Proposal Processing Procedures

Submission Received to JotForm

\

Check Review Level Accuracy

Review for Completion- Check for Consent Form, Recruitment Script, Proposal,
Survey/Questionnaire, Site Permission Letters (if applicable)

Missing \1: \l, Complete

Email researcher asking for additional Con;p,et
e

documents \

/ Readability is good

Check for signatures- need both student and faculty advisor/primary

investigator signatures

Missing ¢l

After 3 days from submission email
researcher and faculty advisor/PI asking for
signatures

Missing \11

After a full week from submission email Signed
researcher and faculty advisor/Pl again

Signed v
\ If signatures are there: assign to REC reviewer to begin

Signed

the review process




Review Levels and Processes

Exempt

4

Assign to Chair Reviewer

4

Approve

Click approve
button in JotForm

Email researcher
outlining what is
missing

Conditions
not met

Expedited Full Board €

v 4

Email committee w/documents.
*If prisoner research, be sure to
include use REC + prisoner list

v

Take minutes at monthly meeting where
committee reviews and makes decision

Assign to REC

Decision Made

v

Approve w/ Conditions

\

» Check that conditions are clear and align with
the decision selected. Request clarification
from reviewer (or ask REC chair if need be).

o Type up conditions from the reviewer
guidelines (if needed) into the comment box

» click approve w/ conditions button in

JotForm
—  Student submits revisions _

¢ Notify chair to decide next

Re-review submission, check back at ~ =————=3p  Steps (can click approve
button if conditions were

conditions to see if all necessary Conditi
onditions . .
vl e Es el et minor / easy to confirm)

Exempt/Expedited
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