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Dear YIP Grantees,
As a component of your program evaluation, OJP is asking that your program administer a standard evaluation tool in the form of a pre and post survey to your youth participants. Thank you for your willingness to help measure the effectiveness of YIP programs statewide. 
This user manual is intended to provide direction, support and basic best practices in survey administration. In addition, this manual will attempt to anticipate and troubleshoot obstacles that may arise. While certainly not an exhaustive exploration of problems you may encounter or questions you may have, we hope after reading this that you will feel comfortable implementing the survey in your program.
Due to the diversity of YIP program locations, styles, and resources, it would be difficult to provide a single survey administration methodology. For this reason, you will find that this manual includes a description of “best practices” as well as “best alternatives”. Please use best practices to the greatest degree possible; if the best practice cannot be implemented for some logistical reason, please use the best alternative. 

Similarly, there are practices that we cannot condone because they are inconsistent with protecting research participant rights, would compromise data quality, or are otherwise unethical. At no time should the unacceptable practices be implemented. If neither the best practice nor best alternative can be honored, please contact OJP to help problem-solve your situation!

On the next page you will find a topic index for quick reference. That being said, we request that a program manager please read this manual in its entirety before using the survey tool, as it also includes fundamentals about setting the tone within your program to increase successful youth participation and staff satisfaction. Anyone responsible for entering survey data online off a paper survey completed by a youth should pay close attention to chapter 10.
If circumstances arise that are not addressed in this manual, please do not hesitate to contact OJP for assistance.  Likewise, feel free to send feedback on the usability of this manual.
Regards, 

Danette Buskovick




Dana Swayze

Director, Statistical Analysis Center


Juvenile Justice Analyst
445 Minnesota Street, Suite 2300


445 Minnesota Street, Suite 2300
St. Paul, MN 55101




St. Paul, MN 55101
Phone: 651.201.7309




Phone: 651.201.7354
Fax: 651.284.3317




Fax: 651.296.5787
Danette.buskovick@state.mn.us



Dana.swayze@state.mn.us
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At present, over 50 YIP programs across the state intend to administer the survey tool. YIP Programs are very diverse and include truancy programs, offender diversion, restorative justice, mentoring, after-school programs, cognitive skill-building, mental and chemical health interventions, career readiness, and cultural services. YIP Programs are represented statewide and vary in program duration and intensity. 
1.1 Minimum Age to Participate
The minimum age to participate in the survey is 12 years old. Please do not administer the survey to any youth under the age of 12. If you serve both youth over and under age 12, you can administer the survey to your youth population age 12 or older.

1.2 Parental Consent 
Parental notification is required to participate in the evaluation survey. 

· If your program has contact with parents or legal guardians (such as at an initial meeting, referral or intake process) you are to have parents sign a participation consent form. This is known as acquiring “active consent”. A copy of the active consent form is in the appendix.
· If your program does not have contact with parents, you must mail an informational sheet about the survey to a parent or legal guardian which lets them know that you intend to give their child the survey unless the parent contacts you. This method is known as “passive consent”. Permission to do the survey is presumed unless the parent contacts the program directly and refuses. This is the method used by public schools for the Minnesota Student Survey triennially. A copy of the passive consent notice is in the appendix.
· If a youth is age 18 or older, they may sign the consent form on their own behalf. 
· see Section 4.0 for greater Detail on consent!
1.3 Youth Consent

Youth must also make the decision whether or not they wish to participate. They are free to decline at any point in the process without consequence, even if their parent has consented. Youth can give their verbal consent to participate—it need not be in writing.
1.4 When to do the Pre-Survey
Administer the pre-survey as soon as possible when a youth starts a program, ideally within the first week. If the survey cannot be administered within the first two weeks of starting the program, do not start the survey process. 
If you are doing passive parental consent, do not give the survey to a youth before parents have had sufficient time to receive and respond to the informational mailing (5 days minimum). The consent form states that parents will have three business days upon receipt of the notice to notify the program if they do not want their child to participate.
1.5 When to do the Post-Survey
The post-survey should be administered when a child completes your program or as you are taking steps towards program discharge.  You do not need to make any changes to the frequency or duration of your programming to accommodate the survey. Keep in mind that once youth are “gone” you may not connect with them again. Better to do the survey a little early than miss the opportunity for a post-test altogether.
If your youth participate for more than one year, please do the post-test after one year in your program. While this may not be the “maximum therapeutic effect” of your program, the effect of participation should be evident. If programs wait longer than a year to post test, OJP cannot rule out the effect of aging/maturation on their responses.  
1.6 Random Sampling
If your program serves fewer than 40 youth at any given time, we would like for you to survey all eligible youth.  If you cannot keep up, or if your program serves more than 40 youth at a time, you may use a random sampling method. Please communicate to OJP of you plan to use a random sample.
· There are many simple ways to implement random sampling for these purposes by using techniques that create a 50/50 chance of being selected. Easy methods include:

Flipping a coin: heads or tails does the survey

Rolling a dice: all odd or all even numbers do the survey

Pulling a playing card: all red or all black cards do the survey

· Remain true to the random nature of the sample. For example, if the girls all happen to pick red cards, then survey the girls. Do not try to get a diverse sample by overriding the random method. Do not select certain youth who would be “easier” to survey because they are more cooperative, have fewer risk factors, or have greater reading comprehension.  

1.7 Refusals 

Parents or youth may refuse to participate for any reason at any time.

· Pre-Survey: If a parent or a youth refuses to participate in the survey from the outset, you do not need to do anything on-line.

· Post-Survey: If a youth has taken the pre-survey but is refusing the post-survey, please have a staff log-on to the post-survey site using that youth’s initials and birth date and select the ADMINISTRATIVE CLOSING button on the first page. This will then skip directly to the end of the survey. This lets us know that no more data will be coming on this youth.

