Procedures for Administering the Surveys in Paper Format

The paper version of the survey is found in Appendix A and on the CD in the electronic folder called “Paper Surveys.”  There will be four survey options, as discussed in the section above, “High School Survey Long-Paper,” “High School Survey Short-Paper,” “Middle School Survey Long-Paper” or “Middle School Survey Short-Paper.”  Students can use the survey to mark their answers directly on the form with an “X,” or the school can provide an electronic scanning form if the school has them available (this form is not included in the tool kit).  
1. Distribute the paper survey and, if applicable, the electronic scanning form.  The versions of the paper survey that appear on the CD are titled, “High School Survey Long-Paper,” “High School Survey Short-Paper,” “Middle School Survey Long-Paper” or “Middle School Survey Short-Paper.”   Since there are several options, be sure to remember the survey you are using.

2. Read the directions to students that are provided in both Appendix J and on the CD (the instructions also appear on the paper surveys).

3. Provide a large envelope for students to place their completed survey (or electronic scanning form) so their survey answers remain anonymous.
4. When all students have completed the survey, the designated individual must manually count the number of student responses to each question.  
5. When the count of the number of student responses is complete, use the CD to open the folder called the “Paper Survey Analysis.”   

6. In this folder will be four Excel spreadsheets that correspond to the four available surveys.   These files are called “High School Long Survey Analysis,” “High School Short Survey Analysis,” “Middle School Long Survey Analysis” or “Middle School Short Survey Analysis.”  

7. Once the correct analysis worksheet has been chosen, enter the count of the number of student responses for the corresponding question, in the column titled “Number of Students.”  

a. Be sure to choose the file that matches the survey that was administered to the students.

8. The column to the far right is called “Percentage.”  This column is locked, preventing data entry.  For each question, this column automatically calculates the student response percentage once student response data have been entered.  These percentages are used to create the messages for the social norms campaign.  See the section titled “Developing Social Norms Messages” in this chapter, for more information.

