
 

 

 

SURVEY FAQs 

A GUIDE TO UNDERSTANDING THE SURVEY PROCESS 
 

 

When are the School Culture and Climate Surveys administered? 
The survey administration is scheduled when the school and Staff Culture and Climate 
Team feel ready! It is important for each school to move at its own pace. Typically, there are 
a few activities that would occur before the surveys are administered.  For instance, it is 
important to schedule a staff meeting where the Initiative is explained and questions can be 
asked about the process. In addition, the consultant will spend some time with the Staff 
Culture and Climate Team to complete some initial project steps and help the Team decide 
on a 3-5 day window for the survey administration. 

 
 
 

Once a survey timeframe is selected, what happens? 
The school leadership will decide if they want to administer the survey using Scantron forms 
(paper and pencil) or Survey Monkey (computer-based).  Please note, students and staff 
can use different methods. In other words, students can use Scantron forms while staff use 
Survey Monkey. In addition, if the school is an elementary school, they can opt to survey the 
Kindergartners, first graders and second graders as well.  Lastly, the school should discuss 
if they want to survey parents.  Parent surveys can be scheduled at the same time or at a 
later date and must be done via Survey Monkey. Once this has been decided, the 
consultant will submit a Survey Order Form to the Lab at the College of Saint Elizabeth.   
 
 
 
How do we get the survey? 
If the school opts for Survey Monkey, the Lab at the College of Saint Elizabeth will email the 
survey link to the Team leader with directions at least one week before the survey is set to 
begin. If the school chooses to use a paper survey with Scantron forms, the school will 
receive the survey electronically and the school will need to make the necessary 
photocopies.  A member of the Initiative team will drop off the Scantron forms at the school 
prior to the survey date.  Once completed, an Initiative team member will pick them up and 
bring them to the Lab for processing.   
 
 
 
How long will the survey take to complete? 
For the staff, the survey should take approximately 15 to 20 minutes to complete. For 
students, it is advised to offer a full class period (approximately 40 minutes). 
 
 
 
 
 



 

 

 
 
 
 
How do we administer the survey in our schools? When is the best time? 
Each school can decide what works best. For staff, some schools will block out time during 
a staff meeting or set up a computer station in the staff lounge.  For students, it’s best to 
choose a subject or class period that all students have (i.e. homeroom, physical education, 
etc.) to ensure that all students have an opportunity to be surveyed. 
 
 
 
How does the survey for grades K-2 work? 
This is a short survey that should be administered by the school counselor or another staff 
member (not the classroom teacher).  The staff member will ask the child a series of 
questions that require a “thumbs-up” or “thumbs-down” response and the child will circle 
their response.  Please note that the school will receive this survey electronically and the 
school will need to make the necessary photocopies.   
 
 
 
What if staff members or students are absent during the survey window? 
Schools will typically leave the window open for 5 days to ensure that everyone has the 
opportunity to participate. It would certainly be okay if some folks miss the survey window 
due to unforeseen circumstances. 
 
 
 
Who on staff should complete the survey? 
Ideally all staff should take the survey. This includes office staff, administration, teachers, 
paraprofessionals, cafeteria staff, custodial staff and even bus drivers. 
 
 
 
How will the results be shared? 
Once the surveys are completed and processed, a Data Review will be scheduled. This will 
be a two-hour meeting with the Staff Culture and Climate Team where the results will be 
shared and discussed.  The co-directors of the School Culture and Climate Initiative, Liz 
Warner and Patricia Heindel, Ph.D. will lead the meeting and help the Team determine the 
strengths and opportunities for improvement in their school.  In addition, a one-hour meeting 
with the Student Team will occur (typically on the same day) where the student survey 
results will be shared. 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
How will the staff and wider community be informed of the survey results? 
Typically, the first step after the Data Review would be for the staff team and student team 
to decide how to share the information with the school and wider community. Some choose 
to do a small presentation during a staff meeting while others may choose to send an 
informative email.  It is important to note that folks outside of the Culture and Climate team 
will not receive the data summary reports, but the results will be shared out to everyone in 
the form of patterns of strengths and opportunities for improvement. This is simply because 
the data summaries in numerical form, outside the context of the lengthy data review 
conversation, cannot be properly interpreted. There is a very rich discussion that occurs 
surrounding the results and it would be unfair to share these numbers without a 
comprehensive explanation 
  
 
 
How do parents get surveyed?  
A parent survey is administered at the discretion of the school district and the parent survey 
is only administered via Survey Monkey.  If parents have multiple children in a district, they 
will receive links to multiple surveys because each survey is linked to a particular school. 
Similar to the staff/student survey, a time window is selected for parents to complete the 
survey. It is important for the Team to discuss creative ways to ensure a high parent 
response rate. Some schools decide to send a letter; others may plan a school-wide event 
where computer stations are provided for survey administration.    
 
 
 
Is the survey anonymous? 
Yes, it is anonymous. The surveys ask for demographic information from staff and students, 
but the data reported to the school only compares responses by staff gender and position 
and by student gender, ethnicity, and grade level. The other demographic information 
collected on the survey is used to describe the overall samples for general research 
purposes.  Furthermore, sub-group data is not reported for any group that has fewer than 5 
respondents. The responses of members of groups with less than five in them are only 
included in the overall numbers.   
 
 


