
UMassGlobal IRB 1 Adopted 2021

UMASS GLOBAL INSTITUTIONAL 
REVIEW BOARD 

Faculty Application Procedures 

The UMASS GLOBAL Institutional Review Board (IRB) has the responsibility and authority to review and approve all 
research projects by UMASS GLOBAL faculty and students conducting research involving human subjects as defined in 
45 CFR 46.102. All investigators must submit their research protocol to the Institutional Review Board (IRB) for review 
and approval prior to commencing the research project. 

The UMASS GLOBAL IRB will approve only research that conforms to the professional standards as understood
within the relevant discipline. The IRB consists of a least one member from: Arts and Sciences; Education; Nursing
and Health Professions; Institutional Research and Planning; Community Member; and Human Research Protection 
Officer. 
** In order to determine whether a research project requires IRB approval, consider the following:

 Research: In general, research that involves data gathered solely for internal UMASS GLOBAL use (e.g., a
course evaluation or a university program evaluation) or as part of a classroom project that will not be
presented outside the classroom will not be reviewed by the IRB. However, if the results of a research project
will be disseminated publicly, it is considered to be “generalizable knowledge” and is subject to IRB review.
Publication of research results in an academic journal, presentation at an academic conference, providing an
evaluation report to an external sponsor, and using human subjects research data in a master’s thesis or in a
doctoral dissertation are all examples of contributing to “generalizable knowledge” and require prior IRB
approval.

 Human subjects: You must obtain IRB approval for protocols that use existing or archival data if the study
meets the definitions of “human subjects” and “research”. A human subject is defined as "a living individual
about whom an Investigator (whether professional or student) conducting research obtains (1) data through
intervention or interaction with the individual or (2) identifiable private information (45 CFR 46)." The initial
determination as to whether a research project should be considered human subjects research should be
made by the Investigator based on the above definitions of “research” and “human subjects.” If the researcher
has questions about whether the project is research or involves human subjects, he/she should consult the
IRB. Final authority for making this determination rests with the IRB.

The following document was prepared to assist faculty in completing an application to the IRB and consists of two 
sections: 

1. Process (a description of each step involved in IRB review and approval)
2. Frequently Asked Questions

In addition to this document, applicants may find other resources available at irb.umassglobal.edu, including a 
detailed workflow program that illustrates each stage of the IRB approval process. Applicants may also contact the 
IRB Coordinator at IRB@umassglobal.edu.

https://irb.umassglobal..edu/Pages/Home.aspx
mailto:irb@umassglobal.edu
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Part 1: PROCESS 

 FOR RESEARCH INVOLVING UMASS GLOBAL STUDENT AND FACULTY DATA: For research involving UMASS
GLOBAL student and faculty data, you must first seek approval from the Dean of your respective school. In an e-
mail, detail the nature of the proposed research and seek permission to conduct the study. Save correspondence as
a Word or PDF document. Include this as a supporting material to your PDF application (below). If you are not
doing research involving UMASS GLOBAL data, start with step one below.

 STEP ONE: Acquire a PDF IRB application and Action Form by scrolling past page 5 in this document
o For research involving UMASS GLOBAL student or faculty data, provide proof of your

Dean’s permission to conduct the study when inquiring for the forms.

 STEP TWO: Complete all applicable sections of the application and prepare relevant supporting materials. Ensure
that supporting materials are labeled in the following nomenclature: IRB_Surname_DocumentName (e.g.
IRB_Smith_CITI or NIH Certificate)

In completing a thorough application, applicants should address the following common omissions: 
o In Part 2 regarding the Description of Human Subjects, specify an age, even if it is a broad estimate

(e.g. adults 18+).
o In the textbox in the Privacy and Confidentiality section, in addition to other considerations, do not

neglect to indicate how data will be disposed of and destroyed following the study. Provide a timeline
as to when such data will be destroyed (e.g. “after 3 years of the completion of the study”).

o If interviews will be conducted as part of the study and such interviews will be recorded, be sure to:
 Check “Audio/Video Recording and Analysis” in Data Collection (under Part 2 – Study Design,

Methods and Procedures)
 Check “Photos/images/audio recording” in Privacy and Confidentiality (Part 4)
 Also ensure the Informed Consent form mentions that interviews will be recorded.

