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A

INTRODUCTION

-

The responses on the questionnaires
that you and the rest of the Nedds Assess-
ment Task Force collected are important to
your school’s career guidance program. But,
unfortunately, that information is not very
usable in its present form. Tabulating the re-
sponses and displaying them in a meaningful
way is now the job of the Needs Assessment
Task Force. Once this is completed you #will
have accomplished needs assessment for your
school and will have made it posstble for the
Steering Commiittee to set goals for the pro-
gram that are based on the sound information
on the tables.

Listed below are the,general tasks to be
completed during tabulation. -

1. Transfer questionnaire responses
to code sheets.

2. Add each column on each code
sheet and record the sums.

* 3. Transfer the sums on each code
sheet to the summary sheets.
"4 Total the summary sheets.
5. Compute percentages and sums
of rankings and transfer them to
nine tables.

** 6. Record all fill-in statements and _
¥ ,, comments and complete Table 47.
Proced ural Sections A-O of this gurde provide
detailed instructions for accomphshlng each

of these tasks.

Tabulation should be begun within one
week after the administration of Student Ques-
tionnaires—even though all of the Parent and
Graduate Questionnairesfnay not yet have been
returned to the school. All members of the task
force will begin tabulating Student and Faculty/
Staff Questionnaires until enough Parent and -
Graduate Questionnaires have been returned to

»

i

make it worthwhile to begin tabulating them.
The chart orr the next page shows how the

- tasks of surveying and tabulation can be inte-

grated during the same time period. The CPSS
coordinator will set the pace for tabulation and
you, in turn, will set the face for the students
you supervise.

The Steering Committee and/6r CPSS
coordinator has probably already decided who
will do the woyt‘ tabulation: the individuals
who surveyed gfudents, parents, grad uates,
faculty/staff, {nd parents as the Needs Assess-
ment Task Force; new members of the task
force; a math or other appropriate class; or
individuals with common blocks of time in
which to work. Because the recommended
way to accomplish tabulation is to have the
Needs Assessment Task Forée do it, the tabu-
lation procedures in this procedural guide are
written for that task force. However, théy can
be easily adapted to fit whatever grOup does
the work. ’

o

Organizing the Workers

It is important-to note (especially if you
served on the Needs Assessment Task Force
during surveying) that the group doing tabula-
tion is organized quite differently from the
way it was organized during surveying. During
surveying, faculty/staff members and students
formed teams, each of which dealt with only
one kind of questionnaire. During tabulation,
however, individuals doing the work may be- ,
come involved with tab ula%ing as many of
the four questionnaires as necessary. The |
only restraint on this technique-is that care -
should be taken to make sure-that persons
whao administered Graduate Questionnaires do
not tabulate Graduate Questionnaires. This is
important because, otherwise, confidentiality
of graduatk responses conceivably could be
compromised since Graduate Questionnaires
carry identif ying numbers used in the second
mail-out.

If the Steering Committee and/or the
CPSS coordinator have decided tousea

4
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NEEDS ASSESSMEL;NT . ’

.
day after administration

. Surveying .
Week
C
. Coordinator prepares ! —
materials and, 1 !
orients task force Tabulanon
Week -
Teams prepare Coordinator prepares
-materals materials
. Coordinator orients
‘1abulation supervisors ’
¢ 5 . All teamns administer : . | | | Tabylaton of Student
7 questionnaires e e ; 3 ! / Quertionnaire begins the

N ; Task force cannot move *
? ) . beyond Proc Sec A
- ”
Latt weék 10 accapt R
Student Questionggires Tabulation of Faculty/Statt
Parent Questionnaire Parent & Graduate
toliow up made 4 Questionnarres begins
Facuity/Stat follow Task force cannbt move
up made= . beyond Proc_Sec D “
. B Graduste follow up , - . 4‘ P
i made Task force can move from
Last week 10 accept Proc Sec A 1o other
' Perent & Faculty/ ¢ sections for tabulation
Statt Questionnarres of Student Questionnaires
- ° Task force can move
beyond Proc Sec D
tor tabulation of -
Parent & Facuity/Stett
. Questionnaires
L
: /
< Last week 10 accept
Graduatg Questionnaires A Tabulation continues
-, .
* -
( s ‘o -\\ . l L Task force can move
- . 8 - beyond Proc Sec D
’ ' ) “  tor tabulation of
- " Graduste Questionnaires
. * :
- . . —~—‘/ s -
Cgart_ showmgjan efficient integration of surveying and tabulation during the same time period.
(Dashed lines indicate points at which completed questionnaires can be passed to those doing
tabulation.) . .
2
. 2 .
Qo ’ 8
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computer to do some of the tasks of tabu-
lation, the caordinator will advise you
which tasks will still have to be done man-
ually by the task force. If your school is
not using computer, the first manual task
-to be done is the transferring of ques ion- ‘
naire responses to code sheets. For this

task, student members of the task force
should dividd into pairs and each faculty/
staff member, called tabulation supervisors,
should supervise two pairs of students. (If
you did not survey the ninth grade, one of
the faculty/staff menibers will supervise
only one pair of students.) After this task
is completed, it is no longer necessary for
the students to work in pairs and you prob-
ably will want to make some other arrange-
ment. In fact, as tabulatiotprogresses,
fewer and fewer work sheets are required
and therefore, you may find it desirable
and/or necessary to involve fewer people

in the tasks.

Things to Remember

Throughout tabulation there are four
rules to keep in mind. They are: (1) make
sure the students you supervise clearly un-
derstand each task they are performing, °
(2) make sure you and they follow the sug-
gested procedures, (3) make eertain that
confidentiality is maintained, and (4) make
sure the work is done accurately. -

Accuracy is particularly ing®tant in
tabulation because the results of tabulation
will be tHe basis upon which the Steering «
Committee will set goals for your school’s
new career guidance program. Even a small
error in tabulation could considerably alter
the direction of the program.

’
- ’

It is in your schgbl’s best interest for you
and the rest of the tdsk force to keep in the

.strittest confidence the information provided

on the questionnaires by students, graduates,
faculty/staff, and parents. Otherwise, those

individuals will not be likely to cooperate in

the school’s information-gathering efforts later. < -

A]t'hough the information collected during
surveying is not likely to be of a personal or ﬁ
sensitive nature, the respohdents were pro-

. mised confidentiality and there are tourteous

ways in which to treat such inforrgation. Here.
are a few suggestions that you should share
with the students you supervise. .
f
1. Do not discuss with anyone how a .

question was answered by a single .

individual, regardless 6f whether

you think yousknow the identity

of the individugi.

2. Do not try to guess who com-
pleted which questionnaire.

3. Do not leave your tabulation
work lying around, especially
if people not on the task force
may see it. J

Following the suggested protedures is
also important in CPSS because the proce-
dures are part of a system. Each set of steps
lays the basis for other steps that wil follow,
and this is certainly true for tabulation. By
following the procedures closely you can be
sure that the information dan be tabulated
correc%y and that important details will not

be overlooked. :
\

A,

. The procedures for tabulatlon begin an
the next page.

~ny
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'PROCEDURAL SECTION A*

Transferring Responses from Student Questionnaires
to Student Code Sheets (Items 1-22)

. 4 ~ ‘ !
L .

NOTE: This section outlines the procedural steps for. transferring responses to Student
Questionnaire items 1-22 to Student Code Sheets for easier computation. As
you read through or work through these procedures, refer often to the Example
Student Code Sheets, which are completed for hypothetical grades nme-twelve

—

° . . gy

Step1  Students should divide into pairs, deciding among themselves which of the palr will be
the ““caller” and which will be the “recorder.”

- -
«

A. The caller will call out loud the respondent’s answers on each questionpaire.

B. The recorder will use a pencil to write those answers on code sheets.

%

NOTE: Responses from Student Questionnaires from all grade levels may be transferred
Simultaneously asdong as a student pair is not ‘transferring responses from more -
‘than one grade level at any one time. This is to assure that responses from more
than one grade level are not transferred to'the same code sheet.

> e
f Step 2 “Each pair of students should receive a stack of filled«in Student Questlonnalres from one

_grade level, some blank Student Code Sheets, and four Example Student Code Sheet»s
" completed for hypothetical grades nine-twelve.

A. The responses from the first questionnaire will be recorded on row 1 of the code
sheet, those from the second questlonnaire on row 2, etc. -
‘ ' \ .
B.  Each eode sheet can handle responses from twenty-five qfestionnaires. (On t
Example Student Code Sheets responses from five respondents are recorded
- each grade level.)

~

NOTE: Rows go across the page; columns run from top to bottom. Items are
questlons on the questlonnaae

-

.

Step3 At the top af the first code sheet fill in the space for the grade level of the questionnaires
/ you havet

~ M ‘ 4
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»
Step 4 Transfer the response to item 1 on the first questionnaire in your stack to row 1 of the
code sheet. i
. ) ] ) .". N
. A. The caller calls out the item number and which box the respondent checked.
1. Foritem 1, the caller would call out either “1, yes” or “1, no” or “1, blank.”
":’ 2. See the note below for help in deciding how the respondent answered.
. -~ . .
B. The recorder writes the answer for item 1 in row 1 under column 1 of the code sheet.
’ ) . . ‘
1. If the callet said “1, yes,” the recorder writesa 1;if the caller said “1, no,” then
the recorder writes a 0; if the ca\ller sald “1, blank " the recorder does not‘write
| dnything on the code sheet. \ . '
2.~ On the:Example Student Code Sheet Jfor grade nine, the recorder has written a
1 m row 1 under column 1 because the first hypothetjcal questxonnarre showed
a ““yes” response to item 1. Q - -
NO ;!E: If the respondént has left\fhe item blank, the caller should say “blank.”
_ Yes No ’ B
4 - O 1. Have you learned how to explore your interests, abilities,
, B and values? .o ’, .
(Caller then says, “1, blank.”) . *
' . For all items but item 22 on the Student Questionnaire, if the respondent checks more
t'lan one box, the caller should also say “blank.” - - v - -
* Yes* No - L
‘ X K 1. Have you learned how to explore your interests, abilities,
Co and values?
- (Caller then says, “1, blank.”)
If the respondent writes something next to the box and it is difficult to determine -
what his/her answer is, the caller should also say “blank.” . '
. 7[,,. «% Yes . No > .
- lgl O 1. “Have you learned how to explore your interests, abilities,

and values?
(Here the caller says, “1, blank ”)

-» However, if the writing next to the box provxdes a clear answer, the caller should’go
ahead and call out that answer even though no boxes are checked.

J W Yes No ) ' . .
e (S 1. Have you learned how to explor&our 1nterests ab}htles

//’j . and valuaes? . .
”:}‘Q" J (Here the caller ﬁrs “1,no0.”)

7 t‘/}In ‘summary, when the answer is clear, call it out When it is not clear, when the item

' . is slmply not filled in, or when two answers are checked (for all but item 22) call out
* “blank.”




Step 5 Working with that same questlolinalre transfer the responses to items 2-21 the same way .
youdldxteml Lo o .

. 2
& T . ° S . ) LY

¥ " . . . v, ’. :
A -Reme'mber.a’rati;the answer for each item is recorded in-row 1 under the ¢olumn
: . whose nuwber is the same/s that item’s. )’ v

¢ - B. n the Example Student Code Sheets, the answers s for items 1-21 are flled in for
o five respondents (five rows) -

’

’

Y /

!

: Step6  Foritem 22 on that same questlonnaure., the caller calls out the number Of the item and ’
the letter of the hoxes checked by ‘the resp . TheYe rniiybe more than one box ‘
_ checked.
" A. Forinstance, if the respondent checked the box labeled b, the caller would call out
“22b.” If he/she checked boxes b and d, the caller would call out “22,band d.”
One exception to this procedure: if the respondent checked box e, the caller calls
. - out only ‘‘22¢” regardless of how many other boxes the respondent also checked. . » '
.For instance, if the resbondent checked boxes d, and e, the caller would say only
¢f22e ” . "
. , s -~ ' : PO
. B. If the respondent left all boxes blank, the ‘caller would say ‘22, blank.”
{ w . . £ | ¢ - N

-

Step7  Foritem 22, the recorder writes a 1 in row 1 of each column marked with the letter of
the response.

v
1

A. If the callersaid “22, b and f,” the recorder'writes alin ‘co‘fqmn b and a 1 in column
finrow 1 onthe code shéet. The other.columns are le]'ft’ blank. . w

B. - If the caller said “22, blank "’ the recorder draws a line on the code sheet from column

7 . athrough column f. .
C. 'The rec‘order never wﬁtes 0 on the code sheet for ite{n 22:- < ’
' . . . . © v ]

D. Onthe Example Student Code Sheet for grade nine, the recorder wrote al inrow 1 ,
under column ¢ gnd al in row 1 under column d because those are the boxes checked

\ " on the first. ‘hypothetical questionnaire.
)

L4
£

Step 8 Ignore items 23 and 24 of the questionnaire because they will be tabulated later. Write
an “X”" in the upper left corner of the questionnaire to show that you have completed it
and lay it aside. . ‘ ’

3

NOTE: You have now completed transferringwesponses from one Student Questionnaire. /«. / ’

Step 9 ,The caller should go on to the next questlonnalre in the stack and he/she and the recorder » /
* should repeat Steps 4-8 with this questionnaire and, one at a time, the others in the stack
. until all are finished. Remember that answers from one questionnaire go on one row of "
the code sheet. When you fill up one code sheet, begin another, making sure that you
write the grade level at the top of the code sheet. Do not transfer responses from more
» . 'than one grade level onto one code sheet. . e
4 . . . < N

AR
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Step 10 - After finishing all questlonnalres count ‘them, Make sure that the number of row§(not
. ’ columns) you have completed on all your code sheefs equals the number of questionnaires
., you’ve handled. If the number is not identical, you have made a mlstake and will have to
N o check yot1r work. Correct any mistakes before gOmg on‘

- ‘ A B . ]

