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USE OF HUMAN SUBJECTS IN RESEARCH

OR FOR CLASS PROJECTS

Enclosed is the policy and procedures governing research studies conducted by Springfield College personnel under the auspices of the college. The policy and procedures also apply to those class projects and/or laboratory exercises in which human subjects are tested; for example, the gathering of blood samples by students from themselves or others, or administration of psychological tests or gathering of personal data from students. In all cases, research and class projects must be approved by the Institutional Review Board prior to the testing of subjects. The enclosed application (p. 25) is to be used for individual research projects. Faculty members who wish to conduct class projects utilizing human subjects should write to the Institutional Review Board requesting approval. A detailed description of the project should accompany the request.

The Institutional Review Board strongly encourages faculty supervision of students who are testing human subjects. In situations where faculty supervision is not feasible the Institutional Review Board requires that the faculty supervisor or his/her designate testify in writing as to the proficiency of the student in performing the testing protocol. A "Protocol Performance Observation Sheet" (p. 29) may be used for this purpose and is available in the Graduate Office.

Please let me know if you have any questions concerning this memorandum. For your information the following are members of the Institutional Review Board: (Membership changes will be posted on the Electronic Bulletin Board). 

Dr. Patricia Barbalunga 

Dr. Joseph Berger

Dr. Joel Cohen 

Dr. Robert Hewes

Rev. Robert Price, Ph.D.
Dr. Betty Mann

Dr. Marjorie Marcotte

Dr. Joan Mikalson

Dr. Vincent Paolone

Dr. Judy VanRaalte

POLICY AND PROCEDURES FOR THE
INSTITUTIONAL REVIEW BOARD

SPRINGFIELD COLLEGE

SPRINGFIELD, MA 01109

PREFACE

This statement of policy and guidelines shall be used in research investigations utilizing human subjects, which are conducted at Springfield College, Springfield, MA. It directs that (a) the rights and welfare of subjects are adequately protected, (b) the risks to subjects are outweighed by the potential benefits to the subjects or to society, and (c) that voluntary informed consent of subjects be obtained. 

Springfield College will use for its guidance the Declaration of Helsinki of the World Medical Association and the principles underlying ethical codes of professional societies, such as the American College of Sports Medicine, American Psychological Association, and the American Alliance for Health, Physical Education, Recreation, and Dance. 

POLICY AND PROCEDURES

ALL Springfield College personnel (faculty, students under faculty supervision, and administrators) intending to conduct a research investigation in which human beings will serve as subjects must submit a brief proposal outlining the nature of the investigation to the Chairperson (Associate Vice President, Graduate Education and Research) of the Institutional Review Board (IRB). Initially, a decision is made as to whether the proposed research is exempt or non-exempt, the final authority being the IRB. It is the policy of Springfield College to require the use of an informed consent form signed by the subject and/or parent or guardian for all non-exempt research investigations. In general, exempt research investigations are those in which no substantial physical-contact procedures are utilized with subjects (see OPRR Reports, March, 1983. pp. 4 & 5; Ethical and Policy Issues in Research Involving Human Participants, 2001) .For non-exempt research investigations, the following procedures apply.

NON-EXEMPT RESEARCH PROCEDURES 

1. All investigations of non-exempt research projects shall submit an application for review by the IRB. 

2. Applications will include a brief explanation of the research project and the protocols to be completed by the investigators, foreseeable risk to the subjects, ways to minimize risk, possible benefits to the subject or to society, the procedures to be used in obtaining informed consent, and the procedures to ensure confidentiality of the data. An application form is available in the Graduate Office and on the Graduate website. 

3. The IRB will use the expedited review process for those research activities involving no more than minimal risk to human subjects. Expedited reviews will be initially completed by the IRB member with the expertise in the area (except for cases of conflict of interest) .The recommendations for acceptance or the need for full committee review will be forwarded to the committee chairperson. The chairperson will be solely responsible for the decision of acceptance or for the need for full committee review. Expedited review can approve a research project without full committee review but cannot deny a research project. 

4. The IRB shall meet at least once a year to review the policy and guidelines set forth in the document. The committee shall also meet when expedited review is not appropriate and the need for full committee review of the research is recommended. 

5. The IRB shall review research proposals based on criteria established in OPRR Reports, Protection of Human Subjects, Code of Federal Regulations, 45 CRF 46, revised March 8, 1983; and reported in Ethical and Policy Issues in Research Involving Human Participants, 2001, pp. 169-186) .The pertinent sections are: 

a. 46.111 Criteria for IRB approval of research.

b. 46.117 Documentation of informed consent.

c. 46.206 General limitations. 

d. 46.207 Activities directed toward pregnant women as 

    subjects. 

e. 46.208 Activities directed toward fetuses in utero as subjects. 

f. 46.211 Modifications or waiver of specific requirements. 

g. 46.407 Research not otherwise approvable which presents an 

    opportunity to understand, prevent or alleviate a serious problem

    affecting the health or welfare of children

h. 46.408 Requirements for permission by parents or guardians and for

    assent by children. 

i. 46.409 Wards. 

THE ABOVE DOCUMENTS ARE AVAILABLE IN THE GRADUATE OFFICE. 

PROTECTING HUMAN SUBJECTS

IRB REVIEW CRITERIA

The review of research protocol includes attention to the following criteria: 

1. Identification and assessment of risks and benefits. 

a. Are the risks reasonable in relation to the benefits? 

b. Is the purpose of the experiment worth the risks to the participants? 

2. Demonstration of efforts to minimize risks. 

3. Demonstration of equitable selection of participants.

a. Who is selected for participation and why? 

b. Those participants who may be vulnerable need special consideration. 

4. Informed consent must be obtained and documented. 
a. Informed consent must include full disclosure of procedures, extent of risks 

    (e.g., discomfort, loss of time, emotional distress, heart failure), and benefits. 

b. Participants or their authorized representatives must understand the risks and

    benefits. 

c. Informed consent statement must have a readability level appropriate to the

    participants or those who are their authorized representatives. 

d. The decision to participate must be free of coercion and purely voluntary. 

e. The participants must understand that they may refuse to participate or

     withdraw at any time from the study without being penalized. 

5. Demonstration that safeguards are in place to protect participants' privacy and

    confidentiality. Access to data is limited to those who are authorized to know and

    participants must be told who has such authorization. 

6. Data must be monitored by investigators or designated group throughout the

    experiment. 

Emergency procedures must be communicated to all participants involved in the study. 

Source: Protecting Human Subjects: Three Instructional Films. (2001). Rockville, MD: Office of Human Research Protection, Department of Health and Human Services. 
EXAMPLES OF RESEARCH ACTIVITIES REVIEWED

THROUGH FULL IRB REVIEW

The IRB shall determine that the following requirements are satisfied (Ethical and Policy Issues in Research Involving Human Participants, 2001):

1. Risks to subjects are minimized by using procedures which are consistent with sound research design and which do not unnecessarily expose subjects to risk, and whenever appropriate, by using procedures already being performed on the subjects for diagnostic or treatment purposes.

