Dear ACHA-NFSHA Web Surveyor,

Thank you for choosing to participate in the ACHA-NFSHA and placing your order for a
web survey administration. Important information for web surveyors follows. Please
save this information for your records.

Pre-survey tasks

x Determine survey methodology, sampling strategy, available incentives and how
you will explain privacy/document consent of the participants.

x Determine your desired survey launch date, anticipated recontact dates for non-
responders, and desired survey close date. ACHA recommends that you
recontact non-responders five times. Typically, leaving the survey open for 3
weeks with five contacts to non-responders during this time is sufficient.
We recommend that reminder messages are sent 3-4 days apart, with the final
message sent 3-4 days before the scheduled survey closing date. Once you
determine these dates, please e-mail the ACHA-NFSHA Program Office at
tklenner@acha.org
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ACHA-NFSHA to your faculty/staff. This letter must state in it that you do
not have an IRB.

x If your IRB deems the ACHA-NFSHA does not need to be reviewed
because it does not meet the federal definition of “research”, then you
must obtain written permission from a campus administrator as described
above. This letter must state in it that the IRB has determined that the
ACHA-NFSHA is not research. A copy of the approval and/or exemption
must be on file with ACHA before online data collection can begin.

x Review FAQs for Web Version at the bottom of this webpage:
https://www.acha.org/ACHA/Programs _and_Services/NEFSHA.aspx and begin
discussions with your IT department to minimize technical problems with your
survey administration. Pay particular attention to the information about rate
control and spam filters, as failure to do so may prevent your e-mail invitations
from reaching school email addresses. This information changes periodically —
please do not assume that a previously successful ACHA-Web survey
administration means that this has already been addressed. You must ensure
that your IT department has the info from the most up-to-date FAQ document
(see our website).

x The following materials are to be e-mailed to the ACHA-NFSHA program office at
least two weeks pri or to survey launch d ate:

1. ACHA-NFSHA Web-Based Survey Order Form indicating method of
payment.

2. Documentation of IRB approval (or administrative approval) as indicated
above.

3. Survey invitation email /informed consent. If you want a logo or image
included in the emailed invitation, you need to also include that image as
a jpg file. Customization charges apply. See order form for details.

4. The subject line you would like to use for your initial invitation. Beware
of “spammy” sounding subject lines such as “Win prizes!” or “Earn a
chance to win $100!" It's helpful to mention the school and/or health
center name in the subject line to offer legitimacy to the effort (e.g.,
“XYZU
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number, etc.) ACHA would prefer not to have any unnecessary
information on file about your faculty/staff. Finally, sort the list by
email address and scan for incomplete email addresses.

f You must indicate whether you want all of the faculty/staff listed in
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following your requested schedule.

Once your campus survey is launched, you will be sent a link to an online report
that will allow you to monitor your survey submission number. You will be asked
to confirm your reminder message dates and survey closing date. Your invoice
will also be generated and e-mailed to the person indicated in the “bill to” portion
of the order form.

If you want to add or change any of your recontact dates, you must confirm with
your staff contact at the ACHA-NFSHA program office at least 2 business days
before you want the e-mails sent.

If you need to add additional faculty/staff to your sample after your survey has
launched, only the fee is charged when adding additional contacts while staying
within the same sample size tier. If the additional contacts added brings the total
number of contacts into a new sample size tier, the school must pay the
participation tier difference plus the fee. See fee schedule for pricing.

If you are contacted by faculty/staff during the survey period who:

o0 Inadvertently deleted their invitation before participating — Tell them not to
worry, as all non-responders will receive a reminder message (if you have
scheduled one). Note that this is the only way a faculty/staff will get
another copy of the email with survey link, ACHA cannot provide
individuals with individua

Revised3/8/2024






complete. No data or reports will be released by ACHA until all required
documents are on file.

x If you are offering an incentive in t
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ACHA-NFSHA Letter of Introduction/Consent Template

Instructions: Please customize the text below in red for your particular campus
and then change all text back to black. We will not send a survey invitation that
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(campus contact person) and the American College Health Association

If you do not want to receive reminder messages about completing the survey, pledsreiocckemove
yourself from the survey mailing list:
(ACHA to insert unsubscribe link here)
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