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INTRODUCTION 

 
 

This compendium of information and procedures is meant to serve as an aid to members of the 
faculty as they initiate and prepare proposals for research projects, fellowships, conferences, 
seminars, performances, curricular innovations, and other special activities. 
 
The administration wants to be as helpful as possible to faculty in their efforts to find sources of 
outside funding for research and programmatic purposes. Such funding is of critical importance 
to the cultural and intellectual life of the Randolph-Macon Woman’s College community. Its 
effect can be measured in innovative teaching and scholarship on campus as well as continued 
recognition in the academic community at large. The Director of Corporate and Foundation 
Relations, Naomi Amos, encourages queries from members of the faculty on all matters 
pertaining to grants and fellowships. 
 
Document Explanations  
 
• Sign-off Sheet – If a faculty member wishes to apply for a grant and/or fellowship for which 

there is institutional sign-off, there is a new form described on pages 12-13. Fill out the form, 
give it to the Director of Corporate and Foundation Relations, and she will get the required 
signatures. 

 
• Human and Animal Research –There are two committees on campus that oversee human and 

animal research. If a faculty member is doing research that involves either humans or 
animals, he/she must contact the appropriate committee (see p.15, 18) in order to get 
approval from the committee for the proposed research. 

 
• Federal Assurances – Every College must have key assurances in place in order to receive 

funds from external federal agencies. The policies include the Policy for Alleged Unethical 
Research Practices (p.24), and the Conflict of Interest Policy (p. 32 and 37). 
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 I. RANDOLPH-MACON WOMAN’S COLLEGE RESEARCH POLICY 
 
Randolph-Macon Woman’s College, an undergraduate teaching institution, realizes that 
scholarly activities greatly enhance the teaching enterprise. Not only do these activities increase 
faculty sense of competence, they serve to benefit the institution's aim of intellectual excellence 
and ongoing professional development. Randolph-Macon supports a wide variety of research and 
scholarship by faculty members; it also encourages and supports research efforts by students 
both independently and in collaboration with faculty. 
 
Faculty members at Randolph-Macon Woman’s College are promoted for excellence in teaching, 
scholarly activities and service. The College encourages and supports attendance at professional 
conferences and provides additional support for faculty who present papers at professional 
meetings. Networking with colleagues from other institutions has numerous tangible benefits. 
These encounters allow discussions of current and cutting-edge subject matter, and often lead to 
fruitful research collaborations. 
 
The College provides leaves for faculty at specific intervals so that they may concentrate on 
particular scholarly projects. Additionally, the Professional Development Committee provides 
modest grants for research activities and for faculty development expenses. The Corporate and 
Foundation Relations Office assists faculty with preparation of grant proposals for federal, state, 
and other appropriate agencies. The College encourages research on all subjects and refrains 
from any kind of institutional judgment or censorship. The quality of the research is judged 
solely by professional standards.  
 
Faculty members who wish to submit grant and foundation proposals that need institutional 
acknowledgment are urged to discuss applications with department chairs and the Director of 
Corporate and Foundation Relations. Before the deadline, the internal cover sheet must go 
through administrative routing.  Any proposals that require matching funds or special allocation 
of space must be negotiated with the proper internal administrative officials before approval for 
submission will be granted. Faculty members are encouraged to begin the process early in order 
to facilitate approval process. Fellowship applications should be discussed with department 
chairs and reported to the Director of Corporate and Foundation Relations, but do not need 
institutional approval. 
 
Budgets for external grants must be reviewed by the Director of Corporate and Foundation 
Relations and the Vice President for Finance and Administration. Approval is automatically 
given for 2/9 summer salary, plus a small percentage for benefits. Salary supplements or 
substitutions for teaching during the academic year must be negotiated on an individual basis. 
 
The College complies with all federal regulations and has the following assurances filed with 
DHHS: civil rights, misconduct in science, handicapped individuals, sex discrimination, age 
discrimination, drug-free workplace. In addition, the college has two committees which handle 
all internal approval for research with animals and human subjects. The Human Research 
Review Committee reviews and evaluates faculty and student campus research projects that 
involve the collection of information from human participants, including those originating as 
class projects or independent research. The Animal Research Committee oversees the 
institution’s animal program, facilities, and procedures. Both committees include external 
professionals not affiliated with the College. 
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 Faculty members who are awarded grants from the federal government are required to file all 
interim and final reports in an orderly fashion. In addition, they are urged to work closely with 
the Business Office to adhere to the approved expenditure of budget funds. While some 
flexibility is allowed between budget categories, it is imperative that all activities related to the 
grant be carried out in a manner which will enhance the reputation of the individual and the 
College. 
 
All major equipment awarded to the College through a federal grant remains the possession of 
the institution, unless otherwise negotiated. Decisions concerning individual cases will be 
handled as they arise.  
 
The College encourages faculty members to avail themselves of all opportunities for scholarship. 
The administration welcomes formal and informal discussion of projects and research ideas and 
is committed to a policy of support for such endeavors. 
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 II.  GRANT OPPORTUNITIES 
 
 

There are many sources of funding for faculty at Randolph-Macon Woman’s College. These 
opportunities exist both internally and externally.  
 
A. SOURCES OF INTERNAL SUPPORT 

 
1) Types of Grants 

 
a. Professional Development Grants. These grants are provided for projects and activities 
encompassed by the programs listed below. Factors considered in awarding the grants 
include: 
 

--The merit of the project, including its value to the College; 

--The availability of other funding sources or methods for accomplishing the goals of the 
project; 

--The number and dollar amount of grants received by the applicant within the past five 
years. Although everyone is always welcome to apply, people who have not received a 
major grant within the past two years will be given priority [Amended:  Faculty, 
5/6/96]; 

--The lack of similarity of projects for which the applicant previously received grants. 

  i. Faculty Study Grants.  These grants are designed to provide financial 
support for members of the faculty involved in research or in taking classes leading to 
the enhancement of current courses or the development of new courses and program. 
Such support is not granted for the purpose of work toward a graduate degree. 

  ii. Research Projects. Funds to support research and travel required for 
projects normally resulting in or directed toward publication, performance, or public 
exhibition. Faculty may apply for such funds for use during the College year or the 
summer months, or for professional expenses for projects conducted for sabbatical 
leaves or leaves of absence. In this latter case (funds during leaves), living expenses 
incurred while on leave will not be funded. 

  iii Travel Grants. For those faculty attending a professional meeting or 
function at which they are to present a paper, serve on a panel, or have a responsibility 
as an elected officer. If the yearly grant for attendance at professional meetings is not to 
be used in the year of application, that sum should be subtracted from the request for 
the travel grant. Grants for travel to a professional meeting at which one is not to be a 
formal participant will be considered under special circumstances in which attendance 
will contribute in especially significant ways to professional, curricular, or course 
development, depending on availability of funds. 

  iv. Katherine Graves Davidson Grants. Funds to support summer research for 
two faculty members. Davidson grants are exclusively for projects resulting in or 
directed toward publication, performance, or public exhibition. Ordinarily a Davidson 
Grant is for a maximum of $2,000. 
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  v. Charlotte Stern Grants.  Funds for assisting the faculty in pursuit of specific 
proposals for research and scholarship in or related to their fields of specialization. 
Ordinarily a Charlotte Stern Grant is for a maximum of $2,000. The awards are 
intended:  --as a supplemental prize for scholarly research initiatives and might include 
course relief for the pursuit of such scholarly activities;--for faculty members who 
either are or show promise of being continuing members of the faculty; 

--to enable research and scholarship above and beyond the normal 
contractual obligations of the faculty member of the College; and 

--to stimulate and further the research and scholarship interests of 
faculty members rather than simply providing the technical means for 
publication. 

b. Departmental Speakers Fund. The Campus Events Committee oversees the allocation 
of monies for departmental speakers which are not included in departmental budgets. 
Departments may invite speakers to address a class or classes, though whenever practical 
such speeches should be open to as broad a section of the College community as possible.  
Amounts normally range from $50 to $500. 

 
B. EXTERNAL GRANTS 
 
There are many sources of external funding for faculty, which can be broken down into the 
following categories: 
 
1) Federal agencies - The federal government has large funding agencies devoted to specific 
clusters of disciplines. Among those in the sciences, for example, are the National Science 
Foundation and the National Institutes of Health. The largest agency for the Humanities is the 
National Endowment for the Humanities. The National Endowment for the Arts serves 
individuals and organizations in all branches of artistic endeavor. Other opportunities in higher 
education include Department of Education, Department of Energy, and Office of Naval 
Research. Each of these agencies has a multitude of divisions and programs. It is important to 
read the latest guidelines in order to identify the program most suitable for a given project. 
 
