DAODAS STANDARD SURVEY ADMINISTRATION CHECKLIST
 FORMCHECKBOX 

Giving the correct version:  PRE or POST

 FORMCHECKBOX 

Person administering the survey is generally not known to students (ideal)

 FORMCHECKBOX 

All students taking survey have documented consent from parents

 FORMCHECKBOX 

Students w/o consent have an alternative activity

 FORMCHECKBOX 

Room is set up to where each student can give answers w/o others seeing them

 FORMCHECKBOX 

Survey is read question by question to students

 FORMCHECKBOX 

The script below (may be varied slightly) is read to students before they begin

“Today we would like you to answer some questions.  We are interested in how students your age act, think, and feel.  (AT POST TEST, add:  We know that you answered some of these same questions a few weeks ago, but we want to know what your answers are to them at this time.
“Before we begin, there are a few things to remember while completing this survey.

“First, this is not a test; there are no right or wrong answers.  What is important is that you give us your honest opinions.

“Second, all the information you provide on the survey is confidential.  That means that you do not put your name on any of the survey materials.  None of your classmates or teachers have any list that says what names go with the code numbers.  This way, nobody will find out any of your answers.  And nobody will ever tell anybody or write down what one person said on the survey.

“Third, please respect the privacy of others.  This means you should never look at your neighbor’s survey or talk about your answers.  Each of you should give your own private opinions.  If a question bothers you or you feel uncomfortable about answering it, skip that question and pick back up with the next question.  If you do not feel comfortable answering any of this survey, that is okay, too.  You can just return it blank.

“Fourth, I will be reading each item aloud to you.  Try to stay with me as I go and do not work ahead, so that we all end together.  If you have any questions, just raise your hand.
“Thanks for completing this survey for us.  Let’s get started.”
 FORMCHECKBOX 

Surveys are collected into one envelope or box that is guarded carefully the whole time until you are back at the office.  
