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Exempt IRB Review Application Form

Instructions: Please fill out this application form using clear language and lay terms. Answer each section completely. Some questions may not apply to your study. In that case, please add “not applicable or N/A.” Upload this application form along with additional required documents to your submission in IRBNet. For more information, please visit the IRB website. For questions, please contact the IRB Office at (760) 750-4066 or irb@csusm.edu. * Note – applicants with incomplete applications and/or significant additions needed to supporting materials will be asked to revise their IRB package before review.

	Project Title
	








	Proposed Start Date
	




	Faculty /Staff Investigators (Name Co-PIs and list their information as well)

	Name:
	


	Department:
	
	College/School:
	


	Work Phone:
	

	Work E-mail:
	

	Does the proposed study involve research team members from outside institutions?
       ☐ Yes         ☐No

If yes, list their names, institutions or organizations, titles and their IRB Office’s contact name and e-mail address:


Note: for federally funded studies that qualify for exempt review, there is no single-IRB review in most cases.  Collaborators will have to apply to each of their respective institutions with an exempt application. 





	Student Investigator (if the student is the principal investigator)

	Name:
	


	Department:
	
	College/School:
	


	Phone:
	

	CSUSM E-mail:
	

	Date CITI Trainings Completed:
	
	Undergraduate or Graduate student?
	

	Faculty Advisor Name: 
	
	Department/College:
	

	CSUSM Phone: 
	

	CSUSM E-mail:
	

	Date Advisor’s CITI Training Completed:
	

	REMINDER: After a student investigator has completed this application form, they must e-mail it to their faculty advisor for review and feedback. After the faculty advisor gives permission to the student to move forward, the student should upload this application form along with additional required documents to IRBNet. After the student uploads all documents, they should share the IRBNet package with their faculty advisor. The faculty advisor must have an IRBNet account to approve the package as the “advisor” by logging into IRBNet. The faculty advisor will receive a notification via e-mail that the package has been shared with them and they need to sign the package in IRBNet. IRBNet submissions will not be reviewed without the faculty member’s signature. For more information on how to share a package in IRBNet, please visit the IRB website and read the IRB Picture Guide.




	International Research
Does the proposed study involve international research (i.e., research or participants that reside outside of the U.S. or research that will take place outside of the U.S.)?  


	☐Yes  ☐No

	If yes, list the countries involved, along with the following information listed for each of your international collaborators including co-investigators, research assistants, data handlers, or people helping you recruit study participants: name and professional title (if used), institutional affiliation, work e-mail, and work phone number. 


	

	Note that if you are proposing international research, you may need to include additional consent procedures and other materials in your package that address relevant data protection laws. In addition, if your research includes international activities, be sure to refer to the Office of Graduate Studies & Research’s Export Control webpage and the IRB International Research webpage.  An export control assessment will need to be done to determine if an export license(s) is/are needed. Contact OGSR at facultyresearch@csusm.edu before submitting your IRB package to discuss whether your research is subject to Export Controls and/or data protection laws. 

















Checklist: Check the additional documents that are uploaded in IRBNet. Check ALL that apply:

☐CITI Training Certificates for the principal investigator (students should include their two CITI certificates and their faculty advisor’s current certificate/s)
 
☐Letter of support (If you are collecting data off campus or gathering non-public data from or with an institution, you need to provide a letter of support from the research site and/or person giving you permission to access the data/ research recruitment site. The letter of support must include the letterhead of the organization and list the research activities to provide evidence that the organization is knowledgeable about the study and/or knows how you will be using the data.)

☐Recruitment flier(s), email recruitment script(s), social media posts, and other advertisements or recruitment tools that include the name of the primary researcher, and role as student/faculty/staff and department at CSUSM. All QR codes on materials must be actively linked to study materials and accessible to reviewers.

☐Survey(s), questionnaire(s), interview questions, and/or copies of any materials presented as part of a study. Please upload both hard copies of your documents and active links for any materials delivered online and/or websites used. (Note that demographic choices for interview and survey questions should be alphabetized to prevent undue harm to participants.)

