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	SAN JOSE STATE UNIVERSITY
HUMAN SUBJECTS-INSTITUTIONAL REVIEW BOARD

PROTOCOL NARRATIVE
(Prompts adapted for Applied Anthropology)


	

	Prior approval by the Human Subjects-Institutional Review Board is required for all research involving human subjects to be conducted by SJSU students, staff, or faculty. Procedures may not begin until approval is received.  

The following information is provided to assist you in preparing your protocol narrative for review by the Human Subjects-Institutional Review Board. Your responses should be written in a manner which can be understood by a non-specialist.  Please complete all sections of this template.  If any section is not applicable, list the heading and simply indicate “N/A.”
Instructions are bracketed and in italics.  Please remove instructions prior to submission.



	I. application 
[Attach a complete IRB Application - Request to Use Human Subjects in Research to the front of the protocol narrative. The application, as well as all other IRB related forms and templates are available on the Office of Research website: http://www.sjsu.edu/research/irb/
NOTE: SJSU students—Your advisor must read, approve and be listed as Co-PI.  Your advisor must sign the application, and complete the required IRB training.  We recommend that you also complete the IRB training.


	ii. project title 
[This title should be consistent with professional practice and clearly indicate the domain of your research and the form of application (evaluation, needs assessment, product or service design, community action).]


	iii. investigators and staffing
 [List all personnel, including the primary investigators, who will assist in conducting the research in the table below.  This should include any students, faculty or other researchers (add additional rows as needed)]:
NAME OF INDIVIDUAL

QUALIFICATIONS

RESPONSIBILITIES

Your name
Your Advisor’s name
Anyone helping with the project 


	

	iv. involvement of other institutions
 [a. If research will be conducted through other institutions that either serve as a source of subjects, a source of records and information, or on whose facilities your project will be conducted, list the name of each institution involved.
 If you have a client or partner organization, this is the place to talk about that relationship, and to demonstrate it with a letter of support/permission.  If you need the cooperation of an organization to access a site, this is the place to indicate that you have that cooperation.  Remember, a retail site or workplace is NOT a public site and access requires permission.  
Attach copies of permissions from participating institutions, organizations, or agencies. Permission from such institutions or agencies should be on their letterhead and should include: the title of the study, the inclusive dates for which the permission is granted, and the title and type written name of the individual with the authority to grant such permission, in addition to their signature. Email permissions with the appropriate contact information for the institution will also be accepted.]
b. Disclose any affiliation that you have with the participating institution, including whether you are an employee, an intern, or have a personal financial interest within the institution. 

c. Address any potential conflict of interest, real or perceived, that may arise as a result of your affiliation with a participating institution (e.g., whether you have a direct role in the treatment, assessment, or training of potential participants; whether you have a supervisory role over potential participants; whether you are providing services to potential participants unrelated to your research activities).

Please also keep in mind that access to certain kinds of records such as student records, employee records, and medical records are subject to privacy rules such as FERPA or HIPPA.   In most cases, such records, when they contain individually identifying information, cannot be accessed for research purposes without the permission of the subject.]
 

	v. abstract
 [Briefly state the problem, background, importance of the research, the hypotheses or questions to be addressed, and the goals of the proposed project.] 
What are your research questions?  

What is the relevant literature/research that has already been done on the topic (with citations)?

How does your current project add to the body of knowledge? 
What is the community with which you are working?  Who are they and where are they located?

What methods are you using to get information to address the research questions? (List all such as unstructured conversation, semi-structured ethnographic interview, participant-observation, photographic analysis, textual analysis, archival research, comparative literature research etc.)

What is the purpose of your project?  If applied, what is the application?




	vi. human subjects involvement
[Please complete all sections below.  If a section is not applicable, indicate “N/A.”]


	A. subject population
[Describe the subject population in terms of age, gender, race, ethnicity, etc., including the estimated number of participants.  State any inclusion/exclusion criteria used to select subjects. Explain the rationale for employing the type of subjects selected for the study.] 
What is the population from which you are sampling?  

Why is it the appropriate population?  

Is the intervention or application you are investigating linked to this population? 

Is this population the logical choice for the research questions you are investigating?  
How are you sampling this population?  

Avoid the language of statistical sampling (random etc.), since your project is probably using a nonparametric sample. 

Who is in, and who is out of the sample and why?  The chances are good that you are using a maximum diversity sample and if so, what are the categories of diversity you are including (gender, age, family construction, work type, neighborhood location, etc.)? If you are using snowball sampling, unless you are intentionally sampling social networks, how will you avoid bias?  
How many people is it reasonable to sample?  (The more diverse the sample, the larger it will need to be to reach saturation.  While a relatively focused sample can reach ethnographic saturation at 12 people, estimate on the generous side, 15-20, since you do not know what you will find in the field.) 
If you have internal categories (gender, ethnicity, and economic status), how many in each category will you sample?