1.8 Participant Attrition 

For a variety of reasons, youth may not remain in your program until completion.
· Anticipated non-completer:
If you know that a youth will not be completing your program for reasons such as moving, changing schools, going to placement, or dropping out, you may administer the post-survey before they go. We want information about youth who do not successfully complete as well those who do!
· Unanticipated non-completer:
If a youth stops attending your program unexpectedly and does not return, please have a staff log-on to the post survey site using that youth’s initials and birth date and select the ADMINISTRATIVE CLOSING button on the first page. This will then skip directly to the end of the survey. This lets us know that no more data will be coming on this youth.
1.9 RETURNING YOUTH
If a youth leaves your program and returns again within the same quarter (3 mos.) do not give them a new pre-survey. Give them a post-test as you would when they finish the program. If they have been gone longer than a quarter, you should pre-test them again and treat them as a new referral. 
2.0 SETTING THE STAGE 

When implementing a new evaluation tool, it is helpful to make sure that all staff involved are knowledgeable about the procedural change and clearly understand why the process is important. Program managers can greatly impact to degree to which your staff take the project seriously and make it a priority!
2.1 Set the Tone
Explain that your program is required to implement a new tool and that it is an opportunity to demonstrate that YIP programs are effective and important state wide. Empower staff to share their thoughts, observations and feelings about the process.
If you portray the evaluation as being unnecessary or cumbersome, that is likely the attitude your staff will mirror back to you. Present it as a positive experience for your program and your staff. Use the evaluation responsibilities as an opportunity for professional growth for staff who may be looking for leadership roles.  
2.2 Be Clear About New Responsibilities 
Since survey administration may be a new responsibility or replace an old responsibility, it is important to convey to your staff what is being asked of them and be empathic to the fact that it will likely cause a change in some people’s workload. To the best of what you know, clearly and honestly explain how the change will impact their job duties. 
2.3 Solicit Volunteers
Change is also more successful when people can choose the degree to which they are involved. If you are expanding a staff person’s duty, ask first for a volunteer. If possible, remove a task or responsibility to make room for a new one. 
2.4 Train and Practice
Explain and walk through the process with your staff from beginning to end. Be sure they know where forms, surveys and tracking sheets are kept. Make sure they know the web-link or have easy access to it. 
· Practice the survey: Let all your staff see the survey themselves or take it on-line and play around with it.  OJP has set up a practice survey with a specific link to do this. This should include any managerial or administrative staff responsible for data entry. They will better be able to help youth if they have seen the questions ahead of time and know the survey content. 
· A link to the training survey is on the last page of this protocol.  

2.5 Solicit Staff Feedback
Create an atmosphere where staff members are encouraged to share their opinions and observations about the survey itself and the survey administration. Your line staff will likely have the best insight about what is working and what is not. They will also be able to provide valuable information about the survey tool itself. 
Agree on a way for staff to provide feedback such as verbally, via email, via other documentation such as a shift-change form, and/or put it on the agenda for meeting discussions.
If a staff comes to you with a vague concern, try to illicit the under lying problem. What is the reason for the dissatisfaction? Is it connected to the survey or the administration process? This is valuable feedback for OJP.

2.6 Delineate Roles
Clear responsibilities will help not only your program staff but also OJP staff. We recommend that someone “officially” be responsible for the following tasks (they do no need to be distinct individuals; one person could theoretically perform all these duties).
· Select an individual within your organization who is willing to relay feedback back to OJP and a person OJP can contact regarding your program’s participation. If OJP does not have the current contact person, or if it changes, please notify us.
· Select an individual or team who will be in charge of procuring and filing parent consent forms.

· Select an individual within your program who will be the contact person for parents to call if they have additional questions about the survey. Programs can also refer parents to OJP.  
· Select an individual who coordinates record keeping. This will be a relatively simple process by which the youth’s name and program start date will be recorded and the dates the pre and post survey were administered. A youth tracking sheet is included in Appendix B.
· Select an individual who will follow up at the end of programming to ensure post-surveys are given.

· Select an individual who would enter Administrative Closings for those who do not complete the program or refuse the post-test.
· If you are doing a paper administration, select an individual who will enter the survey results electronically. This person should be removed from the youth if possible (preferably not providing regular direct service). This person should also be someone who has demonstrated good boundaries and practices with confidential information. This person will also be responsible for survey document destruction, once entered.

· Select an individual or establish a process by which new staff are trained on how to administer the survey in the event of staff turnover.

3.0 Top Priorities: Participation, Confidentiality & Data Quality


Survey participation is voluntary, both on the part of the parent providing consent and the youth deciding whether or not to participate. Getting good participation and honest responses can again largely be influenced and accomplished by the tone your program sets and the procedures you use.
3.1 Why people do or do not participate in surveys and evaluations

Individuals will largely choose to participate in surveys and evaluations if they perceive a benefit from doing so. They may feel like they are part of a greater good or effort; they may want to be helpful out of respect for a relationship with you or your program; or there may be some personal gain—real or perceived, material or immaterial. 
Individuals are less likely to participate if there are excessive costs, obstacles, or inconveniences (time or effort); if they are philosophically averse (feel it is pointless or don’t want to be helpful); or if there is too much risk involved—real or perceived, related to emotional safety or confidentiality. 
3.2 Understanding Resistance 
Reluctance to take a survey or a negative attitude about participation is not necessarily a youth being difficult. Anxiety and fears often manifest as defiance in adolescence. Refusal may be:

· An assertion of their own power and individuality;

· May come from a place of anxiety or fear about “tests”;

· May be a cover for poor reading or comprehension; 

· Or may come from a bad previous experience, to name a few. 

If you are sensing that it could be one of these reasons, you could always try to make other arrangements such as allowing them to see a paper copy, offering a more private time to do it, or offering more (or less) support with questions. In addition, there are general things that can be done for all to improve participation and assuage concerns.
3.3 Accentuate the Positives! 

· Explaining why taking the survey is important to making a better program and providing a better service.
· Help youth feel their responses are valuable; make them the expert!  “We don’t know how to make our program better without input from our kids who are involved”… 
· Appeal to a larger effort: “Kids all across the state are helping with this so we want kids from our area to be heard!” 
· Offer small incentives for participation. (See Section 5.5) 

· Express thanks and appreciation: “We need your help….Will you help us?…Thanks for doing this”
· Build positive rapport with youth to increase the chances that they will follow through for a post test.
· Let them know that they do not have answer questions they do not understand or that make them feel uncomfortable; let them know that you will provide them with support if they need it.
· Model taking their confidentiality seriously.
3.4 Eliminate the Negatives! 
· Explain their rights and assure them it is voluntary; respect their decision to not participate.
· Explain confidentiality: that no one sees their responses.
· Assure them that there are no consequences or repercussions for not participating.
· Show them that honesty and confidentiality are valued by having an administration method that supports these principles. 

· Make the survey process as easy and efficient as possible.
4.0 Parental Consent (appendices A & B)


Youth participation in the survey requires that parents or legal guardians be informed of their child’s participation in the survey. There are two kinds of consent: Active Consent and Passive Consent. Please read the following to determine which should be used by your program.
4.1 Active Consent: 
If your program has contact with parents, you are expected to procure active consent. Active consent means that a parent is notified of the survey and they agree, in advance and in writing, to their child’s participation. A signature can be obtained at the time of a referral, intake process, first meeting, etc. If your program schedules meetings or obtains signatures for any other aspect of programming, active consent should be used for the survey. Use the Parent Consent Form in Appendix A. 

