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Sample Letter to Department Leaders

Note: Many computer science administrators set goals for increasing gender and racial/ethnic diversity and will be pleased to have help accomplishing their goals. Customize this letter to your specific situation. Instead of sending a letter, you may wish to use the ideas included here as talking points for a phone call or meeting.

Dear <Administrator Title, Name>:

Faculty of <Department> would like to establish a “roadshow” outreach program to increase participation of women and minorities in our undergraduate program. We are doing this for both selfish reasons and to make a contribution to the nation’s economic well-being. Our department is suffering from low enrollment and a very homogenous student population. <Insert local longitudinal data here>.  According to national SAT “intention to major” data, the number of college-bound male and female students planning to major in computer and information sciences has decreased for the past six years and the proportion of women is decreasing at a faster rate than that of men. Nationally, the continued underrepresentation of women in computing, a pervasive, growing, economically essential, and high-paying field, will have costly consequences. It will increase the economic disparity between men and women, increase the shortcomings in development and design, and increase our dependence on a labor force with homogeneous life experiences that ignores the demographic reality of our increasingly diverse population.

In order to increase enrollment and diversity we wish to design an outreach program that appeals to underrepresented students.  Successful recruitment and retention of students from previously underrepresented groups can go a long way toward resolving the problem of declining enrollment.  

We have helpful resources to guide the work, including Roadshow-in-a-Box from NCWIT, the National Center for Women & Information Technology. We imagine an outreach program can become one element of a larger diversity effort that includes a critical look at inclusive curriculum, pedagogy, student support mechanisms, and social climate. 

We ask for your support to move forward with a roadshow outreach program, and request a meeting to discuss our options more fully. 

Sincerely,

<Name(s)>

Sample Letter to Schools

Customize this letter to your specific situation.

Dear <Principal, Teacher, or School Counselor>:

Students in the <Department> at <Institution> would like to present a program at your school called <Program Name>. This “roadshow” program is designed to motivate youth to imagine careers in computing. We are ready to present one or more <50>-minute sessions of the program to your science, math, or technology classes.

Technical careers in the US will be among the fastest growing over the coming decade, yet participation is dwindling. Also, young women and minority students continue to be sorely underrepresented in technical fields. Together we can turn the tide by helping young people understand that computing is the cornerstone of modern innovation, and that a broad range of individuals — people like them — “do” computing. 

Specifically, we believe that the roadshow program will provide the following educational benefits for your students.

· one

· two

· three

The program includes a slide presentation that connects students’ interests to career opportunities, and a fun “programming” activity that teaches the fundamentals of computing. We will discuss local opportunities through which students can develop their interests, ranging from self-directed activities to camps and clubs to two- and four-year post-secondary programs. 

We will share all program materials and extension activities with host teachers so they may extend the lessons or share them with colleagues.

Please share this opportunity with your staff. Once interest is established, please appoint one faculty member to serve as the lead for communications and planning. 

Thank you for your consideration. 

Regards,

<Name>
<Title, Organization>
<Email address>
<Phone number>
<Web site>

Sample Course Syllabus

Indiana University 

C295 Leadership and Learning

Fall 2008

Instructor: Samantha Foley

Office: LH 415

Office Hours: TBA

Class Times: Tuesday 4:00-4:50PM

Phone Number: ---------------

E-Mail: -------------

Prerequisites CSCI-C211, CSCI-A201, INFO I210, or permission from the instructor

Corequisite Enrollment in another CSCI or INFO course

Course Description CSCI C295 is a 1-credit, graded class where students work within the community to foster interest, knowledge, and appreciation of the computing sciences by preparing and leading presentations and hands-on activities for children in middle and secondary schools. Not for major credit.

The purpose of this class is to present, develop, reflect on and evolve Just Be, an interactive outreach program designed to present computing as a diverse and exciting field. Students are expected to work in groups on projects to improve the roadshow program and present their work to the class. Evaluation will be based on performance in the classroom and community, self-reflection, and project results.

Objectives

· Develop teamwork, communication, presentation, and leadership skills.

· Experience presenting in the community and in the classroom.

· Reflect on the importance of outreach.

· Make a difference in the community.

· Contribute to the evolution of Just Be.

· Increase appreciation of the computing sciences and computing community.

Attendance Policy Attendance is required. You will receive points for your attendance and participation in class. Talk to the instructor about missed classes.

Assignments Required and optional reading materials will be posted on <the course management system>. Assignment submissions and feedback will be conducted here. Check online regularly.

