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An Institutional Review Board (IRB):
• Examines all research proposals involving with 

human subjects and/or data;
• Assesses the level of risk to participants involved in  

your research proposal as well as the ethical  
boundaries;

• Reviews proposed consent forms and considers any  
special populations in a study such as; pregnant  
women, children, prisoners, and institutionalized  
individuals; and,

• Approves or requires revisions be made to proposals.

What is it?



• If you collect data BEFORE your research is approved 
by the IRB, per federal regulations, IRB will 
immediately terminate your project and confiscate 
all data.  This is done to protect research participants 
and maintain federal compliance.

WARNING



• An IRB consists of representatives from the  
community, faculty/staff  from various departments 
(scientific and nonscientific), a student  
representative, and guidance from the Research 
Compliance Officer (ex-officio, non-voting).

• A current list of IRB members can be found on the 
Office of Sponsored Programs & Research Integrity 
website.

Who sits on an IRB?



Which IRB application do I use?

STUDENTS: Always consult with your faculty advisor before selecting and submitting an application to the IRB.
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What is the process?

Acquire a faculty  
advisor (if you are a  

student)

Generate a research  
question

Generate a project  
for proposal

Complete CITI  
Training

Fill out the correct  
application form

Use Submission Form 
to upload and submit 

application

IRB reviews proposal

IRB approves project  
and supporting 

documents 

Principal  
Investigator (PI) may  
begin collecting data

Proposal requires  
revision

Required revisions are 
made to application 
form and submitted 
through Submission 

Form

IRB approved
protocol letter sent  

to PI and Faculty 
Advisor

Start Here



How do I fill out an application?

The Not Human Subjects, Exempt, Expedited, 
and Full Review application forms have similar 
requirements. 
The following example is for an Expedited
application.



Step 1: Get Application Form
Go to ucmo.edu/osp and, in the left menu, select Forms & Resources.



Step 2: Get Application Form
Select the “Application Forms” dropdown to view all eligible forms.



Step 3: Get Application Form
Select the appropriate application form, download, and save to your computer.



Step 4: Fill Out Application
The application will be completed in Word.



Step 5: Fill Out Application
Complete Section A: General Information.



Step 6: Fill Out Application
Check all appropriate boxes. 
Note that unless you have data from a professional indicating your subjects are, 
without a doubt, not pregnant or not cognitively impaired, you must check “May Be 
Included” for the Pregnant, Women of Childbearing Age, and Cognitively Impaired 
categories. Without testing or data from a professional, you will not know if a subject 
is pregnant or cognitively impaired.



Step 7: Fill Out Application
Complete Section B: “Review Category”
Check the appropriate category for  your project based off the descriptions provided.



Step 8: Fill Out Application
Complete Section C: “Project Details”
This section is multiple pages.



Step 9: Fill Out Application
Continued Section C: “Project Details”



Step 10: Fill Out Application
Final Pages of Section C: “Project Details”



Step 11: Fill Out Application
Complete Section D: “Principal 
Investigator and Faculty Advisor 
Agreement”

Carefully read the “Please note” 
section, as students are required 
to work with their faculty advisor 
on the IRB protocol application.



Step 12: Submit Application
Go to ucmo.edu/osp and, in the left menu, select Forms & Resources.



Step 13: Submit Application
Select the “Application Forms” dropdown to view all eligible forms.



Step 14: Submit Application
Select the “Submission Form” to upload your application.



Step 15: Submit Application
Complete the required 
fields, select the 
appropriate “Review 
Type” and drag and drop 
or click “Browse Files” to 
upload the application 
and all supporting 
documents to the 
Submission Form.



Step 16: Submit Application
Review all information on the Submission Form and make sure all required support 
documents are uploaded.

Once you have confirmed that everything is correct, you may click the Submit button.  
Please note, if you would like a courtesy email of your submission, you must click the 
box.



CITI Training
• OSPRI pays for the CITI institutional license, so it 

is free for all UCM employees and students.
• Before your protocol application can be 

approved by IRB, you must complete the 
Responsible Conduct of Research (RCR) module 
of CITI training.

• Although it requires moderate response effort,  it is 
paramount that you understand the  material 
presented in the training

• The next slide explains how to access the  training



Getting Access to CITI Training
The following are basic learner login instructions for first time use of the CITI site.

• Researchers need to go to www.citiprogram.org to register for CITI online 
training.

• Once there, click on “Register” button in the upper right corner
• Under “Select Your Organization Affiliation,” type in University of Central 

Missouri
• Check that you agree to the terms and check to affirm that you are affiliated

with UCM before clicking the “Continue to Create Your CITI Program 
Username/Password” button.

• Create a unique username and password and select the learner group.
• After going through registration, you should be ready to complete training 

modules.
• Please contact citisupport@med.miami.edu in should you have any issues 

registering.

http://www.citiprogram.org/
mailto:citisupport@med.miami.edu


Quick Tips

• Acquire a faculty advisor from the start
• Work in conjunction with your advisor through every 

step of this process
• Conduct a basic literature review before submission 
• The Office of Sponsored Programs and Research 

Integrity will be your point of contact for this process
• Plan on 2-4 weeks wait time for approval
• Check your employee or student email frequently for 

IRB communications



Contacts

For questions regarding the application process, 
please email: researchreview@ucmo.edu

Program Administrator and Research Compliance 
Officer: Kathy Schnakenberg
Phone: 660-543-8562
E-mail: schnakenberg@ucmo.edu

Office of Sponsored Programs & Research Integrity
Administration Building, Suite 102

mailto:researchreview@ucmo.edu
mailto:schnakenberg@ucmo.edu
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