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Tribal PREP: We R Native 
Survey Protocol

FY2020

As part of the Tribal PREP evaluation, all sites will administer a pretest and posttest to each youth participating in We R Native programming. As part of the national evaluation, all sites will administer a federal entry and exit survey.

For the We R Native Survey: It is important to follow this protocol to make sure that each youth’s completed survey is linked to one another so that the evaluation can measure change in the youth’s attitudes and beliefs over time. It is important that you follow these procedures so that the surveys are linked but de-identified, which protects the confidentiality of participant’s responses. 

The federal entry and exit survey will not be linked. The federal surveys should be completed first, then the We R Native surveys.  

**Please note that the federal entry survey and We R Native pretest will be administered to youth participants on the same day, as will the federal exit survey and We R Native posttest.**

Tribal PREP Survey Instructions
Please use the following steps for survey distribution at the first and last session:

Preparing for the first session

1. Each site should designate one point person (e.g., facilitator or assistant) to coordinate survey distribution and collection.

2. Create survey packets for youth participants before the first We R Native program session (material list below). The packet will be given to the youth participant and will contain the materials needed to complete the We R Native surveys.  

To create one survey packet you will need: 
a. One We R Native pre-program survey (printed on green paper)
b. One We R Native post program survey (printed on white paper)
c. Printed ID stickers (2 stickers per packet)
d. One envelope (the envelope must be able to seal with the surveys inside; e.g. 9 x 12, 10 x 13)

3. Place an ID sticker on the upper right corner on the front page of the following documents: 
· We R Native pre-program survey 
· We R Native post program survey

**We R Native surveys must have stickers with matching ID numbers in the upper right corner. This is the MOST important step in the survey process**

4. Place the We R Native pre-program and post program surveys with matching ID numbers into the empty envelope. Do not seal the envelope (youth will seal this envelope after completing the pre-program survey). 

5. Repeat steps 2-4 to create as many survey packets as you need. We recommend creating a few additional packets for any youth who may join the program late.

6. Check that each packet has the following: 
· A green and white survey
· Matching ID numbers on the surveys


Entry and Pre-program surveys- The first session before the program starts

Items to bring: 
· We R Native Survey packets
· Federal entry surveys (printed on blue paper)
· Something for the youth to write with (e.g. pencils, pens)
· Something to collect the completed survey packets and the completed federal entry surveys (e.g. box, large envelope, or rubber band) 
· Participant index cards (can also use cardstock)

7. Pass out a survey packet and a federal entry survey to each youth at the first session and the participant index card.  

8. Follow the script and instruct youth to: 
· Please complete the participant index card and give back to the facilitator.
· Please complete the surveys and reply honestly (remind youth not write their name anywhere on the survey). 
· Complete the federal entry survey.
· Remove the green pre-program survey.
· Leave the post-program white survey in the envelope.
 
9. When the surveys has been completed, instruct youth to: 
· Place their blue federal entry survey into the collection box or envelope.
· Put the green survey in the envelope, and seal it. 
· Write their name neatly over the seal.  
· Turn in their sealed envelope. 

10. Store the sealed envelopes and completed federal entry surveys in a locked filing cabinet. Enter the participant index cards into REDCap.

11. Bring a few blank survey packets and federal entry surveys to the first three sessions in case a new youth attends. After the 3rd programming session new youth participants should not complete a pre-program or entry survey. Provide the youth with a quiet, private area to complete the pre-program and entry survey and follow the collection steps 7-10 above.  



Preparing before the last session

12. Create a post-program packet for any youth who have joined the We R Native program after the third session (ie. These youth did not complete a pre-program or entry survey). Following the same instructions to create the survey packet, place an ID sticker on the upper right hand corner of the post-program survey and place in an envelope that can be sealed with the survey inside. Do not seal the envelope. 

Exit and Post Program Surveys – Following the last session of the program

Remember to bring the sealed youth survey envelopes and exit survey/posttest survey packets to the last programming session.

Items to bring: 
· Sealed youth survey envelopes
· Federal exit surveys (printed on yellow paper) 
· Blank envelopes: Write G/W (for Green/White surveys that are for We R Native) on the envelope
· Post-program packets (see step 12 above)
· Something for the youth to write with (e.g. pencils, pens)
· One large postage envelope for We R Native Surveys
· Something to collect the completed federal surveys (e.g. box, large envelope, or rubber band) 

13. Pass back to the youth who completed the pre-program surveys: 
a. Sealed youth survey envelope with their name on it 
b. One blank envelope: one with G/W written on it

14. Hand out a federal exit survey, a post-program survey packet, and a blank envelope with G/W written on it to the youth who did not participate in the pre-program survey. 

15. Follow the script and instruct youth to: 
· Take the federal exit and post-program survey and reply honesty (remind youth to not write their name anywhere on the surveys).
· Complete the federal exit survey.
· Open their survey packet and take out the completed pre-program survey and blank post-program survey.
· Rip up the envelope that has their name written on the back of it.

16. When everyone has completed their post program and exit survey instruct the youth to seal their completed pre-program survey and post-program survey, the green and white surveys, into the empty envelope marked G/W and to seal the envelope. Remind youth to not write their name on these envelopes. 
 
17. Have the youth place their “G/W” envelope in the large postage marked envelope.

18. Collect the federal exit survey and store in a locked filing cabinet. Enter the federal entry and exit surveys into REDCap. 

19. Post program and exit surveys can be administered up to 2 weeks after the last session for youth who missed the last session. Provide the youth with a quiet, private area to complete the post program survey and follow the collection steps 13-18 above. If you are not able to get in touch with the participant after 2 weeks, take the entry survey/pretest out of the envelope, rip up the envelope, enter the federal entry survey and mail the completed pretest to MPHI. 

20. Mail the large postage envelope once all youth have completed their surveys, or at the end of the 3 week period if you are attempting to collect surveys from those youth who missed the final session. Surveys should be mailed at the end of 3 weeks from the last session. Mail the large envelope to:

Allison Morey
Michigan Public Health Institute
Center for Health Communities
2342 Woodlake Dr.
Okemos, MI. 48864

Make sure to get a tracking number for any packages sent.

21. Exceptional Situations: 
a. A participant has only completed the entry survey/pretest, meaning you have a sealed envelope with a name on it, but the youth is not at the last session to complete a posttest/exit survey. If the youth attended the program, but did not attend the last session try to reach out to the participant and see if they can complete the exit survey/posttest in the next 2 weeks.  If you are not able to get in touch with the participant after 2 weeks, take the entry survey/pretest out of the envelope, rip up the envelope and mail the completed entry survey/pretest back to MPHI. 

b. A participant did not participate in the entry survey/pretest, meaning you do not have an envelope with a name on the back of it for them at the last program session. Provide the youth with a federal exit survey/posttest (see Step 12-14).

22. Handling Youth Survey Questions:

a. If a youth has a question regarding the survey instructions, review the instructions with him or her. 

b. If a youth has a question regarding the meaning of a word that can vary based on the individual (e.g. Community) ask the youth to respond based on what the word means to him or her. Avoid offering an interpretation or definition. 

c. If the youth needs the definition for a well-defined word, offer a simplified explanation.

d. If a youth accidently marks two answers for the same question, ask the youth to circle their final response.If you have any questions or concerns regarding the youth surveys, please contact:

Allison Morey
Evaluator
(517) 324-8372
amorey@mphi.org 
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