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Overview

This survey guide and question bank are resounreschool- and district-level administrators
who want to create stakeholder surveys to measoggess, identify areas of concern, or collect
general feedback regarding their school(s). Thestion bank is an Excel-based spreadsheet
containing thousands of survey questions used agtexhand traditional schools around the
country. The survey questions were collected fidschool districts and charter management
organizations (CMOs) Administrators can filter the thousands of gioest in this bank by:
survey topi¢ grade levelstakeholder surveyeahd_survey origirtio view sample questions
relevant to the survey they are trying to generate.

This document describes the basic steps necessamnaking a successful survey, some tips for
writing effective survey questions, and specifioshow to use the Excel-based question bank
effectively.

Last edit date 11/6/2009
For further information or referrals to personnel districts contributing to this guide, please eilrha
tools@broadfoundation.org

" See accompanying Excel spreadsheet for compétte li



Basic steps to a successful survey outcome

Most successful surveys are generated and exeaoctedding to the following steps:
Define the purpose of the survey.

Identify appropriate target audience.

Select a method for data collection.

Write the survey.

Administer the survey.

Collect results.

Draw conclusions.

NouokrwhE

1. Clearly define the purpose of the survey and howstresults will be used.

Is the survey meant to identify opportunities t@iove the “first day of school” experience for
students or only to improve bus schedules? lfrtfmation will only be used to modify bus
schedules, then don't clutter the survey with exg¢rus questions.

Examples of survey goals include: evaluating cursenvices, improving operational
performance, planning for future innovations, mgkiasource trade-offs, ascertaining
communications effectiveness, etc. Below is am®pta purpose statement:

The ACME school district will survey parents atleachool in March of each year in
order to:
» Solicit feedback on parent satisfaction in the areaiteaching and learning,
school operations, and school climate

» Rate each school versus the survey score in paarsy versus the district average,
and versus the school’'s benchmark target

* Use information gathered to set next year’s pars$attion target and incorporate
key actions into the following year’s school inplan

2. ldentify appropriate target audience.

Is this a survey for students? Parents? Teach&lissthool staff?



3. Select a method for data collection best suited teach target audience within budget.

There are a number of options for conducting swsvekhey vary from high-cost, high-
involvement approaches like focus groups and plveeviews, to simpler, more cost-effective

approaches like online surveys and mailings. Ththod chosen should reflect trade-offs such

as cost vs. speed vs. response rate. The charvt pebvides a rough description of some
common methods for survey administration.

Example Survey Audience Cost Speed Response rate

Method

Online (e.qg., Any Low High Low

surveymonkey.com)

Paper — mailing Parents/ Medium Low Low-medium
faculty

Paper — in class Students Low High High

Paper — send home | Parents/ Low Medium Low-medium

with student guardians

Phone call Any High Low High

Focus group Any High Low High

Parent conferences | Parents/ High Low High
guardians

4. Write the survey.

For tips on building surveys and meaningful surgagstions, see section Ill. Note that the

Survey Question Bank provides examples for thisgss.

5. Administer the survey.

When administering a survey, the goal should bredeive a large number of accurate

responses. There are a number of factors thatiloot® to achieving these two things:

* Timing— Don’t distribute surveys before long breaks.(ezgcations), too long after events
you're trying to measure (e.qg., asking for feedbalokut the ¥ day of school in February),
or during stressful times (e.g., asking studentdltout surveys before major exams).

* “Author” of the survey- You'll generally have better results if the margrom whom the
survey is sent is someone known and respectedcipients.

* Bundling— Including the survey with other important documsesuch as report cards is a
helpful way to increase both participation and datelity. Be careful, however, not to bury

the survey in the back of a 10-page newsletter.




6. Collect and compile the results.

Be sure to provide a quick and easy method for yanget audience to return surveys, be it by
including self-addressed, stamped return envelopey having a drop box at the front of the
classroom. There should be a single point of aaianility for collecting and inputting survey
results.

If the survey is confidential, there will need t® imechanisms to ensure there is no way to
connect responses to individuals. Common techsiqu#ude: collecting the surveys by a third
party (volunteer or organization), absence of idgniy questions (such as location, subgroup,
etc.), and de-aggregating survey questions frorh etiwer to ensure respondents cannot be
identified by the process of elimination. Notewlewer, that by de-aggregating questions,
certain analyses will no longer be possible, sichralerstanding how parents in a certain
neighborhood responded to a particular question.

