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Project Director Training at the UW Survey Center 



UWSC Project Direction Overview 

• UWSC Project Direction Structure 

 

• Project Directors at UWSC are primarily in charge of implementation 

of all types of survey projects, from research project design to data 

delivery. 

 

• UWSC currently has a staff of 14 Project Directors, up from 4 a 

decade ago.  

  

• All UWSC Project Directors direct between 3 and 8 projects at a 

time, and many specialize by mode, such as CAPI or CATI surveys. 

 

• UWSC Project Directors range from junior to senior, with between 2 

and 15 years of experience, so we are often training new staff, but 

also retraining and updating experienced staff. 
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UWSC Project Direction Training Needs 

• UWSC Project Director Training Manual 

 

• UWSC used to maintain a paper training manual, but found it was 

obsolete almost as soon as it was printed. 

 

• About 5 years ago when Dr. Jennifer Dykema joined the UWSC as 

our Survey Methodologist, we began to collaborate on creation of a 

modular, electronic set of documents for UWSC PD’s that could be 

easily updated, and act as a central repository for information 

needed by the staff to direct projects. 

  

• This document is updated continuously as UWSC protocols change. 
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 Project Director Manual 
    

 

 

 Communication 

o Working on a team 

 

 Data Delivery 

o Checklist 

o Encrypting files 

o Secure folders on MyWebSpace.wisc.edu 

 

 Data Entry 

o Documentation 

o Appendixes 

 Project-specific CASES Data Entry Specifications 

 Project-specific Web-Based Data Entry Specifications 

 Mail and Data Entry’s (M&DE) 

 Standard CASES Data Entry Specifications 

 Standard Web-Based Data Entry Specifications 

 

 Face-to-Face/CAPI Surveys 

o Directory template 

 

 Focus Groups 

o Directory  template 

o Workshop by Krueger: Audio Recordings, Readings, Overview 

 

 Mail Surveys 

o Directory template 

o Mail Survey Project Management Overview 

o Mail Update Database Setup 

o Template (blank) to use to layout an SAQ for a Mail survey 

  

 

TABLE OF CONTENTS 
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 Project Director Manual 
    

 

 Network and Directory Structures 

o Network templates for naming directories 

 

 Phone Surveys 

o Directory template 

 

 Questionnaire Design 

o Formatting a PAPI (Paper and Pencil) Questionnaire 

o Rating scales 

 Midpoints/middle categories 

 Number of categories to include/labeling categories 

o Template (blank) to use to layout an SAQ for a Mail survey 

o Template for reviewing a questionnaire 

 

 References and Resources 

o Access: Training Seminar (Powerpoint) 

o Business Office staff organization overview and plan 

o DOIT “Working with DOIT Printing” 

o ePolicies 

o eTips 

o Conference (Meeting) Rooms and Break Rooms 

o FAQs (Frequently Asked Questions) 

o Glossary of commonly used terms 

o Human Subjects Training 

o Mail Update Database Creation Directions 

o “Managing Survey Research Projects” (article) 

o Project Numbers (“p-numbers”) 

o Staff Tips 

o UWSC’s Libraries 

o Wiscal (Tips on using) 
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 Project Director Manual 
    

 

 Templates 

o Coverletter template for sending respondent a check 

o Check template 

o Letterhead (blank, generic) 

o Mail Database Template (Access file) 

o Memo template (blank UWSC memo header) 

 PDOM overview of UWSC memo template 

o Powerpoint template for presentations 

o Project director progress report template 

o Questionnaire review template 

o Template (blank) to use to layout an SAQ for a Mail survey 

 

 Trainings and Seminars 

o Access Training (Powerpoint) 

o CASES Training includes 
 “CASES_Variables_cheatsheet,” “CASES55_controlpanel,” “CASESTrainingpt2_datadelivery” 

 

 



8 

 Project Director Manual 
    

 

 Network and Directory Structures 

o Network templates for naming directories 

 

 Phone Surveys 

o Directory template 

 

