Protocol Questions 

Answer each of the following questions.  Include as much information as necessary to fully respond (there is no word limit). Most applications are between two and five pages. 

If there is a question that does not apply to your project (e.g., no participants will be under age 18), simply indicate that the question is “not applicable” or “na”. 

Project Name: 
Investigator name(s) and university affiliations: 

1. What is the purpose of your research project? Please list your specific research questions or hypotheses, and how your research design will enable you to answer or test them. Please make it clear if and where you plan to present or publish the project results (including whether the project will be used to meet a thesis or other academic requirement). 

2. Discuss the potential significance and scientific merit of the study. (What do you hope to gain from this research project?)

3. Who will participate in your study? 
a. List the number of participants that you plan to include in your sample (if you plan to increase the number after the application is approved, an IRB modification form is needed). Indicate whether you plan to collect data until you reach a certain sample size, or within a particular time frame.
b. Explain how and from what groups (or population) you plan to recruit study volunteers. List any criteria that will determine who is included or not excluded from participation, and if appropriate, the ethical consequences of these criteria. If you plan to recruit participants from the School of Social Sciences Participant pool, please make that clear. If you plan to recruit volunteers through an internet based crowdsource website (e.g., MTurk, Prolific), name the website, provide information about volunteer recruitment and compensation, and confirm IT approval. 
c. Are school-age children or other minors to be involved?  If so, please describe the subject population, and how you will confirm both guardian/parental consent and child assent.
d. You will be asked to upload final versions of your recruitment materials including email or text invitations, flyers, social media posts and/or website posts as a separate file. 

4. Describe in detail, and in sequence, all study procedures from the perspective of the participant (including where you will collect these data).
a. Begin with participant recruitment, and describe any procedure that involves human subjects interaction or collection of data to determine eligibility, if relevant. If applicable, separate any procedures that are part of regular teaching practice from procedures that are specific to this research study. Do any members of the research team have a supervisory role over potential participants, provide services to the targeted population outside of the research, or serve in a dual role that may result in a power imbalance between researchers and the participants (e.g., teacher/student, employer/employee)?
b. Your procedures should include any experimental manipulations or interventions (that makes clear what, if any differences, participants will experience if they are assigned to different experimental/intervention conditions). 
c. If your project involves semi-structured interviews or focus groups that could evolve as the research progresses, include a list of discussion topics and any “starter” questions for each topic that can reasonably be expected to be covered.
d. Indicate the length and frequency of participation for any research volunteers.
e. You will be asked to upload final versions of all questionnaires, scripts, and other research materials as separate files. 
i. If you are doing a Qualtrics, Google Forms, or other electronic survey, please export the survey as a Word or PDF file to share with the committee. Do not attach screenshots. Please include the consent, skip rules, and built in messages in the exported file.

5. What type of data do you plan to collect? 
a. [bookmark: _Hlk173743925]Specify the data type. Data could include written answers to questions, audio or video recordings, field notes, photographs or artifacts. Address the details of data collection for each data source in a separate paragraph. 
b. Do you plan to use (private) data already collected for a different purpose? Data could include student records or personal documents. This does not include publicly accessible data that has informed your literature review. 
c. Explain whether the data that you will collect will be anonymous (there is no way to determine who produced what data) or not. Indicate whether you will collect any information that can identify potential participants (e.g., name, social security number, physical and email addresses, name of company, phone number or other unique identifier). This includes information that you might use to create an “invitation list” or a contact list in order to send participants information after the project is complete. 
i. As part of your answer, tell us whether you will identify individual participants with codes that cannot be linked to the participants’ information (an anonymous internet survey), codes that could be linked to participants’ names with a separate code key, or any other approach.  
ii. If you plan to collect identifiable private information as data for your research project, you must include one of the following statements in your informed consent document:
(i) A statement that identifiable private information will be removed, and that, after such removal, the information could be used for future research studies or distributed to another investigator for future research studies without additional informed consent from the subject or the legally authorized representative, if this might be a possibility; 
or
(ii) A statement that the participant’s information collected as part of the research, and even after identifiers are removed, will not be used or distributed for future research studies.

