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Learn24 Network  
District-wide OST Youth Survey Administrator Guide 

 

 
This Administrative Guide provides instructions for District of Columbia agency staff administering 
the Learn24 Network’s Out of School Time Youth Survey (OST Youth Survey) to youth in grades 4-12. 
By following this guide, staff can ensure the unified, ethical, consistent, and effective administration 
of the youth survey, providing valuable data for OST program improvements across the District. 
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ABOUT THE LEARN24 NETWORK OST YOUTH SURVEY 
 
The Learn24 Network Out of School Time (OST) Youth Survey is a brief, confidential questionnaire comprised 
of multiple choice and scaled questions to be completed by youth participating in District-funded and/or 
administered OST programs. The survey asks youth for their honest feedback regarding programming 
activities, relationships with staff, and the benefits they feel they have gained. In addition, it measures the 
youths’ experiences as it relates to the four core domains of evidence-based, high-quality practices in out-of-
school time programming, as defined by The Weikart Center. The four domains are: 
 
1. Safe Environment: Ensures that physical and emotional spaces are secure, including emergency 

preparedness and healthy, accessible environments. 
 

2. Supportive Environment: Focuses on staff-youth relationships, active learning, scaffolding, and creating a 
sense of belonging. 

 
3. Interaction: Evaluates how youth interact with peers and staff, including opportunities for teamwork, 

cooperation, and conflict resolution. 
 
4. Engagement: Measures the extent to which youth are actively involved in programming, including 

opportunities for choice, planning, and reflection. 
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AGENCY-LEVEL CONSIDERATIONS 
 

Before administering the OST Youth Survey, Learn24 Network agencies should consider whether to use 
electronic and/or paper surveys, backend data management protocols, and whether to include 
parental/guardian notifications and (as deemed appropriate) consent.  
 
I.  Survey Type and Mode (Paper vs. Electronic) 
OST Youth Surveys are generally administered at the end of the program period (i.e., school year, summer). 
Agencies should determine ahead of time whether to administer surveys to youth electronically through an 
established survey link provided by the OST Office or via printed paper documents:  

1. Electronic Surveys: 
• Pros: Generally faster to execute, collects data automatically, and provides more accurate results 

as they eliminate human entry errors.  
• Cons: Depends heavily on reliable internet access and hardware (tablets/laptops/smart phones). 

2. Paper Surveys: 
• Pros: More accessible in environments with limited technology and are often perceived as more 

anonymous by students, which can lead to more honest answers. 
• Cons: Requires significant labor for manual data entry and are prone to higher rates of missing 

data. See Section II below for details. 

II. Data Management (for Paper Survey Administration) 
When paper surveys are administered, agencies should consider the following protocols for ensuring accurate 
data entry and reporting to the OST Office: 

1. Data Collection: Assign agency staff to collect surveys immediately after administration, sealing 
them in a labeled envelope with the date, site name, and total count of forms. 

2. Physical Security: Store all completed paper surveys in a secure space (e.g., locked cabinet, closet) 
until data entry is complete to prevent loss or unauthorized access. 

3. Data Entry: Enter data into the required reporting template provided by the OST Office. 
4. Implement Dual-Entry or "Spot-Check" Verification for Accuracy: 

• The Second-Set-of-Eyes Rule: If resources allow, use double data entry (two people enter the 
same data; this system flags discrepancies). 

• Random Sampling: If double data entry isn't feasible, a supervisor should manually compare 10% 
of the paper forms against the digital records to ensure accuracy before final submission. 

5. Submission Prep: Ensure all documents are finalized before submission. The OST Office will 
distribute specific timelines and submission instructions for the annual administration and 
submission of survey results. 

6. Retention and Disposal: 
• Holding Period: Keep the physical paper surveys for a set period (typically one year or until the 

final report is approved by the OST Office) to resolve any future data disputes. 
• Secure Shredding: Once the survey data retention period ends, dispose of paper surveys 

via confidential shredding to protect youth privacy. 

III. Parental Notice and Consent  
The OST Office recommends providing notice to parents/guardians ahead of administering the OST Youth 
Survey. Providers may also consider whether to require parent/guardian consent or opt-out option:  

1. Consent: Requires a parent/guardian's signature before youth can participate.  
2. Opt-Out: Parents/guardians are notified and must return a form only if they refuse permission.  