 Questionnaire Design 

o Formatting a PAPI (Paper and Pencil) Questionnaire 

o Rating scales 

 Midpoints/middle categories 

 Number of categories to include/labeling categories 

o Template (blank) to use to layout an SAQ for a Mail survey 

o Template for reviewing a questionnaire 

 

 References and Resources 

o Access: Training Seminar (Powerpoint) 

o Business Office staff organization overview and plan 

o DOIT “Working with DOIT Printing” 

o ePolicies 

o eTips 

o Conference (Meeting) Rooms and Break Rooms 

o FAQs (Frequently Asked Questions) 

o Glossary of commonly used terms 

o Human Subjects Training 

o Mail Update Database Creation Directions 

o “Managing Survey Research Projects” (article) 

o Project Numbers (“p-numbers”) 

o Staff Tips 

o UWSC’s Libraries 

o Wiscal (Tips on using) 

 



9 



10 

 Project Director Manual 
    

 

 Network and Directory Structures 

o Network templates for naming directories 

 

 Phone Surveys 

o Directory template 

 

 Questionnaire Design 

o Formatting a PAPI (Paper and Pencil) Questionnaire 

o Rating scales 

 Midpoints/middle categories 

 Number of categories to include/labeling categories 

o Template (blank) to use to layout an SAQ for a Mail survey 

o Template for reviewing a questionnaire 

 

 References and Resources 

o Access: Training Seminar (Powerpoint) 

o Business Office staff organization overview and plan 

o DOIT “Working with DOIT Printing” 

o ePolicies 

o eTips 

o Conference (Meeting) Rooms and Break Rooms 

o FAQs (Frequently Asked Questions) 

o Glossary of commonly used terms 

o Human Subjects Training 

o Mail Update Database Creation Directions 

o “Managing Survey Research Projects” (article) 

o Project Numbers (“p-numbers”) 

o Staff Tips 

o UWSC’s Libraries 

o Wiscal (Tips on using) 

 



11 



12 

 Project Director Manual 
    

 

 

 Communication 

o Working on a team 

 

 Data Delivery 

o Checklist 

o Encrypting files 

o Secure folders on MyWebSpace.wisc.edu 

 

 Data Entry 

o Documentation 

o Appendixes 

 Project-specific CASES Data Entry Specifications 

 Project-specific Web-Based Data Entry Specifications 

 Mail and Data Entry’s (M&DE) 

 Standard CASES Data Entry Specifications 

 Standard Web-Based Data Entry Specifications 

 

 Face-to-Face/CAPI Surveys 

o Directory template 

 

 Focus Groups 

o Directory  template 

o Workshop by Krueger: Audio Recordings, Readings, Overview 

 

 Mail Surveys 

o Directory template 

o Mail Survey Project Management Overview 

o Mail Update Database Setup 

o Template (blank) to use to layout an SAQ for a Mail survey 

  

 

TABLE OF CONTENTS 

 



13 



14 

 Project Director Manual 
    

 

 

 Communication 

o Working on a team 

 

 Data Delivery 

o Checklist 

o Encrypting files 

o Secure folders on MyWebSpace.wisc.edu 

 

 Data Entry 

o Documentation 

o Appendixes 

 Project-specific CASES Data Entry Specifications 

 Project-specific Web-Based Data Entry Specifications 

 Mail and Data Entry’s (M&DE) 

 Standard CASES Data Entry Specifications 

 Standard Web-Based Data Entry Specifications 

 

 Face-to-Face/CAPI Surveys 

o Directory template 

 

 Focus Groups 

o Directory  template 

o Workshop by Krueger: Audio Recordings, Readings, Overview 

 

 Mail Surveys 

o Directory template 

o Mail Survey Project Management Overview 

o Mail Update Database Setup 

o Template (blank) to use to layout an SAQ for a Mail survey 

  

 

TABLE OF CONTENTS 

 



15 



Please visit us at: 

www.uwsc.wisc.edu 

Thank You! 

 

For copies of this presentation or more information, contact: 

Kelly Elver 

kelver@wisc.edu 


