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Email text for personal and professional contacts

Dear [contact]:

The U.S. Census Bureau is assisting with a study conducted by the National Center for Education
Statistics (NCES) of the U.S. Department of Education. In an effort to improve a web survey, we are
specifically looking for school administrators or administrative support staff for elementary, middle, or
high schools to participate in a one-time voluntary web survey and provide feedback after taking it.

If you are eligible and participate in the study, you will receive $75 to thank you for your participation.

What will I be doing in a usability study?

You will be asked to complete the web survey and do several short tasks using the web. You will also be
asked questions about your experience and perceptions of the web survey.

What types of information will I be asked to provide?

As part of this study, you will be asked to input into the web survey school address and basic information
for each teacher at your school, such as teacher names, email addresses, subject matter taught, and full- or
part-time status and school subjects. Please be assured that both the U.S. Department of Education and the
U.S. Census Bureau follow strict procedures to protect the confidentiality of study participants. All of
your responses may be used only for research purposes and may not be disclosed, or used, in identifiable
form for any other purpose except as required by law (20 U.S.C., §9573).

How long is a session? 90 minutes

When and where?

The study will be held [DAYS, DATES]. Ideally, the session will take place at your school so you can
access the necessary information. If that is not possible, we can hold sessions at our office in Suitland,
MD or at a local library.

Interested in participating?

Please reply to this email with your contact information or call me at [ADD PHONE]. I’ll ask you some
questions to help us determine if you are eligible for the study.

If someone you know is interested in participating, please contact [contact info].
Thank you for your time and help with this important study.

Sincerely,
[Recruitment Contact Info]



Text for advertisements on social media and/or Craig’s List

Education Research Study —Participants Needed

The U.S. Census Bureau is looking for participants to help evaluate a new web survey conducted by the
National Center for Education Statistics (NCES), part of the U.S. Department of Education. This survey is
part of the National Teacher and Principal Survey (NTPS). Data from the NTPS are used by Congress,
the U.S. Department of Education, state education agencies, public school districts, and education
research organizations to:

¢ Evaluate the effects of school workplace conditions, salaries, and training opportunities on the
educational workforce;

¢ Assess school staffing practices and personnel policies;

¢ Aid in the Department of Education’s program planning in the areas of teaching shortage
incentives, teaching policies, and teacher education.

We are looking for individuals who:
* Work in the school as an administrator or administrative support staff;
¢ Have access to a list of teachers within the school; and
¢ Would be responsible for completing a survey or data collection at the school.

As part of this study, you will be asked to input school address and basic information, such as teacher
names, emails, subjects, and full or part-time status into the web survey. You will also be asked questions
about your experience and perceptions of the web survey. Please be assured that both the U.S. Department
of Education and the U.S. Census Bureau follow strict procedures to protect the collected information.

This type of research is known as usability testing. We video-record your PC and audio-record your voice
as you respond to the survey questions and take other notes as necessary; information collected during this
study will be used for research purposes only. Usability testing sessions will last approximately 90
minutes. The research study will be conducted between [Date 1, 2017] and [Date 2, 2017]. So that you
can access your records, it is best if the session takes place at your school. However, if that is not
possible, we can conduct the session at the Census Bureau in Suitland, Maryland. The Census Bureau is
next to the Green Line Metro Station. Free parking is available for those who drive.

Eligibility to Participate:

If interested, please call 301-763-4979 to complete a brief telephone screening in order to determine if you
are eligible. The telephone screening will take approximately 5 minutes to complete. If eligible, the U.S.
Census Bureau will schedule an interview at your convenience. Please contact Kevin Younes using the
information below with questions. If you are eligible and participate in the study, you will receive $75 as
a thank you for your participation.



Shorter recruitment advertisement text for school staff and for BOC broadcast.

K-12 School Staff Needed for Testing a National School Survey- Receive $75

The U.S. Census Bureau is looking for administrative staff in K-12 schools who can best provide information
about the teachers at your school, including each teacher’s name, email address, subjects taught, and full- or
part-time status. Public, charter, or private schools are welcome to participate! Interviews will be 90 minutes
long and will be held at your school or at a convenient location. Participants will receive $75. Please call
Kevin Younes at 301-763-4979 or email Kevin at Kevin.J.Younes@census.gov to learn more.

