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INSTITUTIONAL REVIEW BOARD GUIDANCE

SUMMARY OF SUBMISSION FOR THE RECRUITMENT OF RESEARCH PARTICIPANTS

Submission of Recruitment Material(s) for Review by the Recruitment Subcommittee

· Recruitment material(s) for review are to be submitted electronically via e-mail to the designated IRB Coordinator (Devon.Zibel@fccc.edu).

· The submission must include:

· A completed Recruitment Subcommittee Review Request Form available at http://staging3.fccc.edu/research/irb/subcommittees.html
· A separate Recruitment Subcommittee Review Request Form is required for each recruitment piece submitted. Up to 3 pieces may be submitted for review at one time.

· The recruitment piece(s) for review.

· The current IRB approved informed consent document.

· The recruitment section of the protocol. 

· Upon receipt of the recruitment submission, the IRB Coordinator will perform a pre-review to determine that the submission is complete, accurate, and in an appropriate format.

· The IRB Coordinator will fill out an Initial Request Pre-Review form to check for complete submissions (an example can be seen http://staging3.fccc.edu/research/irb/subcommittees.html)

· Submissions that do not meet the IRB requirements will be returned to the submitter.

· Reasons for returning the submission include, but are not limited to, the following:


· The piece has not been proofread.  There are numerous typos and/or grammatical errors.

· The information on the Recruitment Subcommittee Review Request Form is incomplete, e.g. the place where the piece will be displayed or distributed or how the piece will be used is missing.

· A phone script contains language or tone that is inappropriate.

· A specific dollar amount is included for any incentive or compensation that is being offered. 

· Submissions that meet the IRB requirements will be forwarded by the IRB Coordinator to the subcommittee members for review.

