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preparation, ahd progression. The Center fulfills its mission by: -

.

Y
) Generating knowledge through research -

Devetoping educational programs and products
Evaluating individual program needs and outcomes
Installing e:ducat‘ional programs and prod ucts
Operating information systems and services ?

-

Conducting leadership development and training programs

e

L]

The Center team responsible for the Caréer Planning Support System developed from the .
national field test, 1974-76, consisted of : ' _

'
Dr. Robert E. Campbell, Piogram Director, 1974-76

Qr. Warren N. Su.zuki' /" Dr. Richard P. Coatney, Specialist
Associate Program Director, 1974 p and Coordinator of Revision, 1974-76
- I_ . M
» Mr. Harry N. Drier ‘ Mr. Paul Shaltry, National Field
Associate Program Diregtor, 1974-75 . Test Coordinator, 1974-76

Dr. Marshall Amesciuita, Developer, 1974-76
_Ms. StepRianie Butler, Project Secretary, 1974-76

Ms. Carolyn M. Burkhardt, Writer/Developer, 1976

Ms. Noreen Hayes, Developer, 1974 ’

Mr. John Howard, Developer, 1974-75

Dr. H. Lawrence Hotchkiss, Evaluation Specialist, 1975-76
_ Dt. Ralph J. Kester, Developer, 1976 e) .

Ms. Karen Kimmel, Writer/Developer, 1974-75

Ms: Cheryl M. Lowry, Writer/Editor, 1974-76

Ms. Nancy Robinson, Project Secretary, 1976

Dr.John Ruyssel, Developer, 1974-75

Dr. Anna Tso, Developer/Writer, 1974-76




. -~ N -
, TABLE OF CONTENTS
\
Introducti,{n e
" Student Questiorinaire Team Procedures . . . I. . e
) ey b

Parent Questionnaire Team Procedures

. .

Grad uate Questionnaire Team Procedures

: »
Faculty/Staff Questionnaire Team Procedures .

[ - .o

e —

. . T ) \ ' | 5

-
-

g\




¢

INTRODUCTION

( {As’aleader of one of the four question-
nair ms$hat comprise the Needs Assess-
ment TasK Force, you will be responsible for
all of the tasks associated with the adminis-
tration of puestior_mai&es to either students,
graduates, parents, orffaculty/staff., It is up-
on the infprmation gathered on the question-
naires that the Steering Committee will base
its-decisiohs about goals for your school’s-
new caréer guidance Brog‘m'n- Because the
information you gather ultimately pill Heter-(

mine the direction of your new pr¢gram, ad-
ministering the questionnaires to gojlect that
information is an extremely impoftant ac-

tivity in ghg'Career Planning Suppbrt System.

Once it has been’collected, the informa-
tion will have to be tabulated and displayed
on tables that should facilitate the Steering
Committee’s understanding of it. Your task
force most likely will tabulate results, and the
ehart on the next page should help you under-
stand the timing of surveying and tabufiition
activities. However, don’t concern yourself

‘with tabulation until the coordinator directs

you. Procedures for tabulation are in another
procedurakguide.

The temainder of this pracedural guide
is separated into four major sections, each
section providing procedural steps to be
carried out by one team during surveying,
In your capacity as team leader, you will be

“responsible for seqing that each procedural

L
/\ . wl S . .

step outlinedyin' the section provided for your . _

team gets done. It is necessary that you famil-

iarize yourself.with the steps for your team

only. The Studeht Questionnaire Team is res-

ponsible for (1) preparing the Student Ques-.

tionnaire, (2) giving both the Student and

Parent Questionnaires to the teachers who

will administer them, and (3) collecting com-

pleted Student Questionnaires. The Parent

+ Questionnaire Team will prepare the Parent
“Questionnaire and will collect completed

ones. The Graduate Questionnaire Team will
prepare and administer the Graduate Question-
naire and conduct follow-up procedures that
should increase the return rate of the question-
naires. Some of the steps involve managerial
tasks and others involve team-oriented tasks.

It is up to your discretion as to whether a par-
ticular procedural step is completed by your-
self or by the team members working with you.
Because CPSS is a system and future tasks in
the system are so dependent upon the outcomes
of your efforts, major deviations from the steps
outlined for your team should not be made
without the approval of the CP8S*coordinator.