Attachements required of all applications: 
E-mail from Dean indicating permission to conduct the study (for studies involving use of 

UMASS GLOBAL
data)

Copy of CITI or NIH certificate

APPLICATION SUBMISSION TIMELINE: 

IRB Committee Meeting Schedule: 
IRB meetings take place on Thursdays throughout the academic year, and are generally every other
Thursday, except for the summer and the December holiday season when fewer meetings are scheduled. 

Applicant Submission Deadline: 
In order to be placed on the agenda for a given meeting, a complete application must be received and 
screened by the IRB Coordinator a week ahead of the scheduled meeting by Wednesday, 5:00 pm PST. An 
application may take 24-48 hours to process, depending on any needed revisions. Applicants are advised to 
submit their application well ahead of the Wednesday deadline to secure a place on the meeting agenda. 

A schedule for all upcoming IRB meetings, and their corresponding deadlines, can be accessed at: 
irb.umassglobal.edu

Agenda Placement Notification: 
Applicants will receive confirmation that their application is accepted for the committee’s review as their 
applications are processed, no later than the Friday (5:00 pm PST) before the scheduled meeting. 

mailto:buirb@brandman.edu
https://irb.umassglobal.edu/Pages/Home.aspx
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 Informed Consent form or Request for Waiver of Informed Consent:

 For participant informed consent:

 Follow the structure and content of the model provided at irb@umassglobal.edu
 For the sake of the investigator’s privacy and to reinforce the project’s affiliation with

UMass Global, provide a UMass Global e-mail address for contact instead of a
personal or work e-mail address.

 Ensure the level of risk mentioned in the Informed Consent form reflects the level of
risk mentioned in the online application form.

 Ensure that if recorded interviews or focus groups will be utilized as part of the study
that the Informed Consent form mentions the audio recording.

 For research involving minors, two forms are required:
 Follow the structure and content of the following model for the Minor Assent form

(template available at irb.umassglobal.edu)

 Follow the structure and content of the following model for the Parental Informed
Consent form (template available at irb.umassglobal.edu

 Research Participant’s Bill of Rights
 Use this document prepared by UMass Global  with letterhead. Do not copy and paste

content into another document.
(https://irb.UMassGlobal.edu/Guidelines_Forms/ResearchParticipantsBillofRights.pdf)

Other attachments that will be required, depending on design: 
 If conducting the research project on a site, include a site permissions letter or e-mail.

 All recruitment materials (scripts for invitations sent via e-mail, letter, and/or telephone; flyers; 
social media postings; etc.)

All instructional materials (e.g. if hosting information sessions), including PowerPoint slides and 
form distribution.

 All surveys, questionnaires, assessments, and interview scripts.
 For all instruments (surveys, questionnaires, assessments, etc.) developed by a third party, include

a permission letter granting permission to use said instruments.

 STEP THREE: Save application packet and supporting materials in a single zipped folder. E-mail application packet to
the IRB Coordinator (irb.umassglobal.edu) for screening. If the application packet is complete with all required
materials, the IRB Coordinator will forward the packet to the IRB Chair.

o For research involving UMass Global student or faculty data, the IRB Chair will submit the application
packet to the Provost for review and approval. The IRB Chair will notify the applicant if/when the Provost
has granted approval. Following the Provost’s approval, the application will be placed on the agenda for
the following IRB meeting.

 STEP FOUR: The members of the IRB committee will review and discuss each application. There are three possible
outcomes for each application. Each outcome will be communicated to the applicant via e-mail:

o Approved as submitted: No revisions are required. The applicant may proceed with research.
o Approved with minor revisions: Minor revisions are required. Requested revisions will be sent via e-mail.

