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Presentation Notes
This session is being recorded and will be available for reference on the KSIS Training Web page in approximately 7 – 10 days.
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 Infinite Campus Administration 
between January 4, 2016 – March 4, 
2016

 Two CIITS reporting periods
◦ January 4, 2016 – February 5, 2016
◦ February 6, 2016 – March 4, 2016

Shale Detwiler

Presenter
Presentation Notes
The ability to schedule and administer surveys in Infinite Campus is available from January 4, 2016 to March 4, 2016.  Districts and schools will schedule their own surveys and automatic educator assignment.  KDE will NOT run automatic educator assignment, nor will KDE generate surveys.  These tasks will be controlled at a district and school level.

Surveys administered in Infinite Campus during the January 4, 2016 to March 4, 2016 timeframe will have construct results reported in CIITS.
Results for surveys windows ending in Infinite Campus on or before February 5, 2016 will be compiled and reported in CIITS for the first reporting period.
Results for surveys windows ending in Infinite Campus after February 5, 2016 and on or before March 4, 2016 will be compiled and reported in CIITS for the second reporting period.
Results for surveys windows ending March 4, 2016 will not be reported in CIITS
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 Remember 15 day rules
◦ 15 instructional days within last 90 calendar days
◦ 1 instructional day within last 15 calendar days

 Short survey windows reduce the risk of 
students taking surveys outside of valid 
times

 Start and end surveys on school days

Shale Detwiler

Presenter
Presentation Notes
An instructional day is an instructional school day as defined on the Infinite Campus school calendar.  A calendar day is any day between January 1 and December 31.
Students must have been scheduled during instructional time, with the educator for at least 15 instructional school days.  At least one of these instructional school days must have been within the last 15 calendar days.  
Avoid scheduling surveys when terms change if student-teacher links will also change, such as in a high school where students can begin new classes during the second semester.
Avoid scheduling surveys immediately after an extended break.  For example, students whose last day of school before the Christmas break was December 18, would not have had an instructional day within the last 15 calendar days if they were scheduled to begin surveys the day they returned to school on January 4.
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 Confirm Campus Portal is accessible

 Confirm students have portal accounts

 Assign appropriate rights to users

 Set Messenger Settings preferences

Shale Detwiler

Presenter
Presentation Notes
See “Preparing Campus Portal and Student Accounts” and “Administrator Guide to Student Voice” documents on the Student Voice web page for information on how to perform these tasks. 
Student Voice web page : http://education.ky.gov/teachers/PGES/TPGES/Pages/TPGES-Student-Voice-Survey-Page.aspx
“Preparing Campus Portal and Student Accounts” : http://education.ky.gov/teachers/PGES/TPGES/Documents/Preparing_Student_Account_and_Campus_Portal_for_Student_Voice.pdf
“Administrator Guide to Student Voice” : http://education.ky.gov/teachers/PGES/TPGES/Documents/Administrator_Guide_for_Student_Voice.pdf
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 Maintained on School Resource tab
◦ PATH: System Administration > Resource > 

School

 Surveys are by school and must be set for each 
participating school within the district

Shale Detwiler

Presenter
Presentation Notes
Survey window and automatic educator assignment settings are maintained on the School Resource tab.  Tool rights are required.   Access to this tab gives the user access to the School Resource tab for all schools within the district.  KDE highly recommends limiting the number of people who have this access.



 Surveys will generate the 
evening before Start Date

 Surveys available from SV 
Window Start Date and Time 
until SV Window End Date 
and Time
◦ Only surveys completed 

between 7 a.m. and 5 p.m. local 
time will be included in 
calculated results

Shale Detwiler

Presenter
Presentation Notes
The SV Window Start Date/Time and SV Window End Date/Time determine when surveys are available to students.   Surveys will generate between 5pm the evening before and 6am the morning of the SV Window Start Date.   For example, a window start date of 1/18/16 would result in surveys being generated during the evening of 1/17/16 or the early morning hours of 1/18/16.

Setting the SV Window Start Date to the current day will result in surveys NOT being generated.  SV Window Start Date must be at least one day in the future.

Once Student Voice surveys are available to students, they are available 24/7 until the SV Window End Date and Time.  While surveys are available, students can access the surveys and complete them outside of school, however only surveys completed between 7am and 5pm local time will be included in calculated results.

SV Window Start and End dates can be any date within the Infinite Campus Administration time frame (January 4-March 4).  Additionally, these dates do not have to be the reporting period dates.  The SV Window Start Date must be on or after January 4 and the SV End Date must be on or before March 4.



