
Human Subjects Institutional Review Board  (Information & Process) 

To obtain HSIRb approval, you must submit two documents: 
 
1) Application for Initial Review (in which you basically offer some basic information and them check the 
boxes noting that you will be covering the core elements requested in the second document).  The last 
page of this application must be signed by the adviser and the student, and most of the Educational 
Leadership doctoral students can check "Administrative or Expedited" level of review, and can choose 
one of the following (in the drop-down box):  data collection is anonymous; data is recorded so subjects 
cannot be identified; educational setting/normal educational practice; or study of existing data, records 
or specimens. 
 
2) Template for Protocol Outline Within this document, you basically cut and paste relevant sections 
from your approved proposal, and include as appendices all consent forms as well as recruitment 
letters, interview outlines and/or the survey to be used.  

Also, within http://www.wmich.edu/research/forms/compliance, look within the Sample Consent and 
Assent Forms and use the Informed consent form for interviews, and the Sample anonymous online 
survey for the first page of a survey. Note that you do NOT need to use this exact language or format, 
BUT all essential items must be covered. 

Both documents can be sent electronically; print out the Application, add the signed last page, and then 
scan it. The Template for Protocol can simply be saved and sent as a word file (or pdf). Both the 
completed application and protocol can be sent electronically to ovpr-hsirb@wmich.edu.  
 
Julia Mays, in the Research Compliance office, is happy to address questions you might have about the 
process, and can be reached at (269) 387-8293.  
 
Once it is reviewed, you will likely receive an email with a list of issues to address. The best way to 
respond is to make the corrections in your Protocol and highlight those corrections/additions. Then copy 
the list of issues into an email back to HSIRB, and below each one, briefly indicate how you addressed it 
and what page this can be found within your reviewed Protocol.  And then send that email and your 
revised Protocol back to HSIRB. 
 
HSIRB Training Modules -- students must complete all required HSRIB training modules, which can be 
accessed directly at www.citiprogram.org.  If you have problems accessing this site or forgot your 
password, contact Julia.Mays@wmich.edu. 

http://www.wmich.edu/sites/default/files/attachments/u5/2013/Application%20for%20Initial%20Review-HSIRB.doc
https://wmich.edu/sites/default/files/attachments/u1297/2019/Template_Protocol_Outline-Revised_for_Common_Rule%20Change_1-2019.doc
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http://www.wmich.edu/research/compliance/hsirb/consent
http://www.wmich.edu/sites/default/files/attachments/u5/2013/informed-consent-document-template.pdf
http://www.wmich.edu/sites/default/files/attachments/u5/2013/anonymous-online-survey.pdf
http://www.wmich.edu/sites/default/files/attachments/u5/2013/anonymous-online-survey.pdf
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