Once the applicant resubmits the application with the requested revisions, the IRB Chair will review the
application a final time.

o Major modifications required: Several revisions are required. Requested revisions will be sent via e-mail.
The application must be revised and undergo all rounds of review.

 ADDITIONAL STEP FOR RESEARCH INVOLVING UMASS GLOBAL STUDENT AND FACULTY DATA: To obtain the
data mentioned in your protocol, please submit a data request form to the Office of Institutional Research and
Planning. For additional information, contact the Office of Institutional Research and Planning at
ir@umassglobal.edu.

https://irb.umassglobal.edu/Pages/Home.aspx
https://irb.umassglobal.edu/Pages/Home.aspx
https://irb.brandman.edu/Pages/Home.aspx
https://irb.umassglobal.edu/Guidelines_Forms/ResearchParticipantsBillofRights.pdf
mailto:irb@umassglobal.edu
https://my.umassglobal.edu/sites/staff/Departments/IRP/Lists/Data%20Request%20Form/Item/newifs.aspx
mailto:ir@umassglobal.edu
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NOTE: If an applicant wishes to make changes after IRB approval has been granted, the applicant must submit a 
Request for Modification PDF form (available upon request at irb.umassglobal.edu). Submit the form for review 
toirb.umassglobal.edu The IRB Chair will review and will make a determination as whether to approve the 
request. The applicant will be notified of the outcome via e-mail. 

mailto:irb@umassglobal.edu
mailto:rib@umassglobal.edu
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Part Two: FREQUENTLY ASKED QUESTIONS 

Q: Which type of review do I request – expedited, exempt, or full? 

A: Please consider the following factors in determining which review is most appropriate for your application, and 
consult with your Dissertation Chair: 

1) Expedited Review: This review is appropriate for research projects that pose minimal risk to participants,

maintain subject confidentiality, and use non-invasive procedures. See
https://irb.UMassGlobal.edu/Guidelines_Forms/ExpeditedCriteria.pdf for criteria for exempt review.

2) Exempt Review: This less stringent review is appropriate for research that falls into 1 or more of 6
federally designated categories in which the least risk is posed to participants. Some examples of exempt
research include: utilizing archival and/or publically available data, passively observing public behavior
without collecting identifying information, etc. See
https://irb.UMassGlobal.edu/Guidelines_Forms/ExemptCriteria.pdf for a list of qualifications.

3) Full Review: This review is appropriate for research projects involving vulnerable populations (e.g. minors,
pregnant women, inmates, cognitively impaired individuals, non-English speaking persons), sensitive
subjects (e.g. drug use, sexuality), or involve procedures that could result in emotional or psychological
distress. See https://irb.UMassGlobal.edu/Guidelines_Forms/FullCommitteeReviewCriteria.pdf for
conditions that require full review.

Q: Which level of risk do I select – minimal risk, less than minimal risk, or more than minimal risk? 

A: Minimal risk is defined as, “the probability and magnitude of harm or discomfort anticipated in the research are not 
greater in and of themselves than those ordinarily encountered in daily life or during the performance of routine 
physical or psychological examinations or tests" (45 CFR 46.102(i)). Consult with your chair in determining if your 
project presents “minimal risk,” “less than minimal risk,” or “more than minimal risk.” 

https://irb.umassglobal.edu/Guidelines_Forms/ExpeditedCriteria.pdf
https://irb.umassglobal.edu/Guidelines_Forms/ExemptCriteria.pdf
https://irb.umassglobal.edu/Guidelines_Forms/FullCommitteeReviewCriteria.pdf
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UMass Global INSTITUTIONAL REVIEW BOARD

Application for IRB Review of New Research Protocol 

Part 1 – Administrative Information 

This form is to be used for requesting IRB review of any new project.  IRB approval is required before any 

research involving human subjects may be initiated. 