7. Draw conclusions and report them.

In order to ensure future participation in surveéys sure that survey participants are included in
communications about the survey’s results and tieguhctions.



Ten tips for writing effective surveys

Describe the purpose of the survey in the introdoct

Stakeholders are much more likely to take youreyseriously and take the time to fill it out if
they understand how the results willimed That is, if something they care about is likigy
change based on the survey’s results, you'll havetr response rate that would otherwise be
possible.

Good examples Bad examples

“This survey is designed to help us understand “This is the annual bus survey.”

the experience you and your children have with“This bus survey is for archival purposes
the bus system so that we can adjust route only. If you have specific complaints
schedules and bus quality accordingly.” about service, please refer them to the
district office.”

“This anonymous survey is designed to assess “This survey is about your level of

your level of satisfaction with our school’s satisfaction with our support services. We
response to questions/complaints. That appreciate your participation.”
includes your experience coming into the
office, on the phone, and responsiveness to
emails. We will share the anonymous result
with you in two months’ time along with our
plan to address any areas for improvement that
are identified.”

(2]

Create a flow to the questions

The order in which questions are asked can hagalampact on survey outcome. Therefore,
create a “flow” to your questions that starts mgeeeral and becomes specific

Below is a commonly used order for asking questi{@nghis example, for students):

1. Qualifying questions (e.g., “How long have you atted this school?”)

2. General/Overview questions (e.g., “Are you happthwur school’s bus service overall?
What rating would you give it on a scale of 1-107?")

3. Specific questions (e.qg., “Have you been affectethb recent cancelation of service on
the Main Street Bus?”)

4. Demographic questions (e.g., “Would you classifurgelf as African-American, Latino,
Asian-American, ...")

5. Additional comments question



Write questions that are simple and to the point

Avoid complex terminology, compound phrasing, aedyMong sentences.

Good examples

Bad examples

[For students] “Overall, how happy are you
with the way your teacher deals with student
who are misbehaving? (very happy, happy,
unhappy, very unhappy)”

* [For students] “What level of satisfaction
S would you indicate fits best with your
approval rating for the instructor’'s metho
of addressing conflict in the classroom?
(Greatly approve, approve, disapprove,
greatly disapprove)”

[For parents/guardians] “How many times in
the past year have you visited the school off
at 123 & Street? (0, 1, 2, 3 or more)”

» [For parents/guardians] “We have found t
ce very few parents are soliciting informatio

from the school administration. If you had

to estimate your number of visits to our
place of operations, how many would yo

nat
N

-

approximate? (0, 1, 2, 3 or more)”

Keep the survey as short as possible

When drafting your survey, distinguish between whassential to know, what would be useful
to know and what would be unnecessary. Retaingkertial, keep the useful to a minimum and
discard the rest. If the question is not importmugh to include in your final report, it
probably should be eliminated. As a general rulevesys should take respondents no longer than

15 to 20 minutes to complete.

Ask one question at a time

Asking two questions at once confuses participantsconfounds the results because analysts
cannot decipher which of the questions the paditipvas answering.

Good example

Bad example

 [For students] “How happy are you with th
condition of the playground? (very happy,
happy, unhappy, very unhappy)”

 [For students] “How happy are you with th
condition of the gym? (very happy, happy
unhappy, very unhappy)”

e+ [For students] “How happy are you with th
condition of playground and gym? (very

happy, happy, unhappy, very unhappy)”




Avoid overlap among response options

All options on the survey should be mutually exstago avoid confusion.

Good example Bad example

* [For staff] Which of the following best  [For staff] Which of the following best
describes your role at the school (Teacher, describes your role at the school (Teacher

Administrator, Maintenance Staff, Administrator, Classified Staff, Maintenance
Counselor, Teacher’s Aid) Staff, Counselor, Teacher’s Aid)

Or Note the overlap between classified staff,

« [For staff] Which of the following best Maintenance, and Teacher’s Aid.

describes your role at the school (Teacher,
Administrator, Classified Staff)

Offer an “out” for questions that are not applicabl

Respondents may not want or may not be able tagedfie information requested. If there is no
option available for opting out, these responsdisintiroduce randomness to your survey.
Common options to include that allow respondentséad ignorance include, “N/A (Not
applicable),” “Don’t know,” or “No Answer.”

