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DATE

CAO NAME

ADDR 1

ADDR2

CITY,  STATE ZIP

Dear NAME,

<<INSTITUTION NAME>> has been selected to participate in the field test of the 2004 National Study of Faculty and Students (NSoFaS), conducted for the U.S. Department of Education by RTI International.  NSoFaS is designed to collect data from nationally representative samples of students, faculty, and instructional staff.  This study provides vital information on two pivotal areas of policy concern:


how students and their families finance education after high school


who faculty are, what they do,  and if, how and why they are changing.

To make realistic plans for the future of postsecondary education, planners and policymakers at all levels—institutional, governmental and legislative—need reliable and current national data on available resources, as well as on the constraints and demands on the postsecondary education system.  In response to the continuing need for the data provided by NSoFaS, Congress has mandated that the National Center for Education Statistics (NCES) collect this data periodically.  Data on full- and part-time faculty, adjunct faculty and instructional staff was collected for the National Study of Postsecondary Faculty (NSOPF) in 1988, 1993 and 1999.  Information on student financial aid was previously collected in 1987, 1990, 1993,1996 and 2000 as part of the National Student Postsecondary Aid Study (NPSAS).  These two studies are being coordinated to minimize the response burden to participating institutions.  Additional information on NSoFaS, including key findings from previous studies can be found in the attached informational brochure.  Some institutions may be selected for only for the faculty component of the field test, NSOPF:04.

The purpose of the field test is to evaluate survey forms and procedures for the full-scale study.  Your institution’s participation, while voluntary, is crucial to the success of the field test.  I am writing to request your assistance in appointing an Institution Coordinator for NSOPF:04.  Institutions selected for the field test will not be asked to participate in the full-scale study.

The duties of the Institution Coordinator are as follows:


prepare a list or datafile of all full- and part-time faculty and instructional staff including available contact and demographic information 


coordinate completion of  a companion web questionnaire concerning institutional policies and procedures regarding full- and part-time faculty, adjunct faculty and instructional staff.




The datafiles prepared by your institution will be used to draw a sample of faculty who will be asked to complete a web questionnaire.  Should you require any assistance in selecting an appropriate coordinator (for example, in identifying someone who may have worked on NSOPF at your institution previously), you may call Brian Kuhr at 1–800–334–8571, ext. 5263.

The confidentiality of all data that would identify individuals is protected by federal law.  Details on data collection procedures (including a full description of the laws and procedures safeguarding the confidentiality of questionnaire responses, and contact and demographic information) are enclosed.  Estimates of time commitments for your institution are also provided.

Reports based on data from previous NSOPF and NPSAS studies are available on the NCES website: http://nces.ed.gov/surveys.  All institutions participating in the faculty component of the field test will receive a customized peer report, comparing your institutions to other institutions within the same Carnegie classification, as well as to all institutions nationally, based on Institution Questionnaire data from the full-scale study.  This special report will not be published by NCES and is only sent to participating institutions.

An RTI representative will call your coordinator(s) to answer any questions and to discuss the best method of data collection for your institution.  If you have any questions about the study or procedures involved please contact Maggie Cahalan, the RTI project director, or Brian Kuhr, the institution coordinator at RTI, by telephone (1–800–334–8571, ext. 5263) or email (bdk@rti.org).  You may also contact the NCES project officer for NSOPF:04, Linda Zimbler, at 1–202–502–7481 (e-mail address: Linda.Zimbler@ed.gov).  An informational brochure about the study is enclosed.

We look forward to <<INSTITUTION NAME>>’s participation in this important study.  Thank you for your cooperation and prompt return of the enclosed NSoFaS Confirmation Form. 

Sincerely,

Gary W. Phillips

Deputy Commissioner
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Dear NAME,

The Chief Administrative Officer of your institution has selected you as an Institution Coordinator for the field test of the 2004 National Study of Faculty and Students (NSoFaS:04).  NSoFaS:04 is conducted for the U.S. Department of Education by RTI International.  NSoFaS is designed to collect data from nationally representative samples of students, faculty, and instructional staff.  This study provides vital information on two pivotal areas of policy concern:

· how students and their families finance education after high school

· who faculty are, what they do,  and if, how, and why they are changing.

