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Avila University IRB Research Checklist (Faculty & Student Guide)

Before You Begin
☐Determine whether your project involves human subjects research
☐Consult the IRB if you are unsure
☐Identify a faculty sponsor (required for student researchers)

Prepare Your Submission
☐Complete the IRB Application
☐Prepare informed consent form(s) or consent script
☐Prepare recruitment materials (emails, flyers, announcements)
☐Prepare research instruments (survey, interview questions, etc.)
☐Complete required training (if applicable)

Submit for IRB Review
☐Submit all required materials to the IRB
☐Ensure your application is complete to avoid delays

IRB Review Process
☐IRB determines level of review (Exempt, Expedited, or Convened)
☐Receive decision (Approved, Revisions Required, Deferred, Not Approved)
☐Submit revisions if requested

Before Starting Research
☐Receive written IRB approval or determination
☐Do NOT begin recruitment, consent, or data collection before approval

During the Study
☐Follow the approved protocol
☐Protect participant privacy and confidentiality
☐Report any issues or concerns to the IRB
☐Consult IRB if unsure about changes

Making Changes
☐Submit a Modification/Amendment Form for substantive changes
☐Wait for IRB approval before implementing changes

Ongoing Studies
☐Submit Study Status Update if required or requested by IRB

Closing Your Study
☐Ensure data collection is complete
☐Ensure identifiable data analysis is complete
☐Submit Study Closure Form
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