It is acceptable to give a parent a consent form and have them return it to you, such as including the form in advance in a larger intake packet. The form need not be signed in your presence but it must have a signature to be valid. It may be an original signature, a photocopy or a faxed copy. 
Other adults or adult relatives cannot consent in lieu of the parent unless it is a legal guardian. Probation Officers, Police Officers, school officials, and staff from other programs cannot consent on behalf of the child. If you feel uncertain if someone can sign consent on behalf of the child (in the event parents are not accessible due to absence, No Contact Orders or incarceration) err on the side of caution and do not administer the survey. Likewise, in the unlikely event that two parents are in disagreement about participation, it is best to not have the youth participate.
A parent may withdraw the consent for their child to participate at any time either verbally or in writing. 
4.2 Foster Parents:
It appears that different social service agencies may have differing rules as to whether or not a foster parent is a legal guardian who can consent on behalf of a foster child. Please consult with your county social services department or your program’s legal advisor regarding this issue.    

4.3 Passive Consent: 
Because YIP programs serve what are at times difficult to reach populations, passive parental consent can be used by programs that do not or cannot be expected to have physical contact with parents or guardians. In cases such as these, a Parent Information Form must be mailed out in advance to a parent/guardians’ address. This form describes the survey and its uses and alerts parents that their child will be offered the survey unless they contact the program and indicate otherwise. Passive consent is inherently less protective of child research subjects and is to be used only when parents are not otherwise practically accessible.       

When an Informational Form is mailed out, a program must wait at least 5 days before administering the survey to the youth to allow for postal delivery and for parents to follow up with a program staff should they not want their child to take the survey. For this reason, it is essential that the informational form be mailed out as soon as a youth is referred or begins the program.

A copy of the Parent Informational Form is in Appendix B. It is essential that programs document the date that the informational form was sent out to parents/guardians.   

4.4 Comprehension: 
It is important that a parent understand that to which they are consenting. If you are concerned about a parent’s reading comprehension level, you may read the form to them directly. There are ways to do this in a respectful manner such as saying: “It is my policy to read this aloud to everyone so that I am certain it is understood”. 
Similarly, if a parent is not understanding due to language barriers, you may incorporate techniques such as use of a same-language speaker in your program staff, another adult relative translator, or use of a language line. It is generally not a good idea to have youth translate documents that require signatures to parents. If comprehension is a concern, err on the side of caution and do not have that youth participate.

4.5 Requests to View the Survey or Results: 

Have a paper copy of the survey available even if you are doing a computer administration. If a parent wants to see the survey, allow them to do so.

If they ask, inform parents that they will not be allowed to view their child’s responses. As survey participants, the children’s confidentiality is protected. You may inform them that neither program staff nor the data analysis team will know whose responses are whose and that this is essential for accuracy.  

4.6 Record Keeping: 
Having a consent form on record is both best practices in survey administration and helps protect your staff and organization from liability. 
A parent is to receive a copy of the consent form for their records. You may do this by having them sign two forms and keeping one; having them sign one and making them a copy; or having a form that has a duplicate.

If your agency maintains individual case files, a signed copy of the consent form should be placed in the youth’s file. If your agency does not keep individual youth files, you must maintain an administrative folder where consent forms are kept together. If you are using passive consent, be sure to document the date that the Parent Information Form was sent out for each youth. 
It is generally recommended that you keep the consent forms for the period of 1 year, at which time consent typically expires. If your program has a legal consultant, policy manual, or board of directors, you may want to discuss this issue with them as to how long your agency would like to keep it on file. Consent forms of any kind should not be destroyed prior to a youth completing the program. 
4.7 Best Practices
	ACTIVE PARENTAL CONSENT

	BEST PRACTICE
	BEST ALTERNATIVE
	UNACCEPTABLE

	· Consent form is given to or read to a parent in staff presence to address questions, concerns and gauge comprehension.
· Consent form has an original signature.

· Program keeps a copy of the form in the youth’s individual program file.

· The parent has a copy of the consent form for their records.
· Consent forms are kept for at least one year at which time consent will expire.
	· Parent reads consent form on their own or it is placed in intake materials.
· Consent form is mailed, emailed or faxed with a copy of an original signature visible.
· Copies are kept all together in a program’s consent form folder (if no individual youth files).

· Keeping the consent forms for less than a year.
	· Parent signs without reading or having the survey purpose explained or understood.

· Not providing a parent with a copy.

· Having anyone other than a parent or guardian consent for the child to participate.
· Emailing the consent form and having them respond with email text: “I approve”.  

· Having the child participate with only a verbal consent from a parent/guardian.
· Giving the survey without any parental consent or “getting it later”.

· Destroying consent forms before child has completed the entire program or is no longer participating.




	PASSIVE PARENTAL CONSENT

	BEST PRACTICE
	BEST ALTERNATIVE
	UNACCEPTABLE

	· Parent notice form is sent out to the most current address(es) of youth’s parents or legal guardians.
· A minimum of 5 days are allowed to pass between the mailing and offering the youth the survey.
· The request of any parent who expresses that their child not be given the survey be requested .
· Program track the date the Notice was mailed out and the date the youth took the survey, provided they agree to do so.
	· A program that typically uses active consent but cannot contact a parent for signature instead uses passive consent.
· Parent notice form is sent only to youth’s primary residence/guardian.

	· Mailing the form to anyone not a parent or legal guardian.

· Giving the form to the youth to deliver to a parent or guardian. 

· Giving youth the survey without having mailed the informational form

· Giving the survey to a youth before mailing the form

· Giving the survey if a parent selects to ‘opt’ their child out of survey participation.  

· Waiting less than 5 days for a parental response.

· Not tracking the date the form was mailed.


5.0 Youth Consent

5.1 Youth Under Age 12:

Much of the survey content is taken from or modeled in terms of difficulty level from the Minnesota Student Survey, which is intended for youth in grades 6 or above. Also, some of the content in this survey was taken from the Secondary Minnesota Student Survey which is intended for student in 9th and 12th grades in terms of content. Because this material asks specific questions about delinquent behavior, violence and chemical use this survey tool is not appropriate for youth under age 12. In the future, a more appropriate tool may be designed for the under 12 cohort. For now, please only administer the survey tool to youth age 12 or older.

5.2 Youth Ages 13 to 17:

Youth must voluntarily consent to participating in the survey. Even if a parent has consented, a youth is under no obligation to participate and may refuse. A youth may also consent initially and withdraw their consent at any time (ie. take the pre-test and refuse the post). Youth under age 18 may not consent on their own without a parent having consented first.