2. Risks to subjects are reasonable in relation to anticipated benefits, if any, to subjects, and the importance of the knowledge that may reasonably be expected to result.  (p. 175)

Examples of research activities submitted for full IRB review at Springfield College are:

1. Research activities involving moderate exercise performed by participants who are at risk (e.g., health, age)

2. Research activities involving the collection of blood samples by venipuncture or finger prick (see Hazardous Waste and Blood Borne Pathogens Policies and Procedures and Activating EMS, p. 10)

3.  Research activities involving invasive procedures other than blood

     collection and including the administration of drugs, caffeine, creatine,

     other performance enhancement substances,  x-rays or other 

     exposure to electromagnetic radiation.

4.  Research involving sensitive aspects of the participant’s behavior such

     as illegal conduct, alcohol and drug use, or sexual abuse issues. 

5. Research involving information such that if the subject’s responses

      become known outside the research, the situation could reasonably

      place the subject at risk of criminal or civil liability or be damaging to 

      the subject’s financial standing or employability.

6. Research involving observations which are recorded in such a manner that the subject can be identified, directly or through identifiers linked to the subject and could reasonably place the subject at risk as outlined in #5.

DEPARTMENT OF EXERCISE SCIENCE AND SPORT STUDIES:

MOVEMENT SCIENCES LABORATORY

HAZARDOUS WASTE AND BLOOD BORNE PATHOGENS 

POLICIES and PROCEDURES 

It is expected that all students will have Hepatitis-B inoculations. 

Wear Latex Gloves for all activities involving blood, sweat, saliva and urine. 

Wear laboratory coats for all activities involving blood, sweat, saliva and urine. 

If you have or think you may have an allergy to latex or to powder inform your professor 

or advisor, and arrangements will be made for alternative gloves. 

Dispose of needles, lancets, capillary tubes, vacationer shields, gauze, alcohol preps and Band-Aids into the proper biohazard container. 

Well marked and visible biohazard containers are located in the Biochemistry Laboratory. These may be moved into the locations where they are needed on a daily basis. These containers must be returned to the Biochemistry Laboratory when finished. When a container is full it needs to be closed properly and set aside for biohazard pick up. If there are no available containers please inform the Movement Sciences Laboratory Director immediately! 

All laboratory tables and counters must be cleaned with the appropriate solution whenever there was exposure to blood. 

The Movements Sciences Laboratory of Springfield College uses all current OSHA standard for cleaning blood soiled surfaces and disposing of Biohazards material.

DEPARTMENT OF EXERCISE SCIENCE AND SPORT STUDIES

MOVEMENT SCIENCES LABORATORY

ACTIVATING EMS

FOR CARDIO/RESPIRATORY AND SEVERE HEAD AND

SPINAL PROBLEMS CALL: 911
FOR ALL OTHER EMERGENCIES CALL

736-0600

AFTER CALLING THE AMBULANCE CALL CAMPUS

POLICE: EXT -5555 SO THEY CAN ASSIST IN DIRECTING THE AMBULANCE TO THE PROPER LOCATION

AS SOON AS POSSIBLE CALL THE TOWNE HEALTH CENTER EXT: 3175 AND REPORT THE PROBLEM

AND

SUBMIT A WRITTEN REPORT TO THE MOVEMENT SCIENCES OFFICE

SPRINGFIELD COLLEGE

POLICY AND PROCEDURES FOR DEALING WITH

REPORTS OF MISCONDUCT

IN SCIENCE

It is the policy of Springfield College to provide an environment that encourages and fosters the highest standards of quality and integrity in all research activities.  Allegations or other evidence of misconduct in scientific endeavors involving Springfield College personnel are investigated thoroughly and, if substantiated, result in the imposition of appropriate sanctions.


When dealing with allegations or reports of possible misconduct involving research activities funded by grants, fellowships, or cooperative agreements, under the Public Health Services Act it is the policy of Springfield College to have established administrative policies as requested by the Final Rule (42CFR Part 93, Subpart A) and to comply with these policies and the requirements of the Final Rule as published at 69 FR 20778, June 16, 2005 (Public Health Services Policies in Research Misconduct).


It is the policy of Springfield College in carrying out any inquiry or investigation of possible misconduct to protect to the greatest extent possible the privacy and confidentiality of all individuals involved.  In addition, it is the policy of Springfield College to make every effort to restore the reputations of individuals alleged to have engaged in scientific misconduct when the allegations are not confirmed and also the reputations of those who in good faith have made the allegations of possible misconduct.  Furthermore, it is the policy of Springfield College in all inquiries and investigations to avoid any conflict of interest of those persons involved in the inquiry or investigation.  Wherever conflict of interest is deemed to exist, the procedures given below will be modified to alleviate the conflict of interest.


It is the policy of Springfield College to notify the ORI within 24 hours of the decision to  conduct an investigation if criminal action is to be undertaken or if there are major hazards to subjects.  In addition, Springfield College will keep the ORI fully informed of the methods and results of inquiries and investigations and any developments which may affect current or potential Department of Health and Human Services funding for the individual(s) under investigation.


The procedure to be undertaken in cases of possible misconduct in science is as follows:


1. Any allegation of misconduct must be reported to the Coordinator of Research, Dr. Betty L. Mann, Office of Graduate Studies.  It is the responsibility of the Coordinator of Research to appoint immediately a faculty member, subject to the approval of the Chief Academic Officer, to conduct an inquiry into the allegations and/or other evidence of possible misconduct.  The faculty member appointed will have expertise in the area covered by the allegation.


2. The inquiry must be completed within 60 days of its origination (unless there are extenuating circumstances) and shall culminate in a written report submitted to the Coordinator of Research.  The report will detail the procedures of the inquiry, include a conclusion, and make a recommendation as to whether an investigation of the allegations should be undertaken.  The individual(s) against whom the allegation was made shall be given a copy of the report and allowed an opportunity to respond in writing.  The written response, if made, will become a part of the report.  The report will be reviewed by the Coordinator of Research and the Chief Academic Officer.  These two individuals, along with the faculty member having conducted the inquiry, will meet to determine if an investigation should be undertaken.  The final decision will be made by the Chief Academic Officer.  If the decision is not to conduct an investigation, reasons will be put in writing and become part of the inquiry report.  If the decision is to conduct an investigation, the Coordinator of Research shall be responsible for conducting the investigation according to the guidelines that follow.


3. The Coordinator of Research will form an Investigative Committee consisting of herself and two other faculty members at least one of whom must be a member of the Institutional Review Board.  The Coordinator of Research will be responsible for scheduling meetings and appointing a secretary for the committee who will take detailed minutes of all deliberations of the committee.


