Department of Institutional Research and Planning
Survey Documentation Form
Directions: Please complete this form when scheduling survey research in conjunction with IR Policy #IE-1. Send this form and a copy of the survey instrument(s) by email to the Department of Institutional Research and Planning (IR): ir@edison.edu. (College/District-wide surveys require IR approval). After the results have been compiled, send this completed form and a copy of the results by e-mail. If you have questions about this form, please contact Crystal Revak at Extension 4093, clrevak@edison.edu.
1. Name(s) of researcher(s):       
2. Telephone:
       
Email:       
3.  FORMCHECKBOX 
  College/District-wide 
 FORMCHECKBOX 
  Departmental (If departmental, name of the department):  
4. Survey instrument 
a. Survey instrument name:       
Frequency:       
Description of population (Who is completing the surveys?):       
Sampling procedure (How are you selecting participants?):       










5. Method of Distribution:       
Date:       
Place:       
Number of surveys distributed:       

End date of collection period:           Date survey analysis will be complete:       
(REMINDER: Please forward a copy of this form and survey results when complete.)

6. Expected results and how they will be used: (What will the survey information provide and how will you use it to improve an Edison program or service?)       
7. If the survey is associated with an annual unit plan, provide the year (e.g., 2008-2009) and the name of the planning unit (e.g., “Research and Planning”).

Year:       
Planning Unit:       
Example follows on the next page.

The following table shows a single row (example) of the survey documentation requested:

	Example of Survey Documentation


	1. Researcher(s)
	2. College/District-wide or Departmental
	3. Survey Instrument, Frequency, Target population, and Sampling Procedure
	4. Method of distribution (date, place, number of surveys, end of collection period, publication date)

	5. Expected Results/ Use of Results
	6. Plan Year and Unit Name (if applicable)

	Kevin Shriner
	College/District-wide
	Community College Survey of Student Engagement (CCSSE); Every three years; Stratified random cluster sample of on-campus, face-to-face Spring 2007 credit course sections (where students are 18 or older) to yield a sample greater than 400 and less than 1,000 students.

	1,700 surveys were distributed in February 2007 through Deans’ Council in packets sized to each course section in the sample. The final collection date was May 25, 2007. Results are expected to be returned to the College from CCSSE in August 2007.
	Students will report their engagement with learning activities and college services in five areas: Academic Challenge, Active and Collaborative Learning, Student Effort, Student-Faculty Interaction, and Support for Learners. The results will be compared to the 2004 administration and reported to the media, faculty, staff, and District Board of Trustees.

	2007-2008 Institutional Research
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