Weigh the benefits and drawbacks of allowing cordittial responses

If your respondents are to be anonymous, then ythl@vunable to follow up or match "pre" or
"post” surveys. However, in some cases, allowirapgmous responses will allow people to
respond without pressure from others (includinggesplleagues, and supervisors).

Pilot the survey

Before publishing a live survey, publish a smdibpsurvey to check for questions that are
ambiguous or confusing and to ensure that the gusvaesthetically pleasing.

Inform respondents of the survey end date and sentlreminders

Encourage respondents to complete the survey asasopossible, but let them know about the
end date so that they can schedule the necessay Depending on the method used for the
survey (email vs. mailing vs. other), follow-up reters may be appropriate to increase the
survey response rate. One to two reminders arerginenough to capture all respondents who
intended to fill out the survey, but had forgotten.



How do | use the survey question bank to generateyrown survey?

To use this tool effectively, simply use the arratshe top of the Excel file to narrow your
choices according to the survey you are tryingéaie. For example, if you are interested in
creating a survey on school culture as viewed bgesits, an administrator could select “school
culture” from the first drop-down columsyrvey topic) and then “student” from the third drop-
down column ¢takeholder surveyeq. This would yield 80 relevant questions througtich

you could search for appropriate examples.

The following are descriptions of the categorigsafaged by columns) included in the survey
question bank. Se&ppendix Afor the list of all options available within eachtegory listed
below.

» Topic of Question— describes the topic discussed by a particulastore

» Stakeholder Surveyed- describes the stakeholder type who will be as&edspond.

* Question— the actual question included in the originaveyr

* Source- the district or organization from which the syrepiestion originated

* Survey Title — contains the title of the survey from which theestion was copied. If
you would like to view a complete survey, pleasagols@broadfoundation.org

* Answer Choices- answer choices for the questions are listed here

10
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Appendix A: Options available under each categoryn the bank

College Readiness
College Readiness
Communications
Community Involvement
Counselors

Customer Service
Demographics
Discipline

District Services

District/ CMO leadership
Enrichment

Enrichment

Enrichment

Facilities

Family Services
Feedback and Self-
Development

Finances

Food Services

General Questions
Health Services

Human Resources
Instructional Support
Legal

Operations

Parents
Partnerships/Collaboration
Principals

Professional Development

Professional Learning Community

Topic of Question Stakeholder Surveyed Source SuryeTitle
Academics Administrators Aspire 2006-2007 SchodisGection Survey
Accountability All CMS 2009 CMS Climate Survey
Administrators All Staff CPS Annual School Openiagrvey
Admissions Classified Staff DC Prep Arts Survey
Advisor Quality Network Executive Officer DenveSP | Aspire Annual Team Member Survey
Alternative Education Parent/Guardian EFC Centea/Bes Principal Satisfaction Survey
Arts Principals Green Dot| Classified Staff
Assessments, research, and
evaluation Students KIPP Classified Staff SurvE&gedback on Animo
Assistant Principal Teachers Lighthouse  Classi8ieaff Survey on Principals and Aps
Athletics Visitors NYCDOE D75 Parent Survey
Autonomy OusD D75 Student Survey
Uplift
Benefits Education D75 Teacher Survey
Board Yes Prep Departmental Questionnaire
Central Office Elementary School Student Survey
CMO Faculty Survey

Healthy Schools Survey
How Are We Doing? School Qumasaire
My School, My Voice Parent Survey
Network Executive Officaur8ey
Parent and Staff Satisfaction Survey
Parent Survey
Parent Survey - Feedback on Animo
Parent/Guardian Survey
Principal Survey
Principal Survey on Aeatlcs
Sample Survey
School Staff Survey
Secondary School Student Survey
Service Area Employee Survey
Service Area Manager Survey

Student Survey

Student Survey - Feedback on Animo
Student Survey Spring 2005
Survey on Animo and Administeat
Survey on Green Dot Home Offia@g2
Teacher and Course Evaluation
Teacher Survey

