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Appendix A

Recruitment e-mail Text

· School principals

· University of Washington Center for Educational Leadership School Leadership Program Instructors

Recruitment Letters

· School principals

· University of Washington Center for Educational Leadership School Leadership Program Instructors

Sample e-mail text for recruitment of school principal subjects

Dear Seattle School District Principal,

Greetings!  You were a participant in the 2005-2006 School Leadership Program (SLP) co-sponsored by the University of Washington Center for Educational Leadership and the Seattle School District.

I’m requesting your help in conducting follow up research to the course.  This inquiry is the focus for my capstone dissertation in the UW’s Leadership for Learning doctoral program.  However, the findings may be of direct assistance to the UW CEL in improving programs that help strengthen principal instructional leadership.  

The study centers on the use of the “critical inquiry” approach that formed the outline of your central project for the School Leadership Program (SLP) course.  As well, I’d like to hear your reflections on the professional development experience itself.  Participation would involve the following:  1) an approximately 1 hour interview 2) a request for documents such as your school’s transformation plans over several years and other relevant material, and 3) a request to attend and observe a leadership team meeting or professional development event.  

As a fellow colleague, I have been impressed at the depth of commitment and skill I have seen so far among Seattle principals.  Hopefully, in sharing and documenting your knowledge, we can make a contribution to the future learning of others in the field of school leadership.

Please hit “reply” to respond or e-mail me at kinoshitak@edmonds.wednet.edu to let me know whether you agree to participate. Please note that as with all e-mail communications I cannot completely ensure the confidentiality of information sent via e-mail.  I will follow up with a letter and consent form that provides more information on the study.  I will then contact you to set up a time and place for our interview that is most convenient for you.  Thank you!

Sincerely,

Kyle Kinoshita

Principal, Meadowdale Elementary/Edmonds School District

Doctoral Student, University of Washington Educational Leadership and Policy Studies

Sample e-mail text for recruitment of University of Washington Center for Educational Leadership School Leadership Program instructor subjects

Dear (name of UW Center for Educational Leadership instructor),

I am requesting your assistance in your role as instructors in the 2005-2006 School Leadership Program (SLP) co-sponsored by the University of Washington Center for Educational Leadership and the Seattle School District.

I would like your help in conducting follow up research to the course.  This inquiry is the focus for my capstone dissertation in the UW’s Leadership for Learning doctoral program.  However, the findings may be of direct assistance to the UW CEL in improving programs that help strengthen principal instructional leadership.  

The study centers on the use of the “critical inquiry” approach that formed the outline of your central project for the School Leadership Program (SLP) course.  It would involve the following:  an approximately 1 hour interview.  

Please hit “reply” to respond or e-mail me at kinoshitak@edmonds.wednet.edu  to let me know whether you agree to participate. Please note that as with all e-mail communications I cannot completely ensure the confidentiality of information sent via e-mail.  I will follow up with a letter and consent form that provides more information on the study.  I will then contact you to set up a time and place for our interview that is most convenient for you.

Thank you!

Sincerely,

Kyle Kinoshita

Principal, Meadowdale Elementary/Edmonds School District

Doctoral Student, University of Washington Educational Leadership and Policy Studies

Letter to follow affirmative e-mail reply for request to participate in study addressed to school principal subjects
(date)

Dear Seattle School District Principal,

Greetings!  You were a participant in the 2005-2006 School Leadership Program (SLP) co-sponsored by the University of Washington Center for Educational Leadership and the Seattle School District.

Thank you for considering my request for your help in conducting follow up research to the course.  This inquiry is the focus for my capstone dissertation in the UW’s Leadership for Learning doctoral program.  However, the findings may be of direct assistance to the UW CEL in improving programs that help strengthen principal instructional leadership.  Hopefully, these programs will ultimately benefit Seattle principals in the future as they work to overcome the achievement gap that plagues students who traditionally don’t succeed—those disadvantaged by ethnic, cultural, linguistic and socioeconomic differences.