Step 11 Gl e all materlals to your tabulatloq supe vigor.
)f ¥

s

" Step 12 Each~ tabulatlon supc-rvnsor should spot-check the work of tho he/she Is supervrsmg and

-t \ _ o~ ask them to correct any errors found ) . , .
% . . ¥ . .
T . Step 13 One supervrsor should separate by Qrade level all the Stud Code Sheets used by-all stu-
’ ‘dent.paits. In the upper right corner of each, are print he—wgrds Page __ “of .
.} - Number thé code sheets for grade nine, writing each pafe number in the space after the

“wotd “Page Then write the number of the last page you ntimbered in the space after
the word“‘of” on each sheet. Repeat thliprocess for each grade level of Student Code ’
Sheets T ' . ,
N ' o]
* Step 14 At the dlrectlon of the CP'SS coordinater and the tabulatlon superwsors help transfer

X respon{es from the Faculty/Staff, Parent, and Graduate Questionnaires (Procedural
. - Sections B, C, and D) or continue tabulating Student Quéstionnaires by followmg the
procedures outlmed in Procedural Sectmn E. . - N ’
. ‘ | ) . ’
N . )a
. = 71 s /
# P
. . .. . i
. . * 1 L 4 $
. ~ -~ j i" - ~
® ’ T .
. ’ \)
| A o
- s T L e
- ) \- ‘. S , -
- . ° . ’
- ' ~ ‘ .« .. \f\ ,

* ' ¢ 7 1 .
‘e - ‘ 3 ,
& T— ® -
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» : PROCEDURAL SECTION B-1 J ;
, 9 b ' ’I‘ransfel:rmg Responses from Graduate Questlonmures )
’ o , to Graduate Code Sheet 1 (Items 1-21 and 23) . o
» - _ Mo
* 3 [} . ' L . 1
I - g — 4
«| NOTE:

L
Thls section outlines the procedural steps for transferring responses to Gradixate

_ Questionnaire items 1-21 and 23 to Graduate Code Sheet 1 for easier computation.
Y . - This set of procedures is ve

p ry similar to Qrocedures for transferring Student Ques-
©,  tionnaires to Student Code Sheets (Procedural Section A). As you read through

. these procedures, refer often to Example Graduate Code Sheet 1, which is completed
for a hypothetlcal group ofGraduate Questionnaires.

. N 7
d ’

"Step1  Btudents should dmde into pairs, deciding among themselves which of the pair w1ll be the
“caller”’ and which w11| be the “recorder.”™ ¥

[y

-A. The “caller” will call out loud the respondent’s answers on each questionmaire.

- “B. The “recorder” will use a pencil to write those answers on Graduate Code Sheets 1.
LT ' - ) ' N :
Step 2 -Each pair receives a stack of Graduate Questionnaires, some Graduate &e Shiéets 1, and
v ' an Example GraBuate Code Sheet 1. §
. ‘
- A The responses from the first questionnaire will go on row 1 of the code shee(, those
. < - *from the second questlonnaue onrow 2,etc. .
- B l:.‘a'ch Gradu,ate Code Sheét 1 can handle responses from twenty-five Graduate Ques- -
tion AOn Example Graduate Code Sheet 1 responses from four hypotheacal
: uates aré recorded.

-

NOTE: Rowsgo across the page; coluqns run from top to bottom. Ims are questions
. ’
' on the questionnaire. .

»

1
T

v .

c vy
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Step 3 'I‘ransfer the response toitem 1 on the flrst questionnaire in your stack to row 1 of the
cdde sheet. K

- )
'

A. Tﬁ? caller calls out the item number and which box the re§nondent checked.
1. . Fof item 1, the caller would call out either “‘1, yes” or “1, no” or ““1, blank.”

+ 2, §ee the note below for helpln deciding how the respondent answered.

/ B. The recorder writes the answer for 1terh linrow1 under jolumn 1 of the first code
sheet.

4 ) . »

1. If the caller said “1, yes,” the recorder writes a 1;if the caller said “1, no” the
recorder would write a O; if the caller says “1, blank,” the recorder does nat
write anything on the code sheet.
) ) «
!
I 2. On Example Graduate Code Sheet 1, the recorder has written a 1 in row 1 under
: column 1. because the first hypothetlcal questlonnalre showed a “yes” response p

4 - to item™® . "
—~ - =

NOTE: "If the respondent has left the item blank, the caller should say “blank.” o -
* Yes” No -~ ’ :
v ] | 7’? 1. How to expl‘ore your interests, ablhtles and values, _

%
™ B (Callerthensays‘sl,blank.”) v ~ g ’

L4

. For all items but item 21 on,)he raduate Questionnaire, if the respondent checks r
- " more than one box, the caller shopld also say "‘blank AR .

Yes %
I lZl How to explore your mterests\a.kthtles and values .

(Caller then says “1, blank.”)

" If the respondent writes something next to the box and it is difficult to determme
what his/her answer is, the caller should alsb say “blank.” v . R

. Yes No * L~
/> 2d Iy O L How to exploreyour interests, abﬁétres and values.

(Here the caller says 1, blank.”) ’

- .
s A

v .

L

However, if the wﬁtmg next to the box provides a clegr answer, go ahead and call.out
the answer even though no boxes are checked. -

(Dolowt thevdYes  No .
w0y but Zil] = 1. . How to explore your mterests abilltles and valfes. R

t hoan (Here the,&aller says “l,no. ) . ' ] ..l / ;.i%

. b : -~ A
- In surnma.ryy when the'answer is clear, call it out. When lt is not clear, when the item e LT

is simply not filled i in, or ‘when two answers are ﬁhecked (for all but item 21), call out ’
“blank 7

-~ wt

s )
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Step4  Working with that same g ﬁue transfer the responses to items 2 20 in the same
way you did 1tem 1. y
- A. Remember. that the answer for each item is recorded in row 1\under the column
whose number is the same as that item’s. ' .
]
‘ . B. On Example Graduate Code Sheet 1, the answers for items 1,20 are filled in for
four respondents Qfour rows). ‘ —
.
. Step5 Foritem 21 dn thaf same questionnaire, the caller calls oiit the number of the item aghd
the letter of the- boxes checked by the respondent. There may be more than one box
checked. -
ﬁ A. : For, mstance if the respondent checked the box labeled b, the caller would cal ' :
. . “21b.” If he/she checked boxes b and d, the caller would call out “21b and “
. One exceéption to this procedure:~If the respondent checked box e, the caller calls
out only ““21e’” refardless of how many other boxes the respondent also checked.
For example, ﬁmresponﬂent checked boxes d, f, and e, the caller would say only
“21e” o ..
- - - ‘B. Ifthe respond\ent left-all boxes blank, the caller would say “21 blank ” 6
L 3
Step6  Foritem M, the recorder writes a 1 in the frrst rowﬁ each column marked with t\’
X letter of the response. . S

. .

A. Ifthé caller said “21 b and f,” the recorder writes a 1 in column b andal lrf column
finrow1 on the code sheet, The other columns are left blank. ’

\ : - .
B. ' If the caller said ““21, blank,” the recorder draws a line on the code sheet from
c(‘)j,lu,mn a t‘hrough column f. [ )

C.. The recofder never writes 0 on the code sheet for item 21. L -

. D. Onthe Example Graduate Code Sheet 1, the recorder wrote a 1 in row 1 under
L4 columnb and a1 iﬁrow 1 under column d because those are the boxes checked
on the first hypothetical questionnaire. . M

Step7  Ignore item 22 for now, and do item 23 as you did jtem 1.
A
Step 8  Ignore item 24 because it $nd item 22 will be tabulated later. Write an “X” In the upper
left corner of the guestionnaire to.show that you have completed it and.lay it aside.
-~ . . . . ) ‘\ \, L

‘ \ NOTE: You have now _cé‘mpleted thansferring responses frcm one questlonnan'e. . ;

Step9  The caller should go on to the next questionnaire 1/n the stack and he/she and the recorder’
- should repeat Steps 3-8 with this questionnaire and, one at a time, the others in the stack - |
until all are finished. Remember that answers from one questionnaire go o1 one row of ‘ |
" the code sheet. When you fill up one code sheet, begm another. - : |

..




. /

Step 10 Once you have completed all the questionnaires in your stack, eount them and make sure
that the number of rows (not columns) you have completed on all your code sheets equals
the number of questionnaires you’ve completed. If the number is not 1dent1cal you have
made a mistake and will have to check your work. Correct any mistakes before going on.

<

Step 11 Give all materials to ybur tabulation supervisor.

”» .

Step 12 Each tabulation supervisor should spot-check the work of: those he/she is supervising and

e ask them to correct any errors found. .

Step 13  One supervisor should stack together all Graduate Code*Sheets 1 that have been used by ..
all student pairs. In the top right corner of each are printed the words: Page of

. Number the'sheets from the top, writing each page number in the space-after “the'word -
“Page Then write the number of the last page you numbered in the space after t?)e WOrd

‘of” on each sheet . -

» ’ o
i} i . L)

Step 14 At the direbtion of the CPSS coordinator and the tabulation supervisors, help transfer .

responses from Graduate Questionnaires to Graduate Code Sheet 2 by following the
steps in Procedural Section B-2.
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_PROCEDURAL SECTION B-2 K

'\ . Ttansferring Responses from Graduate Questionnairee ' ot
ta: Graduate Code Sheet 2 (Item, 24)

-

S

P ]

. — '

NOTE: This section outlines the procedural steps for transferring responses to Graduate
Questionnaire item 24 to Graduate Code Sheet 2 for easier computation. As you
read through these procedures, refer often to Example Graduate Code Sheet 2,
which is compl?eted for a hypothetical group of Graduate Questlonnan'esa

,..J ' v,

Step 1  Students should divide into pairs, deciding-among themselves Whlch of the pair will be
. the “caller” and whlch will be the “recorder.” *~

i,
A The caller will call out the respondents answers on each questlonnahe

B. The recorder will use pgncil to write thosetanswers on cade sheets.

Stf:y 2 "Each palr‘tedewes a stack of G:aduate Questionnaires, some Graduate Code Shaets 2,
¢ R and an Examplg Graduate Code Sheet 2. -

A. The respdﬁées from the fxrsthuestlonnaue will go on row 1 of the code sheet, those
"-‘ from the second queatlonnaue onrow 2, etc.
B. - Each Graduate Code Sheet can handle respores from 125 Graduate Questlonnau'es
On Example Graduate Code Sheet 2, , Yesponees from four hypothetlcal graduates are
recorded.

—— - -
RN : T .
N .

\ . o - J

;

NBTE Rows go across the page; columns run from top to bottom. Items are questions -
on the questlonnau'e

'
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A . . .

Step 3 Transfer the response‘t*o ifem 24, area I on the first questlonnalre in,your stack to row 1 ,
-of a code sheet. . ) - - ‘

A. The caller calls ot the area number and the rank assigned by the respondent..

1. For area |, the caller would call out either “I, l or“l, 2 or “I, 3, or “I, 4,”
or “I5,”or “I, blank.” - .
4 3

2. See the -note below for help in decldmg how the respondent answered

B. The recorder writes the answ for area I ih row 1’under column I of the first \
' Graduate ,Code Sheet 2. - & / ' .
N ' A . P ' . [
1. If the caller sald “I,1” the recorder writes a 1; if the caller says*I, 2" the
\ recorder writes 92 etc. 'If the caller said “I, b!ank the recorder.does not write

anythmg on the code sheet. ' <
— o2 On‘Example Graduate Code Sheet 2, the retorder has written a 1 in row 1 under
* . column i for the fisst hypothetical questlonnalre . . o
3
- 4 e , * 1

) NOTE: If the respondent has left the ‘area blank on the questlonnaire the caller al’io sh uld

e | - say “blank” if the respondent writes more than one number in the rank spacé{lf'

’ the answer is not clear. : . .
.- . ’ N . ¥ - , « Eall

-

. Step4  Repeat Step 3 to transfer the responses to areas II-V to the.code sheet. On Exam
" Graduate Code Sheeét 2, the ranks for areas I- V are fllled in for fourhypothetrcal spon
¢ . dents (four rows). | e :
‘. . ’ . .

L >

. ¢

NOTE\& ou have now cohrpleted transfemng the response to item 24 from one

aduate Questionnaire, . , ¥
» * , n [ - 3 ¢
’ v 7 Y hidl ;
' ) B \ N / ’ ‘ ) A \
- Step5  Write a plus (+) in the upper left corner of thegquestionnaire to show you have compIeted
v itand layitaside. . .. . - . .
T 4 - ' 5 -

Step6  The caller.should go on' to the next questionnaire in the Etaék and he/she and the recorder
should repeat Steps 3, 4, and 5 with this questionnaire and, one at a trme the others in
_ the stack untll all are fmlshed When you fill up one code sheet, begih another. -

.

Step 7 " Once you have completed all the questionnaires in your stack, count them and make sire

i + _ that the number of rows you have vompleted, on all the code sheets equals the number of
> * questionnaires whose response to item 24 you have transferred, If the numbers are not
=identical, you have made a mistake and will have to check yéur work Correct any mis-
takes before goingon. . ) |
. N ’ R
; ¢ v
, / - ‘ 13 19 , . g o
s . ~ .‘ ’ : -L‘ /




N N - 5

Step 8" Return all'materials to your tabulatio/n supervisor. - .

Each tabulation supervisor should spot-check the work done by. those he/she suQervises
and ask them to correct any errors founds

Step 9

Step 10 - One supervisor should stack together all Graduate Code Sheets 2 that haye been used by
*, all student pairs. In'the top right corner of each are printed the words: Page__
Number the sheets from the top, writing each page number in the space after the word
“Page.” Then wrlte the number of the last page you numbered in the space after the
word “of” on each sheet, - . C

Ste[?.ll At the direction of the CPSScoordinator and the tabulation supervisors, help transfer

of .,

s - responses from the Faculty/Staff and Parent Questionnaires (Procedural Sections C and *

'D) or continue tabulating Graduate Qu,estlonnalres by following procedures -putlined in
Procedural Section F.

