
Survey Subcommittee Meeting
November 18, 2004

Members Present:

	Debra Billings/S, System Director of Assessment

	Donna Fiebelkorn/M, Dean of Human Services and Education (per telephone)

	Barbara Honhart/S, System V.P. for Academics

	Richard Meltzer/S, System Director of Institutional Research

	Mike Tyler/Grad, Dean of Research


Time:    2:00 p.m.

Richard Meltzer called the meeting to order.

The processes for distributing the Noel-Levitz Student Satisfactory Inventory were discussed.  There was a suggestion to have a campus representative on each campus be responsible this inventory.  It was decided that the Chief Academic Officer/Vice President for Academics would be the designated representative for each campus.  To keep them abreast to the status of the Student Satisfaction Inventory and the Institutional Priorities Survey copies of both tools along with directions will be distributed at the February CAO System meeting. They will be responsible for the following:

· Identifying which classes to administer the inventory in, so that the campus comes as close as possible to surveying the target number of students
· Distributing the inventory

· Collecting the inventory

All campuses are to administer this inventory during the same week so that other variables will not affect the results and to capture a “snapshot” in time.  This inventory is to be administered the third and fourth week of the spring quarter.  The third week was decided for the following reasons:
· Not to overlap with other surveys being distributed
· Highest weeks of attendance for students

· No end of the quarter stress has set in yet

The following were suggestions to give to the Chief Academic Officers/Vice Presidents for administering the Noel-Levitz Student Satisfaction Inventory:

· Remember “drop outs” and “nonattendance” when determining which courses and how many courses to administer the inventory in

· Make sure there is a variety of class levels and program representation in the sampling

· Left over forms can be redistributed to other courses (Example:  courses that were not surveyed the day the inventory was distributed could be surveyed the next day these courses meet.)
· Determine which faculty will be administering this inventory before the quarter begins 
· Give the instructions and time frame to the faculty prior to the beginning of the quarter, so they can include it in their lesson plans
· Include information regarding this inventory in the kick off for the spring quarter

· Trying two times to make the target numbers should be enough

The instructions that are to be given to the instructors who will be administering this inventory should include the following:

· Preface the instructions by stating “We would like this information to make decisions and to help determine how Baker College matches up against other colleges.”

· This inventory will take approximately 40 minutes to an hour to complete

Discussion ensued on how to identify returning students and new students.  Item 116 is available to include the question “How many quarters have you attend Baker College?”  The answers could be broken down as 1st quarter, 2-3 quarters, 4-6 quarters.

The President’s Council approved the Institutional Priorities Survey to be administered to faculty and staff.  The goal is to receive 100% response rate.  It was decided that it would be left up to the campuses how to administer this survey to receive the best possible response.  The following were suggestions for administering this survey:
· Administer this survey during the Quarter Kick Off

· Administer this survey during the Longevity Luncheon

· Take to Campus Operations Committee meeting for distribution
Richard Meltzer determined the number of students that each campus needed to receive completed inventories from.  It was noted that the extension sites needed to be broken out of these totals and the numbers needed to be double-checked to make sure the correct percentage of day vs. night students are being surveyed.  It was also determined that Mary Cunningham would be responsible for the Cass City and West Branch sites and James Kelly would be responsible for the Fremont site.  Clinton Township, which oversees the Hazel Park site, and Port Huron, which oversees the Sandusky site, would be given the instructions that if they are offering courses at these sites during spring quarter they are to include these sites in their surveying.

Richard Meltzer will check with Noel-Levitz on how they expect the data to be submitted.  He will find out if they prefer the surveys to be ordered and returned by campus or by system.  The surveys can be coded by campus and program by using item #115 which has four spaces available.

Since many of the items on these surveys do not pertain to the Online and Corporate Services environment, these units will be excluded from administering these forms.  They will be responsible for developing a tool of their own to evaluate customer service.

The following items that still need to be determined:

· Deadline for forms

· Follow up procedures 

From now on both subcommittees (the Survey Subcommittee and the Assessment Revisions Subcommittee) will be combined to begin working on the other surveys administered throughout the college.  There was a suggestion to include system program coordinators in the new combined subcommittee.  Debra Billings will email members of both subcommittees and system program coordinators to see who would be interested in volunteering for this endeavor.  The combine subcommittees first meeting will be held winter quarter.

Meeting Adjourned:  4:10 pm 

Submitted by:  Debra Billings
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