
 Online Survey Administration Procedures for Loyola Marymount University 

Within the last couple of years there has been a significant increase in the number of surveys administered across 
campus. It is essential that surveys conducted at Loyola Marymount University provide meaningful, reliable results and 
that the administration of surveys be such that we maximize response rates and work to prevent survey fatigue by 
respondents.  

We encourage members of our community to follow these procedures rather than purchase individual accounts for online 
survey administration software.  

These procedures are intended to maximize the benefits of surveys administered on campus by: 

• Avoiding the collection of duplicate information
• Encouraging the sharing of survey results with the campus community
• Reducing possible survey fatigue by limiting the number and timing of surveys to any one specific group
• Maximizing participation rates for critical university surveys
• Ensuring that those who undertake survey research are aware of ethical practices for research involving human

participants and have Institutional Review Board (IRB) approval as necessary

To administer surveys: 

All members of the LMU community have access to a default account in Qualtrics online survey software. The default 
account will allow the user to create surveys. In order to administer surveys to respondents, the user must obtain 
administrative privileges. To obtain administrative privileges, the user must do one of the following:  

• Send current approval from the IRB for human subjects research to surveys@lmu.edu.
~Or~ 

• Complete the online LMU survey administration training to become familiar with survey design, ethics and
administration policies. Send a request to surveys@lmu.edu or visit lmu.edu/surveys to complete online training.

Administrative privileges will be granted only to faculty and staff members of LMU. Students who wish to administer 
surveys must have a sponsoring faculty or staff member who has obtained administrative privileges administer the survey 
for them.  

Once administrative privileges have been obtained, surveys may be administered for the following purposes without 
further permission:  

• Research conducted by faculty
• Evaluation or assessment of an event by participants or feedback on a service by clients
• Surveys that are part of assigned work for a course

Qualtrics is set to allow surveys to be administered to a maximum of 100 respondents. Requests for permission to 
administer a survey to a larger group of respondents should be sent to surveys@lmu.edu. This process will: 

• Ensure that the survey is not designed to collect information already collected by another university survey; if
available, the University will provide the sought after information

• Reduce survey fatigue and help to maximize responses to critical university surveys by providing permissible
dates for the administration of the survey

• Provide the official email list for administration or administer the survey if appropriate

Updated 08/25/21. These Procedures were updated and approved by David Sapp, Vice Provost for Academic Affairs and Dean of Graduate Education, 
Patrick Frontiera, Vice President for Information Technology and Business Services, and Christine Chavez, Senior Director of Institutional Research and 
Decision Support.  

09/28/09. These Procedures were developed through a collaborative effort between offices in Academic Affairs and Information Technology Services 
and have been endorsed by Ernest Rose, Chief Academic Officer and Senior Vice President, and Joseph Hellige, Vice President for Research and Dean 
of Graduate Studies. 
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