5.3 Youth Over Age 18:

If a youth is over 18, he or she may consent on their own to participate without parental consent. In this case, one would follow the above parental consent protocol with the youth in terms of documentation and comprehension. 

5.4 Comprehension: 
Like adults, youth should be making an informed decision about why they are participating. If a youth does not seem clear on why they are being asked to participate or how it is used, or if you know they will have difficulty taking the survey because of reading comprehension or their English language reading ability, err on the side of caution and do not have them take the survey.  
Conversely, a youth who may need a little more help to make the survey work should not be dismissed because their participation might take a little more effort than the average kid. We want people of all ability levels and needs to participate to accurately reflect youth receiving YIP services.
5.5 Incentives:
Small incentives are generally acceptable to encourage participation and to improve completion rates. Good ideas include offering a snack or treat on days that the survey is administered to the group, extending the length of activities like gym time or free time, or giving small tokens like keychains or lanyards, or small gift cards ($5 or less) when an individual completes the process.

Incentives should also be reasonable and not large enough to become coercive. For example, if everyone who completes the survey gets a special field trip and those who do not stay behind, this may be enough to coerce a youth who does not want to participate to do so. Keep incentives small and reasonable.
All youth must receive equal treatment in the incentive category. You cannot offer one youth an immaterial incentive and another youth a material incentive; nor can you offer material incentives that are of unequal value. Beware of perceptions of favoritism as they erode youth confidence.

The goal is to have voluntary participation and accurate data; responses that are influenced by external pressure (positive or negative) can skew a youth’s attitude and response honesty.
5.6 Consequences: 
No consequences can be imposed upon a youth who chooses not to participate nor should they be pressured or challenged to do so by staff or other youth. Please honor a youth’s decision to not participate with a neutral, respectful response. 

Do not use any coercive or shaming methods to get youth to participate such as threatening to tell parents, school officials, law enforcement officials, etc. Even if they were to participate under these conditions, the authenticity of their responses would likely be skewed. 

Nothing that is regular programming for your youth should be withheld from those who choose not to participate. For example, if the group always uses the gymnasium for 30 minutes or always gets an after school snack, these things should not be withheld from any youth who does not participate in the survey.

5.7 Best Practices
	YOUTH CONSENT

	BEST PRACTICE
	BEST ALTERNATIVE
	UNACCEPTABLE

	· Consent form is read in it’s entirety to the youth.
· Youth agrees to participate.

· Youth is over 18 and consents (at which time youth signature is needed, parental signature is not).

· Youth may withdraw consent AT ANY TIME.

· Youth may stop taking the survey AT ANY TIME.
· Entire group gets a small incentive to participate.

	· Survey purpose is verbally explained to youth by staff.

· Individuals get small incentive as they complete a survey.
	· Allowing a youth to take a survey if their parent has said no.

· Forcing a youth to take the survey if their parent has said yes.
· Consequencing children personally or programmatically for not participating.

· Participating in or allowing peer pressure or other pressuring comments to influence decision.

· Becoming angry or frustrated with youth who do not want to or who change their mind.

· Offering incentives to those who participate that are too large.
· Providing unequal incentives to different youth.

· “Cherry picking” the easiest youth to take the survey over those who can do it but might require some assistance.


6.0 Unique Identifiers

6.1 Program Identifier:

Each program will be given a program number by OJP. A program list with identifier numbers will be created and updated periodically as needed. Contact OJP if you do not know your program number.

If you administer more than one program/service under your grant, you will receive a letter sub-code for each program. These codes must be entered into the first page of the computer survey correctly at both pre and post test. If the code does not match in the pre and post test, we will not be able to track a youth’s responses back to your program. Anyone who is helping kids to log on should know this code or it should be kept/posted somewhere staff can easily access it.
6.2 Youth Identifier:

Each youth who consents to participate will have their own unique identifier. This identifier will be a combination of the child’s first and last initial, their month of birth and their day of birth. Youth will select all of these from a drop down menu, as will the staff entering paper survey responses. It is important that youth enter these the same at pre and post as well so their surveys can be matched.
6.3 Book Keeping: (APPENDIX B)
When you begin administering the survey, it may be helpful to maintain a record of youth taking the survey to keep track of when the pre-test is given and when the post-test should be given. A blank spreadsheet to use is in the appendices.
If you are making your own tracking sheet, it would be a good idea for the spread sheet to include:

· Youth’s full first and last name
· Youth date of birth
· Program attended (if more than one)

· Active consent: Consent form on file? (check box or date)
· Passive Consent: Date information was mailed
· Their program start date

· The date the pre-survey was completed or distributed

· The date the post-survey is to be administered

· The date the post-survey was taken

· Refusals and Administrative Closings
· Room for comments

6.4 Sample Youth Tracking Sheet
This sample sheet may serve as a prototype: It can be done on a computer or by hand. A copy of this form for you to use is in the Appendices.
	ASPARGUS COUNTY YOUTH COLLABORATIVE: SURVEY TRACKING

Program Codes: DIVERSION:  45A

                           TRUANCY:    45B



	Youth Name
	Month and date of birth
	Program 

A-diversion

B- truancy 
	Parental consent on file?
	Program start date
	Pre survey taken

or distributed
	Post survey ballpark 

(6 mos)
	Post survey taken
	Comments

	Dana Swayze
	July 17 
	B
	Y
	1-16-09
	1-19-09 
	7-19-09
	7-21-09
	$3 McD’s gift card given 1-19 and 7-21

	David Sanchez
	June 5
	A
	Y
	2-11-09
	2-12-09
	8-12-09
	Closed
	Moved to WI in March 09

	Fred Lewis
	April 9
	B
	Y
	3-1-09
	3-6-09
	12-6-09
	Closed/REF
	Youth refused post-test

	Francine Lewis
	December 25
	B
	Y
	3-1-09
	3-6-09
	12-6-09
	12-08-09
	

	Xang Lor
	Jan 1
	A
	Y
	3-1-09
	3-6-09
	12-6-09
	12-08-09
	

	Barack Obama
	Aug 4
	A
	ref
	3-15-09
	ref
	ref
	Ref
	Parent refused

	Amy O’Brien
	May 5
	B
	Passive consent mailed

 4-1-09
	4-1-09
	4-08-09
	10-08-09
	Closed

6-17-09
	In residential placement as of 6-17-09; not returning

	Dana Swayze
	July 17
	A
	Over 18
	08-08-09
	08-10-09
	02-10-10
	
	


6.5 Best Practices
	RECORD KEEPING

	BEST PRACTICE
	BEST ALTERNATIVE
	UNACCEPTABLE

	· Train the staff who administer the survey to memorize or have easily accessible your program code.

