PROCTOR

rwwrcwram [ VSTRUCTIONS,

Theseinstructionsaredesignedor useby the persorwho proctorsthe California Healthy Kids
Survey (CHKS) in the classroom.

PROCTORING THE SURVEY

1) Arrive early. Give yourselfampletime to preparefor surveyadministration.

2) Sign Assurance of Confidentiality. Readandsignthe attachedconfidentiality
agreement and give it to the school or district coordinator.

3) Distribute survey modules and supplies. Provideeachparticipatingstudentwith:
* Therequiredsurvey(ModuleA),
* Any optionalmodulesthe district electedto administerfModulesB - H),
* A scannable answer sheet, and

A #2 pencil.

4) Make sure you do not survey any student whose parents declined participation.

5) Read Introductory Script to students. Theattachedscriptassureshatstudentknow
theywill notbe punishedor rewardedor choosingto/notto participate. It wasdesigned
for your protection.

6) Monitor students. To insureprivacyandconfidentiality,andto promotehonest
responsegjo not wanderaroundthe roomwhile studentompletethe questionnaire.
However,do observetheir behaviorto ensurethatdisruptionsdo not occuror that
studentgdo not try to find out how otherstudentsanswered.

7) Fill out Transmittal Envelope. While studentdakethe survey fill outall requested
informationonthe TOP PORTIONof the TransmittalEnvelope. It is very important
that all information is accurate and complete.

8) Collect answer sheets. At theendof the surveyperiod:
* Havestudentguttheiranswersheetsn the TransmittalEnvelope.
Publicly sealthe envelopebeforethe students.
Thankthe studentdor their participation.
Turnin TransmittalEnvelopesandothermaterialsto schoolcoordinator.



Assurance of Confidentiality of Survey Data

The California Department of Education is firmly committed to maintaining the confidenti
of individual respondents@ataobtainedthroughsurveys.

Procedures for Maintaining Confidentiality

1. All survey administrators shall sign this assurance of confidentiality.

2. All survey administrators shall keep completely confidential the names of
respondents, all information or opinions collected, and any information about

glity

respondents learned incidentally. Survey administrators shall exercise reasonaple

cautionto preventaccesdy othersto surveydatain their possession.

Pledge of Confidentiality

I herebycertify thatl havecarefullyreadandwill cooperatdully with theaboveprocedure®n
confidentiality. | will keep completely confidential all information arising from surveys
concerning individual respondents to which | gain access. | will not discuss, disclose,
disseminategr provideaccesgo surveydataandidentifiers. | will devotemy besteffortsto
ensurehatthereis compliancewith therequiredprocedure®y personneivhom| supervise.|
give my personal pledge that | shall abide by this assurance of confidentiality.

My signature below indicates | have read and agree to the Pledge of Confidentiality.

Survey Administrator Name: Print name;

Signature:

Date:




Introductory Script for Survey Administration

"Your district is conducting the California Healthy Kids Survey. You are among thousands
studentghroughouthe statewho aretakingthis survey. You wereselectedo participate
because your classroom was selected at random (by chance).

The survey asks questions about your eating habits, physical exercise, drug use, violence
otherhealth-riskbehaviors.[IF ADMINISTERING MODULE C, ADD: suicide;IF
ADMINISTERING MODULE F, ADD: sexualbehavior.]

Thisis notatest. Thereareno right or wronganswersandyou will notbetimed. Theanswers
you give are very important. Please read each question carefully and answer it based on
you really know or do. Answerthe questiondruthfully andasbestasyou can.

The surveyis anonymousandconfidential. Do not put your namesanywhereon the surveyor
theanswersheet.No onewill everbeableto connectyou with youranswers.Your answersre
private.

Participationis voluntary. You areherebecauseour parentsor guardiansdid not objectto your
participation,but you don'thaveto takethe surveyor completeany questionghatyou do not
wantto answer.

The Stateof Californiawantsto thankyou for your helpin filling outthesurvey. Your
participationwill helpusto betterunderstandhealth-relatedehaviorsanddevelopbetterhealth
educatiorandpreventionprograms.If you haveany questionsaftercompletingthe survey,your
schoolprincipal or counseloiis readyto spendiime with anyonewho feelsthattheywould like
to talk over their feelings about the survelyiyone who does not wish to participate should tell
me now.

Mark your answerson your answersheet. Eachsectionof the surveymatchesup with a section
ontheanswersheet. Be sureto checkyou arein the correctpartof theanswersheetwhenyou
answereachquestion. DO NOT DO ANY WRITING ON THE QUESTIONNAIREITSELF.

It is importantthatyou answerbasedon whatyou really know anddo. Don't pick aresponse
just becauseyou think that'swhat someonevantsyou to say.

The first questions ask some basic information about your background such your as age,
ethnicity. We need this information to understand how behaviors differ among youth.
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Now you can read the directions on the first page and go to question number 1. When yogu have

completedhe entiresurvey,put your answersheetin this white envelope/hold up white
envelope to students] and bring your survey and pencil to me.

If you haveanyquestionspleaseaiseyour hand. Thankyou. Pleaséegin.”