Full details must be provided and all necessary documentation submitted.  UMass Global is committed to safeguarding the
rights and welfare of all people who participate in research conducted by UMass Global faculty and students. UMass Global
supports responsible experimentation which promises to increase knowledge and understanding, and encourages the 
highest ethical standards among UMass Global researchers.

The central aim of the IRB is to protect the rights of human participants in research studies, including their rights to give 
informed consent and to have their safety protected from undue risk. The IRB has the responsibility and authority to
review and approve all research projects by UMass Global faculty and students involving human or animal participants. It
will approve only research that conform to the professional standards as understood within the relevant discipline. 

The IRB Application becomes the researcher’s record of the compliance with laws and regulations protecting the rights 
and welfare of human participants in research as documented by the Department of Health and Human Services (DHHS) 
regulations 45 CFR 46, as specified in the Office for Protection from Research Risks (OPRR) 1983 report on Protection of 
Human Subjects.   

Submit an electronic copy of the Application for Exempt, Expedited and Standard Review to irb@UMassGlobal.edu.

Institutional Review Board Application 

Research Information 

Researcher’s Assurance:  I certify that the information provided in this application is complete and correct.  I understand 
that as principal researcher, I have ultimate responsibility for the conduct of the study, adherence to ethical standards, and 
protection of the rights and welfare of human participants.  I agree to:  (1) Conduct the study according to the approved 
protocol; (2) Make no changes to the approved study without prior IRB approval; (3) Use the approved procedure and 
form(s) for obtaining informed consent; and, (4) Promptly report any significant adverse events to the IRB within five 
working days of occurrence. 

Researchers Name: Date 

Faculty Advisor/Sponsor/Chair Assurance:  By my signature, I certify that the student has sufficient knowledge to conduct 
the study in keeping with the protection of human participants.  Further, I agree to:  (1) monitor study progress;  (2) 
Supervise the researcher in solving problems in the research as they arise;  (3) Ensure that the researcher promptly report 

IMPORTANT:  Please respond to all the questions.  Do not leave any items blank. Responding to each question on 

this application fulfills one of the requirements for the ethical conduct of researchers.  If a question does not 

pertain to your study, indicated not applicable (NA) following the question.  Do not delete or modify questions 

from this application.  Please note that incomplete applications will be returned without review.   
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significant adverse events; (4) Identify an alternate advisor or sponsor in the event that I am unavailable (on leave or 
sabbatical) and advise the IRB in writing of such arrangements. 

Faculty Advisor/Sponsor/Chair Name: Date 

Principal Researcher’s Contact Information: 

Name: 

Mailing Address: 

Work Phone: Personal Phone: 

E-mail Address: 

Co-Principal Investigator: (Student/Faculty Advisory/Sponsor/Chair) 

Principal Researcher’s Contact Information: 

Name: 

Department: 

Mailing Address: 

Work Phone: Personal Phone: 

E-mail Address: 

Application Type: New Proposal Response to Initial Review (All revisions must be in italics) 

Renewal: IRB Number 

Title of proposed research study: 

Type of Review Requested: 

Exempt Review: As defined in 45 CFR 46 there are six exemptions to the regulatory requirements of described in section 

46.101(b) of 45 CFR 46.  See IRB Research Review Policy for “exempt” review requirements.  

Expedited Review: Surveys considered minimal risk, research on individual or group behavior or characteristics where 

research does not cause stress to subject and confidentiality is maintained, research involving deception that poses no more 

than minimal risk, performance of non-invasive tests, collection of data using noninvasive procedures, collection of blood 

samples by finger stick or venipuncture by trained personnel, research using existing documents, records, pathological 

specimens, or diagnostic specimens. 