B

. "1 R0

~

hid
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PROCEDURAL SECTIONC

Transferring Responses from Faculty/Staff Questionngires
to Faculty/Staff Code Sheets (Items 1and 2) <

[ . _

-

/
NOTE:

Thls section outlines the procedural steps for transfemng responses to
Faculty/Staff Questionnaire items 1 and 2 to Faculty/Staff C

L3

e Sheets for —

LTI of Faculty/§taff Questionnaires.
A ) .

’ Step 1

. - easier computation. Asyou read through these procedures, refer often to the
Example Faculty/Staff Code Sheet, which is completed for a hypothetical grodp

s

w
N )

~
[} . ,

[

| the “caller” and which will be the “recorder ”e
/

/ A.  The caller will call out the respOuuents ahswers on each questionnaire.”

i
[ N

'B. The recorder wiil use Encrl to write those answers-on code sheets

Steﬁ 2 " Each pair rectives a staék of Faculty/Staff Questlonnan'es some Faculty/Staff Code
. / Sheets, and an Example Faculty/Staff Code Sheet.

5

A. The responses from the first questlonnalre wrﬂ go on row 1 of the code sheet,

- those from the second questlonnane on row2, etc.
L 3

o #

B. Each Faculty/Staff Code Sheet can handle responses from fifty Faculty/Staff .

Students shoyld divide into pairs, deciding among themselves whlch of the pair will be

-

J - Questionnaires,
n A ' - - v .
/ TN
NO’TE: Rows go across the.page; columns run fyom top to bottom. Items are questlons

on the questlonnau'e ’

N i . v
\

~
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Step 3  Transfer the response to item 1, area I on.the first questionnaire in your stack to row 1 |
of a code sheet. .o A . i

- .
. . A. ‘The caller calls out the area number and the rank,assjgned by the'respondent. -
v ) 1." For area I the caller would call out either “I,1” or “I, 2” or “I 3"or“1,4” -

. or “1,5” or “I, blank.” . 5 _ A

-

’

2.  See the note below for help in decxdmg how the respondent gnswered. ' |

-B. The recdrder writes the numoer for area I'in row l under column L of the first code
sheet. ’ A
’ .
. .
1. If the caller said “I, 1,” the récorder writes a 1,\if the caller said “I, 2,” the -
’ . recorder writes a 2, etc. If the caller said “L, blank,” thb recorder does not .
write anything on the code sheet.

2. On the Example Faculty/Staff Code Sheet, the recorger has written a 2 in row
1 under column ] for the first hypothetical qUestlon aire,

<

- -
NOTE: If the respondent has left the area blank on the questlonnalre the caller should say

“blank.” The caller also should say “Blank’"if the respondent writes more than
one number in the rank space or if the answer is not clear.

Step4  Repeat Step 3 to transfer the responses to areas II-V to the code sheet. On the Example .
Faculty/Staff Code Sheet, the ranks | for areas |-V are filled in for four hypothetical re-
spondents (four rows).

L4
¢

L ' -~

~ )
NOTE: You have now completed transferring one person’s responses to item 1 of the -
Faculty/Staff Questionnaire to the Faculty/Staff Code Sheet.

e . . - J
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Step Transfer the_response to item 2 (General Need) on the first questionnaire to row 1 under
the column labeled “General Need” on the code Sheet. r
b / ) .. . ’
A." The caller calls out “General Need” and which box the respondent checked.
1.  The caller will call out éitﬁer “General need, yes¥ or ‘General need, no” or
“General need, blank.” '

L +

’ " 2. Seecthe note below for help in deciding how the respondent answered.’
: .

o

B. 1 ~recorder writes the answer for item 2 on the code sheet in row 1 under the
co.,umn labeled #neral Need.

1. ,If the galler said “General need, yes,” the recorder writes a 1; if the caller said
wm. e+ “General need, no,” the recorder writes a 0; if the caller said “General need,
blank.” the recorder does not write anything on 'the code sheet.

h

2.  Onthe Lxample Faculty/Staff Code Sheet the pgcorder has written a 1 on the
code sheet in row 2 under the column labeled General Need.

J

NOTE: If the respondent has left the item blank, the caller should say “blank.”” The caller
also should say “blank’ if the respondent checked more than one box.
‘Yes No . . ' S
(] 2. In'general do you think it is important for high schools td
. help students to choose and plan for the type of career they
want and the training and/or education that it requires?

L]

(Caller then says, “General need, blank.”)

If the respondent writes something next to the box and it is difficult to determine
what his/her answer is, the caller also should say “blank.”

i . Yes No° ' .
o O ] 2. I.rfgeneral do you think it is important for high schools to
g ' help students to choose and plan for the type of career they

- want and the training and/or education that it requires?

(Here the caller says, ‘“General need, blank.””) .

T .
L} If the writing next to the box ‘vides a clear answer, go ahead and call out the
, « , o« swer. .
o _Yes. No g
‘ M/‘“ . [:] 2. In deneral do you think it is important for high schools to
X Lkt wﬂ“ . , help students to choose and plan for the type of cateer they
' . .. want and the training and/or e’duczﬁon that it requires?
. (Hére the caller Ysays,\“G?neral need, no.”)
. I;l summary, when the answer is clear, call it out. \i]hen it.is not clear, when more ..
. ] than one box is checked, or wherr the item is simply not filled in, call out “blank.”
. ] \\
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.

Step 6 - Ignore Item 3 because jt will be tabulated later. Write ari “X’" in the upper left coyner of

the questionnaire to'\sifw that you have completed it ans lay it aside. . -
A j - | S . - . /
ot NOTE:  You have.now gompleted transferring the responses to items 1 & 2 from one /
. . Faculty/Staff Questionnaire. ) : /

7

]
4 /

/

Step 7 The caller should go on to the next guestionnaire in {he stack and he/she and/the recorder-
« . should repeat Steps 3-6 with this questionnaire and, one at a time, the other§ in thé stack
until all are finished. When you fill up one code sheet, begin another. * |
: 4

[ Step 8  Ofice you have completed all questionnaires in your stack, count them am/ make sure
. * that the number of rows you have completed on all the code sheets equals the number
PR of questionnaires that you have completéd. If the numbers are not iden ical, you have
/- - made a mistake and will have to check your work. Correct any mistakes before going on.
. ) /
Step 9‘

Return all materials to your tabulation supervisor. .

B
.
- . / . e

Step 10  Each tabulation supervisor should spot-check the work done by those l}'e/she supervises

F)

and ask them to correct any errors found.

Step 11  One supervisor should stack together all Faculty/Staff Code Sheets that have been used
by all student pairs. In the top right corner of each are printed the words: Page . of )
. Numberghe sheets from the top, writing each page number in the space after the
word “Page.” Then write the number of the last page you numbered in the space after
the word “of” on each sheet. ) ’ A
. _ Step 12 . At the direction of the CPSS coordinator and the tabulation supervisors, help transfer

: responses from the Parent Questionnaires (Procedural Section D) or continue tabulating

Faculty/Staff Questionnaires by following procedures outlined in Procedural Section G.

iy
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PROCEDURAL SECTION D - -

Transferring Responses from Parent Questiénnaires
to Parent Code Sheets (Items 1 and 2)

- NﬂTE: This section outlines the procedural steps for transferring parent responses to

) Parent Questionnaire items 1 and 2 to Parent-Code Sheets. These procedures are

-exactly the same as the procedures for transferring data from Faculty/Staff Ques-
tionnaires to Faculty/Staff Code Sheets (Procedural Section C). As you read
through ghese procedures, refer often to the Example Parent Code Sheet.

%
¢ 3

N . - N N
o Stepl  Students should divide into pairs, deciding among themselves whicl?-of the pair will be
.-  +  the “caller” and which will be the “recorder.” J

A, T\he caller will call out.the respondents’ answers on each questionnaire,
’ B.  The recorder will use a pencil to write tHose answers on code sheets. . '
Step 2 Rach pair of students rece;' es a stack of Parent Questionnaires, some Parent Code Sheets,
' and an Example Parent Code Sheet. , ’

A. The responses from the first questiofinaire will go on row 1 of i:he,code sheet, those
v from the second questionnaire on fow 2, etc. B

B. Each Parent Code Sheet can handle responses from fifty Parent Questionnaires.

4 a
N
NOTE: Rows go across the page; columns run from top to bottom. Items are questions
, " on the questionnaire. \ '
" ;. o R ./‘\ . /—'\
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> Step 3 Transfer the respense to itern l area I 8n the first que§tlonna1re in your stack to row 1
of a code sheet. .

A. The caller calls out the area number and the rank .assigned by the respondent.

1. For area |, the caller would ‘call out either “I;1” or “1, 27 or “I 3” or “1, 47
or “I,5” or “I, blank.” , . r - AN

%
' 3

.2, See the note below for help, in 'deicidin'g how the respondént,answered.

s B.  The recordgr writes the number for area I in row 1 under column Iof the first
- " code sheet -
: ]
1. lf the calle; said “I, 1,” the recorder writes a 1; if the caller said “I, 2, the
recorder writes a “2,” etc. If the caller said “I, blank " the“r@order does’not
. write anythmg on the code sheet.

o

J.\

2. Onthe Examﬂe Parent Code Sheet, the recor‘&er has written a 4 in row 1 urider

column I for theé first questionnaires. —~
) . <

L )

3

——

,1,

NOTE:

If the respondent has left the area blank on the questlonnalre, the caller should

say ‘“‘blank.” The caller also should say “blank” if the.requndent writes more
than one number in the rank space or if the answer is not clear.

3

Step 4

Step 5

Repeat Step 3 to transfer the responses to areas II-V to the code sheet. On the Example
Parent Code Sheet, the ranks for areas I-V are filled in for four hypothetical respondents

(four rows).

Transfer the response to item 2 (General Need) of the first questionnaire to row l.under
the labeled “General Need” on the code sheet.

A. The cnller calls out “General need” and which box the respondent checked. 1

1. The caller will call out either “General need yes” or “General need, no” or -
“General need, blank.” -

2.  See.the note on the next page for help in deciding how the respondent answered.

B. The recorder writes the answer for item 2 on the code sheet inrow 1 under the column

labeled “‘General Need.” .

. ) A ‘ ]

1. If the caller said “General need, yes,” the recorder writesa 1; if the caller said

’ “General need, no,” the recorder writes a 0; if the. callersaid “General need,
blank,” the recorder does not write anything on the code sheet.

2. On the Example Parent Code Sheet, the recorder has wrif;ten a 1 on the code
sheet in row 1 under the column labeled *“‘General Need.”

r .20 : \/l
26
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3

NOTE: If tlle respondent has Jeft the item lank e caller will say ‘‘blank.” The caller also
should say ‘‘blank” if the responde checked more than one box.

' N -
. . Yes - "+No ’ - N\
) 2. In general, do you think it is important for high schools to .
help students choose and plan for the type of career they
' ' (“ want and the tramlng and/or educatlon that it requires?

(Caller then says, “Geéner JI need, blank ”) S
' / ¥f the respondent wntes something nWG the box and it is dlfflcult to determme -
,  what his/her answer is, the caller shouf® also say “blank.” { , -
Yes No .
, , . Q‘ O 2. In gdleral, do you think it is important for high schools to’ .
ol help students choose and plan for the type of career they * ° -
} . want and the training and/or education that it requires? - .
AW : (Here the caller says, “General need, blank.”). n .
. If the writing next to the box provides a clear answer, go ghead and call’out the )
¢ et answer, . . , ‘ - s
- v . . g
: ,,;’0’/ Yes No i
! , /“ "Wl . + 2. In general, do you think it is important for high schools tol
,w M help students choose and plan for the tﬂ)ﬂf career they
want and the training and/or-education that it requires?
-»> - » -
‘or
- (Here the caller says “General need no.”) ~ )
—
b In summary, when the answer is clear, call it out When it is not clegr, when more < -

than one box is ch&ked, or when the ltem is simply not filled in, out “blank.”
‘

L . -

. .
M " kY
- Te
g , . B . \‘
3 A .

-Step6  Ignore Item 3 because it will be tabulated later’ “Write an “X” in the upper left corner

s . of thesurvey to show you have completed it and-lay it aslde B
, . ‘ .
’ N _ P - -
= | N T
. | NOTE: You haw‘now completed transfen'mg the resbqrjses to 1tems 1 & 2 from one Parent
- Questionnaire. . .
/ v ‘ - : -
‘I-QTJ - s ., L *
i Ve . + .. } ) P -
.2 Step7  The caller should go on to the next ques inaire in the stack and he/she and the recorder ¢
ek should repeat steps 3-6 with this questio e and one at a tlme., the others in the shck
‘ until all re finished. When you flll up one code sheet, begin another. . A
P . ) . )
- ’ ’ e N ‘,
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Step 9

Step 10

Step 11

Step 12

ER

Once you have completed all the questibnnaires in your stack, .count them and make sure
that the number of rows you have completed on all the code sheets equals the number of
questionnaires that you have completed. If.the numbers are not identical, you have made

‘a mlstake and will have to check your work. Correct any mistakes before gomg on. .-

Return all materials to your tabulation supervisor. ¢

Each tabulation supervisor should spot-check the work done by those he/she supérvises
and ask them to correct any errors found.
‘One supervisor should stack together all Parent Code Sheets that have been used by all
studenf paifs. In the top right corner of each are printed the words: Page ____ of .
Number the sheets from the top, writing each page number in the space after the word
“Page.” Then write the number of the last page you numbered in the spate after the
word “of” on each sheet.

+

At the direction of the CPSS coordinator and the tabulation supervisors, Melp with other
tabulatiort tasks or continue tabulating Parent Questionnaires by following proced ures
-outlined in Procedural Section H.

d
-



- PROCEDURAL SECTIONE ~ *-
Adding the Counts on Student Code Sheets

' 7
.Y : d Al

—~4

w - —

NOTE: This section outliné the procedural steps for adding, on each codg sheet, the
total “yes,” “no,” and “blank” responses to Student Questionnaire items 1-22.

