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Survey Protocol Template
Protocol Title:

Principal Investigator:

Research Team:

I. Background and Significance 
Describe the current environment that is the basis for the proposed research, including a presentation of the problem (with references) and a review of current literature.  Include a critical evaluation of current knowledge and preliminary studies related to the proposed research and describe how this proposal will enhance this knowledge.
II. Study Aims
Describe the purpose of the survey study 
III. Administrative Organization

Describe participating sites where the survey will be given. (For example, internal – LUMC, LUC, SSOM, MNSON) (external -community, collaboration with another institution, organization sponsor).
IV. Survey Method
Describe how you will present the survey data. (For example, hard copy, electronic copy, conduct interviews, collect video or audio recordings)


V. Survey Data Collection (Be specific)
· Who is the target population who will be given the survey? (For example, patients, students, community members, faculty, residents etc).
· How are participants recruited or identified? 

· How will consent be obtained? Note for one time surveys, anonymous surveys, or surveys that do not include sensitive questions a Consent Letter may be used.

· Where will the survey be given?(For example, in person, email, mail, Loyola my chart portal).
· Will you be giving incentives for survey participation? (For example, gift card, monetary, etc)

· How will the participant receive the incentive? (For example, in person, via email, etc)

· If you are interviewing or collecting survey data how will the survey data be collected?(For example, hard copy, electronic, RedCap, OneDrive)
· Will the survey be identifiable, de-identified, anonymous?
· How will you de-identify the survey? (For example, use codes instead of identifiers)
· How long will the survey take to complete? (For example, 10 minutes, 30 minutes etc.) 

· How often will the survey be given? (For example, pre and post survey, one time survey? A survey once a month for 12 months)
· Do you plan to advertise the survey? If so where will you advertise? (For example, Flyers at LUMC, LUC, community etc.).  Provide a copy of the advertisement upon submission to the IRB. 
Note all surveys to be used, forms to be completed and consent letter must be uploaded to the application with the research protocol 


VI. Storage of Survey Data and Plan to Protect Patient Identifiers from Improper Use and Disclosure
· Specify where the survey data will be stored (For example, Redcap, one drive, locked cabinet in locked office, Loyola secure research server)
· Specify who will have access to the survey data (For example, research team members etc)
· Specify when identifying information will be destroyed

· Specify if the surveys data will be stored or shared outside of LUMC/LUC. If so, provide the following:

The name of the outside entity that will receive the survey data.

What survey data will be shared with the outside entity?

How will the survey data be sent to the outside entity? 
Note that a Data Use Agreement (DUA) or Material Transfer Agreement (MTA) may be required to share data outside of Loyola.

VII. Plan for Analyzing and Distributing Results

· Describe here

VIII. Literature Cited

PLEASE NOTE:  A SURVEY LETTER WILL BE NEEDED TO REQUEST PERMISSION TO PARTICIPATE. APPENDIX 1 (Below) INCLUDES THE SURVEY LETTER TEMPLATE. THIS NEEDS TO BE COMPLETED SPECIFIC TO YOUR PROJECT AND UPLOADED TO THE IRB PORTAL AT THE TIME OF IRB SUBMISSION.

YOU MUST INCLUDE A COPY OF THE SURVEY IN A WORD DOCUMENT THAT YOU WILL BE GIVEN AND THIS MUST BE UPLOADED TO THE IRB PORTAL AT THE TIME OF IRB SUBMISSION. 

A Data Use Agreement (DUA) may be required to share survey data outside of LUMC/LUC.  Please email the contracts department for clarification at contractsHSD@luc.edu.
APPENDIX 1

SURVEY LETTER TEMPLATE

[INSERT DATE]
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Dear Study Participant:

The [INSERT DEPARTMENT/DIVISION NAME] and Loyola University Chicago is writing to invite you to participate in a research project: "[INSERT TITLE OF PROJECT]."
You are being asked to participate in this study because you are [INSERT REASON].  The purpose of this study is to [INSERT PURPOSE].  INSERT PROCEDURES.

1. Your participation in this study is voluntary.

2. The data is being collected for research purposes only. [INSERT IF THE DATA WILL EFFECT STANDING AS PATIENT/STUDENT/RESIDENT].

3. The data we collect may be used for publication.  You will not be identified in any way in any article or any presentation in which this data is used.  

If you should have any questions or wish further clarification about any aspect of your participation in this study you can contact the principal investigator [INSERT PI NAME AND CONTACT INFO].
We thank you for your participation and hope that this research activity will be of benefit to you and future individuals. 
Sincerely,
PI Name

Title

Department

Enter version date here: 


