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Catholic Identity Mission Assessment
New Student Email Specifications and Invitations

Contact with student samples will consist of the following (responsible party noted):
· Pre-notification by campus contact person (participating institution)
· Initial invitation (DRC)
· First reminder (DRC)
· Second reminder (DRC)
· Third reminder (DRC)
· Possible fourth reminder (DRC)

The sample file will include the following information for each student in the population as defined by the institution:
· Student email address (required)
· Student first name (required)
· Student preferred name (optional)

The institutional participation form will include the following information that will be merged into communications with the student:
· Campus primary contact full name
· Campus primary contact email address
· Institution full name (e.g., Loretto University)
· Institution short name (e.g., Loretto)*

* The institution may want to use the full name for all references. Note, however, that the emails and survey content are worded such that the short name acts more like an adjective and the full name like a noun.

Timing of communications
· Campuses will specify the open and close dates for their administration of each survey; the open date will be a seven-day window, the close date will be in the form of four calendar days, excluding Saturdays, after the last reminder
· The open date will determine when the initial invitation goes out
· The campus is strongly encouraged to send a pre-notification email to students/alums three to five days ahead of the initial invitation.
· Reminders will be sent at intervals of four business days, but will not be sent on Saturday or Sunday.


Pre-notification templates
Form A
Dear {Institution short name} New Student:
Or
Dear {Student first name}:
Or
Dear {Student preferred name}:

{Institution full name} is participating in a national study of Catholic colleges and universities that we believe will have significant value.  You have been selected for this study and will receive an invitation to complete a survey.  An email invitation from the “Catholic Campus Project” will provide further details about the study.  Completing the survey will not take long and will be a valuable contribution to this important project.  I want to assure you that this study has the approval of {Institution short name} and that your participation will be greatly appreciated. If you have questions about this study, feel free to contact me by replying to this email [or “campus primary contact person at {email address}” if coming from a different administrator].

Campus Representative Name*
Campus Representative Title*


Form B
Dear {Institution short name} New Student:
Or
Dear {Student first name}:
Or
Dear {Student preferred name}:

New students at {Institution full name} are invited to participate in a major national research project measuring student perceptions about the mission and identity of Catholic colleges and universities.  In the next few days you will receive an invitation to complete a survey from “Catholic Campus Project.”

Because the results of this study will provide {Institution short name} with important information to support the university’s strategic plan and the ongoing work of the [Office of Mission and Values and University Ministry], your participation in the survey will be greatly appreciated. 

Completing the survey will not take long.  Your feedback is crucial!  

Thank you for your thoughtful assistance.

Campus Representative Name*
Campus Representative Title*

*Note that the pre-notification does not necessarily come from the campus’s CIMA contact person. It may be sent out over the signature of a well-known and highly regarded administrator. The invitation and reminders from DRC will include the name and contact email for the campus contact person.


Catholic Identity Mission Assessment Mission Identity New Student Survey
Consent Forms

Initial Invitation

From: Catholic Campus Project
Subject:  New Student Survey
Dear {FIRST_NAME} or {PREFERRED_NAME}:

{Institution full name} has chosen to participate in a study of Catholic higher education sponsored by the Association of Catholic Colleges and Universities. The study aims to understand how Catholic mission affects and is understood by students at Catholic colleges and universities.

This study includes students of all religious affiliations and no religious affiliation. You are asked to complete a questionnaire that will take about 15-20 minutes, with questions about your reasons for choosing this school, your expectations for your college education, and your beliefs and practices related to your world view. You may skip any questions you are uncomfortable answering. Your participation is completely voluntary and may be discontinued at any time. Results of the survey will be shared in aggregate form only, so that your responses are completely confidential and will not be identified with you individually.

