Survey Administration — EACH TEACHER’S Responsibilities

‘I Teachers should make sure all contents of the classroom packet are accounted for and accurate.

* For schools with 7-12 grade: They should make sure each survey booklet and answer sheet have
the same code (MS-A, HS-B, etc.).

* Teachers need to make sure there are enough surveys in the classroom packet. If not, teachers
should contact YOU (the contact person) and YOU should make sure they are given additional

surveys that have the correct code on them. It is VITAL that additional surveys match the survey
codes that the rest of the class is taking.

*  For schools with 5™ grade (and are participating in the height/weight screening): They need to
make sure the school nurse has already done the height and weight screening, has put each survey
booklet in a separate envelope, and has labeled each envelope with the corresponding student’s

name.
‘I Teachers should display the following items on the board at the front of the classroom:

* School and classroom codes (found on the front of the classroom packet)

* Name, office #, and phone number of the school’s substance abuse contact (if applicable) and the
State Crisis Hotline (1-888-568-1112).

‘I They should follow the Survey Administration Instructions for Teachers document and the Classroom
Script which is a set of verbatim instructions to be read to the students before the survey is administered.

While students are taking the survey, each teacher should complete the Classroom Summary Information Form
(on the front of their classroom envelope) while students are taking survey.

‘I Teachers should set aside blank surveys for students who are absent during survey administration.

e Fill in the school and class codes for these students and set them aside so that the surveys can be
taken at a later date.

e Discuss what the make-up plan is with YOU and make sure their absent students get a chance to

take the survey following the same survey administration protocol as for the regular survey
administration.

e Pass around the classroom envelope for students to deposit their surveys. Have the last student
seal the envelope and deliver it to you or the confidential area designated by you.