“h The‘proced‘ural sections for your team can
be found on the following pages of this guide:

Student Questionnaire Team — page 7
Parent Question naire Team — page 10

« . Graduate Questionnaire Team — page 12

Faculty/Staff Questionnaire Team —
page 17 T '

’ ‘
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STUDENT QUESTIONNAIRE TEAM PROCEDURES

-

Receive the following materials from the CPSS coordinator.

——

A. Student Questionnaires (Form No. 1) -

B. Administration directions: Student and Parent Questionnaires (Forn; No. I/ﬂ

C. Alist of Student Qfiestionnaire administrators and the number of students in
each administrator’s class : . !

'

!

Step 2 Receive the Parent Questionnaire envelopes from the Parent Questionnaire Team leader
after they have been prepared. Each of these envelopes should contain one Parent
Questionnaire (Form No. 2), one Parent Questionnaii cover letter (Form No. 2A), and
(if your school is using it) one parent brochure (Form-No. 2B). There should be one
envelope for each of the students who will be administered the Student Questionnaire.

Prepare a packet of materials for each teacher who will be administering the Student
Questionnaire. ’

A. Include the following items in each packet of materials. .

1. .One Student Questionnaire for each of the students in the-administrator’s
class (this number should appear on the list of administrators), plus a few
extra copies !

2. One Parent Questionnaire envelope for each of the students in the adminis-

- trator’s cldss, plus a few extra copies
3. One copy of the administration directions .

LAl

i B. Label each administrator’s packet with his/}:ner name.

. , .
Prepare for the meeting you and your team will have with the Student Questionnaire
administrators by reading the questionnaire and administration directions. Contemplate
questions you think students taking the questionnaire may ask the administrators.

,Arrange a meeting to prepare the teachers who are going to administer jhe Student ‘
Questionnaire. This meeting should take place one week before the questionnaires are

to be administered. , : '

A.  Consider showing AV-1 and AV-2 for a general orientation if the administrators
" have not already seen these presentations. ) ’
. Giye each ddministrator the packet of materials s or her class.
o ;

Read over the administration directions (Form No. 1A) with the administrators.
Emphasize that it is important that their administration of the questionnaires be as




L

\ . similar as possible to both each other’s administration and to the administr
\ directions. A slow, clear presentation of the questionnaires is essential. Difcuss
\ - any questions the administrators may have. e
D. Read through the-questionnaire items with the administrators. Discuss th
.questionnaire, emphasizing any questlons you think the students might as the
admlmstrators to explain. . .

E. Ask the administratot,s to administer the Student Questionnaires to students absent
on the.day others receive them. Those questionnaires will be picked up by members
of the team one week after the day of initial administration.

s
~

F. Make sure the administrators understand that their students will return completed
-~ Parent Questionnaires to them. Parent Questlonnaxres will be plcked up from the
administrators by members of the Parent Questionnaire Team two weeks after the
administrators send them home with students. .
/
Deliver any remaining packets to:those administrators who missed the meeting and
familiarize them with the Students Questionnaire administration procedures. \
~
On the same day the questionnaires are admlmstered collect the completed Student
Questionnaires from the administrators. (The administrators will keep enough unused
questionnaires to administer to students absent on this day ) -

Secure the completed questlonnanres in a safe place to mamtam confidentiality,
 allowing only the individuals involved in tabulatmg to have access to them.

A. Separate all Student Questionnaires by grade level and put the questlonnalres fors
each grade into separate containers.

B. Identify each container with labels similar to the one lllustrated below, filling in
only the grade level space on each container.

Vo ’ © CAREER PLANNING SUPPORT SYSTEM
\ STUDENT QUEEI‘IGNNAIRE

-

\ . CONFIDENTIAL \
\

Vo Grade Level b

- \ , (No. of students who completed l (Date)
\ the questionnaire)

\ (Container no.) ot (Total no. of
\ . rcontainers)




Step 9-

Step 10

.. JApproximately one week after the initial administration, pick up the questfnnaires
ompleted by students absent on the day of administration. .

P . <+

A. Place these Student Questionnaires in the appropriate containers,

—

»

B. Complete the remaining po:r.tioné of the container labels.

.

» S

Notify the CPSS coordinator of the completion of the student data collection effort =
and return to him/her all unused materials and, this procedural guide.  Also give him/her
the completed questionnaires in their containers. ) .

