Crib Sheet for Teachers (home completion)

Checklist 
The points below provide a quick checklist of important considerations for teachers before pupils begin the survey. Each point is covered in more detail in the crib sheet that follows, which we strongly encourage you to read. 
Have you:
· Read through the crib sheet?

· Ensured that you have a copy of the crib sheet to hand (on screen or printed) in order to introduce the survey to the students on the survey day?

· Viewed the short WMF introductory video, and arranged for pupils to view it? 

· Trialled the survey yourself?

· Made other arrangements for the pupils who have been opted out of the survey by their parents, and for those who finish early?

· Ensured that you have correct survey passwords for your class, for each pupil who is permitted to complete the survey?

· Thought of how you will give each pupil their unique password?

IMPORTANT: DO NOT share the file containing passwords with all of the pupils – the survey should be anonymous and this could mean pupils are able to access each other’s answers to the survey

· Ensured that each pupil has the correct link to the online survey on their personal devices?

· Made sure those pupils who usually have additional assistance in the classroom have this in place for the survey (e.g. their teaching assistant).
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Crib Sheet for Teachers
Background and general guidance
Thank you very much for being involved in the HeadStart evaluation. This study aims to investigate the best ways to support young people’s emotional wellbeing and their ability to manage when experiencing difficulties. During periods of school lockdown because of the Coronavirus pandemic, your school may choose to arrange for pupils to complete the survey remotely (i.e. not in school). This crib sheet is designed to be used for remote completion, to help you introduce the survey to each class.
When trialled in classrooms, the survey has taken about 30-40 minutes but some students may finish it much earlier (i.e. within 10-15 minutes). Because of this, you may wish to think of possible activities that the early finishers can do in advance. These could include (but are not limited to): reading a book, designing a poster, or looking at specific websites. 
On the other hand, some students may find it harder to understand the survey questions hence take a little longer. It is important that you allow them time and space to understand the questions and offer a helping hand only when asked. More importantly, please avoid looking at the students’ answers as they are confidential. 
Sometimes students may find some of the survey questions abstract and struggle to imagine such scenarios. To help with this, we have provided a section on ‘frequently asked questions’ at the end of this document. You may also find it useful to give examples that might be familiar to the student (i.e. Imagine you came out from class late and you are alone, will xx ask you to join in?).
Some students may find it hard to understand the response options, if so please remind them that the response options range in severity (i.e. from disagree to agree or from never to always).
Some children may have difficulty reading the items due to the font size, if so please remind them that they can zoom in by pressing “Ctrl + Plus sign” and zoom out by pressing “ Ctrl + Minus sign”.
To help students with reading difficulties or special education needs you may want to go through the survey on a 1:1 basis and read the questions for them (or have a teaching assistant or learning mentor do this with them). If this is the chosen option, please support students in understanding the question but make sure they are given the chance to select their answer privately.
If there is any technical problem with the website (i.e. if the website stops responding), please direct the students back to the password page and allow them to put their passwords again. By pressing the “next” button, they can get back to where they were.

