HOBART AND WILLIAM SMITH
COLLEGES

Training and Certification Plan for the
Responsible Conduct of Research

Because responsible and ethical conduct of research (RCR) is critical for excellence and for public trust in
science, education in RCR is considered essential in the preparation of future scientists and engineers.
Consequently, Hobart and William Smith Colleges requires that every undergraduate research student,
graduate research student, or post- doctoral researcher complete training. This policy is consistent with
current requirements of both the National Science Foundation and the National Institutes of Health, as
well as with Section 7009 of the America Creating Opportunities to Meaningfully Promote Excellence in
Technology, Education, and Sciences (COMPETES) Act.

This policy is implemented as follows:

e By submitting the Colleges’ Proposal Authorization Form, each Principal Investigator submitting
a proposal for external funding acknowledges his/her responsibility to ensure that any research
student funded by the grant completes the required RCR training.

e By signing the Colleges’ Summer Research Program Acceptance Letter, each summer research
student confirms that he/she will complete RCR training.

¢ In co-signing a student’s Summer Research Program Acceptance Letter, each faculty sponsor of
a research student accepts responsibility to ensure that the student completes RCR training.

Detailed information on completing RCR training is found
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http://www.hws.edu/offices/pdf/citi_instructions.pdf
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HOW TO REGISTER FOR A CITI PROGRAM ACCOUNT

1. Go to http://www.citiprogram.org and click on the "Register" button located on the right-hand side of the
page.
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Over 5.8 million CITI Program courses have been completed since 2000 of a subscribing CITl institution or as an
unaffiliated learner.

& CITI Program Announcements @ Help & Support
New Module: Research, Ethics, and Society (RCR-Interdisciplinary) (March 2014) How do | register?
New Course: Post-Approval Monitoring (PAM) (February 2014) Merge duplicate accounts
CITI Program Recognized by TransCelerate BioPharma (February 2014) | forgot my Username or
Password

Extended Support Hours and Other Notable Updates (January 2014)

Continuing Nursing Education (CNE) Availability (December 2013) More...

More...
Complete registration steps 1-7. These steps will collect information to register your account and place
you in the correct course based on your institutional settings.

Step 1: In the Search Box type Hobart and William Smith Colleges, and select this.
CITI - Learner Registration

Steps:fl] 2 3 4 5 6 7

You must make a selection below.

Select Your Organization Affiliation

Search for organization: Enter full or partial name @

Can't find your institution? It may use Single Sign On. Check here.

Drop-down lists have been replaced by this single search box. To find your organization, enter its name in the box above, then pick from the
list of choices provided. If the selection is correct, click the "Continue to Step 2" button immediately below. To clear your selection and try
again, click the "Search Again" button.

Continue to Step 2

After selecting your institution click Continue to Step 2.

Step 2 requests that you enter your first and last name along with your email address.

Please enter your name here as you would like it to appear on your completion report received at the end of
the course.

Enter your first and last name as well as email address. Please use your HWS email address when
completing the information in Step 2.





HWS 2014 SUMMER RESEARCH STUDENTS

CITI - Learner Registration - DEMO

Steps:1a345 6 7

Personal Information

* indicates a required field.

* First Name * Last Name

* Email Address *Verify email address

We urge you to provide a second email address, if you have one, in case messages are blocked or you lose the ability to access the first one.
Ifyou forget your username or password, you can recover that information using either email address.

Secondary email address Verify secondary email address

Continue to Step 3

Click Continue to Step 3.

Step 3: Choose a username and password for your account. Please follow the on screen instructions for
the expected parameters of each field. Passwords are case sensitive.

During this step you will also select and answer a security question. This question will be used to assist in
the recovery of your account if you have forgotten your username or password. Please select a question that
is applicable to you and you can comfortably answer for the tech support team.

CITI - Learner Registration - DEMO

Steps: 1 2[F] 4 5 6 7

Create your Username and Password

* indicates a required field.
Your username should consist of 4 to 50 characters. Your username is not case sensitive; "A12834CD" is the same as "a12b34cd". Once
created, your username will be part of the completion report.

* User Name

Your password should consist of 8 to 50 characters. Your password IS case sensitive; "A12B34CD" is not the same as "a12b34cd".

