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University of Western States (UWS) regulates survey distribution as outlined in this policy.
Definitions

Institutional Review Board (IRB): The university’s research ethics committee responsible for ensuring
that research involving human subjects complies with federal (45 CFR 46), state, and university
regulations and policies.

Survey: A data collection instrument (questionnaire, poll, form, or interview protocol) used to gather
information from a defined group of respondents for research, evaluation, assessment, or
administrative purposes.

Survey Administrator: Any individual or group (e.g., faculty, staff, student, or external agency)
responsible for developing and distributing a survey.

Survey Fatigue: The phenomenon in which excessive survey requests reduce response rates and
data quality.

Purpose
This policy clarifies the use and optimizes the application of surveys at UWS by:

Avoiding the collection of duplicate information.

Reducing survey fatigue by limiting the number and timing of surveys to any one specific group.
Enhancing survey participation.

Protecting the privacy of survey participants

Ensuring data collection validity and reliability.

Ensuring brand compliance.

Scope and Oversight

This policy applies to surveys created or endorsed by UWS that:

a) involve a sampling or census of university populations (i.e., prospective, current, and/or former
students; alumni; employees; trustees; patients; and/or other external constituents); and/or

b) involve the use of UWS branding. This includes any survey activity, regardless of platform or
population, that uses UWS branding (e.g., logo, wordmark, letterhead, or official identifiers).

Administrative Surveys
e Surveys conducted for institutional or compliance purposes (e.g., program improvement, service
evaluation, or accreditation) are coordinated by the Office of Institutional Effectiveness.

Research Surveys Led by UWS Faculty, Staff, or Students

Policy 1010 University Surveys
Established: 08/25/2020
Revision History: 10/23/2025, 05/16/2025, 08/29/2022




UNIVERSITY of Policy Number:
Western States 1010

Date Established /
Last Revision:

Policies and Procedures

Page 2 of 6 University Surveys 10/23/2025

o Research surveys that qualify as human subject research, whether involving UWS or external
respondents, are governed by the Institutional Review Board (see Policy 8003).

e The IRB reviews proposals for all university research projects involving human subjects and
recommends acceptance, rejection, or modification of methodology based upon applicable
federal and state laws (see Policy 8003).

o IRB review and approval are needed before initiating any research survey activities at UWS.

o For research surveys that involve broad distribution to UWS populations, coordination with the
Office of Institutional Effectiveness is also required to prevent duplication and survey fatigue.

Research Surveys Led by External Investigators

o External investigators may not directly distribute surveys to UWS populations.

o If no UWS faculty, staff, or student is serving as a co-investigator, the survey must be
coordinated through the Office of Institutional Effectiveness before distribution, even if an IRB
(external or UWS) has approved the research.

o If a UWS faculty, staff, or student is a co-investigator, the survey is treated as an internal project
and follows the same requirements as UWS-led surveys.

Research Surveys of External Populations Only
e Surveys that exclusively target external populations (i.e., not UWS students, employees, or
alumni) fall under IRB oversight but do not require coordination through the Office of Institutional
Effectiveness unless UWS branding, or distribution channels are used.

Authority

The vice president of academic affairs has final authority for determining whether a survey falls under
this policy. The Office of Institutional Effectiveness manages scheduling, and the IRB Administrator
determines research review requirements. When determinations overlap, the vice president of
academic affairs resolves conflicts.

Survey Request Process

Depending on the goal of the survey, it may or may not need to proceed through the survey request
process. Obtaining IRB approval does not replace the survey request process when research involves
broad distribution to UWS populations or requires the use of university-managed resources (e.g.,
contact lists or branding). In these cases, investigators must also complete the UWS survey request
form to ensure coordination, avoid duplication, maintain consistent UWS brand recognition, and protect
against survey fatigue. Research projects that survey only external respondents, or narrowly defined
UWS groups, without the use of university-managed resources, do not require submission of the survey
request form once IRB approval has been obtained.

Additionally, the following are exempt from the request process because they are limited in scope, low
risk, and part of routine operations:

o Point-of-service feedback: Short surveys given to clients or patients at the time of service.
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o Event evaluations: Post-event surveys limited to participants (e.g., workshops, trainings,
presentation feedback, etc.).

o Classroom/audience response polling: Informal polling during classes or meetings for
instructional purposes.

o Routine course evaluations: Standardized course and instructor evaluations administered
by the university.

o Event-preference or registration polls: Simple polls to determine scheduling, meals, or
other event logistics.

All other requests are reviewed and, if approved, are authorized by the associate vice president of
institutional effectiveness.

Survey Request Form

Employees and students intending to conduct a survey must complete the survey request form on the
UWS website. The Office of Institutional Effectiveness (OIE) maintains a survey calendar (see Outlook
calendar surveys@uws.edu). Institutional surveys (e.g., annual student feedback, course evaluations,
etc.) have priority. Other requests are considered based on population impact, alignment with university
mission, and avoidance of redundancy. Decisions are normally provided within ten (10) business days.
The associate vice president of institutional effectiveness may deny requests or propose alternative
scheduling options to prevent over-surveying a specific population.

Eligibility Criteria
Surveys must meet the following standards to be approved:
1. Purpose and Design

o Defined purpose aligned with university goals (e.g., program improvement, accreditation
requirements, approved research).

e Avoid duplication of existing surveys or reports.

e Sound design and methodology to ensure valid and reliable results.

2. Compliance and Oversight

Respect copyright law when using proprietary instruments.

