Intranet: Qualtrics

If your research requires ethics approval, you need to use one of the University approved survey tools, which in AMBS includes Qualtrics. Click on Survey Tools on the following page:
https://www.staffnet.manchester.ac.uk/rbe/ethics-integrity/ethics/app-prep/
Personal data should only be collected if absolutely necessary, i.e. if a survey does not require names, email addresses, demographic data etc, don’t collect it. If you do need to collect personal data you must ensure that the following details are provided to the respondents before they submit survey responses either in a separate participant information sheet, in an email sent to participants containing the survey link or within the introduction to the survey itself prior to the questions:
· [bookmark: _GoBack]How the information the respondent provides will be used, including if they will be contacted again in future and if so why? If you wish to contact people again they need to be given a choice.
· How long the information they provide will be retained. If the survey responses containing personal data are not required after the answers/statistics have been collated they should be destroyed/deleted. Personal data should not be retained once the research is complete.
· Who will access the personal data. 
· The relevant University of Manchester contact details. People have the right to withdraw from the survey/questionnaire and have their response deleted and to not be contacted again. 
· The fact that a third party survey tool (eg Qualtrics) is being used should be communicated, including a link to their privacy policy.
Once the survey is closed, the data must be extracted and stored on a University approved system, where it must be managed in accordance with the Records Retention Schedule. The survey must be deleted after the data has been extracted.
Any further questions should be directed to the Information Governance Office: information.governance@manchester.ac.uk

