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Survey Coordinator Guidelines
Ohio Healthy Youth Environment Survey


Follow these guidelines for a successful administration of the survey.

1. Understand and communicate the importance of the survey to other staff members, parents and students via bulletins, town hall meetings, announcements, school electronic flyers and email.
a. Results can have important value in proposal writing, county prevention plans, school improvement plans, etc.
[bookmark: _GoBack]	b. Recognize the importance of a high student participation rate 
2. Know the timeline — it is critical and cannot be adjusted. 
3. Know where to find more information. Ongoing communication among district superintendents, school principals, survey coordinators, and survey administrators is a must.
	a. Check the OHYES web site regularly 
	b. Read email updates from Coordinators and State agency contacts 
	c. Contact us with any questions and comments
4. Complete the required online Coordinator Training and quiz at OHYES Training
5. Verify that the registration information online is accurate 
6. Understand and follow all institutional Review Board (IRB) requirements
7. Administer the survey
	a. Carefully read and follow all instructions and use the checklist
	b. Keep survey information handy for reference
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