2) State agencies - Several state agencies maintain granting programs. Among these is the 
Virginia Commission on the Arts; Virginia Environmental Endowment; Virginia Foundation for 
Humanities; and State Council of Higher Education for Virginia. 
 
3) Foundations - A number of foundations offer research fellowships to faculty. Among these are 
the Rockefeller, Guggenheim, Getty, and Sloan Foundations, American Council of Learned 
Societies (ACLS), as well as the Research Corporation.  
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 III. OFFICE OF CORPORATE AND FOUNDATION RELATIONS 
 
A. PERSONNEL 
 
The Corporate and Foundation Relations Office advises and assists the faculty in the 
development and submission of grant proposals and submits institutional proposals to federal and 
state agencies, corporations and foundations. Among the Director’s responsibilities are:  
 
1) To aid faculty and staff in the development, preparation, and submission of proposals for 

grants, fellowships, and projects (including conferences, performances, lecture series, 
seminars, etc.). This assistance includes editing, reviewing, approving the budget, and 
securing institutional approval.  

 
2) To assist in identifying and researching those government agencies, private foundations, and 

corporations that are potential funding sources for a particular project.  
 

The Corporate and Foundation Relations Office will submit applications to private 
foundations and corporations with the approval of the Development Office and Dean of 
the College. Faculty members wishing to seek funding from corporations or foundations 
need to apprise the Director of Corporate and Foundation Relations so that efforts between 
institutional and faculty grants can be coordinated smoothly. 
 

3) To serve as liaison officer with funding agencies for proposals submitted by faculty. The 
Director of Corporate and Foundation Relations will maintain communications with the 
funding agency while a proposal is being reviewed, as needed. 

 
4) To negotiate grants and contracts with fiscal officers at funding agencies. 
 
5) To serve as a liaison between faculty and the Business Office, which will administer grants 

after agency approval. 
 
6)    To conduct periodic workshops for the purpose of disseminating current grant information 
       to the faculty 
 
7)  To provide current information about grant opportunities via the web site 

(http://www.rmwc.edu/doc/pdf/faculty_grants_manual.pdf) and through periodic targeted 
notices.  

 
8)  To develop relationships with personnel in national and state funding agencies in order to 

keep abreast of current developments and funding opportunities. 
 
NOTE: Advance planning is often the most difficult aspect of grant application. Almost all grant 
programs have deadlines. Some applications must be filed a year prior to the start of the 
fellowship or grant. Faculty are encouraged to begin investigating potential sources of funding 
well in advance of expected deadlines. 
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 B. RESOURCES 
 
1) COMPUTER ACCESS TO FUNDING OPPORTUNITIES 
 
Randolph-Macon Woman’s College subscribes to The Grant Advisor, a computerized locator 
system of funding opportunities for faculty and institutional research, development and 
educational program support. Randolph-Macon has complete 24-hour-a-day access to the 
following, directly from the site which you can access from the R-MWC website under 
Academics, Dean of the College, Grant Resources. 
 
1)  The Grant Advisor Newsletter – The newsletter covers grant opportunities from federal 
agencies (except NIH) as well as many independent organizations and foundations. Published 
monthly (except July), each issue contains 20-25 program reviews with descriptions, eligibility 
requirements, special criteria, funding amounts, and contact information 
 
2)  Deadline Memo Hyperlinks – listings presented in a table format that includes links directly 
to  (a) web site of the funding agency or organization; (b) abstracts and program reviews from 
The Grant Advisor newsletter (c) complete text from all current Federal Register grant listings; 
(d) National Science Foundation on-line documents; and (e) e-mail addresses. 
 
3)  Database and Article Searches – The Database Search allows the user to enter their own 
search criteria. Results are displayed in table format.  The Article Search uses a search engine 
which looks through hundreds of program reviews and current Federal Register articles. 
 
4)  Full access to the ever-expanding list of links to funding sources, separated into two 
categories:  Federal and Related Sources, and Foundation and Independent Sources. 
 
5)  The Grant Works – the electronic book of articles by Robert J. Toft, Ph.D., including essays 
providing useful advice and tips for the grantsperson in higher education. 
 
This system provides a fast and efficient method of matching faculty interests with potential 
funding sources. In addition, the Director of Corporate and Foundation Relations has access to 
three other websites. Call extension 4203 for an appointment. 
 
3) ADDITIONAL WEB SITES 

Federal Agencies 
 

• Department of Commerce http://www.doc.gov/  
• Department of Defense http://www.dtic.dla.mil/defenselink/  
• Department of Education http://www.ed.gov/ 

-- Grants and Contracts Information http://gcs.ed.gov/  
• Department of Energy http://www.doe.gov/  
• Department of Health and Human Services http://www/os/dhhs.gov  

-- Centers for Disease Control and Prevention http://www.cdc.gov/funding.htm 
-- National Institutes of Health http://www.nih.gov/ 

• Department of Transportation http://www.dot.gov/  
• Environmental Protection Agency http://www.epa.gov/  
• NASA Headquarters http://www.hq.nasa.gov/  
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 -- High Performance Computing, Information, 
and Communications http://www.hpcc.gov/index.html  

• National Endowment for the Humanities htttp://www.neh.fed.us/  
• National Science Foundation http://www.nsf.gov/  
• Small Business Administration http://www.sbaonline.sba.gov/ 

 
Nonprofit Organizations Related to Research Administration 

 
• American Association for the Advancement of Science http://www.aaas.org/  
• American Educational Research Administration http://aera.net/  
• Association of American Universities http:www.tulane.edu:80~aau/  
• Society of Research Administrators http://web.fie.com/cws/sra/sra.htm  
• Council on Government Relations http://web.mit.edu/osp/www/cogr.html 
•  

University Departmental and Sponsored Research Office 
 

• Dartmouth College http://www.dartmouth.~edu/grants/  
• UCONN Research Foundation http://www.ucc.uconn.edu/~wwwgrad/  
• Yale University/Grants and Contracts http://www.yale.edu/grants/  

 
Miscellaneous Private Organizational Addresses 

 
• American Council of Learned Societies (ACLS) http://www.acls.org/  
• American Philosophical Association http:www.udel.edu/apa/  
• American Psychological Association http://www.apa.org/  
• John Simon Guggenheim Memorial Foundation http://www.gf.org/  
• Council on Undergraduate Research http://www.cur.unca.edu/  
• International Research & Exchanges (IREX) gopher://info.irex.org/11/grant.opps  
• National Research Council http://www.nas.edu/rap/welcome.html  
• Research Corporation http://www.rescorp.org  

--Research Corporation Technologies http://www.rctech.com/ 
• Social Science Research Council http://www.ssrc.org/  

 
Miscellaneous 

• On Being a Scientist (National Academy of Sciences) 
http://www.nas.edu/nap/online/obas  
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 IV. INSTITUTIONAL PROCEDURES 
 

A. APPLICATION/PROPOSAL SUBMISSION  
 
In order to maintain an orderly procedure for the submission of grants and fellowships, the 
College has instituted a sign-off process for any grants and/or fellowships that require 
institutional approval (see Sign-Off Transmittal for External Applications). The sign-off sheets 
are available from the Corporate and Foundation Relations Office, department chairs and in the R-
MWC Public Folders. Please read this section carefully in order to avoid confusion and delay when 
submitting proposals. 
 
The following steps will facilitate the development and submission of an application/proposal: 
 
1) The faculty member should discuss his/her plans with the Department Chairperson and get 
his/her signature on page 2 of the sign-off sheet if the department will be affected by the grant .  
 
2) The faculty member should notify the Corporate and Foundation Relations Office of the planned 
proposal to determine the kinds of assistance the Office can provide and to obtain or confirm specific 
items of information. After a draft is completed, the Director of Corporate and Foundation Relations 
will review the proposal and sign approval. It is recommended that a draft proposal be submitted to 
the Director of Corporate and Foundation Relations ten days before deadline date so that a final copy 
can be ready for signature at least two days before it has to be mailed. 
 
3) If the grant proposal requires the College to commit a cash and/or third-party in-kind match, 
such approval must be obtained by the Director of Corporate and Foundation Relations through 
the Dean of the College, Vice President for Development, Department Chair, and a member of 
the Business Office's staff before the proposal will be signed. Final sign-off may be obtained 
from the Dean of the College prior to submission to the funding agency after having been signed 
by Department Chair, Director of Corporate and Foundation Relations Office and Vice President 
for Finance and Administration. 
 