<

-

Receive fxlled-ouft Student Code Sheets and group them by grade level. Recewe also
Example Student Code’Sheets grades nme—twelve -, )

Count the number of 1° g2 0’s, and blanks in the fn'st column (item 1 of the first pode

sheet) ', P .

A. First count the number of 1’s in that column and record that number in the total
row for 1’s at the bottom of the first code sheet. (On the Example Student Code
Sheet for grade nine, there are three 1’s in column 1. That number [3] is recorded
in the total row for 1’s under column 1 at the bottom of the code sheet. )

Then count the number of 0’s in that column and record that number in the total
row for 0’s at the bottom of the first code sheet. (On the Example Student Coda
Sheet for grade nine, there are two 0’s in column 1. That number [2] is recorded
in the total row for “0’s” under'column 1 at the bottom of the. code sheet.)

Count the number of blanks in that column and record that number in the total
row for Blanks at the bottom of the first code sheet/(O'n the Example Student

. Code Sheet for grade nine, there are no blanks in ¢olumh 1:- Therefore, zero [0]
is recorded. in the total row for Blanks under column 1 at the bottom of the code
sheet )

\
Step 3 Repeat Step 2 for items 2-21 on the first code sheet. (Refer to the Example tudent Code
Sheet for grade nine for these items also.) .

864‘\ Count the number of 1s in the column 22a and record that number in the total row for
1’s 4 the bottom of the first code sheet. Do the same for columns 22b through 22f.
There should be no 0’s to count in these columns. (On the Example Student Code Sheet -
for grade pine, there is only one 1 in column 22a. So that. number 1} is placed in total
row for I"s under column 22a at the bottom of the code sheety In columns 22b and -22f
there are no 1’s, 50 a zero [0] is placed in the totalrow for 1’s under those two columns :
at the bottom of e code sheet. In column 22¢,there are two 1’s, so that number [2]
‘is placed in the tofal row for 1’s-under column 22c at the bottom of the code sheet.
‘Similarly, the fumber of 1’s in the columns 22d and 22e are placed in then' appropnate

., spacesat the ttom of the sheet ) - Do - e




Step5 . Next, count the number of lines drawri from columns 22a through 22f and write that
number in the total ow {one space) for Blanks at the bottofn of the first code sheet.
(On the Example Student Code Sh#et for grade nine, there/is only one line drawn from
22a through f, so that number [1] is placed in the total row for Blanks at the bottom of
the code sheets.) Remember that for this item' the number you write in the total row
for Blanks should reflect lines drawn t'rom columns 222 through 22f—not blank spaces
in the columns. : ’

Step 6  Inorder to prevent possible errors, double-check the totals for each column. Make sure
" that, for éach column except for columns 22a-22f, the grand totals of total-1’s and total
0’s and total blanks add up to the total number of res sa#ecorded on the code sheet.
(On the Examplé Student Code Sheet for grade nine, there are three 1’s, two 0’s, and zero
blanks in column 1. Three and two and zero add up to five, which is tlle total number of

= respondents recorded on-the code sheet in that column.
t

NOTE: You have'now completed the cdunts for one code sheet.”

wh L ) .
5 .

Step.7  Repeat steps 2-6 for each code sheet you have taking care to keep, the code sheets
separated by grade level. .

) Step 8 Retum all materials to your tabulation supervisor.

Step9  Eachtabulation supervisor should spot-check the work done by those he/she supervises .
and ask them to correct any errors found. . )

Step 10 At the direction of the CPSS coordinator and the tabulation supervisors, help with other
tabulation tasks or continue tabulating Student Questlonnau'es by following the proce-
dures outlined in Procedural Section I.




PROCEDURAL SECTION F-1
Adding the Copnts on Graduate Code Sheets 1 C

Tl »

Yy r ry
NOTE: This sectjon outlines the procedural steps for adding, on each Graduate Code -
Sheet 1,the total “yes,” “no,” and “blank” responses to each questionnaire
item. Note that these pi'ocedures are very similar, to the procedures for adding
the counts pn Student Code Sheets (ProceduraI Section E). .

.

. Step1 Receive filled-out Graduate Code Sheets 1 and an Example Graduate Code Sheet L
g __~
Step 2 Count the number of 1, 0’s, and blanks in the first column (Item 1) of the first code
sheet.

A. First count the number of 1’s in that column and récoid that number in the total *
, row for 1’s at the bottom of the first code sheet. (On the Example Graduate Code
¢ ) Sheet 1, there are three 1’s in column 1. That number [ 3] is recorded in the total
,' row for 1’s under column 1 at the bottom of the code sheet.)

B. Then count the number of 0% in that column and record that number in the total
row for O’s at the bottom of the first code shebt. (On tie Example Graduate Code
y Sheet 1, there is one 0-in column 1. That number [1] is recorded in the total row
» for0’s under column 1 at the bottom of the code sheet. )

C. < Count the number of blanks in that column and record that number in the total
row for Blarks at the bottom'of the first code sheet. (On the Example Graduate
Code Sheet 1, thete is no blank in column 1. Therefore, zero [0] is recorded in
the total row for Blanks under colump 1 at the bottom of the code sheet.)

Step 3 Repeat Step 2 for items 2-20 and item 23 (right mo;t/b/lumn on the page) on the first
. code sheet. (Refer to the Example Graduaté Code Sheet 1 for these items also.)

Step 4 ~Count the number of 1’s in the column 21a and record that number in the total row for
1’s at the bottom of the first code sheet. Do the same for/columns 21b through 21f.
There should be no 0’s to count in these columns. (On the Example Graduate Code,
Sheet 1, there is only one 1 on columm21a. So that number [1] is placed in total row
for 1’s under column 21a at the bottom of the code sheet. In column 24b there are two
1’s, so that number [ 2] is placed in the total row for 1’s under that columfi at the bottom
of the code sheet. For column 21c, there is one 1, so that number [1] is placed in the
total row for 1’s under column 21c at the bottom of the €ode sheet. Similarly, the num-
ber of 1’s in columns 21d, 21e, and 21f are placed in their respective columns in the total
row for 1’s at the bottom of the code sheet.)

- + . ~
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gtep 5  Néxt, count the number of lines dtawn from columns 22a through 22f and write that
number in the total row (one space) for the Blanks at-the bottom of the first codL sheet
- under item 21. (On the Example Graduate Code Sheet 1, there is no line,drawh from
S B through 21f so that number [0] is placed in total row for Blanks at the bottom of
the code sheet.) Remember that for this item the number you write in"the total row for

Blanks should reflect lines drawn from columns 21a through 21f—not blanik spaces in
the column, ) . . .
. \ .

Step6  In order to prevent possible errors,:«double-check the totals for each column. Make sure
. that, for each column except for columns 21a-21f, the grand totals of total 1’s, total O’s,

and total Blanks add up to the total number of responsesrecorded on the code sheet.

(On the Example. Graduate Code Sheet 1, there are three 1’s, one 0, and no blanks in
column }. Three and 1 and 0 add up to 4, which is the total siumber of responses (rows)

. retorded in column 1 on the code sheet.) |

. (4
3 .

NOTE:  You have now completed the counts for one code‘sheet‘.

Step 7 Repe';lt' Steps 2-6 for each code sheet you haye.

Step 8 B Returp' all materials to your tabulation supervisor. -

v .

. and ask them to correct any erfors found. - »

Stepd  Each tabulation supervisor Eh?&ﬂ spot-cl;eck the work done by those H‘e/she ;uperVises y

Step 10 ' “At the direction of the CPSS\.oordina-to; and tmtllatien supervisors, continué taBWat-

3 .
+

ing Graduate Questionnaires by the procedures outlined in Procedural Section

26
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. PROCEDURAL SECTION F-2 ‘
Adding the Counts on Graduate Code Sheets 2 ‘
- . g ’ )

.
. L

NOTE: This section’outlines the procedural steps for adding, for each Gradllate
\/ Code Sheet 2, the sum of ranks assigned to each career skill area.

A T~

T

-

!

Step.1  Receive filled-out Graduate Code Sheets 2 and Examp Graduate Code Sheet 2,

i

Step 2 Record the ranks in the first column (I} in the first (left-most) set of twenty-five rows on _

-

the first code sheet

A.  Add all the numbers in column I and write that sum in the Sum of Ranks row under
the first column at the bottom of the first codé&sheef. (On the Example Graduate
Code Sheet 2, there are four ranks in column 1. The sum of ‘ranks for column I
equals the sum of the four ranks, 1+2+3+4=10. Therefore, the number [20] isre-
corded in the Sum of Ranks row pnder column [ at the bottom of the code sheet.)

B. Countglso the number or responses recorded in column I in the first (left most) set
of twent'y\frve rows on that code sheet.” Record that number in the Number of Re-
- spondents'sow at the bottom of the code sheet under column 1. (On the Example
Graduate Code Sheet 2, four responses are recorded in column I in the left-most set
. of twenty-five rows. Therefore, that number [4] is recorded in the Number of Re-
spondents row under column I at the bottom of the code sheet. 2

Step 3  Repeat Step 2 for columns II-V in' the first, (left-most) set of twenty-five rows on the first

code sheet. (Refer to the Example Graduate Code Sheet 2 for these columns also.)

Step4  If there are more than twenty five respondents recorded on the code sheet, repeat Steps

2 and 3 for the other sets of-twenty-five rows recorded on the first o6de sheet (Note
that one Graduate” Code Sheet 2 can record 125 respondents.)

) - ) .

NOTE: 1}ou have novﬁompleted the counts for one code sheet,
. .

Step 5  Repeat Steps 2-4 for each Graduate Code\Sheets 240u have.

i
! [§

- -. N i A 1

\-

Step 6  Double-check your work to prevent any possible error and make any necessary corrections.

Step 7  Returgggll materials to your tabulation supervisor.

-~
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Each tabulation supervisor should spot-check the work done by those he/she supervises
and ask them to correct any errors found. . .

At the direction of the CPSS coordinator arfd the tabulation supervisors, help with other

tabulation tasks or continue tabulating Graduate Questlonnalres by following the proce-
dures outlined in Procedural Section J.

Y

1




. PROCEDURAL SECTION G

Adding the Counts on Facﬁlty/Staff Code Sheets .

“ Id

NOTE: This section outlines the procedural steps for adding, on each Faculty/Staff

Qd‘e Sheet, the responses to Faculty/Staff Questionnaire items 1 and 2!

,Step 1

Sten 2

M v

7
Rece'&eLilled-out Equlty/Staff Code Sheets and the Example Faculty/Staff Code Sheet.

For item 1, record the ranks in column I in the left set of twenty-five rows on the first

code sheeL .

A. Add the numbers in column I and write that sum in the Sum of Ranks row under
column I at the bottom of the first.code sheet. (On the Eﬁnple Fagulty/Staff
Code Sheet, there are four ranks in column I. The sum of ranks fo ‘column I equals
&he sum of the four ranks, 2+3+1+2=8. Therefore, that number }8] is recorded in
the Sum of Ranks row under column I at the bottom of the coghe sheet.)

3 .

B. Count the number of responses recorded in columin I in the left set of twenty-five
rows on that cpde sheet. Record that number in the number of Respondents row’
at the bottom of the code sheet under column I. (On the Example Faculty/Staff
Code Sheet, four responses are recorded in column I in the left set of twenty-five
rows. Therefore, that number [4] is recorded in the Number of Respondents row .
at the bottom of the code sheet under column 1)

Repeat Step 2 for columns II-V in the left set of twenty-flv'éfrows on the first code sheet

(Refer to the Example Faculty/Staff Code Sheet for these areas also.)

-For item 2, record the number of 1’5, 0’s, and blanks in the General Need column in the

left set of twenty-five rows on the first code sheet.

A. First count the number of 1’s in the General Need column and write that number in
the total row for 1’s at the bot§om of the code sheet. (On the Example Faculty/Staff
Code Sheet, there are four 1’s i§ the General Need column. That number [4] isre-
corded in the total row for l s under the General Need column at the bottom of the’
code sheet.) - ’

B. Then count the number of 0’s in the General Need column and record that number
in the total row for O’s under the-General Need column at the bottomnr of the ¢ode
sheet. (On the Example Faculty/Staff Code Sheet, there are no 0’s recorded in the
General Need column. Therefore, that number [0] is placed in the total row for
0’s under the General Need column at the bottom of the code sheet.)

C. Next count the number of blanks in the General Need column and Write that number
in the total row for Blanks at the bottom of the code sheet. (On the Example Factity/,
Staff Code Sheet, there are no blanks in the General Need column. Therefore, zero[ 0]
is recorded in the total row for Blanks under the General Need column at the bottom
- of the code sheet.)

n 1 2
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"If there are_more than twetlty five respondents recorded on the code sheet, repeat Steps
2-4 for the rest of the respondents. (Note that one Faculty/Staff Code Sheet can handle
fifty surveys.) - . '

¥

NOTE: . You hag now completed the counts for one code sheet. .

e

Step6  Repeat Steps 2-5 for each Faculty¥Staff Code Sheet you have.

Step 7  In order to prevent possible errors, double-check the totals for each column and make
corrections when necessary.

Step 8 Return all materials to your tabulation supervisor.

~ Step 9'\Each tabulatign supemsor should spot-check the work done by those he/she supervises
and ask them to correct any errors found. ?

.

. Step 10 At the direction of the CPSS coordinator and the tabulation supervisors, help with other
tabulation tasks or continue tabulating Faculty/Staff Questionnaires by following the pro-
cedures outlined in Procedural Section K.

