Tips for Survey Administrators
Time-Saving Strategies and Planning Tips
Given that survey administrators often take on the online YRBS in addition to their regular school duties, the planning process can be somewhat trying.  There’s no getting around it, planning the survey will take time.  But good planning can make the survey experience less demanding on staff’s time and more successful in the end.  The planning stage is just as important as the survey days!  The following is a list of suggestions that may help your survey process run smoother. 
· Reducing the Administrator’s Responsibilities: Survey administrators should try to find others to assist with their regular job responsibilities, if possible, as well as extra survey duties during the planning stage.  The Online YRBS will allow the survey administrator to create survey creator and report viewer roles for their surveys. The survey creator can help alleviate the burden of creating and scheduling a survey online. At the very least, administrators should secure the help of office staff for tasks involving the paperwork associated with the survey.  This will not only free up some of the administrator’s time so she or he can focus on careful planning of the survey, but assistance will also minimize the administrator’s stress level during this important stage! 

· Scheduling the Survey Dates:  Setting the survey dates and reserving computer time should be done immediately after approval has been granted to conduct the survey.  This will give everyone involved plenty of time to adjust their class schedules and save the administrator the stress of trying to arrange for computers at the last minute.  A notice should be sent to teachers about two weeks before the survey starts to remind them of the time/hour their students are scheduled.  Don’t forget to remind your school’s librarian if computers are located in the library/media center. If the online survey is administered in a library or media center, take steps to limit interference with the survey participants.
· Timing of the Survey: Try to schedule your survey during a period in the semester when there are fewer demands on students’ and teachers’ time, as well as computer lab and classroom time.  For instance, avoid times that may interfere with student testing, as well as the end of the semester when school computers are likely to be in high demand.  Try not to schedule the survey when students are engaged in additional extra-curricular activities.  Consult the school calendar to identify survey dates that don’t compete with class time or other school activities.
· Securing Technical Assistance: Computer and internet access problems at the start-up of the survey can delay the time it takes for students to finish.  Have a computer expert on hand at the beginning of each session to address any technical problems.

· Quick Access to the Survey Site: Another time-saving strategy is to have someone access the survey site on each computer just before students arrive and after the computer lab has been closed to non-survey students.  This eliminates the need for each student to log-on and type in the URL address, both of which take time away from the survey session.  Students may also be more assured that school staff can’t access their survey if they don’t have to use their personal computer log-on. 
Further technical assistance documents are available online at http://sspw.dpi.wi.gov/sspw_oyrbsindex and questions can be sent to Brenda LaRonge at brenlar@uwm.edu.