B. RECORDS AND REPORTS 
 
The Corporate and Foundation Relations Office maintains a copy of each submitted proposal or 
application, budget information, and all correspondence with the granting agency. When an 
application is submitted, one copy of the entire proposal must be sent to the Corporate and 
Foundation Relations  Office. The Director of Corporate and Foundation Relations will send a copy 
of the cover and budget pages to the Business Office. 
 
Although fellowship applications generally do not require institutional approval, it is advisable to 
inform the Director of Corporate and Foundation Relations when submitting such applications (see 
Fellowship Information Form, pg. 34). If informed, the Director of Corporate and Foundation 
Relations is able to mention the proposal to the proper agency official during the course of normal 
communication with the agency. In addition, if a fellowship is awarded, the Corporate and 
Foundation Relations Office, as well as Communications, will be able to publicize it internally and 
externally. It is urged that at the time of submission, the faculty member will inform the Department 
Chair and Dean of the College since leaves are dependent on staffing arrangements and require 
serious curricular considerations. 
 
It is also important to keep the Corporate and Foundation Relations Office up to date on the status of 
all grant proposals, both for tracking purposes and for identification of checks and award letters 
which come to the President's Office. 
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 V. BUDGETS AND FINANCIAL ACCOUNTING 
 
A. CURRENT BUDGET INFORMATION FOR BUDGET PREPARATION 
 
1) Indirect Rate1 - Randolph-Macon Woman’s College does not have an indirect rate at this 
printing. 
 
2) Summer Salary - Faculty members traditionally request full-time salary support for summer 
months calculated at 2/9 of academic year salary. Occasionally, an additional month, or 3/9 of 
academic year salary, may be approved. 
 
3) Student Workers - When listing student workers, budget for the entire salary expense in the 
event that the students hired are not work study. Student research assistants should be budgeted 
at a minimum rate of $5.15 an hour, depending on technical and educational skills and 
experience. Include 7.65% of salary for FICA expenses for summer student work. 
 
4) Benefit Percentages - When preparing the budget for a grant application, check the most 
current benefit rates with the Director of Corporate and Foundation Relations. Each situation is 
unique and will be evaluated individually. 
 
B. POST-AWARD ADMINISTRATION 
 
Controller, Chris Burnley, supervises post-award administration. 
 
Administrative responsibilities include: 
 
1) To complete quarterly and final financial reports required by federal agencies. 
 
 
2) To prepare quarterly reports for Principal Investigator (P.I.) by budget line item.  
 
 
 
 
 
 
 
 
 
 
 
 
 

_________________________ 
 ¹The indirect rate is an amount which is allowed by the federal government to cover administrative costs 
incurred by an educational institution for overseeing grants.  
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 C. SALARY AND BENEFIT ADMINISTRATION FOR GRANT-FUNDED 
ADMINISTRATIVE STAFF POSITIONS 

 
 
1) Grant funding must cover the cost of all salary and benefits. Benefit eligibility for a grant-
funded position is determined through consultation with the Director of Corporate and 
Foundation Relations and Human Resources personnel. If necessary, the Director of Personnel 
Services will consult with the Vice President for Finance and Administration. 
 
2) Grant-funded positions with approved benefit eligibility will follow the same benefit schedule 
and utilize the same criteria as those in place for other regularly budgeted College positions. 
 
3) Grant-funded positions which are of a six-month duration or more, and which are scheduled 
for half-time work or more, should be considered benefit eligible unless at the time of grant 
award it is established that benefits specifically are excluded. 
 
4) Hiring of personnel for grant-funded positions must follow normal College procedures re: 
advertising, recruiting, offers of employment, rate of pay, etc. (Refer to College Handbook for 
Administrative Staff.) 
 
5) Appointment letter for administrative staff hired for grant-funded positions may not be issued 
by faculty. Letters of appointment are issued by the Director of Personnel, the President, or the 
Dean of the College, depending upon the nature of the assignment. 
 
 
D. FACULTY RESPONSIBILITIES CONCERNING GRANT ACCOUNTING 
 
1) It is the responsibility of the Principal Investigator to provide the granting agency with 
progress reports on a timely basis, as required. 
 
2) It is assumed that all faculty members will comply completely with the conditions of the 
grants awarded, and that all disbursements will be made for the purposes and conditions of the 
awards. The College signs statements annually verifying the accuracy of the compliances. 
 
3) The federal government has been conducting an increasing number of audits in order to 
diminish the number of grant fraud cases. It is essential, therefore, that faculty members 
document all expenses. 
 
4) Faculty members must comply with the College’s Policy and Procedures for Review of 
Alleged Unethical Research Practices (see pg. 16) as well as the Conflict of Interest Policy 
Pertaining to Sponsored Projects (see pg. 24). The Conflict of Interest Policy Faculty Disclosure 
Statement (see pgs. 37-38) must be completed once annually. 
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 SIGN-OFF TRANSMITTAL FOR EXTERNAL APPLICATIONS 
 

PROJECT DESCRIPTION 
1. Project Director(s):   Dept.:     

   Dept.:     

2. Other Faculty Participants:   Dept.:     

   Dept.:     

 External Collaborators:        

 Affiliation:        

3. Project Title:        
 
4. Type of Grant:  __Research __Conference __Curriculum __Training 
  __Equipment __Public Service __Arts Perform. __Other 
 
5. Type of Proposal: __New   __Renewal   __Revision     __Supplement 
 
6. Total Project Period:    to        
 
7. Total Budget Request:    to Sponsor        
      to College       
 
8. Sponsor/Grant Organization/Program:         
 
Phone No.                        Mailing Deadline:   ___________________________ 
 
Compliance Checklist: 
Conflict of Interest Policy Faculty Disclosure Statement in sealed envelope marked confidential. 
(see page 34 for federal compliance policy; pages 37-38 for form) __________ (yes, n/a) 
 
Human Subjects (Human Subject Research Review Committee)  __________ (yes, n/a) 
Animal Subjects (Animal Research Committee)__________________(yes, n/a) 
 
Certification:  The following have reviewed this proposal and certify its feasibility; the Project Director 
certifies compliance with all relevant federal regulations and College standards.  (See Project Checklist on 
next page for specific details.) 
 
Project Director:   Date     

Director of Corporate & Foundation Relations:   Date     

Dean of the College:   Date    

VP for Finance and Administration:   Date     

*President of the College:   Date  

 *for proposals that are institutional and/or programmatic and affect the financial commitments of the College. 
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 SIGN-OFF TRANSMITTAL FOR EXTERNAL APPLICATIONS (pg. 2) 
 

PROJECT CHECKLIST  
 
Yes  No  
 
___ ___ MATCHING FUNDS. Are matching funds required as a formal condition of  
  application by the sponsor?  
 
  Amount: _____________________ Internal Resource: ____________________ 
 
___ ___ FACULTY TIME RELEASE. Is release time requested as part of this application?   
  This request needs to be discussed with the department chair and the Dean of the    
  College before the proposal is submitted. A letter from the department/program  
  chair in support of release time must accompany the request. 
 
  How much release time? _______________ Which semesters(s)? _____________ 
 
___ ___ NEW PERSONNEL. Will this application commit the College to new personnel  

or increased effort by existing staff? The grant budget must provide all salary and 
benefits in accordance with personnel and benefit policies for comparable positions in the 
employee category.  

 
___ ___ EQUIPMENT. Will the grant or contract cover all expenses for purchase, installing and  
  maintenance of the equipment? If not, please identify additional sources. 
 
  College cost share: a) equipment _________________ amount ___________ 
 
     b) installation _________________ amount ___________ 
 
     c) maintenance _______________ amount ___________ 
 
___ ___ SPACE. Will the project require alterations of existing space or new facilities?  
 
  Description of space ____________________________________________ 
 
  Cost estimate __________________________________________________ 
 
  Internal contact person __________________________________________ 
 
___ ___ COMPUTER SERVICES. Have hardware, software, and computing time been   
  requested from the sponsor? Feasibility of technical support needs to be discussed 
  with the Director of Computer Services before the proposal is submitted. 
 
The Department Chair will sign this page only if items on this page affect the department. 
 
Department Chair acknowledges having seen this proposal: 
 
_________________________________________________________________  
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 INFORMATION SHEET FOR FELLOWSHIP APPLICATION 
 
 
 This form is for the College's records. Please send this sheet and a copy of the proposal to the 
Corporate and Foundation Relations Office at the time of fellowship submission.  
 
