanner). 

Digital images of all artefacts should be saved in a standard image format (JPEG, PDF, or TIF), 

preserving as much as possible the original colors and features of the artefacts. 

4. If the artefact comes in an electronic format, e.g., a PowerPoint presentation or a Word 

document), obtain a pdf file with the image of that artefact.  

 

The School Coordinator should also check that the Teacher is completing the Daily Topic Table when 

they visit the teacher to collect artefacts.  

Perform the Quality Control Check 
1. Open each digital file on a computer and judge the quality of each image file.  Record the image 

quality rating (See Appendix G) on the Inventory Control Form (Appendix F). 

2. Re-scan or re-photograph any images that can be improved, i.e., any that are rated other than 

“10.”  

Then return the physical copies of the artefacts to the teacher.  

Transfer files to NPM 
After artefacts are photographed, all digital copies of artefacts relating to a specific teacher’s lessons 
should be saved in a teacher-specific folder, and should be labeled using the standard identification 
rules defined in section “Assigning IDs to Collected Data” above.  The School Coordinator should send all 
digital copies of collected artefacts to the National Centre, using the same procedures established for 
sending the video-recordings of lessons, as defined in Chapter 5, below.  
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Checks at the National Center 
Once the national center receives the files from the school coordinators, the national center must check 
the artefact files against the artefact inventory to check for any missing files and make arrangements for 
collecting any missing files. The national center should transmit the files to RAND and ETS, according to 
Appendices I and J. 
 
All artifacts from the pilot should be translated into English language following the guidelines for Stage 1 
translation. Both the original digital copies in the local language and the English versions are sent to the 
International Consortium. 
 
 
 

 

 

Study Implementation Reporting 
Countries need to report to the International Consortium issues they faced in fielding the study and how 
those issues were resolved. Two forms have been created to facilitate this process. School Coordinators 
should complete a data collection checklist for each teacher in the study (see Appendix D). In completing 
the checklist, they will enter the date on which the task was completed. They can then note any 
problems that arose for that data collection task.  
 
NPMs or other National Centre staff should regularly check the data collection checklists and identify 
any systematic issues that they should address. For example, if the same problem occurs with multiple 
teachers or with multiple tasks, NPMs should develop a strategy for addressing that problem in all 
future tasks and notify their School Coordinators of that solution.  
 
NPMs should then enter the problems that School Coordinators identified and the solutions that were 
developed on the Reporting Form for Fielding Issues found in Appendix E. The form is grouped by type 
of data collection tasks so that issues can be grouped together. The NPM should record issues as they 
arise throughout the study. The form will then be submitted to the Consortium when the country 
submits its data.  
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Chapter 5: Data Preparation and Control at the National Centre 
The National Centre should create a form on which they can track the collection of all the data 
associated with the school and teacher. On any day after data collection begins in their countries, 
National Centres should be able to identify which data have been collected from which teachers and 
students. They should also have a way of noting instances where data are missing, incomplete or 
unusual in any way. 

Data Confidentiality and Security 
To ensure confidentiality all teacher lists, student rosters, and videos of teaching which include direct 
identifiers are to be stored securely and kept confidential at all times, following the pre-specified 
confidential sensitive data handling procedures. All approved project staff at the National Centre or a 
sub-contracted organization must understand and obey confidentiality rules and practices and, 
regardless of their organizational affiliation, must sign a confidentiality agreement or affidavit of 
nondisclosure in which they agree they will not 1) reveal the content of any confidential, secured or 
embargoed material or data, 2) make any disclosure whereby a study participant (student or teacher) or 
his/her data could be identified, and 3) permit anyone other than individuals under the same 
confidentiality agreement to access TALIS Video Study materials, data, or reports. All signed 
confidentiality agreements should be scanned and uploaded to the International Consortium via the 
secure file transfer protocol. 
 
All data entry for the tests and questionnaires as well as the management and scoring of videos or 
artefacts should take place on the premises of the NPM’s organization or contracted organization to rule 
out the existence of paper materials, data and videos being outside the reach and control of the NPM. 
Access to all physical materials and electronic files is restricted to approved project staff under the 
above confidentiality agreements. National Centre staff are directly liable for the security of all data, 
materials and reports. 

Receiving Data at National Centres 
Once a School Coordinator has indicated that data have been collected and are in route to the National 
Centre, it is the responsibility of staff in the National Centre to ensure that all the materials have been 
received and that the documentation on the instruments and forms is complete and accurate.  
 
Staff in the National Centre will be particularly responsible for checking that the information provided 
on the student roster matches the IDs placed on instruments submitted. If a School Coordinator 
indicates that a teacher or student participated in a questionnaire or test but it is missing, National 
Centre staff should attempt to retrieve the missing instrument.  
 
National Centre staff should also check the administration report to see whether or not any problems or 
unusual circumstances were noted. When these are reported, this information should be noted in the 
data collection tracking form. National Centre staff should also follow up with School Coordinators to 
help resolve any issues in advance of the next data collection. 

Data Entry and Management for Tests and Questionnaires 
The method for data capture from the tests and questionnaires is manual (i.e., human) key data entry. 
National Centres are responsible for manual data entry from paper instruments and for allocating 
sufficient staff to this task. Data entry personnel should be thoroughly trained using mock materials 
prior to data entry beginning.  Countries may choose to use scannable forms for the administrations of 
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tests and questionnaires. If you choose to do so, formatting for scanning cannot change the formatting 
of the instruments including page breaks for items, font size, etc. 
 
 
Most of the test and questionnaire items have a closed format. Data entry personnel should enter the 
codes that are added to the response boxes in tiny font size.  Exceptions are questions that ask students 
or teachers to fill in open-ended responses, such as years of age, dates, minutes or hours. These include  
 
In SQA: 

 time indicators on pp. 2, 22, and 40 

 responses to questions 2 (birthday) and 26 (marks in three subjects) 

 title and description of mother’s occupation (question 34) and father’s occupation (question 35). 
In SQB 

 time indicators on pp. 3, 11, and 24 

 responses to question 5 a, b, c, and d (time used for homework and additional studies) 
In TQA: 

 responses to questions 1 (work load) and 2 (length of lesson) 

 probably free entry for question 25 g 

 time indicator on back page 
In TQB: 

 responses to questions 2 (age), 6 (years of experience), and 7 (planning time) 

 time indicator and comments on back page 
 
and the Daily Topic Coverage Table (attached to the TQA). 

 
The format for most of those is “numerical” with the exception of SQA 25, 34, 35, and TQA 25G, which 
shall be entered in string format.  
 
Use and analysis of the open-ended comments rests on the national center’s authority.   
 
All teacher questionnaires and at least 20% of all student tests and questionnaires should be double 
captured – where one person enters the data the first time and a second, different, person enters it a 
second time. These two data entries are then compared to identify errors in entry. Each data entry 
personnel should participate in this double capture and the distribution of instruments for double 
capture to these personnel should be uniform. Double entry should start as soon as data starts being 
captured at the National Centre to identify systemic problems and misconceptions across personnel or 
problems with particular personnel as early as possible. This implies that the first batches of instruments 
returned from the field are subject to double data entry. If using scannable forms for tests and 
questionnaires, 20% should be double scanned and the two entries compared to make sure that data 
are being scanned in correctly. 
 
The error rate (number of discrepancies divided by number of data values entered times 100) between 
the main capture and the double data capture should be less than 1%. All identified errors and 
discrepancies on the teacher questionnaires should be resolved by consulting the original instruments 
and correcting the errors in the data capture files. For the student tests and questionnaires, where only 
a subset of questionnaires is double-entered, no reconciliation and correction should occur as the raw 
discrepancy coefficient (i.e., before any correction) is used as an estimate of data entry accuracy and to 
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assess the need to re-capture paper instruments. Where the lack of quality can be clearly attributed to 
individual data entry personnel, all their work should be re-entered and corrected. These personnel 
should be retrained on data entry. Should the problems continue, they should not be allowed to further 
enter data for the study. 
 
In addition to the double entry procedures described above, the National Centre should verify data 
constantly while entry is taking place, minimally weekly, and again before submission to the 
International Consortium. This verification should check the accuracy of the unique IDs entered against 
paper forms ensuring that there are no duplicate IDs in the data, check that entered values are valid for 
nominal/ordinal variables, and check that ranges are valid for continuous variables. Data verification and 
correction is then made by referring back to the original instruments when necessary.  
 
National Centres should also perform a crosscheck of the data files. This crosscheck will serve as a final 
check of the data. They should ensure that all teachers selected for the study and all their students 
entered in the student roster have data records associated with their unique ID in the data file. National 
Centre staff should also count the number of instruments (questionnaires, tests, scored artefacts and 
scored videos) that were collected for each participant and make sure that entry has occurred for each 
in the data file.  
 
Note: National Centres should not otherwise “clean” or “edit” the entered data unless instructed to do 
so by the International Consortium! 
 
National Centres will upload their data files and all required documentation to RAND or the designated 
Consortium partner via the secure FTP site. Main study data for tests, questionnaires, and 
documentation should be uploaded within eight weeks Data from video and artifact coding should be 
uploaded no later than February 15, 2019.. After data and document submission, National Centre 
personnel should be available for a minimum of three months to respond to the International 
Consortium’s data queries and to resolve data discrepancies. 
 
National Centres should securely store all original paper instruments, videos, artefacts, student rosters, 
consent forms, and data collection tracking forms, at a minimum until the publication of the 
international report for the study. If the country is participating in the Global Video Library or has other 
plans to use the data for future research or teacher training purposes, the National Centre will need to 
make arrangements to store the data securely beyond the length of the Video Study. The International 
Consortium, at its discretion, may request scanned or hard copies of some or all materials as necessary 
for the purposes of quality control. 

Data Entry and Management for Videos and Artefacts 
Video-recording and artefact photographs will be stored in digital files, with file names consistent with 
ID numbering rules. National Centres are responsible for assembling and maintaining these files on a 
secure server.  Artefact files should be organized into folders by the teacher.  Folder names should 
contain the IDs for country, school and teacher. File names should contain the full IDs for the artefact in 
the file according to the rules in the section Assigning IDs to Collected Data. There should be a complete 
back-up of these files in a different location, saved once every day. 

