
ONLINE SCHOOL COMMUNITY SURVEYS 
(PARENT, STUDENT, STAFF) 

 

Survey Overview 

 
OVERVIEW 
The School Community Surveys can be conducted either as a paper based survey, an online 
survey, or a combination of both.  The paper based surveys will continue to be supported via the 
templates on the Evaluation and Accountability web page, with the ‘new’ online survey facility 
supporting the same structure and content.  The main points of note with the online survey facility 
are: 
 

 Each survey created is unique to a school by having its own web address 
 Online surveys are to be administered by the school principal, or delegated staff member 
 A survey is ‘branded’ with the school name, school logo, and ‘Welcome’ message from the 

principal 
 The department’s standard survey templates for Surveying the School Community have 

been adopted in the online form. 
 Each schools survey information is securely stored in and accessible from a central 

department database 
 A reporting facility provides immediate results to screen or output file when required. 

 
Each of the online surveys contains a complete compliment of questions that cannot be edited or 
removed. If offering the survey in both paper form and online, questions should not be removed 
from the paper version.  If you also intend to only use the online survey as a means of collating your 
paper based collection, questions should not be removed.  Removal of questions from the paper 
version could make the data entry process difficult with resulting inaccuracies in the results.   
 
SURVEY ACCESS 
A school principal or delegated staff member will need to logon to the Portal facility using their 
single sign-on and then select Survey Tool (Management) from the Application List. 

 
 
 
 
 
 
 
 

SURVEY MANAGEMENT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. After logon, a school principal may delegate the administration of school surveys to another 
member of staff by going to ‘Manage System Access’ at the top of the Survey Management 
screen. 

2. Verify that your logon has assigned you against the correct school 
3. To initiate a ‘new’ school community survey from the template library. 
4. To view surveys that have already been established, providing the ability to edit specific detail, 

view progress, and also initiate reporting on survey outcomes (more detail at ‘Activated 
Surveys’ section) 

http://www.det.wa.edu.au/education/accountability/Surveying%20School%20Community.html


NEW SURVEY 
After clicking ‘Begin’ on the Survey Management screen, the ‘new’ survey process commences. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Select the survey required from the drop down menu of available surveys 
2. If you are unfamiliar with the survey content, you may choose to select Preview this survey… 
3.  and then navigate through the survey before proceeding further. 

 
Customise the Survey 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1. Your School Logo will appear at the top of the survey; however this can be deselected (Show 

School Logo) if not required.  (Should your logo not appear, or you would like to change your 
existing logo, go to ‘Data Submission’ within Schools Online) 

2. The survey Start Date will default to today’s date; however this can be changed using the 
calendar that appears when accessing this field.  The Start Date may be future dated. 

3. The survey End Date must be entered using the calendar that appears when accessing this 
field.  It is possible to extend this date at any time during the survey by going to the ‘Survey 
Management’ screen. 

4. A Welcome Message can be personalised to more fully describe the survey 
5. A General Message on how to fill out the survey will appear on all surveys (click the Show 

General Message link to view the message that will appear) 



 
Summary 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A ‘summary’ of the customisation will appear prior to activation.  If any detail requires modification, 
you can return to the ‘previous’ screen to edit this detail. 
 
Activation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Provides detail of the survey start and end dates.  If necessary these can be modified by 
clicking on the Survey Management link. A survey cannot be accessed by respondents until the 
start date is reached. 

2. The unique URL to be provided to those undertaking the survey. 
3. An alternative survey access – the general survey URL where the unique survey ID can be 

entered. (also see ‘Undertaking the Survey’ – Home Page) 
4. Allows return to the ‘Survey Management’ screen to allow another ‘new’ survey to be initiated 

or to edit of existing survey details. 
 



Email Advice 
An email advice confirming the detail provided at the time of ‘activating’ the survey is forwarded to 
the principal, as well as others delegated to administer the school survey 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

ACTIVATED SURVEYS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. The unique survey id that allows access to view the survey.  As a school administrator of the 
survey this access or any responses recorded will not be counted in the survey results. 

2. Shows the progress of the survey to date 
3. Identifies the number of respondents to the survey. 
4. See REPORTING section 
5. See REPORTING section 
6. Allows edit of survey customisation (logo display, dates, welcome message) 

 



UNDERTAKING THE SURVEY 
 
Respondent Access 
Advice to the survey population should provide the survey URL generated at the time of activating 
the survey e.g. http://apps.det.wa.edu.au/dest/48773 
 
Personalised School survey entry page 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Indicates to the respondent the progress made in completing the survey. 
2. All question responses are optional and therefore could result in a survey being submitted 

without full completion. 
3. Allows the respondent to navigate page by page in any direction of the survey. 

http://apps.det.wa.edu.au/dest/48773


 
 
 
 
 
 
 

Survey Home Page – after completion of the survey the respondent will be returned this page.  
This page designed to support situations where a number of respondents are undertaking the 
survey from one or several computers located at the school e.g. students completing the survey 
within a computer laboratory 
 

 
 
 
 
 
 
 
 
 

There are two alternatives when undertaking a survey in continuous fashion: 
1. Enter the unique id for the survey being conducted at the school 
2. Click on the link to the previous survey undertaken on the computer and the new respondent 

will be taken to the start of that survey 



REPORTING 
Reporting may be initiated to the screen at any point during or after the survey. 

 
 
 
 
 
 
 
 

1. Selecting this option generates the graphical displays that have become the standard for School 
Community Surveys (see below) 
 

 

 
 

 
 
 



2. Provides a file that opens in Microsoft Excel showing the raw data responses to each question 
from all respondents (see below).  This data can be used for further analysis beyond that of the 
standard graphical displays. 

 
 
 
 
 

 
Contained with the raw data output at the appropriate question numbers will be the textual 
comments provided by respondents 

 
SUPPORT 
Any difficulties experienced in logon to the portal facility, or access to the Survey Tool, should be 
reported to the Customer Service Centre on 9264 5555. 
 
Should you require any further assistance during the course of the survey process please make 
contact with the School Performance Branch on 9264 4966. 