· Keep a spread sheet with the date the survey is taken and follow up survey to be given.
· Document how parental consent was acquired.
	· Have one staff who is responsible for administering all surveys and holds all the knowledge in this area.

· It is not mandatory that you track participant names and dates, however you are sure to get confused as you approach post-survey administration time.
	· No way of tracking youth participation. 
· No way of tracking the date passive consent form was mailed.
· No tracking of parental consent.


7.0  Survey Administration: Preparation


7.1 General Preparation
· Let youth know when the survey will be given in advance, if possible. 
· Reinforce that it is voluntary. 

· Let them know where they will be or what they will be doing if they are not taking the survey. Generally it is not wise to offer something that is phenomenally better for those not taking it to be doing. 
· Let them know about how long it should take (10 minutes) but do not impose a time limit on slower youth.

7.2 Set the Tone 

· Ask that they focus only on their own survey.
· If they need help, ask a staff, not a peer.
· Ask for honest responses and reinforce that you do not see their responses.
· Ask that they respect each other’s confidentiality after the survey and that they not ask peers how they responded. 

7.3 Giving Help with Questions
Whether your program is administering the survey to individuals or a group or doing it on paper or via computer, you will likely get requests from youth for assistance or clarification. For this reason, a staff person should remain available for support.

· Clarifying Words

Depending on reading ability level or English comprehension, some may need help with understanding words. You may assist a youth by explaining what a word means, providing examples or using a synonym. 
· Clarifying the Question: 
Sometimes youth will not know what to include or not include in their response, which can make it harder to give help. You may have to put it back on the youth to decide if they want to respond or not.
Example: “This question asks if anyone at home has hit me. My mom threw something at me but it didn’t hit me. Should I put that down?” 
“That is up to you to decide. It looks like they are trying to determine if you are safe at home.” 

· Excessive Help: 
If a youth is requiring excessive help with the survey, it may not be appropriate to continue. If the amount of help you need to give is enough that the questions are being altered, their responses will not be a relevant comparison. 
7.4 Support For Youth
At the end of the survey, youth are given the United Way’s 2-1-1 phone number (formerly called “First Call For Help”). This number can help youth get in touch with resources in their area if any of the questions have conjured issues they wish to address. This number is provided because it is universal state-wide. Your program may want to have numbers for local resources on hand and staff available who can support youth in the unlikely event the questions trigger strong emotions.     
8.0 Computer Administration

The following section outlines how to administer the survey via computer both supervised on-site and unsupervised off-site. Any privacy considerations that would apply to a group level survey administration should also be applied to individual survey administration.    

8.1 General Benefits: 

Using the computer survey has some inherent benefits. To begin, this method provides the greatest anonymity. Youth are able to click “done” when finished with the survey and there is no additional opportunity for program employees to view their responses. In addition, this method is beneficial for staff because no additional staff time is needed to do data entry.

The computer also has built in fail-safes. Youth are only able to mark one response unless the question specifically allows multiple responses. If a youth fails to answer a question, the survey will not allow them to go forward until they do. This ensures complete data.
Because most youth have some experience with standardized testing and computer testing, it may prove to be a quicker method than paper and it does not require any printing costs. Because it is web-based, it can be completed from any computer with internet access.

8.2 General Obstacles:

Unlike a paper survey, the computer survey must be completed in one sitting. If a youth starts and stops without getting to the end, the responses will be saved up to the point where they quit. One cannot go back and pick up where they left off. 

Once a survey is saved, there is no going back and changing responses. If a youth discovers after the fact that they misinterpreted a question and answers incorrectly, the survey cannot be recalled and altered.

Computer time and space is often at a premium. Paper administration may allow for more youth to complete the survey at one time. Also, not all youth (or staff) may feel computer savvy.
8.3 Technical Concerns.
The survey cannot be accessed if the Survey Monkey website is down, if a computer’s internet connection is down, or if a computer freezes up or crashes during the survey. If the survey respondent does not get all the way to the end before a technical obstacle, assume that the survey was not saved and start again. Their first survey will likely be kicked out when it is time to analyze data.
8.4 On-site Administration:
If you are administering the survey via computer to a group of youth simultaneously, it is helpful to have a white board or flip chart available. You are then able to write the survey link up and write your program ID number up.  If you are working with one individual, you can support him or her with this information on the first page of the survey when the website is pulled up.
It may be helpful to have the website(s) pulled up ahead of time or saved in your favorites section or desktop to expedite the log-in. Ensure youth are at the right survey link (pre-test or post-test). 
Allow both a group and an individual sufficient privacy to complete the survey. Try to position computers so that peers cannot see each other’s responses and position yourself so that you are not behind youth where you can see their responses.
If you are asked for help, do not approach the screen or read the screen without asking youth’s permission.
The last page has a button that provides information about United Way’s First Call For Help support line (2-1-1) and states that staff can also be contacted for support, if needed. At this point youth click “Done” and their responses are saved.
8.5 OFF-site Administration 
If you feel your youth have the ability to take the survey on-line, on their own time, when staff is not there to supervise, please contact OJP. While this is not prohibited, there are certain things to keep in mind when using this method. OJP will provide you support with this. Consider also that program staff will not be able to verify that the survey is done beyond the youth’s word that it has been completed.

8.6 Best Practices

	COMPUTER ADMINISTRATION

	BEST PRACTICE
	BEST ALTERNATIVE
	UNACCEPTABLE

	· Have all computers up on the survey monkey site when the youth come in.
· Have program numbers written on board.
· Have room set up to preserve confidentiality

· Have an outlet for those who are done (computer game or excused to another supervised area).
· Remain in close proximity to address questions
	· Write the email link on the board and have them link themselves.
· Have all youth wait to leave until all are finished (may call attention to slow readers or lower comprehension).

· Using alternatives words or rephrasing to aide comprehension.
	· Allowing youth to discuss answers with one another or see each other’s responses during the administration.
· Watching a youth take the survey and viewing their responses.

· Reading or looking at responses without permission.

· Excessive changing of words or meaning to assist youth
· Staff unavailable for questions during survey process


9.0 PAPER ADMINSTRATION


9.1 General Benefits 

Paper administration has some built in benefits, predominantly related to ease and efficiency. Staff can hand out the survey in a group or individual setting; in an office or in the field. Paper surveys can easily be transported by staff. Most youth are accustomed to paper surveys and can complete them rather quickly. There are also no “technical issues” at the time of administration.
9.2 General Obstacles 
Paper surveys do not have the fail-safes of computer surveys. Youth may answer questions with more than one answer or do unconventional things like crossing out an answer they wish to change. This leaves staff in a position of having to interpret youth responses at the time of data entry. 