In response to the continuing need for the data provided by NSoFaS, Congress has mandated that NCES collect this data periodically.  Data on full- and part-time faculty, adjunct faculty and instructional staff was collected for the National Study of Postsecondary Faculty (NSOPF) in 1988, 1993 and 1999.  Information on student financial aid was previously collected in 1987, 1990, 1993,1996 and 2000 as part of the National Student Postsecondary Aid Study (NPSAS).  These two studies are being coordinated to minimize the response burden to participating institutions.  Additional information on NSoFaS, including key findings from previous studies can be found in the attached informational brochure

The purpose of the field test is to evaluate survey forms and procedures for the full-scale study.  You have been selected to serve as the Institution Coordinator for the faculty component of the study, NSOPF:04.  Your institution’s participation in the field test is critical to its success.  Institutions selected for the field test will not be asked to participate in the full-scale study.

As the NSOPF:04 Institution Coordinator, you are asked to:

· prepare and send a complete datafile of all full- and part-time faculty, adjunct faculty and instructional staff  (including available contact and demographic information).

· coordinate completion of the Institution Questionnaire which is available on the world wide web.  Your individual PIN number for accessing the Institution Questionnaire is located at the bottom of this letter. 



The Institution Questionnaire asks questions concerning overall counts of faculty, as well as questions about institution policies and procedures regarding faculty (including tenure policy, retirement policy and benefits).  If  some answers need to be collected from another office, you or an individual you designate can return to answer that question at a later time.  The first question (which asks for an overall count of full- and part-time faculty) should be answered at the time you send your list.  A place has been provided for you to record your answer to this question on the attached Documentation and File Layout form.  

All information which permits the identification of individuals will be kept confidential, as mandated by the National Education Statistics Act Public Law 103–382 [20 U.S.C. 9001 et seq ], the Carl D. Perkins Vocational Education Act, and the Federal Education Rights and Privacy Act of 1974 (FERPA) [5 U.S.C. 552a].  Please contact Brian Kuhr immediately at 1–800–334–8571, ext. 5263 if your institution has any specific concerns about confidentiality, or has institutional policies that may delay or prohibit the release of a particular data item

Further details on data collection procedures (including the laws and procedures safeguarding the confidentiality of data) and estimates of time commitments for your institution are enclosed.  Reports based on data from previous NSOPF and NPSAS studies are available on the NCES website: http://nces.ed.gov/surveys.  All institutions participating in the faculty component of the field test will receive a customized peer report, comparing your institution to other institutions within the same Carnegie classification, as well as to all institutions nationally, based on data from the Institution Questionnaire.  This special report will not be published by NCES and is sent only to participating institutions.

An RTI representative will call you to answer any questions and to discuss the best method of data collection for your institution.  If you have any questions about the study or procedures involved please contact Maggie Cahalan, the RTI project director, or Brian Kuhr, the institution coordinator at RTI, by telephone (1–800–334–8571, ext. 5263) or email (bdk@rti.org).  You may also contact the NCES project officer for NSOPF:04, Linda Zimbler, at 1–202–502–7481 (e-mail address: linda.zimbler@ed.gov).  An informational brochure about the study is enclosed.

We look forward to <<INSTITUTION NAME>>’s participation in this important study.  Thank you for your cooperation and prompt return of the enclosed NSoFaS Confirmation Form.

Sincerely,

Gary W. Phillips

Deputy Commissioner
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The following organizations have endorsed the
2004 National Study of Postsecondary Faculty
(NSOPF:04) recognizing the studys contribution
10 the body of knowledge about faculty in higher
education:

+ American Association for Higher Education
+ American Association of Community Colleges

« American Association of State Colleges and
Universities

+ American Association of University Professors
+ American Council on Education

* American Federation of Teachers.