Teacher Survey - Feedback on Animo
Visitor Survey

12



Topic of Question

Stakeholder Surveyed

Source

SuryeTitle

Purchasing
Recruitment
Resources Available
School Openings
School Safety

School/ District Culture
Special Education Services
Strategic Plan

Student Achievement
Student Recruitment
Student Services
Teachers

Teaching & Learning
Technology
Transportation
Work/Life Balance

13



Appendix B: Aspire Public Schools annual survey foparents

PARENT/GUARDIAN SURVEY SPRING 2005 — OVERALL SCHOOL SURVEY

School Name

Your participation in this survey will help us make our school better! Your responses are completely anonymous.
Therefore, please be as candid as possible. Thank you.

Si usted necesita una encuesta para padres en espafiol contacte a Monica Ruiz en Aspire’s Home Office

(tel: 510-251-1660, ext. 114) y ella le enviara una.

I ABOUT THE SCHOOL ENVIRONMENT
Please indicate the degree to which you agree with the following statements about the school environment:

Strongly . Strongly
Disagree Disagree Neutral Agree Agree
The school has high standards for my student’s
) ) 1 2 3 4 5
academic achievement.
The school is safe. 1 2 3 4 5
The school is a caring and nurturing place. 1 2 3 4 5
As a parent/guardian, | feel welcome at the school. 1 2 3 4 5
| have opportunities for involvement at the school. 1 2 3 4 5
The s_chool looks and feels like a place where 1 2 3 4 5
learning occurs.
The school office is well run. 1 2 3 4 5
The school facilities are clean and well maintained. 1 2 3 4 5
Overall, the school is a good place to learn. 1 2 3 4 5

I. ABOUT THE EDUCATIONAL PROGRAM
Please indicate the degree to which you agree with the following statements about the school’s educational program:

S.trongly Disagree Neutral Agree Strongly
Disagree Agree
The school does a good job preparing 1 5 3 4 5
my student for college.
The school does a good job of teaching 1 > 3 4 5
my student basic skills (e.g. reading).
The school does a good job teaching my 1 5 3 4 5
student “life skills” (e.g. responsibility).
The school tests are accurate measures
, ; 1 2 3 4 5
of my student’s academic performance.
The school provides individualized
. . 1 2 3 4 5
instruction for my student.

14



Strongly . Strongly
Disagree Disagree Neutral Agree Agree
My student’s school work and homework
; . 1 2 3 4 5
assignments are meaningful.
Student discipline is fair. 1 2 3 4 5
My student has a close relationship with 1 2 3 4 5
at least one adult at the school.
Overall, _I am satisfied with my student’s 1 2 3 4 5
academic progress.
M. ABOUT THE PRINCIPAL
Your feedback is an important part of an Aspire principal’s annual performance evaluation.
Strongly . Strongly
Disagree Disagree | Neutral Agree Agree
The principal keeps the school focused on academic
. 1 2 3 4 5
achievement.
The principal is knowledgeable about teaching and
X 1 2 3 4 5
learning methods.
The principal is well organized. 1 2 3 4 5
The principal has excellent communications skills. 1 2 3 4 5
The principal deals with problems and conflicts in a fair 1 > 3 4 5
manner.
Overall, what grade would you give to the principal?
QF:No 0 D: Needs to Q C: Approaches 0 B: Meets Q0 A: Exceeds
Evidence Develop Standards Standards Standards
V. Overall
Overall, what grade would you give to the school?
QF:No 0 D: Needs to Q C: Approaches Q B: Meets Q0 A: Exceeds
Evidence Develop Standards Standards Standards
Would you recommend this school to other families?
Q Yes g No Q Undecided
Do you plan to re-enroll your child again next year?
Q Yes a No QO Undecided

If not, why will your child not attend this school next year?
a Child/family is moving away from the area
a I am not satisfied with the school

a Child does not want to return

a

Other (please specify):

What do you most appreciate about the school that you would like to be sure continues?:

15




What suggestions do you have for improvements at the school?:

PARENT SURVEY SPRING 2004- TEACHER EVALUATION.