If the agency determines to include parental consent or opt-out, it is recommended that this be included as 
part of the standard enrollment packet. Please see the Addendum for sample notification and consent 
templates. 
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ADMINISTERING ELECTRONIC SURVEYS 
 

I. Staff Responsibilities (Pre-Survey Preparation) 
Before administering the survey, designated staff must ensure all logistical and ethical requirements are met. 

 
1. Prepare Survey Materials: 

• Ensure the survey link is active, tested, and ready for distribution. 
• Confirm the link directs to the correct and exact survey questions. 
 

2. Establish Appropriate Environment: 

• Identify a quiet location, with minimal/free of distractions (e.g.- a study room, classroom, library, 
etc.), where students can use survey administration devices (computers, tablets, or smart 
phones) privately. 

• Ensure a stable internet connection. 
• Accommodations: Ensure English Learners have access to the survey in their primary language. 

Prepare to provide 1-on-1 reading support, as needed, or any assistive technology for students 
who require it. 
 

3. Review the Survey Prior to Administering it:  
Familiarize yourself with the survey questions and layout to comfortably read-aloud and assist with 
basic comprehension as needed during its administration. (Please see the Addendum B for a copy of 
the OST Youth Survey questions.) 
 

II. Survey Administration Steps (During the Survey) 
Follow these steps when the youth are ready to complete the survey. The tone should be welcoming, 
enthusiastic, and supportive. 
 

1. Introduction (Read Aloud): 
“Hi everyone.  Today you are completing a survey that will help us learn about your experience in this 
program and where you can share suggestions for how to make the program better for everyone who 
attends. This is a short survey that we will be completing together today. I will be reading the survey 
questions aloud. Please raise your hand if you have any questions at any point.  While you can skip 
any question or stop at any time, we would like you to please try to answer each question the best that 
you can. We would really like your feedback so we can create a better programming experience for 
you and others. When you reach the end of the survey, there will be a button for you to submit.” 

 
2. Confidentiality & Anonymity: 

“Answer honestly. Your answers are completely private and will not be connected to you personally.”  
 

3. Distribute the Survey 
Provide the survey link to the eligible youth using one of the following methods: 
• Post the link visibly on a whiteboard/screen. 
• Share the link via an internal chat platform or email. 
• Provide QR codes for youth using mobile devices. 

 
4. Review Instructions: 

• Once distributed, read aloud the instructions provided on the survey. 
• Ask youth if they have any clarifying questions after reading the instructions related to what they 

are supposed to be doing. 
• Instruct the youth to respond to each question based on their experience with the program, not 

based on others’ experiences. 
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5. Administer the Survey: 
• Read each question aloud in its entirety. 
• Clearly explain any instructions for responding to each question (e.g., rating scales or selecting 

the top three options). 
• Provide adequate time for all youth to respond before moving to the next question. 

 
6. Manage the Environment: 

• Ensure youth are working independently. 
• Answer questions related to clarification of terms only (e.g., "What does ‘engagement’ mean?"). 

See the Survey Glossary for definitions of terms. 
• Ask youth to raise their hands if they need basic technical support (e.g.- the button to continue is 

at the bottom right), so you can go to and support the youth directly. 
• Do not influence youth’s answers or opinions, or in any way persuade them to answer one way or 

another (e.g., hovering over youth). 
• Encourage youth to complete the survey the best they can. Do not require them to answer all 

questions or to complete the survey entirely in order to submit- youth can opt to stop at any time.  
• Provide adequate time without rushing the youth participants. 

 
III. Post-Survey Procedures 
 

1. Collection: 
Remind youth to click the "Submit" or "Finish" button at the end to ensure their responses are 
recorded. 
 

2. Thank the youth participants at the end of the exercise: 
"Thank you all for taking the time to share your thoughts with us. Your feedback is important as we 
work to create an even better program experience for you!" 

 
  



7 
 

ADMINISTERING PAPER SURVEYS 
 

I. Staff Responsibilities (Pre-Survey Preparation) 
Before administering the survey, designated staff must ensure all logistical and ethical requirements are met. 