A paper survey where a youth knows that a staff person will have to enter their responses inherently reduces confidentiality and may impact the level of honesty in their responses. There are also printing costs associated with a paper survey and additional administration responsibilities like data entry and document destruction.

9.3 On-Site Administration
If you are giving the survey on paper to a group, please be sure the following are available:
· Sufficient number of paper surveys on hand.

· They may use any writing utensil.

· Do not have them write their name on the survey! 

· Youth need sufficient room to spread out to preserve confidentiality. Be sure there are desks or couches or someplace they can take the survey with privacy. It is not recommended that they are allowed to go off on their own unless you can be certain the peers are not sitting together discussing questions or responses (ie. a library carol).
· Instruct youth to mark ONLY ONE ANSWER unless it specifically says “check all that apply”. They can color in the circle or make an ‘X’ or checkmark, as long as their response is clear.

· Have staff present to moderate but do not wander around looking at responses. If a youth needs help, ask permission to look at their paper or allow them to cover up questions they have already answered.

· Discourage talking or answer viewing between youth. 
· When turning in the survey, HAVE A LARGE ENVELOPE THAT ALL SURVEYS CAN BE SLID INTO. Do not have youth hand the surveys directly to a staff person. If you are administering to an individual, provide him or her with an envelope that they can seal. As an alternative, youth could fold their survey and staple it closed. 
· Have the last youth seal the envelope. You may want to add an additional practice like having the youth initial over the seal so they further get a sense of confidentiality.

· Bring the surveys to the person who will do your data entry as soon as possible. Do not view the surveys if you are not the data entry person.  
9.4 Off-Site Administration
If you are allowing the youth to take they survey with them, you will lose some control over the environment in which it is taken. You can no longer be certain their answers are not being influenced by peers, siblings or even parents. Conversely, the absence of a staff member present may increase authenticity in responses.
· Do write on your program code. Do not write the youth’s name. This is especially important for paper surveys leaving your control. The youth may lose it or leave it somewhere and it is susceptible to being opened by other parties. 

· Provide them with a large envelope they can seal and return. If you are wanting it mailed into you; a self-addressed stamped envelope is a necessity. 
· Another option is to have them bring it back to you next time they attend program.  Youth can be very forgetful in terms of bringing items back in. Consider a small incentive for bringing it back. You may ask them a time or two to remember it, but after a certain point it becomes coercive and badgering to ask for it.  
· Encourage the youth to find a private time a place to take the survey and to not show it to others. If they need help, they can wait to do that question until they bring it back or they can ask someone they trust.

9.5 Paper Survey Data Entry
Establish someone removed from programming and youth to enter paper survey responses into the survey. This person hopefully can be in a managerial, administrative, or support staff role and not be providing direct service to the youth.

Before entering the data, review the paper survey all the way through. Look to see that each answer has only one response and that there are no unclear responses or written answers. Cleaning up a survey before you start will keep it from being a long process or keep you from getting part way through and getting stuck. Go through with a colored pen or marker and write on the survey how you intend to enter the response. (See section 9.0 on Data Cleaning for further guidance). 
Log into the Survey Monkey website on the correct survey site (pre or post). Log in as if you were that youth using the program number and their unique youth information. For the question about paper or computer administration, select PAPER. 

Enter the youth’s responses as they have marked them or as you have cleaned the data for entry.

Do not discuss a youth’s responses with other program staff or other program youth.

9.6 Document Destruction
Once entered all the way to the last page, this same data entry person (preferably) should destroy the paper copy of the survey. Ideally surveys will be shredded on-site or be placed in a locked “confidential recycling bin” through a document destruction service.   

If no confidential recycling or shredding is available, separate the first sheet where the youth code is written and recycle the rest in an area away from program youth. Rip up the front sheet with the youth code on it and recycle.

It is unacceptable to put surveys in the general garbage or general recycling with the youth identifier on it. Do not recycle or throw away surveys in an area where youth have access. 

Do not put the survey in the youth’s file or keep it in a box or anything of that nature. Once it is entered, there is no reason it needs to be kept. Survey responses should not be used for individual case planning or risk identification. If your program needs to do this you should be using a case management tool and disclosing that their responses will be used for that purpose. This survey is for program evaluation, not case management.

9.7 Missing Surveys
If a survey gets lost after having been mailed to you or once it was in your program’s possession, it is your obligation to inform both the youth and their parent that the survey is missing. Let them know if the responses were entered (if not, you can offer that they be allowed to take it again).   Extend your apologies and notify youth and parent if their survey turns up.
9.8 Best Practices
	PAPER ADMINISTRATION

	BEST PRACTICE
	BEST ALTERNATIVE
	UNACCEPTABLE

	· Have program numbers written on board.

· Write program number on the sheet for them.

· Have room set up to preserve confidentiality.

· Have a privacy envelope that the youth put their survey in.

· Have an outlet for those who are done (computer game or excused to another supervised area).

· Remain in close proximity to address questions.

· Provided stamped envelope if survey must be mailed in.

· Deliver surveys ASAP to data entry person.

· Cleaning the youth data responses before beginning to data entry process.
	· Using alternatives words or rephrasing to aide comprehension.

· Allowing youth to leave staff sight or supervision to take the survey.

· Folding or stapling the survey shut and handing the survey directly to staff  (no envelope). 
· Youth have to mail in survey at their own cost or remember to bring it back. 

· Interpreting and cleaning youth data responses “as you go” when doing computer data entry.
	· Allowing youth to discuss answers with one another or see each other’s responses during the administration.

· Watching a youth take the survey and viewing their responses.

· Reading or looking at responses without permission.

· Excessive changing of words or meaning to assist youth.

· Writing the youth’s name on the survey.

· Not destroying the surveys after data has been entered.

· Applying data cleaning processes in an inconsistent manner.


10.0 PAPER SURVEY: Data Cleaning

10.1 Missing Responses 
All questions have the response “I do not wish to answer”. If a youth has left any questions blank that were supposed to be answered, enter the “I do not wish to answer” button on the computer. If they do not complete the whole survey, fill in any unanswered questions with “I do not wish to answer”.
“I do not wish to answer” is a catch-all category that will include missing data and responses with unclear intent.

10.2 Skip Patterns 
If a youth answered questions they were supposed to skip based on the survey directions, disregard the answers that they put in. The computer survey will automatically skip these questions so you will not have an option to enter them.

10.3 Written in Responses 

· If a youth writes in their own answer and also checks a survey answer, enter the box they checked. They may be providing additional information but they found that one of the boxes suited their needs. Use the box selected.
· If a youth only writes in an answer but does not check a box, you should select “I do not wish to answer” unless their response clearly fits into a category they did not check.