»

[ 2E
At
-
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PARENT QUESTIONNAIRE TEAM PROCEDURES

- .

Receive the following materials from the CPSS coordinator.
A. -Parent Questionnaires (Form No: 2)
B. Parent Questionnaire dover letters (Form No. 2A)

Parent brochures (Form No. 2B), opfia'r'lal .o

.

-

C
D. Business-size envelopes
E

Bl : * . ‘
A list o&tudent Questionnaire adminjgtrators and the number of gxdents in each
administrator’s class .
Prepafe an envelgpe of materials for the parents or guardians of each student in the
school. . ,
A. Stuff a business-size envelope for each student’s parent with one each of the
~ following. -
" 1. Parent Questionnaire, (Form No. 2)
2. Parent Questionnaire cover letter (Form No. 2A)
3. Parent brochure,'if your school is using one (Form No. 2B)

Deliver these Parent Questionnaire envelopes to the Student Questionnaire Team leader
as soon as possible. ' *

' e’ y
One week after the distribution of the Parent Questionnaire (which takes pr:ice on‘the
day of Student Questionnaire administration), make an announcement reminding )
students to return the completed Parent Questionnaires as quickly as possible if they
have not done so already. Make available eopies of the Parent Questionnaire materials
to students who either lqgt theirs or never reeceived one. . -

Two weeks after the distribution of the Parent Questionnaire, collect all completed - -
"Parent Questionnaires from the teachers who administered the questionnaire. (The
names of these teachers can be found on the list'of Student Questionnaire hdministrators.)

Secure the completed Parent Questionnaires in\ a container and allow only"the individuals
involved in tabulating to have access to them. Use a label similar to the one 'mtrated
below to identify the container and fill in the blank-spaces. . ¥ i

[

. -
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CAREER PLANNING SUPPORT SYSTEM
PA'RENT QU@S’I‘IONNAI,RE
CONFIDENTIAL _
/ -
I4 ‘r
‘ X D ' S
ros (Date) ST

-

4 - (No. of parents who .
. completed the questionnaire)

‘4 AN

Notify the CPSS coordinator of the completion of the parent data collection effort and
return to him/her all unused materials and this procedural guide. Also give hxm/her

the completed Parent Questionnaires-n thelr containers.

-




.+ > ..  GRADUATE QUESTIONNAIRE TEAM PROCEDURES
. - A e

Stepl1 . Receive the following materials froni the CPSS coogdinator. ' 4
- ’ . | : . : o .
R "' A Graduate Questionqaires (Form No. 3) ' . T o

B Y

Gﬁaduate cover let'ters (Form No 3A) . oA

. 1

. Graduate Questlonnan'e follow -up letters (Form No. 3B)

.~

B

C

D. Graduaterpsters (FormNo. 3C)" ) -~ o e SN
] ‘

F

. \ Business-size envelopes ifnbrinted with the school’s address as the return address .

. . An equal number of smaller envelopes that will flt msrde the larger ones and that X ‘
o~ .are addressed to the school :

- G. Postage for both envelopes

’ Step 2 Select a representative sample of 100 graduatesf , o -
] . - ' ]
A Dbtain a list of the names and /addresses of those who graduated from’ your s school”
i . last year, , . b
B. If the number of graduttes is 100 or l&as go on to Step 3 (Your sample, in thls /
. case, will be all graduates.) ‘
C. Ifthe number of graduates is more than 200, identify questlonnarre participants by
using a random sample to increase the chances that.the informatioh you collect will
/. . be representative of all-graduates, while keeping the work at a- manageable level., The -
’ _procedure in Substeps 1 through 6; below, will indicate Iyw to choose this sample.
"(Technically, this is actually asSystematic sample but it closely approxrmates aran-
"doin sainple.)* The example on page 10 may help you. - N S
1. Look through the list of graduates and select any name invthe nfiddle ot the
- list. There should be no reason:for you to select this name ‘other than that it
‘ is spmewhere in $he middle of the list. Place sterisk (*) next to this name.
2. Count down eleven names from the name you selected and-circle that nama. - .
- . 3. Count down &leven names from the one you circled and circle that name, also.
- 4. Repeat this circling prosess, using every eleventh name, until you have crrcléd
i . 100 names. If you reach the bottor of the list before. havmg circled 100, con- -
~ ) tinue counting from the top.again. S
5. If an eleventh name has been prewously circled, circle the next name noj yet
T crrcled then continue counting. . ‘
MR ' 76. The persons whose names have been circled are your sample. ,

’

¢

ol




D. If the numbernf graduates is

.