 
1. Prepare Survey Materials: 

• Print a sufficient number of surveys (one per eligible youth).  
• Ensure all youth have a working pen or pencil.  
• Prepare a secure collection box or folder for completed surveys. 

 
2. Establish Appropriate Environment: 

• Choose a quiet location with minimal/free of distractions (e.g., a study room, classroom, library, 
etc.) where students can complete the survey privately. 

• Ensure youth have adequate space to complete the survey privately. 
• Accommodations: Ensure English Learners have access to the survey in their primary language. 

Prepare to provide 1-on-1 support, as needed, or any assistive technology for students who 
require it. 
 

Review the Survey Prior to Administering it:  
Familiarize yourself with the survey questions and layout to comfortably read-aloud and assist with basic 
comprehension as needed during administration. (Please see the Addendum B for a copy of the OST Youth 
Survey questions.) 

 
II. Survey Administration Steps (During the Survey) 
Follow these steps when the youth are ready to complete the survey. The tone should be welcoming, 
enthusiastic, and supportive. 
 

1. Introduction (Read Aloud): 
“Hi everyone.  Today you are completing a survey that will help us learn about your experience in this 
program and where you can share suggestions for how to make the program better for everyone who 
attends. This is a short survey that we will be completing together today. I will be reading the survey 
questions aloud. Please raise your hand if you have any questions at any point.  While you can skip 
any question or stop at any time, we would like you to please try to answer each question the best that 
you can. We would really like your feedback so we can create a better program experience for you and 
others.”  

2. Confidentiality & Anonymity: 
• “Answer honestly. Your answers are completely private and will not be connected to you 

personally.”  
• "Please do not write your name on the survey or share any personal information. We want to know 

what you think, but we don't need to know who the response is coming from.” 
 

3. Distribute the Survey 
• Provide surveys in the primary language of each participant. 
• Distribute the surveys face down. 

 
4. Review Instructions: 

• Once distributed, read aloud the instructions provided on the survey. 
• Ask youth if they have any clarifying questions after reading the instructions related to what they 

are supposed to be doing. 
• Instruct youth to respond to each question based on their experience with the program, not based 

on others’ experiences. 
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5. Administer the Survey: 
• Read each question aloud in its entirety. 
• Clearly explain any instructions for responding to each question (e.g., rating scales or selecting 

the top three options). 
• Provide adequate time for all youth to respond before moving to the next question. 

 
6. Manage the Environment: 

• Ensure youth are working independently. 
• Answer questions related to clarification of terms only (e.g., "What does ‘engagement’ 

mean?"). (Please see the Survey Glossary for definitions of terms.) 
• Do not influence youth’s answers or opinions, or in any way persuade them to answer one way or 

another (e.g., hovering over youth). 
• Encourage youth to complete the survey the best they can. Do not require them to answer all 

questions or to complete the survey entirely in order to submit- youth can opt to stop at any time.  
• Provide adequate time without rushing the youth participants. 

 
III. Post-Survey Procedures 
 
          1.   Collection: 

• Once youth are finished, ask them to review their responses and to place their completed, 
anonymous surveys into the designated collection box/folder. 

• Double-check that no identifying information has been written on the forms. If so, black it out with 
a dark marker. 
 

2. Documentation: 
• Note the number of surveys collected and the number of eligible youth. 
• Securely store all completed surveys until they can be entered into the required OST Office 

reporting template. 
 

3. Thank the youth participants at the end of the exercise: 
"Thank you all for taking the time to share your thoughts with us. Your feedback is important as we 
work to create an even better program experience for you!" 
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SURVEY GLOSSARY 
The below glossary provides definitions of terms within the survey that the participating youth may need 
assistance with. 
• Apprenticeship: A kind of job training that involves following and studying a master of the trade on-the-

job instead of in school, e.g., carpenter, mechanic, barber, cosmetologist.  
 

• Engagement: How involved, interested, and active you are in the program or activity. 
 

• Interaction: Talking, playing, or working with other students or adults during an activity. 

• Lead: To be in charge of a task or activity and show others what to do and how to do it. 

• Motivates: This is when something makes you feel excited or "fired up" to try your best. 

• Opportunities: These are chances to do something fun or new. 

• Participating: This means joining in, taking part, or playing along in an activity. 

• Respect: Treating others with kindness and listening to their ideas. 

