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Initial Instructions for Site Coordinators to Administer Online Surveys

Start-UP Activities

1. Determine Internet access and computer availability at your site:
· How many computers do you have available for students to use?

· Do you have access to a computer lab for group sessions?

· How many of these computers have Internet access?

If you do not have Internet access at your site for students, contact us for support in determining how your program may be able to participate (see contact information below).
2. Decide together with your program director who will participate: 
· You have the following two options:
1. student self-reports: 3rd - 8th grade only—complete an online survey (self-report) describing their behavior and skills (5-10 minutes to complete survey)

2. STUDENT SELF-REPORTS PLUS staff SURVEYS: In addition to the students, staff complete online surveys describing the behavior and skills of individual students assigned to them (about 5 minutes per student). You will have a more comprehensive report by including these staff surveys on student behavior and skill development.
· Your site can choose to include staff reports on students or to complete student self-reports alone
3. Prepare an Excel List of all students and staff participating: 
· Before administering surveys at you site you need to provide us with a spreadsheet of all students and staff who will complete surveys. 
· Please use the template on our website called “Template to Request survey Codes”
· Click on “SUMMER LEARNING PROJECT” and download template; or create your own spreadsheet with these categories: 
a. Each student’s first and last names, gender, grade level, and student state ID # (CSID) [Student information is necessary for cross-referencing and verifying incoming survey data, and for linking survey data longitudinally]

b. Staff names (if participating), preferably next to students assigned to them

· Send this information (using our Template or your own spreadsheet) to afterschool@uci.edu and put “Template” and your school site name in the subject of your email. 

· Please do this as soon as possible so we can assign survey code numbers to all participants from your site. Survey code numbers are needed to access the online surveys.

4. Download appropriate Instructions and Materials:  

· Once you choose which respondents will provide surveys at your site (see step 2 above), go to the Project website: http://afterschooloutcomes.org/ 
· Click on “SUMMER LEARNING PROJECT” [3rd tab] and download appropriate instructions and materials for the online surveys being administered at your site. 
Materials Available Online
The following instructions are available online at the project website http://afterschooloutcomes.org/:
· Initial Instructions for Site Coordinators [this document]
1. Instructions for Site Coordinator to Train Staff to Administer Student Surveys
2. Instructions for Site Coordinator to Administer Program Staff Surveys
· Template to Request Survey Codes for students and staff
· Instructions for Elementary/Middle School Student Surveys                                         Instructions for program staff administering surveys to students 
· Special Instructions for ELL and Special Needs Students                                                            For use when administering survey to students with reading level below 3rd grade
· Instructions for Program Staff reporting on students
Two Survey administrations—BEGINNING AND END OF SUMMER SESSION
Each student will complete two online surveys: a pre-participation survey at the beginning of the session, and a post-participation survey at the end of the session.  If your program offers multiple sessions, students should still complete only two total surveys: a pre-participation survey at the beginning of their first session, and a post-participation survey at the end of their last session.  If program staff will be completing surveys on students, they should know which specific students are assigned to them.  Then, they should complete the staff surveys for those students at the beginning of the student's first session and at the end of the student's last session.

BENEFIT FOR PARTICIPATING PROGRAMS
Program directors and site coordinators will receive a report summarizing their students’ performance on the measures of behavior change and skill development in September 2011. This report can be used for internal program improvement purposes and/or to report to your funding agencies and stakeholders.

Requirements
Computers with Internet access are required for students and program staff to complete the surveys.  All surveys are online and instructions available to download and print. Please see “Summer Learning Project” [3rd tab] on the Project website: http://afterschooloutcomes.org/ Note that you may need to unblock the study website AND the actual survey site. Make sure to check that the link works on your computers!
FEEDBACK

Project staff may contact the site coordinator after the survey process is complete to conduct a brief telephone interview about their experience coordinating this process at their site. Feel free to email us any feedback to: afterschool@uci.edu
Technical Assistance

We are available for technical assistance and to answer any questions you may have. You can contact us by email afterschool@uci.edu or by phone 949-824-9225. 
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