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Instructions for Site Coordinator to Train Staff                                            to Administer Student Surveys

1. Meet with afterschool staff to discuss student surveys

Site directors should meet with afterschool program staff that work with 3rd through 8th grade students to explain Field Test.  Provide staff with the following documents:
a. Instructions for Elementary/Middle School Student Surveys
b. Special Instructions for English Language Learners and Special Needs Students (for students with a reading level below 3rd grade)
Here is the SCRIPT for orienting program staff to the Field Test and to Student Survey administration [in italics]:
· 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 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 a Field Test site we are administering Student Surveys to students in grades 3-8. Students in grades 3 through 8 complete an online student survey. These surveys can be done in group sessions, with you giving the students the instructions. Students take 5-10 minutes to complete the survey. Please read the handout: Instructions for Elementary/Middle School Student Surveys.
· The survey is available in Spanish. If you have students in your group that would like to take the survey in Spanish, have them click on the small drop down window on the upper right hand corner of the first page of the student survey and select “Español”. The screen will automatically go to the Spanish version of the survey.
· There are special instructions for ELL students and slow readers (students who read English below 3rd grade level). Please read the handout: Special Instructions for English Language Learners and Special Needs Students. 
· The Project team suggests we work one-on-one or in small groups with students whose reading level is below 3rd grade. Are there any students in your group that need this approach?
· You need to provide something for the students who are done early to do while the other students are still taking the survey. For example, you may ask students to bring a book or homework along to read or work on quietly when they finish. We don’t want them to distract the other students.
2. Set date and time for each group of students to take surveys:
· Student survey administration may be scheduled over a week in order to survey all 3rd through 8th-grade students attending the afterschool program at your site. 
· Make plans for ELL and Special Needs students to complete the survey with one-on-one assistance or in a small group.
· Conduct a test-run of the online student survey prior to group session to make sure computers and survey links are working and to address any firewall issues:
· GO TO: http://afterschooloutcomes.org/ 
· Click: “Field Test Surveys” 
· Click on one of the survey links to make sure they open up
3. Day of student survey administration:
· Make sure program staff have the Student Survey Instructions and the list of students with Assigned Survey Code Numbers. 
· Remind your staff to stick to the script. 
· Remind staff that students should take a book or homework with them, so that they have something to do if they finish early.
Any problems or questions contact the Project Team at: afterschool@uci.edu; or 949-824-9225
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