SITE PERMISSION LETTER
TEMPLATE AND INSTRUCTIONS

The following page contains a template for creating appropriate informed consent documents for your research studies at Georgia College (GC).  

Instructions

1.  Download and save this template file to your computer.

2.  Edit the document on the next page as appropriate for your study replacing all bracketed, highlighted areas with information that is pertinent to your specific study (please also remove brackets).  
3.  Review and modify all non-bracketed/highlighted text to ensure that it is also appropriate for your study.

4.  Delete this instructions page, and save your edited document to your local computer/disk.

5.  Upload the final version of your site permission document into the Portal in the “documents” tab.  Note that this file should take the form of a scanned copy of a signed letter from the institutional official.  
Additional Notes

1. This form is for obtaining permission to conduct your research at a non-Georgia College site (i.e., off campus).  For example, if you want to conduct research with Pre-K children at area childcare centers, you will need a site permission letter from any childcare centers at which you plan to recruit participants.  
2. If your research takes place off-campus, your application will not be reviewed until appropriate site permission is obtained and documented from each applicable site.  

3. Site permission letters should have the following elements:

a. Site approval should be on letterhead from the organization/institution
b. The body of the letter should convey that the PI (and faculty supervisor, if applicable) have discussed the proposed project thoroughly with the institutional official who is writing and signing the letter.  This can be conveyed by including:
i. The PI’s (and faculty supervisor’s, if applicable) name
ii. The time frame for the project
iii. A brief description of what subjects will be asked to do at the site if they participate
iv. A statement that the ‘researcher has discussed the project fully with me and answered any questions I have about the project’
c.  The body of the letter should also contain language that conveys that the project has the institutional officials approval pending approval from the IRB at Georgia College.
d. Signature by the institutional official and their contact information.
Please email irb@gcsu.edu for additional questions or clarification if needed.
SAMPLE Site Permission Letter

{Community Research Partner/Institution Name}
{Community Research Partner/Institution Contact Information}
{Date}
Dear GC IRB, 
Based on my review of the proposed research by {insert researcher’s name, and faculty supervisor if applicable}, I give permission for him/her to conduct the study entitled {insert study title} within the {insert name of school/community research location}.  As part of this study, I authorize the researcher(s) to {insert general descriptions of researcher’s activities at partner site, e.g., specific recruitment, data collection, and results dissemination activities}. Individuals’ participation will be voluntary and at their own discretion. 

We understand that our organization’s responsibilities include: {insert descriptions of the following, as applicable:  personnel, rooms, resources, and supervision that the partner will provide}. We reserve the right to withdraw from the study at any time if our circumstances change. 

We understand that the research will include {insert brief description of the interaction with human participants at the partner site, e.g., “typical classroom instruction, pre-tests, and post-tests.”}.  

This authorization covers the time period of {_____ to ______}.
I confirm that I am authorized to approve research in this setting.

I understand that the data collected will remain entirely confidential and may not be provided to anyone outside of the research team without permission from the Georgia College IRB.  

Sincerely,
{Authorization Official signature}
{Contact Information}
Institutional Letterhead/Logo








