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Institutional Review Board (IRB)
Standard Application for Human Participants Research





Instructions for Submission
1. Review guidance at https://www.westfield.ma.edu/offices/institutional-review-board-human-subjects-research-irb 
2. Attach supplementary documents (e.g., surveys, informed consent forms) to this application or submit separately.
3. Questions: irb@westfield.ma.edu. Students must cc their faculty advisor on all correspondence.
4. Submission indicates that the PI (and Faculty Advisor, if applicable) accepts responsibility for compliance with university requirements and federal regulations (45 CFR 46).
A. General Information
Project Title:
	




Principal Investigator:
	Name:  
	Email:  



	Investigator Status:  ☐ Faculty/Staff   ☐ Undergraduate   ☐ Graduate 
	Department:



Faculty Advisor (if applicable):
	Name:
	Email:



	Estimated Start Date:
	Estimated End Date: 
	Proposed Review Level:  ☐ Exempt   ☐ Expedited   ☐ Full Board



Other Key Personnel:
List names, emails, and departments. For higher-risk studies, include relevant training or experience. For non-WSU collaborators, include their organization. Enter "N/A" if none.
	







B. Purpose of Research
B1. Why is this research important and what are its primary purposes?
(250 word maximum.)
	






B2. What questions or hypotheses is this research designed to answer?
(250 word maximum.)
	






B3. How will the results be used or disseminated?
(250 word maximum.)
	






B4. Class or program activity involvement (if applicable):
If the research will involve or add onto an existing class activity, explain which activities are proposed as research vs. normal coursework. Clearly differentiate in consent documents. Enter "N/A" if not applicable.
	








C. Participants
C1. Participant Groups:
List each participant group (e.g., WSU students, K-12 students, online users) and the expected number from each.
	




C2. Special Populations — check all that apply:
	☐ Persons in other countries
	☐ Pregnant or nursing mothers

	☐ Persons with limited literacy or limited English
	☐ Persons with cognitive impairments

	☐ Persons with substance abuse or mental health problems
	☐ Day care or K-12 students

	☐ Adults who are incarcerated or in involuntary hospital confinement
	☐ Youth in foster, residential, and/or hospital care



C3. Inclusion / Exclusion Criteria:
What characteristics must participants have to be included? Answer for each group if criteria differ.
	




C4. Screening Process (if applicable):
Describe how you will determine whether participants meet inclusion criteria. Attach any screening instruments.
	







D. Study Locations
D1. Where will recruitment, data collection, or other study activities take place? Check all that apply:
	☐ Westfield State University
	☐ Other universities

	☐ K-12 schools or day care centers
	☐ Privately owned businesses

	☐ Public libraries, parks, or similar sites
	☐ Online or telephone only



D2. Off-campus physical locations:
List each off-campus location where study procedures will take place.
	



D3. Third-party organizations, permissions, or assistance:
List any organizations providing mailing lists, permissions, or access. Note: studies involving non-affiliated organizations (e.g., prisons) may require a signed Letter of Cooperation.
	







E. Study Recruitment
E1. Recruitment methods — check all that apply and attach the text for each:
If using the same text for multiple methods, note that in the attachment title. Name attachments "E1[LastName]" if submitting separately (e.g., E1Smith).
☐ In-person or phone recruitment (attach script or bullet points)
☐ Email/text invitations sent by PI or team (attach email/text)
☐ Email/text invitations forwarded by others (attach email/text)
☐ Letter invitation (attach letters)
☐ Online posting (attach text)
☐ Flyers or handouts (attach flyers)
☐ Reminder invitations (attach texts)

E2. Recruitment implementation:
Explain the order and timing of recruitment procedures for each participant group. Describe how individuals will communicate their interest in participating.
	





E3a. Will you recruit individuals when others may be nearby?
☐ Yes    ☐ No
E3b. If yes — privacy of participation decision:
Indicate whether it is necessary to keep the individual's decision private (e.g., stigmatized group membership). If so, describe your privacy procedures.
	



E4a. Relationship between PI/team and potential participants — check all that apply:
	☐ No relationship
	☐ Personal friends or family

	☐ Students
	☐ Employees

	☐ Other (describe below)
	



E4b. If applicable — how will you reduce perceived pressure to participate?
	







F. Data Collection
F1. Data collection procedures — check all that apply:
	☐ Paper questionnaires, surveys, or tests (attach instruments)
	☐ Collection / analysis of biological samples

	☐ Online questionnaires, surveys, or tests (attach instruments)
	☐ Behavior observation

	☐ In-person interviews or focus groups (attach initial questions)
	☐ Physical activities or interventions

	☐ Phone or online interviews (attach initial questions)
	☐ Collection of artifacts (e.g., photos, work samples, essays)

	☐ Review of existing datasets or records
	



F2. Step-by-step implementation:
Describe the order, duration, and process for each procedure and participant group. Include the total estimated time commitment per participant. Numbering or bullet points are encouraged. If accessing records, explain what they contain, how you will obtain them, and how you will use the data.
	







