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SURVEYWORKS 2013-2014
SITE COORDINATOR GUIDELINES

Site Coordinators are an essential part of the survey process. The work you do is important to the success of the survey. By following these guidelines, you will be able to implement the SurveyWorks Surveys and gather valuable data for your school.
Use the checklist below to mark off each important step in the survey administration process to track important timelines. 
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September
Review the School Survey Email
An email will be sent to the school site coordinator to confirm the number of students enrolled in the school, the total number of teacher/staff and administrators currently employed at the school and the school’s preferred implementation method for the Parent Survey. Site Coordinators should coordinate with their school principal about the school survey information that is submitted to SurveyWorks.
· Respond to the email request from SurveyWorks by September 19th to provide your school’s parent implementation method and number of students, teacher/staff, and administrators. 
Announce Survey Dates to Parents, School Staff and Students
Site Coordinators should alert parents, school staff and students about the upcoming survey dates for the 2013-2014 school year to encourage participation.
· Promote the Parent Survey by posting flyers around the school during Open House, sporting events or other school functions.
· Post the dates for the parent opt out process and Parent and Student Surveys on the school calendar, in school newsletters, or post it on the school website.
· Alert teachers and other school staff about the upcoming Teacher/Staff and Student Surveys through email or at staff meetings.
Participate in a Site Coordinator Webinar
All first time Site Coordinators are required to participate in one of the three live webinars that are offered.  Site Coordinators at schools implementing only the Parent, Teacher and Administrator Surveys may watch an archived version of the webinar. Site Coordinators who have attended a webinar in the past are exempt from participating in a webinar, but should review the SurveyWorks Training Supplement posted in the site coordinator toolkit.  Returning Site Coordinators may also watch the archived webinar. 

Site Coordinators should participate in a webinar training no later than September 30th.  Schools will be unable to implement SurveyWorks until they have participated in a webinar.
· Register and participate in a live webinar or watch an archived webinar by September 30th
September/October
Conduct Parent Opt Out Process (Applies to schools with Grades 4-12 only)
The following steps are required to appropriately notify parents and students about the survey. Schools will not receive their student access cards until every step in the Parent Opt Out process has been completed.

1.   Print Copies of the Parent Opt Out Form in the Languages Needed
· Opt out forms can be found online at www. http://surveyworks.ride.ri.gov/toolkit.php  (Password is toolkit2014.)

2.   Send Home Copies of the Parent Opt Out Form With Every Student in Grades 4-12
· Forms should be sent home on September 30th.
· Opt out forms should be sent home with all students in grades 4-12 only.
· Note: Opt-out forms can be sent home as an individual document or with other important papers such as report cards.
· Provide parents with a two week time period to either notify the school by phone or return the opt-out form to the school to opt their children out of the Student Survey.

3.  Alert Parents the Opt-Out Process Has Begun
Site Coordinators must alert parents that the opt out process has begun in addition to sending home the Parent Opt-Out form through one or more of the following methods:
· Post a copy of the opt out form on the school website
· Send an initial auto-dial message to parents to let them know the form will be coming home
· Post a message on the school marquee, school newsletter, and/or school website about the opt-out dates 
· Send an email to parents

4.  Print a Copy of the Student Survey and Post it in the Front Office
Site Coordinators are required to download and print a copy of each level of the Student Survey that will be used at the school and make it available for parents in the front office.
· Download Student Survey from http://surveyworks.ride.ri.gov/toolkit.php
· Print a copy and place it in the front office.

5.  Send a Reminder Message to Parents 1 Week After the Opt-Out Forms are Sent Home
Site Coordinators are required to communicate with parents about the opt out process one week after the opt out forms are first sent home.  Reminder messages should be sent out on October 7th. Site Coordinators may follow up with parents through one of the following methods:
· Send an auto-dial message to parents 
· Send an email to parents
· Send home a 2nd notice to parents about the opt out forms (This method should only be used if email or autodial are not available)

6.   Create a List of Students Who Have Opted Out of the Survey
After the two week opt-out period has ended, Site Coordinators need to create a list of students who have been opted out of the survey and distribute this list to teachers/staff members proctoring the survey.
· Compile a list of students who have been opted out of the survey.  Include directions on where students should go during the survey or other activities they will work on.
· Distribute this list to teachers and staff members proctoring the Student Survey.