Follow this link to the Survey: 
{SurveyURL} [“Take the survey”]

Your decision whether to participate will not affect your standing with your school, nor with the organizations hosting the study.  There are no known risks to participation.  You will receive no compensation for participation.
By answering questions and submitting your survey, you indicate that you voluntarily agree to participate in this study. If you are under 18 years of age, you acknowledge that you are participating without parental permission.
Respectfully,
Catholic Identity Mission Assessment Team
If you have any questions or concerns, please contact one of the following:
Issues about survey content or the purposes of this study:
   {contact person name} at {contact person email}. 
Technical issues with the link or other functioning of the survey:    
   CIMAFirstYearSurvey@DataRecognitionCorp.com
Your rights as a research subject (monitored by the University of Notre Dame, which is not a sponsor of the study): 
   compliance@nd.edu or Dr. Mark Gunty at cima1@nd.edu

If the link above does not work, you can copy and paste the URL below into your internet browser:
{SurveyURL}

If you do not wish to participate in this survey, please reply to this email and include the words “Please remove me from this survey’s mailing list” in your reply.  Please include the link sent in the email for identification. 

First Reminder

From: Catholic Campus Project
Subject:  New Student Survey Reminder

Dear {FIRST_NAME} or {PREFERRED_NAME}:
By now you should have received an invitation to complete your Mission Identity New Student Survey (linked below). This study is a major part of the planning and assessment process at {Institution full name}, and we ask again for your participation.
All survey responses will be held in strict confidence. No individually identifiable information will be reported in any form. Your responses to the survey questions are voluntary, and you can skip items that you prefer not to answer.
The link below is your personal survey link, so please do not share it or forward this email to anyone else. If you have already started the survey, you will be able to continue where you had stopped. To protect your privacy, once your survey is submitted, your link will be disabled.
{SurveyURL} [“Take the survey”]
Thank you for your contribution to this important study.  We wish you the best as you begin your studies.
Your decision whether to participate will not affect your standing with your school, nor with the organizations hosting the study.  There are no known risks to participation.  You will receive no compensation for participation.
By answering questions and submitting your survey, you indicate that you voluntarily agree to participate in this study. If you are under 18 years of age, you acknowledge that you are participating without parental permission.
Respectfully,
Catholic Identity Mission Assessment Team
If you have any questions or concerns, please contact one of the following:
Issues about survey content or the purposes of this study:
   {contact person name} at {contact person email}. 
Technical issues with the link or other functioning of the survey:    
   CIMAFirstYearSurvey@DataRecognitionCorp.com
Your rights as a research subject (monitored by the University of Notre Dame, which is not a sponsor of the study): 
   compliance@nd.edu or Dr. Mark Gunty at cima1@nd.edu
If the link above does not work, you can copy and paste the URL below into your internet browser:
{SurveyURL}
If you do not wish to participate in this survey, please reply to this email and include the words “Please remove me from this survey’s mailing list” in your reply.  Please include the link sent in the email for identification. 


Second Reminder

From: Catholic Campus Project
Subject:  New Student Survey Reminder

Dear {FIRST_NAME} or {PREFERRED_NAME}:

{Institution full name} has chosen to participate in a study of Catholic higher education sponsored by the Association of Catholic Colleges and Universities.  This study is a major part of the planning and assessment process at {Institution short name}, and we ask again for your participation. Collecting student feedback is essential to the success of this process.

This 15-20 minute survey invites students of all backgrounds to share their expectations, understanding of mission, and beliefs and practices.  You may skip any questions you prefer not to answer.  Your participation is voluntary and may be discontinued at any time.  Your responses are completely confidential and will not be identified with you individually.