+ Association for Institutional Research

« Association of Amarican Colleges and
Universities

« Association of Catholic Colleges & Universities
« The College Board

« Colloge and University Personnel Association
+ Council of Graduate Schools

* The Council of Independent Colloges

+ National Assaciation for Equal Opportunity in
Higher Education

« National Association of Independent Colleges
and Universities

+ National Association of State Universities and
Land-Grant Colleges
+ National Education Association

Confidentiality

The 2004 National Study of Postsecondary
Faculty (NSOPF:04) is being conducted for the
National Center for Education Statistics (NCES)
of the U.S. Department of Education in compli-
‘ance with the National Education Statistics Act,
Public Law 103-382 [20 US.C. 9001 et seq.], the
Carl D. Perkins Vocational Education Act, the
Privacy Act of 1974 [5 U.S.C. 552a], and the
USA PATRIOT Act of 2001. Strict confidentiali-
ty of all information obtained from individuals
surveyed in NSOPF is assured by current federal
Iaws and regulatiors.

Any faculty data released to the general public

(for example, statistical tables) are tailored so that
it s not possible to identify specific individuals.

Sponsored by:

US. Department of Education
Office of Educational Research and Improvement
National Center for Education Statistcs, Washington, DC
ntpinces.ed.govl

National Center for Education Statistics, United States Department of Education

2004

NATIONAL
STUDY
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POSTSECONDARY
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Conducted by
RIT Inernational
Research Triangle Park, NC

RT1 Intrnationl i s tracs nmeof Resch Triangl Inscitut

Study Summary

Faculty members are the pivotal resource around
which postsacondary education revolves. They
dstormine curriculum content, student perform -
ance standards, and the quality of students’ prepa-
ration for careers. Faculty members perform
rescarch and development work upon which this
nation’s technological and economic advancement
depend. Through their public service activities,
they also contribute to the public good. For these
reasons, it is essential to understand who they are;
what they doj and how they are changing.

The National Conter for Education Statistics
(NCES) is conducting the fourth cycle of the
Natioral Study of Postsecondary Faculty (NSOPF)
to respond to the continuing need for data on
higher education faculty and instructors-those who
directly affect the quality of education in postsec
ondary irstitutiors.

This study conducted previously in 1988, 1993,
and 1999 (NSOPF:88, NSOPF:93, NSOPF:99) is
the primary source of comprahensive information
on this ey professional group. These previous
studies generated an immediate and a wide range
of interest in the higher education community
because they provided national profiles of faculty
and instructional stafl in American institutions of
higher learning, natioral benchmarks for faculty
productivity and workload, and information on
institutional policies and practices affecting faculty.

“This fourth cycle of the study will expand the
information about faculty and instructional staff in
two important ways: (1) allows for comparisons to

be made over time, and (2) examines critical isues
surrounding faculty that have developed since the

firs three studies
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The study is designed to address a variety of poli-
cy relevant issues for both faculty and institu
tions, including:

* How many full- and part-time faculty and
instructional staff are there?

* What are the background characteristics of
full- and part-time faculty and instructional
staf?

* What are the workloads of faculty and instruc-
tional staff and how is their time allocated
between classroom instruction and other activi
ties?

« What are the compensation and fringe benefit
packages provided to faculty and instructioral
statf? How important are other sources of
income or income-in-kind?

 What are the faculty’s and instructional stafl’s
attitudes and perceptions about thelr profes-
sional status, student preparation for college-
level work, student achievement, stc.?

 What are the career and retirement plans of
faculty and instructional staff?

« What retirement plans are available to faculty
and instructioral staff?

« Have institutions changed their policies on
granting tenur to faculty members?

 What impacts do the tenure and retirement
policies of postsecondary institutions have on
the career choicas of faculty and instructional
statf?

How NSOPF:04 Will Be Conducted?