Quality Control of Videos 
Each video will have a QC procedure completed at the school site.  You should audit 10 percent of these 
videos to ensure that School Coordinators are accurately assessing the quality of the videos.  For 
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example, if you have 170 videos collected, you will need to carry out the same QC procedures as 
specified in Appendix H for 17 videos.  Complete this auditing as the videos arrive into the National 
Centre so you can provide feedback to the School Coordinators. Each video shared with the 
International Consortium will undergo a QC procedure for subtitling.  Please see Appendix H.  The NPM 
should keep records of both types of QC activities as these will become a part of the study 
documentation. 
 

Code Book Development 
There are two main types of codes or scores that will be developed and used in the TALIS Video Study. 
The first type consists of scores to be developed by the International Consortium and country/economy 
experts that will be applied to the videos and artefacts. A scoring book, common across all the countries 
will be developed for these scores. Country/economy personnel will be trained by the International 
Consortium on the application of these scores to the videos and artefacts. 
 
The second type of codes or keyed data used in the TALIS Video study are those that must be entered 
for test and questionnaire response options.  The International Consortium will provide the numerical 
codes for each response on common items as well as a data entry template for entering data. However, 
countries will need to add any local adaptations and translate the codes into their native language. 
These codes and templates should be used to train data entry personnel within each country and used 
as a reference for the data entry work. 

Scoring Videos  
In preparation for the scoring of videos, the National Project Manager should: 

1. Identify, secure and test a software package that allows for the rating and application of codes 

to videos for scoring by local raters. 

2. Each rater will require a word processing software, an internet browser, Microsoft Excel (or 

similar), and a video player (e.g., Windows Media Player, Quicktime, etc.).  Ensure that there is 

sufficient screen space for the rater to work with the video player and the word processing 

software at the same time.  The Excel file used for scoring can be minimized when the rater is 

watching the video and taking notes. 

3. Using information from the Consortium, the National Centre will create rating assignments that 

prior to the start of scoring will be used to tell raters which videos they should score, using 

which set of codes, and in what order. 

4. Using the naming conventions described in Chapter 3, the National Centre will create note 

taking documents for each video.  These will be accessed by raters when it is time for them to 

score that particular video. Word documents should be named by the National Centre using the 

following format: [IDCNTRY]-[IDSCHOOL]-[IDTEACH]-[IDINSTR]-[IDVIDEO]-[IDRATER].   

 

Example.  A Mexican video by rater 04 taking notes on teacher 05’s first video, from school 0003 

would work in a word document with the following name: 484-000305-TVA-04. 

 

5. The National Centres will also prepare the Excel rating sheets daily which will delineate the 

number of segments in each video and the proper ID for the video.  Raters should never be 

working with an Excel file with more than ONE day’s worth of scoring assignments.  See 
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provided examples of the rater’s data collection sheets.  This will ensure the raters are scoring 

videos in the correct order and it will minimize rater error in data entry.   

6. After raters have scored each day, they will submit and the National Centre will back up the 

scores created. 

7. If a rater or the National Centre loses notes or numeric scoring data, the video should be re-

scored by the assigned rater.  This should be reported to the Consortium using the Fielding 

Issues Reporting Form found in Appendix E. 

Scoring Artefacts 
In preparation for the scoring of artefacts, the National Project Manager should: 

1. Identify, secure and test a software package that allows viewing of artefacts by local raters and 

the rating and application of codes to artefacts for scoring. 

2. Each rater will require word processing software, Excel, and software to display images from 

pdf, jpeg and tif files (e.g., Acrobat Reader, etc.).  Ensure that there is sufficient screen space for 

the rater to see the images and enter notes in the word processing software at the same time.  

The Excel file used for scoring can be minimized when the rater is viewing the artefact and 

taking notes. 

3. Using information from the Consortium, the National Centre will create rating assignments prior 

to the start of scoring that will be used to tell raters which artefacts they should score in what 

order. 

4. Using the naming conventions described in Chapter 3, the National Centre will create note 

taking documents for each day on which artefacts were collected.  These will be accessed by 

raters when it is time for them to score artefacts from that day. Word documents should be 

named by the National Centre using the following format: [IDCNTRY]-[IDSCHOOL]-[IDTEACH]-

[IDINSRT]-[IDRATER].   

 

Example.  A Mexican rater’s notes on artefacts from the first day of video recording rated by rater 

04, from school 0003 would be stored in a word document with the following name: 484-0003-TAA-

04. 

 

5. The National Centres will also prepare Excel rating sheets daily which will delineate the artefacts 

to be scored by each rater.  Raters should never be working with an Excel file that has more than 

ONE day’s worth of scoring assignments. This will ensure the raters are scoring videos in the 

correct order and it will minimize rater error in data entry.   

6. After raters have scored each day, they will submit and the National Centre will back up the 

scores created. 

7. If a rater or the National Centre loses notes or numeric scoring data, the artefact should be re-

scored by the assigned rater.  This should be reported to the Consortium using the Fielding 

Issues Reporting Form found in Appendix E. 

 
In preparation for scoring of videos and artefacts during the main study at the National Centre, the NPM 
should: 

1. Complete all recruitment activities for master raters. 

2. Ensure master raters participate in all meetings, including two separate week-long face-to-face 

training sessions (location to be determined). 
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3. Complete all recruitment activities for local bilingual raters. 

4. Train local raters for scoring using project training materials. 

 
Scoring and rating of videos and teaching artefacts will be conducted by the National Centre. The 
International Consortium will train a master rater(s) and provide training materials for other raters. 
Raters will be recruited and trained to score and rate collected artefacts and videos, under the lead and 
supervision of the master rater(s). Raters may be certified in both artefacts and observations, but they 
may not score them within the same day or week during main study scoring. The Consortium will 
provide a method for assigning videos and artefacts to raters for scoring. Raters will not be allowed to 
score both video and artefacts from one teacher so that we can obtain independent scores for each. The 
scoring and rating of artefacts and videos will be recorded on a spreadsheet or in scoring software. If 
using scoring software, the data will need to be downloaded and appended to the data file (described 
below) which will then be sent to the International Consortium for analysis.  
 
All training and coding will occur in a single language, English, and countries will need to recruit master 
raters and raters who are bilingual in their native language and English. By bilingual, we do not mean the 
rater can speak as a native person might (e.g., a person who was raised in a house where two languages 
were spoken since birth). We mean someone who is highly proficient (e.g., an OECD analyst’s level of 
proficiency).  They will be trained in English using rubrics written in English, and they will be certified in 
English. Thus, raters need to be proficient enough in English to have thoughtful and fine-grained 
discussions of teaching and learning in English.  They will also be able to work back and forth with 
teaching and mathematics experts in their country who do not speak English. All rubrics, training 
materials, and quality control procedures will be in English but will be applicable across the nine 
countries.   
 
The use of a single language for all coding allows us to standardize rater thinking. Working with raters 
from many countries who speak many languages would introduce extensive and often unknown 
variation into the scoring process.  To achieve desired reliability in coding we want raters to be as similar 
as possible in the way they understand classroom interactions and apply the scoring codes to the 
classroom videos.  By requiring that all raters be bilingual in their native language and in English and that 
all raters have a background in mathematics, we increase their similarity and improve the reliability of 
the scoring process. While this will add somewhat to the cognitive demands on the raters because they 
will not be using their native language, the raters will have fluency in English.  Raters may take notes in 
their native language but they must use training materials and rubric in English. 

Database Development 
At the conclusion of data capture and rating, each country/economy will transmit to the International 
Consortium via the secure transfer protocol  thirteen (13) Excel files using the templates provided.   
 
Four files are the pre- and post- questionnaires for teachers and students; two files are student tests 
(pre- and post-); one is the Teacher Daily Content Coverage Table; three are sampling resolution for 
school, teacher, and student; two are the video code data files; and one is the artifact code data file. 
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Data Files 

Teacher and Student Data Files 
 
In these files, each teacher or student should have ONE record or line of data in the file.  
 
Each record should start with the country ID, the school ID, the teacher ID, and the student ID (for the 
student file), followed by entries from the various data collection instruments.  Excel templates are 
provided for data entry.   
 
Questionnaire data files: 

1. Teacher pre-questionnaire data 
2. Teacher post-questionnaire data 
3. Student pre-questionnaire data 
4. Student post-questionnaire data 

 
Test data files: 

1. Student pre-test data 
2. Student post-test data  
3.  

 
ID variables start with “ID”, date variables start with “DATE”, the remaining questionnaire and test 
variables have 3-4 character prefixes that indicate the INSTRUMENT as follows: 
 
TQA = Teacher pre-questionnaire 
TQB = Teacher post-questionnaire 
SQA = Student pre-questionnaire 
SQB = Student post-questionnaire 
STA = Student pre-test 
STB = Student post-test 
 
For questionnaire and tests, the instrument designation prefix will be followed by question number (and 
alphabet letters for questions with multiple parts). 
 

Teacher Daily Content Coverage Table, Sampling Resolution Forms 
The consortium is requesting a Teacher Daily Content Coverage Table and three survey resolution forms 
(schools, teachers, and students). 
For events that did not occur, NA should be entered for the date. 
 

Teacher Daily Content Coverage Table 
For the Teacher Daily Content Coverage Table (also called “Teacher log”), there will be separate 
variables for the date, and the level of focus for each content area for each row of the table. We will 
collect date, focus, and information on various mathematics topics. Also, IDSCHOOL and IDTEACH need 
to be entered.  
 