* password * Verify Password

Please choose a security question and provide an answer that you will remember. NOTE: If you forget your login information, you will
have to provide this answer to the security question in order to access your account.

* Security Question

* Security Answer

Continue to Step 4

Click Continue to Step 4.
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Step 4 collects demographic information. All information provided is voluntary. Use the blue information
question marks for more information on specific categories.

CITI - Learner Registration - DEMO

Steps: 1 2 315 6 7

Gender, Ethnicity and Race

Why does CITI Program ask about your gender, race and ethnicity?
Why does CITI Program use these categories?
Why does CITI Program ask about your gender?

* indicates a required field.

* Your Gender Is:

Male
Female

| would rather not disclose

* Your Ethnicity Is: (You may choose only one)

Hispanic or Latino **
Not Hispanic or Latino

| would rather not disclose

* Your Race Is: (You may choose more than one)

| American Indian or Alaska Native @
| Black or African American &
| Asian @

| Native Hawaiian or Other Pacific Islander @
| White @

[ | would rather not disclose

Continue to Step 5
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Step 5: We are not offering any CEU credits for the HWS courses. Select “No” for this question.

CITI - Learner Registration - DEMO

Steps:1 2 3 4a[He6 7

* indicates a required field.

* Are you interested in the option of receiving Continuing Education Unit (CEU) credit for completed CITI Program courses?

CITl is pleased to offer CE credits and units for purchase to learners qualifying for CE eligibility while concurrently meeting their institutions
training requirements.

CE credits/units for physicians, psychologists, nurses, social workers and other professions allowed to use AMA PRA Category 1 credits for
re-certification are available for most CITI courses - please see “Course List” link under the "CE Credits" tab on login page for details.

Please register your interest for CE credits below by checking the "YES" or "NO" dots, and, when applicable, types of credits you wish to
earn at bottom of page. Please read texts entered for each option carefully.

Yes

At the start of your course, you will be prompted to click on a "CE Information" page link located at the top of your grade book and to
VIEW and ACKNOWLEDGE accreditation and credit designation statements, learning objectives, faculty disclosures, types, number and
costs of credits available for your course.

Yes

No

The CE functionality will not be activated for your course. Credits and units will therefore not be available to you for purchase after you
start your course. You can change your preference to "YES" before such time however by clicking on the "CE Credit Status" tab located at
the top of your grad book page.

No

If you picked "YES", please check below the one type of credit you would like to earn

MDs, DOs, PAs - AMA PRA Category 1 Credits TM

Nurses - ANCC CNE

Other Participants - Certificates of Participation

Psychologists - APA Credits

Social Workers - Florida Board of Clinical Social Work, Marriage & Family Therapy and Mental Health Counseling

* Can CITI Program contact you at a later date regarding participation in research surveys? o

Yes
No
Not sure. Ask me later

Continue to Step 6

Step 6: Complete the required fields. For the “what is your role in research? Question, Choose “Student
Researcher-Undergraduate” .
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CITI - Learner Registration - DEMO

Steps:1 2 3 4 s @7

Please provide the following information requested by DEMO

* indicates a required field.

Language Preference

* Institutional email address
* Highest degree

* Job Title

* Department

*What is your role in research?
* Address Field 1

Address Field 2

Address Field 3

* City

* State

* Zip/Postal Code

* Country

* Office Phone

* Institution / Organization / Company

* How did you hear about the CITI Program?

-

Step 7: ONLY answer question 3. IF you are working with a faculty mentor from biology, chemistry,
geosciences, environmental studies, psychology, mathematics and computer science, or physics, choose
“Physical Sciences Responsible Conduct of Research”. IF you are working with a faculty mentor in the
social sciences, please choose “Social Sciences Responsible Conduct of Research”.
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After selecting your course, click on Finalize Registration.
Your learner account registration is complete.
You will now be able to access the Main Menu of your account.

You will receive an email with your account username from CITI. Once you have received this you
should complete the RCR training course.

IMPORTANT
You must complete the RCR course with an overall passing rate of 80% BEFORE you begin your
summer research. This course must be completed on your own time.

Once you have completed the course you will need to send me (deDenus@hws.edu) an email to
let me know. I will then be able to login and verify your passing grade and print your summary
sheet.