☐ Information sheets (for exempt studies with participants who can be identified by researchers). Use the information sheet template provided on the IRB website. 
  
☐Ed.D. students in the Joint Doctoral Program Only: Sign, scan, and upload the UCSD-CSUSM JDP IRB Cover Sheet 

☐Verification of translation form (For any materials in languages other than English or Spanish



	
Funding: Is this research study funded? 

	a) ☐ Yes         ☐No


	b) If yes, please check one below: 
☐ Internally funded

                     ☐ Externally fundedPlease provide funding source: 



	c) Do you (the PI)  or any of your research partners or family members have any financial conflicts of interest related to this study?  
☐ Yes         ☐No

d) If you have financial interests related to the design, implementation or reporting of human subject research findings list them here.


· Be sure to address how you will minimize possible harms to participants that result from this conflict on your information sheet and other relevant materials. 





	A. Exempt Review Categories:  The following categories of research are currently approved for exemption. Please check the relevant exemption category/categories for your study. 

	.    
☐Category 1. Research conducted in established or commonly accepted educational settings, that specifically involves normal educational practices that are not likely to adversely impact students’ opportunity to learn required educational content or the assessment of educators who provide instruction. This includes most research on regular and special education instructional strategies, research on the effectiveness of the comparison among instructional techniques, curricular, or classroom management methods.


	☐ Category 2. Research that only includes interactions involving educational tests (cognitive, diagnostic, aptitude, achievement), survey procedures, interview procedures, or observation of public behavior (including visual or auditory recording) IF (i) The information obtained is recorded by the investigator in such a manner that the identity of the human subjects cannot readily be ascertained, directly or through identifiers linked to the subjects OR (ii) Any disclosure of the human subjects’ responses outside the research would not reasonably place the subjects at risk of criminal or civil liability or be damaging to the subjects’ financial standing, employability, educational advancement, or reputation. If child participants are involved, the data cannot readily be traced back to them by direct or indirect identifiers and only ed tests and/or observations without interaction are included).


	☐ Category 3. Research involving benign behavioral interventions in conjunction with the collection of information from an adult subject through verbal or written responses (including data entry) or audiovisual recording if the subject prospectively agrees to the intervention and information collection and IF (i) The information obtained is recorded by the investigator in such a manner that the identity of the human subjects cannot readily be ascertained, directly or through identifiers linked to the subjects OR (ii) Any disclosure of the human subjects’ responses outside the research would not reasonably place the subjects at risk of criminal or civil liability or be damaging to the subjects’ financial standing, employability, educational advancement, or reputation.


	☐ Category 4. Secondary research (study of existing data including documents, records, or biospecimens) for which consent is not required; AND IF (i) The identifiable private information or identifiable biospecimens are publicly available; OR (ii) Information, which may include information about biospecimens, is recorded by the investigator in such a manner that the identity of the human subjects cannot readily be ascertained directly or through identifiers linked to the subjects, the investigator does not contact the subjects, and the investigator will not re-identify subjects; OR (iii) The research involves only information collection and analysis involving the investigator’s use of identifiable health information when that use is regulated for the purposes of “health care operations” or “research” or for “public health activities and purposes;” OR (iv) The research is conducted by, or on behalf of, a Federal department or agency using government-generated or government-collected information obtained for non-research activities.

	☐ Category 5. Research and demonstration projects which are conducted by or subject to the approval of appropriate Federal Department of Agency heads, and which are designed to study, evaluate, or otherwise examine: (i) public benefit or service programs; OR (ii) procedures for obtaining benefits or services under those programs; OR (iii) possible changes in or alternatives to those programs or procedures; OR (iv) possible changes in methods or levels of payment for benefits or services under those programs.

	☐ Category 6. Taste and food quality evaluation and consumer acceptance studies if the food has been found to be safe by the FDA or other food safety agency.



	
B. Please answer the following questions about your research study:

	☐ Yes         ☐No    My research participants belong to a vulnerable population (e.g. children under 18 years of age if studied outside a normal classroom setting, prisoners, or any other vulnerable population.)