6. What measures will be taken to safeguard the welfare of subjects and their right to privacy? Describe how you will protect participants’ privacy (e.g., others will not overhear conversations with potential participants, individuals will not be publicly identified or embarrassed, study data will be protected). 
a. If you intend to collect identifiable data, how will you protect participants’ privacy and the data confidentiality? (For example, will you remove identifiable information from written transcripts of audio recording). 
b. If you plan to record participants, how will you protect their privacy, and how long will you keep any (video or audio) recordings? 

7. Describe how you will keep data confidential, including data collection, transmission, and storage. 
Identify any platforms used to collect and store study data. Will devices and files be password protected? (Tell us where electronic or written data will be kept (e.g., on a password protected personal computer or in a locked file cabinet? Will documents, files or folders be password protected or encrypted. Indicate if electronic devises, used by all researcher, are password protected and who will have access to your computer/laptop. Keep in mind that personal Google Drives cannot be used for storing research study documents.  If you plan on saving any documents pertaining to the study on Google, you will need to use your HIPAA-compliant SSU assigned Google Drive only accessible by your LDAP password G Suite. The platform is protected by Layer Security encryption, which does protect by putting secure walls around your server. 
a. If assigning pseudonyms, will there be a list that cross-references pseudonyms with any personal information? How will such a list be treated? 
b. What data will you keep (and what data will you delete), and for how long and where? 

8. Briefly describe the data analysis plan. For example, will you collect quantitative or qualitative data? For quantitative data, simply indicate whether you plan to present results for unique individuals or groups. For qualitative studies, specify the proposed analytic approaches (e.g., will you present direct quotes from unique individuals?). 
a. Do you plan to share these data with your participants, sponsoring organizations, school staff and faculty? If so, how will you share your data in ways that protect participants’ privacy and data confidentiality? 

9. Describe the procedures for obtaining and recording the informed consent of subjects. How and when will you ask and confirm consent to participate?
a. [bookmark: _Hlk147760545]If written consent (with or without a request that the participant sign the document) is planned, attach a copy of the consent and/or assent form (for participants under age 18), as appropriate. If oral consent is planned, attach a copy of the text of the statement and a request for waiver of written consent. For more guidance, review either the informed consent checklist (https://orsp.sonoma.edu/sites/orsp/files/informed_consent_checklist.docx) or informed consent description (https://orsp.sonoma.edu/sites/orsp/files/informed_consent_guidelines_0.docx) 
b. If you request that a particular element of the informed consent be waived, name the element and justify your request. For example, researchers who plan to conduct an experiment frequently ask that the requirement that they tell participants the purpose of the study be waived because if participants know the true purpose of the study, the experimental design will not be effective. If you do not ask participants to sign and return a written informed consent to you, please explain why this element should be waived. 
c. Indicate whether language translation of the informed consent is needed. 
d. Indicate whether you plan to ask for informed consent just before data collection, or independently from data collection.
e. Confirm that participants will be able to ask questions and withdraw their consent before any data are collected. 
	
10A. Describe all known risks and discomforts associated with study procedures, whether physical, psychological, economic or social (e.g., pain, stress, invasion of privacy, breach of confidentiality), noting the likelihood and degree of potential harm. 

10B. Describe why none of the research procedures would cause a participant either physical or psychological discomfort or be perceived as discomfort above and beyond what the person would experience in daily life (minimal risk), or why it is necessary to employ greater participant risk for the project. Discuss measures that will be taken to minimize risks and discomforts to subjects. Answer both 11A and 11B.

11. Describe how you will conclude your work with research participants.  If necessary, what steps will be taken to deal with any after-effects of emotional stress or other issues that could result from your project? Note that for some projects, a simple thank you to participants is appropriate. For other projects, you might offer to share community resources with them, ask them if they would like to review an interview transcript, or offer them the opportunity to view a summary of what you find. Your choice most likely depends upon discipline-based research norms. 

12. What procedures will be taken to insure prompt reporting to Sonoma State University’s IRB of (a) proposed changes in the research activity, (b) any unanticipated problems involving risks to the subjects or others, (c) any injury to subjects, and (d) any non-compliance with policies and procedures? Loss of data, risk and injury to the subjects should be reported within 24 hours.

13. What type of payment (including gift cards or participant drawings), if any, will be offered to subjects for their participation in the research? Explain how you will ensure that all participants who are eligible will receive what you promise. Confirm that you will not have more participants than you have the budget to pay them. Any payment information should be part of the informed consent and advertisements. Subject compensation cannot be tied to data quality or decision to participate. 