 
 
 
Name of faculty  
member ______________________________________________________________________ 
 
 
 
Department ____________________________________________________________________ 
 
 
 
Date of submission ______________________________________________________________ 
 
 
 
Name of agency/foundation to whom proposal is being sent _____________________________ 
 
______________________________________________________________________________ 
 
 
 
 
Name of fellowship program ______________________________________________________ 
 
 
 
Anticipated date of award notification _______________________________________________ 
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 APPENDICES A 
 

HUMAN AND ANIMAL RESEARCH 
 
 

A. HUMAN RESEARCH REVIEW COMMITTEE 
 
The Human Research Review Committee (HRRC) reviews campus research projects that involve 
the collection of information from human participants. All research conducted by students and 
faculty for class projects, independent research, or extracurricular activities, whether on or off 
campus, must be reviewed. 
 
The current composition of the HRRC is: 
 

Human Research Review Committee 
Sue Lockhart ’06, John Justice ’05, Pat Demars ’07, Carolyn Sarson ’07, Mary Adams 
  

HUMAN SUBJECT RESEARCH AT 
RANDOLPH-MACON WOMAN'S COLLEGE 

 
Randolph-Macon Woman's College affirms that, in the pursuit of knowledge, individual rights 
must be preserved. The following policies and procedures are designed to comply with the state 
law protections for human subjects involved in research. All systematic biomedical, behavioral, 
or social research directly involving human subjects which is associated with this college must 
comply with the policies and procedures set forth below and must be properly reviewed and 
approved by the Human Research Review Committee before the research begins. (This policy 
applies not only to research done in academic departments, but to all systematic biomedical, 
behavioral or social research executed by any office or department at R-MWC.) 
 
Protection against harm Researchers are responsible for identifying, justifying, and minimizing 
the risks of real or potential harm accruing to human subjects involved in their proposed 
research; such risks include physical, psychological, and social harm. Physical harm may range 
from unnecessary discomfort or inconvenience to physical pain or disfigurement. Psychological 
harm includes emotional distress, loss of self-esteem, and impairment of the subject's ability to 
judge behaviors or make decisions. Social harm includes damage to reputation and social or legal 
standing.  
 
Protection against coercion and deceit Researchers must respect a subject's right to autonomy 
and guard against unnecessary deception. Therefore, researchers are required to obtain in writing 
the informed consent of their subjects, except as otherwise approved in advance by the HRRC. In 
obtaining "informed consent," researchers must meet the following conditions: (1) before 
agreeing to participate in the study, prospective subjects must be given the most detailed and 
accurate description of the study as the research design will allow; (2) consent and subsequent 
participation cannot be coerced and prospective subjects must be provided with written and oral 
reassurance that they are free to refuse to participate or to withdraw from the study at any time; 
(3) if parties other than the researchers identified with the study are to have access to the 
individual contributions of the participants, prospective subjects must be provided with a written 
statement identifying these parties; (4) under no circumstances may prospective subjects be 
misled or uninformed as to any risks associated with the study; (5) when the design of the study 
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 necessitates concealment or deception on other matters, researchers are ultimately required to 
reveal to participants the reasons for the action; and (6) any other items required by law. The 
HRRC is legally required to determine whether the proposed "informed consent" contains the 
necessary types of information. Ideally, prospective subjects should understand all features of the 
research that reasonably might be expected to influence willingness to participate. Furthermore, 
at the conclusion of the study researchers should freely provide to participants, upon request, 
information explaining the purposes of the study, the genuine nature of the design, and the 
results. This access to information should be clearly stated in writing on the consent form which 
participants sign. If a prospective subject is less than eighteen years of age, then the prior 
informed consent of a parent or legal guardian is required and the conditions prescribed herein 
pertain also to the parent or guardian.  
 
Protection against violations of privacy and personal integrity  
Researchers must respect the privacy and human dignity of subjects. Research participants 
possess the right to decide how much of themselves to share with others. When possible, subjects 
should participate anonymously. If the research design precludes the anonymity of research 
participants, then information that is traceable to the individual subject or to their contributions 
to the study must be treated with strict confidentiality. Once obtained, personal data about 
subjects may not be revealed to any third parties or the public in such a way as to make possible 
the identification of individual participants. A statement explaining the anonymity or 
confidentiality of information associated with the individual participants and their contributions 
to the research must be presented in writing to proposed subjects prior to their participation . 
Researchers should make every effort to preserve the personal integrity and dignity of human 
subjects, including refraining from research which could conceivably humiliate or belittle 
participants. The repeated use of particular groups as subjects (e.g., members of certain academic 
courses) merely for convenience is also discouraged.  
 
Student research Student research projects involving human subjects must comply with the 
policies and procedures prescribed in this document and must be properly reviewed. Faculty 
members guiding such research share with their students the responsibility of compliance.  
 
Students as subjects in joint projects with other colleges Studies originating from other schools 
must first receive approval from their own human subjects review board before seeking 
permission to use Randolph-Macon students as research subjects. Please see the R-MWC 
statement on Procedures for Review of Research.  
 
Procedures for review All research done by those affiliated with R-MWC falls into one of three 
categories. The research is either exempt from review, qualifies for expedited review, or 
necessitates full formal review. These three classes of research are clearly defined in the R-
MWC statement on Procedures for Review of Research. The Procedures statement and all 
necessary forms are available from the Dean of the College.  
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 Revised Jan., 1998 
HUMAN RESEARCH REVIEW COMMITTEE 
RANDOLPH-MACON WOMAN'S COLLEGE 

PROCEDURES FOR REVIEW OF RESEARCH 
 

Any research involving human subjects and conducted, in whole or in part, by members of the R-
MWC community should be considered as a possible object of review under this policy. Faculty 
sponsors advising student research share in the responsibility for making certain that student 
research complies with R-MWC's formal policy. 
 
A. Decide whether the project is exempt from review, qualifies for an expedited review, or 
requires a full formal review. A project is exempt from review on the following conditions: 1) 
The study does not involve research into areas of biomedical, behavioral, or social research. 2) 
The study is non-systematic (e.g. homework assignments, classroom exercises, informal 
discussions). 3) The study strictly deals with an existing database of information and does not 
require additional contact with human subjects. 
 
B. The standard reasons for an expedited review are listed on the (blue) form for requesting an 
expedited review. This form is available from the Dean of the College. If a shortened form of 
review is requested, submit a description of the project and a sample cover letter or consent form 
if appropriate, along with a completed request (blue) form to the chair of the HRRC. 
 
C. Research which is neither exempt from review nor qualifies for expedited review must go 
through full formal review. Projects needing a full formal review must be accompanied by a 
completed (green) form requesting review. This form is available from the Dean of the College. 
Submit the completed form, along with a complete set of materials, to the chair of the HRRC. 
Those submitting materials should normally allow at least two weeks for the HRRC to respond, 
although expedited reviews will likely take less time. During "peak" months all decisions may 
take longer. If possible, all materials should be received by the chair of the HRRC no later than 
four weeks prior to the intended start of the project.  
 
D. Each submission will be reviewed by the individual members of the HRRC, and if any 
member of the committee has questions or concerns, a convened meeting of the committee will 
take place at which the principal investigator will have the opportunity to answer any questions. 
After the review is complete, a decision will be returned as soon as possible to the principal 
investigator. In the case of co-authored projects, the reviewed submission will be returned to the 
first author. For student projects, materials will be returned to the student, but a copy of the 
decision and HRRC comments will be sent to the faculty sponsor.  
 
E. If the committee does not approve a project or grant an exemption, it will provide justification 
and suggest ways in which the project might be revised to meet approval. In this case, the revised 
proposal must be resubmitted with a new form, following the procedures above. If a project is 
approved conditionally, those responsible for the project must provide the HRRC with a letter 
which states specifically how the conditions have been (or will be) met before the project 
begins. The HRRC will respond as to whether the conditions have been satisfied. Normally, in 
this case, a re-submission of the original proposal will not be required. The committee will not 
"follow up" on any suggestions for projects that are approved. In this case, the comments or 
suggestions are meant to draw attention to ways in which a project may be made even less 
stressful to the human participants. 
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 F. The HRRC is required to conduct continuing review of the research it approves at intervals 
appropriate to the risk involved in the research, but not less than once per year. Therefore, any 
project which will have a duration exceeding one year must re-apply for approval each year. If 
the HRRC decides that a shorter interval between re-application is necessary, this will be noted 
in the initial response to a request for review. 
 
