CITI Program Registration Instructions

If you have ALREADY taken the CITI Basic Course at another institution:

If you have taken the CITI education at another institution within the last two (2) years, you may not need to repeat the Basic Course at this time; however, Suffolk University needs to verify that the CITI modules you have completed meet the Suffolk University human subjects protection education requirement. To do this, you must change your affiliation to include Suffolk University. 
a. Log into the CITI website (http://www.citiprogram.org/) using your existing login information for your current institutional affiliation.

b. From the Learner Menu (Main Menu) select 'Affiliate with another institution'. Work through this screen. Provide the required information. Please include your Department; no other optional information is necessary.  

(Under Course Options, choose the Basic Human Subjects - Social and Behavioral or Biomedical Focus. For Role in HSR, choose the option closest to your primary involvement in human subjects research.)

You will be prompted to answer three enrollment questions.

Question 1: Please select ‘Yes, I would like to take the CITI Basic Course required by Suffolk University.

Question 2: Select whichever group most closely reflects the type of research you do.  

Question 3: You MUST select ‘I have not previously completed an approved Basic Course’ here. The rationale is that you have not taken a Suffolk University approved course yet, and this allows the computer system to compare CITI modules already taken with those required by Suffolk University.

c. Go back to the Learner’s Menu page and the section labeled My Courses.  Look at the link ‘Enter’ under the Status heading. This will take you to the Grade Book. If this ‘Enter’ link appears in red text, you still need to complete modules to satisfy the Suffolk University human subjects protection education requirement. Click on the link to gain access to the required modules and associated quizzes. A green link indicates the requirements have completed.
Completing the course:

To begin the course, scroll down the Learner’s Menu page to the section labeled My Courses.  Click on the link ‘Enter’ (bold red text) under the Status heading. This will take you to the Grade Book, and permit access to the required modules and associated quizzes. 
a. Each module of the required Basic Course takes approximately 10 – 25 minutes to complete. You may log in as many times as necessary; however, you may only print a ‘Course Completion Report’ after all required modules / quizzes are completed. When returning to CITI, select 'Log in Here' (already registered) and proceed to the My Courses ‘Enter’ link to access modules and quizzes again.
b. The minimum passing aggregate score is 80%. A running tally is compiled in the Grade Book. If you want to improve your score on an individual module, you may repeat any quiz, any number of times.
IMPORTANT: Do not remove the affiliation with your previous institution until after you have completed the registration process.  Check the My Courses section for Suffolk University.  If your course status is listed as ‘Incomplete’, compare your Suffolk University module list with the one from your previous institution.  If there are any modules that are listed as completed in the old affiliation that did not transfer to the Suffolk University module list, please contact the IRB Administrator with a copy of the old completion report, so the issue can be corrected.  

Printing a completion report:

Print or download a 'Course Completion Report' as evidence that you have met Suffolk University's educational requirement. Please maintain a copy for your records. A copy will be sent automatically and electronically to your Suffolk University campus CITI education administrator (the IRB Administrator). You may also return to the CITI site in the future to obtain a copy of your completion report and include with submissions to the IRB, as needed.
Refresher requirements:

Please remember, Suffolk University requires that once you have completed a Basic Course, you must complete the CITI Refresher Course every two (2) years. You will receive an automatic reminder from CITI approximately 90 days prior to your two year anniversary date.