7.   Complete Site Coordinator Checklist and Return by October 16th
Site Coordinators will need to complete the Site Coordinator Checklist and return it to SurveyWorks by October 16th.  Schools will not be able to participate in the Student Survey until SurveyWorks has received the completed Site Coordinator Checklist, list of opt out students and any returned opt out forms.
· Complete the Site Coordinator Checklist by downloading and completing form from http://surveyworks.ride.ri.gov/toolkit.php.  
· Mail the completed checklist along with any opt out forms received to:
SurveyWorks
Attn: Pamela MacDougall
300 Unicorn Park Dr., 5th Floor
Woburn, MA 01801

October
Print Parent Survey Invitation Letters
Schools are responsible for the printing of parent invitations for the Parent Survey.  Each Site Coordinator will receive an email containing a parent invitation letter in English with a school access code.  The code will be the same for all parents at a school. Site Coordinators responsible for more than one school will receive an email and an access code for each school.  
· Download the customized parent invitation letter that was sent to you via email.
· Verify that the name of the school on the letter is correct.
· Make one copy of the parent invitation letter for each household with a student in Grades PK-12.
· Note: Households with more than one child in the school should receive an invitation for the oldest child only.
· Blank parent invitation templates can be found at http://surveyworks.ride.ri.gov/toolkit.php.  Invitations are available in English, Spanish and Portuguese and for primarily paper and primarily online implementation.  
· Site coordinators should choose the template based on their implementation method.
· Insert the school’s access code into the letter before printing on school letterhead.

*Note:   Schools that designated the Parent Survey as primarily online may still send home paper copies of the Parent Survey, but should encourage parents to participate online.  Schools designated as primarily paper may still encourage parents to participate online, but will send home paper copies of the survey when the survey opens.

November
Receipt of Survey Materials
Survey Materials will arrive at your school during the week of November 4th. If you are a Site Coordinator for multiple schools, you will receive each school’s materials separately.  You should review the box or boxes of survey materials to verify you have enough:
· Parent Paper Surveys and envelopes for each household (for all grades) (Only if your school chose a primarily paper method of implementation)
· Student access codes (Only for schools with Grades 4-12.  Student access cards will not be sent until the site coordinator checklist and opt out forms have been received).
· Teacher/Staff Invitations for staff who have some type of instructional responsibility.
· Administrator Invitations for any full- or part-time principal, assistant principal, or school staff member with a supervisory role with no instructional responsibilities.

Contact SurveyWorks at (877) 787-5725 immediately if there are problems with your materials or if you have any questions.

Prepare for Survey Implementation

1.   Prepare for the Student Survey
The survey must be administered between November 12th and December 13th.  Students can take the survey anytime during school hours.

· Work with school administrators and other teaching staff to choose a time frame for implementing the Student Survey.
· Work with your IT department to make the survey links accessible to students by making the survey links a favorite or posting the links on the school website.  Make sure your school’s computers will support the survey software. All surveys will be available at: www.surveyworks.ride.ri.gov  by clicking on “Take a Survey.” 
· Make sure you are using the correct surveys. If your school grade levels span across two different survey levels, you will need to use two different surveys. For example, if your school has grades K-6, you will need to provide the Elementary School Student Survey for the fourth and fifth graders, and provide the Middle School Student Survey for the sixth graders.
· Plan to offer any necessary student accommodations. Most accommodations can be provided to students who request them. Students with disabilities should be administered the survey in accordance with their Individualized Education Plans (IEPs). If students require a human aide to read content of the survey, the school should provide an aide. Students who require an aide or scribe to assist with recording responses should be excused from the survey, in order to protect students’ rights to confidentiality. Students with severe cognitive, emotional, or behavioral disabilities or vulnerabilities may be excused if school staff deems that participation may cause the student to become distressed.
· Plan an alternate activity for students who have opted out of the survey.
· Ensure that survey proctors have a copy of the student opt out list.
· Do not distribute the student access cards to students until they are ready to take the survey.

2.   Prepare for the Parent Survey
The survey must be administered between November 12th and December 13th.  
· Print parent invitations prior to the survey start date. 
· If sending home paper copies of the survey, attach the parent invitation letters to the paper copies along with an envelope for parents to return the survey in.
· Designate a secure place for parents to return completed paper surveys such as a collection box posted in the front office. 
· Ask your IT department to post the link to the Parent Survey on the school website.

3.  Prepare for the Teacher/Staff and Administrator Surveys.
The survey must be administered between November 12th and December 13th.  
· While teacher/staff and administrators can complete the survey at any time, site coordinators may want to plan a time for teachers to take the survey during school hours such as during a staff meeting or free period to encourage staff members to complete the survey.

Begin Survey Implementation
Parent Survey Implementation
The Parent Survey is for all parents of students in Grades PK-12 at Rhode Island Public Schools.  Parents with multiple children in the school should only answer the survey once based on their experience with his or her oldest child.
· Distribute parent invitation letters to each household with a student in Grades PK-12.
· If sending home paper copies of the survey, include a paper copy of the Parent Survey and a return envelope with the parent invitation.
· Designate a secure place for parents to return completed paper surveys such as a collection box posted in the front office. 
· Send an autodial message, email message or post a notice on the school website to let parents know the Parent Survey has begun.
· Post Parent Survey flyers around the school. 