G. When it is desirable or necessary to include students from other colleges as subjects, R-MWC 
students should obtain written permission through the human subjects review boards of the 
respective schools (or, in the absence of such a board, the Dean of the College). R-MWC 
students may be approached as subjects for research originating from other schools only after a 
project has received approval from the human subjects review board of the sponsoring 
institution; the project will then receive an expedited review at R-MWC. Student projects must 
secure, from a corresponding department at R-MWC, a full-time faculty member to serve as a 
liaison for the study. The role of the faculty liaison is to provide guidance with any logistics or 
details for using R-MWC students as subjects. This should be done on a case-by-case basis, 
depending on the nature of the project. For the protection of all parties, the expedited review will 
ensure that projects involving R-MWC students are in compliance with our own human research 
policies or procedures. 
 
H. If the nature of a study or standard methodology (such as an ethnography involving a personal 
interview with a single respondent) makes obtaining the written consent of participants 
inappropriate or potentially compromising, the HRRC will consider other methods for obtaining 
consent, on a case-by-case basis. Rather than requesting a standard, written consent from an 
informant, the ethnographer may wish to provide each informant with a written statement 
explaining consent and confidentiality safeguards; the informants would keep these to file as 
they wish before the interviewing begins. 
 
To obtain copies of the Instructions for Completing Forms for the, Human Subjects Committee 
contact Richard Barnes, or Naomi Amos in the Corporate and Foundation Relations Office. 
Expedited reviews generally will be completed in one week after application is received; full 
review may take up to four weeks.  
 
NOTE: All those making federal grant proposals involving human subjects must file with this 
committee. All faculty working with students in classes doing human research must alert the 
committee as well. 
 
B. ANIMAL RESEARCH COMMITTEE 
 
Randolph-Macon has established an Animal Research Committee (ARC) which is qualified 
through the experience and expertise of its members to oversee the institution's animal program, 
facilities, and procedures. Current members of the committee are:  
 

Animal Research Committee  
Ron Gettinger ’06, Deirdre Gonsalves-Jackson ’05 (Gonsalves-Jackson replaces 
Gettinger as chair beginning spring ’05), Melissa Wiggins ’07, Everett Heath 
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 APPENDICES B 
 

RANDOLPH-MACON WOMAN'S COLLEGE POLICY ON ANIMAL RESEARCH 
 
I.  Policy on Animal Research  
 

Use of experimental animals is essential to teaching and research. Such use must be considered a privilege, 
not a right. Randolph-Macon Woman's College (R-MWC) is committed to humane, scientifically sound use of 
animals in a manner that complies with applicable laws, standards and policies. Each faculty member, staff member, 
and student must share the responsibility for humane care and sound scientific use of experimental animals. 

It is the responsibility of R-MWC to assure that: one, no animal will be used without a clearly defined goal, 
either for advancing knowledge or for the education and training of students; two, animal use will be limited to 
situations where alternative means of accomplishing research objectives have been explored and deemed 
inappropriate; three, the number of animals used will be held to an absolute minimum; and four, experimental 
animals will experience the least possible pain or discomfort. To assure compliance with these objectives and all 
applicable Animal Welfare Act regulations, R-MWC has established the Animal Research Committee and charged it 
with oversight of teaching and research activities that involve non-human animals. The composition and 
responsibilities of this committee are detailed in a subsequent section. 
 
II.  Guiding Principles for the Utilization and Care of Vertebrate Animals used in Testing Research, and 
Training 
 

The following principles shall be considered whenever any member of the R-MWC community plans, 
performs or sponsors testing, research, or training activities involving animals.  Responsible institutional officials 
shall assure that these principles are adhered to. 
 
(1) The transportation, care, and use of animals should be in accordance with the Animal Welfare Act (PL 89-544) 
and other applicable federal laws, guidelines, and policies. 
 
(2) Procedures involving animals should be designed and performed with due consideration of their relevance to 
human or animal health, the advancement of knowledge, or the good of society. 
 
(3) The animals selected for a procedure  should be of an appropriate species and quality and the minimum required 
to obtain valid results. Methods such as mathematical models, computer simulation, and in vitro biological systems 
should be considered. 
 
(4) Proper use of animals, including the avoidance or minimization of discomfort, distress, and pain when consistent 
with sound scientific practices, is imperative. Unless the contrary is established, investigators should consider that 
procedures that cause pain or distress in human beings may cause pain or distress in other animals. 
 
(5) Procedures with animals that may cause more than momentary or slight pain or distress should be performed 
with appropriate sedation, analgesia, or anesthesia. Surgical or other painful procedures should not be performed on 
unanesthetized animals paralyzed by chemical agents. 
 
(6) Animals that would otherwise suffer severe or chronic pain or distress that cannot be relieved should be 
painlessly killed at the end of the procedure or, if appropriate, during the procedure. 
 
(7) The living conditions of animals should be appropriate for their species and contribute to their health and 
comfort. Normally, the housing, feeding, and care of all animals used for biomedical purposes must be directed by a 
veterinarian or other scientist trained and experienced in the proper care, handling, and use of the species being 
maintained or studied. In any case, veterinary care shall be provided as indicated. 
 
 
(8) Investigators and other personnel shall be appropriately qualified and experienced for conducting procedures on 
living animals. Adequate arrangements shall be made for their in-service training, including the proper and humane 
care and use of laboratory animals. 
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  (9) Where exceptions are required in relation to the provisions of these principles, the decisions should not rest 
with the investigators directly concerned but should be made, with due regard to Principle 2, by an appropriate 

review group (the R-MWC Animal Research Committee). Such exceptions should not be made solely for the 
purposes of teaching or demonstration. 
 
 
Ill.     Summary of Laws and Policies  
 
A.       General Information 
 

R-MWC is committed to foster the humane use of animals in research and education and to adhere to 
applicable laws, standards, and policies affecting such use. The federal laws which most affect animal research are 
those that regulate animal welfare, the use of endangered species, and the use of controlled substances.  Regulations 
established under these laws deal with such matters as inspection of animal facilities, basic standards of husbandry 
and care of animals, the provision of adequate veterinary care, record-keeping, and reporting on the use of controlled 
substances. The Animal Welfare Act requires institutions to submit an annual report on the use of anesthetic, 
analgesic, and tranquilizing drugs with specific reference to the use of these agents in experiments where pain or 
distress are factors. 

In addition to the laws affecting animal research, R-MWC also is committed to follow animal welfare 
policies of granting agencies such as the National Institutes of Health and National Science Foundation, and the 
standards established in the Guide for the Care and Use of Laboratory Animals [DHEW Pubi. No. NIH 85-23] and 
the Animals Welfare Act. 

Although field research involving animals is not directly addressed in any current government policy 
statements concerning animal welfare, it is the policy of R-MWC to apply as nearly as possible the same humane 
standards to wild animal research subjects as are applied to laboratory animals. Standards established in the 
Guidelines for Use of Fishes in Field Research [joint publication of the American Society of lchythyologists and 
Herpetologists, American Fisheries Society, and American Institute of Fisheries Research Biologists], the 
Guidelines for Use of Live Amphibians and Reptiles in Field Research [joint publication of the American Society of 
lchthyologists and Herpetologists, The Herpetologists' League, and Society for the Study of Amphibians and 
Reptiles}, and Acceptable Field Methods in Mammalogy: Preliminary Guidelines Approved by the American 
Society of Mammalogists (Suppl. to Vol. 68(4); Joumal of Mammalogy] will be adhered to. All state and federal 
regulations concerning capture of wild animals will be strictly adhered to. 
 
 
B.       Specific Requirements 

The following selected excerpts from federal laws and policy statement illustrate items which are of 
particular concern to animal researchers and which will be examined by the R-MWC Animal Research Committee 
in any review of proposed animal research. 
 
1.       Surgery and Post-surgical Care: 

Survival surgery must be performed or directly supervised by trained, experienced personnel. Survival 
surgery is defined as any surgical intervention that penetrates a body cavity or has the potential for producing a 
permanent handicap in an animal that is expected to recover. Such surgery requires aseptic procedures. Aseptic 
techniques include use of sterile instruments, surgical gloves and surgical masks, and a sterile surgical field.  
Survival surgery on rodents does not require special surgical facilities. 

Appropriate facilities and equipment should be available for post-surgical care. These might include 
separate caging for of isolation recovering animals, and heat sources for animals recovering from anesthesia.  Proper 
monitoring by trained observers should be provided as a standard component of post-operative care. 