4. The Investigative Committee will begin the investigation within 30 days of the completion of the inquiry.  The investigation shall, among other things, consist of the examination of all relevant documents as well as interviews of all individuals who may provide relevant information to the committee.  Whenever possible, the committee will interview those individuals making allegations as well as those individuals against whom the allegations have been made.  Summaries of the interviews will be provided to those interviewed and they will be allowed to respond in writing.  The written responses will be a part of the Investigative Committee’s file.


5. The investigation must be completed within 120 days of its origination and will culminate in a written report.  The report will detail the methods and procedures of the investigation and shall include the findings and conclusions of the committee.  The final report will be submitted to the Chief Academic Officer who will determine if misconduct has occurred, decide on sanctions and carry out the sanctions.  If it is deemed that the Chief Academic Officer has a conflict of interest, the President of Springfield College will act in his/her stead.

9/24/96

Revised 7/27/07
Refer to: Integrity and Misconduct in Research, Department of Health and Human Services (1995). American Psychological Association Publication Manual (2001).


The Above Documents are Available in the Graduate Office
Ethical Issues and Guidelines for Internet Research

The fundamental tenets outlined in the policies and procedures governing the protection of human subjects in research studies conducted by Springfield College personnel apply to internet based research.  The complexity and nuances of internet research through, for example, e-mail surveys, web based surveys, on-line discussion groups, or chat rooms, present different challenges that need to be addressed in accordance with the National Bioethics Advisory Commission, WMA, APA, and ethical codes of other professional societies. Springfield College recognizes the value of internet research and has established the following guidelines to protect human subjects. 

Potential participants must be informed about the following:

1. the purpose of the research

2. procedures to be followed in the collection of data

3. time required for participation

4. affirmation that participation is voluntary and subjects may discontinue participation at any time, or choose, for example, not to answer particular questions without penalty

5. level of confidentiality or anonymity that will be maintained to the degree permitted by the technology used

6. risks, potential discomfort, or adverse effects (for example, emotional  distress caused by answering sensitive questions) and safeguards established to minimize risk exposure

7. benefits of participation

8. incentives for participation, if applicable

9. identification of who will have access to the data, how long the data will be protected (secure protection of information during the study, removal and storage of records following completion of the study, duration of storage is for a minimum of 3 years by primary investigator, faculty advisor, or department and accessible if review of the data is necessary)

10.  statement affirming that web surveys are password protected using a secure server without inclusion of identifying information

11. contact persons for questions about the research

12. statement that the participant has read the informed consent statement, all questions have been answered, and his/her willingness to complete the questionnaire or participate in the research implies consent.

13.  access to results whereby a summary or abstract may be posted or sent via e-mail.

The requirement for written documentation with participant’s signature in studies involving minimal risk may be waived by the IRB. These procedures may not apply to research involving children or other vulnerable groups who are not, according to federal regulations, empowered to authorize consent for themselves. While the child may assent, the parents or guardians must provide consent. With internet use, the identity/age of the participant is not easily determined. In general, as risk level increases for participants, the use of the internet may not be advisable.

The use of the Web for recruitment of subjects, data collection, and data analysis 

may be advantageous in securing larger or more specific samples more efficiently and at a lower cost. Careful attention must be given to the treatment and protection of research participants and, specific to student research, research advisors must be vigilant about use of on-line data analysis.

Best Practices for Internet Research

Source: Colvin, J., & Lanigan, J. (2005). Ethical issues and best practice for internet research. Scholarship, 97 (3), 34-39.

Colvin and Lanigan (2005, p.38) outlined best practices for online research based upon their review of the literature:

1. Carefully weigh the decision to seek informed consent of participants. Researchers must explore and identify the perceived level of privacy and degree of intimacy of communication exhibited within virtual communities. Participants of closed or moderated discussion groups may not consider their own archived or live communication public even though the Internet is indisputably a public forum.

2. Consult with information technology professionals during conceptualization and research design in order to plan and ensure confidentiality of data transmission and storage during the study and upon conclusion. Simple encryption or coding of data renders responses meaningful only to investigators. Data may be stored on CD-RW rather than a hard drive as an additional protection against hackers.

3. Seek permission from Web site owners and group moderators before posting recruitment announcements, Then, preface the recruitment announcement with a statement that delineates the permission that has been granted, including the contact person and date received. Identify a concluding date (deadline) for the research study and make every effort to remove recruitment postings, which often become embedded within Web site postings.

4. Include information in proposals and informed consent letters about the specific risks associated with online research participation as well as measures taken to minimize risk exposure.

5. Give participants the opportunity to ask the researcher questions both before and after participation. A discussion thread can be established for participants, a live chat can be scheduled, and the researcher’s e-mail address should be provided. A link to Frequently Asked Questions could immediately address participant’s concerns.

6. Debrief by creating a debriefing screen that automatically opens when the study is completed or the Web site is closed. This ensures that subjects who withdraw before completing the survey have the opportunity to debrief.

7. Remove all identifying information of individuals and groups, as well as location and time of messages when reporting research findings. Identifying information includes headers and signatures, e-mail addresses, Web routing numbers, and references within the message to personal or group identity.

Sample Informed Consent Statement for Web Survey

The purpose of this study is to identify …………. . 

250 Massachusetts teachers have been randomly selected to participate in this study.

Responding to the survey should take about 20 minutes of your time.

Your participation is voluntary and you may discontinue your participation at any time or you may choose not to answer particular questions.

You may be assured that your responses will remain confidential and will be accessed only by the researcher for the purpose of tabulating results. You have been assigned a number that allows the researcher to track that you have completed the survey but does not connect your responses with your name or the name of your school. Both the survey and the responses are sent over a secure, encrypted connection as is guaranteed by the ______Company. The data will be entered into a statistical program for analysis and removed from the hard drive and stored on a CD-RW.

If you would like a summary of the results, please contact me at____.

I have read the informed consent statement and understand that my willingness to complete the questionnaire implies my consent.

THESIS PROCEDURES

Students who write a thesis are expected to adhere to the following procedures:

1. The student enrolls in RSCH 610: Foundations and Methods of Research (3 s.h.).

2. Students are encouraged to develop topic ideas in conjunction with advisors, identify   potential committee members and work with them through RSHC 612 and RSCH 635.

3. The student enrolls in RSCH 612: Proposal Design (2 s.h.) and RSCH 620: Educational and Psychological Statistics I (3 s.h.).

4.  The student enrolls in RSCH 635: Thesis (4 s.h.). The total semester hours for RSCH 635 may be divided over more than one semester.

5.  If the proposal is a qualitative design, the student must enroll in RSCH 615: Qualitative Research (3 s.h.).

6.  The student finalizes the thesis proposal in coordination with the thesis committee or advisors and the Instructor of RSCH 612.

7.  The Department chair’s recommendation of a thesis committee is submitted to the Graduate Office for approval and formal appointment of the thesis committee. Notification of the thesis committee appointment is sent to the student, committee members, and the department.

