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Research Recruitment Advertising Template



This template should be completed and submitted as part of the IRB submission.  Please check the boxes and insert the text for all fields applicable to your study.  When your protocol has received final approval, this form and a copy of the IRB approval letter or IRB approved amendment form should be submitted to Medical Media for creation of the recruitment materials. The procedure for submission to Medical Media is outlined in the IRB SOP under the Recruitment section and identified below as item #4. 

1. All recruitment materials must include the following:
	The official ORD Research logo/emblem (microscope) and VA NWIHCS logo. PR will place this on the recruitment flyer.
[bookmark: Check2][bookmark: Text1]|_|	What type of study (diabetes, arthritis, etc):      
[bookmark: Check3][bookmark: Text2]|_|	Target audience:       
[bookmark: Check4]|_|	Statement that it is, “Approved by the NWIHCS Institutional Review Board (IRB)”. Can be in small print but must be included
[bookmark: Check5][bookmark: Text3]|_|	Limited to the information the prospective subjects need to determine their eligibility and interest:       
[bookmark: Check6][bookmark: Text4]|_|	Clear statement that this is research and not treatment:      
[bookmark: Check7][bookmark: Text5]|_|	Contact name and/or number:      
[bookmark: Check8][bookmark: Text6]|_|	If materials will be posted outside the hospital, external posters/flyers should also include a statement indicating “This Research is being conducted through Nebraska-Western Iowa Heath Care System (NWIHCS) and approved by the NWIHCS VA Institutional Review Board:      

2. Recruitment materials can include the following
[bookmark: Check9][bookmark: Text7]|_|	Name and work address of the clinical PI and/or location of research facility and/or where the research will be conducted:      
[bookmark: Check10][bookmark: Text8]|_|	The purpose of the research:      
[bookmark: Check11][bookmark: Text9]|_|	Time or other commitments required of the subjects:      
[bookmark: Check12][bookmark: Text10]|_|	Title of Study:      
[bookmark: Check13][bookmark: Text11]|_|	Protections/confidentiality statement if sensitive study (mental health, AIDS, sickle cell or like):      
[bookmark: Check14][bookmark: Text12]|_|	The term, “voluntary participation” in research:      
[bookmark: Check15][bookmark: Text13]|_|	When applicable, you may include a minimal statement indicating, “Reimbursement may be available”:      

3. NOTE: What is not appropriate to include on recruitment materials
a. Leaving off any of the items that “must be included” from item #1 above.
b. Dollar amounts regarding compensation (avoid the perception of coercion)
c. Mention of free testing, free medication or like --- don’t reference “free” anything
d. Statements that suggest participants will benefit from the study beyond what is outlined in the consent document and the protocol.
e. Do not include anything about “new treatment”, “new medication”, “new drug”, “free medical treatment” or like.  You can state that the study involves medicine for hypertension, COPD or a specific disease/condition.
f. No claims, explicitly or implicitly, that the drug, biologic or devise is safe or effective or known to be equivalent or superior to any other drug, biologic or device.
g. Statements that entice by offering money or incentives to participate
h. Home or cell phone numbers for contacts

4. Submission Process for PIs/Study personnel to follow:
a. PIs must submit a completed Appendix X Research Recruitment Advertising Template with their IRB submission.  Once the protocol has received final approval, the Appendix X will then be submitted to Medical Media for formatting using the process below; no formatting should be done by the PI.

b. PI or designee must complete a Medical Media Request Form which is located on the Learning Resources Services Department SharePoint site.  This will require access and use of a VA computer.  If you have any problems with this, please contact the Research Administrative Office.
i. Go to the NWIHCS Homepage at http://vaww.nebraska.va.gov
ii. Select NWI SharePoint site on left
iii. Go to Learning Resources Services Department field
iv. Select Request for Services Forms on left
v. Select Medical Media Request Form
1. You will need a Job/Project title
2. Date requested
3. Date needed
4. Goal/purpose of Project
5. Category of Services: photography, design and/or finishing services you will select
6. You’ll attach Appendix X and your IRB approval letter or approved amendment
c. PI or designee must also attach a copy of the IRB approval letter or IRB approved Amendment form to your Medical Media Request Form to verify that this protocol has been approved.  
d. Medical Media will create flyers (for building locations and elevators) and digital media using the information submitted. They will also provide you with copies of the draft for your final approval.
i. Remember, the general guideline of using minimal text – ideally less than 100 words.
ii. You can request specific graphics, if needed, but do not include your own graphics.  PR will use graphics that have no copyright issues.
iii. Send information in a word document only.
iv. PR will post the flyer or digital media for a minimum of one week.  If you want this posted on a regular or monthly basis, you must continue to resubmit the PR work order – you can use the same work request and just resend.  Be sure to indicate in the work order, however, if this is a new request or a repeat request.
e. If you want recruitment to include Facebook and/or Twitter, send request and copy of PR flyer to Will Ackerman.
f. Research Service has been given a display board on the 3rd floor by the canteen for posting recruitment materials.  Please provide copy to Research Administrative Officer for posting in this display window.
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