Your feedback is an important part of an Aspire teacher’s annual performance evaluation. On the following pages
(FRONT AND BACK), please complete a separate evaluation for each of your children’s teachers. If you need
additional teacher evaluation forms, please contact Gloria Lee at Aspire’s Home Office (phone: 510-251-1660, ext.
118).

What is the first and last name of the teacher you are evaluating:

Strongly . Strongly

The teacher.... Disagree Disagree | Neutral Agree Agree
manages the classroom effectively. 1 2 3 4 5
motivates my child to learn. 1 2 3 4 5
is knowledgeable about the subject matter. 1 2 3 4 5
is well-organized. 1 2 3 4 5
is sensitive to my child’s individual learning style. 1 2 3 4 5
is sensitive to my child’s emotional needs. 1 2 3 4 5
knows whether my child has mastered the topics

. 1 2 3 4 5
covered in class.
encourages my student to develop to his/her potential. 1 2 3 4 5
communicates with me well about my child’s progress. 1 2 3 4 5
deals with student discipline matters fairly. 1 2 3 4 5
Overall, what grade would you give to the teacher?

aF: No Q D: Needs to ac: a B: Meets Q A: Exceeds
Evidence Develop Approaches Standards Standards
Standards

General comments about the teacher:

Please continue evaluations on the back page.
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What is the first and last name of the teacher you

are evaluating:

The teacher.... S_trongly Disagree | Neutral Agree Strongly
isagree Agree
manages the classroom effectively. 1 2 3 4 5
motivates my child to learn. 1 2 3 4 5
is knowledgeable about the subject matter. 1 2 3 4 5
is well-organized. 1 2 3 4 5
is sensitive to my child’s individual learning style. 1 2 3 4 5
is sensitive to my child’s emotional needs. 1 2 3 4 5
knows whether my child has mastered the topics
. 1 2 3 4 5

covered in class.
encourages my student to develop to his/her potential. 1
communicates with me well about my child’s progress. 1 2 3 5
deals with student discipline matters fairly. 1 2 3 4 5
Overall, what grade would you give to the teacher?

QF:No 0 D: Needs to ac: Q B: Meets Q0 A: Exceeds

Evidence Develop Approaches Standards Standards
Standards
General comments about the teacher:
What is the first and last name of the teacher you are evaluating:
The teacher.... S'trongly Disagree | Neutral Agree Strongly
Disagree Agree
manages the classroom effectively. 1 2 3 4 5
motivates my child to learn. 1 2 3 4 5
is knowledgeable about the subject matter. 1 2 3 4 5
is well-organized. 1 2 3 4 5
is sensitive to my child’s individual learning style. 1 2 3 4 5
is sensitive to my child’s emotional needs. 1 2 3 4 5
knows whether my child has mastered the topics
. 1 2 3 4 5

covered in class.
encourages my student to develop to his/her potential. 1 4
communicates with me well about my child’s progress. 1 2 3 5
deals with student discipline matters fairly. 1 2 3 5
Overall, what grade would you give to the teacher?

QF:No Q D: Needs to Q C: Approaches Q B: Meets Q A: Exceeds

Evidence Develop Standards Standards Standards

General comments about the teacher:

17




Appendix C: Chicago Public Schools Parent Survey

My School, My Voice Parent Survey

can make Chicago Public Schools great!

MARKING INSTRUCTIONS

Use black or blue pen or a number 2 peneil,

Please participate in the My School, My Voice Parent Survey to share what you think about your
¢hild's achool. This survey is anonymous and will take about five minutes to complete.
answers will be combined with those of other parents at your child's school and across the city to
describe what CPS pavents think, do, and experience. This information will appear in detailed
reports senl to your school and be available to parents on fall Report Card Pick-up Day. This
survey is voluntary. We hope that you will take the time to share your voice with us. Together, we