8.  Upon approval of the thesis committee chair, a proposal meeting is scheduled. The purpose of the meeting is to judge the suitability of the thesis proposal and make any changes that are deemed appropriate. To allow committee members time to prepare for the initial meeting (and all subsequent meetings) each member of the committee should be informed of the committee location and time of meeting and receive a current/revised copy of the thesis at least one week prior to the scheduled meeting. Rooms for the proposal meeting are scheduled by the Office of the Registrar.

9.  At the proposal meeting, the thesis committee members formally approve the proposal and/or provide corrections or redirection for the student. In the case of corrections or redirection, subsequent meetings may be held until the proposal is deemed satisfactory.

10. The chair of the thesis committee forwards one copy of the student’s thesis proposal to the Graduate Office for review. The thesis committee chair will assume responsibility on ensuring that edits are made in a timely fashion following committee approval of the thesis.

11.  Upon committee approval, the chair of the thesis committee forwards the student’s Institutional Review Board Application to Conduct a Study Using Human Subjects to the Graduate Office for review and approval. A copy of the methods section and other supporting documentation (Appendix C and beyond) must be included. Action on the application will be expedited or the application will be submitted to the full IRB, depending on the level of inquiry needed for the protection of subjects. The chair of the thesis committee must notify the Graduate Office for potential need of a full IRB review. The student and thesis committee are notified of the IRB decision.

12. Upon receipt of IRB approval, the student may begin data collection and remains in contact with the thesis committee as necessary. If there are substantial changes in the testing procedures, the student, with committee approval, submits written notification of the changes to the IRB.

13.  Thesis committee members evaluate the completed research for quality, completeness, and correctness.

14.  Once the committee determines that the student is ready, a thesis defense meeting is scheduled and a fourth member of the examining committee is appointed to the thesis committee.  The chair of the thesis committee will notify the department chair and the Graduate Office of the defense meeting. Notification of the defense including meeting time and location is issued from the Graduate Office one week in advance of the meeting. A copy of the thesis is provided to each member at least one week in advance of the meeting.  Rooms for the thesis defense are scheduled by the Office of the Registrar. The function of the Examining Committee is to hold an oral examination on the student’s thesis and on his/her preparation for the degree.

15. Following the thesis defense, the thesis committee chair makes provisions to assure final committee corrections have been made and submits the grades for the thesis and oral examination to the Graduate Office. The student submits the committee- approved copy of the thesis to the Graduate Office.

16. The Graduate Office must approve the thesis format. If revisions are prescribed, the student and the chairperson will be notified. When all corrections are complete, the thesis is printed on 100% cotton fiber (bond) paper and copies are submitted to the Graduate Office.

17. Upon receipt of the final clearance from the Graduate Office, thesis committee members sign the Approval Pages. The student prepares copies of the thesis in accordance with the instructions for binding and deposit in Babson Library contained in the Springfield College Thesis and Dissertation Format.

a. Students in the School of Health, Physical Education, and Recreation must submit a 300 word abstract (sample appears in the Thesis and Dissertation Format) and sign the Permission to Publish form (CRHPERD).

b. All students must complete the Library Page form and sign the copyright statement to permit or not permit the College to post the thesis on the Internet.

c. Students are reminded to file for the degree at the Office of the Registrar according to published dates.

18.  Once the thesis is prepared on 100% cotton fiber (bond) paper and copies are submitted to the Graduate Office, the Associate Vice President for Graduate Education and Research will submit the thesis grade to the Office of the Registrar.

19.  The student should consult with the Graduate Office if there are questions that cannot be resolved by the thesis committee.

THESIS SUBMISSION POLICY
1. In October of each year the Graduate Office publishes deadline dates for the submission of theses in the Fall, Spring and Summer semesters.  Generally, the deadline dates are about four weeks prior to the end of the semester.  Students who do not meet the deadline date will not graduate that semester.  Furthermore, students who do not meet the deadline date in the Spring semester will not be allowed to participate in the Commencement ceremonies.  There will be NO exceptions to this policy.
2. “Submission of the thesis” means that the student has successfully completed the oral examination and submitted to the Graduate Office three copies of the thesis on approved paper with approval pages bearing the signature of the thesis chairperson. This signature testifies that the thesis has been fully approved by the thesis committee.
3. The thesis will be reviewed by the Graduate Office personnel as soon as possible.

Students should be aware that especially in the spring semester, it may take up to two weeks for the review.  If changes are required, it is the student’s responsibility to make the changes and resubmit the thesis with adequate time remaining before the end of the semester to allow for a final review and a grade to be submitted. Only the Associate Vice President for Graduate Education and Research is authorized to submit a thesis grade to the Registrar.
4. Individual departments or major program areas may, with the approval of the Graduate Office, establish additional deadlines for their own students regarding thesis submission.  Students should check with their program directors for information.
Grad.Officethesisproc: 11/03

THESIS COMMITTEE MEETING

This is to confirm that the thesis/dissertation proposal submitted by: 

_________________________________

Entitled: __________________________________________________________________________________________________________________________________________________________________________________________________________________

has been accepted by the Graduate Office and the thesis/dissertation committee. The student has hereby been granted permission to proceed with the study and begin data collection. 

_________________



______________________________

DATE 






GRADUATE OFFICE 

_________________



______________________________

DATE






THESIS/DISSERTATION CHAIR

NOTE: Please sign both copies and return the carbon copy to the Graduate Office.
RESEARCH PROJECT

Description, Procedures, and Objectives

(M.Ed., M.P.E., MS)

Description: The research study is organized and conducted under the supervision of a faculty member and presented in approved form for retention by the department in which the study is completed. RSCH 626 [or Department 626] is required for Plan C master’s students. Prerequisite: RSCH 610; open only to degree students.

Departments may develop a department specific 626 with discipline specific course descriptions. Other departments may use RSCH 626 (2-4 s.h.) to satisfy the research requirement for Plan A or Plan C.

Procedures:

1.  The student enrolls in RSCH 610: Foundations and Methods of Research (3 s.h.). The student should obtain the Publication Manual of the American Psychological Association (5th ed., 2001) and the Springfield College Thesis and Dissertation Format from the College Bookstore. Students enrolled in the Physical Therapy program are expected to use the American Medical Association Manual of Style (9th ed., 1998). Preparation of the research proposal begins in RSCH 610.

2. Upon satisfactory completion of RSCH 610, the master’s student may enroll in RSCH 612: Proposal Design (2 s.h.) (MS students) or a department specific course (M.Ed., M.P.E.) with the approval of his/her academic advisor. Students are required to complete the full proposal within the context of the course. 

3.  RSCH 620: Educational and Psychological Statistics I (3 s.h.) may be taken at the same time or following RSCH 612. RSCH 620 is required for Plan B and Plan C master’s students.