.
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ST PROCEDURAL SECTION H

. N . *
Adding the Counts on Parent Code Sheets P

T

rf Lol
NOTE: This section outlines the procedural steps for adding, on each Parent Code

/

”" Sheet, the responses to Parent Questionnaire items 1 and 2. Note that these
procedures are exactly the same as procedures for adding the counts on Faculty/
Staff Code Sheets (Procedural Section G).

-

Step 1

Step 2

.Receive filled-out Family Code Shec;ts and the Example Family Code éheet.

For item 1, record the ranks irf column I in the left set ofstwenty-five rows on the first
code sheet,

A.. Add the numbers in column I and: write that sum in the Sum of Ranks row under
colummr I at the bottom of the first code sheet. (On the Example Parent Code Sheet,
there are four ranks in the column I. The sum of ranks for column I eguals the sum
of the four ranks, 4+2+3+1=10. Therefore, that number [10] is recorded in the
Sum of Ranks row under column I at the bottom of the code sheet.)

- .

" B. *Count the number of responses recorded in column I in the left set of twenty-five

rows on that code sheet. Record thiat number in the Number of Respondents row

at the bottom of the code sheet under column I. (On the Example Parent Code Sheet,
four responses are recorded in column [ in the left set of twenty-five rows.. Therefore,
that number [4] is recorded in the Number of Respondents row at the bottom of the
code sheet under column 1.)

Repeat Step 2 for columns II-V in the left set of twenty-five rows on the first code sheet.
(Refer to the Example Parent Code Sheet for these areas also.)

For item 2, record the aumber of -i’s, 0’s, and blanks in the General Need column in the
left set of twenty-five rows on the first code sheet.

A. First count the number of 1’s in the General Need column and write that number in
the total row for 1s at the bottom of the code sheet. (On the Example Parent Code
‘Sheet, there aré four 1’s in the General Need column. That number [4] is recorded in
the total row for 1’s under the General Need column at the bottom of the code sheet.)

B. Next count the number of 0’s in the General Need column and write that number in
the total row for 0’s at the bottom of the code sheet. (On the Example Parent Code
~Sheet, there are no Q’s recorded in the General Need column. Thetefore, that number
[0] is placed in the total row for 0’s under the General Need column, at the bottom of

the code sheet.) . ¢

C. Next counythe number of blank§ in the General Need colurﬁ.ﬁ and write that number in

*+ _ the total yow for Blanks at the bottom of the code sheet. (On the Example Parent Code
Sheet, there are no blanks in the General Need column. Therefore, zero [0] is recorded
in the total row for Blanks under the General Need column at the bottom of the code
sheet.). - ) : \

.
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Step 5

»

If there are more than twenty-five respondents recorded on the code sheet, regeat Steps
24 for the rest of the respondents. (Note that one Parent Code Sheet can handle flfty

surveys.) - , -,

-

NOTE: You have now cempleted the counts f or one code sheet.

Step 6

Step 7

Step 8

Step 9

Step 10

Repeat Steps 2.5 for each Parent Code Sheet you have. ‘
' - ’ @ - °- ‘ -
In order to prevent possible errors, double-check the tota&s fof each’ column anq:make‘
corrections when necessary. ) Y e LT

Return all mateials to your tabulation supervisor.

. Each tabulation supervisor should spot-check the work done by those he/she supervises -

and ask them to correct any errors found.

At the direction of the CPSS coordinator and the tabulataon supervisors, help w1th other
tabulation tasks or continue tabulatmg Parent Questionnaires by fdllowmg the procedures
outlmed in Procedural Section L.

<
) /
’
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’ PROCEDURAL SECTION I .~ (
G , 4 ‘ }
Transfe*ring the Sums on Student Code Sheets X
™~ ... toSummary Sheets 1 and 3 . ‘ \) .
7

v

NOTE: This seefion outlines the procedural steps for transfernng the sumson .
Student Code Sheets fo Summary sheets 1 and 3. /‘\

-~
-

Stepl  Obtain pencils and blank sheets of paper. Also, obtaih an addmg machine or a calculator;,\
if possible. Make sure you have Table 41: Summary Sheets 1 and 3; filled out
Code Sheets; Example Table 41; Example Sumtmary Sheets 1 and'3 and Exam le Student
Code Sheets for grades mne-twelve ‘ S
. P

-~ -

Step2  Make sure that your Student Code Sheets (not Summary Sﬁeets) are separated by grade “

level.

Y.

A ¢ - ' ' P T .

N Step 3 ’Begin with the code sheets for one of the grade levels in your school. -

‘ L]
- , .
... .
Vd
[
D: ‘:
’ ’) ‘
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Stepl4 For item '1, transfer the counts on all the code sheets of that grade level to Summary

Sheet 1. . ‘ ]

A.

_cade sheet for that grade, there is nothing to add. S_in{ply transfer the number that

" -code sheet for this grade lével, transfer the number that is in column 1, total row for

\ N - - ¢

Add together thg numbers in column 1, total row for 0’s on all the code sheets for )
that grade level. There is only one number per code sheet. ~Write your answer (sum) ;
in column 1, row No/of that grade level on Summary Sheet 1. If you havye only one AN

appears in column 1, total row for 0’s on the code sheet tocolumn 1; row No of that. -
grade level on Summary Sheet 1. (On Example Summary Sheet 1, the number written |
in column 1 for the row No of grade nine is 2 because that number appears inithe total N |
row for 0’s under column 1 of the Example Student Code Sheet for grade nine. If we : {
had had more than one Example Student Code Sheet for gra(fe nine, we would have . |
added together the numbers that appeared in column 1 total row for 0’s on each code

sheet and would have recorded that sum on Exalnple Summary Sheet 1.)

Add together the numbers in column 1, total rofv for 1’s on all the code sheets for

that grade level. Again, there is only one numbér mer code sheet. Combine this sum ‘ ‘

with your answer to Substep A above. The number you get will be the total number -

of yes plus no responses to item 1 recorded cn all code sheets. Write your answer

(sum in column 1, row Yes plus No of thgt’ grade level on Summary Sheet 1. ¥ you

have only one code sheet for that grade level, simply add the number in the total row

for 1’s to the number in the total row for 0’s on the code shéet and write that sum in B}
column 1, row Yes plus No of that grade level on Summary Sheet 1. (On Example ° ¥
Summasy Sheet 1, the number recorded in column 1, gggde nine Yes plus No row is 9

5 because that is the sum of the number in the total row for 1’s under column 1 on

Example Student Code Sheet for grade nine |3 Jrand the number in the total row for
0’s under column 1 of that sheet [2].) ) . -

Add together the numbers in column 1, total row for Blanks on all code: sheets for that
gradelevel. Again, there is only one number per code sheet. Write your answer (3um) -
in column 1, row Blank of that grade level on Summary Sheet 1. If you have only one ,

Blanks to columin 1, row Blank of that grade level on Summary Sheet 1. (On Example
Summary- Sheet 1, the number that is recorded in golumn 1, row Blank of gra&nine i
is 0 because that is the number in column 1, total row-for Blanks on Example Student
Code Sheet 1. If we had had more than one Example Student Code\Sheet for grade
nine, the number récorded in column 1, row Blank of grade nine of Example Summary
Sheet 1 woyld be™ plus the sum of whatever numbers appeared in column 1, {8®lrow
for Blanks of all the ot}r Example Student Sutvey Code Sheets for grade nine-.)

Step5 Repeat Stép 4 for item;§ 2-{72‘0 for that grade level. - T . ,

e O T

<3 —

Step6  Check the acturacy of each sum transf_?'?ed and correct ;my errors made.

¥ : \

NOTE:

o L 4
.

’ - .
You have now completed Summary Sheet 1 for_one grade level. . : ,

+
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y ' B LY , N - . - '
Step 7 ' Transfer the counts for item 21 :)n the ggde sheets for that g?ade level to Summary Sheet
~ I T . - . ’
B , » - - : :
. A. , Add together the numbers in coliimn 21, thtal row for 1’ on all code sheets fof that
grade level. Write that sum on.Summ#ry Sheet 3, Responded Yes column for that
# grade level. If you have only one code sheet for that grade level, you obviously don’t
have to add anything. Simply transfer the number in column 21, total row for 1’s on
that code sheet to Summary Sheet 3, Responded Yes column for that grade level.
. uE_xample Summary Sheet 3, the number 4 is written in the Responded Yes column,
- grade nine row because that isthe number in column 21, total row for 1°s on the -

Example Student Code Sheet for grade nine.)
-

B. -..Add together the numbers in column 21, tetal row for Blanks on all code sheets for
" that grade level. Write that sum orr Sumgary Sheet 3, Blanks column for that grade
- - level. (On Examplg Summary Sheet 3, the number written in the Blanks column for
o .~ grade nine is @ begause that is the number on the Example Student Code Sheet for
" grade nine.). - -

.StepB  Transfer the counts for item 22 on the\gq{e sheets for that grade level to Summary Sheet 3.

N\ . —_ ..
A.  Add the numbers in the total row for 1’ in column22a for aH the code sheets for
" “that grade level and transfer that sum to Summary Sheet 3, column 22a (Work full-
\/;r\ W)jfor that grade level. If there is only one code sheet for that grade level, o
' Just transfer the number that appears in the tetal row for 1’s, column 22a, on that -

code sheet th Summary Sheet 3, column 22a (Work full-time) of that grade level.

) L (On Exampl¢ Summary Sheet 3, 1 is recorded in column 22a [Work full-time ] under

- "\ grade nine because 1 is the numbey in the total row for 1’s of column. 22a of thé

' " Example Stident Code Sheet fofgrade nine. If we had had moré than one Example

. Student Cgde Sheet for grade niné, we wouldhaye added-toggther the numbers from

-1 . " each codg’sheét 2nd entered the sum on Example Summary Sheet 3.) .

L

code sheets. (There’
column of-that grade

~ ~» inthe Blanks cplumn of the grade nine row because 1 is the’
— . for Blanks of columit 22 on the Example Student Code Shé&
. if we had mefe Example Student Code ‘Sheets for grade nine fgve would have added

. the numbersin the total row for Blanks for item 22 across aJl code sheets and re-

. ‘ \\ corded that sum in the Blanks column of that grade level onfSummary Sheet 3.)
: Step9 ' Douhle-check the sumhg computed for items 21 and 22 transferred-to Summary Sheet 3. ]
¢ ‘ - N R . : L
. - " . ) ﬂ:-.; ,\\/4 - ) . LI .
- \ M * hd . . ¥ « ) N - * e d -
. . NOTE: ' Having finished Step 9, you will have transferred all data from one grade .
' levells code sheets to Summary Sheets 1 and 3. . u/A .
. ., o
s —- ~» - N' . = - M ’
| - / . )
R | . ) b - o
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" Step 10

<

Step 11

Step 12
Step 13

Step 14

R)peat Steps 4-9 for thegode sheets for each grade level. It will probably be helpful to
refer often to thg Example Student Code Sheets and Example Summary Sheets 1'and 3.
Look at Table 41, Transfer the nu.mber of students in ‘each grade who completed the
questionnaire (already recorded on Table 41) to the columns labeled Total Number of
Individuals Completing Questionnaire for both items®1 and 22 of Summary Sheet 3.
(On the example, all 5’s were transferred from Example Table 41 to Symmary Sheet 3,
Total Number of Students Completmg Queqtlonnan'e column for each grade level.) —

Retur{ all materials. to you‘ tabulation supervisor. . '

Each tabulation supervisor whould'spot-check the work done by those he/she su;)ervises/

and them to correct any errors found.

At the direction of the CPSS coordinator and the tabulatlon supemsors, help transfer
sums from Graduate, Faculty/Swff, and Parent Code Sheets or (if that has already been
dbne){ollpw the procedures qutlined in Procedural Section M. \

A

.

.

—
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PROCEDURAL SECTION J - - |

Transferring the Sums on Graduate Code Sheets

to Summary Sheets 2, 3, and 4 .

-

NOTE: This sectlon outlines the proc‘dural t;ps for transferring the sums on Graduate

Code Sheets’'1 and 2 to Summary Sheets.2, 3, and 4.

L~

\,'

., i . ’ . _\' )

- /\"‘\ ) - d' - -

Step 1 Obtain pencils and blank ts of paper. Also, obtam’an adding machire or a calculator,
*  if possible. Make.sure you have Table 58; Summary Sheets 2, 3, and 4; filled-out Graduate
Code SMkets 1 and 2; ; Example Summary Sheets 2, 3,and 4; and Example Graduate Code
Sheets 1 and 2. )

Step 2  Transfer the counts for item 1 on Graduate Code Sheets 1to Summary Sheet 2.

A. Add together the numbers in column 1, total row for O’s on all the Graduate Code .-

Sheets 1. (There is only one number per code sheet.) Write your answer (sum) in
column 1, row No on Summary Sheet 2. If'you have only one Graduate Code sheet
1, there is nothing to add. Simply transfer the numbeér that appears in column 1,
total row for 0’s on the code sheet to column 1, row No on Summary Sheet 2. (On
Example Summary Sheet 2, the ntumber written in column 1 for row No is 1 because
that number [1] appears in the total row for 0’s under column 1 of the Example

* Graduate Code Sheet 1. If we had had more than one Example Graduate Code Sheet

N we would have added together the numbers that appeared in total row féor 0’s un-
derc n 1 on each code sheet and recorded that sum on Example Summary »
Sheet )/ - . - i
I -

Add together the numbers in column 1, total row for 1’s on all the code sheets. Again,

there is only one )m'ber per code sheet. Combine this sum with your answer to Sub-

step A above. Tl:; number you get will be the total number of yes plus no responses

to item 1 recorded on all code sheets. Wnte youf answer (sum) in-column 1, row

Yes plus No on Summary Sheet 2. If you have orly one code sheet, mply add the

_ number in column 1, total row for 0’s on the code sheet and write that suim jn column -

1, row Yes plug.No of"Summary Sheet 2. (On Example Summary Sheet 2, the number
recorded in colums 1, Yes plus No row is 4 because 4 is the sum of the number in the

. total row for 1’s and the number in the total row for 0’s on Example Graduate Code

Sheet 1.)
Ad\oogether the numbers in column ¥ total row for Blanks on all Graduate Code '

in column 1, row Blank on"Summiary Sheet 2. If you have only on e sheet for .
graduates, transfer the number in column 1, total row for Blanks on Wie code sheet s

to column 1, row Blank on Summary Sheet 2. (On Example Summary Sheet 2, the

number recorded in column 1, row Blank is.0 because 0 is the number in column 1,

total row for Blanks on the ExampleGraduate Code Sheet 1. If we had had more than

one Example Graduate Code Sheet 1, the number recorded in column 1, row Blanks . .