BOC broadcast message
Participants Needed for a Research Study
From the Desk of Paul Beatty, Chief, Center for Survey Measurement...

The Center for Survey Measurement is seeking administrative staff in K-12 schools who can best provide
information about the teachers at your school, including each teacher’s name, email address, subjects taught, and
full- or part-time status. Public, charter, or private schools are welcome to participate. The interviews will be
used to test the National Teacher, Principal Survey for the National Center for Education Statistics.

If you know anyone who meets these criteria, we'd appreciate it if you let them know of this research
opportunity. Interviews are around 90 minutes and take place at the school or at a location convenient to the
participant during April and May.

Participants will receive $75.

Please have interested participants contact us at (301) 763-4979 or email Kevin at Kevin.J).Younes@census.gov
to learn more.



Recruiting Flyer
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ensus

Bureau

The U.S. Census Bureau is looking for

Participants for a School Administrator
Research Study

$75 for a 90-minute session
Available dates: [Date 1] — [Date 2], 2017

You can participate if you are:

A school staff person in either an elementary, middle, or high
school who can provide information about the teachers in
your school, including names, email addresses, subjects
taught and full or part-time status.

Call Kevin at: 301-763-4979
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Informed Consent

Consent Form
For Individual Participants
Usability Testing of 2017 NTPS Portal

Each year the Census Bureau conducts many different usability evaluations. For example, the Census
Bureau routinely tests the wording, layout, and behavior of products, such as websites and online
surveys in order to obtain the best information possible.

You have volunteered to take part in a study to improve the usability of the National Teacher and
Principal Survey (NTPS) Portal. Census Bureau is administering the NTPS Portal usability testing on
behalf of the National Center of Education Statistics (NCES). NCES is authorized to conduct this study
by ESRA 2002 (20 U.S.C., § 9543).

In order to have a complete record of your comments, your usability session will be audio and video-
recorded. Only your device will be video-recorded. We plan to use the recordings to improve the design
of the product. Only staff directly involved in the research project will have access to the recordings. Your
participation is voluntary and all of the information you provide may be used only for research purposes
and may not be disclosed, or used, in identifiable form for any other purpose except as required by law
(20 U.S. Code, § 9573). The OMB control number for this study is 1850-0803.

I have volunteered to participate in this usability study, and | give permission for my recordings
to be used for the purposes stated above.

Participant’'s Name:

Participant's Signature: Date:

Researcher’'s Name:

Researcher's Signature: Date:
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Incentive Receipt Acknowledgement Form
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Mailing Materials to be used during Interviews
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Figure 1: Letter for main part of usability test

Dear School Staff Member,

&z part of your schoal's participation in the 2017-18 Mational Teacher and Principal Survey (NTFS], you
hatee beeni identified by youwr school’s principal or desipnated NTPS survey coordinatar as the staf
meembier wha is most bnowledgeable sbowt your schoal's teachers and who can provide the required

information om the NTPS Teacher Listing Form. This survey is administered by the U5 Census Bureau on
behalf of the Mational Center for Education Statistics, the statistical sgency of the U5, Department of
Education.

The NTPS s & primary sowrce of infarmation about what is happening in k=12 schools aomoss the Wnited
States; therefore, your response is wery important

The Teacher Listing Form collects the name, email address, subject matter tsught, and full- or part-time
status of each teacher in your school.

Pleas= access the NTPS Respondent Portal, using the information in the box below, to complete your
school's Tezscher Listing Farm. You can provide the fist of teachers in one of two ways:
(1) Downlogd the Eocel template, enter teacher information into the ternplate, and upload the file;
oR
[2] Enter tezcher information directly into a table an the websits.

Respond now &t https://respond.census, oy mpsrsc
Log in using this Wser 100

Click on “Teadher Listing Form”

Plems= complet= the TLF online within two weeks. The form will take approcimately 30 minutes to
complete.