Minor surgical procedures, such as wound suturing and peripheral vessel cannulation, can be performed 
under less stringent conditions if they are performed in accordance with standard practice. 

Multiple survival surgical procedures on a single animal are discouraged. 
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 2. Anesthesia and Analgesia 
The proper use of anesthetics, analgesics, and tranquilizers in laboratory animals is necessary for humane 

and scientific reasons. In accordance with the Guide and Animal Welfare Act, the choice and use of the most 
appropriate drugs are matters for the attending veterinarian's professional judgment. The veterinarian must provide 
research personnel with guidelines and advice concerning the selection and use of these drugs. 

If a painful procedure must be conducted without the use of an anesthetic, analgesic, or 
tranquilizer(because such use would defeat the purpose of an experiment) the procedure must be approved by the 
committee and supervised directly by the responsible investigator. 

Paralytic agents (e.g. succinylcholine or other curariform drugs) are not anesthetics. If agents of this type 
are used, appropriate anesthetic agents must be used in combination. 

Federal regulations require that experiments in which pain or distress are factors and where no such agents 
are given must be reported to the United States Department of Agriculture (USDA) yearly. 
 
3. Animal Husbandry and Veterinary Care 
 

Proper husbandry and veterinary care are essential parts of an animal care program. Adequate care consists 
of: 
- observing all animals daily to assess their health and welfare; 
- using appropriate methods to prevent, control, diagnose, and treat diseases and injuries 
- providing guidance to users regarding handling, immobilization, anesthesia, analgesia, and euthanasia; and- 
monitoring surgery programs and post-surgical care. 

All of the above do not require a licensed veterinarian; animal researchers are responsible for routine 
husbandry.  R-MWC will make every effort to maintain a direct and frequent line of communication with a certified 
veterinarian so that timely and accurate information on problems in animal health, behavior, and well-being is 
conveyed as necessary. Veterinarians will also be consulted as needed for advise on experimental models, reviewing 
protocols and proposals with respect to veterinary care, animal husbandry and animal welfare, monitoring 
occupational health, hazard containment, and zoonosis control programs. 

 
 
------------------------ (following section is being revised) 
 
4. Public Health Service (PHS) Policy on Humane Care and Use of Laboratory Animals 
 
(a) R-MWC is required to comply with animal welfare policies of granting agencies such as the National Institutes 
of Health and National Science Foundation. In September, 1986, the Department of Health and Human Services 
issued the following policy, as mandated by the Health Research Extension Act of 1985 (Public Law 99-158). 
 
(b) All applications and proposals for award, which are either submitted to the PHS on or after November 1,1986, or 
being conducted on or after July 1, 1987, must meet the requirements of the Public Health Service(PHS) Policy on 
Humane Care and Use of Laboratorv Animals. 
 
5. Animal Welfare Assurance 
 
(a) No activity involving animals may be conducted or supported by the PHS until the institution conducting the 
activity has provided a written Assurance acceptable to the PHS, setting forth compliance with this Policy. 
Assurances shall be submitted to the Office for Protection from Research Risks (OPRR), Office of the Director, 
National Institutes of Health, 9000 Rockville Pike, Building 31, Room 4BO9, Bethesda, Maryland 20892. The 
Assurance shall be typed on the institution's letterhead and signed by the Institutional Official. OPRR will provide 
the institution with necessary instructions and an example of an acceptable Assurance. All Assurances submitted to 
the PHS in accordance with this Policy will be evaluated by OPRR to determine the adequacy of the institution's 
proposed program for the care and use of animals in PHS conducted or supported activities. On the basis of this 
evaluation, OPRR may approve or disapprove the Assurance, or negotiate an approvable Assurance with the 
institution. Approval of an Assurance will be for a specified period of time (no longer than five years)after which 
time the institution must submit a new Assurance to OPRR. OPRR may limit the period during which any particular 
approved Assurance shall remain effective or otherwise condition, restrict, or withdraw approval. Without an 
applicable PHS-approved or provisionally acceptable Assurance no PHS-conducted or supported activity involving 
animals at the institution will be permitted to continue. 
----------------------------------- ( section in revision stops here) 
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 6. R-MWC Animal Research Committee(ARC) 
R-MWC will appoint an Animal Research Committee (ARC), qualified through the experience and 

expertise of its members to oversee the institution's animal program, facilities, and procedures. The composition of 
the committee will be the same as that for institutions required to have Animal Welfare Assurances on file with the 
USPHS.     The committee shall consist of not less than five members, and shall include at least: 

- one Doctor of Veterinary Medicine, with training or experience in laboratory animal science and 
medicine, who has direct or delegated program responsibility for activities involving animals at the institution. 

- one practicing scientist experienced in research, involving animals. 
- - one member whose primary concerns are in nonscientific area, and 
- one individual who is not affiliated with the institution in any way other than as a member of the ARC,  

An individual who meets the requirements of more than one of the categories detailed in this Policy 
may fulfill more than one requirement. However, no committee may consist of less than five members. 
 
7. Functions of the Animal Research Committee (ARC) 
As an agent of R-MWC, the ARC shall: 

- review at least once every year the institution's program for humane care and use of animals, using the 
Guide as a basis for evaluation, 

- inspect at least once every year all of the institution's animal facilities (including satellite facilities)using 
the Guide as a basis for evaluation; 

- prepare reports of the ARC evaluations conducted as required by this Policy, and submit the reports to the 
college. 
(NOTE: The reports must contain a description of the nature and extent of the institution's adherence to the Guide 
and this Policy and must identify specifically any departures from the provisions of the Guide and this Policy, and 
must state the reasons for each departure. If program or facility deficiencies are noted, the reports must contain a 
reasonable and specific plan and schedule for correcting each deficiency.) 

- make recommendations to the college regarding any aspect of the institution's animal program, facilities, 
or personnel training; 

- review and approve, require modifications in (to secure approval) or withhold approval of R-WC 
activities related to the care and use of animals as specified in this Policy; 

- review and approve, require modifications in (to secure approval), or withhold approval of proposed 
significant changes regarding the use of animals in ongoing activities; and 

- be authorized to suspend an activity involving animals in accordance with the specifications set forth in 
this Policy. 
 
8. Review of Research and Teaching Activities Involving Animals 

In order to approve proposed research and teaching activities involving animals the ARC shall conduct are 
view of those components related to the care and use of animals and determine that the proposed activities are in 
accordance with this Policy. In making this determination, the ARC shall confirm that the activity will be conducted 
in accordance with the Animal Welfare Act insofar as it applies to the project, and that the activity is consistent with 
the Guide unless acceptable justification for a departure is presented. 
All prospective animal researchers and instructors using animals in the classroom will be required to complete an 
Animal Research Review Form (available from the Chair, ARC or the Dean of the College) before initiating any 
activity involving animals. The ARC Chair will perform an initial review of submitted forms to assure satisfactory 
completion. All forms then will be reviews by the entire committee. The ARC will have the authority to approve, 
require modifications in (to secure approval) or reject projects. The ARC shall notify investigators and this 
institution in writing of its decision to approve or withhold approval of those activities related to the care and use of 
animals, or of modifications required to secure ARC approval. If the ARC decides to withhold approval of an 
activity, it shall include in its written notification a statement of the reasons for its decision and give the investigator 
an opportunity to respond in person or in writing. 
 
The ARC may suspend an activity that it previously approved if it determines that the activity is not being conducted 
in accordance with applicable provisions of the Animal Welfare Act, the Guide, or the institution's Policy. Proposals 
that have been approved by the ARC may be subject to further appropriate review and approval by officials of the 
institution. However, those officials may not approve an activity involving the care and use of animals if it has been 
disapproved by the ARC. 
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 APPENDICES C 
 

RANDOLPH-MACON WOMAN’S COLLEGE  
POLICY AND PROCEDURES FOR REVIEW OF 

ALLEGED UNETHICAL RESEARCH PRACTICES 
 

Randolph-Macon Woman’s College is committed to maintaining the integrity of scholarship and 
investigative research and to fostering a climate conducive to such intellectual integrity in the College 
community. Furthermore, unethical research practices may constitute a breach of the employment 
contract of the College faculty or staff members involved in such practices. Consequently, formal 
procedures have been established by the College for the purpose of investigating and making findings 
regarding alleged unethical practices. These procedures are not intended to supersede or to establish 
alternatives to established procedures for resolving other kinds of misconduct, such as fiscal 
improprieties, the ethical treatment of human or animal subjects, or criminal behavior. 
 