4.  Students are encouraged to seek a research advisor with the help of the department chair and/or academic advisor during the development of the proposal.

5. With the approval of the advisor, the student must register for RSCH or department 626 using the Office of the Registrar form for Individual Study/Independent Study. The form must be signed by the student’s advisor, faculty supervisor, and Associate Vice President, Graduate Education and Research.

6. Once the research advisor (faculty supervisor) has approved the student’s proposal, the student submits the Institutional Review Board (IRB) Application to Conduct a Study Using Human Subjects with supporting documentation as identified on the application to the Graduate Office for IRB review and approval. Action on the application will be expedited or the application will be submitted to the full IRB depending on the level of inquiry needed for the protection of subjects. The student and advisor are notified of the IRB decision. 

7. Upon receipt of advisor and IRB approval, the student begins the data collection process and remains in contact with the advisor as necessary. The student assumes responsibility to proceed with the work of the research project and to seek advice. If there are substantial changes in the testing procedures, the student, with advisor approval, must submit written notification of the changes to the IRB (Graduate Office).

8. Upon completion of the data collection, the student should follow closely the advice of the faculty supervisor in preparing written drafts leading to the final copy of the research project.

9. The advisor will make provisions to assure final copy is prepared and departmental requirements are met for the project and for departmental and/or library retention of the project. The advisor will submit the grade to the Registrar. The title of the project, if not provided in the registration form, must be submitted to the Registrar for inclusion on the student’s transcript.

10. Deadlines for submission of the final project are determined by the departments. Assuming all other program requirements are completed, students who do not meet the deadline for submission of the research project will not graduate that semester.

Course objectives:

At the conclusion of the course (RSCH 626 or Department 626), a student should be able to:

1. Analyze, synthesize, interpret, and summarize the current literature in a particular area of research interest.

2. Design a research project based on sound methodology that is appropriate for the student’s discipline in an acceptable format.

3. Conduct the research and report the findings and conclusions in an ethical and appropriate manner.

4. Measure appropriate outcomes and analyze and interpret the data.

5. Integrate the results of the research with current literature in the discipline and describe how it adds to the body of knowledge and or contributes to a greater understanding of professional practice.

6. Present a summary of the research project in accordance with departmental requirements, e.g., oral presentation, poster presentation, or participation in a panel or symposium.

7. Complete a written manuscript of the research project in a style acceptable for submission to a peer-reviewed journal within the student’s discipline (MS students only).
S P R I N G F I E L D     C O L L E G E

APPLICATION TO CONDUCT A STUDY

USING HUMAN SUBJECTS

PRINCIPAL INVESTIGATOR: _____________________________ P.O. Box #: ______







Print Name
ADDRESS: ___________________________________Telephone #_______________


        ___________________________________


        ___________________________________

TITLE OF RESEARCH

PROJECT(PRINT)_______________________________________________________________________________________________________________________________________

In our opinion the protocol and safeguards described on the attached application are adequate to meet the standards of Springfield College and the Department of Health and Human Services in regard to experiments on people.  Namely, that the rights and welfare of individuals will be respected, that the individuals or those responsible for their care will give their informed consent, and that potential benefits outweigh any risks involved.

________________________________________________________              _____________

Signature:   Principal Investigator                                                                         Date

________________________________________________________              _____________
Signature:   Supervising Faculty Member                                                             Date

________________________________________________________              _____________
Signature:    Department Head  




                    Date

________________________          Nature of Project:__Thesis__Dissertation__Individual Study
SHS Central Office

           School of Human Services___Undergraduate___Graduate



Expected Beginning




Expected Ending

Date of Project_________________


Date of Project ___________________

-------------------------------------------------------------------------------------------------------------------------------

INSTITUTIONAL REVIEW BOARD:

INITIAL REVIEW:   Expedited       Full Committee       Action:  Approved         Not Approved        Date___________

FOLLOW-UP REVIEW                                                                                            Date________

                                                                                                                                 Date________

Committee Chairperson’s Signature
NOTIFICATION OF APPROVAL SENT TO (NAME) _______________________Date________

This application should be accompanied by a brief proposal which includes the methods section of the proposal including procedures relative to testing of subjects, informed consent statement, testing instruments, and other appendices beyond Appendix A and B.
S U G G E S T E D  I N F O R M E D  C O N S E N T  F O R M
CONSENT TO PARTICIPATE VOLUNTARILY
IN A RESEARCH INVESTIGATION
[Department’s name]

SPRINGFIELD COLLEGE

SPRINGFIELD, MA 01109
________________________

_________________

Responsible Faculty Member

Investigator’s Name

_______________________

_________________

Subject’s Name



Date

PROJECT TITLE:

You are being asked to participate in a research investigation as described in this form below. All such investigational projects carried out within this department are governed by the regulations of both the Federal Government and Springfield College. These regulations require that the investigator(s) obtain from you a signed agreement (consent) to participate in this project.


The investigator will explain to you in detail the purpose of the project, the procedures and/or drugs to be used, and the potential benefits and foreseeable risks of participation. You may ask the investigator any questions you may have to help you understand the project and you may expect to receive satisfactory answers to questions. A basic explanation of the project is written below.


If, after this discussion, you decide to agree to participate in the project, please sign this form on the line indicated below in the presence of a witness and the investigator.

I. The purpose(s) of this research project is . . . . . 

   The approximate number of subjects involved in this project is . . . 

   Your participation in this project will entail approximately        hours.

   The procedures to be used include:


1.  . . . . 


2.  . . . . 


3.  . . . .


.    . . . . 


.    . . . .


N   . . . .  


The procedures which are not routinely done are as follows: (NOTE to investigator: If none, please state that all procedures are routinely carried out within this department.)

II. 
The risks and the safeguards taken to minimize the risks are as follows:

III.
The information obtained about you will be kept in confidence, although

you are free to release it to your own physician. The information may be

used for statistical or scientific purposes without identifying you as an individual.


Any significant new findings will be provided to you during the course of

the study.

You are free to withdraw from this project at any time without penalty or loss of benefits to which you would otherwise be entitled.

Should an unforeseen physical injury occur, appropriate first aid will be

provided, but no financial compensation will be given. Further information can be obtained from the Office of Graduate Studies of Springfield College concerning pertinent questions about the research and an explanation of your rights as a research subject. The Graduate Office serves as the official contact office in the event of research related injury to you (413-748-3125).

I CERTIFY THAT I HAVE READ AND FULLY UNDERSTAND THE ABOVE PROJECT. MY QUESTIONS HAVE BEEN ANSWERED TO MY SATISFACTION BY THE INVESTIGATOR. I WILLINGLY CONSENT TO PARTICIPATE.

