Jefferson County

School Tech Rep Instructions
Administering the IMPACT Survey 2011
Every member of your certificated school staff (teachers and administrators) must take the survey.  Please ask them to read the Survey Instructions carefully.  It should only take 15 minutes to register and complete the survey.  This survey provides a printable page with their username and password after they register.  It also provides a printable page after they complete the survey that shows the date, time, and number stamp indicating that they completed the survey.  

Try to have all surveys completed by April 15, 2011 – so that you can get your results as soon as possible.  
Your Plan of Action:

1. First, please take the survey yourself using the directions so that you will be familiar with them. (#13 in directions – tech reps will enter my email address – your school staff will enter your email address)

2. Please print out both pages, username/password page and survey complete page so that you have an example to show your staff.

3. Send all teachers an email with the instructions for completing the survey.  Make sure that they have your email address so they can enter that information in the space provided after they complete the survey. Send them a paper copy if you feel that it is necessary.
4. Remind teachers that information from this survey provides data for development of the school/district tech plans and technology budgets.
5. Keep a list so that you know when all staff members have completed the survey – from email notifications or dated survey printouts.

6. Email lboyd@jefcoed.com when all staff members have completed the survey. After I receive your email, I will send your data.
Suggestions for Survey Completion:

1. Plan for groups to go to a central location (library or lab where you will be able to assist if necessary).

2. Have a brief staff meeting to complete the survey in a library or lab setting.
3. Ask staff to complete it individually at their convenience.
