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Publicizing the HOC Curriculum & 
Collecting Participant Forms  
There are two main ways to publicize your upcoming HOC curriculum activities: reaching out individually to potential youth and their families and/or holding a family event where you invite potential youth and their families and describe the HOC curriculum and the evaluation survey. 
If you host a Kickoff Event

If you decide to host an event (meal and fun activity, etc.) to invite potential HOC youth and their families to learn about HOC, make sure that you are clear about the purpose of the event (to invite community youth, 12-24 years old, to participate in the HOC program). Sending individual invitations to come to the event might be most effective, unless there is a way to make sure that all eligible youth and families know about the event. Organizing a fun activity to preview what will happen during the HOC curriculum might be a good way to introduce the program!
Before the Kickoff Event

· Inform youth and parents/guardians about the curriculum and the evaluation survey and highlight the incentives, so it does not come as a surprise and you attract as many eligible youth as possible.
· Arrange to have a good location for your event with tables and chairs and good sound (so that people can hear you talk).

· Make arrangements to provide a meal or snacks.

· Prepare a fun/cultural activity from the HOC curriculum, to get parents and youth excited about participating in the curriculum.

· Make sure you have enough staff or volunteers on hand to help out. We recommend having one staff person per every 15 youth to respond to any questions the parents or youth want to ask.
· Make sure the people who will be answering questions about consent/assent have taken a human subjects training.
What to Bring to the kickoff Event

· Enough participant recruitment packets for each family – plus 10% more than you think you will need! (and have a back-up plan if you end up needing more copies, such as a helper who can go make copies, or access to a copier at the event location)
· Your program may have separate permission forms for participating in HOC (if so, you may want to bring these along too).

· Copies of the survey for people to look at

· Pens/pencils
· Food (or have it delivered)
· Any other supplies you need for the fun/cultural activity
At the HOC Kickoff Event
· Welcome families and youth; introduce the HOC curriculum.

· Allow 15 minutes to discuss the HOC survey and answer any questions. Read the following script:

· The purpose of this survey is to help identify the strengths and needs of youth in our community and to develop good ways to work with Native youth. All youth participating in the HOC curriculum, between the ages of 12 and 24, are asked to participate in the evaluation.
· The evaluation is made up of two surveys: 1) one before the HOC program begins and 2) one at the end of the curriculum.

· The survey contains 39 questions and will take about 20 minutes to complete. The survey asks about many aspects of their life: 

· relationships with family and friends 

· experiences in school 

· the community we live in 

· connectedness to culture/ethnicity
· drugs and alcohol use, and mental and physical health

· The survey will take place in a group setting; but youth will not share their answers to any of the questions with other members of the group. A facilitator will walk the youth through the survey and be available to answer any questions the youth may have about the survey. Youth will be told that they may skip any question(s) that they are not comfortable answering.  
· Youth will be given a $10 gift card as a thank you for their time for the first and second surveys.
· Are there any questions?

· People who wish to sign their consents/assents may do so and hand them in. 
· If the participant is 17 years old or younger, the parents/guardians will need to sign the purple Parental Consent form and the participant will need to sign the green Youth Assent form.
· If the participant is 18 years old or over, they will just need to sign their own yellow Young Adult Consent form.

· All participants in a longer term program (one or more months) should also return a Participant Tracking Form, so we can stay in touch with you during the program.
· Those who want to think about assent/consent/survey participation should be given a week to turn their forms in. Provide people with a contact person and/or location for where to turn in the forms. 
· Have a staff person go through the forms that you received at the event to make sure that you have both a parental/guardian consent and youth assent for youth under 18 or a young adult consent for youth 18 or older.

After the Kickoff Event

· Follow-up with those who did not return the consent/assent forms, and contact them individually to answer any questions they might have.

