Fairfield University

Office of Institutional Research

Survey Registration
The Office of Institutional Research (OIR) is charged with coordinating surveys of members of the University community, including its students, faculty, staff, and alumni, and surveys of external populations if the University is identified with the project in any way.  Your cooperation is therefore requested in completing this registration form.  In addition to coordinating survey schedules and advising you on related studies, the office staff may be able to assist with the design or plan for administering a survey. 

What surveys are to be included? All of the following:

· Online surveys (Web-based),
· E-mail surveys,
· Paper surveys,
· Interview surveys, and 
· Focus group surveys, 
and any project for which you need to obtain information from a University data base, such as names, campus addresses, or e-mail addresses for your target population, with  these important  exceptions: 
· Registration is not required for anonymous questionnaires to evaluate the satisfaction of participants in an event. 
· Registration is not required for surveys of external populations (not affiliated with the University) that are conducted for the purposes of academic research. 
· Registration is not required for surveys for a course assignment, under the supervision of the instructor, for which the target population can be contacted directly (such as the students in the course, visitors to the BCC, etc.) 

Please be aware that any study with human subjects may require review and action by the University’s Institutional Review Board (IRB).  Only the IRB can determine if a project is exempt from their review.  Registration of a survey with the OIR does not constitute review by the IRB. 

If you require assistance completing this form, or are unsure as to whether your project should be registered, please contact Ann Stehney, Director of Institutional Research at Extension 3774 or  astehney@mail.fairfield.edu .

Please e-mail the completed form to  IR@mail.fairfield.edu  or send a paper copy to the Office of Institutional Research, Kelley Center. Be sure to keep a copy for your records.

We will contact you by e-mail, ordinarily within three business days, to confirm your registration or to convey any concerns about your project. 

Thank you for registering your survey with  the Office of Institutional Research.

Fairfield University

Office of Institutional Research

Survey Registration
Date:

Title of project:

Principle investigator:

Person submitting this form (if different):

Department or office:

Contact phone:


Contact e-mail:

About the Project

Purpose/importance of project, including relation to University Mission and/or Strategic Goals:
Target populations(s) for data collection (please be specific):

Means of selecting participants:

Method of soliciting participation:

Proposed timeframe for conducting survey:


Start date:





End date:

Will this be a recurring project?

____ Yes
___ No


If Yes, how often?
Has this study been previously conducted?
____ Yes
___ No



If Yes, when and by whom?

About the Methodology

Intended methodology (check all that apply):


___ Online survey

___ E-mail survey

___ Paper survey


___ Focus groups

___ Interviews in person
___ Interviews by phone

___ Other (describe):
Will your project collect sensitive data (e.g., alcohol or drug use, salaries, attitudes on controversial issues, etc.)?


___ Yes
___ No




If Yes, please describe.
Will the data you collect be anonymous (that is, no identifiers will be collected by which the information could be linked back to an individual person)?
___ Yes
___ No



If No, how do you plan to protect the confidentiality of the information you collect? 
Is participation voluntary or required?
___ Voluntary
___ Required


If Required, please explain.
Are there any incentives offered for participation?
___ Yes
___ No




If Yes, please describe.
Do you plan to submit (or have you submitted) this project to the Institutional Review Board?


___ Yes
___ No

If Yes, when? 

About the Data

How do you plan to analyze the data?

Where will the data and analyses be stored?

How and to whom will the results of this study be distributed?
Please e-mail the completed form to IR@mail.fairfield.edu or send a paper copy to the Office of Institutional Research, Kelley Center.  Be sure to keep a copy for your records.

We will contact you by e-mail, ordinarily within three business days, to confirm your registration or to convey any concerns about your project.  Thank you.
