TEACHER INSTRUCTION SHEET
Arkansas Prevention Needs Assessment Survey
The following instructions are provided to assist you in administering the Arkansas Prevention Needs Assessment Survey to the students in your class.  Please follow these instructions carefully to assure that the results are accurate and useful to your school. 

Procedures for Survey Administration

1. Please verify that your class seating is arranged so others cannot see a student’s answers to the survey.

2. Choose a responsible student to pass out the questionnaires.  
3. Introduce the survey to the students by reading the following remarks to the class:

“You are part of a prevention needs assessment school survey.  This survey is confidential; meaning NO ONE will know how you answered the questionnaire.  Although your participation is very important, it is, however, completely voluntary.  It is also important that you be truthful in your answers.  
Read the instructions at the beginning of the questionnaire and have the students follow along.  Before students begin, tell them:  “Please write your home zip code, and then fill in the coordinating bubbles under each number.  After they finish filling in that information, tell them:  You may continue on with the other survey questions.  DO NOT PUT YOUR NAME ON THE QUESTIONNAIRE.”
4. Teachers should follow these instructions when administering the survey. 

a. Check to be sure that all students use a #2 pencil to complete the questionnaire to allow for machine scoring of the form. 
b. Teachers should not respond to students’ questions about the survey.  If students ask questions, tell them that you can not help with the survey and that they should answer as best they can.  If the students cannot read a questionnaire item, tell them to skip to the next question.  AVOID STUDENT SUSPICION BY REMAINING AT THE FRONT OF THE ROOM AND NOT WALKING AROUND THE ROOM OR LOOKING AT STUDENTS’ SURVEYS.
c. If this is a sixth grade or special needs class, teachers have the option to read the questions to the students as they follow along and mark their answers on their survey booklet.  Teachers can decide whether or not their students would benefit from having the survey read to them as they mark their answers.
5. Collection of Questionnaires:  At the end of class, you will pass around the envelope and ask students to place their completed surveys inside.  You should instruct the last person in class to seal the envelope before returning it to you.  As students are doing this, tell them:  “On behalf of the school and the State of Arkansas, I would like to thank you for your participation in this important study.”
6. The sealed envelope, along with blank questionnaires, should be returned to the designated school coordinator.  

Thank you for your assistance with the survey.
International Survey Associates, 160 Vanderbilt Court, Bowling Green, Kentucky 42103

(800) 279-6361   fax (270) 746-9598

 www.pridesurveys.com