· If anyone asks, you can say, "We will have a set of paper-based worksheets that youth who are not participating in the survey can do at the same time. These will be indistinguishable from the surveys unless looked at closely. This way youth not participating won't be singled out as "different" from the others."
· Or, youth can turn in a blank survey.
· Follow up with families (phone/in-person) who were not able to attend the event, to try to include more youth in both the curriculum and the evaluation.
Managing Participant Forms
· As each form is returned, double check it for accuracy:

· Double-check that the Parent/Participant has signed the consent form correctly. (You can correct printed names, but not signatures).

· When complete, sign the form on the “Research Staff” line.
· Double-check the Participant Tracking Form (if your HOC program is more than one month) to make sure it is as complete as possible. 
· Follow up with youth/families with incomplete information.

· As each form is returned, check it off on your paper Participant Roster (or electronic roster), then file the form it your site’s file box (or in a three-ring binder).

· If you are using the electronic roster, use the drop-down box to indicate whether or not each form was returned: 

· Yes – Form was returned, all signatures are correct. ( Yay!

· No – Form was returned, follow-up is needed – something is missing or incorrect.

· Update the paper Participant Roster and your recruitment binder on a weekly basis (or as often as needed to keep the forms organized). 
· Save and back-up your electronic Roster every time you update it or photocopy and lock up your paper roster in a filing cabinet each time you update it! You are the only person who has a record of your site’s participants with their unique ID number!)
· Create separate folders or tabs for each participant, containing their forms, to keep yourself organized.
Important Reminder
· All participants must submit the required signed Assent, Consent, and Tracking forms before they can participate in the HOC survey.
(Next, we walk you through preparing for and                  administering the HOC surveys...
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Introduction to the Healing of the Canoe Survey

The purpose of the survey is to 1) help staff better understand youth strengths and challenges at the start of the Healing of the Canoe (HOC) curriculum, and to 2) understand how the HOC curriculum is working for Tribal youth. 
The survey was developed for youth between the ages of 12 and 24; therefore, it should only be offered to youth 12 and older (although it is fine for youth as young as 10 to receive the curriculum - they just should not participate in the evaluation surveys). 
Confidentiality

· In accordance with federal law and human subjects protection codes for research participants, we will follow several steps to maintain the confidentiality of HOC youth:

· HOC survey respondents are assured that information will not be shared with any persons outside HOC staff and the study team, including parents – UNLESS staff is concerned that a youth is at risk of harm to him or herself or others or there’s a medical emergency.
· All identifying data for HOC survey participants should be kept in locked file cabinets at local HOC staff offices, to which only members of the HOC staff will have keys/access. 
· Identifying information (research ID) that links participants with their surveys (the participant roster) will be kept in a separate locked location from the surveys to protect confidentiality.

· Once completed, the student surveys should be put in individual envelopes, sealed and then turned in via a ballot box or large envelope where students will feel confident that their surveys are private.

· The completed surveys should be boxed up immediately (in their individual envelopes) and sent to NPC (please note the new address effective October 16,2023):

NPC Research

1500 NE Irving Street, Suite 100
Portland, OR 97232-4298



· At NPC Research, hard copies of the surveys are kept in locked cabinets with access only by relevant personnel. Transportation of surveys will occur in locked boxes or traceable parcel service. 
· Information that is entered into an electronic database at NPC, as well as all electronically available data that contains confidential information is kept in password-protected electronic files. 
· All data that are presented in interim or annual reports will be aggregate (e.g., “80% of youth reported being able to talk about problems with a family member”). Materials will be kept for approximately 3 years after the end of the project; at that time all data will be destroyed.  
Preparing for and Administering the Evaluation Surveys

There are two main ways to implement the HOC evaluation surveys: making an appointment with each youth, individually, and walking them through the survey, or doing the evaluation in a group as part of your first HOC session, before you begin teaching the curriculum. You could also administer the survey in a series of small groups (4 or so youth) prior to the start of the curriculum.
Planning for survey administration 
· Choose the person (facilitator) who will introduce the survey to the youth. Ideally, this person is an approachable community member with a good understanding of the importance of maintaining confidentiality and what this means (how to do it). This person should have a strong voice and be able to read the survey out loud to youth.
· Make sure that the facilitator reads through the survey from start to finish at least two times prior to the event, making note of any questions that they have. The facilitator should call/email Tamara Perkins (Perkins@npcresearch.com) at NPC Research (503) 243-2436 x112 with any questions or concerns.
· Use your Participant Roster to identify the unique identification number (IDs) for each of your survey participants.