Course Requirements

Outreach Ten hours of community outreach activities is expected from each student. Practice, coordination, and travel time count towards the ten hours. Typically, one long visit or two short visits will fulfill this requirement. Please talk to the instructor about any circumstances or concerns you have about this requirement.

Group Work Groups and project topics will be determined in the fourth week of class. Projects will be graded and the entire group will receive the same grade for the project. Each group member will assess their own role in the group and how the group functioned as a whole. 

The group will give a 30-minute presentation about the project they completed. Presentation grades will be given individually. Informal weekly meetings with the instructor will provide feedback on the work in progress.

Presentations in Front of Class All students will present material in front of the class for a total of 20 minutes. Part of this requirement is fulfilled by the formal project presentation. The remainder will be fulfilled by more informal in class presentations, such as a sample Just Be presentation or project proposal.

Reflection Papers Three reflection papers serve as a personal reflection and communication to the instructor about the course expectations and outcomes. Each reflection paper should be 1- 2 pages long and address the questions below.

Reflection Paper 1: Expectations and Preconceptions

· What is outreach and why is it important?

· Why did you take this course?

· What makes computing exciting for you?

· What do you hope to get out of this course?

Reflection Paper 2: Skills Assessment

· Assess your skills as a presenter

· What have you learned about yourself as a presenter?

· Assess your teamwork skills

· What have you learned about yourself as a team member?

· What would you like to improve?

Reflection Paper 3: Outcomes

· What did you learn in this course?

· How did you improve your presenting, teamwork, communication and leadership skills?

· What does outreach mean to you and why is it important?

· Describe your project and why it is an important contribution to Just Be.

· How would you improve the course for next semester?

Participation and Homework Students are expected to attend class, complete assigned work, and participate in discussions.

Grade Breakdown

Group Project 



200

Group Project presentation 

200

Presentation (in the field) 

200

Short in-class presentation 
  
  50

Skills Evaluation 


  50

Reflection papers (3 @ 50 pts each) 
150

Homework (personal slide and bio) 
  50

Participation 



100

Total 1000 pts

Grading Scale

A+ 98-100
A 94-96

A- 90-93

B+ 87-89
B 84-86

B- 80-83

C+ 77-79
C 74-76

C- 70-73

D+ 67-69
D 64-66

D- 60-63

F 59 or below

Class Schedule 

There may be changes made to the class schedule. Please be patient and flexible as issues arise.

Week 1
Review syllabus and expectations, introduce the roadshow program, and discuss 
outreach

Handout: syllabus, presentation tips

Homework: attend super practice, create/update biography for website and personal slide

Week 2 Presentation tips, assign people to do example presentations

Homework: first reflection paper

Week 3 Example presentation 

Due: first reflection paper, biography, and personal slide

Week 4 Brainstorm project topics, form groups

Homework: create project proposal for next class

Week 5 Project proposals and feedback

Week 6 Work on project in groups

Week 7 Work on project in groups

Week 8 Work on project in groups

Week 9 Work on project in groups 

Homework: second reflection paper

Week 10 Present projects to class and invited guests

Due: second reflection paper

Week 11 Present projects to class and invited guests

Homework: self evaluation of presentation

Week 12 Discuss projects, presenting, and outreach

Due: self evaluation

Homework: meet with instructor individually to discuss presentation evaluation

Week 13 Discuss outreach and why it is important

Homework: third reflection paper

Week 14 Instructor evaluation, discuss class, improvements for next time

Formative Evaluation Interview

As much as is feasible, collect reactions from a variety of audience members so that you can continually improve your roadshow. Be sure you hear from a variety of individuals and enough individuals that represent your target audience so that you are not reacting to the opinions of a unique few.

Interview Questions

The purpose of this roadshow is to encourage students to consider enrolling in computing programs in their high schools and in college. We need your feedback to make sure we are hitting our mark. Please respond honestly to the following questions. Thinking back to the presentation you just watched . . .

1. What did you like most?

2. What did you learn?

3. What most surprised you?

4. How can we improve this presentation?

a. Is there any additional information we should cover in our presentation?

b. Should it be more interactive? Less interactive?

5. Did this presentation prompt you to consider studying computing in high school or college? (Why or why not?)

6. What did your friends think of the presentation?

7. Any additional comments?

Sample Pre Survey

	We are interested in hearing what you think about computing. This is not a test. Please answer honestly. Your responses will remain confidential and will not be shared with anyone except the computing roadshow team.

