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Instructions for Site Coordinator to AdministeR 

Elementary TEacher SurveyS

1. Meet with Principal of your school site and secure approval to invite teachers (elementary school grades 3 and above) to participate in the Field Test:

A sample Letter to School Principal is provided on the Project website: http://afterschooloutcomes.org/ 





     

You may use this to inform the principal at you site about the project and to get his/her permission to invite teachers to participate in the Field Test. 

Meet with the principal and explain the following:
· The purpose of the California Afterschool Outcome Measures Project Field Test (this is briefly described in letter; additional information is also available on the Project website in the Field Test Overview document).
· Benefit to your program: confidential report on overall performance of students on skill development and behavior change measures.
· Classroom teachers (elementary school 3rd grade and above) are asked to report on students in their class who regularly attend the afterschool program.

· Teacher surveys take about 5 minutes per student and can be completed in multiple sessions and during non-school hours. Surveys must be completed no later than December 15, 2010 for fall and May 31, 2011 for spring surveys.

· If the school principal has questions or concerns he/she may contact us at: afterschool@uci.edu or 949-824-9225
2. Meet with elementary classroom teachers (elementary school grades 3 and above):

· With principal approval, meet with teachers and distribute survey information to classroom teachers (elementary school grades 3 and above). 
· We suggest attending a staff meeting where you explain Field Test, pass out the Instructions for Elementary School Classroom Teachers, and explain how they will complete surveys. 
· Distribute to teachers (elementary school grades 3 and above) who have students in their classrooms that are enrolled in the afterschool program the following documents available on the Project website http://afterschooloutcomes.org/:
1. Instructions for Elementary School Classroom Teachers 
2. List of students in their class currently attending the afterschool program with the assigned STUDENT SURVEY CODES and teacher survey codes
Here is the SCRIPT [in italics]: for orienting classroom teachers (elementary school grades 3 and above) on how to complete reports of students in their classroom attending the afterschool program:
· “The California Afterschool Outcomes Project is testing online measures that can be used to report student behavior and skill development in afterschool programs as an alternative to reporting test scores alone. Your help in this Field Test is very important for afterschool programs.”
· “All participating programs will receive a free report of the overall performance of our students on these measures.  The surveys are about our students’ skill development and positive behavior change between now and the end of the school year.”
· “As part of the Field Test site, you are being asked to report on those students in your class who regularly attend our afterschool program. The online survey takes about 5 minutes per student and can be done in multiple sessions.” 
·  “We need to complete these surveys within the next two weeks [no later than December 15 or May 31, respectively], and you should do them during non-school hours.” 
· “The instructions are straight forward, but feel free to ask me if you have any problems, or you can contact the Afterschool Outcome Measures Project staff. Their contact information is on the instruction letter.”
3. Follow-up with teachers participating in Field Test:
· You may need to remind teachers after one week to complete their surveys in order to increase response rate.  Thank you!
Any problems or questions contact the Project Team at: afterschool@uci.edu; or 949-824-9225
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