	b. recruitment plan
[Describe the procedures for selecting subjects. Explain how subjects will be recruited. Stipulate who and where the potential subjects are, how they will be contacted, and what will be said to recruit them and by whom. Attach any recruitment materials, such as sign up sheets, flyers, or text for media postings. This section should also describe the tangible measures that will be used to minimize coercion when the researchers are in a dual role as service providers recruiting their own clients.]
How are you recruiting people to interview?  Be specific—if you already have established connections, how will you approach them to help you?  Will you advertise, and if so, how? [Include any verbiage you would use to recruit people to participate in your project. Emphasize the voluntary nature of participation and any protections you have planned to prevent any sort of intentional or unintentional exploitation  Also explain your plan to use pseudonyms for people (and vulnerable organizations and places small enough to unintentionally reveal identities), in your publications.]


	c. research methods and design / procedures
[Include a description of the project design and procedures. Describe what the subjects will do, step by step, and the duration of the study. State where, when, and by whom the research will be conducted. If treatment is to be done, state the qualifications of the practitioner.] 
[Not only should you list all your methods, make it clear in this section how they address your research questions.  One way is to create a table in which you list your questions, and the corresponding methods for collecting data.  
Research Question

Ethnographic method used to collect data pertinent to this question



	Note also that this section includes not only data collection, but data analysis.  Describe what techniques you are using to sort and make sense of your data.  Refer back to your research questions and theoretical underpinnings for key analytical concepts and approaches]

What are your research questions and purposes?  
Identify your data collection methods in some detail.  If you are observing, what people, in what places, doing what activities will you observe?  [Best practice:  Attach a published article that used a similar methodological approach on a topic comparable to your own]
How will your data collection methods inform your research questions?  

How will you process your data to yield insights, implications, conclusions or findings?

How will you communicate those findings to the communities with which you are working? [Sharing your written conclusions with your “subject” community is a best practice in collaborative ethnography].

How will you share your written conclusions with the larger academic community?
d. materials and devices
[a. List the kinds of data instruments that will be used and attach copies to the protocol (e.g., surveys, questionnaires, interview questions, data intake sheets). If translation into another language is necessary, submit both the English version and the translated version of the data instruments, AND include the Verification of Translation Accuracy Form completed by someone other than the investigator(s) who is adept in the language.  This is an important issue to address.  At least two documents need to be translated—your interview instrument and the consent form.  You should also prepare your project recruitment introduction in the appropriate language.
b. Describe any cognitive or psychological tests that will be employed and provide representative examples of any computer stimulus or other test materials.  This prompt will probably be N/A.
c. Describe how the investigator will record information and any devices that will be employed, including information on whether audio/video recording devices will be used. If participants will be recorded or photographed, describe how these materials will be used, including whether or not they will be presented in publication or dissemination
Ethnographers often use audio and visual recording devices.  At the minimum you are likely to use digital audio recording and notebooks.  You might likely use a camera or videorecording device.  Make it clear if you are capturing images that undermine anonymity, noting that you are taking photos of spaces, places, and objects. If you are photographing people, are you doing it in such a way that they cannot be identified?  If they can be identified, you cannot claim anonymity and you need additional release of image permissions. ]
What devices are you using for voice (image) recording?’

What will you be recording?  Interviews?  

Will you be making transcripts? 

What will you be capturing in photographs?

What kinds of information will you be recording in your notes?

How will you be using quotations and images in your publications and reports?



	e. confidentiality
[a. Indicate whether or not any identifying information will be collected and/or reported. Describe reporting methods. If identifying information will be collected but not reported, describe mechanisms for maintaining confidentiality (e.g., pseudonyms, coding system). If subjects are to be identified with the data, indicate the extent to which the subject’s name or other identifiers will be used.
Unless you are doing an oral history, it is likely you will be making all identifiable personal information anonymous, and keeping it confidential.  If you are making pseudonyms, make them respectful, and plan to use them from transcription onward.  Be sure to include not only the person interviewed, but all identifiable people mentioned in the interview (family members, co-workers, etc.).  If you are describing a person, explain how you will keep the level of detail sufficiently ambiguous to avoid identification.  For example, you might cite an interviewee by saying, “Ajay, a software engineer at a clean tech startup, notes…”  Explain that the first time you use a pseudonym in your work you will provide a footnote or endnote clarifying that all names used are pseudonyms.  
b. Specify how data/materials collected will be kept safe and who will have access to the data/materials.]
What will you do with audio, visual and text files, such as notes and transcripts?

Where will the files reside?  Be specific—“On a password protected file on my laptop, which will be kept at 1234 1st, San Jose, CA 95112.

What will you do to safeguard the device and file? 

If you are using a notebook, where will it be kept, and how will you protect it?

What will happen to the contact information and the data when the project is finished?



	f. compensation
[State any compensation that will be awarded to subjects for participation in the study (e.g., cash payment, gift card, course credit, free treatment).]
Do you have a sponsor or grant that allows you to provide compensation [note this difficult to do through the Research Foundation]?

Are you bringing a small gift?  What would it be?



	g. potential benefits
[List any potential direct benefits such as health-related or psychosocial benefits to an individual research subject. List any indirect benefits such as how the research may contribute to the acquisition of generalizable knowledge.
These are not benefits to YOU, but benefits to the participant, the participant’s community, and disciplinary knowledge.  Do not overstate the benefit, but be realistic.]
Is there a direct positive benefit to the participant, for example, in providing the opportunity for reflection and insight?