The National Center for Education Statistics has
contracted with RTI International to collect the
data for this study:

NSOPF:04 includes both a field test and a full-
scale study. The field test of 150 institutions and
1,200 faculty will be conducted in the 2002-2003
academic year to refine the data collection proce-
dures and questionnaires. The full scale study will

be conducted in 2003-2004.

Data Analysis And Dissemination

Data collected from the National Study of
Postsacondary Faculty are made available to the
public in various ways:

 descriptive reports are published through
NCES on selected topics. NSOPF publications
and data can akso be accessed clectronically
through NCES's website at:
hitpi/fnces.ed. govlsurveys/N:

PE
« special tabulations are provided to the publ

« data files (without identifying information) are
released to the public; and

« presentations at conferences are made on study
findings.

Findings From NSOPF:99

The following are examples of what we learned
about faculty characterstics and compersation

from NSOPF:99:

« The mean age of full-time instructional faculty
and staff at highor education institutions in fall
1998 was 49 years; the average age of part-time
instructional faculty and staif was 48 years.

* Across all postsecondary institutiors, Whites
accounted for 85 percent of full-time instru
tional faculty and staff and 88 percent of part-
time instructional faculty and staff. Asiars
comprised 6 percent of the fall-time instruc-
tional faculty and staff, African-Americans 5
porcent, Hispanics/Latino 3 percent, and
American Indians loss than 1 percent.
Minorities accounted for similar proportions of
part-time instructioral faculty and staff.

* Men made up 64 percont of full-time irstruc-
tional faculty and staff and 52 percent of part-
time instructional faculty and staff. Among
full-time instructional faculty and staff, pri-
vate-not-for-profit research universities had a
significantly higher percentage of men (74 per
cont), whereas private two-year institutions had
asignificantly lower percentage (60 percen).

« Full-time instructional faculty and stalf spent
anaverage of 11 hours a week in the classroom
in the fall of 1998.

Teruure Status of Postsecondary Faculty: Fall 1008

19%
On Terure
Track

28t
NotOn
Tonure Track

« The average base salary for full-time instruc-
tional faculty and staff during the 1998 calen
dar yoar was $36,851. The average total
income-base salary, other institutional income,
consulting, and other outside income-was
$68,607. For part-time instructional faculty
and stall, the average base salary was $11,614,
and the average total income was $46,124,
including income from other (perhaps full-
time) employment.

o find out more about faculty and irstructional
self, visic the NSOPF Wb site at
hepinces.od.povlsurves/NSOPE.






2004 NATIONAL STUDY OF POSTSECONDARY FACULTY

FIELD TEST

FREQUENTLY ASKED QUESTIONS ABOUT NSOPF:04

How was my institution selected?
Your institution was scientifically selected from the universe of all Title IV participating two-year and four-year (and above) degree-granting institutions of all types and sizes.

What is the purpose of the field test?

The purpose of the field test is to test survey forms and procedures for the full-scale study to be conducted for the 2004 academic year. You participation—as well as your feedback—is critical to the success of the field test. Institutions participating in the field test will not be asked to participate in the full-scale study.

Why am I the Institution Coordinator?
We contacted the Chief Administrator’s office at your institution to inform the CAO about the study and to select the best person as a liaison. You have been identified as that person.

What do I need to do?
· Complete (or supervise completion of) a short web questionnaire about your institution’s policies regarding full- and part-time faculty and instructional staff.

· Prepare a datafile containing a list of all full-time and part-time faculty and instructional staff employed by your institution as of November 1, 2002, accompanied by documentation of the layout of the list. A hardcopy may be supplied instead, if your institution cannot supply a complete list in an electronic format.

How long will this take?

Public reporting burden for the Institution Questionnaire is estimated to be less than an hour per response, including time for reviewing instructions, identifying existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. Public reporting burden for the list of faculty and instructional staff is estimated to average two hours per response, including time for reviewing instructions, identifying existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. We recognize that preparing a complete list of full- and part-time faculty may take longer for some institutions. If so, we will work with you to reduce the burden.

Why do you need a list of faculty and instructional staff?

