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Evaluation of Arizona Learn and Serve
RMC Research Corporation

Instructions for Scannable Student Post-Survey Administration
A.  Survey Preparation

The Arizona State Learn and Serve coordinator will mail the requested number of scannable surveys to district or school coordinators.

For survey administrators, you will need the surveys provided to you by the state coordinator and manila or large envelopes available for the surveys for each 

     classroom.  On the outside of the envelope, please write the following:

·  State name;
·  School district name;
·  School name;
·  Teacher name;
·  Grade level; and
·  Whether the class is a service-learning class or a non service- 
Learning (Comparison) class.
Please make sure you give students the correct survey.  Students in service-learning classes should take the Service-Learning - Post-Survey since there are additional items about their service-learning experiences.  Students in comparison (non service-learning) classes should take the Non Service-Learning - Post-Survey.  

(See the information for mailing the completed surveys to RMC Research Corporation at the end of these instructions.)
B.  Student Eligibility to Take the Survey

Students who took the pre-survey should take the post-survey.  Parent permission obtained at the time of the pre-survey covers the post-survey.  RMC Research will delete survey responses for any students whose parents/guardians indicated they cannot take the survey or for any students who did not take the pre-survey.

Students who are not eligible to take the survey should be provided with an alternative activity.  The survey will take students approximately 20 minutes to complete.

C. Survey Directions and Student Assent
Before administering the survey, please write the following information that students will need for the survey on the whiteboard in front of the classroom or on flipchart paper:

Today’s date:  (Example:  August 23, 2010)

School: (Please spell out the complete name of the school e.g., Thomas Jefferson Elementary School, not TJES)

Teacher: (Please spell out name e.g., Mrs. Smith, not Mrs. S).  
City and State of the school:  (Example:  Denver, CO)
Students may take the survey with a No. 2 pencil, or a blue or black pen.

Please distribute the surveys and make sure the students read and understand the directions and survey assent on the first page of the survey (Please read the directions orally to students in Grades 3-5).  
Students should not write anything after ID, Group, and Assent on the first page of the survey.  These are for RMC Research Corporation use only.

Students who would like to take the survey should write their first and last names, their date of birth, and date the survey is being taken.  Please make sure students complete this information.  Please do not remove the assent page (page 1) from the rest of the survey.  It must be attached in order for the surveys to be processed.  If a student opts not to take the survey after reading/hearing the directions, that is fine.  Please provide them with an alternative activity.
Once students have written their names and the date, they can go to the next page and write in the complete name of their school, teacher’s name, and city and state of their school.  (Please refer students to what you have written on the whiteboard or flip chart paper).  

Please let students know how to mark their responses on the survey as shown in the directions.  Students should fill in the circles completely.
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    Directions:  

For the Grades 3-5 survey, we recommend that you read the questions aloud to the students (if any students have IEPs that require oral administration of tests, please read the survey items to them as well).  

Please tell students that if they have any questions to raise their hand and you will assist them.  You may read questions aloud or clarify the meaning of words or phrases, but please do not suggest particular responses to students.  

If a student wants to change his/her response i.e., they marked their response incorrectly, they can erase (if using a pencil) or cross out with an “X” (if using a pen) and then fill in the correct response.
D.  Completing the Post-Survey 
Most of the survey questions ask students to indicate how much they agree or disagree with each sentence.  After reading each sentence, students should fill in the circle for one of the following responses:

Strongly Disagree        Disagree         Agree        Strongly Agree    Don’t Know
○          
    ○           ○              ○              ○
If a student asks a question such as, “What if I pay attention in some classes but not in others?” just let them know that they should think “in general” about paying attention in classes and then answer the question.  We are trying to get a general sense of how students think or feel.
For comparison (non service-learning) students, see the instructions below on “Collecting the Completed Surveys.”
For service-learning students:
Surveys for Grades 3-5 service-learning students ask students about the types of service-learning activities they participated in and how they felt about their service-learning activities.

Surveys for Grades 6-12 service-learning students ask students about the types of service-learning activities they participated in, skills or experiences they may have acquired as a result of participating in service-learning, and how they felt about their service-learning activities.

E.  Collecting the Completed Surveys

Have students raise their hands when they have completed the survey.  Pick up the surveys and place them back inside the large envelope without looking at the responses in order to maintain student confidentiality.  Please leave the student assent page (page 1) attached to the survey.  Once students have finished with the survey, ask them to remain quiet until all surveys have been completed and collected.  


If there are any extra surveys, please put them in the envelope as well.  Do not leave them in the classroom.

F.  Mailing the Completed Surveys
If you have more than one classroom taking the scannable surveys, you can wait until all surveys have been administered before sending them to RMC Research Corporation (you can put all of the envelopes in a box if that is more convenient) as long as they arrive no later than the due date below.  Please include the following on the outside of the envelope or box when mailing the surveys and make sure to tape the envelope or box securely:

Your name

District/Subgrantee name

Street Address

City, State, Zip Code

Surveys need to be mailed to arrive at RMC Research at the address below no later than February 11, 2011  Due to Learn and Serve evaluation report deadlines, surveys received after this date will not be processed.  Districts/schools assume the cost of mailing the surveys.

Dawn Jaramillo

RMC Research Corporation

633 17th Street, Suite 2100

Denver, CO  80202

Questions?

If you have any questions regarding these procedures and/or the evaluation, please contact Dawn Jaramillo at RMC Research Corporation, tel: 1-800-922-3636 or jaramillo@rmcdenver.com
Thank you for your assistance!
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