Is there a direct positive benefit to the participant’s community?  For example, will your project facilitate better communication between an organization and its client population, or provide data that can inform policies or regulations?
Is there an incremental addition to site-specific knowledge to a body of literature within anthropology, of a specific social problem?  For example, does your project expand the generalizatibility of a particular theory? Does your project add an anthropological dimension to an interdisciplinary problem or theory?


	h. potential risks
[Describe any potential risks - whether physical, psychological, social, legal, or other - and assess their likelihood and seriousness. Examples of risks include: physical injury, allergies to the materials used in the study, loss of privacy, the release of potentially damaging personal information, psychological trauma, and emotional discomfort (e.g., anxiety, stress, depression).]
Is there potential personal risk?  

Are there uncomfortable subjects that could be broached?

Are you investigating practices that could be considered embarrassing or illegal?

Is your population one that is vulnerable to risk, perhaps due to marginal status, even if they are not in the standard protected categories?

Is there potential social risk?  Can the community itself be made vulnerable by your investigations? [The risks can range from embarrassment to potential legal vulnerability.  Remember, being an anthropologist provides no legal protection should your data be subpoenaed. ]



	

	I. risk reduction
[Describe the procedures for protecting against or minimizing each potential risk listed above. For example, risk of loss of privacy may be reduced by storing all research material in a locked cabinet, by using codes rather than participant names on surveys, or by conducting an anonymous study.  Describe special safety procedures, as needed, to avoid harm to subjects. List any psychological and/or medical help available in the event of harm. For example, if the risk of emotional discomfort is high, the investigator should provide the subjects with a list of referrals for counseling and attach this information to the informed consent document.]
What are you doing to mitigate individual risk, including the risk to individual mentioned in an interview?  [Mitigation can include a range of actions from being empathetic and patient at the time of the interview or observation to providing information on counseling, or carefully editing instances so that they cannot be associated with an individual]

What are you doing to mitigate indirect group risk? [This is where data management practices come into play]


	vii. informed consent 
[Please complete all sections below.  If a section is not applicable, indicate “N/A.”]


	A. consent process
[Describe procedures for obtaining informed consent from subjects, including procedures for obtaining assent from minors. Indicate who will obtain consent/assent, what language will be used, where and when consent/assent will be obtained, and what steps will be taken to minimize the possibility of coercion or undue influence.]


	b.  Assent Process and other special consent provisions
[a. Explain how assent will be obtained from subjects who are under the age of 18. 

b. If some or all subjects will be cognitively impaired, visually impaired, physically impaired, or have language/hearing difficulties describe how capacity for consent will be determined.  If you anticipate the need to obtain informed consent from legally authorized representatives, please describe how you will identify an appropriate representative and ensure that their consent is obtained.]


	c. waiver of written consent
 [If you would like to request a waiver for obtaining written consent from participants, provide a justification for the request and include a description of alternative procedures for obtaining informed consent. 
Written consent may be waived under certain circumstances. For example, when participants have limited reading skills investigators may submit an informed consent script, outlining the manner in which informed consent will be obtained verbally. Written consent can also be waived when the only record linking adult subjects to the research would be the consent document, such as in anonymous surveys, and the principal risk would be potential harm resulting from a breach of confidentiality. In such cases, the signature line on the standard consent form is replaced with a statement such as “Your completion of the survey indicates your willingness to participate. Please keep this information for your records and do not write any information that could identify you on the survey.”]
[This section may need to address participants who are not involved in face-to-face interviews, but are the objects of participant-observation or online interaction.  You need to be able to “show your notebook,”  and indicate that you are doing anthropological inquiry, without necessary having written consent forms as part of their consent process.] 
Are you doing participant or other kinds of observation? What are you doing to indicate you are doing fieldwork and allowing people to give, or not give their consent, in being observed?  [You might create cards, or wear a nametag and develop a protocol, described here, for letting people choose to be observed].

Are you doing online fieldwork?  How are you informing people of your inquiry?  How are you letting people choose to participate, or not?  [You might create a name that indicates you are doing anthropological fieldwork and develop a a protocol, described here, for letting people choose to be observed].



	d. debriefing  
[If the study involves deception, describe the debriefing procedures that will be enacted and attach any informational materials that will be distributed to participants.]
This section will be N/A for anthropological fieldwork.


	e. consent forms 
[Attach the appropriate consent form, letter, or script that will be used. If a paper copy is to be distributed to participants, it must be on SJSU departmental letterhead.  Get the letterhead from your advisor for this purpose. 
If translation into another language is necessary, submit both the English version and the translated version of the consent document(s), AND include the Verification of Translation Accuracy Form completed by someone other than the investigator(s) who is adept in the language.
Sample consent forms/templates are provided on the SJSU IRB website. Follow the format and instructions provided with these templates whenever possible.]



	viii. other

[If there are issues which the board should consider which do not fall into any category above, please describe them here.]
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