Additional information about the NTPS is available on the NTPS Respondent Portal website, socessible at

the web address abowe. If you have any guestions about the survey or nesd assistance, pleass oontact
the U5 Census Bureaw at 1-BEB-5585-1338 betwesn B:00 a.m. and B-00 pom. [Eastern Time] Monday

through Friday. The U.5. Census Bureauis also available to answer your guestions via e-mail at
ntpsEcensus Sov.

Thank you in advance for your assistance in this important sureey.

Sincerely,

Pegey G Carr, Fh. D,
Leting Commissioner

Mational Certer for Education Statistics
U.5. Department of Education

L B (FS-101 TLF)
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Dear

Your schonl has been sslected to participate in the 2017-18 National Teacher and Principal Survey (NTPS). The NTES is
a nationwide sample survey of slementary and secondary schools and the principals and teachers who staff them. The.
survey is a primary source of information bout what is happening in k-12 sthools 2Cross the United states. The
survey is administered by the U.. C2nsus Bureau on behalf of the National center for Education statistics, the
statistical agency of the U.S. Department of Education.

Your schoo's participation is important for the success of this survey! Each response is vital to ensure relisble,
naticnally representative dats, and we need your help to make this happen.

We request your assistance with the following tasks:
1) complete, or ensure the online completion of, the Teacher Listing Form [TLE) within two weeks

«  Open the envelope labeled “Instructions for completing the Teacher Listing Form,” or give it to the staff
member whe can best provide information about the teachers at your school, including each teacher’s
name, email address, subject matter taught, and full- or part-time status. The Teacher Listing Form will
be used to select a sample of t=achers to complete the NTPS Teacher Questionnaire.

®  Inten days, remind the stsff member to complete the Teacher Listing Form if it has not been completed.

2) complete, or ensure the onlfine fion of, the School Questi within two weeks
*  Open the envelope labeled "Instructions for completing the School Guestionnaire,” ar give It t0 the staff
member wha can best answer questions about time, and d services
offered at your school.

«  Inten days, remind the staif member to complete the School Questionnaire if it has not been completed.

Go onfine and complete the Principal Questionnaire within two weeks

s The envelope Isbeled “instructions for completing the Principal Questionnaire” contsins the login
andi for your . The Principz| Q asks about
your background and experiences a5 3 school principal.

You can check the status of your schoof's questionnaires and access NTPS resources, indluding ideas to encourage your
staff's participation and dats from previous survay sdministrations, using the NTRS Respandsnt Portal.

«  Access the NTPS Respondent Portal at hitps://respond census.gav/ntpsrsc
«  Login using this user 10;

Thank you in sdvance for your schoel's participation in this important survey,

Sincerely,

Peggy G. Carr, Ph.D.

Acting Commissioner

Mational center for Education Statistics
U.5. Department of Education

Dear

Your schoal has besn selected to participate in the 2017-18 Nationa| Teacher and Frincipal Survey (NTPS). The
principal at your schoel has chasen yau a3 the survey coerdinatar fir the TS, We need your help to maks this survey
palz and
teachers who staff them. The survey is 3 primary source of infarmation about what is happening in k=12 schools
acrass the United States. The survey is administered by the U.5. Census Bureau on behalf of the National Canter for
Education Statistics, the statistical agency of the US. Department of Educatian

2 zuczesz! The NTPS is 2 nationwide sample survey of elementary and secandary schools and the pr

5 survey coordinator, we request your assistance with the following tsks:

1) Complete, or enzure the online ion of, the isting [TLE] within 1

*  Dpen the envelops fabeled * or give it ta the staff
memier who can best provide infarmation about the teachers 3t \murs:hrml, including each teacher’s
name, email agdress, subject matter taught, and full- or part-tme seatus. The Teacher Listing Form will
be uzed to szlect 2 sample of teachers tn complete the NTPS Teacher Questionnaire.

= Inten days, remind the staff member to complets the Teacher Listing Farm i it haz net been completed.

2) Complete, or ensure the enline o, the School ionnaire within twe weeks

*  Dpen the envelops fabeled i i School * or give it to the staff
member who can best answer questions about enrollment, instructional time. and programs and services
offered at your schoal.