The study centers on the use of the “critical inquiry” approach that formed the outline of your central project for the School Leadership Program (SLP) course.  As well, I’d like to hear your reflections on the professional development experience itself.  It would involve the following:  1) an approximately 1 hour interview 2) a request for documents such as your school’s transformation plans over several years and other relevant material, and 3) a request to attend and observe a leadership team meeting or professional development event.  If you are interested in participating in my project, please sign the enclosed consent forms, keep the second copy for yourself and return a copy of the signed consent form in the addressed enclosed postage-paid envelope.  After I receive your consent form, I will contact you to set up a time and place for our interview that is most convenient for you.
I look forward to hearing your insights and rich experiences.  As a fellow colleague, I have been impressed at the depth of commitment and skill I have seen so far among Seattle principals.  Hopefully, in sharing and documenting your knowledge, we can make a contribution to the future learning of others in the field of school leadership.  
If you have any questions about this research study, please contact me at kinoshitak@edmonds.wednet.edu or (425) 431-7755.  Please note that as with all e-mail communications I cannot completely ensure the confidentiality of information sent via e-mail.
Sincerely,
Kyle Kinoshita

Principal, Meadowdale Elementary/Edmonds School District

Doctoral Student, University of Washington Educational Leadership and Policy Studies

Letter to follow affirmative e-mail reply for request to participate in study addressed to UW Center for Educational Leadership instructors of the School Leadership Program
(date)

Dear (name of UW Center for Educational Leadership instructor),

Thank you for considering my request for your help in conducting follow-up research to the course.  I am requesting your assistance in your role as instructors in the 2005-2006 School Leadership Program (SLP) co-sponsored by the University of Washington Center for Educational Leadership and the Seattle School District.

I would like your help in conducting follow up research to the course.  This inquiry is the focus for my capstone dissertation in the UW’s Leadership for Learning doctoral program.  However, the findings may be of direct assistance to the UW CEL in improving programs that help strengthen principal instructional leadership.  

The study centers on the use of the “critical inquiry” approach that formed the outline of your central project for the School Leadership Program (SLP) course.  It would involve the following:  an approximately 1 hour interview.  If you are interested in participating in my project, please sign the enclosed consent forms, keep the second copy for yourself and return a copy of the signed consent form in the addressed enclosed postage-paid envelope.  After I receive your consent form, I will contact you to set up a time and place for our interview that is most convenient for you. 

If you have any questions about this research study, please contact me at kinoshitak@edmonds.wednet.edu or (425) 431-7755.  Please note that as with all e-mail communications I cannot completely ensure the confidentiality of information sent via e-mail.
I look forward to hearing your insights.  

Sincerely,

Kyle Kinoshita

Principal, Meadowdale Elementary/Edmonds School District

Doctoral Student, University of Washington Educational Leadership and Policy Studies

Appendix B

Consent Forms

· School principals

· University of Washington Center for Educational Leadership School Leadership Program Instructors

UNIVERSITY OF WASHINGTON CONSENT FORM

School Principal Participants

Researcher:  Kyle Kinoshita, doctoral student, Educational Leadership and Policy Studies Department, College of Education, University of Washington, (425) 431-7755,

kinoshitak@edmonds.wednet.edu
Faculty Advisor:  Dr. Chrysan Gallucci, Educational Leadership and Policy Studies Department, College of Education, University of Washington, (206) 543-1891
chrysan@u.washington.edu 

Please note that as with all e-mail communications we cannot completely ensure the confidentiality of information sent via e-mail.
Researchers’ statement

We are asking you to be in a research study.  The purpose of this consent form is to give you the information you will need to help you decide whether to be in the study or not.  Please read the form carefully.  You may ask questions about the purpose of the research, what we would ask you to do, the possible risks and benefits, your rights as a volunteer, and anything else about the research or this form that is not clear.  When we have answered all your questions, you can decide if you want to be in the study or not.  This process is called “informed consent.”  We will give you a copy of this form for your records.

PURPOSE OF THE STUDY

This research proposes to learn how Seattle School District principals understand and make use of the process of “critical inquiry” after completion of the “Instructional Leadership for Equity and Excellence” School Leadership Program course jointly sponsored by the district and the University of Washington Center for Educational Leadership’s (CEL) in the 2005-2006 school year.  As well, the study will examine principals’ professional development experience in the School Leadership Program.  We would like to interview CEL instructors and participants, as well as collect documents from and observe principals in a professional development or leadership team meeting.
STUDY PROCEDURES

If you choose to be a part of this study, I will be asking for three types of information:  1) An interview with you 2) Samples of documents such as school transformation plans, and communications to staff and the community on school improvement issues and any other related articles that you may wish to provide.  3) An observation of a leadership team meeting or a professional development activity at your school.  

