 SEQ CHAPTER \h \r 1Keys to Success with Online Administration of the SSI and the IPS

CCCU Administration Dates: October 24-November 11, 2011
1. 
Plan to survey 100% of your undergraduate student population. Because typical response rates are 20-30% of those invited to participate—and because females and the most satisfied students tend to be more likely to complete an online instrument—you’ll want to invite ALL your students to participate.  Noel-Levitz can help you set up your invitations and will provide complete tech support throughout the process.
2.   
Raise campus awareness of the SSI online administration process and dates. Let students and faculty know when you will be sending out invitations to participate. Put an article in the campus newspaper about the CAP project and why your institution collects student satisfaction information. Emphasize how important it is that your institution is able to hear all student voices. The more you keep faculty informed of WHY you are administering the SSI and the IPS and how the data will be used, the more likely they are to support the process and encourage students to go online and complete the instrument.
3. 
Gain the full cooperation of students and faculty by providing an incentive for completing the SSI/IPS.  Particularly for students, providing an incentive to complete the SSI online raises the response rate beyond the usual 20-30%. Possible incentives include a random drawing for Starbuck’s gift cards, VISA gift cards, bookstore gift certificates, premium parking spots—you are limited only by your imagination! Ask some students what incentives are most meaningful to them. You might be surprised by their answers.
4. 
Increase your response rates even more with multiple reminders. We recommend sending two e-mail reminders to students during the online administration window of October 24th-November 11th. If you would like Noel-Levitz to do this for you, they will do so for $0.25 per invited individual.
5.  
For the IPS, invite all faculty and staff to participate—and expect response rates of 40-50%. The same principles apply to the IPS as the SSI – plan on two reminder e-mails to follow the initial invitation to participate. 
6.  
Work with Noel-Levitz to add the CCCU questions and campus-specific questions to your instrument.  You will receive complete information from Noel-Levitz in an e-mail. It will direct you to your own account on a website, where you can input the CCCU questions (see below) and your own campus-specific questions. 
On the following pages you will find these items to help you as you administer the SSI and the IPS in the upcoming weeks:

· a list of the CCCU items to be added as items 74-80 of the SSI and as items 51-60 of the IPS
· a sample letter from a college president explaining the SSI and one explaining the IPS – these can be adapted for use online
· sample e-mail reminders to students

If you need any assistance, please call Nita Stemmler at 519-974-1639, who will be happy to answer questions. 

[SAMPLE LETTER FROM PRESIDENT
–use something like this for the initial e-mail invitation]

October 2011
Dear Students:

As part of our effort to listen to our students and determine their needs, we are conducting a campus-wide assessment of student satisfaction.  Your feedback is very important to us and will guide the choices we make as an institution over the next several years.  We are committed to being student-centered, and that begins by listening to you.

We are asking all our undergraduate students to take 20 minutes to complete a survey online.  Your voice is important, so we encourage each student to participate by going to this web address: __________________________________. No individual responses will be singled out from these surveys; we are only interested in grouped data.  
The survey is available from October 24 to November 11, 2011. As a way of thanking you for your participation, each student who completes the survey online will be entered in a drawing for a variety of gift cards, including a $100 VISA gift card, Starbucks, i-tunes, Best Buy, and our own campus bookstore. I look forward to your responses!
Sincerely,

President of the College

Follow-up e-mail reminder sample
Have we heard from you yet?
Every student’s voice matters—so be sure we hear from you by November 11th by going online to _________________ and taking the Student Satisfaction Inventory! Every student who completes the survey will be entered in a drawing for great prizes – so go online today!
Make your voice count!

There’s still one more week to go online and take the Student Satisfaction Inventory at _________________________.  Your responses will help the university make important decisions, so be sure we hear from you!
[SAMPLE LETTER FROM PRESIDENT OR ACADEMIC VP TO FACULTY]

October 2011
Dear Faculty and Staff:

As part of our effort to listen to our students and determine their needs, we are conducting a campus-wide assessment of student satisfaction during the next few weeks.  An important part of this process is hearing the perceptions of our faculty and staff, as well.  We are interested in how your perceive the campus environment, and we are particularly interested in how your perceptions compare to those f our students.  Accordingly, we are asking you to take about 20 minutes of your time this week and go online to complete the Institutional Priorities Survey at ___________________.