10.4 Patterns of Exaggeration or Minimization
If it is clear that a youth’s response is reflecting a pattern of exaggeration or minimization, enter the responses as they appear anyway. Outlier surveys such as these will be flagged during the data analysis process and will likely be screened out. Nevertheless, they should be entered as written.

10.5 Multiple Responses
The computer survey prevents multiple responses on most questions but the paper survey will not. You may be in a position where you need to select from two responses.
· Scaled Questions with Middle-Points: 

If it is a scaling question where there are two extremes provided, always enter in the answer the “middle most” response. In this question where they are vacillating between agree and mostly agree, we would pick the less extreme of the two. 

· Scaled Questions about Frequency of Behavior 

Some scales ask about how often a behavior occurs.
· If a youth responds twice to options that are side by side, select the most conservative response. In this case, she has said she drank “once or twice” and “about once a week”. Select the “once or twice” option.
· If a youth selects two responses that seem in conflict with one another or no clear intent is expressed, select “I do not wish to answer”. In this case she selected “never” and “several times per week” with using prescription drugs. Her reason for selecting two responses is unclear.

· Un-Scaled Questions
Youth doing the paper survey may select more than one option when they are not supposed to. In this case, they indicated they have both one and three adult support people. It is unknown if they are answering for different places (home or school) or if they mean the total (4). In un-scaled questions where there is no clear single response, select “I do not wish to answer.”
10.6 Unconventional Markings
Sometimes youth make up their own markings. In this case, the intent of the respondent is salvaged because they colored in the dots; had they not done that, their intent would have been less clear. If they cross out part of a question, still mark the answer in that category as the category applied at least in part.


10.7 Intent
If a respondent’s intent cannot be reasonably determined, mark “I do not wish to answer the question”.

It is not prudent to go back and ask a youth their intent, as this erodes their sense of confidentiality. 
Below we are able to deduce intent from some of the responses. This youth has answered twice for the level of violence at both mother and father’s house. Because the youth is clearly stating that in at least one living arrangement there is fear or violence about once a week, we would select that response.

The youth did not answer the question about school because school was not in session. The appropriate response for this would be “Never” in the past month because school was not meeting.

This youth has also clearly changed the last response about being victimized in the neighborhood.

11.0 Post-Survey Administration

11.1 General 

Administering the post-survey will follow all the same protocols as the pre-surveys. The only difference is that the youth will select the “POST SURVEY” link or be given the post survey paper version.
The post-survey does not have any of the demographic questions such as age and race, and instead includes a section on program participation and criminal/chemical behaviors. 
11.2 Parental Consent

Unless a parent has actively withdrawn consent, (or more than a year has passed), the consent from the pre-test or passive consent mailing should be sufficient for a youth to take the post test. Again, the youth can refuse, regardless.
11.3 Post Survey Refusal <or> Youth Unavailable For Post-Survey
If a youth has taken the pre-test on paper or on the computer and refuses the post-test, a staff should log on as that youth and select “Administrative Closing” on the first page. This lets OJP know that no additional data will be coming on this youth.
If a youth is no longer in the program (moved, quit, changed schools, went into placement, etc) please go in, enter their initials and birthday and select “Administrative Closing” on the first page. This lets us know that no more data will be coming on that youth.  
12.0 FEEDBACK TO OJP

12.1 Feedback Forum

OJP will work to set up a group website or blog where YIP members can enter feedback about the survey and ask questions. In this format, each site would be able to see questions raised by other sites in a communal dialogue.

12.2 E-Mail Feedback

Until that process is established, please email feedback or questions to dana.swayze@state.mn.us. Title your email YIP SURVEY QUESTIONS (or something similar). This will help alert me to the issue and will help me to save everything in an organized manner.

We welcome questions or feedback on the following:
12.3 Process Feedback
· Issues procuring consent

· How difficult is it to administer the survey? Where are you running into obstacles and what is going smoothly?

· How cumbersome is the process upon your time and resources?

· Technical problems you encounter with the tool on line.

· Training problems with staff?

· Obstacles with transcribing paper surveys to computer entry.

· Issues with getting surveys returned or low participation rates?

· Etc…

12.4 Participant Feedback
· How is the level of comprehension for parents and youth about the purpose of the survey and their consent?

· How many youth are missing the survey because of their parents’ ESL (not able to consent).
· How many kids are not able to take the survey because they are ESL (not able to understand questions).
· How many kids are not able to take the survey because of low reading comprehension.
12.5 Product Feedback
· How is the survey tool itself? Is it easy to understand?

· Do specific questions trip kids up because of unclear meanings, definitions or timelines? In what areas do they need continued help to understand?

· Do specific words trip kids up because they are too hard or are unclear?

· How is the length? How long is it taking youth to complete it?

· Etc….

13.0 Administration Checklist


	Computer on-site
	Computer off-site
	Paper on-site
	Paper off-site

	 FORMCHECKBOX 
 Youth age 12 or older?

 FORMCHECKBOX 
 Signed parental consent? OR
 FORMCHECKBOX 
 Passive consent form mailed

 FORMCHECKBOX 
 Voluntary youth participation?

 FORMCHECKBOX 
 Within 2 weeks of program start?

 FORMCHECKBOX 
 Private computer w/ internet access?

 FORMCHECKBOX 
Unique program number?

 FORMCHECKBOX 
 Pre-survey/ on computer or 

      Post survey/ on computer correctly selected?

 FORMCHECKBOX 
 Name, survey date and other information recorded on tracking sheet?


	 FORMCHECKBOX 
Youth age 12 or older?

 FORMCHECKBOX 
 Signed parental consent?

OR

 FORMCHECKBOX 
 Passive consent form mailed

 FORMCHECKBOX 
 Voluntary youth participation?

 FORMCHECKBOX 
 Within 2 weeks of program start?

 FORMCHECKBOX 
 Does youth have a  computer w/ internet access?

 FORMCHECKBOX 
 Provide handout with website address and  program number.
 FORMCHECKBOX 
Program staff contact info given to youth for help or technical support?

 FORMCHECKBOX 
  Name, survey date and other information recorded on tracking sheet?

	 FORMCHECKBOX 
 Youth age 12 or older?

 FORMCHECKBOX 
 Signed parental consent?

OR

 FORMCHECKBOX 
 Passive consent form mailed

 FORMCHECKBOX 
 Voluntary youth participation?

 FORMCHECKBOX 
 Within 2 weeks of program start?

 FORMCHECKBOX 
 Sufficient numbers of survey and writing utensils?