= Inten days, remind the staff member to complets the Schoal

i it has not been Jeted

3) Ensure the anki ion of the Principal ionnaire within two weeks

* G the envelope labeied for
administrator 2t yaur school
*  Inten days, remind the principal ta camplete the Principal Questiannaire i it has nok been campleted.

the Principal to the principal ar

You can check the status of your schaal's questionnaires and aczess NTPS resaurces, including idess ta encourage your
school staff's participation and data from areviaus survey using the NTFS Pars

*  Accessthe NTPS Portzl 2t

P ntpsrsc

Thank you in advance far your help to ensure your schoal is regresented in this impartant survey.
Sincarely,

Pegzy €. Carr, Ph.D

Acting Cammiszionar

National Center for Education Statistics
U.5. Department of Educatian

R NTPS-L1LJ

3

Figure 2: For the main part of the interview if the participant is a coordinator

Figure 3: For the main part of the interview - if the participant is a principal
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Frequently Asked Questions

What is the purpose of the NTPS?

The purpase of the Nationzl Teacher and Principal Survay (NTPS) is to provide policy makers and researchers with
relevant and timely data on the characteristics and conditions of America's public, charter, and private k=12 schoals
and the professionals who wark in them. The data collectad parmit detailed analyses of the characteristics of schoals,
principals, teachers, and students. The dat also link the NTPS companents, which enzbles researchers to examine the
relationships among these elements of the education system. For example, researchers can study teacher attrition
using information not enly provided by teachers, but also from their principals.

The NTPS has baen dasigned with input from state and local education agencies, school administrators, teachers,
aducation policy makers, and researchers through the RUMErcUs orEanizations reprasenting these various dsta
providers and data users. For mare information about the NTPS, plezse visit our website at
htep:/jnces. d. gov/surveys/nps.

How are the NTPS data used?

The data from the NTPS are used by Congress, the U.5. Department of Education, state education agencies, public

school districts, and education research organizations to:

1. Evalusts the effects of schaol workplsce conditions, salaries, and training opportunities on the educational work
farce;

2. assass school staffing practices and personnel policies; and

3. Aidin the Department of Education's program planning in the areas of teacher shortage incentives, teaching
policies, and teacher education.

Why is my school's participation important?

This survey is a primary source of information bout wht is happening in K-12 schaols acrass the United States. Only
3 small percentage of schaols are selzcted to participate; thersfors, your school is impartant for the success of the
survey.

How long does it take to complete a NTPS guestionn; 2
while the surveys will vary in length, each questionnaire will take approximately  to 40 minutes to complete.

Will my schoot's and individual staff members' data remain confidential?

‘Yes. Please be assured that both the U.S. Department of Education and the U.5. Cansus Bureau follow strict
procedures to protect the confidentizlity of study participants. All information you provide may only be used for
statistical purpases and may not be disclosed, or used, in identifiable form for any other purpose except as required by
lzw [Education Sciences Reform Act of 2002 [ESRA 2002) 20 U.5.C., §9573]. Your participation is voluntary, but your
responses are necessary to make the results of this study accurste and timely.

survey’
This survey is authorized by the Education Sciences Reform Act of 2002, 20 U 5. Code §3541(b) and §3543(s] The
U5 C2nsus Bureau will sdminister this survey on behalf of the National Center for Education Statistics (NCES), the
statistical agency of the U.S. Department of Education. The Office of Managament and Budget (OMB) approved
this survey. The OME contral number is g and the approval expiration date is mm/ g/ gy,

Whe can answer general questions regarding this survey?

The .5, Census Bursaw can answer any questions you have about the survey. Staff can be reached by phone at
1-888-585-1338, Monday thraugh Fridsy, betwesn 5:00 3.m. and 8:00 p.m. [Eastern Time). At any other time, please
lesve 3 message and someone will return your call as soon as possible. The U 5. Census Bureau is also available to
answer your quastions via e-mail at ntps@cansus gov.

Frequently Asked Questions

What is the purpose of the NTPS?