This survey is part of a larger project we participate in with the Council for Christian Colleges & Universities.  About 50 Christian liberal arts colleges are asking for the perceptions of their students, faculty, and staff, in an effort to determine areas of strength and priorities for intervention in the coming years.   

No individual responses will be singled out from these surveys; we are only interested in grouped data.  You will be entered in a raffle to win dinner for two at [a local restaurant], as a small way of thanking you for your time.

Thanks so much for taking the time to give us your candid perceptions. 

Sincerely,

President or Academic VP of the College


These items will be included with the customization of your online account
Items 74-83 on the SSI
Please answer the following questions as items 74-83 on the SSI.  Mark both the importance scores and the satisfaction scores directly on the SSI answer sheet.
74.
Being on this campus is contributing to my spiritual growth.

75.
My understanding of God is being strengthened by classroom and/or campus experiences.

76.
Faculty, administrators, and/or staff are helpful to me in processing issues related to my faith.

77.
Males and females are treated with equal respect on this campus.

78.
This campus provides adequate opportunities for involvement in ministry. 

79.
Given where I am spiritually right now, this campus is a good “fit” for me.
80.
Campus-specific item.

81.
Campus-specific item.

82.
Campus-specific item.

83.
Campus-specific item.

Also, on the back of the SSI you will find item 116.  Choose only one option which corresponds best to your situation: [Note: Each campus can write their own question for 116–this is only a sample]
1
I entered this college as a Freshman.

2
I transferred into this college as a Freshman.

3
I transferred into this college as a Sophomore.

4
I transferred into this college as a Junior.

5
Other.

Turn this sheet over for academic major codes to be used for Item 115 on the SSI.
Items 51-60 on the IPS
Please answer the following questions as items 51-60 on the IPS.  Mark both the importance scores and the satisfaction scores directly on the IPS answer sheet.

51.
Being on this campus is contributing to students’ spiritual growth.

52.
Students’ understanding of God is being strengthened by their classroom and/or campus experiences.

53.
Faculty, administrators, and/or staff are helpful to students in processing issues related to their faith.

54.
Males and females are treated with equal respect on this campus.

55.
This campus provides adequate opportunities for student involvement in ministry. 

56.
Given where our students are spiritually right now, this campus is a good “fit” for most of them.

57.
Campus-specific item.

58.
Campus-specific item.

59.
Campus-specific item.

60.
Campus-specific item.

Also, on the back of the IPS you will find items 87 and 88.  Choose only one option which corresponds best to your situation: [Note: Each campus can write their own questions for 87 and 88–these are only samples.]
Item 87:  Please indicate your level of involvement in campus events and activities outside of your job:

1–I am not involved at all

2–I occasionally attend campus events once or twice a year

3–I attend campus events once or twice a semester

4–I attend campus events about once a month

5–I attend campus events two or three times a month

6–I attend campus events at least weekly

Item 88: Rate your own personal satisfaction with your job at this institution:

1–very dissatisfied

2–dissatisfied

3–somewhat dissatisfied

4–somewhat satisfied

5–satisfied

6–very satisfied

Turn this sheet over for office codes to be used for item 89 on the IPS. [Note: each institution provides its own codes for this item and uses them internally; you may also choose to omit this item]

Academic Major Identification Codes for the SSI

[Note: This is only a sample; use your own campus majors and codes for item 115]
Please write in the appropriate code number for item 115.
0001
Astronomy

0002
Biblical Studies

0003
Biology

0004
Business or Accounting

0005
Chemistry

0006
Communications

0007
Elementary Education

0008
English Writing or English Literature

0009
Environmental Studies

0010
Foreign Languages

0011
Health Sciences (Dance, Physical Education, Physical Therapy)

0012
History

0013
Math

0014
Music

0015
Nursing

0016
Philosophy

0017
Political Science

0018
Psychology

0019
School Health Services

0020
Social Work

0021
Sociology

0022
Studio Art

0023
Theological Studies

0024
Urban Economic Development

0025
Youth Ministries

THANK YOU FOR YOUR TIME AND INPUT! Please be sure you have answered ALL questions before turning this in.

