
Random Selection Instructions 
 

Getting Ready  
1. You’ll need a spreadsheet to start! Download this template or create your own spreadsheet with the following 

headers: Teacher Name, Subject, Period, Enrollment, Predominant Grade, Random. 

 

2. Choose a subject (e.g., English, Math) or period (e.g., 3rd, 5th) in which all students are enrolled this fall to 

administer the survey. 

 

3. Sum enrollment of students. If your high school has less then 400 students (grades 9-12) or if your middle school 

has less than 150 students (grades 6-8) please survey all students in the school and do not move forward with 

classroom selection.  

 

4. List all classes occurring in your chosen subject or period in spreadsheet. Fill in columns for Teacher Name; 

Subject (e.g., Math) or Period (e.g., 3rd); Enrollment; and Predominant Grade. 

 

Step 1  
Sort by the Predominant Grade column, smallest to largest. 

 

 

 

 

 

 

 

Step 2 
For easier selection, separate out grades into different worksheets or tabs. Name the worksheets “9th”, “10th”, “11th”, 

or “12th” for high schools or “6th”, “7th”, and“8th” for middle schools. Copy each grade’s class information into 

separate worksheets in the file.   

 

 

 

 

 

 

https://1a99ad5e-5d6a-4189-8a5e-8cdd8765d27c.usrfiles.com/ugd/1a99ad_af8a594feee040bfb58bd6c1acfbae81.xlsx


Step 3 
For each grade worksheet, calculate the average classroom enrollment. You can do this by highlighting the Enrollment 

column and looking at the bottom ribbon (see image) or using the AVERAGE formula. Based on the average, determine 

the number of classes needed to reach 100 students per grade (high school) or 50 students per grade for middle school.  

 

 

 

 

 

 

 

 

Example: if the average enrollment for 9th grade classes = 27.6, you should choose 4 classes to reach 100 students (100 ÷ 

27.6 = 3.6 which rounds to 4). 
 

 

Step 4 
Within each grade worksheet, use the last column “Random” to generate random numbers from 0 to 1. Type the 

formula =RAND() and hit “Enter”. After entering the formula, copy and paste the values (right click  paste as values) 

into the same column so they don’t change. Then sort the classes by the random numbers from smallest to largest.  

Select the number of classes you deemed appropriate in Step 3, starting with the first row. For example, if you are 

supposed to select 4 classrooms you will select the top 4 classes, regardless of enrollment.  

Highlight the classes you’ve selected.   

 

Repeat Steps 3 and 4 for all remaining grade levels. 

 

Step 5  
Create a new spreadsheet with only the selected classrooms in all grade levels (highlighted from Step 3). This will allow 

for easier classroom tracking and survey administration.  

 

And you’re done with selection! If you need additional support, email us at CSPHSurveyTeam@cuanschutz.edu. 

mailto:CSPHSurveyTeam@cuanschutz.edu