To match your confidential survey with other surveys you may complete for us in the future, please create an identifying code as follows: Write in the 1st 2 letters of your mother’s unmarried last name, then your birth date. For example, if your mother’s unmarried last name was Smith, and you are born on April 14, your code will be sm-14.

Write your code here: _ _ - _ _


1.
In what ways do you use computers?
(Check all that apply) 

· I don’t use computers

· Game playing

· Accessing Web sites for information (such as Wikipedia)

· Slideshow presentations

· Spreadsheets 

· Artwork/animations

· Downloading music

· Maintaining a blog, Facebook or Myspace pages

· Maintaining a website

· Robotics

· Programming

· Designing/maintaining computer networks

· (LAN, wireless)

· Open source contributions

· Other: ___________________________

2.
What do you think computer science is?
3.
What do you think computer scientists do?  Check as many sentences as you wish from the list below to best reflect your thoughts. 

· I don’t know what computer scientists do

· Computer scientists mainly work on machines and computers

· Computer scientists work with other people to solve problems 

· Computer scientists have lots of choices about what they can do in their jobs

· Computer scientists mainly work on things that have nothing to do with me  

· Other: __________________________

· Other: ___________________________
4.
How interested are you in exploring computer science as a possible area of study or job choice? (Check your answer)

· Very interested

· Somewhat interested
· Not at all interested
5.
If you plan to go to college, how likely or unlikely are you to major in computer science?

· Very likely

· Somewhat likely

· Somewhat unlikely

· Very unlikely

· Don’t plan on college

6.
Any other comments?

These next 3 questions are about you. We won’t know whose answers we are reading on each questionnaire, but these questions let us know a little something about you.

7.
Your gender (Check your answer)
· Male

· Female

8.
Your grade (Check your answer)

· 6th
· 7th
· 8th
· 9th
· 10th
· 11th
· 12th
9.
Please check your ethnicity
· Hispanic or Latino

· Not Hispanic or Latino

10.
What race do you consider yourself to be?
(Please check all that apply)

· White or Caucasian

· Black or African American

· American Indian or Alaska Native

· Asian

· Native Hawaiian or other Pacific Islander

· Other race

· Unknown race

Sample Post Survey

	We are interested in hearing what you think about computing now that you have seen the roadshow presentation. This is not a test. Please answer honestly. Your responses will remain confidential and will not be shared with anyone except the Computing roadshow team.

To match your confidential survey with others you may complete for us in the future, please create an identifying code as follows: Write in the 1st 2 letters of your mother’s unmarried last name, then your birth date. For example, if your mother’s unmarried last name was Smith, and you are born on April 14, your code will be sm-14.

Write your code here: _ _ - _ _


1.
What do you think computer science is?

2.
What do you think computer scientists do?  
Check as many sentences as you wish from the list below to best reflect your thoughts.  

· I don’t know what computer scientists do 

· Computer scientists mainly work on machines and computers 

· Computer scientists work with other people to solve problems 

· Computer scientists have lots of choices about 
what they can do in their jobs 

· Computer scientists mainly work on things that have nothing to do with me  

· Other: ___________________________

· Other : ___________________________

3.
How interested are you in exploring computer science as a possible area of study or job choice? (Check your answer)

· Very interested

· Somewhat interested

· Not at all interested
4.
If you plan to go to college, how likely or unlikely are you to major in computer science? (Check your answer)

· Very likely

· Somewhat likely

· Somewhat unlikely

· Very unlikely
· Don’t plan on college
5.
Please tell us what you liked most about the presentation:

6.
Please tell us what you liked least about the presentation:

7.
Would you recommend this presentation to a friend? (Check your answer)

· Definitely

· Probably

· Probably not

· Definitely not

8.
Would you recommend that your school have this presentation again next year? (Check your answer)

· Definitely

· Probably

· Probably not

· Definitely not
9.
Any other comments?

Sample Post-Only Survey

	We are interested in hearing what you think about computing and about the roadshow presentation you just watched. This is not a test. Please answer honestly. Your responses will remain confidential and will not be shared with anyone except the Computing roadshow team.


1.
In what ways do you use computers? (Check all that apply) 

· I don’t use computers

· Game playing

· Accessing Web sites for information (such as Wikipedia)

· Slideshow presentations

· Spreadsheets 

· Artwork/animations

· Downloading music

· Maintaining a blog, Facebook or Myspace pages

· Maintaining a website

· Robotics

· Programming

· Designing/maintaining computer networks (LAN, wireless)

· Open source contributions

· Other: ___________________________

2.
What do you think computer science is?

3.
What do you think computer scientists do?  Check as many sentences as you wish from the list below to best reflect 
your thoughts.

