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2024-2025 Student Perception Survey
Survey Coordinator Checklist

To ensure successful administration of the Student Perception Survey, survey coordinators are encouraged to
work with their principal or school leader to create a plan that works best for their students and teachers. The
following checklist outlines tasks that survey coordinators can complete to prepare for and carry out a smooth
administration process.

Before Survey Administration:

= Determine which date(s) survey administration will occur at your school during the citywide survey
window (December 9, 2024 - January 17, 2025).

= Determine which school-wide period or periods will be surveyed.

=  Determine who will proctor each course section.

= Create a communications plan and proctoring schedule.

=  Communicate the survey administration timeline to your teachers, proctors, and students. Remind them
that the results of this survey are used for formative purposes (i.e. to guide practice).

= Create an accommodations plan for English Language Learners and Students with Individualized
Education Programs (IEPs) using the Survey Accommodations Guide.

= Ensure that your school has received survey materials for all eligible teachers. All materials will be sent
to schools via email the week of November 25, If you do not receive your school's survey materials by
December 6, email us at StudentPerceptionSurvey@schools.nyc.gov.

During Survey Administration:

= Distribute survey materials to the proctors.

= Monitor survey administration and ensure an ethical administration of the survey. Review
administration resources including the Survey Ethics Reference Guide at StudentPerceptionSurvey.nyc.

= Answer any questions that may arise about survey administration and provide support to proctors.



https://infohub.nyced.org/docs/default-source/default-document-library/2024-25-student-perception-survey-accommodations-guide.pdf
mailto:studentperceptionsurvey@schools.nyc.gov
https://infohub.nyced.org/docs/default-source/default-document-library/2024-25-student-perception-survey-ethics-reference-guide.pdf
https://infohub.nyced.org/reports/school-quality/student-perception-survey
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