The link below is your personal survey link. If you have already started the survey, you will be able to continue where you had left off. Thank you for your contribution to this important study.  We wish you the best as you complete your studies.
{SurveyURL} [“Take the survey”]
Your decision whether to participate will not affect your standing with your school, nor with the organizations hosting the study.  There are no known risks to participation.  You will receive no compensation for participation.
By answering questions and submitting your survey, you indicate that you voluntarily agree to participate in this study. If you are under 18 years of age, you acknowledge that you are participating without parental permission.
Respectfully,
Catholic Identity Mission Assessment Team
If you have any questions or concerns, please contact one of the following:
Issues about survey content or the purposes of this study:
   {contact person name} at {contact person email}. 
Technical issues with the link or other functioning of the survey:    
   CIMAFirstYearSurvey@DataRecognitionCorp.com
Your rights as a research subject (monitored by the University of Notre Dame, which is not a sponsor of the study): 
   compliance@nd.edu or Dr. Mark Gunty at cima1@nd.edu
If the link above does not work, you can copy and paste the URL below into your internet browser:
{SurveyURL}
If you do not wish to participate in this survey, please reply to this email and include the words “Please remove me from this survey’s mailing list” in your reply.  Please include the link sent in the email for identification.


Third Reminder

From: Catholic Campus Project
Subject:  New Student Survey Reminder

Dear {FIRST_NAME} or {PREFERRED_NAME}:
By now you should have received an invitation to complete your Mission Identity New Student Survey (linked below). Hearing from you is very important, so we ask again for your participation. 
Your responses will be held in strictest confidence, and you can skip items that you prefer not to answer.  There are no known risks to participation. 
The link is your personal survey link, so you will be able to continue where you had stopped. By submitting your survey, you indicate that you voluntarily agree to participate in this study. If you are under 18 years of age, you acknowledge that you are participating without parental permission.
{SurveyURL} [“Take the survey”]
Thank you for your contribution to this important study.  We wish you the best as you begin your studies.
Your decision whether to participate will not affect your standing with your school, nor with the organizations hosting the study.  You will receive no compensation for participation.
Respectfully,
Catholic Identity Mission Assessment Team
If you have any questions or concerns, please contact one of the following:
Issues about survey content or the purposes of this study:
   {contact person name} at {contact person email}. 
Technical issues with the link or other functioning of the survey:    
   CIMAFirstYearSurvey@DataRecognitionCorp.com
Your rights as a research subject (monitored by the University of Notre Dame, which is not a sponsor of the study): 
   compliance@nd.edu or Dr. Mark Gunty at cima1@nd.edu
If the link above does not work, you can copy and paste the URL below into your internet browser:
{SurveyURL}
If you do not wish to participate in this survey, please reply to this email and include the words “Please remove me from this survey’s mailing list” in your reply.  Please include the link sent in the email for identification. 


Fourth Reminder

From: Catholic Campus Project
Subject:  New Student Survey FINAL Reminder

Dear {FIRST_NAME} or {PREFERRED_NAME}:
Your participation in the Mission Identity New Student Survey is so highly valued that we are asking one more time for you to share your feedback. It’s confidential, voluntary, and carries no known risks. If you’ve already started, your personal link allows you to pick up where you left off. 
By submitting your survey you indicate that you voluntarily agree to participate in this study. If you are under 18 years of age, you acknowledge that you are participating without parental permission.
{SurveyURL} [“Take the survey”]
Your decision whether to participate will not affect your standing with your school, nor with the organizations hosting the study.  You will receive no compensation for participation.
Respectfully,
Catholic Identity Mission Assessment Team
Questions? Contact one of the following:
Issues about survey content or the purposes of this study:
   {contact person name} at {contact person email}. 
Technical issues with the link or other functioning of the survey:    
   CIMAFirstYearSurvey@DataRecognitionCorp.com
Your rights as a research subject (monitored by the University of Notre Dame, which is not a sponsor of the study): 
   compliance@nd.edu or Dr. Mark Gunty at cima1@nd.edu
If the link above does not work, you can copy and paste the URL below into your internet browser:
{SurveyURL}

Subject line to: New Student Survey
From address: CIMAFirstYearSurvey@DataRecognitionCorp.com
From Name: Catholic Campus Project
Reply to: CIMAFirstYearSurvey@DataRecognitionCorp.com
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