· I don’t know what computer scientists do

· Computer scientists mainly work on machines and computers 

· Computer scientists work with other people to solve problems 

· Computer scientists have lots of choices about 
what they can do in their jobs 

· Computer scientists mainly work on things that have nothing to do with me  

· Other: ___________________________

· Other: ___________________________

4.
Before you saw this roadshow presentation, what did you think about computer science and computer scientists?

5.
Thinking about how you felt before you saw this roadshow, how likely or unlikely were you to major in computer science in college? (Check your answer)

· Very likely

· Somewhat likely

· Somewhat unlikely

· Very unlikely
· Don’t expect to go to college
6.
Thinking about how you feel now, after seeing this roadshow, how likely or unlikely are you to major in computer science in college? (Check your answer)

· Very likely

· Somewhat likely

· Somewhat unlikely

· Very unlikely
· Don’t expect to go to college
7.
Now that you have seen this roadshow, how did it change your interest in exploring computer science as a college major or job choice (if at all)? (Check your answer)

· No change — I was already interested

· No change — I am still not interested

· I am slightly more interested now

· I am very interested now

· I was interested, and now I am no longer interested
8.
Please tell us what you liked most about the presentation:

9.
Please tell us what you liked least about the presentation:

10.
Would you recommend this presentation to a friend? (Check your answer)

· Definitely

· Probably

· Probably not
· Definitely not
11.
Would you recommend that your school have this presentation again next year? (Check your answer)

· Definitely

· Probably

· Probably not

· Definitely not

12. Any other comments?

These next 4 questions are about you. We won’t know whose answers we are reading on each questionnaire, but these questions let us know a little something about you.
13.
Your gender (Check your answer)
· Male

· Female

14.
Your grade (Check your answer)

· 6th
· 7th
· 8th
· 9th
· 10th
· 11th
· 12th
15.
Please check your ethnicity …

· Hispanic or Latino

· Not Hispanic or Latino

16.
What race do you consider yourself to be?
(Please check all that apply)

· White or Caucasian

· Black or African American

· American Indian or Alaska Native

· Asian

· Native Hawaiian or other Pacific Islander

· Other race

· Unknown race

Sample Incoming Student Survey

Instructions to the Administering Department:
This entry survey can help you to identify the experiences that your brand-new students had that may have influenced them to declare your major or take your introductory course. By including a list of the outreach events and other communication efforts that have been held by your department, you will be able to see which (if any) of your recruiting activities has the greatest influence on enrollment. The survey can help you to do more of what works and less of what doesn’t.

To customize this survey, complete the following steps:

1. Modify the title by adding your institution name and department.

2. Modify the introduction paragraph.

3. Modify the first question by adding your institution name and department.

4. Modify the table in the first question by listing your outreach activities or events. Be sure to add or delete rows, where necessary.

5. Modify question three by adding the appropriate major or minor.

Be sure to keep the survey responses anonymous. Do not ask for individual names.

Institution Name>, Department of <department name>

Entry Survey

Dear Student: 

We would like to know about experiences that influenced you to <take this course/declare a major in> <major name> at the <institution name>.

1.
How often, if at all, did you participate in any of the following events or activities hosted by the <institution name> – Department of <department name>?

	
	Never
	Once
	More than Once

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(


2.
Please name any other events or activities that contributed to your interest in computing and indicate your level of participation.

	
	Once
	Two or Three Times
	Four or More Times

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(


3.
Please indicate your interest in majoring or minoring in <name of major>? (Check your answer)

· Extremely disinterested

· Moderately disinterested

· Mildly disinterested

· Mildly interested

· Moderately interested

· Extremely interested

These next 4 questions are about you. We won’t know whose answers we are reading on each questionnaire, but these questions let us know a little something about incoming students.

4.
Gender (Check your answer)

· Male

· Female

5.
What year were you born? 19__

6.
Please check your ethnicity …

· Hispanic or Latino

· Not Hispanic or Latino

7.
What race do you consider yourself to be?
(Please check all that apply)

· White or Caucasian

· Black or African American

· American Indian or Alaska Native

· Asian

· Native Hawaiian or other Pacific Islander

· Other race

· Unknown race
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