Introducing children to the Wellbeing Measurement Framework (WMF): A crib sheet for schools staff introducing the survey
This section gives an introduction to the survey covering some of the key details. We have also created a short video to introduce pupils to the survey (2 minutes 50 seconds long), which can be found on the HeadStart Learning website. This video was created by young people for others who may complete the survey, and as such can be helpful in explaining the survey to pupils.
You can also use the suggested description below verbatim or as a general guide of the points to cover. The students will also see a version of this information on the screen before they agree to participate.
“Our school is taking part in a big project called HeadStart with lots of other schools from six areas of the country. The aim of HeadStart is to give support to all children and young people to improve their wellbeing and also to support those who may need some extra help coping with difficulties.   
On the computer (or other personal device), you will be asked to answer some questions about your feelings, friendships, and school life. Please do not rush. Some of you may finish the questionnaire in 10 minutes and some can take up to 35-40 minutes.
If you finish a bit early, please [please insert an activity for students who finish early to do]. Please do not disturb others.
Your answers will be kept private by the people running the project. Your parents and your teacher have been told that you are answering questions but they will not see your answers.
If you do not want to take part that’s absolutely fine, you don’t have to do it. Just let me know that you don’t want to take part before we start.
Or if you start to take part and then change your mind, that’s fine as well. Just let me know that you don’t want to carry on. 
While others are completing the survey, you can do [please insert an activity for students who will not take part, this might be the same activity as for students who finish early].
In the survey, some words are highlighted in green and underlined. That means you can hover your mouse over it and see an explanation of the word. If you do not understand any of the questions, please [insert way of communicating with teacher, e.g. write in the chat or unmute yourself] and I/we will try to explain it as much as possible. It is not a test and there are no right or wrong answers. That means that all the answers are personal to you. If there are any questions you don’t feel happy answering you don’t have to answer them, just leave them blank. 
If completing the questions makes you think you might need some support about the kinds of things the survey covers, please speak to [please insert an appropriate contact name (e.g. me, school nurse, SENCo, counsellor etc.]
To start the survey, please insert your unique password where it says “Password” and click next. Now read the first page of the survey and if you are happy to answer the survey tick “I have read the above and consent to take part in this survey”. 
If you do not want to take part in the survey, please let me know by [insert way of communicating with teacher].”
At the end of the survey you might also want to reiterate the point about the support that’s available within the school:
“Thanks for taking the time to take part in the survey.  As I said before you started, if completing the questions has made you think you might need some support, please speak to [please insert an appropriate contact name (e.g. me, school nurse, SENCo, counsellor etc.]”



Glossary of some survey words and phrases
· “At school, I decide things like class activities or rules”  As a teacher, you may be better placed to give examples. If a pupil struggles to understand this questions, please provide examples from your class

· “I do things at home that make a difference (i.e. make things better)”  Do anything to improve things at home, such as helping around in the house, helping a family member etc.

· “I do things that make a difference (i.e. make things better)”  Help others

· “I have goals and plans for the future”  As a teacher, you may be better placed to give examples. If a pupil struggles to understand this questions, please provide examples that the pupils might have set goals, please allow them to think of long-term goals.

· “…miss you if you weren’t in school”  Wonder where you are and/or be disappointed if you are not there

· Partner - “…pick you for a partner”  Pick you to be part of a team or a group

· “…share things with you”  Share both physical things (i.e. pencil, book) and information
· 

Frequently asked questions by the children
1) Why am I being asked to fill in this survey?
This will help us to learn about young people’s mental health and emotional wellbeing. It will help your school to find out the best ways of helping young people to have good mental health and emotional wellbeing.  

2) Who will see the answers I give?
The survey is anonymous. This means no one at your school will see the answers you give. Your answers go to the research team. They put all children and young people’s answers together so that they can learn about how children and young people are feeling across the whole school.
As no one in your school will see your answers, if you need to talk to someone about your feelings, you need to speak to a teacher or another adult you trust in school.

3) Is the project just for kids with problems or for everyone?
This project is for all children and young people. We all need to look after our mental and emotional health, just like we need to look after our physical health.

4) Will the survey affect us?
Answering the survey won’t have immediate effects on you. But, we hope that the survey will help your school to learn about how to better support children and young people’s emotional wellbeing. 

5) Some of the questions are very similar – is that a trick?
Some questions may sound very similar, but it’s not a trick. Some questions may ask the same thing in different ways so that we can make sure we really understand how children and young people are feeling.

6) Is this a test?
No, this isn’t a test. There are no right or wrong answers. The survey is just interested in learning about your thoughts and feelings.

7) Do I have to answer every question?
If you don’t want to answer a question, that’s ok. It’s your choice which questions you answer. If you don’t want to answer a question, just leave it blank and move onto the next one.

8) How will the HeadStart programme help other people in the future?
The HeadStart programme is trying to find the best way to help children stay mentally healthy, manage stress and worries, do well at school, avoid getting involved in risky behaviour (such as drug use, drinking too much alcohol or anti-social behaviour) and enjoy life.