______________________

____________________________

Signature of Witness


Signature of Subject or Guardian

______________________

____________________________

Date





Signature of Investigator
IF SIGNED BY AGENT OTHER THAN SUBJECT, PLEASE EXPLAIN BELOW

       MOTHER
            FATHER
           LEGAL GUARDIAN

ELEMENTS OF INFORMED CONSENT*
1. A statement that the study involves research, an explanation of the purposes

    for the research and the expected duration of the subject’s participation, a

    description of the procedures to be followed and the identification of any

    procedures which are experimental.

2. A description of any reasonable foreseeable risks or discomforts to the

    subjects.

3. A description of any benefits to the subject or to others which may be

    reasonably expected from the research.

4. A disclosure of appropriate alternate procedures or courses of treatment, if

    any, that might be advantageous to the subject.

5. A disclosure of appropriate alternate procedures or courses of treatment, if

    any, to which confidentiality of records identifying the subject will be

    maintained.

6. For research involving more than minimum risk, an explanation as to whether

    compensation for medical treatments is available if injury occurs and, if so,

    what they consist of, or where further information can be obtained.

7. An explanation of whom to contact for answers to pertinent questions about

    the research, and an explanation of the research subject’s rights and whom to

    contact in the event of research related injury to the subject.

8. A statement that the participation is voluntary, refusal to participate will

    involve no penalty or loss of benefits to which the subject is otherwise entitled,

    and the subject may discontinue participation at any time without penalty or

    loss of benefits to which the subject is otherwise entitled.

9. Any additional costs to the subject that may result from the participation in the

    research.

10. A statement that significant new findings developed during the course of the

      research which may relate to the subject’s willingness to continue

      participation will be provided to the subject.

11. The approximate number of subjects involved in the study.

*  OPRR Reports, March, 1983. pp. 9 & 10.            

SPRINGFIELD COLLEGE

SCHOOL OF GRADUATE STUDIES

Protocol Performance Observation Sheet

Principal Investigator: _____________________________
P .O. Box #____________

Research Topic: ________________________________________________________

____________________________________________________________________________________________________________________________________________

The following committee (thesis or dissertation) or faculty supervisor (independent study or other student research) has observed the above named student performing a sample of the testing protocol for the research topic named above, as described on the Human Subject Informed Consent Form, and as approved by the Committee on the Use of Human Subjects. 

The signature (s) below indicate that during this demonstration the student was able to perform all parts of the testing protocol without faculty supervision or assistance and within the standardized and accepted procedures required. 

For research conducted involving foreseeable risk, the signature(s) also indicate that the student is aware of procedures to be followed in the event of an emergency and the student is capable of responding to an emergency in accordance with established protocol. 

We (I) therefore recommend that the student named above be permitted to begin collecting the required data for his/her research, following the demonstrated protocol. 

______________________Date of Observation of Testing Protocol

______________________Location of Observation 

______________________Knowledge of Emergency Protocol (please check and initial)

______________________Chair or Supervisor and/or Designate 

Note: any additions to the demonstrated protocol requires the committee or supervisor to conduct another observation and submit an updated copy of this form. 

White Copy - Committee Chair



Yellow Copy -Graduate Office 

SPRINGFIELD COLLEGE

INSTITUTIONAL REVIEW BOARD

CHANGE OF PROCEDURE FORM

FOR APPROVED STUDY

Name of Primary Investigator (please print):_____________________________

Name of Research Advisor (please Print):_______________________________

Title of Research Project (please print):_________________________________

Describe change in procedure(s) (use additional sheet if necessary):__________

Principal Investigator’s signature______________________________________

Research Advisor’s signature_________________________________________

********************************************************************************************

IRB action:  Expedited____         Full Committee Review______

    Approved_________Approved with conditions_____not approved_________

    Conditions:_____________________________________________________

    ______________________________________________________________

    ______________________________________________________________

    ______________________________________________________________

    ______________________________________________________________

 IRB Chair’s signature___________________________Date_______________
SPRINGIELD COLLEGE

INSTITUTIONAL REVIEW BOARD

ADVERSE EVENT REPORT FORM

For  Study Participant

Name (please print)_____________________________Date____________

Address______________________________________________________

_____________________________________________________________

e-mail______________________________Telephone__________________

Please complete this form if you have suffered any physical or emotional injury as a result of your participation in a study. Please identify the study in which you participated and the primary investigator of the study as well as a description of the adverse event. Be as specific as possible.

Name of study:__________________________________________________

Principal Investigator:______________________________________________

Adverse event (use additional sheet if necessary):________________________

Date of injury:________________Location:______________________________

Did you notify the principal investigator of the injury?______yes_____no

Participant’s Signature____________________________Date_____________

Please return this form to:

Dr. Betty L. Mann

Associate Vice President, Graduate Education and Research

263 Alden Street

Springfield College

Springfield, MA 01109

SPRINGFIELD COLLEGE

INSTITUTIONAL REVIEW BOARD

ADVERSE EVENT FORM

For Primary Investigator

Name of Primary Investigator(s)(please print):____________________________

Address:_________________________________________________________________________________________________________________________
________________________________________________________________

e-mail:___________________________Telephone:_______________________

Name of Faculty advisor(please print):_________________________________

Address:_________________________________________________________

________________________________________________________________

E-mail:__________________________Telephone:________________________

Title of Project:____________________________________________________

Name of injured participant(s):_______________________________________

Description of event (use additional sheet if necessary):____________________

Primary Investigator’s Signature:_______________________Date:___________

Faculty Advisor’s Signature:___________________________Date:___________

Please return this form to:

Dr. Betty L. Mann, Associate Vice President, Graduate Education and Research

Springfield College

Springfield, MA  01109

SPRINGFIELD COLLEGE

INSTITUTIONAL REVIEW BOARD

END OF PROJECT REPORT

FOR RESEARCH STUDY

Name of Primary Investigator (please print): _____________________________

Title of Research Project:____________________________________________

This is to verify that the above named project is complete and was conducted according to the procedures approved by the Institutional Review Board. All records associated with this project will be maintained for a minimum of three years by the researcher, faculty advisor, or department and will be accessible if review of the data is necessary.

Primary Investigator’s name (please print):______________________________

Primary Investigator’s signature:________________________Date:__________

Research Advisors’ name (please print):________________________________

Research Advisor’s Signature:__________________________Date:__________

Date received by IRB: ________________________

IRB Chair’s Signature:________________________

SPRINGFIELD COLLEGE

INSTITUTIONAL REVIEW BOARD

STUDY PARTICIPANT COMPLETION FORM

I have completed my voluntary participation as a subject in the study titled 

under the supervision of the primary research investigator without incident.

Signed________________________________

          ________________



Study Participant




            Date

Signed________________________________


________________

                     Primary Investigator 




Date

Signed________________________________

           ________________



Faculty Sponsor




           Date

Note:  The Primary Investigator is expected to retain the raw data, including signed consent forms and study completion forms for at least three years beyond the completion of the research. These data should be stored in a locked and secure location. 

The Permission to Publish Form for Kinesiology Publications is available in the Graduate Office.

