
Nita M. Lowey 21st Century Community Learning Centers (21st CCLC) Grant  

Teacher Survey Instructions 

 

Nita M. Lowey 21st Century Community Learning Center (21st CCLC) programs are 

required to report to the U.S. Department of Education (USDE) the percentage of 

students in grades 1-5 participating in 21st CCLC programming in the school year and 

summer who demonstrated an improvement in teacher reported engagement in learning. 

To meet this requirement, programs need to administer teacher surveys for students in 

grades 1-5 who attend 10+ hours of programming in summer or 10+ hours of 

programming in the school year. If a student attends programming both in summer and 

during the school year, separate teacher surveys must be administered for each term. 

Programs must use the teacher survey form created by the Department of Public 

Instruction (DPI), in collaboration with the Consortium of Applied Research (CAR) at the 

University of Wisconsin, Green Bay (UWGB).  

Best Practices in Administration 

For summer programming, teacher surveys should be completed by 21st CCLC program 

staff. For school year programming, teacher surveys should be completed by school day 

teachers.  

For every student who attends 10+ hours of programming during the school year, a 

regular school-day teacher should be selected to complete the teacher survey. The 

teacher selected should be the one who is most familiar with the student’s level of 

engagement in classroom activities. For most students in grades 1-5, this would be the 

regular classroom teacher. Only one teacher needs to complete the survey for each 

student.  

The survey should be administered to teachers near the end of a given term (i.e., summer 

session or school year). When surveying classroom teachers at the end of the school 

year, it is generally not a good idea to wait until the last week of school to distribute the 



survey. However, the survey should be administered as close to the end of the year as 

possible (e.g., two to three weeks before the last day of school). Administering the 

survey earlier in the year (e.g., in March or April) limits the amount of improvement 

teachers can observe, and report, in student engagement levels.  

Programs have the option to send out electronic teacher surveys using Cayen Systems 

AS21 or hand out hard copies of teacher surveys. If the program chooses to distribute 

hard copies, staff should specify a location, or person, to which the surveys should be 

returned and a date by which they should be completed. 

For electronic teacher surveys, program staff will download a report of survey links from 

Cayen Systems AS21 (see below). Using the information from the report, program staff 

can email the unique teacher survey links to each teacher. Teachers who have multiple 

students enrolled in the program will receive multiple links, one link for each child. 

Results from teachers who complete the survey electronically will be automatically 

updated in Cayen Systems AS21.  

Please see the pages below for detailed explanations of how to administer electronic and 

hard copy versions of the teacher survey and how to enter teacher survey results when 

using hard copies.   



Administration of Electronic Teacher Surveys 

 

  



Administration of Hard Copy Teacher Surveys 

To print out hard copies of teacher surveys, follow the steps below: 

1. Click Reports in the left-hand navigation menu 

2. Click Surveys and then Federal Teacher Survey Form 

3. Select the Reporting Period (Summer or School Year) 

4. Select Adobe Acrobat (PDF) as the Export Format 

5. Click View Report on the right corner 

 

How to Enter Hard Copy Results into Cayen Systems AS21 

If programs send out hard copies of teacher surveys, program staff need to manually 

enter survey results into Cayen Systems AS21 using the quick data entry tools under 

Registration. After clicking on “Quick Data Entry Tools,” the screen will open with a blue 

menu on the left. Locate “Enter/View Survey Responses” and select Nita M. Lowey 21st 

CCLC Teacher Survey from the survey dropdown menu and participant name to enter 

survey results. 



 


