KIP Online

Student Survey
Training Manual

2008




KIP Student Survey Training Manual
2008

Acknowledgements

The KIP Student Survey Training Manual was funded by the Kentucky Division of Mental
Health and Substance Abuse with the support of the Governor’s Office of Drug Control Policy
and the Federal Center for Substance Abuse Prevention. Pacific Institute for Research and
Evaluation- Louisville Center and Southern Research Services were involved in the planning,
writing, and development of this manual, which has now been edited and updated for the 2008-
2009 school year by REACH of Louisville.

Kentucky Incentives for Prevention



KIP STUDENT SURVEY TRAINING MANUAL
TABLE OF CONTENTS

I. GENERAL PROJECT INFORMATION
FORM

Key Contact Information

II. ORGANIZATION
FORMS
Student Survey Management Form |
Student Survey Management Form |1
Suggested Time Line
Schedule of Tasks

Protocols For Read Aloud Administration of the
Student Survey

I1l.  PARENTAL NOTIFICATION
FORMS
Sample Letter From School Superintendent
Sample Parental Notification Form for Student Survey
Student Survey Fact Sheet

Parental Notification Final Documentation

IV. CONFIDENTIALITY
FORMS
Statement of Confidentiality and Professional Ethics

Agreement of Confidentiality and Professional Ethics

PAGE

12
13
14

15

16

17

20
21
22

24

25

27

28






SECTION I
GENERAL PROJECT INFORMATION

TOPIC INTRODUCTION:

Overview of the Student Survey Training Manual

Welcome to all KIP Student Survey Project Coordinators participating in the 2008
administration of the online KIP survey. Information that is collected in the KIP
Student Survey, from children in grades 6, 8, 10, and 12, plays a key role in helping
the state reduce substance use among teenagers and have safe and drug-free schools.

The KIP Student Survey project provides important information about students’
use of tobacco, alcohol, and drugs. The survey also tracks how safe or unsafe
students feel at school, and where the problem areas might be.

These are serious issues for all communities. It’s through this type of confidential,
first-hand information provided by the KIP Survey that these problems can be
effectively understood and addressed. The data collected from the KIP Survey can
be an invaluable tool for:

e School planning

e Program development

e Determining how agency funding and other resources could
be allocated most effectively

Clearly, the data used for these decisions must be valid and reliable. The purpose
of this training manual is to train Project Coordinators how to administer the KIP
Student Survey so that results for each district are as valid and as reliable as
possible. The training manual outlines the necessary procedures for collecting
accurate information. Those requirements include:

e Planning and organization

e Strict adherence to specific research protocols

e Consistency in administration

e Meticulous attention to detail
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