F3. Compensation — check all that apply:
	☐ No compensation will be offered
	☐ Cash or gift cards

	☐ Food or gifts
	☐ Low or no cost services

	☐ Course credit (non-research alternatives must also be offered)
	☐ Other (explain below)



F4. Compensation details:
Explain how, when, and how much compensation will be provided (e.g., all participants, lottery, or upon task completion). University business procedures may apply.
	




G. Risks and Benefits
G1. Potential risks — check all that apply:
	☐ Inconvenience or time (all studies have this)
	☐ Emotional discomfort, stress, or distress

	☐ Risks to privacy or dignity
	☐ Risks to social reputation

	☐ Legal risks
	☐ Financial risks

	☐ Physical injury or illness
	☐ Other (describe in G2)



G2. Risk assessment and mitigation:
Explain how likely or serious each risk is and what steps you will take to minimize risks and address any negative impacts. For studies involving physical activity, attach an emergency action plan.
	






G3. Special populations — risks and consent procedures (if applicable):
If your study includes any special populations (see C2), discuss specific risks and mitigation strategies. Explain any special procedures to ensure consent is fully understood and voluntary. Enter "N/A" if not applicable.
	





G4. Sensitive disclosures and mandatory reporting:
Describe how you will handle information that may pose a problem for participants or others (e.g., substance abuse, suicidal behavior, child abuse). WSU policy and Massachusetts law require reporting of child abuse; other reporting obligations may apply based on your status as a mandatory reporter. Additionally, if your study involves sensitive topics (e.g., mental health, trauma, suicidal ideation), describe what support resources or referrals will be made available to participants (e.g., crisis hotlines, campus counseling). Enter "N/A" if your study does not involve sensitive topics.
	








G5. Deception or omission (if applicable):
If participants cannot be fully informed in advance, explain (a) why deception or omission is necessary, and (b) how, when, and by whom participants will be fully informed afterward. Attach debriefing script or text. Enter "N/A" if not applicable.
	





G6. Benefits to individual participants:
Describe anticipated benefits to participants. If none, state "None." Note: compensation is not a benefit.
	



G7. Benefits to the field or society:
Describe anticipated benefits of this research and explain how the benefits outweigh the risks.
	







H. Confidentiality
In most studies, confidentiality of participant identities and data is necessary and appropriate (but not always). How you handle this information depends on your study design and the risks/benefits to participants. What IS necessary is that this information be clearly described in your consent documents (except in cases of deception or omission).
H1. Types of identifying information that will be collected — check all that apply:
☐ Direct IDs: name, address, phone/email, student ID, SSN, etc.
☐ Indirect IDs: race, gender, grade in school, etc.
☐ IP addresses (collected by online survey programs; if you will remove them, describe how and when in H3)
☐ Photographs or videos
☐ Audio recordings
☐ No direct or indirect identifiers will be collected — study will be anonymous (skip to H4)

H2. External sharing of identifiers (if applicable):
Will identifiers be shared with anyone outside the research team? If so, indicate which information, with whom, and how and when sharing will occur. Enter "N/A" if no identifiers are involved.
	




H3. Confidentiality protection procedures:
Describe how identifying information will be kept separate from data, how files will be secured (e.g., password protection, encryption), and how/when identifying data will be destroyed. If IP addresses will be removed, describe the procedure and timing here.
	





H4. Data storage and retention:
How long will you keep the study data or artifacts? Where will they be stored (e.g., local drive, cloud, university server)? Who will have access? Will encryption be used? For example: "Password-protected files on a university-managed server; data deleted after 3 years."
	




H5. Future secondary analysis:
☐ Yes — include this in consent documents     ☐ No



I. Consent Process
Consent that is fully informed and voluntary is a basic standard for research, and waiver of consent is uncommon. In most cases it is important to document consent with signatures. However, in some studies (e.g., online surveys, special populations), signatures may not be appropriate and the IRB will waive documentation of consent. Important: Consult the Informed Consent Checklist (available on the IRB portal at https://www.westfield.ma.edu/offices/institutional-review-board-human-subjects-research-irb ) to ensure all required elements are included in your consent documents.
I1. Consent process(es) — check all that apply:
☐ Written signed consent form for adults
☐ Written signed student assent
☐ Written signed parental permission forms
☐ Waiver of signatures requested — oral consent or assent
☐ Waiver of signatures requested — consent text presented in a letter, email, or online (explain below)
☐ Waiver of consent requested (provide justification below)

I2. Consent procedure implementation:
Describe how consent procedures will be implemented: at which point in recruitment, by whom, and how consent documents will be shared. Indicate how participants will communicate consent (initially and ongoing) and what will occur if they decline.
	








J. Certification
By signing below, the Principal Investigator (and Faculty Advisor, if applicable) certifies that: (1) all information in this application is accurate and complete to the best of their knowledge; (2) this research will be conducted in accordance with the approved protocol, applicable university policies, and federal regulations (45 CFR 46); and (3) any changes to the approved protocol will be submitted to the IRB prior to implementation.
	Principal Investigator Signature
	
	Date

	
	
	

	Faculty Advisor Signature (if applicable)
	
	Date
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