Directions for Taking the CNA

Use the link below to access the Comprehensive Needs Assessment (CNA). You can copy
and share this URL with all stakeholders in your district:

https://montanaopi.sjc1.qualtrics.com/jfe/form/SV_00Op9iWIvz35rnwO

1. Getting Started

e Whenthe CNA is opened, respondents will first see a short set of preliminary
questions. These help direct each stakeholder to the correct set of survey
questions.

2. Number of Questions

e The number of questions will vary depending on:
o The stakeholder group the respondent belongs to.
o How they answer a few key questions (for example, the percentage of Native
American students in the district, or whether the district has a CTE program).

3. Rating Scale
e Respondents will rate each question using a 1-4 scale:

1-1don’t know or not being implemented
You don’t know the answer or the practice is not being implemented.

2 - Basic Implementation
The district has started the process, but implementation is inconsistent across the
district.

3 - Proficient Implementation
A practice or process is in place across the district.

4 - Effective or Sustained Practice
A practice or process is in place across the district with fidelity.


https://montanaopi.sjc1.qualtrics.com/jfe/form/SV_0Op9iWIvz35rnwO

4. District Survey Window

e Each district will set its own response window (the timeframe during which
stakeholders can complete the CNA).
e The district should communicate the response deadline clearly to all stakeholders.
e When the response window closes, the district superintendent should:
o Gotothe School Accreditation webpage.

o Clickon Comprehensive Needs Assessment.
o Clickon Request District CNA Access.

5. Receiving Results

e Ifthe District Superintendent previously requested and received access to
Qualtrics, they can simply log in to their Qualtrics account to access this year's CNA
data and results.

e Superintendents who have not previously requested or received Qualtrics access
should complete the Request District CNA Access form.

e OPI staff will review access requests and provide assistance and next steps as
needed.

Troubleshooting Tips
If you or your stakeholders have trouble opening the CNA, try the following steps:

1. Clear Cache and Cookies
e Follow the instructions for your browser:
o Google Chrome
o Microsoft Edge
o Safari
2. Restart the Device
e Restarting can help clear temporary issues preventing the CNA from loading

properly.


https://opi.mt.gov/Leadership/Assessment-Accountability/School-Accreditation
https://montanaopi.sjc1.qualtrics.com/jfe/form/SV_8D3atLhlm7GRJYO
https://support.google.com/accounts/answer/32050?hl=en&co=GENIE.Platform%3DDesktop
https://www.microsoft.com/en-us/edge/learning-center/how-to-manage-and-clear-your-cache-and-cookies?form=MA13I2
https://harvard.service-now.com/ithelp?id=kb_article&sys_id=e934a5cf6fc9a204a3a79b9eae3ee4bf
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