Materials from Inverness Research to support WP Site Directors as they administer the 2011 Summer Institute Survey

This file includes 3 parts:

1)  The content of the email that Inverness Research provided to Site Directors with instructions for administering the Summer Institute survey

2)  Content of an email that we ask Site Directors to send to ISI fellows

3)  A one-page set of instructions to copy and post 

1)  Email from Inverness to Site Directors
Greetings from Inverness Research!

The ISI participant data form/survey is on-line and ready for administration during your invitational institute.  This email will help you plan for your ISI participants to respond.   

Note: Please provide access to this survey only for participants in your site’s Invitational Summer Institute. If your site has elected not to hold an Invitational Summer Institute in 2011, you will not need to submit this survey since the purpose of the survey is to capture data that is consistent over time.  

 

Please take a moment to let us know whether your site will be holding an Invitational Summer Institute in 2011 by clicking here. And contact siteresources@nwp.org if you have questions.

The important things for you as a site director to be aware of are:

It is vital, as it always has been, that ALL participants complete the survey during the last week of your institute.  These survey data are required for federal funding, as well as providing feedback to individual sites and the NWP network. 

You may have participants complete it all at the same time or let them complete it at different times, as long as you give them time during the last week – preferably within the last 3 days.  Think of the most efficient way to do it so everyone completes it.

The survey will take about 20 minutes to complete.   To be on the safe side, set aside 30 minutes. We ask that you do the following: 

· announce the survey to the group 

· post the attached 1-page instructions on the wall

· send participants an email (text provided below) with the link.

If you would like to see the survey, you can access it at 

http://www.surveymonkey.com/s/3X8738N
Do not respond yourself.    

As in past years, Inverness Research will provide site-level data to each site director as well as to the NWP. 

When you announce the survey, please share the following information:

· The survey is critical for securing federal funding and providing feedback to your site and the NWP. 

· It must be completed in one 20 - 30 minute session. 
· The link is at http://www.surveymonkey.com/s/3X8738N
Remind Fellows that these directions are on the posted instructions and in the survey email that you forward to them.  

Please emphasize that it is important that they provide an email address where requested because the Writing Project may ask Inverness Research to send a short follow-up survey to everyone in April or May next year. Assure them that all responses will be anonymous and that Inverness will not use the emails for any other purpose.

If you have any questions or concerns please contact 
Judy Hirabayashi <jhirabayashi@inverness-research.org> 
or Laura Stokes  <lstokes@inverness-research.org>.  

2)    Content of an email that we ask Site Directors to send to ISI fellows
Subject line for the email:   

On-line WP ISI survey:  Instructions from Inverness Research  

As your Institute Director has explained, the Writing Project has contracted with Inverness Research to survey all ISI participants this summer.  The data collected from this survey helps the NWP make a case for federal and non-federal  funding.  Results also provide valuable feedback to each site and to the National Writing Project.   

All participants need to complete the survey during the last week of the institute, and preferably during the last 3 days. 

INSTRUCTIONS FOR COMPLETING THE SURVEY

The survey will take about 20 minutes to complete.  To be on the safe side, set aside 30 minutes.
You will need to complete the survey in one session, because once you hit the SUBMIT button at the end of the survey, you will not be able to go back to add to or change your survey. 
To complete the survey, simply click on the following link: 

http://www.surveymonkey.com/s/3X8738N
It is critical that you provide an email address at the end of the survey because the Writing Project may ask Inverness Research to send a short follow-up survey to everyone in April or May next year. All responses will be anonymous and Inverness will not use the emails for any other purpose.  

If you have any questions or concerns please contact 
Judy Hirabayashi <jhirabayashi@inverness-research.org> 
or Laura Stokes  <lstokes@inverness-research.org>.  

Thank you very much. 

3) a one-page set of instructions to copy and post 

See the following page. 

INSTRUCTIONS FOR COMPLETING THE

2011 SURVEY FOR SUMMER INSTITUTE FELLOWS
The survey will take about 20 minutes to complete.  To be on the safe side, set aside 30 minutes.

You must complete the survey in one session.  Once you hit the SUBMIT button at the end of the survey, you will not be able to go back to add to or change your survey. 

Access the survey at:

http://www.surveymonkey.com/s/3X8738N
Please provide your name and an email address at the bottom of the survey because the Writing Project may ask Inverness Research to send a short follow-up survey to everyone in April or May next year.    

All responses will be summarized and reported anonymously.   Inverness Research will not use names or email addresses for any purpose other than a possible spring 2012 follow up survey.  

If you have any questions or concerns, contact 
Judy Hirabayashi jhirabayashi@inverness-research.org 
or Laura Stokes  lstokes@inverness-research.org. 