 Assignment occurs 
night of Assignment 
Date

 Provide ample time 
between SV Auto-
Assignment Date and SV 
Window Start Date to 
review and adjust 
assignments

Shale Detwiler

*Remember to click Save School!

SV Auto-
Assignment should 
be BEFORE SV 
Window Start Date

Presenter
Presentation Notes
Educator assignment will occur the night of the assignment date.  Setting the SV Auto-Assignment Date to the current day will result in educators being automatically assigned according to the SV Auto-Assignment Choice setting that evening.

Setting SV Window Start Date and SV Auto-Assignment Date to the same day will result in surveys being generated BEFORE auto-assignment runs.
Setting SV Window Start Date to 1 day after SV Auto-Assignment Date will result in surveys being generated the SAME NIGHT as when auto-assignment runs.
It is recommended that SV Window Start Date be at a minimum 2 full business days AFTER SV Auto-Assignment Date to allow at least 1 business day for educator assignment review.  For example, If SV Auto-Assignment is set for 1/18/16 and SV Window Start Date is set to 1/20/16, then automatic educator assignment will run during the evening on 1/18/16 and surveys will generate during the evening on 1/19/16.  Giving the school ONLY 1/19/16 to review and manually adjust survey types on educators.

If a school chooses not to use Automatic Educator Assignment, they should set the SV Auto-Assignment Choice to “No Change” and leave the SV Auto-Assignment Date blank.
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 3 options for SV Auto-Assignment Choice:
◦ No Change: Retain Existing Survey Types – This is the 

default value.  Educator survey types will not be 
changed. 

◦ Assign: Survey Types to Type 01 District Assignments 
ONLY – Automatically assigns survey type to 
educators with a Type “01: Teacher”. 

◦ Clear All: Set All to Not Participating – All staff survey 
types are set to “Not Participating”

Shale Detwiler

Presenter
Presentation Notes
No Change: use this option when educator survey types will be manually assigned or have already been assigned and should not be automatically changed.  

Assign: use this option when the majority of teachers will need to be assigned a survey type and the majority of teachers will use the calculated survey type.
       Rules used to determine an educator’s assignment type during automatic assignment are:
“Not Participating” : Educators with fewer than 10 students in grades 3-5 and grades 6-12.  All educators with K-2 only will receive a “Not Participating” survey type.   All educators not a Type “01: Teacher”
“Grade 3-5 Teacher Survey” : Educators with the majority of students in grades 3-5
“Grade 6-12 Teacher Survey” : Educators with the majority of students in grades 6-12
                
In the event an educator has the same number of grades 3-5 students and grades 6-12 students, the assignment type will be set to “Grade 3-5 Teacher Survey”.

Clear All: use this option when all educators should be reset to the default of value of “Not Participating”.  This can be helpful when running a survey window for just a few educators.
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Path: Ad Hoc Reporting > Data Export > State 
Published > curriculum Student Voice Survey School 
Parameters

Shale Detwiler

Presenter
Presentation Notes
Shows a school and its survey control settings as set on the School Resource Tab.  Can be run for all schools or a single school as chosen in the Campus toolbar.
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 Maintained on the District Assignment tab
◦ PATH: Census > People> (Staff) (District Assignments)

*Remember to click Save!

Presenter
Presentation Notes
Manual assignment can be done instead of or as a supplement to the automatic educator assignment.  The student voice survey type for an individual educator is maintained on the District Assignment tab. Tool rights are required.  KDE highly recommends limiting the number of people who have this access.


Manual assignments should be done after automatic educator assignment has completed and before surveys are generated.
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 3 options for Student Voice Survey
◦ 0: Not Participating: - Educator will not participate in the 

next scheduled survey window
◦ 2: Grade 3-5 Teacher Survey: Educator will participate in 

the next scheduled survey window. Students will receive 
the Grade 3-5 survey  

◦ 3: Grade 6-12 Teacher Survey: Educator will participate 
in the next scheduled survey window.  Students will 
receive the Grade 6-12 survey. 

 Survey type will be determined by the greatest 
number of students in a grade group

Shale Detwiler

Presenter
Presentation Notes
In the event both grade groups have the same number of students, the “Grade 3-5 Teacher Survey” will be assigned.
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Path: KY State Reporting > KDE Reports > Student 
Voice Survey – Projected Counts
 Use to review educator assignments
◦ Only shows results BEFORE a survey window starts
◦ Lists all educators with Type “01: Teacher” and those 

assigned a survey type
◦ Use to verify:
 Educators properly scheduled for upcoming survey window
 Enough students to meet 10 student minimum

Shale Detwiler
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Presenter
Presentation Notes
Report format can be pdf or Excel file.