. Sheets 1. Again, there'is only one number per code sheet. Write th; answer (sum)

* of Summary Sheet 2 would be the sum of the numbers appearing in column 1, total
row for Blanks on all the Example Graduate Code Sheets 1) .

a ‘¢ ,/
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Step 3 Repeat Step 2 for items 2-20 on Graduate Code Sheets 1. >

Step4 Ch

~.

e

e accuracy of each sum and correct any errors made.

NOTE: You have now completed transferring sums tg Surilmary Sheet 2.

>

Step 3 Transfer the counts for item 21 to §immary Sheet 3.

A

Step 6 _ Transfer the counts for item 23 to Summary Shéet 3.

A

Ay

Add together the numbers in column 21a, total row for 1’s on all Graduate Code
Sheets 1. Write that answer (sum) on Summary Sheet 3, item 21, column a, Graduate
Total rowy {On Example Simmary Sheet 3, 1 is recorded in the Gradaute Total row
under column a of item 21 because 1'is the-number appearing in column 1, total row
for 1's, of Example Graduate Code Sheet 1. If we had had more than one Example
Graduate Code Sheet for graduates, we woyld have added the numbers across code
sheets and entered the sum on Example Summary Sheet 3.) -

&,

Repeat Substep A'for columns b through f of item 21.
. . o
Add the numbers in the total row for Blanks for item 21 on Summary Sheet 3. If
there is only one code sheet, simply transfer the number in the total row for Blanks
on the code sheet to graduate item 23, Blanks column, Graduate Total row on Sum- .
mary Sheet 3. (On Example Summary‘Sheet 3, 0 isrecorded in the Blank column, b
Graduate Total row because O’isjyge namber appearing in the tetal row for Blanks .
. ‘ \
|
|

under column 21 of Example Graluate Gode Sheet 1.)

. | 4 . = -
Add together the numbers in column 23, total row for 0’s on all the Graduate Code
Sheets 1. (There is orfly 'ong number per code sheet.) Write your answer (sum) on .
Summary Sheet 3, .Gfaﬁate item 23, Responded No row, Graduate Total row. If .
you have onlyaneGraduaté Code Sheet 1, there is nothing to add. Simply transfer
the number that appeats in column 23, total row for 0’s on the Code Sheet to Sum- .
mary Sheet 3, Graduate item'23, Responded No row. (On Example Summary Sheet .
3, the number written in Graduat® iterh 23, Resporded No column, Graduate Total
row is 1 begause that number [ 1] appears in the total row for 0’s under column 23
of Example Graduate Coge Sheet 1. If we had had more than one Example Graduate
Code Sheet 1, we would have added together the numbers that appeared in the total
row for ’s.under colpmna23 on each code sheet and recorded that sum on Example
Summary Sheet 3.) » - . - _ . .

2 * ; - ‘ . .
Add togethar the numbers in the total row for Blanks in column 23 on all code sheets.
(There is only one number per code sheet.) Write that surh on Summary Sheet 3,

. Graduate item 23, Blanks cblumn, Graduate Total row. If there is only one code
- sheet, simplytransfer the number in the total row for Blanks on the code sheet to

14

Graduate item 23, Blanks column, Graduate Total row on Summary Sheet 3. (On
Examfle Summary Sheet 3; 0 is recorded # the Graduate item 23, Blanks column,
Graduate Tothl row because 0 is the number appearing on Example Graduate Code
Sheet 1, column 23, total row for Blanks.) '

. 38—- .
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Step.7 Check the sums transferred for i.tems 21 and 23 and make necessary changes. - 7
Step 8  Look at Table 58. Transfer thé number of graduates who completed the questionnaires
- (already.recorded ‘on Table 58) to the Number of Individuals Completing Questionnaires /

column under graduate items 21 and 23 on Summary Sheet 3.

—-

)

NOTE: You have just completed transferring Graduate sums to Summary Sheet 3.
\ You are now finished with Graduate Code Sheett—~-

Y

Step9  Transfer the counts on Graduate Code Sheet 2 to Summary Sheet 4.

A. Add the numbers in the Sum of Ranks row for each column I on all Graduate Code
- Sheets 2. (There are a possible five numbers to ddd on each code sheet.) Write that

’ . sum on Summary Sheet 4, column Sum of Ranks under area I, Graduate row. (On
Example Summary Sheet 4, 10 is recorded in the Sum of Ranks column under area
I, Graduate Row because 10 is the number appearing in column I, Sum of Ranks row
on Example Graduate Code Sheet 2. *If we had had more than one Sum of Ranks
number for column I recorded on the Example Graduate Code Sheet 2, or if we had’
more than one Example Graduate Code Sheet 2, we would have added the numbers .
in the Sum of Ranks row for every filled-in column I across all code sheets and re-
corded the sum on Example Summary Sheet 4,-Sum of Ranks column under area 1, .

Graduate row.) -

) B.  Add the numbers in the Number of Respondents row for each column I on‘all code
T ’ . sheets. (There aré a possible five. numbers to.add on'each Graduate Code Sheet 2.) <)
. + Write that sum on Summary Sheet 4, column Number of Respondents under area I, :
Graduate row. (On Example Summary Sheet 4, 4 is recorded in the Number of Re:
spondents column'under area I, Graduate row because 4 is the number appearing in °
eolumn I, Number of Respondents row pf Example Graduate Code Sheet 2. If we -
‘ " had Had more than orte number recorded in column I, Number of Respondents row,
or if we had more than one Example Graduate Code Sheet 2, we would have added
the numlﬁﬁacross all code sheets and recorded the sum on the Example Summary -
Sheet 4.) - -

- , . -
. "~ C. Repeat Substeps A and B for columns II through V on Graduate Code Sheets 2.

v

Step 10 \Check the sums trapsferred from Graduate Code Sheet 2 to Sli\nmary Sheét 4 and make

_ necessary changes.

-

Summm Sheets 2, 3, and 4.

NOTE: You have now transferred all sums from Graduate Code Sheets 1 and 2 to !

’
¢

W
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Return all materid® to your tabulation supervisor.

Each tabulation supervisor should spot-check the work done by those he/she supervises

and ask them to correct any errors found. ) -

. .
At the dire’c.tiéﬁ oftthe CPSS coordinator and the tabulation supervisors, help transfer
sums from the Family/Staff and Parent Code Sheets or (if that has already been done)
follow the procedures outlined in Procedural Section M. .

L4 -
.

— , .

=
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) L Step3  Check the sums transferred from the Faculty/Staft‘ Code Sheets to Summary Sheet4and -
{

o

PROCEDURAL SECTION K ¥

Transferring the Sums from Faculty/Staff
‘Code Sheets to Summary Sheets 3 and 4

.

NO’I‘EV,

This section outlines the procedural steps for transfen'mg the sums on
Faculty/Staff Code Sheets to Summary Sheets 3 and 4.

e

.
. . — 5

Step1  Obtain pencils and blank sheets of paper. Also, obtain an adding machine or a calculator, -
- if possible. Make sure you have Table 57; Summary Sheets 3 and 4; filled-out ‘Faculty/
Staff Code Sheets; Example Table 57 E_xample Summary Sheets 3 and 4; and the Example
Faculty/Staff Code Sheet

Step 2 ~Transfer the counts for item 1 on alt the Faculty/Staff Code Sheets to Summary Sheet 4,

’ A,

C.

Add together the numbers in the Sum of Ranks row for each column Ionall code
sheets. (There are a possible two numbers to add on each Faculty/Staff code sheet.)
erte that sum on Summary Sheet 4, column Sum of Ranks under Area I, Faculty
row. (©n Example Summary Sheet 4 8 is recorded in the Sum of Ranks column
under area I, Faculty/Staff row because 8 is the number appearing in the column I,
Sum of Ranks row on the Example Faculty/Staff Code Sheet. If we had had more

- than one Sum of Ranks number for column I recorded on the Example Faculty/

Stafff Code Sheet, or if we had more than one Example Faculty(Staff Code Sheet,

_wewould haVe added the numbers in the Sum of Ranks row for every filled-in

column [ across all code sheets and recorded the sum on Example Summary Sheet
4, Sum O&Ranks column under area I, Faculty/Staff row.)

Add the nufbers in the Number of Réspendents row for each column I on all code

sheets. (There are a possible two numbers to add on each Faculty/Staff Code Sheet.)

Write thtat sum on Summary Sheet 4, Number of Respondents column under area [, -
Faculty/Staff row. (On Example Summary Sheet 4, 4 is resorded in the Number of
Respondents column under area I, Faculty/Staff row because 4 is the number appear-

ing in column I, Number of respondents row of the Example Faculty/Staff Code R .
Sheet. &we had had more than one number recorded in the column I, Number of »
Respondents row, or if we had more than one Example Faculty/Staff Code Sheet;

we would have added the numbers across all code sheets and recorded the sum on

.Example Summary Sheet 4.)

Repeat.substeps A and B for columns II through Von the Faculty/Staff Code Sheets

correct any errors made.

< U

NOTE: , You have now cﬁplet.ed transferring sums from the Faculty/Staff Code "~ .
" Sheets to Summary Sheet 4.
X 41 . N ,
3 ) . ‘2‘_

R .




L3

Step 4

N

4

Step 5

For item 2, transfer the counts on the Faculty/Staff Code Sheefs to Summary Sheet 3.

A. Add together the numbers in the total row for 1’s forgach General Need cglumn on

all Faculty/Staff Code Sheets. (There are a possible t‘o numbers to add on each
Faculty/Staff Code-Sheet.) Write that sum on Summary Sheet 3, Faculty/taff item )
-2, Responded Yes column, Faculty/Staff Total row. (On Example Summary Sheet

3, 4 B recorded in the Faculty/Staff Tqtal row, _under the Responded Yes column i
because 4 is the number appearing in the total row for 1’s under the General Need ' -
column on the Example Faculty/Staff Code Sheet. If we had had more than one
number recorded in the total row for 1’s under the General Need column on one
code sheet, or if we had more than one code sheet, we would have added these num-
bers and trapsferre(f the sum to-Example Summary Sheet 3, Faculty/Staff item 3,
Responded Yes column, Faculty/Staff Total row.

.B.  Repeat Substep A for adding the nimbers in.the total row for Blanks of the General
Need ¢olumn on all the Faculty/Staff Code Sheets. Write the sum on Summary Sheet
3, Faculty/Staff item 2, Blanks column, Faculty/Staff Total row. (See also the
Example Faculty/Staff Code Sheet and Example Summary Sheet 3 )

» C. Look at Table 57. ’I‘ransfer the number of faculty/staff who completed the question-
narie (already recorded on Table 57) to Summary Sheet 3, Faculty/Staff item 2, .
Total Number of Individuals Completing Questionnaire column, Faculty/Staff Total
row, ; ’ :
Check the sums transferred for item 2 and correct any errors made. | !

NOTE: You have now completed transferring sums on Faculty/Staff Code Sheets

to Summary Sheets 3 and 4 ' “

§tep‘ 6

Step 7

Return all materials to your tabulation supervisor. - ' ) .

~ IR

Each tabulation supervisor should spot-check the work done by those he/she supervises
and ask them to correet any errors found-

At the direction of the CPSS coordinator and the tabulation supervisors, help transfer
sums from Parent Code Sheets or (if that has already been done) follow the procedures
outlined in Procedural Sectlon M.

—

X




/ 3
'PROCEDURAL SECTIONL .

Transferrtng the Sumis from Parent Code Sheets
to Summary She®s 3 and 4

NOTE: This section outlines the procedural steps for transferring the sums on Parent
Code Sheets to Sunimary Sheets 3 and 4. These procedures are exactly the
= same ‘as the procedures for transferring the sums from Faclity/Staff Code

S
// Sheets to Summary Sheets 3 and 4.

A

n Yy

Step 1 Obtaln pencxls and blank sheets of paper. Also, obtain an adding machine or a calculator,
if possible. Make sure you have Table 57; Summary Sheets 3 and 4; filled-out Parent Code
Sheets; Example Table 57; Example Summary Sheets 3 and 4; and the Example Parent
Code Sheet .

Step 2 Transfer the counts for item 1 on the Parent Code Sheets to Summary Sheet 4. /

A.  Add together the/nuxmthe Sum of Ranks row for each column I on all code
sheets. (There are a possible two nugubers to add on each Parent Code Sheet.)
Write that sum on Summary Sheet 2%‘" n Sum of Ranks under area I, Parent
row. (On Example Summary Sheet 4, 18&corﬂed in the Sum of Ranks collimn
under area I, Parent row because 10 is the number appearing in column I, Sum of
Ranks row on the Example Parent Code Sheet. If we had had more than one Sum

- . - of Ranks number for column I recorded on-the Example Parent Code’ Sheet, or if
we had more than one Example Family Code Sheet, we would have added the num-
bers in the Sum of Ranks row for every filled-in column I across-all code sheets and
recorded the sum on Example Summary Sheet 4, Sum of Ranks column under area
1, Parent row.)

