Sample Input Activity:   Word Cloud Generator
	STEP 1
	Customize the prompt language you will use in the Google Forms to get input from students, staff, and caregivers

	1. Review the sample prompts and customize the prompt language you want to use in a on the Google input forms.  To make summarizing more efficient, use parallel wording across students, staff, and caregivers.
a. Have your final prompts translated into languages needed by students and caregivers
	Sample Prompts Framed for
Self-Awareness & Self-Management
	Sample Prompts Framed for 
Social Awareness & Relationship Skills

	Sample Prompts Framed for
Socially Responsible Decisions


	Student Prompts
	What word do you like best to describe what it means to lift ourselves up and go for our goals and dreams? 
	Which word best reflects the type of social experience you have a school?
	Which word best represents how you want everyone at school to conduct themselves. 

	Staff Prompts
	Which word best reflects how we can create learning environments in which students feel empowered and have the skills to lift themselves up and go for their goals and dreams?
	When you think about the social atmosphere among students, which word best reflects your vision for how students should regard, treat, and take care of one another?


	Which word best represents what is important to you about how everyone conducts themselves at school?  


	Caregiver Prompts
	Which word best reflects the trait you would most like your child to have so that they can lift themselves up and go for their dreams and goals.

	Which word best reflects your vision for the type of social experience your child has a school?


	Which word best represents what is important to you about how everyone conducts themselves at school.






	STEP 2
	Customize your word back for each question you will include on the Google Form

	2. Review the words listed for each area and make any needed edits.  To make summarizing more efficient, keep the word bank choices consistent across students, staff, and caregivers.

a. Have your final word choices translated into languages needed by students and caregivers.
	Sample Word Bank for
Self-Awareness & Self-Management

Grit
Persevere or Perseverance
Stick-with-it-ness
Confident
Pride
Empower
Prepared
Resilient
Ambitious
Determination
Affirming
Commitment
Punctual
Dedicated
Studious
Ready
	Sample Word Bank for
Social Awareness & Relationship Skills

Inclusive
Kind or kindness
Respect
Leaders or leadership
Empathy or empathetic
Accepting
Belonging
Teamwork
Considerate
Caring
Supportive
Open-Minded
Collaboration
Compassion
Reliable
Dependable

	Sample Word Bank for
Socially Responsible Decisions

Responsible
Safe
Integrity
Honest or Honesty
Trustworthy
Honor
Service
Civic Minded
Community
Engaged

	STEP 3
	Set up Google Forms to Collect Input

	3. Set up Google Forms for students, for staff, and for caregivers.  To reflect on the priorities within stakeholder groups, develop a separate Google form for each group.

a. Decide in you will combine language options in one Google form or make separate versions
	Sample directions for the Google form
The [insert school] Leadership Team invites students, staff, and parents to participate in the process of improving the school environment.  Our first step is to determine the priorities for how we conduct ourselves and treat each other.  We need your input to determine these priorities.  When finished we will enter the results into a word cloud generator and share the results with you. We look forward to your feedback! Complete the Survey by [insert date]

	STEP 4
	Select a Word Cloud Maker

	4. Review word cloud maker options and select the one that best reflects how you would like to use this tool. 

To select a word cloud maker: 
· Free 
· Easy to use
· Customizable options
· Profanity filter
· Downloadable File


	Example Applications:

Word Cloud Generator 
https://www.freewordcloudgenerator.com/

Word clouds
https://www.wordclouds.com/

Word Art
https://wordart.com/ 

Mentimeter
https://www.mentimeter.com/features/word-cloud 

Simple Word Cloud
https://simplewordcloud.com/ 

	STEP 5
	Develop the Implementation Plan

	5. Develop the implementation plan
	Students
	Staff
	Caregivers

	6. 
	When?
Where?
Who?
How?

	When?
Where?
Who?
How?

	When? Date or date range
How?  Distribution method
· Electronic & paper
· All call text link distribution
· Email
· QR code

Consider a student incentive if you receive a % goal of responses.  This encourages students to encourage their parents to complete the survey

	STEP 6
	Create a Word Cloud Document for Each Category and Each Stakeholder Group

	7. Create the Word Clouds.  In total you will have 12-word cloud documents – 4 for each area

a. When complete, export a CSV for each stakeholder group (keep them separate), and edit following your chosen word cloud generator ‘s instructions
b. Update the CSV using the word cloud generator functions
c. Customize your cloud
	Self-Awareness & Self-Management
· Generate a student word cloud
· Generate a staff word cloud
· Generate a caregiver word cloud
· Generate one word cloud with everyone’s responses combined
	Social Awareness & Relationship Skills
· Generate a student word cloud
· Generate a staff word cloud
· Generate a caregiver word cloud
· Generate one word cloud with everyone’s responses combined

	Socially Responsible Decisions

· Generate a student word cloud
· Generate a staff word cloud
· Generate a caregiver word cloud
· Generate one word cloud with everyone’s responses combined

	STEP 7
	Create a Communications Plan

	8. Create a plan for how you will share the results
	Knowing that input matters is critical to buy-in.  Be sure to share results each step of the way.
View the sample communication planning tool

	STEP 8
	Plan for a School-Wide Vote

	9. Determine if you have consensus across groups for 3-5 expectations

If you have a lot of words and it’s not clear which are the top 3-5, assemble a vote to narrow the choices to 3-5 final expectations


	Self-Awareness & Self-Management

Top words for students:
· 

Top words for staff:
· 

Top words for caregivers:
· 
	Social Awareness & Relationship Skills

Top words for students:
· 

Top words for staff:
· 

Top words for caregivers:
· 
	Socially Responsible Decisions

Top words for students:
· 

Top words for staff:
· 

Top words for caregivers:
· 
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