When running the report, only schools with a survey scheduled to start in the future will display in the school pick list.

This report will show no results if 1) SV Window Start and End Dates are blank or 2) no educators are assigned a “Grade 3-5 Teacher Survey” or a “Grade 6-12 Teacher Survey”.
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 Manual Educator Assignments should be made AFTER
Automatic Educator Assignment

 Allow ample time to review Educator Assignments
 Educator Assignments must be completed BEFORE

surveys generate
 Surveys generate night before SV Window Start Date
 Avoid starting surveys at beginning of terms
 Avoid starting surveys immediately after extended 

breaks
 Active surveys cannot be cancelled

Presenter
Presentation Notes
When surveys generate is the date used when determining the 15 day rules.
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 Have copies of the Student Guide available where 
students will take the survey

 Ensure students take the proper survey
 Ensure students click the Complete Survey button 

when finished  
◦ Students should NOT click the Exit (X) button

 Use Progress Monitoring and Educator with List 
of Students Reports to monitor survey progress

Shale Detwiler
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Path: KY State Reporting > KDE Reports > 
Student Voice Survey – Progress Monitoring
 Shows results for surveys that are or were 

active on a specific date 
 Lists only educators assigned a survey type
 Use report to verify:
◦ Educators will receive at least 10 valid responses
◦ Students have completed surveys for an educator

Shale Detwiler
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Presenter
Presentation Notes
Report format can be pdf or Excel file.

When running the report, all schools in the district will display in the school pick list.  To avoid time out issues, larger districts will need to limit the number of schools selected in a single report.   KDE recommends that no more than 20 schools be chosen at a time.  Reduce this number if there are multiple large schools or if latency issues occur.

This report shows, for each educator participating in the survey, the number of students who received a survey and the number of valid responses received.  A valid response is a survey that has been completed between 7am and 5pm local time.



18

Path: KY State Reporting > KDE Reports > Student 
Voice Survey – Educator with List of Students
 Survey must be active for results to display
 List only educators assigned a survey type
 Use report to:
◦ Identify students who have not yet taken a survey
◦ Verify educators will receive at least 10 valid responses
◦ Verify students have completed surveys for an educator

Shale Detwiler
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Presenter
Presentation Notes
Report format is an Excel file.

When running the report, all schools in the district will display in the school pick list.  To avoid time out issues, larger districts will need to limit the number of schools selected in a single report.   KDE recommends that no more than 20 schools be chosen at a time.  Reduce this number if there are multiple large schools or if latency issues occur.

This report shows, for each educator participating in the survey, a list of students who received the survey and if the student completed the survey.
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 Survey End Date determines reporting period
◦ January 4, 2016 – February 5, 2016
◦ February 6, 2016 – March 4, 2016

 One result per educator per period will be 
reported in CIITS
◦ May have results for an educator in both reporting 

periods
 Schools and/or surveys cannot be combined

Shale Detwiler

Presenter
Presentation Notes
Survey end dates do not need to be the reporting end date.  For example a survey beginning January 18 and ending January 20 will have results reported in the first reporting period.  A survey beginning February 3 and ending February 10 will have results reported in the second reporting period.  A survey beginning February 22 and ending March 1 will also have results reported in the second reporting period.

Results are calculated by survey window and school.  Only one result will be displayed in CIITS per reporting period.  If an educator participates in more than one survey during a reporting period, then the survey with the most valid results will be the survey used when displayed in CIITS.  
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 Can have more than one survey window in a 
reporting period
◦ Results are only 1 per educator per reporting period

 Only one active window at a time
◦ Schedule surveys one at a time
◦ Schedule new window to begin AFTER prior window 

ends

Shale Detwiler

Presenter
Presentation Notes
A school can have multiple survey windows.  Each survey window is considered unique and will produce results for displaying in CIITS.   An educator should only participate in one survey window per reporting period as only one survey result will be displayed.  Surveys are unique to each school.  Even if multiple schools have surveys scheduled for the same time frame, they are still considered separate survey windows – one for each school.
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 Before surveys are generated
◦ Changes when survey will be generated and end

 After surveys are created and during an active 
survey window
◦ Active surveys will not be changed.  New survey window 

scheduled only if it occurs AFTER current window ends
 After surveys are created and after an active 

survey window
◦ Will schedule a new Student Voice survey window for a 

school

Presenter
Presentation Notes
Survey dates can be updated at any time.  When survey dates are changed will determine what happens.
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 Changing Educator Assignments will not 
affect active surveys
◦ Assignments changed will only affect how surveys 

are generated in the next window
 May schedule Automatic Educator 

Assignment to run during an active survey 
window

Shale Detwiler

Presenter
Presentation Notes
Automatic educator assignment settings can be changed at any time.  If automatic educator assignment is run after manual assignments have been made, then the automatic assignment will overwrite manual assignments  

