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Step 1: Read the Instructions

Read before starting!

Hover your cursor over 

blue question marks in 

the application for more 

information



Step 2: General Information
Fill in your 

information.

Fill in your 

mentor’s 

information.

Approximate Dates

Most are “Unfunded”

Most studies will 

check “No”. 

Unless you are 

researching prison 

or military 

ministry, you will 

most likely not 

need to have 

another IRB 

review your study.



Step 3: Research Summary

The title should reflect your purpose.

State what you 

are trying to 

discover or 

prove. Be brief.

State what the 

purpose of 

your study is. 

Why is this 

research 

important? Be 

brief.



Step 3: Research Summary
*Anonymous 

means you 

won’t know 

who said what*

Don’t forget to submit 

your study materials!

Participate in an interview
Take an anonymous online survey

(30 min)
(15 min)Example:



Step 4: Participant Information

Only check the 

boxes if your 

study focuses

on them (Ex: 

ONLY military 

or ONLY 

students).

Tell us who you are asking to participate.



Step 4: Participant Information
Approximate; you may need to 

discuss this with your mentor. 

Answer “yes” or “no.” This 

is not usually a concern, 

but is used to make sure 

that participants are 

recruited properly.



Step 5: Recruitment

Example: “I plan to recruit participants using Facebook and email. I will post on 

my personal Facebook account, and use email addresses obtained from the 

church directory.”

Check “yes” or “no.” If yes, explain what the 

compensation will be (coffee, lunch, $5 gift card, etc). 

Check “yes” or 

“no.” If yes, you 

must seek 

permission. (Use 

the permission 

letter template.)

Don’t forget to submit!



Example 2: “I will send the informed consent document 

along with my recruitment letter. If the person chooses to 

participate, I will ask that they mail the signed consent 

document back to me before scheduling an interview.”

Step 6: Informed Consent

Create an informed consent document 

using the template.

Example 1: “I will make the informed consent document 

the first page of my survey. When participants click on 

the survey link, they will read the informed consent. If 

they choose to participate, they will be asked to click the 

“take my survey” button at the end.”



Example 2: “I will use pseudonyms/coding: Each pastor 

that I interview will be given a number. I will keep a list 

matching pastors to their numbers in a separate, locked 

cabinet.”

Example 1: “Since I am using an anonymous survey, 

there is minimal risk for a breach in confidentiality. 

Survey data will be stored in a locked desk/online 

database.”

Step 7: Privacy and Confidentiality



Step 7: Privacy and Confidentiality

Check “yes” or “no.” If yes, explain 

who else will have access to the data.

Example: “Data will be kept in a locked desk in my office. The data will be 

kept for 3 years, and will then be destroyed. Only the researcher will have 

access to the data.”



Step 8: Risks and Benefits

Only list DIRECT benefits to the individual. “Helping the researcher finish his/her project” is 

NOT a benefit. (Note: This is different than compensation.)

In most cases, you will state “minimal risk.” If you are asking questions or performing 

interviews on sensitive topics (i.e., abuse, divorce), you can state “Emotional distress 

may arise due to the nature of the questions being asked.”



Step 9: Completion Checklist

Submit as 

separate Word 

documents

Review the instructions and verify that 

all steps have been completed properly.



Step 9: Completion Checklist

Make sure that you have completed your signed signature page and 

any permission documents before submitting to the IRB for approval.



Step 10: Signature Page

Print, sign, 

and date 



Step 10: Signature Page

Have your 

mentor print, 

sign, and date 


