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Thank you for serving as a Comprehensive Thank you for serving as a Comprehensive 
School Survey (CSS) coordinator. 

• Your role is vital to our success! 

• Our goal is to increase the response rate for • Our goal is to increase the response rate for 
all surveys. 

• We hope this guide provides some 
successful strategies and helpful hints 
concerning the CSS  a tool that helps to concerning the CSS, a tool that helps to 
measure the JCPS Theory of Action.



JCPS THEORY OF ACTIONJCPS THEORY OF ACTION
When we collaborate to: Then all students graduate with:
• Create caring and culturally 

responsive classroom 
communities; 
P id hi h lit

• A high level of academic 
performance, 

• Strong character development 
d i i t d• Provide high-quality, 

personalized instruction that 
challenges and engages 
students in authentic work;

and civic engagement, and
• Enhanced health and wellness…

;
• Ensure equitable access for all 

students to a consistent, 
inquiry-based curriculum; and

So that all students are prepared to: 
• Achieve their goals,  
• Follow their dreams, and

• Prepare leaders to engage in 
collaborative strategies to 
move this shared vision 
forward

Follow their dreams, and 
• Create a more just society. 

forward . . .



CSS History: 
The CSS is provided to all staff, all parents, and 
students in grades 4–12 for the purpose of collecting 
data concerning academic indicators  school 

y

data concerning academic indicators, school 
community, empathy, ethics, service, environment, 
safety, and employee job satisfaction. 

The Jefferson County Board of Education mandated the 
CSS be conducted on an annual basis, beginning with 
th  1996 97 h l  the 1996–97 school year. 

The CSS supports the Board’s goals of enhancing 
effective teaching, enhancing effective leadership, 
strengthening organizational culture, and improving 
organizational effectiveness.



New for 2008–09: 
• All student surveys will be available on CASCADE. 
• Parent and staff surveys will be available on the 

JCPS Online System on the district’s website. JCPS Online System on the district s website. 
• Although the online parent survey is the preferred

method, paper-and-pencil surveys will be provided 
for parents without computer access (this year)  for parents without computer access (this year). 

2008–09 CSS Timeline: 
• Student surveys will be available in CASCADE during 

February 2–20, 2009. 
• Parent and staff surveys will be available on JCPS Parent and staff surveys will be available on JCPS 

Online during February 2–20, 2009. 
• A special PONY run will pick up all Parent paper-and-

pencil surveys from schools on February 25  2009pencil surveys from schools on February 25, 2009.



The Survey Process:The Survey Process:
• The CSS is distributed and administered annually.   
• The results are collected, analyzed, and reported. 

CSS data is used for a variety of purposes including:

• About 8–12 weeks later, a report will be available for each 
location.

CSS data is used for a variety of purposes including:
• Comprehensive District Improvement Plan (CDIP) 

development
C h i  S h l I t Pl  (CSIP) • Comprehensive School Improvement Plan (CSIP) 
development

• Strategic planning, policy making, and benchmarking 
processesprocesses

• Formative evaluation of programs, projects, innovations, 
and grants



B t P ti  Best Practices 
f  I i  for Increasing 

Your CSS Your CSS 
Response RateResponse Rate



CSS data assists us in tracking our progress toward g p g
many of the goals expressed by district leaders in their 

Theory of Action and Strategic Plan. 

A high response rate will ensure that the feedback 
gathered from students, parents, and staff becomes an 
integral part of the district’s decision-making process. integral part of the district s decision making process. 

High response rates ensure that the CSS results are 
representative and that the collected data has the representative and that the collected data has the 

necessary validity and reliability.  

Access the CSS Response Rate Report Access the CSS Response Rate Report 
for your location at: 

http://www.jefferson.k12.ky.us/Departments/Acct 
ResPlan/SurveyResultsPreface htmResPlan/SurveyResultsPreface.htm



Successful Strategies for Increasing 
Your CSS Response Rate:

• Have a plan for administering the CSS! • Have a plan for administering the CSS! 
• Communicate with your staff about 

administration dates and times.  administration dates and times.  
• Seek the support of your stakeholders 

and customers. 
• Explain the value and importance of the 

CSS and how each person’s feedback 
plays a key role in district improvement. 



