
Survey Approval Request Procedure 

1. Principal Investigator (PI) will submit a completed electronic SURVEY APPROVAL REQUEST FORM to 
the Quality Assurance/Institutional Effectiveness Coordinator, Dr. Neka Simms at 
simmsneka@clarksoncollege.edu. 
 

2. If using an existing survey tool please review the following prior to submitting this form: 
a. Check the instrument for any copyright restrictions. 
b. If using an existing instrument, contact the publisher or author who designed the instrument 

and request permission to use. 
c. Retain a copy of any communications granting permission and send a copy with your conversion 

request to Dr. Neka Simms. 
d. If building your survey on a previous instrument, provide a reference. 
e. If you purchased the tool then permission is not required. 
f. Though many instruments that are published in the literature may be free, it is your ethical 

responsibility to secure permission to use, modify or publish it. 
 

3. All surveys must be edited, verified by the PI, and submitted as a Word file. 
 

4. Please list any specifications for the survey being submitted (e.g. survey monkey conversion or 
handouts, pre- and/or post-survey, or on-going survey). 
 

5. A confirmation email will be sent upon completion of the survey approval process. 
a. A final survey PDF that should be included in the IRB application to indicate approval 

from QA/IE Coordinator is included. 
b. If using survey monkey, a survey link is included to send to participants. 

 
6. PI should test the converted survey monkey instrument for any discrepancies and let Dr. Neka Simms 

know when to clear the data before the survey deployment. 
 

7. Let Dr. Neka Simms know your intended open/close dates for your survey after IRB approval.  
 

8. The PI should make any change requests. 
 

9. Please plan accordingly to ensure sufficient turn-around time (typically 3-4 business days).  
Survey approval request (PI)  Survey review/approval (NS)  Survey testing in survey monkey (PI)  Survey 
deployment  

 
Note: Electronic Forms are located:  

1. Clarkson College | Current Students | IRB 
2. Clarkson College | Intranet | Center for Teaching Excellence |  Institutional Effectiveness  
3. eCollege | IRB Companion 
4. Masters and Doctoral Resources Site 
5. Capstone Courses 

If you have questions, comments or concerns please feel free to contact Dr. Neka Simms via email or phone 402.552.2949. 

mailto:simmsneka@clarksoncollege.edu