Any empty cells will coded as NA.  
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School Sampling Resolution Form 
The School Sampling Resolution Form file should contain one record for each of the sampled schools and 
the replacements (if contacted). Each record or line of data should include the country ID, the school ID, 
the date when the school was first contacted, the number of contacts made to recruit the school, the 
number of the school it replaced--use NA for schools that were not replacements,—and the final 
disposition code:  

1 - enrolled in the study with an enrolled teacher;  
2 – agreed to participate in the study but no enrolled teacher and replaced; 
3 – agreed to participate in the study but no enrolled teacher and not replaced; 
4 – refused to participate; 
5 – unable to contact; 
6 – ineligible, school closure; 
7 – ineligible, no teachers teach quadratic equations; 
8 – ineligible, not a regular school, not the correct grade level. 

 
And finally, the date when the school was confirmed to participate, refused to participate, became 
ineligible, or was replaced.  

Teacher Sampling Resolution Form 
The Teacher Sampling Resolution Form file should contain one record for each of the sampled teacher 
and the replacements (if contacted). Each record or line of data should include the country ID, the 
school ID, the teacher ID, the date when the teacher was first contacted, the number of contacts made 
to recruit the teacher, the number of the teacher this teacher replaced--use NA for teachers that were 
not replacements, the final disposition code (see below), the date when the teacher was confirmed—to 
participate, refused to participate, became ineligible, or was replaced—the date when the consenting 
class reached the minimum threshold for participation, and the fields for each data source which 
contain the date that source was collected.  
 
Teacher disposition codes: 

1.Enrolled in the study with student data 
2.Less than 50% of students or less than 15 students consented to each instrument. (please note 
that on average across all classes, 75% of the students and 20 students needed to have 
consented) 
3.Refused to participate 
4.Unable to contact 
5.Ineligible, did not teach quadratic equations 
 

Student Sampling Resolution Form 
The Student Sampling Resolution Form file should contain one record for every student on a 
participating teachers’ class roster including students on the initial roster and those added during data 
collection. For each student the record or line of data should include the country ID, the school ID, the 
teacher ID, the student ID, an indicator for whether or not the student had consent to participate for 
each instrument (0—no consent, 1 – yes consent), and fields for each of the four student data sources 
which include the date the data were collected or the appropriate missing data code. 
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Video Code Data Files 
There will also be two video code data files: the High-Inference Video Code file and the Low-Inference 
Video Code file. The High-Inference Video Code file will contain the ratings for the lessons on the high-
inference codes. There will be one row of data in the file for each rating of each segment in a lesson. If 
one rater rates the lesson video, and the lesson is 45 minutes long so there are 3 segments then there 
will be 3 records in the data for this lesson. If the lesson had received two ratings from different raters, 
then there would be two sets of 3 for a total of 6 records for the lesson.  Each record will contain: the 
country, school, and teacher IDs; a code for the lesson (TVA for the lesson which occurred first and TVB 
for the lesson that occurred second; a unique ID for the segment (number sequentially form H01 to H## 
where ## is the total number of segments for the lesson); the date the lesson occurred; the time the 
lesson started, the time the lesson ended; the rater ID; the date the rating was conducted; a field for 
whether or not there were audio or video problems with the recording; one variable/field for each 
dimension of the high-inferences codes. The variables for the rubric dimensions will contain the raters 
rating of the segment on the specified dimension. 
 
The Low-Inference Video Code file will contain the ratings for the lessons on the low-inference codes. 
The file will be just like the file for high-inference codes except there will be a record for each low-
inference (5 minute) segment. The unique segment IDs will be L01 to L## where ## is the total number 
of low-inference segments in the lesson. The dimension variables will correspond to the dimensions for 
the low-inference codes. The names will be provided when the rubrics are finalized. 

Artefact Code Data Files 
The Artefact Code file will contain the ratings for artefacts. There will be one record for each artefact 
collection occasion: first observed lesson, lesson following the first observed lesson, second observed 
lesson, lesson following the second observed lesson, final test. If two raters rate the collection of 
artefacts, then there will be two records for that occasion.  If no artefacts are collected for a type of 
occasion, then there will be no record for that occasion. For each occasion the record will include the 
country, school, and teacher IDs, a code for the collection occasion (TAA for the first lesson scheduled 
for recording, TAB for the lesson following the first lesson scheduled for recording, TAC for the second 
lesson scheduled for recording, TAD for the lesson following the second lesson scheduled for recording, 
and TAT for the final test), the rater ID, the data the recording occurred, a code for whether or not there 
were technical problems that prevented scoring the artefacts (e.g., poor quality reproduction or 
inadequate sample collected), one variable/field for each dimension of the rubric. The dimension 
variables will contain the ratings and the names for these variables will be given after the rubric is 
finalized. 
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Appendix A– Example Confidentiality Agreement 
 
DIPF, ETS and RAND (hereafter The International Consortium) will develop and implement the TALIS 
Video Study for the Organisation for Economic Co-operation and Development (OECD).  
 
Under the contract with OECD, the International Consortium agree not to disclose information and data 
to third parties or unauthorised staff members and to protect raw and aggregate data files, frameworks, 
items, codes, responses, videos, documents, reports and any other study related materials. 
 
All authorized project staff working on the TALIS Video Study at a National Centre, including the NPM, or 
a sub-contracted organisation must understand and obey confidentially rules and practices in video 
study research and, regardless of their organizational affiliation, sign a confidentiality agreement in 
which they agree they will not 1) reveal the content of any confidential, secure or embargoed material 
or data, 2) make any disclosure whereby a study participant (teacher or student) or his/her related data 
could be identified, and 3) permit anyone other than the individuals under the same confidentiality 
agreement to access TALIS Video Study materials, including, but not limited to, videos, artefacts, items, 
responses, data and reports. 
 
By extension, I, as a member of the TALIS Video Study National Centre, agree to the above terms. 
 
Name (first and last):  
 
Job title: 
 
Country/Economy: 
 
Date: 
 
 
Signature: 
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Appendix B: Administration Scripts for Student Tests and 
Questionnaires 
 

 

OECD Teaching and Learning International Survey – Video 
Study 2017-2018 

 
 

SCHOOL COORDINATOR’S SCRIPT for Administration 
of: 

PRE-STUDENT TEST 
PRE-STUDENT QUESTIONNAIRE 
POST-STUDENT TEST 
POST-STUDENT QUESTIONNAIRE 

 
 
 

Produced by RAND Corporation in collaboration with the international consortium 

and the OECD 

 

TALIS Video Study International Consortium Institutions 
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Note to NPMs 

This School Coordinator’s Script is used for administering the pre- and post-student 
test and pre- and post- student questionnaire. So, there are four administrations in 
total.  

 
Adaptations 

Please note that scripts should be modified as little as possible. This is necessary to 
ensure that all participants receive the same instructions and answers to questions in 
all countries. School Coordinators are expected to read the script WORD FOR WORD 
except where alternate text is specified. 
 
Also, please ensure that all “Note to NPMs” boxes, Comment inserts, and <angle 
brackets> are deleted before final formatting and printing. 

Please remove this box upon completion of this section. 
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TALIS VIDEO STUDY Pilot 
School Coordinator’s Script 

Pre- and Post-Test 

Note:  

1. Un-shaded text provides instructions and information for School Coordinators 
and should not be read aloud to students.  

2. School Coordinators should read the text in shaded boxes WORD FOR WORD. 

3. Text in [brackets] within shaded boxes direct School Coordinators to select the 
wording appropriate for that session. 

 

A. Setting up the test site 
Follow the instructions in the study field manual to set up the testing site. 

B. Distributing the test materials 

 Direct the students to sit in their regular seats, if they have regular seats. If they do not have regular 
seats, they should sit in the seats that they normally would sit in for a typical class without 
rearranging the chairs and desks.  

 Walk around and pass out the test to the students ensuring that the correct test with the correct 
student identification (ID) number is given to the matching student. The list of student ID number 
and student names should only be viewed and handled by the School Coordinator. The student tests 
will have the ID numbers and the students’ names, which should be blacked out with markers later.  

 Observe students to ensure they are not using mobile phones or other electronic devices to 
photograph test materials while waiting for the test to begin. 

 If there is a student in the room that does not have a matching test, ask him or her to wait at the 
front of the room. 

 After all students have arrived or after waiting no more than 5 or 10 minutes after the test is 
scheduled to begin: 

SET ASIDE the booklets of absent students. 

For students who did not receive a booklet: 

1. Check the Student Roster Form to ensure that he or she has been part of the class and properly 
consented to participate in the study.  If so, look through the booklets to find his or her assigned 
booklet. If you cannot locate the assigned booklet, give him or her an unassigned booklet from your 
bulk supplies. Write the student’s ID number on a blank removable label and place it on the booklet 
cover. Do not write the student’s name on the label or the booklet. Do not give a student a booklet 
already assigned to another student who is absent or will not take the test. 
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2. If the student is not listed on the Student Roster Form, follow the procedures being used for 
students who do not have consent to participate in the study. 

WHEN all students have a booklet: 

SAY: 

Hello, I am [introduce yourself and others assisting or observing]. Please be sure that you have 
turned off any mobile phones or any other electronic devices. Calculators are not allowed on 
this test.   

Place everything under your desk except for the materials I have given you.  

Do not open your booklet until I tell you to do so. 

GIVE students a moment to do so. 

C. Introducing the TALIS Video Study 

SAY: 

You are here to participate in an international study called the Teaching and Learning 
International Video Study, or TALIS Video Study for short. In this study, we would like to find out 
how students of your age all around the world learn mathematics. We are going to carry out 
this study in 85 schools in <country and/or education system>. < Country and/or education 
system> is one of more 9 countries and education systems participating in this TALIS Video 
Study.  

This is an important study because it will tell us about how you have been learning and what 
school is like for you. Because your answers will help influence future educational policies in 
<country and/or education system>, we ask you to do the very best you can. 

SAY: 

You should also have a <pen, pencil, and eraser>. If you don’t have these, please raise your 
hand and I will give you what you need. 

SAY: 

Now, you should have all the necessary materials on your desk. There should NOT be anything 
else. If you need another <pen, pencil, eraser> during the session, please raise your hand and let 
me know.  

DO NOT admit any more students to the session. 

Students arriving at this point should follow procedures being used for non-participating students. 