Successful Strategies for Increasing g g
Your CSS Response Rate:
• Student Surveys: Set a specific date to print, 

d i i t  ll t  d  th   administer, collect, and scan the surveys. 
• Parent/Guardian Surveys: Offer an incentive to 

students who return their parent/guardian’s 
d il  Al  l  paper-and-pencil survey. Also, please 

accommodate parents who would like to 
complete the CSS online.  
Staff Surveys: Ensure that every employee has • Staff Surveys: Ensure that every employee has 
access to a computer to complete the CSS 
online. Advise staff that the online surveys 
enable them to access the CSS from any enable them to access the CSS from any 
computer with an Internet connect—even from 
home.



Student 
S  i  Surveys in 
CASCADECASCADE



Student Surveys: 
• Student surveys will be printed from CASCADE. 
• The best practice is to administer the CSS similar to 

the way the District CCAs are administered at your 
h l  school. 

• Ask teachers to administer the CSS during the first 
period of the day or during English class. 

• Explain why the CSS is important and that each • Explain why the CSS is important and that each 
student’s feedback contributes to the school’s 
success. 

• Offer an incentive for returning a completed survey. Offer an incentive for returning a completed survey. 
• Use the CSS as a learning opportunity. 
• Student surveys are not anonymous, so it is vital that 

these surveys are handled in an ethical manner. y
Remember, we are supporting the JCPS Theory of 
Action, “Whole Child” Core Beliefs. 

Make it FUN!Make it FUN!



Access the JCPS Website (www.jcpsky.net)

❶ Click the “Employees” tab ❷ Click “Employee Groups” and 
select “Teachers”

❸ Select 
“CASCADE”



Log In: Log In: 
• Log in using your 

network ID/username. 
• If you are new to 

CASCADE, click the 
Forgot Password? 
Link. A temporary 
password will be sent 
to your e-mail 
address  address. 

• You may change your 
password under the 
System Utilities tab by System Utilities tab by 
clicking on the 
Change Password 
link  link. 



Printing Student Surveys in CASCADE

There are several options for printing student 
surveys in CASCADE. Each school should choose the 
method that best fits the school’s schedule. 

These options include: 
1. Teachers print the CSS by their class(es).  
2. A point person prints the CSS by teacher class 

such as first-period, home room, or 
English/Literacy classes. 

3. A point person prints the CSS by grade level using 
Create Custom Class. This option allows for 

i ti  ll  f   ti  d  S  ill printing all surveys for an entire grade. Surveys will 
be sorted alphabetically by students’ last name. 

Examples of these processes are shown on the following pages.



Option 1Option 1
Teachers Print Teachers Print 

the CSS by the CSS by 
ClassClass



Teachers: Printing the CSS by Class
From the Main Menu, 
go to the School 
Climate tab and click Climate tab and click 
the Comprehensive 
School Survey link. 

Select class(es) 
then click Print 
Survey Sheets y
button.

Select school 
level survey to 
print. Then, click 
Create Bubble 
Sheets button. 



Teachers: Printing the CSS by Class
• A bubble sheet pdf will 

be displayed on the 
screen.

• Before you click OK to 
Student Name

• Before you click OK to 
Print: 

Confirm that Adobe 
Reader is installed on 
your computer  your computer. 
Confirm that  Page 
Handling is off.

• Surveys must be Surveys must be 
printed to a laser 
printer.

• You will have two 
survey sheets for each survey sheets for each 
student. 



Option 2Option 2
A Point Person A Point Person 
Prints the CSS Prints the CSS 

by Teacher y
Class



Printing the CSS by Teacher Class
From the Main Menu, go to the 
School Climate tab and click 
the Comprehensive School 
Survey link. 

Click the link that says Print 
S  F  f  S  Survey Forms for Someone 
Else. Select teacher name 
from drop down box and click 
Load  Load. 

Select class(es) then click 
Print Survey Sheets button.

Select school level survey to 
print, then click Create Bubble 
Sheets buttonSheets button.



Printing the CSS by Teacher Class
• A bubble sheet pdf will 

be displayed on the 
screen.

• Before you click OK to 
Student Name

• Before you click OK to 
Print: 

Confirm that Adobe 
Reader is installed on 
your computer  your computer. 
Confirm that  Page 
Handling is off.

• Surveys must be Surveys must be 
printed to a laser 
printer.

• You will have two 
survey sheets for each survey sheets for each 
student. 



Option 3Option 3
A Point Person A Point Person 
Prints the CSS Prints the CSS 
by Grade Levely



Creating the Custom Class by Grade Levelg y

• Assessment Tools is 
the main tab used the main tab used 
by teachers.

