Guidelines for Submitting Head Net Survey Summaries

Generally, Head Net surveys fall into three categories:

1. Information Requests (i.e. policies, job descriptions, guides, etc.) 

2. Questions (i.e. problems, concerns, issues, considered actions, etc.)
      3.
      Announcements (i.e. information, job openings, resources, etc.)
Summaries should be submitted for all Head Net surveys EXCEPT “Announcements.”** Summaries DO NOT require a format that rivals a graduated research paper!!  Who has time for that—either writer or reader?  There are, however, some format basics that should not take up too much of your time:
Survey Subject Title:
Your Name:
School:
Date:
Repeat the Information Request / Question: 

Number of Responses:
Data Summary:

Significant Comments Received:

Personal Comments and/or Recommendations (Optional)
As a general statement, try to avoid including, in the summary, ALL the responses received, but this is a judgment call.  The experience has been that many surveys attract thought-provoking responses and these should be shared with your colleagues.
Your summary should be distributed back through the Head Net 2-3 weeks after sending out the original survey request.  You do not need to send a separate summary to AAIE.  Someone has been assigned to monitor the Head Net and to make sure the summary is catalogued at the AAIE web site (www.aaie.org).
Again, thank you for your participation in Head Net surveys and in recognizing the effort being made by AAIE to retain an up-to-date repository for survey summaries. 

____________________________________  

**Summaries can also be written for “Requests.”  These summaries will help if and when the request is ever repeated (i.e. job description for a business manager).  Our colleagues will at least have starting point when the information requests resurface.