B. Add the numbers in the Number of Respondents row for each column I on all code
' sheets. (There are a possible two numbers to add on each Parent Code Sheet.)
Write that sum on Summary Sheet 4, Number of Respondents column under area I,
Parent row. (On Example Summary Sheet 4, 4 is recorded in the Number of Re-
- spondents column under area I, Parént row because 4 is the number appearing in
. colurgh 1, Number of Respondents row of the Example Parent Code Sheet. If we
t had Hhd more than one number recorded i in the column I, Number of Respondents
row, or if wé had'more than one Example Parent Code Sheet we would have added
the numbers across all code sheets and recorded the sum on Example Summary
Sheet 4.)

C. Repeat Substeps A and B for columns II through V on the Parent Code Sheets.

Step 3. Check the sums transferred from the Parent Code Sheets to Summary Sheet 4 and correct

any errors made

NOTE: You have now cempleted transferring sums from the P'arent Code Sheets
to Summary Sheet 4. : )

-
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- »
Step4  Foritem 2, transfer the counts on the Parent Codé Sheets to Summary Sheet 3.
A. Add toggther the numbers in the total row for 1’s for each General Need column on
all Parent Code Sh«y{s. (There are a possible two numbers to add on each Parent
Code Sheet.) Write that sum on Summary Sheet 3, Parent item 2, Responded Yes
column, z:?y;;tal row. (On Example Summary Sheet 3, 4 is recorded jn the
Parent T¢tal row, under the Responded Yes column because 4 is the num$er ap-
aring in the total row for 1’s under the General Need column on the Example
arent Code Sheet. If we had had more than one number recorded in the total row
v for 1I's under the General Need column, or if we had more than one code sheet, we
would have added these numbers and transferred the sum to Example Summary
Sheet 3, Parent item 2, Responded Yes column, Parent Total row.

-

B. Repeat Substep A for adding the numbers in the total row for Blanks of the General

/ Need column on all the Parent Code Sheets. Write the sum on Summary Sheet 3,
Parent item 2, Blanks column, Parent Total row. (See also the Example Parent Code

Sheet and Example Summary Sheet 3‘.) .

- "

C. Look at Table 57. Trainsfer the number of parents who completed the questionnaire
(already recorded on Table 57) to Summary Sheet 3, Parent iem 2, Total Number of '
Individuals Completing Questionnaire column, Parent Total row. /4

Step5  Checlpthe sums transferred for item 2 and correct any errors made.

NOTE: You have now completed transferring sums on Parent Code Sheets to )

Summary Sheets 3 and 4. .

[aalin S A ! p
~

Step 6  Return all-materials to your jabulation supervisor. -

Step 7 Each tabulation supervisor should spot-check the work dongby those he/she supervises
and ask them to correct any errors found. .

Step 8 At the direction of the CPSS coordinator and the tabulation supervisors, help with other
. tabulation tasks outlined in the remaining procedural sections.

A

S
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— ' PROCEDURAL SECTION M

Totaling Summary Sheets

1

J NOTE: This section outlines the procedural steps for totaling the sums on all four .
e Summary Sheets to get the overall totals of responses from students, graduates,
faculty/staff, and parents to each survey item.

¢

Stepl  Obtain an adding machme or (better yet) a calculator. If you do not have these machmes
obtain blank sheets of paper and pencils for your computations.
~
: éwp 2 Receive filled-out Summary Sheets 1, 2, 3, and 4 and the examples of tklese sheets.

~,

NOTE: As you read through the instructions that follow, pléase have Example Summary
- Sheets 1, 2, 3, and 4 in front of you. It is important that you go through the
example after each instruction.

-

~

. Step 3 Complete c¢olumn 1 on Summary Sheet 1. (You will be addmg down, not across, for
Substeps A-D)

a A. Add the numbers in the No row for each grade and put their sum in the No row of

N ) All Grades at the bottom of column 1. (There are four possible numbers to add on
Summary Sheet 1.) (On Example Summary Sheet 1, the numbers in the No row of

- each gradejinder column 1 were added [2+4+3+3] to get 12. So 12 was written in

the All Grades No row of column 1.)
B. Add the numbers in the Yes Plus No row for each grade and put their sum in the
* Yes Plus No row of All Grades at the bottom of column 1. (There are a possible
. four numbers to add on Summary Sheet 1.) (On Example Summary Sheet 1, the
A numbers in the Yes Plus No row for each grade under column 1 were added [5+5+5+5]
N to ge So 20 was written in the All Grades Yes Plus No row of column 1.)

C. Add numbers in the Blanks row for each grade and put the sum in the Blanks
row of All Grades at the bottom of column 1. (There are four possible numbers to
add on Summary Sheet 1.) (On Example Summary Sheet 1, the numbers in the
Blanks row for each grade under column 1 were added [ 0+0+0+0] to get 0. So O
was written in the All Grades Blanks row of column 1.)

D. Add the numbers in the Blanks row and the Yes Plus No row of All Grades in column
1 and write the sum in the Yes Plugs No Plus Blanks row of All Grades in column 1.
(There are only two numbers to be added on Summary Sheet 1.) (On Example Sum-
mary Sheet 1, the numbers in the Blanks row and the Yes Plus No row of All Grades, -
column 1 were added [O+20] to get 20. So 20 was written in the Yes Plus No Plus
e Blanks row of All Grades in column 1.)




Step 4

Step 5;

-

Step 6

' - §
Repeat Step 3 for columns 2-20 on Summafy Sheet 1.

For Area I totals at .the bottom of Summary Sheet 1, complete the All Grades section for
columns 1.6 on Summary Shegt 1. (You will be adding across, not down, for Substeps
A and B)) ~ ’ -

A. Add together the numbers in the No row, All Grades of &olumns 1-6. Write the sum
in the upper box labeled Area I Total for that row on Sammary Sheet 1. (On Example
Summary Sheet 1, the number filled in is‘66 because the numbers in the All Grades No
row were 12+13+10+9+11+11=66.) R ’

B.  Add together the numbers in the Yes Plus No row, All Grades of columns 1-6. Put
the sum in the lower box labeled Area I Total for that row. (On Example Summary

¢ Sheet 1, the number filled in is 108 because the nu\mbers in the A}l Grades Yes Plus

No row were 20+17+15+17+19+20=108.) )

Repeat Step 5 for columns 7-10, 11-14, 1517, and 18-20 to compute Area II Total, Area
III Total, Area IV Total, and Area V Total.

;-

NOTE: When you have completed Steps 3-6, Summary Sheet 1 has been totaled.

Step 7

Step 8

* Step 9

-

For Summary Sheet 2, add the sums for each item (colum & (You will be adding down; :
not across.) ’

A. Add together the numbers in the Blank row and the Yes Plus No row in column 1
and write the sum in the Yes Plus No Plus Blank row of coJumn 1. (On Example
Summary Sheet 2, the numbers in the Yes Plus No and the Blank row of column 1
[4+0]were added. That number, 4, was written in the Yes Plus No Plus Blank row -
of column 1.) L4

B. . Repeat Substep A for columhs 2-20 on Summary Sheet 2. .

On Summary Sheet 3, Student item 22: Future Plans, add together the numbers in the
rows for grades nine, ten, eleven, and twelve of column a (Work full-time). (You will be
adding down,) Putthe sum in the All Grades Total row of column a (Work full-time). .
(On Example Summary Sheet 3, the numbers 1+2+1+1 were added. The sum [5] is written
in the All Grades Total row of column a [Work full-time].)

Repeat Step 8 for columns b through f, the Blanks column, and the Total Number of
Students Completing Questionnaire column of Student item 22: Future Plans on Stmg- ~
mary Sheet 3. ' .- - ,s .

E

\
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For the grade nine row, subtract the number in the Blafiks column from the number in
the Total Number of Individuals Completing Questionnaire column. Write the result in
the “Total Minus Blanks” coluffn, grade nine row of Summary Sheet 3. (On Example
Summary Sheet 3, the number [1]-in the Blanks column of the grade nine row is sub-
tracted from the number [5] in the, Total Number of Individuals Completmg Question-
naire column of the grade nine row to get the number [4] to be put in the Total Minus
Blanks column of that grade. "

Repeat Step 10 for the other grade rows and the All Grades row on Summary Sheet 3.

Repeat Steps 8-10 for each grade row and the All Grades row of Student item 21:
General Need on Summary Sheet 3.

Repeat Step 10 for the Faculty/Staff Total row and the Parent Total row on Summary
Sheet 3.

Repeat Step 10 for the Graduate Total row, Graduate item 2 and Graduate item 23 at
the bottom of Summary Sheet 3

]

NOTE: ihen you have completed Steps 8-14, you have completed totaling Summary

rd

t 3. You don’t have to total Summary Sheet 4.
\

Step 15
Step 16

Step 17
Step 18

y

Check the accuraéy of your cémputations and correct any errors made.

Return all materials to your tabulation supervisor. ' - ®

Each tabulation supervisor should spot-check the work done by those he/she supervises
and ask them to correct any errors found.

At the direction of the CPSS coordinator and the tabulatlon supervisors, help with other
tabulation tasks outlined in the remammg procedural sectlons
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< : {IhSEDURAL SECTION N :
' - \ .
t O » Computing Percentages and Average, Ranks . ;
. ; o : and Transferriy.&:em to Nine Tables
Q [ ‘ ' ’
/ .
- - A ' ) )
NOTE: This section outlines the procedural steps for computing percentages and
e average ranks of data colleeted from students, graduates, parents, and faculty/

/ staff and transferring them to Tables 40-46, 48, and 49.
/ - . ‘

L

Stepl  Receive Tables 40-46, 48 and 49; Summary Sheets 1, 2 3 and 4; Example Tables 40,41,
46, 48 and 49; and Example Summary Sheets 1, 2, 3 and 4. -

Step2 On Summary Sheet 1, column 1, grade nine, divide the number in row No by the number
in row Yes Plus No. Convert that result to a percentage, and write that percentage in the
row for item 1, grade nine column of Table 41. (In the example, 2 divided by 5 is .40,
which is 40 percent. That percentage is written in the row foritefh 1, grade nine of

Table 41.) .
. .
A. Individing, carry out the division to three decimal places and then roiind off to two
places. (Round off upward .005 and anytlfing greater.) ’ b

' B. For example, 55 divided by 88 gives .625. Since .005 and anything greater is rounded‘

*  + upward, the answer is .63. To make .63 a percentége simply move the decimal point.

two places to the right and add a percent sngn (%). Therefore, .63 equals 63 percent

N - o

. : .

"NOTE: Refer to Example Summa‘y Sheet 1 ands,Examplé Table 41 for Steps 3 and 4.

Step3  Repeat Step 2 for column 1, gradesl't.en-twelve and the section marked All Grades on
Summary Sheet 1. . . »
. Step4  Repeat Steps 2 and 3 for columns 2-6 of Summary Shee.t 1.

- ®%oL
Step5 On Summary Sheet 1, column 1, divide the number in row Blank of the All Gradd section
. - by the number in row Yes Plus No Plus Blank of the All Grades section. Convef® that
' ~ result to a percentage‘and write that percentage in the item 1 row, -Percentage. of Non-——
. respondents column of Table 41. (In the example, 0 divided by 20 equals 0 percent
, *That percentage is wrﬁen in the item 1 row, right-most column of Table 41 ).

T

Step 6 Repeat Step 5 for columns 2-6 All Grades section of Summary Sheet 1. Refer to Example
Summary Sheet 1 and Example Table 41 ) %

/

—
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* NOTE:*' 'You hat»ye nov;/-completed_ Table 41. * ; ;

-~ ' P N . !

~¥

# StepT

o
k]
- A

7 T
Handle the’fest of the columns on Summary Sheet 1 )/n the same manner you did column
1'in Steps 2, 3, 4, and 5 but do not put the percentages on Table 41. Write them, instead,
on Other tables as f ollows . \

A.; ‘Write percentages from columns 7-10 on Table’f42. A "

< B, Write pterwom col'umge 11-14 on,'];abie 43 % | .
N ‘ - | -~ .

- C. ', Write.percentages from columns 15-17 on Table ¥

. D. Write ﬁercentqgeh 'froafcolumns 18-20 on Table 45. ) .

\/

~ i

~

NOTE: Youhave now completed ’I%bes 4245. ’ \

¢,

¢(,a;

Stef$ " On Summary Sheet 1, d1v1de the number'fn the box labeledArea I Totals of row No6f the

Step 9¢ ;Rfe'peat Step 8lfor Area II tgtals but\mlt the resulti

~

N ‘ : . - .

All Grades $ection by the number in*the box marked Area I Totals of row Yes Plus No
of the Al Grades section.” Convert the result td, a percentage and write that percentage

, in the %ow of the Students column on Tabl 40 “('Phe example, 66 divided by 108
" equals .6 it

which is 61 percent. That percentage is ten i the first row Students

column of Example Tabl2 40, )

percentage in the second row of
_the Students clumn pn Ta‘ble 40. | .. o

- [N

Step 10 Repeat Step 8 for™rea III totals, but put the resulting percentage in the third row of the ’

-Students column on Table 40, o

T Step 11 -Repeat Step 8 for Area IV.totals, but put the resultmg percentages in the fourth row of

. - the Student ble 4 .
s e Students coluriftron Table 40. L &"/\
©. Step 12~ Repeat Step 8 for Area V tota}s *but put the resultmg percentage in the fifthrow- of the
‘ o Students column on Table 40 Put aside Table 40 for now and start ‘working 6fi Table 49;
' < . g: * .
: .
o ‘ »
M NOTE: You are iow frmshed with Summary Sheet 1. .
t Lo A N '
s . e ~ . - )
el g . \ v f ’
v [ . L4 N .
.S . ///
. ’ * . s . - w _ e ' - P
- [ 3 LY h ' >
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On Summary Sheet 2, column'l, divide the number in rowmo by the number in row Yes
Plus No. Convert that number to a percentage, and write it in the fow for item 1, Percen-
tage of Graduates Not Recemng Adequate Assistance of Table 4Q.:(On Exa?n,p% Summary
Sheet 2, 1 divided by 4,s .25, which is 25 percent: T'hat percentage is written in the item |
1 row, Percentage of G duates Not Receiving ,Adequatse Assistance of Table 49.)" In divid;
ing, carry out the division to three decimal places and then round off to tyo places.
(Round off upward .005 and anytl'ung greater.) 4 j
' . N 1]
On Summary Sheet 2, column 1 divide the number ig the row Blank by the number in
the row Yes Plus No Plus Blank. Convert that numbfff to a percentage, and write it i;?‘ .
the row for item 1, Percentage of Non-Respondents mn of Table 49. (On Exam r
Summary Sheet 2, ﬁ divided by 4 is 0, which is 0 percent.” That percentage is wr1tten lg .
the item 1 row, Percentage of Non- Respondents column of Table 49.)

