
The University of Tulsa-Institutional Review Board

Policy and Procedure

Payment of Human Subjects
The University of Tulsa has a responsibility and a requirement to maintain a specified level of confidentiality and, in some instances, total anonymity in research involving the use of human subjects.   In addition, it is important to maintain appropriate business practices in payment to these subjects.  The University has set practices for handling various types of payments and the IRS requires reporting of certain payments.  Payment is defined as any type of remuneration including, but not limited to:  cash, gift certificates, and any other item of value.  The University must obtain the subject’s name, Social Security number, address and signature in order to conform to IRS requirements.  The procedure for handling payments to human research subjects follows:

1.
ANONYMOUS STUDIES:  The University will not issue payment to or provide reimbursement for either cash or gift certificates without the required name, Social Security number, address and signature of the subject(s).  Therefore, normally approval will not be granted to provide compensation (cash/check/gift certificate) to subjects where IRB approval of the protocol is granted based on the anonymity of the participants.

2.
CASH/CHECK PAYMENT:  A check request form is the preferred method for making payments to human subjects.  In such cases, researchers should follow the University’s standard payment process located in the Purchasing Services and Accounts Payable Policies and Procedures Manual, Section 501.2.  Cash payment by other methods must receive prior approval from the Controller’s Office and the Office of Research and Sponsored Programs (ORSP) Human Subjects’ Protections Office (HSPO) and must be requested in a timely manner.
3.
GIFT CERTIFICATES:  Researchers wishing to maintain a higher level of confidentiality by using gift certificates (or those using gift certificates in general) may purchase the gift certificates themselves, through purchase orders or (with prior approval of the Controller’s Office) through an advance, when absolutely necessary and justified.  Reimbursement will be made by check request when a purchase order has not been issued.  When the gift certificates are distributed, the researcher must complete a Log of Human Subjects’ Payment (available at the ORSP website under Human Subjects’ Compliance) or one similar containing the same information.  The researcher must obtain the signature of the subjects as well as the information contained on the form (name, Social Security number, and address).  This form would be forwarded first to the HSPO, not directly to the ORSP grants manager if the project involves grant funds or to the departmental office if the funds involved are departmental funds.  A completed Human Subjects Payment Certification form (also available at the ORSP website) must be attached.  The HSPO will then retain the identifying information in a data base, logging payments made.  The HSPO will then forward the Certificate (after HSPO approval) to the appropriate ORSP grants manager or to the office responsible for the payment/reimbursement of the expenses related to the gift certificates.  The request for payment/reimbursement will then be forwarded to the Controller’s Office.

The ORSP-HSPO will provide, at a time designated by the Controller’s Office, a listing of the subjects to whom payment has been made during the course of the year (including name, Social Security number and address) for tax purposes.  This listing will not indicate in which study(ies) the subjects were participating.  
The signed informed consent document must provide information to the subject regarding the requirement to disclose their name, Social Security number and address to the University for IRS/payment purposes.  In no instance should a copy of the informed consent document be sent to University offices such as the HSPO, ORSP, or the Controller’s Office as part of payment.  
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