
UT-SPH - Student Sign-Off Policy for New iRIS Submissions  
 

The following policy statement outlines the routing and signatures required for SPH students 
submitting new applications into iRIS.  Refer to additional online documentation for detailed 
instructions for completing applications, change requests, continuing reviews, terminations, 
etc. 
 
Please note that the Office of Research Support Committees (ORSC) pre-screens iRIS 
submissions and returns for corrections those submissions that are inaccurate and/or 
incomplete.   
 
All initial submissions require the following signatures:  

 Principal Investigator - The student is the PI on thesis and dissertation studies. 
 Faculty Advisor – Only one faculty name is required for the iRIS application.  This 

can be either your Thesis/Dissertation Advisor or your Academic Advisor. The faculty 
advisor must be a salaried UT-SPH employee.  

 Associate Dean for Research - Rebecca Novak must be listed as the person signing 
off on behalf of the Associate Dean for Research. 
 

Some submissions will require the following: 
 Pediatric Risk Assessor - This signature is required for ALL studies that use children 

(subjects younger than 18 years of age).   
 Study Contact(s) – This field should be used if a project manager or other person is 

needed to assist with the iRIS application or follow-ups.  Study Contacts will receive all 
of the same communications as the PI.  The student may choose to add the Faculty 
Advisor as a Study Contact; however, this is not required. 

 Key Study Personnel - This field must be used if there are additional key personnel 
(typically Co-PIs) responsible for oversight of the thesis/dissertation study. 

 Administrative Assistant – This field is optional. The Administrative Assistant will 
have read-only access to the study and its associated documents.   
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iRIS System Instructions for SPH students 
 
Departments 
 
Generally, when students log onto iRIS, their department will be listed as “UT-H – GEN – 
Default Department Code.”   This will appear with your name at the top of the main screen in 
iRIS. 
 

 
 
When entering an iRIS protocol, you will need to associate your study with the appropriate 
department.  For thesis and dissertation approvals you need to be associated with the 
academic training provided at SPH for your degree.  Therefore, the department named “UT-H 
- SPH - Academic Programs’ needs to be added.   
 
From the iRIS application, Section 2.0 - Add Department(s), the following screen will appear: 
 

 
 

 To change the department, click on “Add departments”. 
 
The following screen will appear: 
 

 
 

 Scroll through the list until you find the department you need. 

 Highlight the department name and press the  button. 
 

The department you selected will move to the “Added Departments” panel on the right side of 
the screen. 
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 Press the  button.  You will be returned to section 2.0 of the 
application.  Notice that the new department now appears on the panel. 

 
 

 To remove the “GEN – Default Department Code” click the box located to the left of 
the name and press the “Delete Departments button”. 

 
 Select the radio button to choose a primary department.  

 

 
 
Key Study Personnel 
 
Section 3.0 of the application allows you to enter the names of the key study personnel. 
Section 3.1 asks you to choose a Principal Investigator.  The student will be the PI for the 
study. 

 Press “Add Principal Investigator”. 
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A search tool will appear. 
 

 
 

 Type in part of the person’s last name (the tool does a partial search). 
 

 
 

 Press the  button. 
 
A list of names that match the criteria will appear. 

 
 
 
 
 
 

 Check the box next to the correct name and press the “Select”  button in the upper 
right corner of your screen. 
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The name will then appear in section 3.1 of the Key Study Personnel panel. 
 

 
 

 Students should check the box next to the “Student” option. 
 
Section 3.3 allows you to select a study contact.  The PI is by default the study contact.  You 
can change this to be any person (key study personnel or not) you wish to receive 
communications regarding your protocol.  The PI and the study contact are the only ones 
that will be sent the automatic notifications that come from iRIS (e.g. pre-review corrections, 
approved pending items, approval letters, etc.).  
 
Section 3.4 allows you to enter the name of your faculty advisor 
 

 Click “Add Faculty Advisor”. 
 

 
 
The system will bring you to the search tool to select the name from the directory.  Once you 
select a person, their name will appear in the box. 
 

 
 
 
Section 3.5 allows you to enter the name of “designated department approvals”.   
 

 Using the search tool, add Rebecca Novak  who signs off on behalf of the “Associate 
Dean for Research”. 
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 Using the drop down menu, select the appropriate role of “Associate Dean for 
Research”. 

 
If the study involves children under the age of 18, the submission will need to be signed off 
on by someone designated as a “Pediatric Risk Assessor”. 

 
 Using the search tool, select the name of the individual for this requirement. 

 
 Using the drop down menu, select the role of “Pediatric Risk Assessor”.  

 
When this person receives the submission for review, they will be required to sign off on a 
special routing form which includes their assessment of risks for studies that involve children. 
 

 
 
 
Optional 
Section 3.2 allows you to select the name of any Co-Investigators or Study Coordinators if 
applicable. 
 

 Click on “Add Additional Key Study Personnel”. 
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The system will bring you to the same search tool where you can do a partial search on the 
last name to find the names of the individuals you need to add to your study.  After selecting 
the names, they will appear in section 3.2. 
 
The system default is to assign people roles of “study coordinators”.  If the person is a Co-
Investigator, select the appropriate button. 
 

 
 
PI, Co-PIs & study coordinators are all allowed to submit information to the IRB for the named 
protocol.  
 
 

Page 7 


