Harris Interactive School Poll – Project Detail (updated 12-7-10)
	Timeline
	Person Responsible
	Activity/Task
	To Do

	March 28th through April 15th
	Building Principal
Teachers
	Communicate to all students/parents that the school will be asking for parent feedback in mid-April. 
Communicate to staff that they will take the teacher/staff survey on April 15th
	Principal

· Begin including information in school newsletters (use district provided paragraph included in the “survey administration packet” and customize the message for your school).

· Involve the school’s PTA in the push to get parents excited and involved in the survey process

· Let teachers/staff know that they will take the survey on April 15th online (an email will be sent to them).

Teachers

· Include information in the teacher newsletters and ask students to remind their parents to complete the survey.  Inform students that they will also be taking the survey April 25th – May 6th


	April 25th through

May 6th
	Building Principal
	Ensure that all students complete the survey online.

	Principal

· Communicate survey information to all staff

· Distribute/share information from “survey administration packet” to teachers
· Organize/schedule each class to take the survey 
· Ensure effective administration of survey to all students; completed by May  6th
Teachers

· Ensure that all students complete the survey.

· Read the directions to the students prior to administration



	April 25th through

May 6th
	Building Principal
	Communicate the importance of parents completing the school survey.
*Collect parent surveys (parents should mail them directly to Harris in envelope provided)
	District

· Mail home the parent survey/1 per household

Principals
· Remind teachers and students to have parents send in the parent survey by May 6th
Teachers

· Daily reminders to students- remind parents to complete the parent survey and mail back

· If any surveys get returned to the school/classroom, have them forwarded to the unit office


	April 15th
	All school teachers, staff and administrators
	Complete the online teachers/staff survey
	Principal
· Ensure that staff are allowed a 30 minute period of time to complete the online staff survey on April 15th.

Teachers

· Complete the online survey- link sent to staff via email on April 15th from Harris School Poll