Standard Review: Research with greater than minimal risk, research of a sensitive nature, research with vulnerable 

populations (children, prisoners, pregnant women, mentally disabled, elderly individuals, non-English or English as second 

language speakers, or economically/educationally disadvantaged individuals), research involving invasive procedures, research 

inducing physical pain or potential injury. 
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Type of Research: 

Institutional Research 

Graduate Research  

Undergraduate Research 

Principal Researcher Position: 

Faculty      

Doctoral Student 

Masters Student 

Other 

Principal Researcher’s College Affiliation: 

College of Arts and Sciences 

College of Business and Professional Studies 

Nursing and Health Professions 

Education 

Category that applies to your research: 

Doctoral Dissertation 

Masters’ Thesis 

Faculty Professional/Academic Research 

Course Project 

DNP Clinical Dissertation Project 

Part 2 – Study Design, Methods and Procedures 

   Provide a summary of the study, including the purpose and research questions: 

   Describe briefly how this study will contribute to existing knowledge in the field: 
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Description of Human Subjects: 

Target Population Total Number of Participants 

Sample Size 

Characteristics of 
Population 

Specify age of 

Subjects 

Do your subjects include any of the following: 

Pregnant Women/Neonates 

Minors ages seven through seventeen 

Infants or Children younger than seven years of age 

Cognitively Impaired  

Inmates or Prisoners 

Elderly/Aged Persons 

Non-English Speaking Persons 

Economically or socially disadvantaged 

Adults with physical or mental disabilities 

Patients 

Other special populations targeted in the study protocol 

Recruitment 

Specify how you will gain access to, recruit and select your subjects:  Describe when, where and how participants will be 

contacted. How will potential participants be initially identified?  From what sources will participants be identified, i.e., 

school, business, health care, law enforcement, non-profit organization, etc.  Attach letters or email from all organizations 

on official letterhead granting permission or IRB approval from the organization.  Attach all recruitment documents i.e., 

flyers, brochures, bulletin boards, Media, electronic media, social media, etc. 

Data Collection 

In-person Interview 
In-person Questionnaire  
Observation 
Mail Survey/Questionnaire 
Telephone Survey/Interview 
Participant Observation  

Experimental Procedure 
Archival Data 
Electronic Survey 
Audio/Video Recording and Analysis 
Focus Group Interview 
Standardized/Educational Test 

Standardized  
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List all instruments, assessments, tests, questionnaires, interviews or other materials developed specifically for this 
research.  If no special assessments were developed and used in this study state “non-applicable” or NA .   
Attach a copy of all materials used in this research.   

List the titles of all instruments, assessments, tests, questionnaires, interviews for other materials developed commercially 
or by a third party.  If no commercially developed materials were used in this study state “non-applicable” or NA.  
Attach copies of all materials and verification of permission to use the materials in this research.  

Describe in detail and in sequence the study procedures that involve human participants including tests, treatments and 
research interventions. 

Are you offering payment other inducements to participants in this study? 

NO 
YES    Describe the amount of the payment or inducement and how it will be received. 

Will participation in the study involve any cost to the participant? 

NO 
YES    If yes, indicate the anticipated costs and rationale. 
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Part 3 – Risks and Benefits 

Please select all of the potential risks that are involved in your study. 

Use of private records (such as educational or medical records) 

Manipulation of psychological or social state such as sensory deprivation, social isolation, psychological stress 

Probing for personal or sensitive information in surveys or interviews such as private behaviors or employer 

assessments. 

Presentation of materials which some participants may consider sensitive, offensive, threatening or degrading. 

Possible invasion of privacy of subject’s family 

Social or economic risk (reputation, cultural, employability, etc.) 

Identification of child, spousal, or elder abuse 

Identification of illegal activity 

Risk of injury or bodily harm 

Other risks (please specify) 

What level risk does this research present to dignity, rights, health, welfare, or privacy of the participants? 

Less than Minimal Risk to Participants – Justify your rating below 

Minimal Risk to Participants – Justify your rating below 

More than Minimal Risk to Participants – Explain and specify risks below 

Describe the steps that will be taken to minimize risks or harms and to protect the welfare of participants.  Include a 

description of how you will handle an adverse or unexpected outcome that could be potentially harmful against any risk.  

