	
	
	



[bookmark: _Survey_Request_Form]UC San Diego Survey Review Request Form

☐    I certify that I have reviewed the UC San Diego Institutional Survey Calendar and familiarized myself with the resources available to answer questions that I have about the group(s) I plan to include in my data collection effort. 

☐    I certify that I have completed FERPA and Privacy 101 training.

☐    I certify that I have familiarized myself with reporting responsibilities under Title IX and affirm my intention to comply.

University survey administration, analysis, and reporting must comply with the Family Education Rights & Privacy Act (FERPA); university standards for confidentiality and security of employee, student, and faculty data; university policy on Human Subjects Protection in Research; and university accessibility policies. 
☐ I acknowledge that it is my responsibility to ensure my survey administration, analysis, and reporting comply with these policies. 


1. Contact Information
	Principal Investigator
The Principal Investigator is the UC San Diego personnel who will take primary ownership of ensuring that all relevant policies and expectations are followed in the creation, distribution, storage, and analysis of the survey/survey data.

	Name: 
	Email:
	Dept/Unit:

	Responsible Party
[bookmark: _Int_peRsJfFF]The Responsible Party is a member of academic or administrative leadership who has reviewed and approved the survey to ensure alignment with institutional policy and goals. This will almost always be a Dean or Vice Chancellor. Note: The Responsible Party will receive an email asking them to confirm that they have reviewed and approved the distribution of the survey, and the survey request form will not be considered complete until confirmation is received. Note that the Survey Review Committee only reviews surveys at designated times of the calandar year and plan accordingly for prompt review. See the survey review calendar.

	Name:
	Email:
	Dept/Unit:



2. Survey Overview 
	Survey Name

	

	Please indicate whether your survey proposal is related to any of the following:

	
  ☐  Regional or Disciplinary Accreditation
  ☐  Other Mandatory Reporting
  ☐  Application for New Grant
  ☐  Report for Existing Grant
  ☐  Program Evaluation
[bookmark: _Int_lxSnxtQD]  ☐  Faculty Research
  ☐  Campus Committee or Task Force
  ☐  UCOP (University of California Office of the President) Mandate
  ☐  Other_____________________________


	What is the intended use of the survey data? (Select all that apply.)

	
☐  Operational Use: Use of data for any use other than patient care, academic research, and direct delivery of educational services
☐  Research: A systematic investigation, including research development, testing and evaluation, basic or applies research, designed to develop or contribute to generalizable knowledge.
☐  Project is not scholarly research and the PI does not anticipate that the responses will be used for scholarly research in the future. 
☐ The survey is being/will be reviewed by the IRB. An IRB determination will be required before surveys are approved.
☐ The IRB determination is attached.


	Is this a re-administration of a previously administered survey?

	
  ☐  Yes. If yes, please provide information about how this administration differs from the prior administration in the appropriate field(s) below. Where there have been no changes, please indicate “no change.” _______________________
  ☐  No


	Proposed Administration Schedule 
Please detail your proposed administration schedule, including dates the survey will open and close, and dates for any proposed communications (e.g., invite, reminders) that will be sent to participants. 

	



	Intended Survey Frequency 
Please indicate how often you plan to administer the survey. Note that surveys are only approved for one-time administrations, so each subsequent administration of the survey will need to be approved by the Survey Consultation Committee and added to the University Survey Calendar. 

	​​
☐​ One time only 
​​☐​ Once each semester 
​​☐​ Annually 
​​☐​ Biannually 
​​☐​ Other (please specify): 




3. Survey Details
	Purpose of Survey
Please describe your proposed survey's purpose, including how you will use the results and how the data gathered will benefit your unit and/or the institution. What questions are you hoping to answer? What actions might you take as a result?

	

	Proposed Sample
Please describe the size and composition of the group you wish to survey and explain your rationale for selecting this sample. If you propose to survey 100% of a student or employee population, you must address why a random sample is insufficient for your purpose.

	


	Plan for Identifying Proposed Sample
Have you confirmed with the appropriate office (e.g., Institutional Research, Human Resources, Academic Personnel Services, University Registrar) that it is possible to identify the population you have specified through existing resources? 

	
  ☐ Yes. If yes, describe the agreed upon method for identifying members of the proposed survey population: __________________________
  ☐ No.


	Voluntary & Confidential Participation
Please describe your plan to ensure voluntary participation and address issues of confidentiality and anonymity.

	

	Incentive Plan 
If applicable, please describe your plans for incentivizing participation in the survey. What incentive(s) will you use? How many participants will receive an incentive and how will these individuals be selected? How will the incentive(s) be delivered? 

	

	Online Survey – Communication Plan
	Paper Survey - Communication Plan

	​​
☐​ Survey or link embedded on a UC San Diego webpage 
​​☐​ Survey link in Campus-Wide Announcements* 
​​☐​ Link emailed to participants using survey software 
​​☐​ Link emailed to participants using UC San Diego email 
​​☐​ Administer survey in person (e.g., in class or at event) 
Location: ______________________________ 
​​☐​ N/A 
 
*The SCC approves surveys but does not coordinate or oversee survey communications. If you choose to include your survey in Campus-Wide Announcements or another email produced by the Office of University Communications, you will need to coordinate with them and ensure that your communications reflect university standards. 

	
☐​ Mail survey to participants 
​​☐​ Administer survey in person (e.g., in class or at event) 
Location: ______________________________ 
​​☐​ N/A 


	Other Communication Plan 
If you intend to use a survey method other than online or paper, or if you would like to provide additional details regarding your communication plan, please describe your approach below.  

	




3. Data Protections & Analysis Plan
	What is the Protection Level (P-1 through P-4, as defined by UC BFS-IS-3 Policy) of the data involved in the survey?

	 
  ☐  P-1
  ☐  P-2
  ☐  P-3
  ☐  P-4


	Are you seeking to connect your survey results to institutional data? 

	
☐ Yes. If yes, please explain what institutional data you are requesting, why, and who will perform this work on your behalf. __________________________
☐ No.


	Briefly explain how you will securely store the data.

	


	How long will survey data be maintained (i.e., what is the retention limit for the data)? Briefly describe the plan for disposal or archiving of data at the end of the retention period.

	


	Briefly describe the analysis plan for the survey results.

	


	Briefly describe how you will share and use the results of this survey.

	




Please include a link to test the survey, if administering the survey online. Otherwise, attach a draft of your proposed survey content, drafts of all proposed communications (e.g., invitation, reminders) to participants and any other relevant documents. 
Attached: 
​​☐​ Survey Link or Final Draft of Proposed Survey Content 
​​☐​ Invitation to Participate 
​​☐​ Other Communications (if applicable) 
☐​ Pre-Survey Notification 
☐​ Reminder(s)  
☐​ Thank You  

	
	
	



