[image: image1.png]


[image: image2.png]m SurveyWorks!



                                

October 2013

Dear Site Coordinator,

Thank you for your continued efforts towards the successful implementation of the SurveyWorks 2013-2014 Student Survey.  As site coordinator, we ask that you refer to and complete this coordinator checklist as you prepare for the SurveyWorks Student Survey implementation. 

Essential coordinator responsibilities include:

· Informing school staff about the upcoming survey.

· Coordinating the distribution and collection of student opt-out forms:
· Provide parents with a student opt-out form and use an initial auto-dial message to alert them of the opt-out process.

· Allow parents 2 weeks to complete and return the opt-out forms to the school. (Note that parents may opt-out their student at any time by contacting the site coordinator.)

· Remind parents by auto-dial message, midway through the opt-out period, that they have the opportunity to complete the opt-out form.  If your school does not have auto-dial, follow up with parents by email and re-send a copy of the opt-out form home with students.
· Leave a copy of the Student Survey in the main office for parents who wish to view the survey.

· Providing an opt-out list to teachers/staff prior to starting the survey to prevent students who have opted out from inadvertently taking the survey. If there are no students who have opted out of the survey, this must be communicated to teachers/staff in writing as well.

· Be sure to keep a list of students who have opted out for your records.
Once you have completed these steps and given parents the required time to opt-out, return this form along with any signed student opt-out forms and a copy of the student opt-out list that will be given to teachers/staff prior to survey administration to:

SurveyWorks! 

Learning Innovations at WestEd 

300 Unicorn Park Drive, 5th Floor

Woburn, MA 01801

After these are received, the SurveyWorks team will send you access cards for your students to log-in and take the survey.  

If you have any questions, you may contact the SurveyWorks Help Desk at 1-877-787-5725 or email surveyworks@wested.org.  Thank you again for your cooperation.

Sincerely, 
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Rhode Island Department of Elementary and Secondary Education




Natalie Lacireno-Paquet, Co-Director, SurveyWorks!,

on behalf of the SurveyWorks Team

2013-2014 Student Survey Administration Checklist

Please carefully read and complete the following:

Site Coordinator Name:  


School Name: 

School District: 


Indicate the date parental consent forms were sent home:
· September 30, 2013 or 
· Other date, please specify (
Indicate all language versions sent home to parents:

· English

· Spanish

· Lao

· Portuguese

· Khmer

How many student opt-out forms were returned to your school?
Please check-off and date when your school carried out at least TWO of the following methods to inform parents of the opt-out:

· Initial auto-dial:  

· Follow up auto-dial:
· Second notice sent home to parents:
· Email: 

· Other, please specify:

Please confirm the following:

· I have delivered to all survey monitors a list of students whose parents have opted them out of the survey and who should not be asked to take the survey. If no students have opted out of the survey, this should be also be communicated in writing to all monitors.

· I have communicated to all staff that your school will be participating in SurveyWorks  and that any student who has a question about the SurveyWorks contents should be referred to a counselor or health professional at your school.
· I have taken responsibility for implementating SurveyWorks according to the SurveyWorks webinar, coordinator guidelines and/or FAQs.
Please read and complete the following statement as acknowledgement and confirmation of the contents of this administration checklist.

I, ____________________________________________________, acknowledge and verify that the information provided in this administration checklist is an accurate representation of my school’s 2013-2014 SurveyWorks Student Survey implementation process.  


Site Coordinator Signature




Date 
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