· See Column A in the example below:

· The first two numbers in the ID identify your tribe (these are assigned by THRIVE).
· The last three numbers will be for each youth, starting with 001. 

· For example, the first youth at site XX will be XX-001, the second XX-002, etc. in the first year of implementation

· For the next year, start numbering new youth consecutively after the last ID assigned the year before (so in 2019, start with XX-021 if there were 20 youth in the previous year) 
· If your site has implemented HOC in past years, please make sure that you look at the rosters from past years and assign any repeat youth their original HOC ID number. Make sure you have a copy of the rosters from previous years before assigning IDs.
· THRIVE/NPC will provide you with pre-labeled HOC surveys with the unique ID number for each participant written/printed on them. In addition, there will be a brightly colored slip of paper stapled onto the top of the survey coversheet. You will need to look at your roster and write the student name (first and last) that corresponds with each of the ID numbers on those slips of paper. This is how you will ensure that the right survey gets to the right student. Once the students have the surveys that belong to them in their hands, they can remove the colored slip so that their names are not on the survey.
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· Make sure there is a space that will be quiet enough and big enough for the youth to spread out and have enough privacy to complete the survey without having anyone nearby enough to read their answers. 
· Parents and others should not be in the same room during survey administration, to maintain survey confidentiality.

· Plan on about 60 minutes for getting everyone together, explaining the survey (again!), reading through the survey, and giving out incentives and collecting incentive receipts (Appendix A) after the surveys have been completed.

· Arrange to have staff available to respond to any questions or issues that the youth want to talk about (ideally, there should be 1 staff person per 10 youth).
· If you have a lot of youth who might have trouble understanding the survey questions or reading, you may need a higher staff to youth ratio, in case youth need individualized attention.

· Have a mental health counselor available in case a youth appears distressed during or after the survey.

· Get the $10 gift card incentives prior to the event.
· Make sure that you have copies of the incentive distribution logs (Appendix A) for youth to sign acknowledging each youth received their gift card “thank you.” The barcode numbers for each of these will need to be added to the log, along with the participant’s name and signature. This is needed for a possible audit of your Tribe or NPAIHB. 

· Make sure to have extra copies of blank surveys on hand. It’s best to have a few more than needed in case something happens. If, for some reason, you need to hand out a new survey, make sure the right Research ID is added to the top of the first page.
· Similarly, have enough copies of the paper worksheet for those not participating.
· Plan ahead with NPC for how to get completed surveys to the NPC evaluation team. Options include:

· Mailing the forms using a tracking system (e.g., FedEx, UPS, USPS with tracking number) to NPC (new address effective October 16, 2023):

NPC Research

1500 NE Irving Street, Suite 100
Portland, OR 97232-4298



· If NPAIHB or NPC staff are present for survey administration, they can bring the completed surveys back to Portland.
What to Bring to Survey Administration
· This implementation guide

· 2-3 printouts of your Participant Roster, with the names and unique IDs numbers for each youth 

· Enough surveys for all participating youth 
· Pencils or pens

· Incentives and incentive logs (Appendix A)
· Large individual envelopes for youth to put their individual completed surveys in
· A large box to put all the completed surveys (each in their individual envelope)
· Enough staff to support the event
At Survey Administration
· Have youth spread out so that no one else can see their survey.
· Make sure that parents or anyone not filling out the survey or who are not staff specifically supporting the survey event leave the survey location.
· Read the following script:

· You have been asked to participate in a survey called the Healing of the Canoe Survey. We want to understand how the lives of American Indian and other youth change as they get older. We will ask youth from different tribal sites who are in the Healing of the Canoe program things about their lives, including things that help them grow and things that create challenges. We want to learn more about your family, friends, school, and experiences. By learning about these things, we hope to come up with ways to make it easier and better for all American Indian and other teens as they grow.

