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Background:
Responsible Conduct of Research training is required for all undergraduates, graduate students, and post docs funded on NSF awards (proposed and submitted after January 4, 2010) and certain NIH awards (Training Grants, F32, NRSA, and certain K Awards). The responsibility for tracking completion of all requirements “follows the funding”, which means the URC’s are responsible for tracking all undergraduates, graduate students, and post docs with appointments or funding in the centers that meet the above criteria. A new system, Learn@Northwestern, has been created that will enable easier tracking of who is required to take training and the status of training completion. 

The components of required NSF training include web-based training provided by CITI, and, in the case of graduate students and post docs, instructor-led classroom training.  Please visit http://www.research.northwestern.edu/ori/training/rcr/index.html for a complete list of the requirements for all undergraduates, graduate students, and post docs.

Process Summary: 
· Emails will be auto-generated to those required (undergraduates, graduate students, and post docs) with the training requirements and links to the training based on NSF funding for their positions.
· Tracking reports will be circulated to OR Center Administration and re-distributed to the centers to enable follow-up and tracking. The report will identify all students and post docs required to complete either CITI and/or classroom training, the status of their completion, and the required date of completion. 
· It will be important for centers to track completion, as in all cases (undergraduate students, graduate students, and post docs), there will be financial implications to the center if students have not completed training by the prescribed due dates outlined below.  
Undergraduate students
1. Undergraduate students funded on NSF grants are required to complete the web-based CITI training – Please see http://www.research.northwestern.edu/ori/training/rcr/undergrads.html
2. Topics covered in the CITI web-based training include: authorship, collaborative research, COI, data management, mentoring, peer review, plagiarism and research misconduct.
3. Training must be completed within 60 days of the salary first charged to award
4. Online CITI training is the only requirement for undergraduate students
a. It is important to note it is a requirement for NU as well as non-NU students. 
5. Salary will be removed from the grant and charged to unrestricted center funds if training is not completed within 60 days.
Graduate students and post-doctoral trainees
1. A minimum of 4 hours of in-person instruction and completion of CITI web-based training is required. Exceptions must be approved by ORI for exceptional circumstances. 
a. Graduate students are required to register for the instructor-led course through CAESAR.
b. Post doctoral fellows will register for the instructor-led course in the discipline most appropriate to their research through links from the Learn@Northwestern email they receive. 
2. Specifically for Centers:  The instructor-led classes (listed on Learn@Northwestern) are offered through home departments (or, in the case of post-docs, also offered by NUCATS). It will be the responsibility of the PI and center administrator to ensure that the student or post doc REGISTER and COMPLETE all the requirements of the home department including the course in the appropriate discipline within the required timeframe. For some of the larger units (Chemistry, McCormick), the courses may be offered multiple times a year- others less frequently. It is imperative that this be an integral part of onboarding any NEW POST-DOC or STUDENT funded on NSF in the centers to ensure the requirements are met within the given time period.
3. Required training for graduate students and post docs must be completed within one year of salary first charged to the award. 
a. If all RCR training is not completed within one year of trainee first being charged on the award, all salary charges for that trainee will be removed and charged to unrestricted center funds. This means that BOTH instructor-led training and web-based CITI training must be completed with the first year.
b.  If someone leaves before the one year deadline and has not completed the training, all salary charges will be removed from the award and charged to a center non-sponsored chart string.