Describe any benefits that individuals may reasonably expect from participation.  If there are none, state “None.” 

Describe any anticipated benefits of this study to society, academic knowledge or both. 
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Part 4: Privacy and Confidentiality 

Will you or any member of your research team collect or have access to any of the personal identifiers listed below?  Select 

all that apply. 

Name 

Date of Birth 

Mailing or email address 

Phone numbers 

Social Security number 

Medical records 

License 

IP address 

Photos/images/audio recording 

Signatures, handwriting samples 

Any unique identifier not mentioned above: 

Describe the procedures for how the subject’s privacy will be maintained during the study.  What provisions have been 

made to protect the confidentiality of participants?  Where will you securely store data and research records?  How will you 

dispose of signed consent, data and research records after the research is completed? 
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Part 5 – Consent Process 

Informed Consent 
The entire informed consent process involves giving a subject adequate information concerning the study, providing 
adequate opportunity for the subject to consider all options, responding to the subject's questions, ensuring that the 
subject has comprehended this information, obtaining the subject's voluntary agreement to participate and, continuing to 
provide information as the subject or situation requires.  Identify and describe the procedures you will use to obtain 
Informed Consent.  Attach your proposed consent form(s) (see UMass Global requirements and Sample Informed Consent
form) and include the script of oral explanations.  Include any Informed Consent forms required by other participating 
organizations.   

Consent required 
Written assent for children and individuals under 18 
Parent/Guardian permission for children and individuals under 18 
Participant informed consent required 
Consent not required 
Consent obtained at the beginning of on-line survey, phone interview or personal interview or focus 
group (attach a copy of electronic versions or oral scripts used to obtain consent) 

Informed consent procedures 

Attachments to be included with IRB Application 

Part 6 – Attachments 

Include any of the following attachments applicable to this application: 

Consent/Assent Forms (All parental/guardian consent forms, Information sheets for Waiver of Consent, Internet Consents, 

Verbal Consent scripts, etc.) 

Screening Materials (Demographic questionnaires or measures used in screening subjects for inclusion or exclusion) 

Site Permission/Support Letters (Letters form agency or organization granting permission – on official letterhead) 

Recruitment Materials  

Data Collection Instruments (Questionnaires, copyrighted tests, focus group questions, interview questions, scripts, etc.) 
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Part 7 – Assurance 

I agree: 

 To comply with all IRB policies, decisions, conditions and requirements.

 This study protocol has been designed, to the best of my knowledge, to protect human participants engaged in

research in accordance with the applicable principles, policies, regulations, and laws governing the protection of

human subjects in research.

 To obtain prior approval from the IRB before amending the research protocol or the approved consent/assent

form.

 To report to IRB any adverse event (s) and/or unanticipated problem (s) involving risks to participants.

 To submit the Annual Review Form as needed.

Principal Investigator: 

Faculty Advisor/Sponsor/ Chair: Date: 

Adopted 2021
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Part 8 - Full IRB Review

Full IRB review is required for all research involving greater than minimal risk to subjects. This responsibility

cannot be delegated. Full review is required for research involving any protected subject population.  Protected 

groups include: fetuses, pregnant women, human in vitro fertilization, prisoners, children, elderly, and 

psychiatric patients. Depending on the type of research or target population, some groups may be vulnerable to 

coercion or undue influence, or have impaired capacity to make decisions and require additional safeguards. 

The researcher shall design subject selection and consent procedures that will protect the rights and welfare of 

all subjects.  In addition, a study may be referred to the full board by an expediting reviewer.  For example, a 

reviewer may seek guidance from the full board in determining whether a study meets the regulatory definition 

of minimal risk or when the scientific question posed exceeds the expertise of the identified expediting 

reviewer. 

Describe how your protocol mitigates or accommodates possible risks to the research participants. 

Describe the professional experiences and special training you have that qualifies you to conduct the proposed 
study involving more than minimal risk to participants. 
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