· When you answer these questions, you can skip any question you don’t want to answer. If you feel uncomfortable, you can stop at any time. Please feel free to answer exactly as you think and feel.

· If anything uncomfortable comes up that you want to talk with someone about, [point to mental health counselor and say their name] is here to talk with you. You can go talk to that person at any time or hand in a note with their survey that indicates they want to talk with that person.
· Your responses will be kept private. This is not a test and there are NO RIGHT OR WRONG ANSWERS. 
· Your name is not on the survey. 

· When we talk about what we learn from this survey, we will talk about all youth who take part, not specific people.

· When you are finished, please put your survey in the envelope and seal it. No one, except for our research team, will see your survey answers.
· Your honest answers will help us, your community, and other Indian communities to better understand the needs of young people so that better and more helpful programs and services can be created.

· Your help is VERY IMPORTANT to us.

· The survey contains 39 questions and will take about 20 minutes to complete.
· You will be given a $10 gift card as a thank you for your time today.
· Are there any questions?
· Read the survey instructions:
· I’ll be reading the questions out loud and will give you time to answer. You may also read on your own and fill the survey out at your own pace.
· You should answer the question based on how you understand it.
· If you still have questions, ask me (the facilitator, and point out any staff who are trained to implement the surveys), but not anyone else.
· Circle the answer that is best for you. If you make a mistake, make an X through the one you don’t want and circle the one you do want (you may also put a little arrow next to the one you do want). If you have questions about how to mark the answer you want or to change an answer, feel free to ask us!
· Hand out the surveys. 

· Have students remove the colored half-sheets with their names on them.
· Hand out pens/pencils.

· Read through all the questions out loud and give the youth time to pick and record an answer.
· Read the responses of those questions that do not have simple yes/no responses. 

· Answer any questions that the youth have individually (so youth don’t feel embarrassed about asking questions).
· A few questions to watch for:

· Questions about school (#4): If the youth has not attended school in the past year, check the box in #3 and have them skip to #5.

· Question #11d: “derbisol” – youth may ask about this, but staff need to be firm with “answer it the best you can”
· Question 27c about “culture.” Some youth are not sure what this means. You can say:
· “Everyone has a culture, it’s the way you grew up, the holidays you celebrate, how you celebrate them, beliefs and practices you share with people in your family/community”

· Questions 27a and 37 (pre survey) ask about “ethnic/ity” and youth often ask because they are not sure what this is. You can say:

· “Your ethnicity comes from parents and ancestors. When you look at the list, do you know if your parents/ancestors come from any of these groups”
· Remind youth that there are staff available if any issues came up.
· Have youth place completed surveys in their individual envelopes, seal them, and then place them in the large box or large envelope you’ve brought for this purpose, seal them, and mail or give them to NPC (as planned prior to the event). 

· Keep a log of the questions the youth asked (including any questions they have trouble with or react to) and anything that happens during the survey administration. Please send this information to NPC.
· If you mail the surveys, please send them by traceable mail (USPS Priority, FedEx) and call/email NPC to let us know the surveys have been sent. If NPC staff is on hand, they will transport the surveys in lock boxes.
Thank you for all that you’re doing to make this project a success!

Please let us know if you have any questions, if you’re feeling stuck or need a pep-talk, 

or if you need any additional resources or support.

Appendix A. Pre & Post Survey Incentive Distribution Log
	Youth Printed Name:
	Youth Signature:
	$10 Gift Card Number
	Site Coordinator Initials
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	








Student name:  Jane Doe
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