The Springfield College Copyright Statement is available in the Graduate Office

Department of Biology/Chemistry

Springfield College Memo

To: BIO/CHEM Faculty & Staff 

From: Animal Use Review Committee, Joe Berger

Date: November 11, 1992 

Faculty investigators who wish to use animals as research subjects for their classes or projects should follow the following steps: 

3. Read U.S. Department of Health & Human Services Guide For The Care And Use Of

    Laboratory Animals (on file in department office). 

4. Fill out a protocol review form that describes animal care and use procedure. (Forms

    are in the department office). 

5. Submit form to the Animal Use Review Committee for approval. (Send a copy to

    Department Chair). 

Procedures for using animals in research will adhere to the policy outlines by the Guide For The Care and Use of Laboratory Animals, published by the U.S. Department of Health and Human Services, NIH.

(Rev. 9/95)
Protocol Review Form

Date: 

	Project Title:
	

	Investigator:
	

	Other Investigator(s):
	

	Brief Description of study
	

	Animal Species to be used:
	

	Approximate number of animals:
	

	Rationale for number of animals to be used:
	

	Length of study (dates):
	

	Have you made arrangements for appropriate housing, care, and feeding of animals:
	

	What will be the fate of the animals:
	


_______________________Approval_______________________________________

Investigator




Department Chair


Date 

Revised 1/2000
External Funding for Research at Springfield College

Grants & Sponsored Programs

Development Office Marsh Memorial – Garden Level

Division of Institutional Advancement

Faculty members who plan to seek external funding to support research at Springfield College use the “Grants Protocol” to obtain internal College approvals, prior to submitting a proposal or grant application to a funding agency. Protocol procedures begin with contacting Grants & Sponsored Programs (GSP) to review the submission process and obtain a form that declares your Intent to Apply (see form on next page). 

The Intent section is signed by your School’s Dean following a review of the proposed research, and a discussion of resources to be requested from the agency and from the College. College resources include faculty members’ time, student workers, use of College facilities, and department supplies and equipment. GSP will discuss with you the inclusion of Indirect Costs (college overhead) into your budget, as well as the calculation of College in kind contributions to the project. 

Upon completion or near completion of the research application, the same form will be used by GSP to obtain signed Approvals from the College vice presidents and the president’s office. At this time, all agency forms requiring a signature by the “ Authorized” or “Certifying” official of the College will be signed by the president. Allow a full five working days, or more, prior to the agency ‘s deadline for the completion of this final approval phase. Electronic submissions should be coordinated with GSP well in advance of the deadline. 

The director of Grants & Sponsored Programs is available to assist you in all aspects of proposal development; from research plan and protection of human subjects to formulating grant budgets. The GSP director is also your first contact after a funding decision has been made, to review with you agency comments for reapplication improvements, to assist in negotiating funded budget revisions, and for guidance in grant administration. 

Linda L. Marston, Ph.D.

Director of Grants & Sponsored Programs
Telephone: 413-748-3654

Fax: 413-748-3666

Email: Lmarston@spfldcol.edu
Homepage: www.springfieldcollege.edu
Click on “Campus Resources,” then “Grants”

Springfield College Approval Protocol for External Grant Applications 

is available in the offices of the Director of Grants and Sponsored Programs and  Graduate Studies

GUIDELINES FOR ADMINISTRATION OF THE GENERAL RESEARCH FUND

Background: 

The fund was created to encourage research at the College. Funded projects should be the scholarly study of a problem by means of research.  The term ‘research’ will be broadly interpreted (e.g. laboratory experiment, field investigation, library study, etc.).  A portion of the fund may be allocated for general institutional research to assist the College in self-examination and advancement.  Any member of the College faculty or administration may initiate a proposal for research for which College support is desired.

Primary criteria:

1. The proposed project should be relevant to the mission and/or specific goals of the college, school and/or department.

2. The proposed project should include a clear methodology.

3. The proposed project should include a measurable outcome, including a description of proposed dissemination.

4. The proposed project has a clear, justified budget.

Secondary criteria: (Used only if two projects are equally scored by the primary criteria)

1. Preference will be given to projects that may develop into larger studies that might be eligible for financial assistance from private or public sources.

2. Preference will be given to applicants who have not received previous funding.  In the event all applicants have received previous funding, priority will be given to those applicants who have been the longest since funding.

Budget:

1. The money allocated will be used for actual expenses incurred such as the purchase of materials, cost of labor, travel, etc.  Funds may not be used to augment the salary of the researcher.

2. Budgets should be developed using current College guidelines for items such as travel (e.g. mileage rate).  The budget must also comply with the following guidelines:

a. Meals, refreshments and/or entertainment expenses will not be funded unless they are documented as essential to the research.

b. Labor for students will be at the current SC work study rate unless a higher rate is requested and justified through documentation of special skills.

c. Transcription rate will be funded at $10.00/hour, unless a higher rate is requested and justified through documentation of special skills (e.g. foreign language, medical transcribing).

d. Copying costs are not to exceed current rates at the Springfield College Print Shop without documentation of special circumstances.

3. All purchases and expenditures from the allocated fund should be made according to the normal College financial procedures such that transactions are completed within the appropriate fiscal year.  Funding is typically provided for anticipated/future expenses, but reimbursement for previously incurred expenses will be considered if they occurred within the six (6) months prior to the application deadline.

Administrative Considerations:

Reporting:

1. Written reports must be made to the AVPGER for all studies completed with full or partial support of the General Research Fund.  These reports are due within 6 months of the last distribution of funds.  The report should include appropriate documentation of the distribution of materials and equipment purchased with the Fund (e.g. remains in Department, transferred to Babson Library).

2. The college’s financial support should be recognized in all publications of the completed research.

3. Reporting compliance will be monitored by the AVPGER.  Applicants who have received previous support will only be considered for subsequent support if they are in full compliance with previous reporting.

4. Those who receive funding are encouraged to present to the SC Community in an appropriate venue (e.g. Faculty Institute).

Application:

1. The application for financial support will be made in accordance with the attached format.  Initial action on applications will be the responsibility of the Associate Vice President, Graduate Education and Research in consultation with the Graduate Council.

2. Deadline for Fall Review:


October 15


Deadline for Spring Review:


March 1

APPLICATION FOR GENERAL RESEARCH FUNDING

Application Checklist

[For applicant’s use]

Research Proposal:

Submit application to the Associate Vice President, Graduate Education and Research.

Please include the following items:  

Title with brief summary paragraph identifying the research project, its field and purpose.

A more detailed description (not to exceed two pages) of the proposed research, its significance, clearly defined methods, outcomes, and reason(s) why it is particularly pertinent to Springfield College.

A short description (1-2 paragraphs) of the qualifications of the principal investigator.

A budget of the funds requested for the proposed project as detailed in the guidelines.

Documentation of previous grants from the General Research Fund, including  dates and amounts.

Details about proposed dissemination.