An explanation of the three types follows:

1) The interview is meant to take about an hour.  The questions are open-ended in nature, and will focus on your use of the critical inquiry process, its impact on instructional leadership, and your reflections on participation in the School Leadership Program.  Examples of questions:  

1) What does it mean to lead through a critical inquiry approach?  
2) What impact, if any, is there as a result of learning and practicing the critical inquiry process on the instructional leadership work of the principal? On student learning? 
3) Any other discoveries, surprises, vexing problems or questions that arose from the practice of the critical inquiry process?  
4) Reflections on the learning experience in the School Leadership Program. 
The interview will be digitally recorded so that I can have an accurate record.  I will be the only one who will have access to the recording, which will be kept in a locked file cabinet.  You will have the right to decline to answer any question, to stop the interview at any time, or stop the audiotaping.  The interview will be transcribed within four weeks.  A study code will be assigned to the transcript to protect anonymity, and the recording will then be erased. In the study, you will be identified only by a pseudonym, as will your school and any references to other people.  Please indicate below whether you would agree to have your interview recorded.

I am also requesting certain documents that you would be willing to provide related to the school improvement process.  These might include your school transformation plan and related documents.  As well, I will be asking if you are willing to share any memos related to instructional improvement to staff or other communications of this nature.  Newsletter articles you may have written to your parent community on school improvement might also be useful to the study.  And finally, as a part of this document analysis, I will ask permission below to see the inquiry project you handed in to CEL at the end of the School Leadership Program course in April 2006.

I will also request to attend either a leadership team meeting or a professional development activity.  If permission is granted, I will take notes of my observations, which will be then typed up.  

The intent of all aspects of this data collection is to inform the study question outlined in the “Purpose” section above.
RISKS, STRESS, OR DISCOMFORT

Some people may feel self-conscious when they are recorded.  As noted above, you have the right to stop the interview at any time, or request that I cease recording at any point.  As well, some feel that being asked questions is an invasion of privacy.  You may request a transcript of the interview, and may request that portions that make you uncomfortable be deleted.  Another source of possible discomfort is the taking of notes during an observed event at your school.  You may request a copy of the typed notes and you may request that portions that make you uncomfortable be deleted.

BENEFITS OF THE STUDY
The study will help better understand how the “critical inquiry” process is utilized in the work of principals and whether it is of benefit to your work in school improvement.  One possible outcome of the study is that it may help to inform how UW CEL can better present “critical inquiry” in its programs, or generally improve future School Leadership Programs for principals.  Although we hope the findings of the study will benefit the CEL program and future participants in the CEL program, you may not directly benefit from taking part in the study.
OTHER INFORMATION

Participation in this study is completely voluntary.  You may refuse to participate or may withdraw from this study at any time.  Choosing to take part in this study, to not take part in this study, or to withdraw from the study will not affect benefits to which you are otherwise entitled.

 

Information about you is confidential.  I will code the study information using pseudonyms.  I will keep the link between your name and the pseudonym until June 30, 2007.  Then I will destroy the link.  Information that clearly identifies you or your school will be altered or deleted.

 

Government and university staffs sometimes review studies such as this one to make sure they are being done safely and legally.  If a review of this study takes place, your records may be examined.  The reviewers will protect your privacy.  The study records will not be used to put you at legal risk of harm.
 

The data will be used for the completion of my capstone dissertation research.  Other uses for the data or findings based on it may be for sharing with the Center for Educational leadership specifically to inform their presentation of future School Leadership Programs.  As well, the findings of this study may be a part of future conference presentations or publication.  If data is shared with the Center Educational Leadership, used for publication or for conference presentations, your name or the name of your school will not be used.
You will receive a $20 gift certificate to Starbucks as appreciation for your time and any inconvenience.
If you have any questions about this research study, please contact Kyle Kinoshita at the telephone number or e-mail listed above. 

I may want to re-contact you to clarify information from your interview or school improvement documents.  In that case, I will telephone you and ask you for a convenient time to ask you additional questions closely related to this study.  Please indicate below whether or not you give your permission for me to re-contact you for that purpose.  Giving permission for me to re-contact you does not obligate you in any way.

Kyle Kinoshita

Printed name of study staff obtaining consent
Signature


Date

Subject’s statement

This study has been explained to me.  I volunteer to take part in this research.  I have had a chance to ask questions.  If I have questions later about the research, I can ask one of the researchers listed above.  If I have questions about my rights as a research subject, I can call the Human Subjects Division at (206) 543-0098.  I will receive a copy of this consent form.