D. Beginning the test session 

POINT to the date on the board or hold up the sheet of paper you have prepared in advance. 

SAY: 
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This is today’s date <and other information to be entered as appropriate>. Please write it on the 
cover of your booklet as it appears here. 

WAIT for students to enter the information. 

 

 

 

 

 

 

 

SAY: 

To make sure that all students doing this test around the world get exactly the same 
instructions, I will be reading them to you from this script. 

You might find some of the questions in this test easy, and some more difficult. Answer as many 
questions as you can. 

Calculators are not allowed on this test. All answers must be recorded with a pencil. Does 
everyone have a pencil? [Provide a pencil for those students who don’t have one.] 

Now, please open your booklet and turn to the General Directions beginning on page <x>. 

Please read these instructions to yourself while I read them out loud. 

The general directions and examples are on the following pages of this manual. They are shown exactly as 
they appear at the start of the test booklets. It is important that each example be understood by the student. 

SLOWLY and CLEARLY read aloud these directions and examples to the students. Read aloud ALL of the 
shaded text. Do not read the practise problem about pairs of  numbers and the response options.  

Note to NPMs 

You will need to replace the angle brackets <x> with the appropriate page number in your 
finalised test booklet. 

1. Please remove this box upon completion of this section. 
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GENERAL DIRECTIONS 

In this booklet, you will find questions about mathematics. Each question has four answer 
choices.  

Read each question carefully and choose the best answer by circling the best answer in the 
booklet.   

If you need to change an answer, make sure to erase your initial choice completely. 

 Do not start working through the test questions until you are told to. 

First, you are going to do a practice exercise so you know what kinds of questions to expect on the test.  

Practice Exercise:  

Which of the following are pairs of numbers  so that  and  ? 

 
A.   

 
B.   

 
C.   

 
D.   

The correct answer to this question is (B). You should have circled (B). 

Please STOP here. 

DO NOT TURN TO THE NEXT PAGE UNTIL YOU ARE TOLD TO DO SO. 
 

           

  

,a b 12ab = 8a b+ =

1, 12a b= =

2, 6a b= =

3, 4a b= =

0, 8a b= =
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If there is time remaining, you should go back and review your answers.  

Do you have any questions? 

CLARIFY students’ queries about recording answers, referring to the examples that you have just read. 

 

E. First 40 minutes of the test   

SAY: 

You will have 40 minutes to complete the test. Now please turn to page <x>. 

Use your time carefully and do as much as you can. If you finish early, please review your 
answers. Please begin. 

SET timing device for 40 minutes. 

RECORD the start time on the Student Roster Form. 

MONITOR the students. 

As the end time approaches, watch for students who appear to have finished and remind them to check their 
work. Once you are satisfied that a student has finished all that he or she can do, you may tell the student to 
turn his or her booklet over. You may ask if he or she would like to read a book or magazine. 

Students may not go back and work in the booklet once they begin reading other material. 

RECORD session attendance in the Student Roster Form (Pre- or Post- Test column) using appropriate codes. 

RECORD the ending time on the Student Roster Form after 40 minutes. 

SAY: 

Please stop. 

H. Concluding the test session 

SAY: 

At this time, I am now going to collect the materials. Please stay seated and quiet as I collect 
them. You may not use your mobile telephone or other electronic devices. 

You may keep your <pen, pencil, eraser>. 

COLLECT all the test booklets and put them in the order they appear on the Student Roster Form. 

COUNT the booklets to make sure you have collected them all.  

Do not dismiss students until all booklets are accounted for! 

 

THANK the students for their participation. 
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DISMISS the students according to the policy of the school and the arrangements you have made with the 
teacher. 

 

You should then prepare the tests for shipment or delivery to the National Centre per the instructions they 
have given to you. 
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TALIS VIDEO STUDY Pilot 
School Coordinator’s Script 

Pre- and Post- Questionnaire 

Note:  

1. Un-shaded text provides instructions and information for School Coordinators 
and should not be read aloud to students.  

2. School Coordinators should read the text in shaded boxes WORD FOR WORD. 

3. Text in [brackets] within shaded boxes direct School Coordinators to select the 
wording appropriate for that session. 

A. Setting up the site for the Student Questionnaire session 
Follow the instructions in the TALIS Video Study’s Field Manual to set up the room. 

B. Distributing the materials for the Student Questionnaire 
session 

 Direct the students to sit in their regular seats, if they have regular seats. If they do not have regular 
seats, they should sit in the seats that they normally would sit in for a typical class without 
rearranging the chairs and desks.  

 Walk around and pass out the questionnaire to the students ensuring that the correct questionnaire 
with the correct student identification (ID) number is given to the matching student. The list of 
student ID number and student names should only be viewed and handled by the School 
Coordinator. The student questionnaire will have ID numbers and students’ names.  

 If there is a student in the room that does not have a matching questionnaire, ask him or her to wait 
at the front of the room. 

 If students are absent, please make a note on the student roster form and put the materials aside so 
no student will receive the wrong booklet/questionnaire. 

 After all students have arrived or after waiting no more than 5 or 10 minutes after the questionnaire 
session is scheduled to begin: 

For students who did not receive a booklet: 

1. Check the Student Roster Form to ensure that he or she has been part of the class and properly 
consented to participate in the study. If so, look through the booklets to find his or her assigned 
booklet. If you cannot locate the assigned booklet, give him or her an unassigned booklet from your 
bulk supplies. Write the student’s ID number on a blank removable label and place it on the booklet 
cover. Do not write the student’s name on the label or the booklet. Do not give a student a booklet 
already assigned to another student who is absent or will not take the survey. 

2. If the student is not listed on the Student Roster Form, follow the procedures being used for 
students who do not have consent to participate in the study. 
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WHEN all students have a questionnaire, 

SAY: 

Hello, I am [introduce yourself and others assisting or observing]. Please be sure that you have 
turned off any mobile phones or any other electronic devices. 

Place everything under your desk except for the materials I have given you.  

Do not open your questionnaires until I tell you to do so. 

GIVE students a moment to do so. 

C. Introducing the TALIS Video Study 

SAY: 

You are here to participate in an international study called the Teaching and Learning 
International Video Study, or TALIS Video Study for short. In this study, we would like to find out 
how students of your age all around the world learn mathematics. We are going to carry out 
this study in 85 schools in <country and/or education system>. < Country and/or education 
system> is one of more 9 countries and education systems participating in this TALIS Video 
Study.  

This is an important study because it will tell us about how you have been learning and what 
school is like for you. Because your answers will help influence future educational policies in 
<country and/or education system>, we ask you to do the very best you can. 

D. Introducing the Student Questionnaire 

SAY: 

In the next 35 minutes, you will answer questions about yourself, your family, your school, your 
interests, and your views on various issues relating to mathematics. Please answer the 
questions as best as you can. Your answers will not be seen by anyone from your school and will 
remain confidential. Please check that your name is NOT displayed on the questionnaire I have 
given you. If your name is listed, please raise your hand. 

SAY: 

You should also have a <pen, pencil, eraser>. If you don’t have these, please raise your hand 
and I will give you what you need. 

SAY: 
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Now, you should have all the necessary materials on your desk. There should NOT be anything 
else. If you need another <pen, pencil, eraser> during the session, please raise your hand and let 
me know.  

POINT to the date on the board or hold up the sheet of paper you have prepared in advance. 

SAY: 

This is today’s date <and other information to be entered as appropriate>. Please write it on the 
cover of your booklet as it appears here. But do not open the booklet until I ask you. 

WAIT for students to enter the information. 

 

E. Beginning the Student Questionnaire session 

Note to NPMs 

You will need to replace the angle brackets <x> with the appropriate page number in your 
finalised questionnaire booklet. 

Please remove this box upon completion of this section. 

 

SAY: 

Please look at page <x> of the questionnaire, where you will find instructions about how to 
answer the questions. Please read them now. 

ALLOW the students a short time to read the instructions. Continue when it appears that nearly all students 
are finished. 

SAY: 

Are there any instructions that you do not understand? 

ANSWER any questions the students may have. 

SAY: 

Now turn to the questions beginning on page <x>. You will have <35> minutes to complete the 
questionnaire. You may ask me for help if there is something in the questionnaire that you do 
not understand. Please raise your hand if you need assistance. 

Please begin now. 

SET timing device for 35 minutes. 

RECORD the start time on the Student Roster Form. 

MONITOR the students. 
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As the end time approaches, watch for students who appear to have finished. Once you are satisfied that a 
student has finished all that he or she can do, you may tell the student to turn his or her booklet over. You 
may ask if he or she would like to read a book or magazine.  

ANSWER students’ questions about items in the questionnaire. You are required to use the explanatory 
notes provided with this script to ensure that all students receive the same answer. You should answer these 
queries individually, going to the student’s desk to do so. 

RECORD session attendance on the Student Roster Form (in the Pre-or Post-questionnaire column) using the 
appropriate codes. 

1. Students should only leave the room while answering the questionnaires if necessary.  
2.  If a student cannot complete the session or has to leave the room (to go to the bathroom), please collect 

the material and return it to the student when he comes back. Please write a short note on the student 
roster form why the student left and for how long.  

3. If a student is late, but arrives before the session has started give him/her the material. If the session has 
already started the student cannot participate (standardization). 

F. Concluding the Student Questionnaire session 

AFTER 25 minutes, walk around the room. 

CHOOSE either O1 or O2 below, depending on the session situation. 

O1: 
All students have finished the 
questionnaire before 35 minutes. 
 

 SAY: 

Please go back and look over your 
answers to make sure you did not 
leave out any of the questions. 

 ALLOW a few minutes for students to 
finish their checking. 

 SAY: 

Please stop working and close your 
questionnaire.  

 O2: 
After 35 minutes, it appears that more 
than four or five of the students are still 
working. 

 SAY: 

Because some of you have not 
finished the questionnaire, I will give 
you a few more minutes. If you have 
finished, please go back and look over 
your answers to make sure you did 
not leave out any of the questions. 

 ALLOW up to 10 extra minutes or less if 
all students have finished. 