Your

]
! * ]
; CORRECT INCORRECT M s +7 % akes dark marks |.l|:|{ fill the respe vr‘sm' completely. |
OO OX@® el e i
IM.ul- II\—ﬂ_r;: C lﬂl“rnu-h.;, Pearsaon NS ;W:w 5 w1 321 1 i Pontedaan LS .A o
1. Please indicate the number of children you have | @ Is this child classified as an English Language
attending this school. Learner (ELL)?
(") Ome ) Three ) More than four ) Yen ) Na
() Two ) Four {
3. IHow long have you been a parent at this school? ({ill
2, Some guastions in the survey will ask you to think in only one bubhbla)
about one child or your child's .teach_er. If you have RS L RRET () 3-B vears
more than one child enrolled in this school please i S P e B e
select one child to think about for these questions. If R Ml - Diord than Bipsans
you only have one child enrolled in this school please |
respond for that child. (You may fill cut ene survey for | 4 Are you of Hispanic or Latino origin?
ench of your children at this school if you chivose.) ‘ ) Yoo ) No
|
a. What grade is this child in?
Y Pre-J{ {8 wE 313 5. What is your race? (WMark all that apply)
(K Cnd )8 12 () American Indian or Alaska Native
| L5 o (D Arian
) 2 DN A1 ) Bluck or African American
7y Native Hawaiian or Other Pacific [slander
b. Does this child participate in a special education (_» White
program and have an Individualized Education Plan € P ey
(IEP)? N p
Yens ) No cﬁ? o
el & S & )
o o ot o son s eren i . & S e
5 ow much do you agree or disagree with the following é‘o 2 0}5&‘? f O
statements about your child's school? 'E"éu v 233 i ‘-b‘é,%
a. The school values parent opinions. ) > )] J )
b. School administrators (such as the principal or assistant principals) are
available to listen to my concerns. { ’ t:‘ L ) i._i_.‘ ‘\;J
c. I feel welcome when I visit the school. & O i C @]
d. My child's teacher notifies me of my child's progress or problems before
progress reports are sent home. A o ) 8 ()
e. The teacher follows up in the classroom once a problem has been
identified. - . -, 41
f. T am a partner with the school in decisions made about my child's
education. O - £ O »
g. My child is learning every day in his/her classroom. O . ) K »
h. Homework is productive and supports learning in the classroom. P - €.} £ 3
i. School information sent to me is easy to understand (such as newsletters
or flyers). O ] (4 &) O
j. The school helps me understand what my child needs to learn to be
successful at. his/her grade level. O g O .l
k. The school helps me understand how best to support my child's learning
at home. e 3 {2 3 2
1. The school provides resources (such as materials or workshops) that help

me support my child's learning at home.

18



m . | |
How much do you agree or disagree with the following Q@'
statements about your child's school? éi}&

. The school tells me about the expectations for student behavior. O
. The school has high academic expectations of my child. )
. Classes challenge my child to think and solve problems. L)

p. The school staff treats students with respect. )
q. Discipline at the school is consistent and fair. Ll
. The achool creates n earing and supportive environment. O
8. Students treat one another with respect. o,
t. The school creates a safe environment for students. )
u. The school is clean. Q
v. (Answer this question only if your child is in grade 5 or higher) The

=

=]

8

d.

e T D

10,

{
. Opportunities to participate in school events . ‘ ) Q

school provides students with helpful information about preparation
for high school or college. ()

. Overall, | am satisfied with the school. )
. The school prepares my child for the future. @
. The school addresses my child's academic needs, \J

How satisfied are you with the following aspects of your
child's school?

. Opportunities to participate in organized parent groups (such as Local e

School Council, NCLB Parent Advisory Committee, Bilingual Advisory =1
Clommittee, or PTA/PTO) (

. Opportunities to volunteer at the school or in a classroom )

Not including Report Card Pick-up Day, how often do you

or other adults in your household do the following 4@6@‘0
activities? N

. Attend school activities (such as an open house or family night) @)

. Act ar a volunteer at ths school or in a classroom @)

. Attend an organized parent group meeting (such as Local School Council,

NCLB Parent Advisory Commitlee, Bilingual Advisory Committee, or
PTA/PTO) )

Clontact teachers about my child's progress or problema ¢

. How often do the following issues prevent you from

pnrticipai_:ir_ng in school activitieg, volunteering dﬁ #
opportunities or parent meetings? &

. Scheduled times are inconvenient O

. Locations are inconvenient (J

. English is not your primary language 0
Notification is unclear O

Is there anything else you would like to say about your experience with this school? These comments will be
shared with the principal. To protect your anonymity, please do not include any personal identifiers (your name,

students' names, ete.).
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