• Safe Environment: This is a place where you feel comfortable and your mind feels calm. 

• Satisfaction: This is a big word for how happy (or not) you are with how things are going. 

• Supportive Environment: This is a place where you feel cared for and where adults help you when things 
are hard. 

• Survey: A list of questions you answer to tell us what you think or how you feel about something. 

• Task: A piece of work, a job or an activity that you need to complete. It often comes with directions on 
how it should be done. 

• Tease: To make fun of someone, laugh at them, or try to annoy them in a way that is either playful or 
mean. 

• Trusted Adult: A grown-up you feel safe with and can share your thoughts and feelings with. 

• Workforce Development: Activities and skills training that help you get ready for a future job or career. 
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ADDENDUM A: Parent/Guardian Notice & Consent Templates 
The below templates provide sample language that may be utilized by Learn24 Network agencies to inform 
parents/guardians of the OST Youth Survey and, if deemed appropriate, to seek parental/guardian consent 
prior to administering the OST Youth Survey. Note: All parental/guardian notifications and/or consent forms 
should be made available in primary language of the youth served. 

 

Notice Template 

Prior to the end of the [Program Name] program, [Agency Name] will administer the Out of School Time Youth 
Survey (OST Youth Survey) with participating youth to better understand their experience. This brief, 
confidential questionnaire asks youth for their honest feedback regarding program activities, relationships 
with staff, and the benefits they feel they have gained. Participation is entirely voluntary, individual responses 
will not be identified, and results will not be shared with any federal agencies. The results of the survey will be 
reported in aggregate (grouped) format to the D.C. Office of Out of School Time Grants and Youth Outcomes. 
If you have any questions or wish to opt your child out, please contact [point of contact name] at [email address 
and/or phone number] 

 

Consent Template 

Dear Parent/Guardian, 

[Agency Name] is committed to providing high-quality programming. To help us improve, we invite your child 
to complete the Out of School Time Youth Survey (OST Youth Survey), which asks about their experiences in 
[Program Name] and the benefits they have gained. 

What is the survey? A brief, voluntary questionnaire that asks youth for their honest feedback regarding 
program activities, relationships with staff, and the benefits they feel they have gained.  

Is it confidential? Yes. All information is confidential, and no individual child or their specific responses will be 
identified in reports or shared with any federal agencies. The results of the survey will be reported in aggregate 
(grouped) format to the D.C. Office of Out of School Time Grants and Youth Outcomes. 

Is it mandatory? No. Participation is strictly voluntary. You or your child can skip any question or stop at any 
time without any penalty to their participation in the program.  

If you have questions, please contact [Name/Title] at [Phone/Email]. 

Please check ONE box below: 

[ ] YES, I give permission for my child, _________________ (Child Name), to participate. 

[ ] NO, I do not want my child to participate. 

Parent/Guardian Name: __________________________________ 

Parent/Guardian Signature: __________________________________ 

Date: _________________  

 

Opt-Out Template 

Dear Parent/Guardian, 

[Agency Name] is committed to providing high-quality programming. To help us improve, we invite your child 
to complete the Out of School Time Youth Survey (OST Youth Survey) regarding their experience in [Program 
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Name]. Participation is voluntary and confidential. If you DO NOT wish for your child to participate, please 
sign and return this form by [Date].  

What is the survey? A brief, voluntary questionnaire that asks youth for their honest feedback regarding 
program activities, relationships with staff, and the benefits they feel they have gained.  

Is it confidential? Yes. All information is confidential, and no individual child or their specific responses will 
be identified in reports or shared with any federal agencies. The results of the survey will be reported in 
aggregate (grouped) format to the D.C. Office of Out of School Time Grants and Youth Outcomes. 

Is it mandatory? No. Participation is strictly voluntary. You or your child can skip any question or stop at any 
time without any penalty to their participation in the program.  

If you have questions, please contact [Name/Title] at [Phone/Email].  

 

OPT-OUT FORM 

[ ] NO, I do NOT give permission for my child to participate in the OST Youth Survey.  

Child Name: __________________________________ 
Parent/Guardian Name: __________________________________ 
Parent/Guardian Signature: __________________________________ 
Date: _________________ 
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ADDENDUM B: LEARN24 NETWORK OST YOUTH SURVEY 
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