 SAY: 

Please stop working and close your 
questionnaire.  

RECORD the ending time on the Student Roster Form. 

SAY: 

At this time, I am now going to collect the materials. Please stay seated and quiet as I collect 
them. You may not use your mobile telephone or other electronic devices. 

You may keep your <pen, pencil, eraser>. 

COUNT the questionnaires to make sure you have collected them all. 
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Do not dismiss students until all booklets are accounted for! 

 

THANK students for participating in the test. 

DISMISS the students according to the policy of the school and the arrangements you have made with the 
teacher 

 

You should package up all the questionnaires for shipment to the National Centre using the instructions they 
have provided you. 
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Appendix C: Instructions for Teachers Regarding Artefact Collection 
 

Memorandum 
To:   TALIS Participating Teacher  
Regarding:   Artefact Collection Procedures  

 
Thank you for participating in the TALIS Video Study.  The results of this study will be valuable to 
educators in our country as well as those around the world. 
 
We are asking you to collect three general types of artefacts for each lesson that is video-recorded and 
for the next lesson: 

 Daily lesson plan (only if you usually prepare a written lesson plan),  

 Teaching materials (print and visual materials used during the lesson)  

 Homework assigned at the end of the lesson.   

Specifically, you should provide of the following materials (if they are part of the lesson): 
a. Daily lesson plan (only if the teacher usually prepares a written lesson plan); 
b. Visual materials shown to students (e.g., slides, transparencies, power point images);  
c. Textbook pages or other materials students are asked to read;  
d. In-class assignments, worksheets or other activities students are asked to do;  
e. Homework (assignments students are asked to complete at home);  
f. Short formative assessment or quiz (less than 25% of class time);  
g. Other instructional materials used by the teacher;   
h. Unit test that includes quadratic equations. 

You should not include any student work in the artefacts for this study, only copies of assignments given 
to students. 
Each of the four days, you should gather the artefacts from that lesson and complete the teacher 
section of the Artefact Inventory Form, indicating all artefacts in the order in which they were used 
during the lesson.  
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Appendix D:  Data Collection Checklist 
 
Note to NPMs: 
 

This document is a template checklist designed to help School Coordinators manage data 
collection for the video study and should be adapted to the national Centre’s operation process 
as necessary. Please note that the checklist should be updated as the field manual gets updated. 
It is the responsibility of the NPM to ensure that the final checklists produced for School 
Coordinators, or equivalent staff, are consistent with the latest version of the field manual and 
are coherent across all data collection efforts. The checklist is not intended to replace the field 
manual and sections of the field manual should be referenced for details.  

 
There are several checklists, one made for each visit. The set of checklists for each school will 
look different for the pilot study depending on the country’s pilot operation. The checklists are 
as follows 

 
1. Checklist A. Before Data Collection 
2. Checklist B. Data Collection Day 1: Pre-Test 
3. Checklist C. Data Collection Day 2: Pre-Questionnaire 
4. Checklist D. Data Collection Day 3: Video Recording #1 & Artefacts 
5. Checklist E. Data Collection Day 4: Video Recording #2 & Artefacts 
6. Checklist F. Data Collection Day 5: Post-Test 
7. Checklist G. Data Collection Day 6: Post-Questionnaire 
8. Checklist F. Data Collection Day 7: Final Pick up 
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TALIS Video Study Checklist 
 
 
School Name: _________________________________________________________________________ 

 

School Contact Information:______________________________________________________________ 

 

School Coordinator: ____________________________________________________________________ 

 

 Checklist A. Before Data Collection 

 Checklist B. Data Collection Day 1: Pre-Test 

 Checklist C. Data Collection Day 2: Pre-Questionnaire 

 Checklist D. Data Collection Day 3: Video Recording #1 & Artefacts 

 Checklist E. Data Collection Day 4: Video Recording #2 & Artefacts 

 Checklist F. Data Collection Day 5: Post-Test 

 Checklist G. Data Collection Day 6: Post-Questionnaire 

 Checklist F. Data Collection Day 7: Final Pick up 
 
 
Note: At the end of each checklist item is this “____________” space. Please mark each line with the 
date of completion. Additionally, please report any issues experienced in collecting the data by making 
note on the margins of the checklist and highlighting the item or by making note of the issues in the 
note section at the bottom of the checklist. 
 

For Example (of marking the date): 

 Personally contact the school and schedule (or confirm) the initial visit  ____ 3/15___ 
 
For Example (of reporting issues): 

 Personally contact the school and schedule (or confirm) the initial visit  ____ 3/15___ 

<in the margins of the paper> school phone number did not work  
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Checklist A. Before Data Collection 
 
Study Procedures + Managing Consents & Rosters (Before the Visit) 

 Review recruitment protocol & study procedures ____________ 

 Personally contact the school and schedule (or confirm) the initial visit  ____________ 

 Print Exhibit Quadratics Class/Section List ____________ 

 Print Exhibit Student Roster Form ____________ 

 Print Consent Forms for teachers and for students ____________ 

 Print Study introduction material ____________ 

 (If not already provided) Print a page with contact Information of the School Coordinator and 
National Centre for the teacher or school personnel ____________ 

 
Study Procedures (During School Visit) 

 Meet with teachers and relevant school personnel to introduce the study and review the study 
procedures. ____________ 

 
Managing Consents & Rosters (During School Visit) 

 Get the full roster of teachers and their math classes that teach Quadratic Equations. Fill out 
Exhibit: Quadratics Class/Section List. ____________ 

 Obtain consent to participate in the Video Study from teachers ____________ 

 Fill out Exhibit: Student Roster Form for the participating class, and track consent status of 
teachers, students & parents. ____________ 

 Discuss arrangements for students without consent. ____________ 
 
Getting Site Specific Information (During School Visit) 

 Find out the bell schedule, school holidays, vacations, school-wide activity, school rules & 
regulations that may affect data collection. ____________ 

 Find out the precise teaching schedule of Quadratic Equations (exact dates, time, and room 
number) ____________ 

 Review space and technology needs (e.g., room set-up, location of electrical outlets, chair 
availability). Discuss and determine placement of video camera and microphones in classroom. 
____________ 

Scheduling & Coordinating for Data Collection (During School Visit) 

 Schedule the entire data collection schedule for all instruments. ____________ 
 
Scheduling & Coordinating for Data Collection (After School Visit) 

 With the video camera operator, schedule the entire data collection for recording ___ 

 Schedule & coordinate the transportation of test booklets and questionnaires _______ 

 Schedule & coordinate the transportation of any equipment for artefact or video _____ 
Comments:  
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Checklist B. Data Collection Day 1: Pre-Test 
 

D-7 Reminder (A week before the Visit) 

 Confirm that all data collection materials have been delivered to the school __________ 

 Send reminders to the teacher and relevant school personnel ____________ 
 
Check-in & Data Collection Preparation (During the Visit) 

 Check-in at the school office upon arrival ____________ 

 Connect with the participating teacher ____________ 

 Check test administration materials and room arrangements  ____________ 

 Label the materials with the proper stickers  ____________ 
 
Managing Consents & Rosters (During the Visit) 

 Collect any additional signed consent forms and update the student roster form  ____________ 

 Compare the updated student roster with the actual attendance during the test/questionnaire 
session  ____________ 

 Check for student consent and proceed with alternative arrangements for those without 
consent  ____________ 

 Code the roster with absence, refusals, partial attendance, etc  ____________ 

 Note any adverse consent or data collection events  ____________ 
 
Tests Data Collection  (During the Visit) 

 Administer and proctor the tests & questionnaires using the script and administration protocol  
____________ 

 Perform quality control checks on collected data ____________ 
 
Delivery to National Centre (During and After the Visit) 

 Package the tests for shipping or transport to National Centre ____________ 

 All materials (including labeled materials that were unused) must be returned to the National 
Centre. Track down any missing materials. If they cannot be found, report this. Return all 
materials with 24 hours of administration. ____________ 

 
Check out (During the Visit) 

 Check out at school office upon departure ____________ 

 Record any issues that occurred with data collection and how they were resolved. 
____________ 

 
Comments: 
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Checklist C. Data Collection Day 2: Pre-Questionnaire 
 
D-7 Reminder (A week before the Visit) 

 Confirm that all data collection materials have been delivered to the school  __________ 

 Send reminders to the teacher and relevant school personnel. ____________ 
 

Check-in & Data Collection Preparation (During the Visit) 

 Check-in at the school office upon arrival ____________ 

 Connect with the participating teacher ____________ 

 Check questionnaire administration materials and room arrangements ____________ 

 Label the materials with the proper stickers ____________ 
 
Managing Consents & Rosters (During the Visit) 

 Collect any additional signed consent forms and update the student roster form ____________ 

 Compare the updated student roster with the actual attendance during the test/questionnaire 
session ____________ 

 Check for student consent and proceed with alternative arrangements for those without 
consent ____________ 

 Code the roster with absence, refusals, partial attendance, etc. ____________ 

 Note any adverse consent or data collection events ____________ 
 
Questionnaire Data Collection  (During the Visit) 

 Administer and proctor the tests & questionnaires using the script and administration protocol 
____________ 

 Perform quality control checks on collected data ____________ 

 Provide instructions to teacher about filling in the Daily Topic Coverage Table  ____________ 

 (For Artefact Data Collection) Provide instructions to teachers about artefact inventory form  
____________ 

 Provide instructions to teachers about completing the Daily Topic Table  ____________ 
 
Delivery to National Centre (During and After the Visit) 

 Package the tests for shipping or transport to National Centre ____________ 

 All materials (including labeled materials that were unused) must be returned to the National 
Centre. Track down any missing materials. If they cannot be found, report this. Return all 
materials with 24 hours of administration. ____________ 

 
Check out (During the Visit) 

 Check out at school office upon departure ____________ 

 Record any issues that occurred with data collection and how they were resolved  ___________ 
Comments:  
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Checklist D. Data Collection Day 3: Video Recording #1 & Artefacts 
 
D-7 Reminder (A week before the Visit) 

