Information for IRB/Human Subjects Approval

Title: Project CEO
Brief Description: The purpose of this study is to determine to what extent students believe they are gaining the ten skills identified as most desirable by employers in new college graduates by the National Association of Colleges and Employers. The study will further investigate whether students believe they are gaining these skills from their involvement in co-curricular activities, from their classes (other than internships and practica), from internships/practica, from student employment on campus and/or from employment off campus.
This study will provide data from undergraduate students. Thus, a related aim of the study is that it will provide insight into how prepared students believe they are to enter the work force after graduation. The assessment also provides a detailed demographic section that will allow campuses to filter and view the data for certain sub-populations of students. 
In addition to institution-specific data, Project CEO provides comparison data for benchmarking with national averages and with peer campuses. By participating in this study, [Name of college or university] is agreeing to have its data become part of the aggregate dataset. Institution-specific data is never revealed alongside the name of an institution. And all student data is only reported in aggregate. 

Background: The instrument was designed by Campus Labs in collaboration with Stephen F. Austin State University. [Name of college or university] is able to modify the instrument where appropriate. 

In 2015, the project was administered at 40 campuses. Each year, the project is reviewed to ensure that it is capturing relevant and meaningful information for staff and administrators to utilize to inform decision-making and to enhance the student experience. 

Population: The study will be conducted at [name of college or university] with a sample of currently enrolled undergraduate students. No one under 18 will be invited to participate in this study. This study utilizes survey research, only. Participation in the survey is voluntary and respondents may choose not to respond to any questions that they do not wish to answer. 

Subject Recruitment: Students will be invited to participate in the study through an invitation sent to their email address (see Appendix A). The email will contain a link to the online survey. Student email addresses will be obtained through the XXX Office (Registrar, IT, Institutional Research?). 
Given that this is an online survey, researchers will have no contact with participants, other than through the email invitation to participate. Invited students will not be able to see the names or email addresses of other students invited to participate. The email invitation will include the names and contact information of the researchers, so that students have a person to contact with any questions or concerns. 

Methods/Procedures: All data collection will occur via an online survey. The survey will be open until April 30th, [YEAR]. In addition to the initial email, students may be sent reminders via email. Survey completion is estimated at no more than 15-20 minutes, although some students may require additional time to complete the survey.
Researchers will have access to the data in real-time as it is being collected through a secure, password-protected reporting site. Data encryption and other measures will ensure the security of the data (see below for full security details). All data will be compiled in aggregate and no individual respondents will be identified. Data will be available through the online reporting site for an indefinite amount of time unless the campus instructs Campus Labs to purge their data. 
Once all participating campuses have completed data collection, benchmarking reports will be available through the same secure, password-protected reporting site. At no time will a campus name be linked to any data reported in the benchmarking report. 

Data will be analyzed using quantitative methodologies. In almost all instances, only descriptive statistics will be reported, however, when appropriate, more advanced quantitative data analysis may take place. 
Informed Consent: Students will be asked to provide their consent through the email invitation to participate in the survey (Appendix A). If having the informed consent in the email only is not sufficient, a separate start page will be added as the first page of the online survey that allows respondents to check a box that they understand that they are providing their informed consent. 

Anonymity/Confidentiality: No individual response to the survey will ever be identified in any report. Rather, all resulting data will be reported in the aggregate. To allow for reminder emails to be sent to only non-respondents, the survey is not anonymous. Each possible respondent is sent a unique link that is tied to their email address.  However, all identifiable information will be visible only to the email server and is blocked from viewing by all others. The administration of the survey can be dictated by institutional requirements related to anonymity and confidentiality in that all reminders can be sent to the entire sample if the campus does not wish to have unique/identifiable links sent to each possible respondent. 

Risks/Benefits: While survey research presents minimal risks, students may be uncomfortable answering some of the questions. Participation in the survey overall is voluntary, although students may not opt to skip any questions that they do not wish to answer. If students do experience any discomfort, they will be encouraged in the email invitation to contact the researchers.
The survey provides a better understanding the characteristics, perceptions, and attitudes of college students and will result in direct benefits for students, such as enhanced programming efforts.
Deception: Deception will not be used in this study. 

Compensation: Students will not be compensated for completing the survey. [If incentives are being used, insert information here]. Only students who complete the online survey will be eligible for the incentives.
Data Security: All data will be stored through Campus Labs servers and will only be accessible through a unique username and password. Campus Labs has implemented various security measures at the application, network, and physical level to ensure that data will not be compromised. At the application level, several security measures and coding standards are in place such as code to guard against common hacking techniques, rules related to strength of passwords, and staying up-to-date on all security and release updates. Protection at the network level includes features such as dual firewalls, SSL encryption and 24/7 monitoring. Campus Labs servers are housed within a Class A Data Center, compliant with TIA standards. The servers are always staffed, have three-tiered access points, and 24/7 camera surveillance. 
Appendix A: Invitation to participate / Informed Consent 

Sender: INSTITUTION NAME OR INSTITUTIONAL REPRESENTATIVE

Subject line: 

Dear Student or “first name”:

In an effort to serve you better, the Career Services staff would like your feedback! Below is a link to a survey that asks about your experiences, plans for after graduation, and your perceptions.  It is our goal to take this information and provide meaningful opportunities and enhanced services for students. 

The survey should take approximately 15-20 minutes to complete. You may access the survey by clicking on the link below:

[Campus Labs will insert this link upon approval of the survey]

If you have any difficulty logging in, please e-mail support@campuslabs.com or call 716.270.0000.  

Please be assured that your answers are confidential. No individual’s answers will ever be identified in any report. In addition, your participation is voluntary, though I hope you will respond. By clicking on the SURVEY link above you are indicating your willingness to participate in this survey.  Should you have any questions about the project or our interest in using the results, I encourage you to contact me at the email below.

Thank you for your participation!

Sincerely, 

INSTITUTIONAL CONTACT NAME

INSTITUTIONAL CONTACT TITLE

INSTITUTIONAL CONTACT IFORMATION

