Proposal to Conduct Study or Survey

Instructions to Apply for Approval to Conduct a Study: 

1. Complete all sections of these forms (this page, below, and the next.) Indicate any portions that do not apply with N/A. See next page for additional information required in Proposal.

2. Submit completed materials, along with any data collection instruments, informed consent forms, and other relevant materials, to the Director of Research and Analytical Services at least 2 weeks before you intend to begin data collection.

3. If your project must occur at a particular time, it is recommended that you begin the approval process well in advance of that date in case review identifies necessary changes.

4. Failure to provide a complete and legible application packet may hinder a timely review. 

Application Review:

1. Projects qualifying for “expedited review” normally will be reviewed within one working week of receipt by the Director of RAS.

2. Projects requiring full review will normally be reviewed within two working weeks of receipt by the full Institutional Review Board.

3. If a project is not approved, it will be returned with suggestions on ways to make it acceptable and so it can be resubmitted. The above timelines also apply to resubmissions.



Proposed Title or Subject of Project:________________________________________

Individual Responsible for Project: __________________________________________


Title_____________________________________________________________


Dept., Program or Office:____________________________________________


Mailing Address:___________________________________________________




      __________________________________________________


Work Phone __________________________________


E-mail Address __________________________________

This project is expected to be:





Repetitive project: 

      
1-time project ​​​​:
      

Every semester ____






Begin/End dates ________
Every year  ____











Every biennium  ____

Approval Signatures:

Principal Investigator:_____________________________     
Date:_________

Faculty Advisor (for student projects)__________________

Date:__________

Chair or Director:__________________________________

Date: __________

Dean:
__________________________________________

Date:___________

RAS Director, upon review of proposal_________________  
Date: __________

Vice-President or President:_________________________

Date:___________

Proposal for a Study Involving Human Subjects

The purpose of this information is to provide the South Texas College Research Review Team with sufficient information to understand the use of and safeguards provided for all individuals who participate in your study. Consideration of risk to human subjects is the sole purpose of this review, not the focus or quality of your study. However, if during the review of protections for participants the Review Team identifies areas that might be improved or potential problems, these will be identified and a list of suggestions for improvement provided. 

Please do not leave any portion of this proposal blank. If, in your opinion, any section of this does not apply to what you are proposing, enter “N/A” in your proposal.

If you need assistance in developing the proposal, the Research and Analytical Services (RAS) staff who do not serve on the Review Team will be pleased to help.

Please do not attempt to fit your proposal to this page. Use as many additional pages as you need to fully explain your plan for conducting this study.



Respond to the following 8 areas in your proposal.

1. Description of the problem to be studied and statement of hypothesis/es, if applicable.

2. Statement of benefits anticipated as a result of this study.

3. Describe what you plan to do. Specifically, describe 

a. Your procedures for selecting, recruiting, or identifying study participants, as well as any who may be used in a control or comparison group

b. Any plans to do follow-up studies of participants, or to access their institutional records

c. Describe the methods you will use in collecting data and securing it

d. Plans for analyzing data with respect to identification of any individual study participant’s responses

e. Any other information relevant to assessing possible risks to participants.

4. Description of possible risks to human subjects. These might include such risks as physical pain or danger, emotional or psychological pain or trauma, legal, or financial risks.

5. Description of uniquely identifying information to be collected about study participants, such as social security numbers, names, position titles, addresses, etc., with a statement of whether the study will keep identifying information confidential if collected and a description of the means of doing so.

6. List and attach copies of all questionnaire instruments, informed consent documents, interview protocols, and any other materials to be used for the project (e.g., newsletter articles, flyers or handbills, etc.)

7. Describe the procedure(s) used to secure informed consent. If participants cannot be fully informed prior to participation, attach a copy of the debriefing plan to be used with them following participation.

8. Will minors (i.e., any individuals under the legal age of consent, age 18 in Texas) be involved in this study?      Indicate:  
YES_____
DON’T KNOW _____
NO  _____

If you indicated “YES” or “DON’T KNOW”, describe the procedures to be used to gain informed consent from parents or guardians. Also, describe the means to be used in identifying any minors in the participant group.

THANK YOU FOR TIMELY COMPLETION OF YOUR PROPOSAL.

FORWARD IT TO THE DIRECTOR OF RESEARCH AND ANALYTICAL SERVICES.

YOU WILL RECEIVE AN ACKNOWLEDGEMENT WHEN IT IS RECEIVED AND YOU SHOULD EXPECT ACTION ON YOUR PROPOSAL WITHIN 2 WORKING WEEKS.

If you do not receive timely acknowledgement or response,

please follow-up with the Director of RAS or any member of the Review Team.

The Informed Consent Document

An Informed Consent Document often takes the form of a cover letter addressed to participants, although it may take any other form that seems most suitable. Regardless of the form, the typical Informed Consent Document has the following information and requirements (see below.)

Please note that minors (in Texas, individuals less than 18) cannot legally give informed consent.  If it seems probable that minors may be included in potential participant groups, then you must describe how you will identify and eliminate minors from participating or detail how they will be identified and informed consent for their participation obtained from parents or guardians.


1. Your name and statement of your affiliation (e.g., “Sherry Lance, an instructor at STC, ” or  “Manuel Garza, a graduate student at XYZ University.”

2. Name or title of your study and a brief description of what it is about (e.g.,  “ a retention survey, to determine how long STC students intend to remain with the college and when they expect to transfer or graduate.”)

3. General description of what participant will do (e.g., “complete the attached questionnaire” or “participate with a group of students in a focus group at the beginning and end of the fall semester to discuss your experiences at STC during the semester.”)

4. An explanation of any risk to the participant, (e.g., “because your responses will be completely anonymous and reports will combine all responses, you can never be personally identified” or “the results of the focus group discussions will be reported in general terms and no individual identified in final reports; however, other participants and the staff conducting the focus groups will know who participated.”)

5. An indication of how much of the participant’s time will be required (e.g., “each focus group is expected to last about 1 hour” or “most individuals complete the questionnaire in 20-30 minutes.”)

6. Assurance that participants’ responses will be confidential, or if appropriate, anonymous.

7. Assurance that individuals may refuse to participate, refuse to answer any questions they wish, or withdraw from participation at any time without penalty. NOTE:  These assurances are particularly important when there is a faculty-student, advisor-student, counselor-student, or supervisor-employee relationship involved.

8. Offer to make a summary of results available to participants and/or to conduct a debriefing, if appropriate, at the conclusion of the study.

9. Opportunity to obtain further information prior to participation (e.g., “if you have further questions, feel free to call me at XXXXXX, or to contact the Director of Research and Analytical Services at 956 872-5584.”)

10.  RAS web page address for checking approved research or indicating concerns given.

11.  A place for the participant’s signature and date.*

12.  A place for the researcher’s signature and date.*

NOTE:  Items 10 and 11 may be omitted for surveys. However, the cover letter should explicitly state the following:  “Completion and return of the survey/questionnaire indicates permission to use the data in the study.”  It is a good idea to include either a statement that the participant understands s/he must be at least age 18 to complete the survey on the cover letter or add a checkbox as the first item on the instrument where participants affirm they are at least 18 years of age, are voluntarily participating, and understand the data they provide will be used in the study.