The list you provide us will be used to select a random sample of faculty and instructional staff from your institution who will be asked to complete the NSOPF:04 questionnaire, either over the web or as a telephone interview. Without a complete and accurate list of all faculty and instructional staff from your institution, it will not be possible to have an adequate representation of faculty and instructional staff in the nation.

Why do you need this list no later than December 6, 2002? 
It is critical that we distribute questionnaires to most faculty and instructional staff in early January 2003 so that we can complete data collection for the field test before the end of the academic year. We need the list that you provide and the accompanying documentation to select the faculty sample. Please return the questionnaire and list of faculty as early as possible, but no later than December 06th. You may mail the list before you have completed the Institution Questionnaire, but the answer to Question 1 of the Institution Questionnaire (the number of full- and part-time faculty as of the 2002 Fall term) should be recorded on the list transmittal form you return with your list. If you have a valid reason for submitting the list after December 6, please contact Brian Kuhr at RTI at 1​–800–334​–8571, ext. 5263.

Why do you need home addresses and telephone numbers on this list?
As you know, some faculty are very mobile and can often be difficult to reach at their campus offices. Some part-time faculty may not even have campus offices, or hours they can be reached on campus. It is essential that all full-time and part-time faculty and instructional staff have an equal opportunity to participate in this study. The additional contact information you provide ensures that we can reach all sampled respondents and encourage their participation in this important research. Only those faculty and staff selected to complete the questionnaire will be contacted. The information you provide will only be used for purposes of this study and will be protected by the National Education Statistics Act, Public Law 103–82 [20 U.S.C. 9001 et seq ], the Carl D. Perkins Vocational Act, and the Privacy Act of 1974 [5 U.S.C. 552a].

If release of this information requires a special review process at your institution, please contact Brian Kuhr at RTI. He will supply information about the study and the laws protecting the confidentiality of the data collected to all those involved in a the process, and work with you to expedite the return of the other data items asked for on the list of faculty.  Some institutions may choose to release this contact information only for the relatively small number of faculty sampled for the study.

Who should I include on my list?

Please include:
· all employees classified as faculty, both instructional and non-instructional

· all full- or part-time staff who have any instructional responsibilities, regardless of faculty status.

Your list should include full-time, part-time, credit, noncredit, and adjunct faculty, as well as full-time and part-time instructional staff who were on the payroll of this institution as of November 1, 2002. Be sure to include all faculty and instructional staff in the health sciences. Do not however, include any voluntary medical faculty. If your institution has multiple branches please include only faculty and instructional staff at the branch listed on the cover of this packet.

Who can I contact for more information?

If you have any questions about any aspect of the study, please contact Brian Kuhr at RTI toll-free at 1–800–334–8571, ext. 5263 or via email at bdk@rti.org, or Linda Zimbler at NCES at 1–202–502–7481.

How To Prepare Lists Of Faculty And Instructional Staff

The list of faculty and instructional staff that you provide will be used to randomly select a nationally representative sample of all these individuals in postsecondary institutions in the country.  In order to ensure a scientifically valid sample, it is extremely important that you follow the instructions provided in this document when preparing your organization’s list.  Because postsecondary institutions vary widely in their organizational structures and staffing configurations, we realize that some of the criteria presented below may not apply to your institution.  Also different institutions use different definitions for faculty and non-faculty positions, temporary and permanent status, and full-time and part-time staff.  Please interpret the instructions and terms according to your institution’s usage.

Note that the number of faculty and instructional staff reported in your lists should be consistent with the number of personnel reported in Question 1 on the Institution Questionnaire included in this mailing.

Should you have any questions about classification of personnel, or whether they should or should not be included on the list, we urge you to contact Brian Kuhr (either by phone at 800–334–8571, ext. 5263, or by e-mail at: bdk@rti.org).

