A Guide for Technology Directors Responsible for Collecting Survey Data

Administrative Guidelines: Technology Instructional Practices Survey 
Thank you for helping with this first-ever statewide attempt to comprehensively document classroom technology use and needs across Minnesota. Once completed, you will be able to request your district’s summary data. 
This guide has been developed to help administer the two-part online Technology Instructional Practices Survey. Part one will be conducted on a random sample of teachers, and part two will be completed by the teachers who were not in the random sample. The same survey tool is used for both parts. View a video walk-through that will explain each question on the survey. 
Part 1: Anonymous Random Sample Survey - responses collected February 1-15, 2011
The random sample survey will allow districts to compare their data to regions and the state. Without a random sample, your district’s survey data will not be valid for comparison purposes. Simple instructions for drawing a random sample are described on page 2. 
Part 2: Districtwide Survey – responses collected after February 16, 2011
This survey is given to certified teachers who are not in the random sample. It will allow districts to combine these findings with those in the random sample for a total districtwide perspective. By combining both surveys, districts have a detailed picture by building, job classification and more that is not possible with the sample data alone. 

Survey Steps
Access the online teacher survey. http://education.state.mn.us/mdesurvey/index.php?sid=16773&lang=en
1.  Decide which of the surveys (part 1 or 2 described above) your district will conduct. Your district may choose to complete both.
2. Promote the surveys to teachers. Draft copy for district use is provided on page 3.
3. If your district is participating in the random sample survey, districts can draw their sample now using the sampling instructions below.

4. On February first 1, send survey link to certified teachers in the random sample. Make sure they use the same spelling of your district and school, and the same district number. For example, should they 0925 or just 925? 

5. Periodically send reminders to teachers to take the survey to ensure that your district has the minimum number of completed surveys needed for accuracy of findings. Teachers have 15 days to complete this survey before it is removed from the web site on February 15 at 4:00 p.m. 

6. Next, send the online survey link on Feb. 16, to teachers who are not in the random sample. Districts need to set their own completion date.
7. Once your district has completed the survey, request your district’s survey data from the Department of Education and the other summary statistics from the statewide survey.
8. Use this data for your district’s technology plans.

Drawing a representative sample 
For the Part 1: Anonymous Random Sample Survey 
To be confident that the survey results accurately reflect your district (plus or minus 10 %), please follow these sample guidelines. 

How many certified teachers need to be in the sample?

· On the chart below, in column A , find the number of teachers in your district .

· Next to it, in column B, find the number of teachers needed to take the survey. Note, this should be a random sample of certified teachers from across your district. 

· In column C, find the minimum number of surveys that need to be collected for high accuracy levels. 

If you have any questions about this survey sampling information, please contact: mde.schooltechplan@state.mn.us 
	A. If you have this many certified teachers
	B. Randomly sample and send surveys to this many teachers
	C. Collect at least this many completed surveys to get a valid result

	1-50 
	All of them
	All of them

	51-100
	All of them
	Half

	101-150
	All of them
	41

	151-200
	All of them
	51

	201-250
	All of them
	53

	251-300
	275
	55

	301-350
	285
	57

	351-400
	290
	58

	401-450
	295
	59

	451-500
	300
	60

	501-600
	305
	61

	601-800
	310
	62

	801-1,000
	315
	63

	1,001-1,300
	320
	64

	1,301-2,000
	325
	65

	2,001-3,600
	330
	66


Making the sample random
A survey is random if all certified teachers have the same chance of being in the sample. A simple way to make the survey random is to put the names of all your certified teachers in a hat and draw the number of names needed for your district’s sample size described above in column B. This may be cumbersome for large districts.
Using an alternative method, arrange teacher names in order by employee number and divide the list into sections based on the number of surveys you need as listed above in column B. Next, select one teacher from each section on the list until you have the required number for your sample.  It may be every other, every two, three or five names that make it into the sample. Or you can select five, skip two, select five, skip two and so forth.
Sample Copy For Schools to Use in newsletters and e-mails to teachers
Teachers, tell us what classroom technology you have and use
Please give us your input, along with other certified teachers across Minnesota, on classroom technology. Our district is conducting an anonymous 24-question survey in February that asks about classroom technology tools, professional development needs, technology integration levels, use by students and parents, and more. It takes about 15 minutes to complete and will give our district the information needed for technology planning, purchasing and staff development. Plus, it will help meet requirements for several state and federal funding programs. 

Soon you will receive information about how to participate in this important statewide effort. Thanks for your support. 
Please add you district’s contact information here. 
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