DEFINITION OF UNETHICAL RESEARCH PRACTICES 
 

No list of unethical research practices can be all-inclusive. For purposes of this policy and 
procedure, the College adopts and refers to the current ethical standards of scholarship of the 
academic discipline of the particular faculty or staff member. Activities constituting unethical 
research practices include, but are not limited to: 
 
Falsification of data 
 
Dishonesty in reporting results, ranging from sheer fabrication of data, improper reporting of 
data, gross negligence in collecting or analyzing data, to selective reporting or omission of 
conflicting data. 
 
Plagiarism 
 
Taking credit for someone else’s work and ideas, stealing others’ results or methods, copying the 
writing of others without acknowledgment, or otherwise taking credit falsely. 
 
Abuse of confidentiality 
 
Taking or releasing the ideas or data of others which are given in the expectations of 
confidentiality; e.g., stealing ideas from submitted grant proposals, award applications, or 
manuscripts for publication when one is a reviewer for granting agencies or journals. 
 
Dishonesty in presentation and publication 
 
Knowingly presenting material or publishing articles that will mislead listeners or readers; e.g., 
misrepresenting data (particularly its originality), or adding the names of other authors without 
permission. Publishing the same material more than once without identification of its prior 
publication. 
 
Co-authors of publications share responsibility for the published work and should participate in a 
substantive way in the conception, design, performance, or analysis of the study or the drafting 
of the manuscript. Co-authors must be willing to take responsibility for the content of the 
published work and therefore must be certain of the integrity of the data. 
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 Deliberate and serious violation of regulations 
 
Failure to adhere to or to receive the approval required for work under research regulations of 
federal, state, local or College agencies, including, but not limited to, guidelines for the 
protection of human subjects or animal subjects, and the use of recombinant DNA, radioactive 
material, or chemical or biological hazards. 
 
Legal violations 
 
Stealing or destroying the property of others (research papers, supplies, equipment, or products). 
 
Failure to report unethical research practices 
 
Covering up or otherwise failing to report major episodes of misconduct or serious breaches of 
research ethics. 
 

PROCEDURES FOR INITIAL INQUIRY ("Fact-Finding") WITH REGARD 
TO ALLEGATIONS OF UNETHICAL RESEARCH PRACTICES 

 
Administrative Responsibility 
 
The Dean of College is the "Misconduct Policy Officer" for Randolph-Macon Woman’s College. 
 
Allegations 
 
An allegation of unethical research practices involving any faculty or staff member may be 
communicated, preferably in writing, by any person to the Dean. Alternatively, such allegations 
may be brought first to the attention of the faculty member responsible for the individual whose 
actions are being questioned, such as the research supervisor, the Principal Investigator, or the 
Department Chair. If the alternative course is followed, the Department Chair should always be 
notified immediately of the allegation(s), and, if the complaint cannot be handled at the 
departmental level, the Department Chair shall promptly refer the allegation(s) to the Dean 
without conducting any inquiry or investigation. The Dean will take the necessary interim 
actions to protect the agency’s funds and insure that the purpose of the financial assistance is 
carried out. In circumstances where the complaint can be handled at the departmental level, the 
Department Chair should notify the Dean of the final disposition of the complaint. 
 
Responsibilities of the Dean 
 
Upon receiving the allegation(s), the Dean will seek assistance in its resolution through whatever 
institutional processes may be appropriate to the particular case, such as referral to the 
departmental chair outline above, the Controller, or the appropriate Review Boards. If the Dean 
determines that the concern is properly addressed through policies and procedures designed to 
deal with misconduct in research, the inquiry and investigation procedures should be discussed 
with the individual who has questions about the integrity of a research project. If the individual 
chooses not to make a formal allegation, but the Dean believes there is sufficient cause to 
warrant an inquiry, the matter should be pursued; in such a case, there is no "complainant" for 
the purposes of this document. 



27

 Notification Requirements 
 
Upon initiation of the inquiry, the Dean will notify the respondent within a reasonable time of 
the charges and the process that will follow. The identity of the complainant will be kept 
confidential during the inquiry phase to the extent permissible by law. The Dean is responsible 
for disseminating the information to the appropriate individuals in a safe and secure manner and 
the respondent is obliged to cooperate by providing material necessary to conduct the inquiry. 
Lack of cooperation may result in an immediate investigation (see Ad Hoc Investigation 
Committee). 
 
Preliminary Inquiry Committee 
 
If the Dean determines that the allegation requires investigation, the Dean shall refer the 
complaint to an ad hoc preliminary inquiry committee, members of which may be chosen from 
within or outside of the College. In choosing a committee, the Dean shall be careful of conflict of 
interest, and the parties invited to serve on such a committee should be asked to reveal any 
relationship to the parties or bias to the matter. (Members of the committee who have an 
unresolvable conflict in a given case should not be permitted to be involved in any aspect of the 
committee’s handling of that case.) It is important that the committee have appropriate expertise 
to assure a sound knowledge base from which to work. 
 
Maintenance of Confidentiality 
 
Strict confidentiality should be maintained diligently throughout the initial inquiry (fact-finding) 
process, and only those persons with a need to be informed shall be told of the allegation(s) and 
the process underway. No funding agency will be informed until completion of the fact-finding 
phase of the inquiry. The person making the allegation(s), to the extent permitted by law, shall 
remain anonymous throughout the initial inquiry (fact-finding) process to all but the members of 
the committee and those to whom the allegation was first brought. If the committee determines 
that further action is required, continued anonymity cannot be guaranteed. If, however, the dean 
determines that other factors outweigh the need for confidentiality, such as a potential for 
significant risks to the health and safety of individuals or overriding concerns in dealing with 
granting agencies, some breaches of strict confidentiality may be necessary. Any breaches of 
confidentiality should be discussed with all of the parties concerned. 
 
Procedures of the Preliminary Inquiry Committee 
 
The purpose of the committee in conducting the initial inquiry (fact-finding) is solely to 
determine whether reasonable grounds exist for conducting a more detailed investigation of the 
allegation(s). The committee shall review the allegation(s) and the known facts, and may 
interview any persons having relevant information, including the person making the 
allegation(s), the researchers in question, their supervisors, and those assisting in the research. 
The faculty or staff member against whom the allegation is made shall be informed of the 
allegation and the fact that it has been referred to a committee. The faculty or staff member 
against whom the allegations were made shall be permitted counsel. 
 
 



28

 Findings of the Preliminary Inquiry Committee 
 
The committee shall complete its inquiry within 60 days from the date of its formation and report 
one of three possible recommendations to the Dean: 

1.  The complaint should be dismissed, as the allegation is without grounds or 
insignificant. If the recommendation is for dismissal of the complaint, the committee 
must provide justification so as to preclude the premature ending of the investigation. 

2.  The alleged misconduct is not determined to be sufficiently significant to 
warrant further investigation by this committee and is properly to be referred to 
another existing College procedure. If the committee recommends that the matter be 
dealt with in this manner, the Dean will consult with the appropriate Department 
Chair to determine what alternate procedures are applicable. 

3.  A more detailed investigation is warranted. If the committee concludes that a 
more thorough investigation is warranted, it shall recommend such an investigation to 
the Dean. 

Regardless of the committee’s conclusions, it shall prepare a report summarizing its findings and 
conclusions and submit the report and its recommendation to the Dean. The report will state what 
evidence was reviewed, summarize relevant interviews, and include the conclusions of the 
inquiry. The individual(s) against whom the allegation was made shall be given a copy of the 
report of the inquiry. Should the individual(s) comment on that report, the individual(s) may 
elect to have the comments be made part of the record. If the inquiry takes more than 60 days to 
complete, the record of the inquiry shall include documentation of the reasons for exceeding the 
60-day period. 
 
Funding Agency Notification 
 
If the results of the initial inquiry support the need for a more detailed external investigation, the 
Office of Scientific Integrity or other granting agency will be immediately informed. The Dean 
will report in writing to the Director, Office of Scientific Integrity, Public Health Service or other 
appropriate granting agency, on or before the date the investigation begins. At a minimum, the 
notification will include the name of the person(s) against whom the allegations have been made, 
the general nature of the allegation, and the granting agency’s application or grant number(s) 
involved. Information provided through the notification will be held in confidence to the extent 
permitted by law, will not be disclosed as part of the peer review and Advisory Committee 
review processes, but may be used by the agency in making decisions about the award or 
continuation of funding. 
 