Changing an educator’s assignment will not affect surveys that have already been generated.  If they are changed before a survey generates, then the new assignments are used when surveys are generated.  If they are changed after surveys generate and during or after a survey window, then the changes to educator assignment will affect only new surveys generated.
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 Results are by school
 Schools cannot be combined for student count 
 One result displayed in CIITS per reporting period
 Districts determine how an educator participates 

in Student Voice Survey
 Option: Schools administer surveys in different 

reporting periods

Shale Detwiler

Presenter
Presentation Notes
Example:  Teacher A teaches music at South Middle and North Middle. During January, South Middle conducts their survey and Teacher A has results displayed in CIITS for the first reporting period.  During February, North Middle conducts their survey and Teacher A has results displayed in CIITS for the second reporting period.

Only one result will be displayed in CIITS per reporting period.  If an educator participates in more than one survey during a reporting period, then the survey with the most valid results will be the survey used when displayed in CIITS.  
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 Only one survey type can be assigned per 
survey window

 All grade 3-12 students will be sent a survey 
 Option: Use one survey type for each 

reporting period and instruct students to take 
appropriate survey

Shale Detwiler

Presenter
Presentation Notes
Example: If Teacher B at East Elementary teaches students in grades K-6 and is assigned the “Grade 3-5 Teacher Survey” type, then all students in grades 3-6 will receive the Grade 3-5 Teacher Survey.

Option example:  If Teacher B at East Elementary teaches students in grades K-6 and East Elementary has grade 3-5 students take surveys during January, then this set of results will be displayed in CIITS for the first reporting period.  During February, East Elementary has grade 6 students take the survey.  These results will be displayed in CIITS for the second reporting period.  Teacher B would have results displayed in both reporting periods.
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 Student Voice Web Site:
http://education.ky.gov/teachers/PGES/TPGES/Pages
/TPGES-Student-Voice-Survey-Page.aspx
◦ Student Voice Implementation Guide
◦ Student Voice Administrator Guide
◦ Student Voice Teacher Guide
◦ Student Voice Student Guide
◦ Student Voice Student Presentation
◦ Preparing Campus Portal and Student Accounts

Shale Detwiler

http://education.ky.gov/teachers/PGES/TPGES/Pages/TPGES-Student-Voice-Survey-Page.aspx
http://education.ky.gov/teachers/PGES/TPGES/Documents/SV%20Implementation%20Guide%202015.pdf
http://education.ky.gov/teachers/PGES/TPGES/Documents/Administrator_Guide_for_Student_Voice.pdf
http://education.ky.gov/teachers/PGES/TPGES/Documents/Teacher_Guide_for_Student_Voice.pdf
http://education.ky.gov/teachers/PGES/TPGES/Documents/Student_Guide_for_Student_Voice.pdf
http://education.ky.gov/teachers/PGES/TPGES/Documents/Student_How_To_Student_Voice.pdf
http://education.ky.gov/teachers/PGES/TPGES/Documents/Preparing_Student_Account_and_Campus_Portal_for_Student_Voice.pdf
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 KSIS Other Information web page under State 
Reporting Quick Reference Guide

http://education.ky.gov/districts/tech/sis/Pag
es/KSIS-Reference-Materials.aspx

◦ Student Voice – Projected Counts
◦ Student Voice – Progress Monitoring
◦ Student Voice – Educator with List of Students

http://education.ky.gov/districts/tech/sis/Pages/KSIS-Reference-Materials.aspx
http://education.ky.gov/districts/tech/sis/Documents/IC_CustomRpt_SV_ProjectedCounts.pdf
http://education.ky.gov/districts/tech/sis/Documents/IC_CustomRpt_SV_ProgressMonitoring.pdf
http://education.ky.gov/districts/tech/sis/Documents/IC_CustomRpt_SV_EducatorswithStudents.pdf
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 Joyce Richards, PGES Consultant
Office of Next Generation Leaders
Teacher & Leader Effectiveness Branch
502-564-1479 ext 4532
teacherleader@education.ky.gov

 Shale Detwiler, Resource Management Analyst III
Office of Knowledge, Information and Data Services
Division of Enterprise Data
502-564-2020 ext 2279
shale.detwiler@education.ky.gov

Shale Detwiler
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