Protect respondent privacy and follow university data governance and security standards.
Obtain IRB approval when required.

Coordinate timing to avoid conflicts with institutional surveys.

Student surveys must have a faculty mentor, sponsor, or dissertation chair responsible for
ensuring compliance.
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e Use of UWS branding must comply with institutional brand and style guidelines (see the
Branding and Representation section of this policy). Branding on non-Qualtrics surveys
requires OIE approval.

Surveys not meeting these criteria will be denied and may be resubmitted once outstanding concerns
are resolved.

Technology and Tools
Surveys of UWS Populations Led by UWS Faculty, Staff, or Students

e Surveys administered to UWS students, employees, alumni, or other internal groups must
be conducted using the university-supported survey platform (Qualtrics) or another
mechanism approved by the OIE.

e Surveys must remain within account limits (e.g., number of emails, file sizes). Requests for
expanded capacity may be considered, but are subject to vendor contract limits and cannot
be guaranteed. See the survey support resources on the Qualtrics page on the UWS
website.

Surveys of UWS Populations Led by External Investigators

o [If a survey is led by an external Principal Investigator (Pl) and no UWS faculty, staff, or
student is serving as a co-investigator or project partner, the survey must be coordinated
through the Office of Institutional Effectiveness before distribution. Additionally, the external
Principal Investigator will also need to contact the UWS IRB to determine whether the UWS
IRB will need to review or formally cede oversight to the PI's IRB.

e In such cases, UWS students may only be contacted through a university-managed
mechanism (e.g., the university-supported survey platform or institutionally distributed
email). Direct external distribution to UWS populations is not permitted.

o These safeguards ensure alignment with UWS data governance standards, protect student
privacy, and prevent survey fatigue.

o If a UWS faculty, staff, or student is a co-investigator, the survey is treated as an internal
project and follows the requirements above for UWS-led surveys.

Use of Survey Platforms for Research

o When surveys target UWS populations (students, employees, alumni, trustees, patients),
they must be conducted using the university-supported survey platform (Qualtrics) or
another mechanism specifically approved by the OIE to ensure compliance with FERPA,
HIPAA, and university data governance standards.

e When surveys target external populations only, investigators may use other platforms if
approved by the Institutional Review Board (IRB).
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Regardless of platform, surveys that use UWS-managed contact lists or official distribution channels
must comply with this policy. The Branding and Representation section separately governs the use of
UWS branding and requires explicit approval from the Office of Institutional Effectiveness when
branding is applied to surveys conducted outside of Qualtrics.

Branding and UWS Representation

Use of the University of Western States logo, wordmark, letterhead, or any other official branding in
survey instruments or related materials is considered an institutional resource and requires prior
approval.

o Administrative surveys: University branding is expected and must comply with UWS brand
and style guidelines.

e Research surveys led by UWS faculty, staff, or students: UWS branding may only be used if
the survey has been cleared through the survey request process and follows institutional brand
guidelines. IRB approval alone does not grant permission to use UWS branding.

e Research surveys led by external investigators (no UWS collaborator): External
investigators are not permitted to use UWS branding in surveys or recruitment materials. They
may reference UWS only in text to indicate that a project has IRB approval (e.g., “This study has
been approved by the UWS Institutional Review Board”), but they may not use logos,
wordmarks, or official letterhead.

Survey Incentives

To ensure ethical standards, legal compliance, and institutional consistency, any university-affiliated
survey that offers an incentive (monetary or non-monetary), with the exception of research project
survey incentives, which must be approved through IRB, must adhere to the following requirements:

e Incentives must be reviewed and approved through the appropriate university channels prior to
distribution. This includes coordination with the university Office of Institutional Effectiveness,
the System Office of Legal Affairs, or other relevant administrative units.

¢ Incentives must be described using university-developed or university-approved compliance
language to ensure alignment with applicable state and federal laws related to participant
compensation, sweepstakes, and privacy protections.

e All disbursement of incentives must be processed through university-approved financial
procedures. Cash equivalents (e.g., gift cards or prepaid cards) must be tracked and
documented according to university and System fiscal policies.

e The survey administrator must maintain a record of incentive recipients (e.g., winners or
awardees) for a minimum of 90 days following distribution. This list must include basic
identifying information and method of contact and must be made available to university
leadership upon request.
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¢ Incentive recipients may be subject to tax reporting requirements. Survey administrators must
coordinate with the university’s finance department for any incentives that exceed reporting
thresholds (e.g., IRS Form 1099 for cumulative annual payments of $600 or more).

¢ Incentives may not be offered to prospective students or populations where a conflict of interest
could arise (e.g., supervisors to employees) unless expressly authorized.

Data Privacy, Compliance and Security

All university surveys must comply with applicable privacy and data protection laws, including the
Family Educational Rights and Privacy Act (FERPA), the Health Insurance Portability and
Accountability Act (HIPAA), and Department of Health and Human Services (DHHS) regulations, as
appropriate.

Survey administrators are responsible for securely collecting, storing, and managing all data in
accordance with university data governance and information security policies. Data must only be used
for the explicitly stated and approved purposes of the survey. When reporting results, administrators
must take appropriate measures to protect respondent confidentiality and prevent the disclosure of
personally identifiable information (PII).

Related Policies: Policy 1231 Student Record Retention and Disposal
Policy 1232 Student Record Privacy (FERPA)
Policy 3030S Gift Cards
Policy 3034S Taxable Employee Payments
Policy 3601 Acceptable Use of Information Systems
Policy 8003 Institutional Review Board (IRB)
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