The purpase of the Natianal Teacher and Principal Survey [NTPS) is to provide policy makers and reszarchers with
relevant and imely data on the characteristics and canditions of Ameriea's public, charter, and private K-12 schoolz
and the professionals wha work in them. The data collected permit detailed analyses of the characteristics of schools.
principals, teachers, and students. The data slsa fink the NTPS campanents, which snables researchers ta examine the
relationzhips amang theze clements of the educstian system. For example, researchers can study teacher attrition
using infarmation nat anly provided by teachers, but slsa fram their principals

The NTPS has been designed with input from state and local education sgencies, schoel administratars, teachers,
=ducatian palicy makers, and researchers through the numerous arganizations representing these various data
providers and data users. Far mare information shaut the NTPS, please visit our website at

nttp://nces.ed gov/surveys/ntps.

How are the NTPS dats used?

The data from the NTFS are used by Cangress, the U.S. Department of Educstion, state education agencies, public

school districts, and education research organizations to:

1. Evaluste the effects of schaal warkplace conditions, salarizs, and trai
Farce;

2. Assess school staffing practices and personnel policies: and

3. Aid in the Department of Education’s grogram planning in the aress of t=acher shortage incentives, teaching
palicies, and teacher sducation

ng epportunities on the educational werk

Why is my school's participation important?

This survey i a primary source of information shaut what is happening in k=12 schaals across the United States. Only
2 small percentage of schaols ars selected ta
urvey.

therefore, your school is the suceess of the

How long does it take to complete & NTPS questionnaire?
While the surveys will vary in length, sach questionnaire will take approximately  ta 40 minutes to complete.

Will my school's snd individual staff members' dats remain confidential?
Ves.Please be assured that both the 1S, Depariment of Education and the U5, Censws Bureau fallow strict

P fiality of study parsicipants. All i you previde may anly be us=d for
seatistical purposes and may not be disclased, or Lsed, in identifiable form For any other purpose except 25 requined by
law [Education Stiences Reform Act of 2002 (ESRA 2002) 20 U.5.C., §9573]. Your participation is valuntary, but your
responses ars necessary to make the results of this study accurate and timely

Who suthorizes this survey?

This survey i authorized by the Eduration Sciences Reform Act of 2002, 20 U.S. Code §9541(b) and §3543{a). The
U 5. Ceansus Bureau will administer this survey on behalf of the National Cenver for Education Statistics [NCES). the
statistical agency of the U.5. Department of Education. The Office of Management and Budget (OMB) appraved
this survey. The DMB control number & pegpp, and the 3pproval expiration date it mm/dalegy.

Who can answer general questions regarding this survey?

The U.S. Cenzus Bureau can anawer any questions pou have sbout the survey. Staff can be reached by phane st
1-688-585-1338, Manday through Friday, between 8:00 2.m_ and 8:00 p.m_ (Eastarn Time]. At any other time, please
jeaue a message and someone will return your call 33 soon as possible. The U5, Census Bursau i alz available
answer your questions via e-mail at ntps@esnsus.gov.




Figure 4: Letter and FAQs for Vignette 1

Denr

‘¥our schogl has been sejected bo participsds in the: 2017-12 National Teacher and Pringpal Survey (NTFS], which
will be adminisbered this fall by the U 5. Cansus Suresu on behalf of the: Nationsl Center for Educsbion Stetistics,
the stafisticsl szency of the LS. Separtment of Educstion.

The NTSS iz 8 matiorwide sampie survey of the tesching snd warking congitions in schools soross the United
States, a5 weel 55 cherscteristics of e teschars and principals whio Staff them. The NT=S will provide criticsl dsts
o policy makers and resmarchers an schoal izstion, sinft ions, professi P and ather
impertank sducstion topics.

‘it reguest your assistan o in completing & short soresner suroey, which acks besic information sbout your school
1o debermine itz sligibiiby for the TS, Four suney responses wil be colected on 8 secune wabsibe. The survey
will take approwimstely 3 minutes to complete. Phease complete the sunaey within one wesi.