1.
Eligibility Requirements

Include all faculty and instructional staff who were on the payroll of your institution as of November 1, 2002.  This includes the following categories of personnel on your faculty list:

· All faculty including any administrators, researchers, librarians, coaches, etc. who have faculty status at your institution, regardless of whether they have any instructional responsibility

· All instructional staff, regardless of whether they have faculty status

Be sure to include:

· Faculty and instructional staff in professional schools (e.g., medical, law, dentistry, etc.)

· Faculty and instructional staff who are permanent, temporary, adjunct, visiting, acting, or postdoctoral appointees

· Faculty and instructional staff who are employed part time or full time by the institution

· Faculty and instructional staff who teach classes for credit or noncredit

· Faculty and instructional staff who are tenured; non-tenured, tenure track; or non-tenured, not on tenure track

· Faculty and instructional staff who interact with first-professional, graduate, or undergraduate students

· Faculty and instructional staff on paid sabbatical leave

Do not include:

· Graduate or undergraduate teaching or research assistants

· Faculty/instructional staff with instructional duties outside the U.S. (but not on sabbatical leave)

· Faculty and instructional staff on leave without pay

· Military personnel who teach only ROTC courses

· Instructional personnel supplied by independent contractors

· Voluntary medical faculty

2.
Data Elements Required:

For each person on the list please provide the following information, preferably in the given order, using the codes that are provided.  If you use other codes, please make sure they are clearly described on the accompanying document, List of Faculty and Instructional Staff (Documentation and File Layout).

First name

Last name

Employee ID number

Campus address 

Campus telephone number

Home address

Home telephone number

E-mail address

Department/program affiliation (e.g., English, Engineering, Education)

Academic field or teaching discipline (e.g., American Literature, Civil Engineering, etc.)

	Race/Ethnicity:  Option 1 (Conforms to new federal guidelines for collecting and reporting information on race and ethnicity.)

Ethnicity:  Hispanic/Latino

1 = Yes (Hispanic/Latino)

2 = No  (Not Hispanic/Latino)

3 = Ethnicity not known

Race

1 = White

2 = Black or African American

3 = American Indian/Alaska Native

4 = Asian

5 = Native Hawaiian/Other Pacific Islander

6 = Multi-racial (more than one of above)

7 = Race not known/Not kept in this format


OR

	Race/Ethnicity:  Option 2 (Uses older standards for reporting race/ethnicity)

1 = White (not of Hispanic origin)

2 = African American/black (not of Hispanic origin)

3 = Hispanic

4 = Asian or Pacific Islander (not of Hispanic origin)

5 = American Indian or Alaskan Native (not of Hispanic origin)

6 = Race/Ethnicity not known


Gender 

1 = Male

2 = Female

3 = Gender not known

Full- or part-time employment status

1 = Full-time

2 = Part-time

3 = Employment status not known

IPEDS (Integrated Postsecondary Education Data System) category, i.e.

1 = Executive, Administrative, and Managerial

2 = Faculty (Instruction/Research/Public Service)

3 = Other Professionals (Support/Service)

4 = IPEDS status not known

If this information is not available on a single master list, please submit all applicable lists, including an appropriate means of linkage (e.g., employee ID) on each list.

3.
File Types

If you are providing this information electronically, please send your list in the form of an ASCII fixed-field, comma-delimited file, or an Excel file. If you choose to use a different file type, please make sure to indicate its type and layout.  Instructions for file creation are provided in the attached document on “List of Faculty and Instructional Staff (Documentation and File Layout).”

If you are providing paper lists of faculty and instructional staff, we prefer to receive a single, unduplicated list in which each faculty/staff member’s name appears only once.  The list should be printed in alphabetical order and should include the data elements listed in the order of specified layout.

This page is intentionally blank.

Transmittal Options For The List Of Faculty And Instructional Staff
(Please submit your lists no later than 12/06/02)

This document specifies the different file delivery options you can use to submit lists of faculty and instructional staff for your institution.  We strongly encourage you to send us your lists as electronic files.  However, if you are unable to provide an electronic file, we will accept paper lists.

