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[bookmark: _Toc29972594]Accessing the Institutional Review Board Application
To access the new IRB submission app, go to WesPortal and, under Academics, click the link called Institutional Review Board.
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New Submission 
When you open the IRB app, you will see a page where you can submit a new application (“New Submission”). The first step is to download the Description of Research Form, a MS Word document, from the IRB web site (https://www.wesleyan.edu/acaf/support/reviewboard.html). Complete the form, and save it to a computer or network folder. In the IRB app, file in the Title, Short Title, and “Short Project Description” boxes.  
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Then scroll down to Documents. Upload your completed Description of Research Form under “Description of Research”. Then, upload your consent form (a template can be found on the IRB web site), a Video Release Form (also on the IRB web site), if applicable, and any supplemental files. After uploading your files, click the red “Submit” button.
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Viewing Submissions
To view all your submitted IRB protocols, click “My Submissions”.
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Under My Submissions, you will see 2 tabs (Student Submission and My Submission). Click on My Submission. Here you will see a list of IRB protocols and the current approval status of those protocols.
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If you click on View, you will see more details about that IRB protocol, as well as a list of documents associated with that protocol. On the right hand side under New Submission, there is a menu from which you can choose a number of actions: New (to submit a new Description of Research Form), Request of Renewal (to submit a completed Project Continuation Form), Project Update (to submit a completed Project Update Form), and Change of Protocol (to submit a completed Change of Protocol Form). After choosing one of the menu options, you will be prompted to choose the IRB protocol on which you would like to take action.
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If you scroll down, you can see where you can upload new forms and supplemental files. After you upload the completed forms, scroll down and click the red Save button. This will notify the IRB that a change has been made that requires the IRB to take action.
Student Submission – Faculty Only
If you click on Student Submission, you will see a list of the student IRB projects for which you are listed as the advisor.  Here you can view and approve the student protocol. The IRB will not review a student submission without advisor approval.
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Institutional Review Board

New Submission

In

iduals whose research meets the definition of human subjects research are expected to submit a Description of Research Form to the IRB for review
before beginning research on a project. Questions on the form prompt the researcher to provide information needed by the IRB to make a determination about
whether the research meets required ethical standards. The questions of the form also prompt the researcher to include accompanying documents, as
applicable, such as written informed consent forms, recruiting advertisements, and surveys. The IRB, upon receiving a submitted proposal, will respond to the
investigator by email with a decision within two weeks, though delays may be longer during holidays and summer recess. If the proposal is not initially
approved, the investigator will be given feedback, usually in the form of requests for clarification or revision, so that the proposal might be approved on
resubmission. Research may not commence until the proposal has been approved by the IRB. Faculty researchers will be sent hard copies of final decision
letters for their records.
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Researchers should first download the Description of Research Form from the IRB web site, and complete it. Then, go to the Institutional Review Board under
Academics in Wesportal. Completed the required information in the boxes. After filling in the required information, upload the completed Description of
Research Form under Documents, and upload the study consent form, and any accompanying materials. When done, click Submit. Researchers who have
any difficulty downloading the form (e.g., non-Wesleyan-affiliated researchers) should contact the IRB Administrative Coordinator and request emailed copies.
Upon receiving a new submission, the IRB Administrative Coordinator will notify the IRB that there is an application that requires review. Students must have a
Wesleyan faculty or staff research advisor in order to have their proposal reviewed by the IRB. This faculty member must review and approve the student's
application under the Student Submission tab in Wesportal before it can be reviewed by the IRB.
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students will write a report discussing the results of their analysis, which the clients may or may not choose to use to make predictions or generalizations
about their populations)
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