-

100 200, follow the procedures in Substeps 1-6 ‘
above but eliminate every name circled until you have 100 remalmng Those 7
emamlng are your sample. » . : . .

n
%
——

NOTE:

The number eleven was chosen for use in selecting 4 sample because'v few
schools-Have- more than 15100 graduates per year. Fhus, by peifig the Mmber
«. eleven, the persons selecting the sample are assured of moyihg through the
entire llst at least once. If your school do ve more thdn 1,100 graduates

"q" on the list, choose a larger number that will get you through the entire list at
" least,once.

;. Step 3.

-

N -

Prepare the Graduate Questionnaire roster (Form No. 3C)

. Al

4 ¢

- LY

Write in the year those in your- sample graduated at the top of the form in the
space, after “({las of19 7

t - . .

" In the space provided on the roster, wrlte.m the names and addresses of all -
graduates in your sample.

In the column marked “Identification Number,” number all the names consecu-
tlvelrfrorh 1 to 100.- Make sure no xndmduals have been adslgned the same
-numbeér, Thése numbers will be used to identify those persans who have not
‘returned a completed questionnsire so that a follow-up quexonnau'e can be
s mailed to them.

4
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Arpino i
- Ayers

Baker

Barrett

Beavers

Benson

Bobst
" Brink

Celina

Dumford
Dugley

. .
» '

. Macey
T McGuire
: *Miller . )
Morrison .
Pagorski »
Parsons : '
Poole
Reppel

Rutz
Schwartz
. Seuin e .o
’ ) “ Shea L
Smith_ '
Suddendorf
Theall
Tottle
Vanmeter
Ward

. Wells ya

Woodson .
.  Wooley ' /

X Wyley v v
\ & '

Zimmerman . -

B 1

Rogers ) T " - €

Eleventh Name
STARE HERE
N
s
§
4 -
)
| Y
’ Eleventh Name
- »
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’ Step 4

Step 5 -

Step 6

- Step 7

Prepare the Graduate Questfopnaire maﬂing.\‘

A.  Address the business-size envelopes with the names and addresses of those on the
Graduate Questionnd#te roster. . T

B. Write “Please Forward” on each of the liirgé envelopes.

C. Onthesmall envelopes, which should alteady have the school’s name and address
printed on them as both the addressee and return addressee, write or stamp
“CPSS” in the lower left corner. S C

D. Affix the proper postage to each";large business-#ize envelope. This postage should.
be large enough to cover whatever is required to mail one business-size envelope,
one small return envelope, one cover letter, and.one Graduate Questionnaire.
’ ¥ ’ Lt
E." Affix the proper postage to each s business-size return envelope. This postage
* [ should be large enough to cover one" mall enyelope and one Graduate Questionnaire,

F. Number the Graduate Questionnaires consecutively from 1 to 100 in the upper
right corner. These numbers will be used to identify those persons who have not
returned a completed questiqnnaire so that a follow-up questionnaire can be
mailed to them. o .

Place the Graduate Question naires in the-appropriate Graduate Questionnaite envelopes. -

A. Order the Graduate Questionnaires from 1 to 100.

g \ ~ . -

B.  QOrder the addressed large business-size envelope in the same order as the Graduate
Questionnaires. In other words, the name on the first envelope should appear
next to No. 1 on the Graduate'Questionnaire roster, the name of the second

. envelope next to No.2 on the roster, and so forth.

N
A
3

C. Place gach Graduaté Questionnaire in the envelope that has been matched to it.
, ) : i .

D. After you have placed a Gradualeﬁgstionnahe in an enve‘lop‘e, place a check mark
in the rosteg column labeled “Questionnaire Sent.” after the person’s name and
address. . ‘ g ’ .

Complete the remainder of ti)e Graduate Questionnaire mailing by pfz;kcing the £éllowing

items into each of the addressed envelopes'already sfuffed with one questionnaire. , , .