I give my permission for the interview to be digitally recorded.

_____yes
_____no
_____I give permission to Kyle Kinoshita to read my “Inquiry Project” submitted to the University of Washington Center for Educational Leadership for completion of the 2005-2006 School Leadership Program course.

_____yes
_____no

_____I give permission for the researcher to re-contact me to clarify information.

_____yes
_____no
Printed name of subject

Signature of subject



Date
Copies to:
Researcher



Subject
UNIVERSITY OF WASHINGTON CONSENT FORM

University of Washington Center for Educational Leadership School Leadership Program Instructors
Researcher:  Kyle Kinoshita, doctoral student, Educational Leadership and Policy Studies Department, College of Education, University of Washington, (425) 431-7755,

kinoshitak@edmonds.wednet.edu
Faculty Advisor:  Dr. Chrysan Gallucci, Educational Leadership and Policy Studies Department, College of Education, University of Washington, (206) 543-1891
chrysan@u.washington.edu 

Please note that as with all e-mail communications we cannot completely ensure the confidentiality of information sent via e-mail.
Researchers’ statement

We are asking you to be in a research study.  The purpose of this consent form is to give you the information you will need to help you decide whether to be in the study or not.  Please read the form carefully.  You may ask questions about the purpose of the research, what we would ask you to do, the possible risks and benefits, your rights as a volunteer, and anything else about the research or this form that is not clear.  When we have answered all your questions, you can decide if you want to be in the study or not.  This process is called “informed consent.”  We will give you a copy of this form for your records.

PURPOSE OF THE STUDY

This research proposes to learn how Seattle School District principals understand and make use of the process of “critical inquiry” after completion of the “Instructional Leadership for Equity and Excellence” School Leadership Program course jointly sponsored by the district and the University of Washington Center for Educational Leadership’s (CEL) in the 2005-2006 school year.  As well, the study will examine principals’ professional development experience in the School Leadership Program. We would like to interview CEL instructors and participants, as well as collect documents from and observe principals in a professional development or leadership team meeting.
STUDY PROCEDURES

If you choose to be a part of this study, I will be asking for the following information:  An interview with you on the CEL School Leadership Program in the Seattle School District.  

An explanation of the interview follows:

The interview is meant to take about an hour.  The questions are open-ended in nature:  

1) What were your intended outcomes in assigning course participants the critical inquiry projects?

2) What has been the match between your hoped-for outcomes and the results as typified by the completed project assignments?

The interview will be digitally recorded so that I can have an accurate record.  I will be the only one who will have access to the recording, which will be kept in a locked file cabinet.  You will have the right to decline to answer any question, to stop the interview at any time, or stop the audiotaping.  The interview will be transcribed within four weeks.  A study code will be assigned to the transcript to protect anonymity, and the recording will then be erased. In the study, you will be identified only by a pseudonym, as will any references to other people.  Please indicate below whether you would agree to have your interview recorded.

The intent of all aspects of this data collection is to inform the study question outlined in the “Purpose” section above.
RISKS, STRESS, OR DISCOMFORT

Some people may feel self-conscious when they are recorded.  As noted above, you have the right to stop the interview at any time, or request that I cease recording at any point.  As well, some feel that being asked questions is an invasion of privacy.  You may request a transcript of the interview, and may request that portions that make you uncomfortable be deleted.

BENEFITS OF THE STUDY
The study will help better understand how the “critical inquiry” process is utilized in the work of principals and whether it is of benefit to your work in school improvement.  One possible outcome of the study is that it may help to inform how UW CEL can better present “critical inquiry” in its programs, or generally improve future School Leadership Programs for principals.  Although we hope the findings of the study will benefit the CEL program and future participants in the CEL program, you may not directly benefit from taking part in the study.
OTHER INFORMATION

Participation in this study is completely voluntary.  You may refuse to participate or may withdraw from this study at any time.  Choosing to take part in this study, to not take part in this study, or to withdraw from the study will not affect benefits to which you are otherwise entitled.

 

Information about you is confidential.  I will code the study information using pseudonyms.  I will keep the link between your name and the pseudonym until June 30, 2007.  Then I will destroy the link.  Information that clearly identifies you or your school will be altered or deleted.