• A point person will A point person will 
need to create this 
class or classes 

d  th  under the 
Assessment Tools 
tab by clicking on y g
the Manage Classes 
and Locations link. 



Creating the Custom Class by Grade Level

• Click on the Create a 
Custom Class List link

• Type in name of  
custom class  choose Custom Class List link. custom class, choose 
your location, and click 
Next Step. 



Creating the Custom Class by Grade Level

• Check the Create Class 
from Entire Grade box.from Entire Grade box.

• You will be directed to a 
new screen. Select grade 
f  d  d  b  from drop down box, 
then click Done Creating 
Class. 

• You will then be directed 
back to the Manage 
Classes and Locations 
screen where you may 
click on the Class Name 
to verify or edit the 

t  l  custom class. 



Printing Custom Class Surveys by Grade Level

From the Main Menu, 
go to the School 
Climate tab and click 
the Comprehensive 
School Survey link. y

Select the custom 
class you created, 
then click Print then click Print 
Survey Sheets.

Select school 
level survey to 
print, then click 
Create Bubble Create Bubble 
Sheets. 



Printing Custom Class Surveys by Grade
• A bubble sheet pdf will 

be displayed on the 
screen.

• Before you click OK to 
Student Name

• Before you click OK to 
Print: 

Confirm that Adobe 
Reader is installed on 
your computer  your computer. 
Confirm that  Page 
Handling is off.

• Surveys must be Surveys must be 
printed to a laser 
printer.

• You will have two 
survey sheets for each survey sheets for each 
student. 



The Safe and The Safe and 
Drug Free Drug-Free 

Schools Schools 
S  Survey 



Printing the SDFS from CASCADE
(Th  SDFS i  f  iddl  d hi h h l t d t  l )(The SDFS is for middle and high school students only)

On CASCADE’s main 
menu, click the 
Comprehensive School 

A pdf  of  the Safe & Drug-Free 
Survey pre-slugged with your 
school location number will be Comprehensive School 

Survey–Safe & Drug-Free 
link. 

school location number will be 
displayed. Print the number of  
copies you need for your class, 
grade, or school. 

NOTE: The SDFS is one sheet and is anonymous.



S  h  Scanning the 
Student 

Survey Sheetsy



• Take your completed survey sheets to 
the Lexmark x646e in your building.  the Lexmark x646e in your building.  

• The surveys do not need to be sorted 
in any particular order. 
L d  t  50 h t  i t  th  f d  • Load up to 50 sheets into the feeder 
tray on the top of  the machine. The 
sheets should be face up and head 
first in the tray.

• Be sure to push the side rails tightly 
against the stack of  paper by firmly against the stack of  paper by firmly 
tapping on both rails at the same time 
to eliminate any space that would 
allow the paper to turn a few degrees allow the paper to turn a few degrees 
as it is pulled into the scanner. Even a 
slight tilt in the paper will prevent 

 iproper scanning.



Scanning the Student Survey Sheets
• Once the surveys are loaded in the feeder tray, 

press the Scan Survey button on the machine’s 
touch screen  touch screen. 

• Wait for the confirmation page to print. If  an 
error is returned indicating a barcode misread 
or mismatch  check the pages in the stack to be 

Comp Survey 
08-09

or mismatch, check the pages in the stack to be 
sure all tests were turned the same way and 
were face up in the scanner. If  a sheet is found 
to be turned around or face down, rescan just to be turned around or face down, rescan just 
that sheet with another stack or by itself.

• Repeat the process for the next batch of  answer 
sheets after the confirmation page prints. sheets after the confirmation page prints. 

• Wait for a confirmation page each time.
• After the student surveys have been scanned, 

give the hard copy surveys to the CSS give the hard copy surveys to the CSS 
Coordinator for your location. 



Common Issues Preventing 
Successful ScanningSuccessful Scanning

• After scanning several stacks, eraser debris 
and pencil shavings will begin to build up on 
the scanner's glass. Please be sure the glass 
is clean before scanning. Open the top 
scanner tray to view the glass. 
Th  ll i  f l   th  l ft id   • The small piece of glass on the left side scans 
everything loaded from the automatic feeder 
tray. A small lip sticks up slightly to the right 
of the glass and does a good job scraping of the glass and does a good job scraping 
pencil shavings from the paper back onto the 
scanning glass. 