 FORMCHECKBOX 
Unique program number?

 FORMCHECKBOX 
 Pre-survey/ on paper or 

      Post survey/ on paper correctly selected?

 FORMCHECKBOX 
 Private space to complete the survey?

 FORMCHECKBOX 
 Sealable envelope or stapler for completed survey?

 FORMCHECKBOX 
  Name, survey date and other information recorded on tracking sheet?
 FORMCHECKBOX 
 Survey delivered to data entry personnel?

 FORMCHECKBOX 
 Data cleaned for on-line entry?

 FORMCHECKBOX 
 Data entered?

 FORMCHECKBOX 
 Confidential document destruction?


	 FORMCHECKBOX 
 Youth age 12 or older?

 FORMCHECKBOX 
 Signed parental consent?

OR

 FORMCHECKBOX 
 Passive consent form mailed

 FORMCHECKBOX 
 Voluntary youth participation?

 FORMCHECKBOX 
 Within 2 weeks of program start?

 FORMCHECKBOX 
 Copy of the paper survey given to youth with their program number on it?

 FORMCHECKBOX 
 Pre-survey/ on paper or 

      Post survey/ on paper correctly selected?

 FORMCHECKBOX 
 Sealable envelope for completed survey?

 FORMCHECKBOX 
 SASE supplied if you request the survey be mailed back to you? 

 FORMCHECKBOX 
  Name, survey date and other information recorded on tracking sheet?
 FORMCHECKBOX 
 Survey delivered to data  entry personnel?

 FORMCHECKBOX 
 Data cleaned for on-line entry?

 FORMCHECKBOX 
 Data entered?

 FORMCHECKBOX 
 Confidential document destruction?




14.0 Appendices
A:   Active Parent Consent Form
B:   Passive Parent Consent Notice
C:   Participant Tracking Spreadsheet
D:  Survey Links Handout
Youth Intervention Programs (YIP) Evaluation Participation

Parental Consent Form

The Minnesota Department of Public Safety respectfully requests your permission to allow your child to participate in an evaluation designed to measure youth program effectiveness.  

ADMINISTRATION: If you consent to allow your child to participate, a ten minute survey will be given to your child when he or she begins and ends this youth program. The survey is completed either on paper or on the computer, depending on program resources.
SURVEY CONTENT: The survey gathers information on school behavior and attitudes; home and social life; community involvement; alcohol and drug use; mental and emotional health; and program satisfaction. The survey was developed by the Minnesota Department of Public Safety and is modeled after the Minnesota Student Survey. The program staff will make available a copy of the survey for you to review if you so choose.

VOLUNTARY PARTICIPATION: Participation in the survey is completely voluntary. You, as a parent or legal guardian, may refuse to allow your child to participate with no consequences to you or your child. Your child may also refuse to participate with no consequences. You or your child may verbally withdraw your consent to participate at any time. 

CONFIDENTIALITY:  Data will be analyzed and reported only on groups of youth, not on individuals. There are no names or other identifying information connected to the surveys or the results. Program staff working directly with your child will not see or have access to your child’s responses. Individual programs will receive aggregate data reports on their youth once a sufficient number of youth have participated to protect confidentiality. 

POTENTIAL RISKS: There are no known risks of physical harm to your child by participating. The risks of psychological and social harm are very small. Some survey questions may cause some individuals discomfort. Youth do not have to respond to questions that make them feel uncomfortable. Program staff will be available during and after the survey to provide personal support. 


Please check the appropriate box and return the signed form to the program staff. This signed consent form is valid for the period of one year from the date signed.  
 FORMCHECKBOX 
  I give permission for my child to participate in the Youth Intervention Program Evaluation.  
 FORMCHECKBOX 
  I do not give permission for my child to participate in the Youth Intervention Program Evaluation. 
_____________________________________________________

Child’s Name (Print)

______________________________________________________                       ____________________

Parent Signature (or program participant if over age 18)



Date

______________________________________________________

_____________________

Program Staff








Date

For further questions about the survey, please contact Dana Swayze (651-201-7354) or Danette Buskovick (651-201-7309) at the Minnesota Department of Public Safety.
Date:_____________

CONSENT NOTICE TO PARENTS

YOUTH INTERVENTION PROGRAM EVALAUTION

Our program is asking youth ages 12 and older to participate in a statewide evaluation of Youth Intervention Programming. This evaluation is required by the Minnesota Department of Public Safety, which is partial funder of our program. 

This evaluation is being conducted in many youth programs across Minnesota. A survey given when youth start the program, and again when they finish, gathers useful information from youth about how things are going at school, at home, and with their peers. There are also questions about thoughts, feelings and behaviors. The information helps us develop and maintain effective programs and provide better services for youth. With this evaluation, we will be able to understand the effect our program is having on youth. 

The survey involves frank questions on many topics relating to young peoples’ lives. These include use of alcohol or other drugs, safety in and around the schools, mental or emotional health (stress, feeling bad), and illegal or anti-social behavior (theft, chemical use, fighting). Youth can choose not to answer any question.  

The survey is anonymous and confidential. Students do not provide their name and no individuals or their families can be identified. Survey results are reported on all youth in the program as a whole; the privacy of individual youth is always protected. Youth may also refuse to take the survey and are informed of that by program staff.  


The survey is voluntary. You may choose not to have your son or daughter take the survey by calling the number below within the next three business days. If you do not contact the program, your child will be offered the survey. Our program will also make a copy of the survey available to you if you wish to see it before making a decision.

Please call if you do not want your child to take the survey, if you have questions, or if you would like to see a copy of the survey:

<PROGRAM CONTACT NAME/TITLE> <CONTACT PHONE NUMBER>
Thank you! 

<PROGRAM NAME>
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	Last Name
	Youth DOB
	Program
	Parental Consent or date mailed
	Program Start Date
	Pre-test Date
	Post-test due (4 Months)
	Post-test actual
	Comments/Other

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


SURVEY LINKS
For ease of access, we recommend putting the survey links on your computer ‘desktop’ or saving them in your internet ‘favorites’ folder so that they are just a click away for youth and so that staff/youth do not have to type in the address each time! 
On-Line PRE-TEST:

http://www.surveymonkey.com/s/YIP-PRE-SURVEY
Has a green background

On-Line POST-TEST:

http://www.surveymonkey.com/s/YIP-POST-SURVEY
Has a bluish background 
On-Line STAFF TRAINING LINK:

This is a link so that staff can try the survey, get the feel for it and know the content. Youth should not use this survey link, nor should staff enter youth paper survey responses at this site.  

http://www.surveymonkey.com/s/YIP-TRAINING-SURVEY
Has an orange background
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