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SOPS® Hospital Survey with Workforce Safety Supplemental Items
Survey Procedures for Hospital Points of Contact (POC)

Westat will electronically provide you with promotional flyers and a draft letter of support that you will customize and have signed by your leadership. Please notify [insert Westat staff} If someone on your provider and staff list no longer works in your hospital.  

WHAT YOU NEED TO DO NOW
	Target Dates
	Activities

	Upon receipt
	· Disseminate promotional flyers to eligible providers and staff on your sample list.

	
	· Beta test the web survey URL link in your hospital to ensure that web survey is accessible.

	

NEXT STEPS


	Target Dates
	Activities

	Beginning of
Week 1: Start of Survey Data Collection
	· Westat will distribute letters of support from your leadership to all eligible provider and staff members that are listed on your staff list. 
· A few days later, Westat will send the web survey invitation email to all eligible providers and staff members.  

	Week 2
	· Westat will send email thank you/reminders with a web survey invitation to eligible providers and staff members that did not complete the survey. 

	Week 3
	· Westat will send 2nd email thank you/reminders with a web survey invitation to eligible providers and staff members that did not complete the survey. 

	Week 5
	· Westat will send the final email thank you/reminders with a web survey invitation to eligible providers and staff members that did not complete the survey.



Thank you for your support in promoting staff participation, as it is crucial to getting results that accurately represent your hospital and getting 100% response! Contact [insert Westat staff], Study Manager at WorkforceSafety@westat.com or 1-855-390-2448 if you have questions.
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