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Instructions for Site Coordinator to Administer 

Program Staff Surveys
1. Distribute the following materials to staff reporting on students in the program:
a. Instructions for Program StafF on how to complete a survey on each student in their group. 
b. Their individual Staff Survey Code Number.
c. List of students with assigned Student Survey Code Numbers*.
· Each staff will need both their assigned individual staff survey code number and a list of students they will be reporting on, with the student survey code number for each student*. These are provided to you when we return the Request for Survey Code Numbers Template with unique code numbers assigned for each student* and participating program staff.

· Staff can complete reports for all the students assigned to them at the program site or at home. 
· Staff can complete reports in multiple sessions within a week or two, but no later than 2 weeks into the program start date (or student enrollment day). Staff will need to report again on these same students at the end of the summer session. If students participate in multiple sessions, staff reports on student behavior should be completed at the beginning of the student’s first session and again at the end of the student’s last session.

2. Train staff on how to complete the Staff Surveys:
Here is the SCRIPT for orienting program staff to complete the individual student reports [in italics]:

· The California Afterschool Outcomes Project has developed online measures that can be used to report student behavior change and positive skill development in summer programs.
· We are administering Staff Surveys = Staff reporting on student behavior, in addition to student surveys = student self-reports. 
· You will be completing reports on students assigned to you at both the start and end of our summer program; PRE-Surveys at start of program and POST-Surveys at end of program period.
· This survey asks you to report on students in your group. The surveys are done online and take about 5 minutes per student. You can complete the surveys in multiple sessions but no latter than two weeks from start for PRE-Surveys and no sooner than the last two weeks of the summer program for POST-Surveys.
· Please read the handout: Instructions for Program Staff. 
· Explain to staff when and where they will be completing their reports on students in the program.

· Any problems or questions contact the Project Team at: afterschool@uci.edu; or 949-824-9225
* For some sites, all students will use the same code. In this case, when staff are reporting on their students, they should use their student roster and focus on one student at the time, using the same student survey code for each of their students.
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