 

Government and university staffs sometimes review studies such as this one to make sure they are being done safely and legally.  If a review of this study takes place, your records may be examined.  The reviewers will protect your privacy.  The study records will not be used to put you at legal risk of harm.
The data will be used for the completion of my capstone dissertation research.  Other uses for the data or findings based on it may be for sharing with the Center for Educational leadership specifically to inform their presentation of future School Leadership Programs.  As well, the findings of this study may be a part of future conference presentations or publication.  If data is shared with the Center Educational Leadership, used for publication or for conference presentations, your name will not be used.
You will receive a $20 gift certificate to Starbucks as appreciation for your time and any inconvenience.
If you have any questions about this research study, please contact Kyle Kinoshita at the telephone number or e-mail listed above.  
I may want to re-contact you to clarify information from your interview or school improvement documents.  In that case, I will telephone you and ask you for a convenient time to ask you additional questions closely related to this study.  Please indicate below whether or not you give your permission for me to re-contact you for that purpose.  Giving permission for me to re-contact you does not obligate you in any way.

Kyle Kinoshita

Printed name of study staff obtaining consent
Signature


Date

Subject’s statement

This study has been explained to me.  I volunteer to take part in this research.  I have had a chance to ask questions.  If I have questions later about the research, I can ask one of the researchers listed above.  If I have questions about my rights as a research subject, I can call the Human Subjects Division at (206) 543-0098.  I will receive a copy of this consent form.

I give my permission for the interview to be digitally recorded.

_____yes
_____no

_____I give permission for the researcher to re-contact me to clarify information.

_____yes
_____no
Printed name of subject

Signature of subject



Date
Copies to:
Researcher



Subject
Appendix C

Interview Protocols

· School principals

· University of Washington Center for Educational Leadership School Leadership Program Instructors

Draft Interview Protocol for School Principals
The specific questions to be dealt with in this study are: 

1) How do principals make sense of the “critical inquiry” process as instructional leaders after the completion of a joint district-university professional development program?

2) How do principals apply what they have learned about critical inquiry in their school contexts?

3) What else was important for these principals related to their professional development experience in the Center for Educational Leadership’s School Leadership Program?

The following interview questions will guide the interviews with subject principals:

1) What does it mean to lead through a critical inquiry approach?  

2) What impact, if any, is there as a result of learning and practicing the critical inquiry process on the instructional leadership work of the principal? On student learning? 

3) Any other discoveries, surprises, vexing problems or questions that arose from the practice of the critical inquiry process?  

4) Reflections on the learning experience in the School Leadership Program. 
Draft Interview Protocol for University of Washington Center for Educational Leadership School Leadership Program Instructors
The specific questions to be dealt with in this study are: 

1) How do principals make sense of the “critical inquiry” process as instructional leaders after the completion of a joint district-university professional development program?
2) How do principals apply what they have learned about critical inquiry in their school contexts?
3) What else was important for these principals related to their professional development experience in the Center for Educational Leadership’s School Leadership Program?

The following interview questions will guide the interviews with UW CEL instructors:

1) What were your intended outcomes in assigning course participants the critical inquiry projects?
2) What has been the match between your hoped-for outcomes and the results as typified by the completed project assignments?

Appendix D

Meeting Observation Guide

Observation Guide

Fieldnotes will be recorded during observation of relevant events such as:  1) school leadership team meetings, and 2) professional development events at the school site.  Fieldnotes will record the following kinds of information:

School leadership team meetings:

Meeting purpose/focus

Facilitators

Audience

Activities

Focus of dialog/conversations

Role of principal and teacher members

Outcomes

Professional development events at the school site

Event purpose/focus/content

Facilitators

Audience

Activities

Focus of dialog/conversations

Role of principal

Role of other staff members

Outcomes

Appendix E

Meeting Observation Notification Statement

Sample Notification for School Leadership Team meetings and Professional Development Events at the School Site

Kyle Kinoshita is a doctoral student at the University of Washington’s College of Education.  He is conducting a research study on a principal’s professional development course offered through the University.  He would like to observe our Leadership Team meeting or professional development event in order to gain a better understanding of how the course learnings are applied.  Your participation in his study is voluntary.  He may be taking notes during the meeting, but will not be recording anyone’s name.  Feel free to contact Kyle Kinoshita if you have any questions, at kinoshitak@edmonds.wednet.edu, or (425) 431-7755. Please note that as with all e-mail communications I cannot completely ensure the confidentiality of information sent via e-mail.
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