	☐ Yes         ☐No    I will record data from participants in such a way that their identity can be readily ascertained, directly or indirectly through identifiers linked to the participants AND any disclosure of participants’ data outside of the research could be damaging to them or place them at risk of criminal or civil liability, be socially stigmatizing, or influence employability, financial standing, insurability, access to services, educational advancement, or reputation.



	☐ Yes         ☐No    My research participants will experience more physical, emotional, or mental stress and discomfort than they do during daily life or a routine medical or psychological exam. 



	☐ Yes         ☐No    My research involves secondary research where broad consent from research participants will be or has been obtained for collecting, storing, and maintaining identifiable private information or identifiable biospecimens (e.g. saliva, urine, blood, etc.)

	☐ Yes         ☐No    My research involves the deception of participants (meaning participants are not provided with or misled about the purpose of the research study in the beginning of the study) AND participants will not be prospectively agreeing to participate in a study that contains deception.

	☐ Yes         ☐No    Does this study involve the use of Generative Artificial Intelligence in study procedures or analysis? (This includes the use of stand-alone services such as CSUSM’s Microsoft Copilot [preferred], commercial analytic tools with embedded AI (e.g., ATLAS.ti, Tableau, NVivo AI Assistant and custom-built AI applications.)


	If you answered 'yes' to any of the above questions, please submit a limited/expedited/ full review application instead of this exempt application.






If you answered ‘no’ to ALL questions in Section B and your research study fits within at least one of the exempt categories in Section A, proceed to answer the following questions.



	1. Describe the nature and purpose of your research study, including the significance of your research project and your research questions, and how your study will attempt to answer them. Include three citations/references in your description. Do not include methodology in this section.

	







	2. a. Provide a step-by-step explanation of your research methodology including data collection methods. Be sure to describe how you will store and protect the data you plan to collect. Be thorough. You must provide enough detail so that the IRB can determine that your research qualifies for exemption. 

	

	            b. Upload hard copies of surveys, questionnaires, interview prompts, and observation protocols to your IRBNet package and if relevant, list the links to websites, surveys, and other online versions of these materials here. (The IRB must be able to preview online materials as a participant will see them, e.g., info sheets or consent forms that are linked to Qualtrics surveys only upon consent.)


	





	3. For research conducted in established educational settings, please state HOW the research activity (not the instructional material) is a "normal educational practice.”  

	










	4. For secondary research using biospecimens for which consent is not required, please explain how the identifiable biospecimens are publicly available or data recorded by the researcher such that they are anonymous. Additionally, explain where and how the data will be stored and will be disposed.



	




	5. Describe the participants that will be involved in your research. How will you be selecting/recruiting your population? Will anyone be excluded from participating? If you have multiple participant groups such as students and teachers or children and parents, please describe each population. REMINDER: If you are collecting data or recruiting off campus (e.g., school, business, non-profit, etc.) upload a letter of support for your research from a site administrator on their letterhead in IRBNet.  

	







	6. How many participants will be involved in your research? Provide the maximum number of participants for each population group in your study.  

	




	7. Are you employed at the research site where you plan to collect data? 


	
☐ Yes         ☐No    




	8. Briefly outline all principal investigators’ affiliations, qualifications, and experiences related to the research study.

	














	9. If the principal investigator is a student, outline your CSUSM faculty advisor's qualifications.


	





	10. If using student or research assistants, please explain how you will ensure that these assistants are trained and qualified to assist the project including obtaining consent forms and collecting data. (All student assistants must complete their two required CITI trainings before starting to work on the project. It is the faculty researcher’s or advisor’s responsibility to keep a copy of student assistants’ CITI training certificates on record. Their certificates may also be uploaded to IRBNet.) 

	





	11. For Student Principal Investigators Only

Please check the blank below to verify that you will share your package and obtain your faculty advisor’s signature in IRBNet before submitting your IRB package:


	       
☐I verify that I will share my package with my faculty advisor in IRBNet after I upload this application and other materials, and before submitting the package for review.
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