Guide for IRB approval

Obtaining IRB approval at first appears to be an overwhelming task.  To simplify the procedure, allow yourself ample time for the process to be completed and take it one step at a time.

1. Familiarize yourself with the IRB process

Log on to: www.usc.edu/admin/provost/irb and scroll down to University Park IRB.  Here you can access all the necessary IRB forms and an informational booklet about the IRB process.  The booklet includes helpful websites and answers to FAQ’s.  Leavey library offers a video about the IRB process, soon to be available online.  For questions about the library program or other IRB-related issues, contact Cindy Chui, USC IRB Administrator (ckchui@usc.edu).

2. Determine the parameters of your study

Think like a human subjects review board member; their job is to ensure:

· the confidentiality of participants; 

· equitable access in  selection of participants (no convenience samples, no coerced participants)

· the safety of all participants (risk)
Consider the following:
a. What is your research question?

b. What is the title of your project?

c. How will you collect data? (interviews, focus groups)

d. Who will you interview? 

i. Where will you find subjects? 

ii. How will you recruit them? If you are using an advertisement, what information will it include? If you are soliciting participants directly, include the script for how you will ask them. (coercion factor)

iii. How many will you interview? 

1. How long will each encounter (focus group/interview) last?

2. Over what period of time will these take place?

iv. What will you ask?

1. Include an interview or focus group protocol or be prepared to describe the most “invasive” of your questions/topics (think “risk” – are you asking anything sensitive, or anything that if someone else read the answers might put the participant’s job or reputation in jeopardy)

2. Do you anticipate any risks to your subjects? What if they get upset during the encounter – can they stop? What resources can you make available (like the phone number to the counseling center) if they get very distressed by the encounter with you?

e. Where will you store your transcriptions or notes? (think “confidentiality”)

i. Who will have access to the data?

ii. When will you destroy it?

f. Who will be the principal investigator for the study? (sponsoring professor)

3. Prepare necessary documents

In order to expedite your IRB approval, be sure to make each document as concise, clear and thorough as possible.  It is most likely that you will need to submit the following:

a. Appendix F (Proposal Cover Sheet) 

Note:  Fill it out exactly as written. The faculty chair of your dissertation 

is always the Principal Investigator. You are the secondary investigator.

b. Appendix A (Various questions about study) Follow the questions exactly. Use the questions as headings. Use the answers in Section 2 of Appendix F to help you complete this Appendix.

c. Appendix B (Claim of Exemption)

Note: If you are interviewing students under the age of 18 you are not eligible for an exemption. In this case, you will need  BOTH the participants’ assent (Assent form provided by USC IRB) and parental permission (special Informed Consent form for parents of minors).

d. Informed Consent Form(s) (Submit on department letterhead).  Include the following in a footer on the far left-hand side:

Date of preparation: (insert current date)

USC UPIRB #:

Expiration Date: (Do not include if you are submitting a claim of exemption)

Note: The Information Sheet is only used if administering surveys via mail, the Internet or distributed to mass numbers of subjects.  Contact an IRB administrator to verify if you qualify to use this form.

e. Copies of interview/survey instruments

f. Copy of grant proposal, if applicable

g. Other supporting documents (including the principal investigator’s and your Curriculum Vitae)

h. Optional: if you are using posters or flyers to recruit subjects, include one copy.  The advertisements should include a brief description of the study and a number to phone if a subject is interested in participating.

4. Obtain approval of principal investigator
This is a good time to share your documents with your sponsoring professor. Be 

sure to obtain her/his signature on the required forms.

5. Submit paperwork
If you are a student in the Rossier School of Education, submit your application to the Research Institute (1003 WPH, Dr. Sundt or Dr. Yaden) for delegated review.

Note: Most initial applications are returned for minor revisions and resubmitted promptly.  