I

A. Graduate Questionnaire cover letter (Forfn No. 3A)

Al

B. Stamped, return-addressed envelope \

. * ’
Mail the envelopes. It is recommended that all Graduate Questionnaifes be mailed at
one time. Record the date of mailing in the appropriate space on the Graduate
Questionnaire roster. Then giye the Graduate Questionnaire roster to the CPSS
coordinator, who will be monitoring the return of the Graduate Questionnaires,




Step 8

Step 9

Step 10

Step 11

Approxlmately two weeks after the initial mailing of the Graduate Questionnaire,
receive the Graduate Questionnaire roster from the CPSS coordinator.

Prepare the Graduate Questlonnanre follow-up mallmg ) .

A. Make a check mark in the “Fo -uﬁ” column of the Graduate Questlonnanre LT

: roster beside the name and address of each person who has not returned a
questignnaire. In other wbrds, a check mark should be put in the “Follow-up”
column for each person who does not have a check mark in the “Questionnaire
Received” column. 2 )

B. - Add the number of check marks appearing in the “Follow-up” column to determine
the number 6f follow-up letters that have to be sent. If youmere not given enough

materials for the follow-up mailing, notify the CPSS coordimator.

C. Prepare anothér set of mat@rials to be sent to each person on the follow-up list,
including another copy of the G uraduatf Questionnaire (Form No. 3), a copy of
* the Graduaté Questionnaire follow-up letter (Form No. 3B}, and a stamped
return-addressed envelope. Weigh this set of materials in a business-size envelope
or ask the CPSS toordinatar how much postage is required and affix the proper
* amount of postage on each set of envelopes. It is‘not necessary to number any of
" the Graduate Questionnaires in the follow-up mallmg

Mail the second set of Graguate Questionnaires to those people who did not return the
initial Graduate Questlonnalre sent to them and write the date of the follow-up mailing
on the Graduate Questlonnaue roster. ) .

Return the roster and all other materials, including this procedural gunde to the CPSS
coordfnator. \ .

L .

~
0




B. Faculty/Staff cgver letters (Form No. 44)

" Serve as monitor of the roster and the-returned questionnaires.

. Pick up the completed quedtionnaires each dai' and put them in a secure place. \

AR

r

- FACULTY/STAFF QUESTIONNAIRE TEAM PROCEDUR

Receive the following from the CPSS coordinator. o

A. chult.);/Staff Questionnaires (Forrﬂﬁo 4)

L8
Prepare a roster that lists the names of all facdlty/staff members who are to receive

questionnaires. -Include all full- and part-time teachers, counsélors, administrators,
psychologists, social worlgers, nurses, and all other specialists and supervisors.

J -

Paperlip toJeth:r a cove;' letfer (Form No. 4A) and a Faculty/Staff Questionnaire -
(Form N d 4) for each faculty/staff member on your roster.’

Place a Faculty/Staff Questio'rxnajre and cover lettef'in the mailbox of each faculty/ :"
staff member on your rester. - R i ‘ .

* . .
A. Set up a box or some other container to receive the completed questionnaires at -~
the collection point indicated in the Faculty/Staff Questionnaire cower letter.

B. ﬁAttach.the,roster to, or near to, the container so that faculty/staff members can
initial their names as they -turn in their questionnaires.
C TN

P

e o,

C. Help insure )hat faculty/staff members initial the roster next to their names s they
urn their completed surveys by stationing a member of the team near the box

t
- 2 tell.them or by placing a sign with those instructions on it near the box. .
A - L4

L

.One week after the distribution of the F‘aculW/Staff .Que;stionnaires, contact individually

the faculty/staff mémbers-who havesnot Jeturned their completed questionnaires. Give
each’of them another copy”of the questionnaire if necessary.

Two weeks after the initlal distribution of the Faculty/Staff Questiongaire, secure the

" completed quéstionnaires in a'sgfe place and allow only the individuals involved in

"B. Identify the containe'r‘wigh a label similar to the-eme-Hlustrated on the next page.

tabulating to have access to them.

s

A. Put all completed Faculty/Staff Questiorir)aires.in one container,

%

: v

Y
1 (3
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CAREER PLANNING SUPPORT SYSTEM
FACULTY/STAFF QUESTIONNAIRE

CONFIDENTIAL

-
[

(No. of questionnaires completéd)

S

>

(Date) s

C. Fill in the label with the appropriate information.

Notlfy the CPSS cootdinator of the completlon of the faculty/staff data collection ‘ .
effort and return to him/herall maténals including this procedural guide. Also glve .
him/her the completed Faculty/Staff QUestlonnan‘es ;