= Respond now st hitps:/respond.census gou/ntpsrsc
= Log in using ehis UseriD:
= Click on *Complets Soresner Survey™

For your corvenience, the Inkermet link to the sureey, as well s your User 1, have Deen sent bo you vie
=-mail st the folizwing sddrass:

Altzrnztively, you man provide this information by contscting the U5, Cznsus Buresy st 1-888-395-133E betaeen
E:00 8.m. and 500 p.m. |[Exstemn Tims] Monday through Fridsy.

Thank you in scvamcs for your pericipstion in this importsnt survey.
Sinceraly,

S=gEy G G, PO

Apting Comimissioner

Meabiomal Center for Educstion Satistics
U5, Depamment of Edursticn

P WTF5-S04E
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Frequently Asked Questions

What s the of the NTFS

Trie purpase of the Naticrial Tescher and Prindpel Survey [NTPS) is to pravide policy makers snd resssrchers
With relzyent sna timaly cata on the chemcteristics and conditions. of Americs’s public, chsrber, snd privete
¥—12 schocls smd Bhe professionsis wiho work in them. The dats collectan penmit detailed snalyses of the
chemcteristics of schools, principals, teschers, snd students. The dits also link the NTPS components, which
erables researchers o sxamine the relationships smong these slements of the sducation system. For sxemple,
rasErchErs C8N study tescher abirition using information not only provided by teschers, but sisa from thsr
principas.

The NTPS has been designed with input from stabe and local education agenciss, school adminisbrators,
tanchers, sducstion policy mskers, and resesrchars through Ehe numerous onganizsbions repressnting thess
wanious deta providers and dats users. For mors informertion sibout the NT=E, please visit our website st
e ffnees. sd pousurveys ntps.

How are the NTFS deta used®

Tree darta from the MTFS are uzed by Congress, the U.S. Dispartment of Education, state education agendes,

pubiic scvood districts, and aucstion res=srch orEanizetions to:

1. Ewsluste the sffects of school workplsce conditions, salaries, and treining opportunities on the educationsl
waork force;

Z. Assess school staffing practices and persorrel jpolices; snd

3. Aidin the Dapartment of Soucation™s prozram planning in the sress of tescher shortsge incentives, tesching
pelicies, and tescher eduction.
is my school's partici ?

Tris survEy is @ primary source of inforrmation Sbout vt is heppaning in K—12 schodls BErass the Unitsd States.

Oinity = small parcentans of schools sne ssierted to perticpats; thersfors, your sohool is irpaortsns for the
suctess of the suraey.

Wil vy school's and individual stat members” data remain confidential?

‘W Plesse hie assured that both the U.S. Department of Educstion snd the .5, Census Bureau follow strict
procedures to protect the confidentinity of study perticiants, AN informetion you provide may cnly b= used
for stetistical purposes snd may not be gisdosed, or used, in identifisbie form for any other purpose Except
= required by law [Education Sdences S=form Act of 2002 [ESRA 2002} 20 W5.C., §9373]. Your particpation
5 voluniany, bt your nesponsas are neceszary to make the results of this study acourate and timely.

Wiho: surtharizes this survey®

This survey is autharnized by the Education Scences Reform. Act of 2002, 20 U5, Code §3344(0) and
§5343[a). The U5, Census Bursauw will administer this sunvey on behsif of the Mational Cenber for Educrtion
‘Seatistics [MOES), the statisticsl sgency of the U.S. Dep of icn. The Offics of B =l
Budgst (O3] spproved this survey. The OME mntral nUMmBEr is Koo, and the sporoval supiration dete
b vy

Wiho can answer general quessions regarding this survey?

The .5 Census Suresu cn answer any quaskions you have sbout the survey. Staff can be reached by phons
st 1-BEE-TEI-132E, Maonday through Fridey, betwe=n 5:00 a.m. and 8:00 p.m. [astern Time). A% any other
fime, please |2mve 8 masssge and someone wil returm your call a5 5000 33 possitle. The LS. Cznsus Bunssy
i 15 ovailsble to arswer your queskions via s-mail st nips@census.gov.
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