Student Survey Implementation (Applies to schools with Grades 4-12 only)
Schools can administer the Student Survey anytime between November 12th and December 13th  during school hours.  
· Ensure all survey proctors have a list of the students who have opted out of the survey.
· Provide students who have opted out of the survey with an alternate activity.
· Survey proctors must read the “Survey Script” to read to all students before they take the survey.  This script can be found online at http://surveyworks.ride.ri.gov/toolkit.php  
· Hand students participating in the survey a student access code when they enter the room.
· Have students hold onto access codes until the survey is completed.  If a student is interrupted while taking the survey, he or she can finish the survey where they left off by entering their access code again.
· All students’ responses are anonymous. In order to ensure that student privacy is respected across all schools, please use these guiding principles, as you monitor students during survey implementation:
· Teachers, aides, or other staff are allowed to help students with reading directions and words when necessary, but may not assist students in answering the questions by providing their own opinions about the questions.
· If a student asks for help, it may be possible that a teacher or staff member could see a student response that is on the screen. We ask that all teachers or staff keep their knowledge of students’ responses confidential.
· If a student does not want to answer a question, he or she can skip to the next question by pressing the “Next” button on the bottom of the screen. 
· For a student who wants to stop taking the survey, he or she may stop at any time. In order to preserve their privacy, they should advance the survey to the next screen so that his or her answers are not visible to others.
· In order to maintain privacy, please make sure the survey proctor turns off the computer screen if the student goes to the restroom or steps out of the room during the survey.
· Identify a counselor or other professional who will be available to students when they take the survey. Schools are required to provide a counselor or otherwise qualified health professional who is available to talk to students who have a reaction to any of the survey questions during or after the survey. Students will be informed of this option immediately prior to the survey and again, at the end of the survey.
· Destroy student access cards after students have successfully submitted their survey.

Teacher/Staff Implementation
Any staff member who has direct instructional responsibilities with the students should participate in the Teacher/Staff Survey. This generally includes:
   Teachers (FT/PT)
   Librarians and media staff
   Specialists (e.g., Special educators, ELL, reading specialists, etc.)
   Paid Instructional Aides and Instructional Paraprofessionals

In some circumstances, this may also include speech pathologists, counselors, psychologists or social workers, if they have direct instructional responsibilities.
· Distribute the sealed Teacher/Staff Invitations that were sent to site coordinators in the beginning of November.
· Inform teachers through staff meetings, memos or emails that the survey has begun.
· Post the Teacher/Staff Survey flyers in areas where staff will see them

Administrator Survey Implementation
An administrator is defined as any full- or part-time principal, assistant principal, or school staff member with a supervisory role and no instructional duties. Staff with administrative responsibilities who also have instructional responsibilities should take the Teacher/Staff survey, not the Administrator survey.

· Distribute the sealed Administrator Survey Invitations that were sent to site coordinators in the beginning of November.
· Inform administrators through staff meetings, memos or emails that the survey has begun.

Distribute Weekly Survey Reminders Beginning November 19th 
Throughout the survey process, schools should continually remind parents, teacher/staff and administrators to participate in the survey.  Around November 19th, Site Coordinators should conduct the following reminders:
· Use email, autodial, flyers, or newsletters to remind parent to participate in the Parent Survey. 
· Distribute or email the Teacher/Staff Survey reminder letter to Teacher/Staff members to remind them to participate in the survey.
· Distribute the Administrator Survey reminder letter to Administrators.
· Email and autodial scripts can be downloaded from the site coordinator toolkit at http://surveyworks.ride.ri.gov/toolkit.php


December
Continue to Distribute Weekly Survey Reminders
Throughout the survey process, schools should continually remind parents, teacher/staff and administrators to participate in the survey. Please follow the required dates below when communicating with survey audiences.  Site coordinators can remind stakeholders about the surveys by:
· Using email, autodial, flyers, or newsletters to remind parent to participate in the Parent Survey by December 13th.
· Distributing or emailing the Teacher/Staff Survey reminder letter to Teacher/Staff members to remind them to participate in the survey.
· Distributing or emailing the Administrator Survey reminder letter to Administrators to remind them to participate in the survey.
· Email and autodial scripts can be downloaded from the site coordinator toolkit at www.surveyworks.ride.ri.gov
· Reminders should be sent out on the following days:
· November 19th 
· November 26th 
· December 6th (Reminder 1 week left)
· December 12th (Reminder that tomorrow is the last day)

Return Parent Paper Surveys
All surveys will end on December 13th.  Schools must return any collected Parent Paper Surveys to SurveyWorks.  Parent Paper Surveys that are postmarked after December 17th will not be included in the Survey Responses. 
· Keep survey envelopes sealed.
· Mail any collected surveys to SurveyWorks at:
SurveyWorks
Attn: Pamela MacDougall
300 Unicorn Park Dr., 5th Floor
Woburn, MA 01801
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