SCORING RUBRIC 
FOR REVIEW OF GENERAL RESEARCH FUND APPLICATIONS

Applicant: _________________________

Brief Title: _________________________

Date: ______________________________

Reviewer: __________________________

Scoring Rubric: 5 = highest quality, 1 = lowest

Primary Criteria:

1. The project is relevant to the mission and/or goals

of the college, school and/or department.

    5
 4
3
2
1

2.  The project has a clear methodology.

  
    5
 4
3
2
1

3. The project has a measurable outcome


with information about dissemination 

    5
 4
3
2
1

4. The project has a clear, justified budget

    5
 4
3
2
1

Total score for primary criteria: _________

Secondary Criteria: (Used only in the event of equal scores on the primary criteria)

1. This project has a strong potential to 

develop into a larger, funded study


5
4
3
2
1

2. This applicant has received previous funding



from GRF






No 
Yes: date ______

Overall comments:

Total Funds Requested: $_________ 
Recommended Funding Level
$_________

grad council research guidelines v3-407.doc

                 GRADUATE STUDENT RESEARCH FUND

GUIDELINES FOR ADMINISTRATION

The Graduate Student Research Fund has been created for the purpose of providing financial assistance to graduate students who are pursuing research studies as part of their graduate programs. The intent is to help defray costs for students who have unusual expenses. No financial assistance will be provided for the ordinary and necessary expenses of completing a research project such as typing, word processing, secretarial assistance, cost of thesis paper, etc. If you have questions concerning the legitimacy of expenses, please contact the Graduate Office. For your guidance a sheet is included with examples of fundable and non-fundable expenses.

1. Any graduate student completing a research study under the designation RSCH 635, RSCH 735, RSCH 626, RSCH 618, PHED 692, or any other departmental research or independent study course that carries academic credit, may apply for financial assistance from the fund with the stipulation that the project satisfies the definition of “research” given below.

2. Students may apply for financial assistance by selecting from the following options:

a. Students may apply for reimbursement of expense previously incurred. Expenses should be itemized and receipts showing the item, its cost, and the date of purchase must accompany the application. The deadline dates for the submission of applications are December 1 and April 1. Applications should be submitted to the Graduate Office by the deadline date, which will be strictly enforced. 

b. Students may apply for prior authorization of expenses to be incurred during the conduct of the research. A $500 request limit per study is stipulated for students who choose this option. For consideration of purchase, students must provide evidence of approval of the proposed study by the faculty advisor or thesis/dissertation committee chair, department chair, and Institutional Review Board. The money requested will be paid directly to the vendor and in accordance with the purchasing procedures of the College. Students may submit requests during the academic year according to the following schedule:

No later than November 1, Fall semester (money must be spent by May 1)

No later than March 1, Spring semester (money must be spent by May 1)

No later than May 1, for funding available by June 1

Students may apply for expenses not covered as a result of the initial application on or before December 1 or April 1. An itemized list of expenses and receipts must accompany the application. These items may exceed the $500 limit previously described.
c. The amount awarded to a student is dependent upon the total amount of   

the Student Research Fund and the number and dollar value of each request.  Students and advisors should consider alternate funding plans in the event the desired amount is not awarded.

d. The funds must be spent during the fiscal year in which the money was 

Granted (FY begins June 1 and ends May 31).

3. Applications must be typewritten. Applications submitted in longhand will not be

considered. All information regarding the research project must be included on the attached application form.  DO NOT SUBMIT ADDITIONAL SHEETS. An itemized list of expenses must be submitted along with receipts if the application is for reimbursement of expenses previously incurred.

4. There is no maximum for a request for reimbursement of previously incurred 

expenses. For all requests, however, a floor of $50 for each study has been established which means a student will be expected to incur the first $50 of expenses. Therefore, research projects for which the total amount of expenses is $50 or less should not be submitted. Applications should include the total expended.

5. All non-disposable equipment and unused supplies paid for with monies from this  

fund are the property of Springfield College.

6. In the publication of any research project supported by monies from this fund,

recognition should be given to Springfield College for the financial support.

Definition of Research:

A process which includes a clearly defined problem statement and hypothesis or research question, specific and systematic procedures for data collection and analysis, and which results in a verifiable conclusion.

GRADUATE STUDENT RESEARCH FUND

EXAMPLES OF FUNDABLE EXPENSES:

1. Standardized tests

2. Copying of questionnaire

3. Mailing of questionnaire

4. Travel by automobile only for purposes of obtaining data

5. Cost of blood analysis

6. Cost or lease of equipment or supplies necessary to obtain data

EXAMPLES OF NON-FUNDABLE EXPENSES:

1. Secretarial assistance

2. Cost of thesis paper

3. Binding of thesis or dissertation

4. Copying of thesis or dissertation

5. Payment to subjects

6. Cost of travel to a professional meeting to present results of research

7. Cost of a book on the research topic

8. Cost of a computer search

GRADUATE STUDENT RESEARCH FUND

     APPLICATION FOR FINANCIAL ASSISTANCE
NAME:________________________________________   BOX #_____________

ADDRESS:_____________________________________

______________________________________________    PHONE # __________

TYPE OF PROJECT (CHECK ONE)            _____DISSERTATION    _____THESIS

_____RSCH 626   _____RSCH 618   _____PHED 692   _____OTHER___________












Specify

THIS IS A REQUEST FOR REIMBURSEMENT OF FUNDS   ______

THIS IS A REQUEST FOR PRIOR AUTHORIZATION OF FUNDS_____

Please type all information regarding the project on this application. DO NOT USE ADDITIONAL SHEETS

TITLE OF PROJECT____________________________________________________

_____________________________________________________________________

PURPOSE (INCLUDING PROBLEM STATEMENT AND HYPOTHESIS/RESEARCH

QUESTION):

PROCEDURES (CONTINUE ON BACK IF NECESSARY):

BUDGET: Provide a summarized list of expenses in a format similar to the following. Be sure to attach all receipts if you applying for reimbursement of expenses ( refer to 2a on p. 33).

Proposed Budget

Equipment:



Item







Amount

____________________________________


____________________

____________________________________


____________________

____________________________________


_________________________

____________________________________________


_________________________

Supplies:




Item







Amount



___________________________________________


________________________

___________________________________________


________________________

___________________________________________


________________________

___________________________________________


________________________


Other:



       Item







Amount

____________________________________


____________________

____________________________________


____________________

____________________________________


____________________

____________________________________


____________________

TOTAL REQUEST






_____________________

No application will be considered unless it contains the required signatures below:

Applicant:_______________________________

Date:______________

Faculty Supervisor:_______________________

Date:______________

All non-disposable equipment and unused supplies paid for with by monies from this fund are the property of Springfield College.  The signatures below guarantee that the equipment and supplies are the property of Springfield College.

Applicant:_________________________________

Date:_________________

Department Chair:__________________________

Date:_________________
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