• Debris and pencil shavings should be dusted p g
off with a soft, dry cloth. Since the area of the 
glass is so small, using liquid glass cleaner 
usually leaves streaks in the corners and 

h ld b  d f ll  Cl  th  t  should be used carefully. Close the top 
scanner tray when you are finished.



Parent and 
Staff SurveysStaff Surveys



Parent Surveys
• All parents with an e-mail address on file 

with JCPS will receive an e-mail that 
contains a link to JCPS Online where they contains a link to JCPS Online where they 
will complete their survey. 

• Consider providing parents with access to 
your computer lab so they may complete your computer lab so they may complete 
the parent survey online.  

• The online survey will be available from 
February 2–20, 2009.

• Link to online parent survey: 
http://snipurl.com/parentguardianhttp://snipurl.com/parentguardian

• Parents may also elect to complete a 
paper-and-pencil survey.



Parent Paper-and-Pencil Surveys
• Send the CSS home in students’ homework folder 

or backpack and offer students an incentive for 
returned surveys  returned surveys. 

• Distribute the CSS on Parent-Teacher Conference 
Day, if possible. Consider providing parents 
access to your computer lab so they may complete access to your computer lab so they may complete 
their survey online. 

• Have the CSS available at your welcome or 
i t ti  ff  li ht f h t  N  2 registration area—offer light refreshments, No. 2 

pencils, and a place for parents to complete the 
CSS. 
A l ONY  ll k  ll  • A special PONY run will pick up all Parent paper-
and-pencil surveys from schools on Wednesday, 
February 25, 2009.



Staff Surveys on JCPS Online
• Please advise staff that all staff surveys are confidential! 
• All staff surveys must be completed on JCPS Online. 

E l  ith  di t i t il t ill i   • Employees with a district e-mail account will receive an e-
mail that contains links to the staff surveys on JCPS Online.  



Staff Surveys on JCPS Online

• Employees who do not have a district e-mail 
account or a computer should be provided account or a computer should be provided 
access to a computer to complete their 
survey on JCPS Online. y

• Links to staff surveys will be open during 
February 2–20, 2009:y

Non-school-based Certified: http://snipurl.com/nonsclcertified
Non-school-based Classified: http://snipurl.com/nonsclclassified
School-based Certified: http://snipurl.com/sclbasedcertifiedp p
School-based Classified: http://snipurl.com/sclbasedclassified



CSS L i tiCSS Logistics



Tips for Effective Processing of p g
Paper-and-Pencil Surveys:

• No  2 pencils must be used to complete No. 2 pencils must be used to complete 
the bubble sheets. Only surveys 
completed with a No.2 pencil can be 

d  scanned. 
• Erase the area completely before making 

a correction  a correction. 
• Do not use staples, paper clips, or rubber 

bands on survey forms. y
• Damaged surveys cannot be scanned, so 

do not bend or fold the surveys.



Links for Online Surveys
All links will be available February 2–20, 2009.

• Non-school-based Certified: http://snipurl.com/nonsclcertified
• Non-school-based Classified: http://snipurl.com/nonsclclassified
• School-based Certified: http://snipurl.com/sclbasedcertified
• School-based Classified: http://snipurl.com/sclbasedclassified
• Parent/Guardian: http://snipurl.com/parentguardian

The 2008–09 CSS results will be posted by The 2008–09 CSS results will be posted by 
the end of March 2009. 

Access the CSS Interactive Report for your location at:

http://www.jefferson.k12.ky.us/Departments/AcctResPlan/SurveyResultsPreface.htm



CSS Contact Information 
• If you have questions concerning CSS design and 

content or would like to provide feedback or 
suggestions for improving the survey process, 
please contact Dr. Marco Muñoz at 485-3036 or 
marco.munoz@jefferson.kyschools.us. 

• For technical assistance with the student surveys 
in CASCADE, contact Tamara Lewis at 485-3036.  

• For technical assistance with the staff and parent For technical assistance with the staff and parent 
surveys in JCPS Online, contact Beverly Nelson at 
485-3036.  

• For assistance with shipping and materials related • For assistance with shipping and materials related 
to the parent paper-and-pencil survey, contact 
Jessica Lyons at 485-3388. 



Th k  f  i i  th  Thank you for reviewing the 
2008–09 CSS Online Tutorial.

W  i t   ff t  i  We appreciate your efforts in 
making this year’s CSS a 

success—a higher number of 
responses means better data responses means better data 

for making decisions! 



2008–09 CSS Online Tutorial 
developed by Kathy Smith. 


