Directions for UR IRB Members to Register For CITI Humans Subjects Protection Training Online

Revised January 2016
At the University of Richmond, human subjects’ protection training is available to faculty, students, and staff members who have an interest in or responsibility for taking such training.  This training is free to members of the University of Richmond community through its contract with the Collaborative Institutional Training Initiative (CITI).  These directions pertain to UR IRB members.  Please follow the directions for accessing the IRB member course below.  In almost all cases, IRB members are already CITI members and need to access the IRB member course through their current CITI membership.   
· Open a browser, such as Internet Explorer or Firefox.

· Enter https://www.citiprogram.org into the address line.
The CITI page will open and feature a blue background.  On the right hand side of the screen, you will see a LOG IN section for returning users.  Returning users must log in and use their existing CITI account.   If you have forgotten your password, follow the directions on the screen.
· When you have logged into your CITI account, it will open to your “Main Menu” page. This page should have your CITI username and CITI ID number at the top right of the page. 

· About halfway down the page you will see the “Course” list.  You will likely see the following course “UR Faculty and Staff Researchers.”  The course “Status” at this time likely will be “Completed.” 
· Below the course list you will see a button that reads “My Learner Tools for the University of Richmond”.  You should click on the “Add a Course or Update Learner Groups” button.

· You will next see a page titled “Select Curriculum - University of Richmond” with six questions below it.

Answer the six questions.

· For Question 1, choose “UR IRB Member.”

· For Question 2, select “I have not completed the basic course.”  You do not need to go back to question 1, despite what the instructions say.

· For Question 3 (Responsible Conduct of Research), do not make any selections at this time; you can return and take this and other courses later.

· For Question 4, select “Not at this time.”

· For Question 5, select “No”.

· For Question 6, do not choose any responses at this time.

· Click the “Submit” button.

· The screen should read “Your registration has been completed successfully.”

· On the next screen you should click the “Finalize Registration” button.

Your IRB Member course should now be open to you.  

· The next screen should take you back to your “Main Menu”. 
· About halfway down the page you will see the “My Courses” list.  You should now see the following course listed “UR IRB Members, Basic Course.”  That course “Status” at this time will be “Not Started – Enter.”  To begin your coursework, you should click on the “UR IRB Members” course.
· The next screen will list the “Required Modules” for the UR IRB Member course. You will need to take the modules sequentially in the order listed. 
First, complete the Integrity Assurance Statement before beginning anything else.  The graded course modules follow. 

i. Belmont Report and CITI Course Introduction
ii. Students in Research (This is the course all student researchers have to take; it is important that IRB members know what it covers.)

iii. History and Ethical Principles – SBE
iv. Defining Research – SBE
v. The Regulations – SBE
vi. Assessing Risk – SBE
vii. Informed Consent – SBE
viii. Privacy and Confidentiality – SBE
ix. Research with Prisoners – SBE
x. Research with Children – SBE
xi. Research in Public Elementary and Secondary Schools – SBE
xii. International Research – SBE
xiii. Internet Research – SBE
xiv. The IRB Member Module – “What Every New IRB Member Needs to Know”
xv. Complete the “University of Richmond” module.  This is very brief but you must “initiate” this and open the link to the “Belmont Report” if you have not already done so.  After viewing this, click “Proceed to the Main Menu.”

· Once the above course modules have been completed (with an 80% or higher score on each module), your “Status” report on the “Learner’s Menu” should change to “Passed” and you will see the word “Print” under the column labeled “Completion Reports”.  You should get an email notification of your course completion, which you may want to save.  Normally the IRB Chair is provided a copy of the completion certificate as well.  Later, you may be interested in “Optional Modules” which are accessible only after course completion.    

Please feel free to contact Dr. R. Kirk Jonas at 484-1565 regarding any questions on the registration or course completion process.  I will be happy to answer any questions you may have.  You may also contact me at rjonas@richmond.edu .  Comments on these registration directions are welcome.
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