 Confirm that all data collection materials and equipment have or will be at the school during the 
visit ____________ 

 Send reminders to the teacher and relevant school personnel. ____________ 

 Confirm the schedule with the video camera operator ____________ 

 Remind teacher to collect artefacts from the lesson(s) that are being video recorded and the 
next lesson(s), fill out artefact inventory form, and retain artefacts for photographing 
____________ 

 
Check-in & Data Collection Preparation (During the Visit) 

 Check-in at the school office upon arrival ____________ 

 Connect with the participating teacher ____________ 

 Check for equipment for video camera operator and room arrangements ____________ 

 Test video recording equipment; charge batteries; check data storage. Check batteries and 
storage capacity for camera to photograph artefacts ____________ 

 
Managing Consents & Rosters (During the Visit) 

 Collect any additional signed consent forms and update the student roster form ____________ 

 Compare the updated student roster with the actual attendance during the session  
____________ 

 Check for student consent and proceed with seating arrangements for those without consent 
____________ 

 Code the roster with absence, refusals, partial attendance, etc. ____________ 

 Note any adverse consent or data collection events ____________ 
 
Video Data Collection  (During the Visit) 

 Position any student without a signed consent form for the Video Study outside the view of the 
camera ____________ 

 Perform quality control checks on collected data. Label everything collected with unique 
country, school, teacher and student ID, and date of lesson (Do not put student IDs on artefacts 
collected). Remove, mask or blackout any personal identifiers from all collected data, other than 
project-generated IDs. ____________ 

 Remind teacher about filling in the Daily Topic Coverage Table and check that they are doing so 
____________ 

Artefact Data Collection (During and After the Visit) 

 Return to school at least one day after the video-recording day (or during the next scheduled 
visit) to collect artefacts and update the artefact inventory for the video-recorded lesson and 
the next lesson ___________ 

 
 
Delivery to National Centre (During and After the Visit) 
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 Digitize video-recordings for transmission to National Centre ____________ 

 Transmit video files, digitized artefacts, signed consent forms and image of the current student 
roster form to the NPM ____________ 

 All materials (including labeled materials that were unused) must be returned to the National 
Centre. Track down any missing materials. If they cannot be found, report this. Return all 
materials with 24 hours of administration. ____________ 

 
Check out (During the Visit) 

 Check out at school office upon departure ____________ 

 Record any issues that occurred with data collection and how they were resolved. 
____________ 

 
Comments: 
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Checklist E. Data Collection Day 4: Video Recording #2 & Artefacts 
 
D-7 Reminder (A week before the Visit) 

 Confirm that all data collection materials and equipment have or will be at the school during the 
visit ____________ 

 Send reminders to the teacher and relevant school personnel. ____________ 

 Confirm the schedule with the video camera operator ____________ 

 Remind teacher to collect artefacts from the lesson(s) that are being video recorded and the 
next lesson(s), fill out artefact inventory form, and retain artefacts for photographing 
____________ 

 
Check-in & Data Collection Preparation (During the Visit) 

 Check-in at the school office upon arrival ____________ 

 Connect with the participating teacher ____________ 

 Check for equipment for video camera operator and room arrangements ____________ 

 Test video recording equipment; charge batteries; check data storage. Check batteries and 
storage capacity for camera to photograph artefacts ____________ 

 
Managing Consents & Rosters (During the Visit) 

 Collect any additional signed consent forms and update the student roster form ____________ 

 Compare the updated student roster with the actual attendance during the session 
____________ 

 Check for student consent and proceed with seating arrangements for those without consent 
____________ 

 Code the roster with absence, refusals, partial attendance, etc. ____________ 

 Note any adverse consent or data collection events ____________ 
 
Video Data Collection  (During the Visit) 

 Position any student without a signed consent form for the Video Study outside the view of the 
camera ____________ 

 Perform quality control checks on collected data. Label everything collected with unique 
country, school, teacher and student ID, and date of lesson (Do not put student IDs on artefacts 
collected). Remove, mask or blackout any personal identifiers from all collected data, other than 
project-generated IDs. ____________ 

 Remind teacher about filling in the Daily Topic Coverage Table and check that they are doing so 
____________ 

Artefact Data Collection (During and After the Visit) 

 Return to school at least one day after the video-recording day (or during the next scheduled 
visit) to collect artefacts and update the artefact inventory from the video-recorded lesson and 
the next lesson ___________ 

 Collect any other data (particularly artefact data) that had not been yet collected 
 
Delivery to National Centre (During and After the Visit) 
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 Digitize video-recordings for transmission to National Centre ____________ 

 Transmit video files, digitized artefacts, and image version of the current student roster form to 
the NPM ____________ 

 All materials (including labeled materials that were unused) must be returned to the National 
Centre. Track down any missing materials. If they cannot be found, report this. Return all 
materials with 24 hours of administration. ____________ 

 
Check out (During the Visit) 

 Check out at school office upon departure ____________ 

 Record any issues that occurred with data collection and how they were resolved. 
____________ 

 
Comments: 
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Checklist F. Data Collection Day 5: Post-Test 
 
D-7 Reminder (A week before the Visit) 

 Confirm that all data collection materials have been delivered to the school __________ 

 Send reminders to the teacher and relevant school personnel. ____________ 
 
Check-in & Data Collection Preparation (During the Visit) 

 Check-in at the school office upon arrival ____________ 

 Connect with the participating teacher ____________ 

 Check test administration materials and room arrangements ____________ 

 Label the materials with the proper stickers ____________ 
 
Managing Consents & Rosters (During the Visit) 

 Collect any additional signed consent forms and update the student roster form ____________ 

 Compare the updated student roster with the actual attendance during the test/questionnaire 
session ____________ 

 Check for student consent and proceed with alternative arrangements for those without 
consent ____________ 

 Code the roster with absence, refusals, partial attendance, etc. ____________  

 Note any adverse consent or data collection events ____________ 
 
Tests Data Collection  (During the Visit) 

 Administer and proctor the tests & questionnaires using the script and administration protocol 
____________ 

 Perform quality control checks on collected data ____________ 

 Collect any other data that had not been yet collected. Update the artefact inventory. 
 
Delivery to National Centre (During and After the Visit) 

 Package the tests for shipping or transport to National Centre ____________ 

 All materials (including labeled materials that were unused) must be returned to the National 
Centre. Track down any missing materials. If they cannot be found, report this. Return all 
materials with 24 hours of administration. ____________ 

 
Check out (During the Visit) 

 Check out at school office upon departure ____________ 

 Record any issues that occurred with data collection and how they were resolved. 
____________ 

 
Comments: 
  



 

116 
The Field Manual for NPMs was developed by the international consortium: RAND, DIPF, ETS.   

Checklist G. Data Collection Day 6: Post-Questionnaire 
 
D-7 Reminder (A week before the Visit) 

 Confirm that all data collection materials have been delivered to the school  __________ 

 Send reminders to the teacher and relevant school personnel. ____________ 
 
Check-in & Data Collection Preparation (During the Visit) 

 Check-in at the school office upon arrival ____________ 

 Connect with the participating teacher ____________ 

 Check questionnaire administration materials and room arrangements ____________ 

 Label the materials with the proper stickers ____________ 
 
Managing Consents & Rosters (During the Visit) 

 Collect any additional signed consent forms and update the student roster form _____ 

 Compare the updated student roster with the actual attendance during the test/questionnaire 
session ____________ 

 Check for student consent and proceed with alternative arrangements for those without 
consent ____________ 

 Code the roster with absence, refusals, partial attendance, etc. ____________ 

 Note any adverse consent or data collection events ____________ 
 
Questionnaire & Other Data Collection  (During the Visit) 

 Administer and proctor the tests & questionnaires using the script and administration protocol 
____________ 

 Perform quality control checks on collected data ____________ 

  Collect any other data that had not been yet collected including end-of-unit test, Daily Topic 
Coverage Table, and other data. Update the Artefact Inventory Form.  

 
Delivery to National Centre (During and After the Visit) 

 Package the tests for shipping or transport to National Centre ____________ 

 All materials (including labeled materials that were unused) must be returned to the National 
Centre. Track down any missing materials. If they cannot be found, report this. Return all 
materials with 24 hours of administration. ____________ 

Check out (During the Visit) 

 Make arrangements to return and collect end-of-unit test artefact ____________ 

 Check out at school office upon departure ____________ 

 Record any issues that occurred with data collection and how they were resolved.  
 
Comments:  
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Checklist F. Data Collection Day 7: Final Pick up (If necessary) 
 
Making Arrangements (Before the Visit) 

 Confirm or make arrangements to make a final visit to collect the end-of unit test or any other 
remaining data to collect. ____________ 
 

Data Collection (During the Visit) 

 Check-in at the school office upon arrival ____________ 

 Collect end-of-unit test and any other remaining data ____________ 
 
Delivery to National Centre (After the Visit) 

 Deliver all materials and documentation to the National Centre ____________ 
 
Comments: 
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Appendix E: Fielding Issues Reporting Form 
 

Reporting Form for Fielding Issues: Pilot Version 
Below you’ll find categories of field activities for the TALIS Video Study. For each category, please report 
any issues you experienced while fielding the study as well as how you addressed or resolved the issues. 
In developing the list of issues that were encountered in fielding the study, please refer to the checklist 
that your data collectors should have completed for each site visit to administer tests and 
questionnaires or collect video and artefact data. Please complete in word and add lines to the boxes as 
necessary to include the issues encountered. 
 