We describe below multiple transmittal options for your list of faculty and instructional staff.  Please select the option most appropriate for your institution.  Regardless of the option you select, however, please provide information about the file layout you use by regular or electronic mail.  Additional information is found in the List of Faculty and Instructional Staff (Documentation and File Layout).
For definition of eligible staff to be included on the list and the required data items, please refer to the document titled “How to Prepare Lists of Faculty and Instructional Staff.”
Electronic mail (e-mail)

If you choose to use electronic mail to send your faculty lists (preferably zipped), please send the e-mail to Brian Kuhr at bdk@rti.org.  In the body of your e-mail, please provide the needed information listed on the file layout document.

Diskette, Zip Disk, or CD-ROM

If you choose to write the faculty lists to diskette, Zip disk, or CD-ROM, please mail them to RTI using the enclosed pre-paid Federal Express Airbill.  Please attach one of the enclosed bar-code labels to each diskette or CD-ROM and file layout document that you send to RTI.

Upload to NSOPF:04 website

You may upload your file directly to the NSOPF:04 website.  To do so, please go to http://public.rti.org/xxxx.
  Click on “Upload List of Faculty and Instructional Staff” and follow the instructions on the screen.  You will be instructed to enter the following information:

· Institution name

· Name, phone number, e-mail, and fax number of person who prepared the file

· File layout

File Transfer Protocol (FTP)

To ensure the security of our FTP site, please contact Brian Kuhr (either by phone at 800–334–8571, ext. 5263, or by e-mail at: bdk@rti.org) to obtain the specific information needed to FTP your faculty lists and file documentation to RTI.  Mr. Kuhr will provide you with the FTP site location, your username, your password, and information on how to perform the data transfer via FTP.  After you have successfully uploaded your files to the FTP server, please send an e-mail message to Mr. Kuhr and provide the information listed on the file layout document.

Paper List

If you cannot provide an electronic list of faculty and instructional staff, hardcopy lists may be mailed to RTI using the enclosed, pre-paid Federal Express Airbill.  Please attach one of the enclosed bar-code labels to each faculty list and the file layout document that you send to RTI.

This page is intentionally blank.

List of faculty and instructional staff
Documentation and File Layout

	Please complete and return this form with your list of faculty and instructional staff
	
	||||||| |||||||||||| ||||||||||||  ||||||||||||||||||||||||||||  ||||||||||||
Place institution bar code label here

||||||| |||||||||||| ||||||||||||  ||||||||||||||||||||||||||||  ||||||||||||


1.
Date list was prepared (MM/DD/YY): _________________________________

2.
Contact Information: Please provide the name, department, email address, and telephone number of all individuals responsible for preparation of the faculty list.  This information will be used only when we need to contact these individuals with questions regarding this list.
	Name
	Department
	Email
	Telephone
	Data provided or prepared

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3.
Counts of full- and part-time faculty and instructional staff:  Please provide the number of full- and part-time faculty and instructional staff who were employed by your institutions as of November 1, 2002.  Please report the total number of persons (headcount) rather than full-time equivalents (FTEs). If none, write in 0.  (Note: these counts should match the answers you have provided (or will provide) for Question 1 of the Institution Questionnaire.)
Full-time faculty and instructional staff (any full-time faculty plus any other full-time employees with instructional responsibilities): __________________________________

Part-time faculty and instructional staff (Any part-time faculty plus any other part-time employees with instructional responsibilities): ______________________________

4.
Electronic File Type Information:  Please mark which of the following types you will use to provide your list.  If you choose to use a type other than what is listed below, please make sure to specify its type and layout.
· ASCII Fixed-field files—please complete the file layout provided below.

· Comma-delimited files—please complete the file layout provided below with a blank space for any missing data elements. 

· Excel files—please make sure all columns are properly labeled

· Other—please specify type: ________________________________

5.
File Layout: Using the following template, please provide a complete layout of the list file you are providing.  The data elements requested with their associated codes are identified on the accompanying document, titled How to Prepare Lists of Faculty and Instructional Staff. 
  