‘Step 15 ‘ Repeat Steps 13 and 14 for columns 2-20 on Summary Sheet 2.
? 3

S -

Kd
v‘v‘ -~ ] 7 \.L_,_
NQTE’: You are now finished working with Summary Sheet2 and Table 58. You '
are now ready to comp}ete Table 46. .

<x

~ .

»
.

On Summary Sheet 3, d1v1de the number in tlfbérade nine tow of the 22a (Werk full

. time) column by the number in the Total Minus Blanks column of that same row. “Con-
vert the result to a percentage and write that percentage in the Work full-time row, grade
nine column on Table 46. In the example, 17s divided by 4 whlch is ,25 or 25 percent.
That percentage is entered in Example Table 46.

’Repeat Step 15-for columns 22b-22f, maklng sure that° you write ea&es‘ulting parcen-
tage in the row on Table 46 designated below. : ' - .

A.  Write the percentage for 22b in the Work Part time row. A

s

B. Write the percentage Tor 22¢ci in the Attend One to-Three Year Occupational Prepara-
tlon,.ProgranHow .t )

' Write the percentage for 22d in the Attend Baccaliureate Program row.

Write the percentage for 22e in the Students Who Did Not Know or Graduates row.
Write the percenta'ge for 22f in the Other row.

at Steps 15 and 16 for grades ten twelve and the All Grade To't;l row on Summary
Sheet 3. :

-7 ¢
On Summary Sheet 3, Student questionnaire item 22, dmde the number in the Blanks
cdimn, All Grades Total row by the number fin the Total column, All Grades Total row.
Convert the result to a percentage and write the percentage in the Percent of Students .
Who Did Not Respond space on Table 46. (In the example, 2 divided by 20 =.10,\or
10 percent. That peroehtage isgfiitten in the space called Percent of Ind1v1duals Who Dide
Not Regpond on Example Tablé 46.) .
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. /
Step 22 Repeat Step 19 for columns 21a; 2 b 21c, 21d, (not 21e), and 21f,¥making sure that you
- write each resu,ltmg percentage in the row on Table 46 designated below. .
o Al -,erte the percentage for 21a in the Work Full-Tlme row.
. B.  Write the percentage for 21b in the Work Part-Time row‘.
C.  Write the percentage for 21c in the Attend One-to-Three-Year Occupational Prepara-
" tion Pragram row. . ‘
" D. Write the percentage for 21d in the Attend Baccalaureate Program row.
-E.  Write the percentage for 22f in the Other Tow. -
' / T~ ; i v .
T 'NOTE:~ You have now completed Table 46. A . ~
. . &
. ) b ’
- \ / - }
» ' 4

Step 20 Repeat Sbep 18 to compute the per'centage of graduates under Concurrent Activities on -
Summary Sheet 3 ‘who did not respond. Write tbat percentage in the Percent of Individuals
s Who Dld Not Respond spaces on Table 46. . . .
‘ )
Step 21 On Summary Sheet 3, divide the number in Graduate Totdl row for-column 21% (Not
Working apd Not Gomg to School) by the number in the Total Minus Blanks column_of [’
" that same row. Convett the result to a percentage and write that percehtage in the Stu-™ _
' ~dents Who Did Not Khow or Graduates . . row, Graduates column (last column) of
’ Table 46. In the example, O is divided by 4 which is 0 or O percent. That percentage is
entered o\n Example Table 46.

B




Step 23 To complete Table 48, compute percentages for responses collected an item 21 of the
‘ Student Questrennalre item 23 of the Graduate Questionnaire, and item 2 of the Parent
and Faculty/ Staff Questionnaire. _ )
A.  For Student Questionnaire item 21 (General Need) on Summary Sheet 3, divide the
number in the grade nine row under the column Yes by the number in the Total
Minuy Blafiks column of that sameé row. Convert the result to a percentage and write
that percen the first'row, Grade nine column of Table 48. (In the example, 4
divided by is .8, which is 80 percent. Mhat percentage is written in the first row
S under the Grade nine colymn-of Example Table 48.) In dividing,.carry out tfe division
* to three decimal places and then round off to two places. (Round off upward .005 and
: anything greater.) “ -
'S . ‘ S
B. Hbpeat Substep A for,Grades ten-twelve, and the All Grade Total row.

C. Repeat Substep A for the Genoral Need section, Faculty/Staff Total row on Summary

Sheet 3. - . . # R L,
. y - .
D. Repeat Substep A for the General Need séction, Parent Total row on Summary Sheet
- 3. . oo

v

iy E. “For graduate 1tem 22 (General Need) on Summary Sheet 3, divide the number in the
Graduate Total row, Responded No column by the number in the Total Minus Blanks
column of that same row at the bottom of Summary Sheet 3. Convert the result to -
a percentage and write that percentage in the first row, Graduate column of Table 48}
(On the Example Summary Sheet 3,1 divided by 4 is .25, which is 25 percent. That
percentage is wntven in the first row Gradu:tj\column of Example Table 48.

number in the Grade nine row/inder column Blanks by the number in the Total Num-
ber of Students Completing @ udstionnaires column of that same row. Convert the
result to a percentage and write that percentage in the second row (Percentage of Non-
Respondents) under the Grade mne\cg;umn of Table 48.

F.- For Student Questlonnaue 1:/%1 General Need on Summary Sheet 3, divide the

G. Repeat Subs pffo ow Grades ten-twelve, All Grade Total, Graduate Total, Rarent
Total, and Faculty/S f Total to compute the percentages of non,respondents for

thesé groups.
— i , . : .
- ' 'NOTE: You have now completed Table 48 and you are now flmshed with Stﬂnmary T
Sheet 3. L —_— . !
. : : . j
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Step 24 To complete Table 40 by computrng average ranks assxgned to each area based on Graduate
Parent, and Faculty/Staff datarecorded on Summary Sheet 4. '
A. To complete Graduates (Average Rank) column of Table 40 divide the number in’

. Area [, Sum of Ranjs column for Graduate row of Summary Sheet 4 by the number
in the Area I, Numtber of Respondents column of that same rqw. Then write the re-
sult in theGraduate (Average Rank) column of the Area [roy on Table 40. (In 1 t'he

4 example, 10 divided by 4 is 2.5. Therefore, 2.5 is recorded.in the Graduates (Average
Rank) column of the Areal row of Table 40 )
B. Repeat Sugstep A to compute average ranks for Area II through Area V in the
8 Graduates row of Summary Sheet 4.and transfer those numbers to their eorrespond-
' ing fows and columns on Table 40. -
/\ @ K4
C. Regeat Substeps A and B'to compute average ranks for Area I through Area V of t
Faculty/Staff row and the Parents row of Summary Sheet 4. Transfer those numbers *
to their corresponding r0ws and columns on Table 40. .
- - Pl » ) \
7 .
o -—__ NOTE: - You have now flnrshed with Summary Sheet 4. o C p
' 1Y - R - .,
1l -y N . ~ -
"NOTE:  You have now completed Tables 40-46-and Tables 48 arid 49.
— ) 1
Step 25 Return all rpaterials to your tabulation supervrsor
/
. Step 26 Each Data Tabulatlon supervisor should spot-check the work done by those he/she super-
vises and ask them to correct any errors.
Step 27 -At the direction of the CPSS coordinator and/or the tabulatlon supervisors, help with those
- tabulation tasks that‘remam to be done.
v ‘a, o
" 49 ~ \: A{\-Sib‘i ./“/
. - - ! A -
- Iy 4 T -
« , A
» ~ B s
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.. PROCEDURAL SECTION'O K :

: ] Recordi;lg All Fillin S{ﬁtemen’ts and
. ° Commentsk Including Completing Table 47

Stepl  Receivé Student Questlonnan-es Graduate Questionnaires, Parent Questlonnaugp Faculty/
Staff Questionnaires, and Table 47 f rom your tabulatlon supervisor or CPSS coordinator.

—

Step 2  Separate Student Questionnaires by gl’ade level. °

=l N
NOTE: 'What you will be lookmg at on the questionnaires will be (1) the filled-in _
answers to item 22f, (2) the fllled-m answers to item 23, and (3) comments

: ) made,m item 24. . X - -
- : Step 3., For the filled-in answer to item 22%, prepare a shéet with the heading: ' '
- - * Other Plans Specified by Students- , 7
(Response to Student Questionnaire Itém 21f, Other) . e )
( VoL * d -
fGrade 9 10 1 12 ’

Step 4 Type or print in clear, capital letters in the grade nine colurénrthe -answers to item 22f the

grade nine students wrote on their questionnaires. If a student did not answer 22f, just
skip his/her questionnaire. Make extra sheets witp the same heading ifyou need them.

4

. ' NOTE: " If the respc;nses can be grouped in a reasonable way, pleagp do\ﬁcause you
_would then have a more easily usable list of future plans and the number of
- ' students in each grade that checked each plan.

]

T

——

4

* " Step5 Repeat Step 4 for each grade level. Give all of the sheets you have faed outto your ta,btr-
{ lation supervisor. ‘ %

Step6  For item 23, first check to see that the CPSS coordmator has filled in the spue labeled
Number of Students Receiving Questionnaire near the bottom of Table 47. If that space
is not filled in, ask the CPSS coordinator to fill it in now. \ .

! Step7  Since you will be transferring to Table 47 the becupations students listed in ibem 23 of ‘
' the questionnaire, ask your tabulation supervisor what is the best way to group those jobs.
. (For example, practical nurse, registered nurse, nurse’s aid, and licerised nurse may all be
grouped under “nurse.”’) If your state has a career cluster model your tabualtion super
_ visor may ask you to use the _clustering in that model as your ca;egones

-~ 4

.

N 'n.
1’ i ' .
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Step 8°  Type or print in clear, capital letters on Table 47 the jobs students in grade nine Iistgd for
item 23 and the number of students who checked each job. You may need more than one
copy of the table. _ . ' , 7
Step 9  Total the nurhber of ‘§tudents whose responses are on each copy of the table. Write those
totals in the Total Number of Students spaces for grade nine on each copy of the table.

" Step:10  Repeat Steps 7, 8, and 9 for each grade level in your school, *
Step:11 When you have completed the table for each grade, add all numbers in the spaces labeled
~ Total Number of Students across all grade levels. Subtract that total from the number in
thé space labeled Number of Students Receiving Questionnaire. Then divide the result
- by the number in the space-labeled Number of Students Receiving Questionnaire. Convert.
the result of your division to a percentage and write that percentage at the bottom of
Table 47 in the space marked Percentage of Students Who Did Not Respond.

.,
4

NOTE: You have now conipleted recording all filled-in statements for Student
. Questionnaires and are finished with Table 47. }

— +

2
3 * -

:Step 12 To record all filled-in statements for Grad uate Questionnaires, prepa;e a sheet with the

heading‘:

-

- N Other Activities Specified by Graduates™ - ) p . '
(Response to Graduate Questionnaire [tem 21f, Other) - . . >\\

Step 13- You will be looking at itej': 21f on each Graduate Questionnaire. On the sheet ybu just
’ prepared, type or print in clear, capital letters the graduates’ responses to that item. If a
graduate did not respond, do not write anything. Prepare as many sheets with the above
heading as you need. . : . ’

-~

Step 14 To record comments (responses to item 24) from Student Questionnaires, separate each
' grade level stack into two piles: one for questionnaires with comments and one for ques-
tionnaires without comments. Label the stacks “Comments” and “No Comments.” * <

Step 15 For recording grade nine comments on Student Questionnaires, prepare a sheet with the
heading: , :

Comments Provided by Sgudenté
Regarding Student Questionnaire
Grade Nine .
Step 16 Type 6r print in clear letters the comments in Student Questionnaire item 24 provided by
the grade ninestudents. Make extrasheets with the same heading if you need them.

. .

NOTE: If the comments can be grouped in a reasonable way, ple&se do s0. You would
. then have a more easily u:/;able list of comments,

r

A . -

E IR 2
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Step 23  Give all materials to your tabulation supervisor.

- A
- . .
Step 17 Repeat Steps 15 and 16 to record comments to item 24 for grades ten, eleven, and twelve.

, X
Y

~ 'a : 5 : .
NOTE: You have now completed recording all comments in Student Questionnaire
it 4, L T

—

. - .

-
Step 18 Separate. Graduate Questionnaires into two stacks: one for questionnaires with comments
written in item 22 and another for questionnaires without, comments for item 22. ,
L 4 ‘. .

Step 19 Repeat Steps 15 and 16 to type or print the comments provided by graduates. ~

7~ . . v o
NOTE: You have now completed recording all comments in Graduate Questionnaire -
’ 1tem 22. g

\ \ .
Step 20 Separate Parent Questionnaires into two stacks: one for questiopnaires.with comments in
item 3 and one for questionnaires without comments in item 3.

Step 21 Repeat Steps 15 and 1570 type orprint the comments provided by parents.

Step 22 “Separate and record comments¥or Faculty/Staff Questionnaires the same way you dxd
Parent Questlommres in Steps 20 and 21. .

NOTE: You have now completed recording all comments on ParentaQuestionnaires and

Faculty/Staff Questionnaires.

-« 3 . )
] v

Step 24 Each supervisor should spot-check the work done by thoi’”he/she supervises and ask them
to correct any errors.

~y

- . .
N '

o5

-