Providing study information and procedures: 
Introducing the study to schools and teachers, getting participation from schools and teachers, and 
reviewing study procedures with them 

Issues Encountered Resolution of Issues 

 
 
 
 
 
 

 

Managing Consents and Rosters: 
Complete rosters of quadratic equation classes in school and for students in selected class, obtain 
consent forms from teachers and students, verify sufficient student consent for study, confirm 
arrangements for non-consenting students, update rosters and add consents at each data collection 
visit, and note absences, refusals or adverse data collection events 

Issues Encountered Resolution of Issues 

 
 
 
 
 
 

 

Getting Site-Specific Information: 
Find out bell schedule, school holidays, vacations, school-wide activity, etc. that may affect data 
collection, review school rules and regulations that affect data collection, confirm quadratic equation 
teaching schedule, review space and technology needs, and determine placement of camera and 
microphones 

Issue Encountered Resolution of Issues 
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Scheduling & Coordinating for Data Collection: 
Work with teacher to schedule administration of tests and questionnaires and collection of videos 
and artefacts, confirm data collection schedule prior to each school visit, transport tests and 
questionnaires to school, and transport video and artefact collection equipment to school  

Issue Encountered Resolution of Issues 

 
 
 
 
 
 

 

Check-in & Data Collection Preparation for Tests and Questionnaires: 
Check-in at the school office upon arrival (at least one hour prior to data collection), connect with the 
participating teacher, check test & questionnaire administration materials, check room arrangements, 
and label materials with proper IDs 

Issue Encountered Resolution of Issues 

 
 
 
 
 
 

 

Tests & Questionnaires Data Collection: 
Administer and proctor the tests & questionnaires using the script and administration protocol, 
labeled test / questionnaire should be handed out to specific students according to manual, perform 
quality control checks on collected data, provide instructions to teacher about filling in the Daily Topic 
Coverage Table 

Issue Encountered Resolution of Issues 

 
 
 
 
 
 

 

Delivery of Tests and Questionnaires to National Centre: 
Package the tests for shipping or transport to National Centre, track down any missing materials, and 
report those not found. 

Issue Encountered Resolution of Issues 
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Check-in & Data Collection Preparation for Videos and Artefacts: 
Check-in at the school office upon arrival (at least one hour prior to data collection), connect with the 
participating teacher, check room arrangements, test video recording equipment, test camera for 
artefact capture, charge batteries, check data storage. and set up and test video recording equipment 
in the classroom 

Issue Encountered Resolution of Issues 

 
 
 
 
 

 

Artefact and Video Data Collection: 
Position any student without a signed consent form outside the view of the camera, collect data (i.e., 
video record lesson uninterrupted; collect artefacts from the day of and day after), perform quality 
control checks on collected data, label everything collected with unique country, school, teacher and 
student ID, and date of lesson (Do not put student IDs on artefacts collected), remove, mask or 
blackout any personal identifiers from all collected data, other than project-generated IDs, 
Photograph end-of-unit test and answers from high-performing student and low- or average-
performing student and send digitized images to the National Centre, Provide instructions to teacher 
about filling in the Daily Topic Coverage Table. Remind the teacher to do so during every 
communication with them following the administration of the teacher pre-questionnaire 

Issue Encountered Resolution of Issues 

 
 
 
 
 

 

Delivery of Videos and Artefacts to the National Centre: 
Digitize video-recordings and artefacts for transmission to National Centre, and transmit video files, 
digitized artefacts, and signed consent forms  

Issue Encountered Resolution of Issues 

 
 
 
 
 

 

Test and Questionnaire Data Entry: 
Key or scan in data from tests and questionnaires, conduct QC of data entry using double coding 

protocol, Correct entry errors or re-enter data as needed 

Issue Encountered Resolution of Issues 
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Appendix F: Artefact Inventory Form 
TALIS Artefact Inventory Form 

School ID____________________________ Teacher ID___________________________  
 
Date of Lesson________________________ Main topic of the lesson_________________________ 

 Teacher: Please Fill In These Columns  School Coordinator: Fill in These Columns NPM Use 

 

 Mark X in one column to 
show artefact type.   
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Enter Complete TALIS ID Number 
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Appendix G: QC Procedures for Artefacts 
 

TALIS Video Study 
QC Procedures for Artefacts 

Follow this procedure to review and report the quality of the digital images of the artefacts collected 
from each lesson. Record the results on the Artefact Inventory Form. 

Step 1 At the school, collect the Artefact Inventory Form, the printed artefacts and any digital 
artefact files provided by the teacher 

Step 2 Confirm that each artefact listed is available in print or digital form (pdf file). Mark an X 
in the confirmation column if it is present 

Step 3 Enter the complete TALIS ID for each artefact  

Step 4 Take a photograph or scan each printed artefact. Collect the digital files on a storage 
device. 

Step 5 Open the artefact digital file on a computer and view each of the pages 

Step 6 Assign one of these quality ratings to the artefact file and record it on the Artefact 
Inventory Form: 
10 if the all the pages are present and all the images are clear and easy to read 
11 if all the pages are present and a few of the images are difficult to read (e.g., poorly 
lit, out of focus) 
12 if all the pages are present and most of the images are difficult to read 
20 if some of the pages are missing, but those that are present are clear and easy to 
read. 
21 if some of the pages are missing, and a few of the images that are present are 
difficult to read 
22 if some of the pages are missing, and most of the images that are present are 
difficult to read 
30 if the is no artefact file or the file is empty 

Step 7  If the quality is 11, 12 or 13, scan or photograph the artefact again. If the quality is 20, 
21 or 22, obtain the complete artefact and scan or photograph again. Replace the old 
file with the new one, and assign a new rating. 

Step 8 Change each of the filenames to be the full TALIS ID number 

Step 9 Return the printed artefacts to the teacher. Transmit the Artefact Inventory Form and 
the digital files to the NPM. 

Step 10 The NPM checks the files against the inventory, arranges for any missing files to be 
collected, sorts digital files into folders labeled by teacher, and transmits the files to 
RAND and ETS.  
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Appendix H: QC Procedures for Videos 
TALIS-Video Study 

QC Procedures for Raw Footage of Videos  
May 2017 

 
Carry out the following steps and record the results in the appropriate Excel file. 

Step 1 Record the video ID according the Field Manual instructions. 

Step 2 Record the length of the video (in minutes). 

Step 3 First, scan the video to come to an overall rating for each of the categories listed below 
in Steps 4-11. 
Watch the first 10 minutes of the lesson, jump in 10 minute increments through the 
lesson, pausing for 1 minute at each jump, and watch the last 5 minutes.   

Step 4 Assign 0-3 rating for audio quality, rescan video as necessary. 
0 = no sound or cannot hear, 1=low (can clearly hear teacher but not students for up to 
50% of the clips scanned), 2 = moderate (can clearly hear teacher and students for 51-
95% of the clips scanned), 3 = high (can clearly hear teacher and students for all the 
clips scanned) 
Note: Common issues with audio quality include echoing, muffled voices, soft student 
voices. 

Step 5 Record audio comments. 

Step 6 Assign of 0-3 rating for picture clarity, rescan video as necessary. 
0 = blank (if blank, skip Steps 9-13), 1 = clear for up to 50% of the clips scanned, 2 = 
clear for 51-95% of the clips scanned, 3 = clear for all the clips scanned 
Note: Common issues with picture clarity include blurriness and problems with lighting.  

Step 7 Record picture clarity comments. 

Step 8 Assign 1-3 rating for seeing at least half of the class, rescan video as necessary. 
1= at least half of class visible for up to 50% of the clips scanned (or less than half of the 
class is visible for more than 50% of the clips scanned), 2= at least half of class visible for 
51-95% of the clips scanned (or less than half of the class is visible for 5-49% of the clips 
scanned), 3= at least half of class visible for all the clips scanned 
Note: We would like to be able to see the side of students’ faces in a medium to wide 
shot. One common issue with visibility of the class is that the camera is sometimes 
positioned in the back of the classroom so that only students’ backs are visible. 

Step 9 Record camera positioning comments. 

Step 10 Assign rating of 1-3 for being able to discern what content the class is working on (i.e., 
the video follows the action and zooms in appropriately), rescan video as necessary. 
1= able to discern what content the class is working on for up to 50% of the clips 
scanned, 2= able to discern what content the class is working on for 51-95% of the clips 
scanned, 3= able to discern what content the class is working on for all the clips 
scanned 
Note: Though for almost all the class, we would like a medium to wide shot, at times, it 
may be appropriate for the camera to zoom in on the white board or on individual 
students’ work (5-10seconds, maximum) so that the viewer can discern what content 
the class is working on.  The speaker should always be on the screen. 

Step 11  Record focus comments. 

Step 12 Add the total number of points for the video and record. 

Step 13 Add any additional comments for the School Coordinator or the National Centre. 
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TALIS-Video Study 
QC Procedures for Subtitles of Videos  

May 2017 
 

Carry out the following steps and record the results in the appropriate Excel file. 

Step 1 Record the video ID according to the Field Manual instructions. 

Step 2 Identify if the corresponding video is subtitled. If so, please proceed with Steps 3-14.  

Step 3 Scan the video to come to an overall rating for each of the categories listed below.  
As with video QC, watch the first 10 minutes of the lesson, jump in 10 minute 
increments through the lesson, pausing for 1 minute at each jump, and watch the last 5 
minutes.   

Step 4 Are subtitles displayed at the bottom?  
Assign 1-3 rating for subtitles placement, rescan video as necessary. 
1=no; 2= occasionally (it is inconsistent); 3=always 

Step 5 Record placement comments. 

Step 6 Are subtitles displayed in one or two colors? Are the color(s) readable (colors, font)? 
Assign 1-3 rating for subtitles colors, rescan video as necessary. 
1=no; 2= occasionally (it is inconsistent); 3=always 

Step 7 Record subtitle colors comments. 

Step 8 Is every sound included in the subtitles? (e.g.: hmm, thinking noises, etc.)  Do subtitles 
match the sound appropriately and remain on the screen for appropriate length of 
time? 
Assign 1-3 rating for subtitles precision, rescan video as necessary. 
1=no; 2= occasionally (it is inconsistent); 3=always 

Step 9 Record subtitles precision comments. 

Step 10 Do subtitles use the correct conventions? (e.g.: T- teacher; S - Single student; SN -
student new; S? - student unclear; SS - multiple students; E – entire class; etc.)  
Assign 1-3 rating for subtitles conventions, rescan video as necessary. 
1=no; 2= occasionally (it is inconsistent; some are there some are not); 3=always 

Step 11 Record subtitles conventions comments. 