	Data Element
	Codes
	Starting Column
	Length
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


How do I complete the NSOPF:04 Institution Questionnaire?

You will be able to complete the Institution Questionnaire in two different ways.  The most convenient approach may be to complete a self-directed "interview" on the Internet.  We provide information about accessing the web site and completing the web interview below.  At the bottom of this form, we include a PIN number for accessing the survey for your institution.  Alternatively, you will be able to complete the Institution Questionnaire by computer-assisted telephone interview (CATI).  You can call the RTI telephone center or we will call you to complete the interview.  The telephone number and other instructions are given below.

How can I complete the web interview?

Once on the study web site, select Complete the Institution Questionnaire from the main menu, and follow the directions from there.  A user ID and PIN number for your institution are provided below.  If you need assistance with accessing the web site or the interview, or completing any questions, please call the NSOPF Help Desk at 1–800–334–5871.

How can I complete the CATI interview?

Please call RTI's Telephone Center at 1–800–334–5871.to complete the interview by telephone or to make an appointment.  We will call you directly for an interview if you do not complete the web instrument or call us. 

Where can I get more information about NSOPF:04?

If you have additional questions or concerns about the study, please consult the U.S. Department of Education's NSOPF web site at: 

http://nces.ed.gov/surveys/nsopf
You can also directly contact the RTI Project Director or the NCES Project Officer.


RTI Project Director:
NCES Project Officer:


Dr. Maggie Cahalan
Linda Zimbler


800–334–8571  (toll free)
202–502–7481 
You may also contact us by the following methods:


E-mail:
NSOPF@rti.org


TDD:
877–212–7230 (toll free)


Fax:
919–541-7014

Visit the NCES Web site for additional information about other research being conducted by the National Center for Education Statistics:   http://nces.ed.gov/
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OMB # xxxx–xxxx

Expiration Date:  xx/xx/xx

National Study of Students and Faculty: 2004

Please use this form to designate an Institution Coordinator for both the Student and Faculty com-ponents of The National Study of Faculty and Students (NSoFaS).  The institution official(s) designated as Coordinator  should be the individual or individuals best equipped at your institution to coordinate the preparation of:

· datafiles of full- and part time faculty, adjunct faculty and instructional staff

· datafiles containing  enrollment lists of  students


Write in any address corrections on or alongside the label

Name of Chief Administrative Officer   _________________________   __________________________

(if different from above)
Last
First

Name of Institution____________________________________________________________________

NSoFaS Institution Coordinator :  National Study of Postsecondary Faculty 

Please designate an institution official who will be chiefly responsible for preparation of  datafiles listing full- and part-time faculty, adjunct faculty and instructional staff., including contact and demographic infor-mation. This individual will also complete (or supervise completion of) a web questionnaire concerning institutional policies and procedures.

Name
____________________________________
_____________________________________


Last
First

Title of Coordinator  ___________________________________________________________________

Mailing Address
_____________________________________________________________________


_______________________
________
__________


City
State
Zip Code

Campus Telephone ____________________________    Fax_________________________________

Email Address_______________________________________

□ The same individual will serve as Coordinator for both the Student and Faculty components of the study.

NSoFaS Institution Coordinator:  National Postsecondary Student Aid Study (if different from above)

Please designate the individual who will be chiefly responsible for preparation of student enrollment datafiles, including contact and demographic information.

Name
____________________________________
_____________________________________


Last
First

Title of Coordinator  ___________________________________________________________________

Mailing Address
_____________________________________________________________________


_______________________
________
__________


City
State
Zip Code

Campus Telephone ____________________________    Fax_________________________________

Email Address_______________________________________

Please return the white and yellow copies of this form to RTI within 5 days. You may fax the form ,  return it in the prepaid envelope provided, or send the information via email.

Email information to: bdk@rti.org 
Fax form to: Brian Kuhr @ 919–541–7014

Mail  form to: 




Your PIN number for accessing the Institution  Questionnaire is:








The web address of the Institution Questionnaire is:




















� The website is currently under development and is not yet named.






