Key Considerations for Completing 
Northwest University IRB Applications
Guide for Completing the Application
To complete the IRB application successfully, please review the documents and resources provided on the IRB Eagle website and ensure the following:
· The correct form is used.
· The consent form includes all required elements.
· Demographic questions follow Northwest University (NU)–approved APA style.
· Applicants must respond directly to each prompt as written. The application form may not be altered, reworded, or reformatted. All responses must be entered in the designated fields and clearly correspond to the specific question.
· All required sections are completed, understanding that some information may need to be duplicated.
· Scholarly writing is used throughout, with correct spelling, grammar, punctuation, and appropriate citations.
· A reference page is included with all citations listed.
· Citations and references are provided for all survey instruments or assessments, with proper attribution to original sources.


Methodology Guidelines
When describing your methodology, clearly identify a well-defined research approach. Simply labeling your study as quantitative or qualitative is insufficient, as these terms refer to broad categories rather than specific designs.	
· Specify the exact methodology you are using (e.g., phenomenological research, case study, experimental design, grounded theory).
· Provide citations to support your methodological choices.
· Describe in detail how data will be collected, analyzed, and interpreted.
A well-articulated methodology should demonstrate clarity, rigor, and alignment with your research objectives.

Addressing Sensitive Topics
· Some sensitive topics require Provost approval. The approval form is available on the Provost’s Office website and must be submitted with your IRB application.
· If your study involves topics that could cause distress or harm, you must provide access to support resources. These resources should be included on the informed consent page and at the conclusion of the study (e.g., on the thank-you page of a survey or at the end of an interview). This ensures that participants who may experience emotional discomfort during the study have immediate access to professional support services.

Potential Support Resources for Participants
· Crisis Hotline Numbers – National and local hotlines offering immediate support. All applications and participant-facing communications must include standardized crisis resource information when there is any potential for participant distress or discussion of sensitive topics. Investigators are required to use institutionally approved language to provide clear and accessible information about available crisis support services (e.g., 988 Suicide & Crisis Lifeline). This requirement ensures that participants have immediate access to appropriate support resources and promotes ethical research practices and participant safety.
· Sound Behavioral Health (Greater Seattle Area)– Provides mental health and crisis intervention services. If recruiting outside Seattle, the researcher must identify equivalent local resources.
· NUhope Community Counseling Center (if recruiting in Kirkland) – Provides community-based support but does not offer crisis services.
· Psychology Today– Provides mental health listings for therapists in each state. This is not a crisis intervention resource.
Providing access to support resources demonstrates a commitment to ethical research practices and participant care.

Partnering with Outside Agencies
If your study involves collaboration with an external agency, business, or institution, you must provide written documentation confirming their willingness to participate. 
This documentation should take the form of a formal letter from the agency, explicitly stating their agreement. Clear communication and official approval from external partners are essential for transparency and ethical compliance.

Recruiting from the Northwest University (NU) Community
If you plan to recruit participants from the NU community (students, staff, or faculty), you must obtain Provost approval before beginning recruitment. Recruitment cannot begin until both IRB and Provost approval are secured.
Note: An IRB-approved demographic form is available on the IRB website.

Distinguishing Between Anonymous and Confidential Research
Anonymous Research
· No identifying information is collected (e.g., names, contact details, IP addresses).
· Responses cannot be linked to individual participants.
· Commonly used in surveys and questionnaires.
· Provides the highest level of privacy protection.
This type of research is commonly used in surveys or questionnaires where responses are gathered without any identifying markers.
Confidential Research
· Identifying information may be collected but is securely stored and protected.
· Researchers may know participant identities, but responses are not disclosed in a way that links data back to individuals.
· Commonly used in interviews, longitudinal studies, and research requiring follow-up.
· Privacy is protected through methods such as de-identification, coded data, and secure storage.

Assessment Permission
If you are using an established assessment tool:
· Provide documentation of approval or licensing to use the instrument.
· If the tool is open-source, clearly indicate this in your documentation.
Ensuring proper authorization protects intellectual property rights and upholds ethical research standards.

Informed Consent
· Refer to the Northwest University consent form checklist on the IRB Eagle website to ensure that all required elements are included.

Software Security Statements
· All IRB proposals that involve the use of software tools for data collection, storage, transcription, or analysis (e.g., NVivo, Zoom, Teams, Microsoft OneDrive, Qualtrics, SPSS) must include a brief, summarized security statement within the proposal. 

This statement should clearly address the following points:
1. Purpose of the Software
· Specify the role of each software tool in your study (e.g., data analysis, survey administration, virtual interviews).
2. Data Protection Measures
· Include encryption, password protection, secure servers, or other relevant safeguards.
· Explain how the software complies with institutional or industry security standards.

Gatekeeper Requirements and Permission Letter
If your research involves recruiting participants through an organization, institution, private group, or community-based setting, you may be required to provide a Gatekeeper Permission Letter as part of your IRB application. This includes, but is not limited to:
· Social media groups or online community boards
· Churches or faith-based organizations
· Schools, colleges, or universities
· Retirement homes, assisted living facilities, or senior centers
· Businesses or workplaces
· Nonprofit organizations
· Healthcare or counseling settings
· Community centers or support groups

A gatekeeper is an individual who has the authority to grant permission for recruitment or posting within that setting (e.g., administrator, pastor, principal, moderator, director, or organization leader).
Examples of activities that may require gatekeeper permission include:
· Posting recruitment flyers or study invitations
· Sharing surveys or study links
· Recruiting participants through an organization’s email list, website, or social media page
· Conducting interviews, observations, or data collection within an organization or group
The Gatekeeper Permission Letter should include:
1. Introduction (who you are including your name, role, institution)
2. The purpose of the communication (why you are contacting them)
3. What you need from the gatekeeper (e.g., permission, site access)
4. Purpose of the study (brief, non-technical description and why it is being conducted)
5. Why this organization is appropriate for your research
6. What you are requesting (e.g., recruiting participants) 
7. Risks and safeguards (acknowledge any potential risks and describe protections (e.g., voluntary participation, anonymous vs confidential)
8. Benefits
9. IRB approval status
10. Your contact information