Step 12 Are subtitles accurate (correctly translated)? Is the mathematical terminology in the 
subtitles acceptable? There is no extraneous information (descriptions of what 
teacher/students are doing).  
Assign 1-3 rating for subtitles accuracy, rescan video as necessary. 
1=no; 2= occasionally (it is inaccurate, not understandable/acceptable at times); 
3=always 

Step 13 Record subtitles accuracy comments. 

Step 14 Add any additional comments in the notes cell  
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Appendix I: Uploading Procedures for Videos, Artefacts, and Transcripts 
for the Observation Team 
 
 

1. Before uploading your videos, please be sure that the subtitles are already attached to your 

video and that the video files are in .mov or .mp4 format. 

 
2. Make sure you have transferred all videos to the hard drive of a computer. 

 
3. Go to the TALIS-Video Kaltura website and sign in using the login credentials that were sent to 

you via email. Remember that passwords are case sensitive. 

 
URL: https://talis-video.mediaspace.kaltura.com/  
 
If you have lost your log-in credentials, please contact both Yi Qi at yqi@ets.org and Margaret 
Witherspoon at mwitherspoon@ets.org.  
 
 

4. At the top left corner of the screen, click the “Channels” icon.  

 

 
 
 

5. Click on the thumbnail image with your country’s name on it. This is your country’s channel 

where all your videos, artefacts, and transcripts will be housed for the study. Here is where you 

will view the videos that you have already submitted to the consortium and upload the videos 

(and artefacts and transcripts) you would like to submit for the Pilot.  

 
 

6. To upload a video, click on the blue icon that says “Add to Channel” on the right side of your 

screen.  

 
 
 

7. Click on the +ADD NEW icon on the top right side of your screen. When the drop-down menu 

opens, click Media Upload.  

 

https://talis-video.mediaspace.kaltura.com/
mailto:yqi@ets.org
mailto:mwitherspoon@ets.org
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8. Choose a file to upload by clicking on the blue icon.  

 
Then select the file from your computer and click Open to start the upload process. 

 
 
 

9. Depending on the upload speed capacity of your internet connection, you may be able to upload 

multiple videos at the same time. To do so, scroll down and click Choose another file. You can 

continue selecting as many files as you would like.  

 

 
Some members of the observation team found that uploading multiple videos was too slow. If 
this is the case for you as well, we recommend waiting for your first video to upload and 
repeating these steps with the remaining videos. 
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10. Please, make sure that you are uploading videos that use the naming conventions in the NPM 

manual (see Chapter 3). Please do NOT add any text into the Description, Tags, or Notes boxes, 

do NOT select any domains, and keep the Publishing Schedule set to Always. These functions 

are for the observation team’s use only. 

 

 
 
 
 

11. Check to make sure all your video’s information is accurate, and click Save. Please note that if 

you choose to upload multiple videos simultaneously, you need to click Save for every video so 

that changes you made to the video names are saved. 
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12. Click Go To Media. (Note that this will direct you to watch one video and not all uploaded 

videos. The following steps will need to be repeated for each video you upload). Sometimes you 

may need to wait until the video is finished configuring before you can play it.  

 
Depending on your Internet connection, you may need to wait for a few minutes until the video 
is finished processing before you can play it. Do NOT close out of this window until your video is 
ready to be viewed, otherwise the video may not save properly.  

 
Once a thumbnail of your video appears, it is ready to be viewed and edited. 
 
 
 

13. Add transcripts and artefacts as attachments to the video by clicking Actions then Edit on the 

bottom left under your video thumbnail.  

 
Next, click Attachments from the Menu bar.  
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Click Upload File.  

 
 
Then click Select File and choose the artefact you would like to add to the video. Please use the 
same naming conventions for the artefacts in Kaltura as you did when they were uploaded to 
the RAND FTP site.  

 
 
Click Save and repeat the process for each corresponding artefact.  All artefacts EXCEPT the unit 
test (labeled with a U) should be uploaded to Kaltura with the appropriate lesson.  This means 
you will upload any of the following you collect for that lesson:  Lesson plan, visual materials 
shown to students (e.g., slides, transparencies, PowerPoint images), textbook pages or other 
materials students are asked to read, in-class assignments, worksheet or other activities 
students are asked to do, homework (assignments asked to complete at home), short formative 
assessment or quiz (less than 25% of class time), other instructional materials.   
 
 

14. Carry out the same procedure to upload the transcript of the pilot video.  Transcripts should be 

in the format of .doc or .docx. Again, please adhere to the naming conventions in the NPM 

manual (see Chapter 3). 

 

15. Make sure your video works. Play your video, scanning to make sure the subtitles and audio 

work properly. Watch the first minute of the video, then scan ahead 10 minutes and watch 

another minute of video, then scan ahead again 10 minutes and watch another minute of video. 

Repeat this process until the end of the video. Repeat this process for all videos.  

 
16. Double check that all associated artefacts and 1 transcript is uploaded for each lesson.  
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17. You can watch the entire selection of your uploaded videos and review artefacts and transcripts 

by going back to your country’s channel or by selecting the “My Media” tab.  
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Appendix J: Uploading Procedures for Artefacts for the Artefacts Team 
 

Artefact File Management and Upload Instruction 
 
All artefacts that have been collected, labeled, photographed or scanned into digital files, translated, 
and checked should be uploaded to the project’s secure file transfer protocol, Kiteworks, in its original 
language form and again in its translated form. Below, we describe the instructions more specifically.  
 
File Management 
 
1. The digital artefact file names should be identical to the artifact data label names3 So, an artefact file 
from the first lesson that is video recorded (assume it occurs on February 10 2017) would look like  
 

IDCNTRY-IDSCHOOL-IDTEACH-TAA-10022017-IDTYPE-IDPAGE-  
 
2. And for the translated version of the file, add a “TR” suffix at the end of the file name: 
 

IDCNTRY-IDSCHOOL-IDTEACH-TAA-10022017-IDTYPE-IDPAGE-TR 
 
3. Organize all the artefacts into teacher-level folders. For example, there should be one folder for each 
teacher by classroom combination.  If there are 12 classrooms taught by 12 different teachers, there will 
be 12 folders. If 1 teacher is responsible for teaching two classes, there should be two folders for that 
teacher—one for each teacher ID4. The teacher-level folder name will also follow the data naming 
convention and should include the codes for IDCNTRY-IDSCHOOL-IDTEACH. So, the folder structure for 
all of artefacts would like this 
 

 Folder Level 1: “Artefacts Data” 
o Folder Level 2: “IDCNTRY-IDSCHOOL-IDTEACH” (for the first teacher) 
o Folder Level 2: “IDCNTRY-IDSCHOOL-IDTEACH” (for the second teacher) 
o Folder Level 2: “IDCNTRY-IDSCHOOL-IDTEACH” (for the third teacher) 
o … 

 
with the relevant artefact files named and saved inside the relevant teacher level folder.  
 

 
Uploading the folders 
 
When the file organization and translations are complete, upload the prepared folder(s) to Kiteworks.  
 
1. From your COUNTRY folder in the UPLOAD-FTP, click on “Upload”  
 

                                                           
3 Naming conventions are described in the “Assigning IDs to Instruments and Collected Data” section.   
 
4 Please note the instruction about altering teacher IDs from two digits to three digits when a single teacher is 
responsible for multiple classes participating in the research study. The additional “third” digit will be 1 for the first 
class and 2 for the second class, and so on. This only applies if the sample includes such a teacher.  
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2. A pop-up window will appear. Click on, “Choose folder”  
 

 
 
3. Then select the teacher-level folder that is ready for upload.  
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Appendix K: Terms that need to be translated accurately from country 
language into English 
 
Terms related to objectives: 

 Focus (of lesson) 

 Purpose (of lesson) 

 Theme (of lesson) 

 Objective (of lesson) 

 Goal (of lesson) 

 Expected learnings 

 Learn 

 Review 

 Test 

 Quiz 

 Homework 

 Mathematical  
o Knowledge and skills 
o Competencies 
o Methods 
o Procedures 
o Processes 

Terms related to student competence:  

 (Do students) understand/student understanding 

 (Do students) know/student knowledge 

 (Do students) know how to 

 Conceptual understanding 

 Procedural mastery 

 Procedural fluency 

 Learning needs 

 Prerequisite skills 

 Necessary skills 

 Readiness 

 Ability 
Term related to student thinking: 

 Identify 

 Calculate 

 Compute 

 Review 

 Summarize 

 Solve 

 Solve using X method 

 Show your work 

 How did you get your answer? 

 Explain how you got your answer 

 Explain your reasoning 

 Explain why something works/does not work 
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 Explain why something is true/not true 

 Justify your thinking 

 Justify your reasoning 

 Defend (your thinking) 

 Why something is true 

 How one thing relates to another 

 Provide evidence of 

 Self-evaluation 

 Self-reflection 
Terms related to mathematics 

 Connections between ideas 

 Representations 

 Quantitative relationships 

 Mathematical claims 

 Repeated reasoning 

 Patterns 

 Structure 

 General rule 

 Problem solving 

 Table 

 Picture 

 Graph 

 Chart 

 Argument 
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Appendix L: Resource List 
 
There are many forms and files that were mentioned in the field manual but are not found separately as 
an appendix. These forms are available on a folder in RAND’s secure FTP, Kiteworks. Below is the list of 
these forms and files.  
 

 Teacher_Section_Sample_Summary.xls 

 Teacher Sampling Resolution.xlsx 

 Student Sampling Resolution.xlsx 

 Student Roster Form 

 School Sampling Resolution 

 Sch1_Schedule_Example_08-29-2016 

 Quadratics Class/Section List 

 Cntry1_Random_Numbers.xls 

 Country Specific Data Entry Forms 
o Pre Test (Form A and B for the pilot) 
o Post Test (Form A and B for the pilot) 
o SQ Pre 
o SQ Pre 
o TQ Pre 
o TQ Post 
o TQ Pre_Teacher Log 

 