The College will notify the Office of Scientific Integrity or other granting agency if it ascertains 
at any stage of the inquiry or investigation that any of the following conditions exist: 
 

1.  There is an immediate health hazard involved; 

2.  There is an immediate need to protect Federal funds or equipment; 

3.  There is an immediate need to protect the interests of the person(s) making the 
allegations or of the individual(s) who is the subject of the allegations as well as 
his/her co-investigators and associates, if any; 
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 4.  It is probable that the alleged incident is going to be reported publicly; 

5.  There is reasonable indication of possible criminal violation. In that instance the 
College will inform Office of Scientific Integrity or other granting agency within 
24 hours of obtaining the information. The Office of Scientific Integrity will 
notify the Office of Inspector General. 

If the situation requires such immediate action for the reasons specified above, the Dean is 
authorized to notify the Office of Scientific Integrity or granting agency even prior to referring 
the complaint to the committee. In such extraordinary circumstances, it is expected that the Dean 
will solicit the advice of the Department Chair involved and the chair of the preliminary inquiry 
committee prior to taking action. 
 
If the committee finds that the allegation is not substantiated and does not warrant an 
investigation, the written report of the committee shall be maintained in confidence by the Dean, 
and the process shall be deemed completed. 
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 PROCEDURES FOR INVESTIGATION OF ALLEGATION OF UNETHICAL 
RESEARCH PRACTICES THAT APPEAR SUBSTANTIAL 

 
 

Administrative Responsibility: Ad Hoc Committee 
 
Upon receiving a recommendation for an investigation of alleged unethical research practices, 
the Dean shall notify the Faculty Representative Committee. The Committee will select five 
individuals, from which three tenured faculty members will be eventually chosen to serve as an 
ad hoc committee to conduct a prompt and thorough investigation of the allegation(s) of 
unethical research practices. The Dean and the respondent are each allowed to veto two names, 
in that order, from the list presented by the committee. This committee shall elect a chairperson 
from its membership. The membership of the ad hoc committee shall consist of faculty members 
who have sufficient expertise to analyze the specific research and publications (if any) involved. 
Other members may include department chairs or other faculty of uninvolved departments. None 
of the members of the ad hoc committee shall have any personal responsibility for, or 
involvement in, the research under investigation. The Director of Corporate and Foundation 
Relations shall provide staff support. 
 
Notification of Parties 
 
Upon selection of the members of the Ad Hoc Investigation Committee, the following parties 
shall be notified that an investigation is being undertaken: all parties concerned, including the 
researcher(s) in question and the person making the allegation(s), all collaborators or supervisors 
of the researcher(s) under review, the Principal Investigator for the research, the Department 
Chair, senior College officials, including the College’s legal representative, and the granting 
agency. All those informed will be reminded of the need to continue to maintain confidentiality 
during the investigation. 
 
Procedures of the Ad Hoc Investigative Committee 
 
The College’s legal representative shall be requested to provide legal counsel to the investigation 
committee. At the conclusion, records relevant to the investigation shall be sealed. The faculty or 
staff member(s) against whom the allegation has been made shall be granted all due process 
rights during the proceedings. Legal principles that pertain to the investigation shall be stipulated 
in advance. The person against whom the allegation has been made will be allowed to be present, 
accompanied by one person of his or her choice. The committee may confer in executive 
sessions to organize its work and do its report. 
 
The ad hoc committee shall conduct a thorough investigation of all relevant facts and 
circumstances, during which consideration should be given to the review of all research in which 
the individual under review is involved. The investigation committee should seek to determine 
whether any unethical research practices, as defined above, have taken place. All collaborators or 
supervisors whose roles in the alleged unethical research practice(s) are questionable should be 
advised of the progress of the investigation and be afforded the opportunity to respond to any 
allegations made against them and to provide additional information. 
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 The ad hoc investigation committee shall complete its investigation within 120 days from the 
date of its formation. Confidentiality should be observed whenever possible, unless a request for 
an open hearing is made by the researcher(s) under review. 
 
Recommendations of the Ad Hoc Investigative Committee  
 
Upon completion of its investigation, the committee will prepare a report to the Dean 
summarizing its findings. The committee report should reach one of three possible general 
conclusions: No violations of ethical standards have been committed; problems have been 
identified that require action; or serious infractions have occurred. The committee may also 
recommend specific actions regarding research programs or publications. 
 
Finding of No Unethical Practices 
 
If the Dean concurs with the committee findings that no unethical research practices have been 
committed by the researcher(s) involved, all parties shall then be notified of the committee’s 
conclusions with a particular emphasis on fully restoring the reputation of the researcher(s) and 
others under investigation, particularly with the granting agency involved. This effort might 
include, at the request of the researcher(s) involved, a public statement about the incident 
designed to make certain that the researcher’s professional standing is not diminished. In 
addition, appropriate action should be taken against any parties whose involvement in leveling 
unfounded allegations was demonstrated to have been malicious or intentionally dishonest. 
 
Finding of Inappropriate Practices 
 
The committee may find evidence of inappropriate practices or other problems, but deem that 
these problems are not sufficiently serious to merit further review. If the Dean concurs with this 
recommendation, the Dean will confer with the researcher(s) and Department Chair(s) involved 
to determine the most appropriate administrative actions. These actions may include retractions 
or corrections of publications or return of grant funds. The Dean and/or Department Chair may 
take whatever other administrative actions are deemed appropriate and within their delegated 
authorities. A faculty member who feels that the actions are unfair or otherwise inappropriate 
may appeal through existing institutional mechanisms. 
 
Finding of Unethical Research Practices 
 
If the committee finds evidence of unethical research practices or other ethical or legal 
principles, it shall submit its finds and conclusions in a report to the Dean, along with 
recommendations for appropriate action. The Dean shall then advise the researcher(s) involved 
of the findings and take appropriate administrative action.  
 
If the alleged unethical research practice is substantiated by a thorough investigation, the 
following actions will also take place: 
 
1.  the granting agency will be notified of the investigation and its findings, and appropriate 

restitution of grant funds will be made; 
2. all pending abstracts and papers emanating from the research found to be unethical will 

be withdrawn by the author(s) and the editors of journals in which previous abstracts and 
papers appear will be notified; 
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 3.  institutions and granting agencies with whom the researcher(s) previously had been 
affiliated will be notified if there is reason to believe that the validity of previous research 
might be questionable; 

4.  consideration will be given, in consultation with legal counsel, for the release of 
information about the incident to the public press, particular when public funds were used 
to support the unethical research; 

5. faculty practices, and College policies and procedures, for promoting the ethical conduct 
of research and investigation allegations of misconduct will be scrutinized and modified 
in light of the experience gained. 

6.  The matter will be referred to the Dean of the College for determination of further 
disciplinary action, if warranted; action may include, but is not limited to, referral to the 
appropriate faculty committee.  

 
COLLEGE RESPONSIBILITY IN CASE OF RESIGNATION OR TERMINATION 

 
Even if the respondent leaves the College before the case is resolved, the College has a 
responsibility to continue the examination of the allegations and reach a conclusion. Further, the 
College will cooperate with the processes of other institutions to resolve such questions. 
 

RECORD-KEEPING REQUIREMENTS FOR THE PUBLIC HEALTH SERVICE 
 

The College will make a submission to the Office of Scientific Inquiry of an annual assurance 
which will include aggregate information on allegations, inquiries, and investigations as the 
Secretary of the Public Health Service may prescribe. 
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 APPENDICES D 
 

RANDOLPH-MACON WOMAN’S COLLEGE 
CONFLICT OF INTEREST POLICY PERTAINING TO  

SPONSORED PROJECTS 
 
 

This policy sets forth Randolph-Macon Woman’s College’s general policy and procedures 
regarding significant financial conflicts of interest in relationship to research or educational 
sponsored projects. Its purpose is to protect the credibility and integrity of the College, thereby 
ensuring public trust and confidence in the College’s sponsored research activities. 
 
In accordance with Federal regulations, the College has a responsibility to manage, reduce, or 
eliminate any actual or potential conflicts of interest that may be presented by a financial interest 
of an investigator. Thus, the College requires that investigators disclose any significant financial 
interest that may present an actual or potential conflict of interest in relationship with a 
sponsored project. This policy applies to all externally sponsored projects, regardless of funding 
source. 
 
Background 
 
On June 28, 1994, the National Science Foundation (NSF) issued notice of its policy on financial 
disclosure by scientific investigators in sponsored research (59 Fed. Reg. 33308), which is 
designed to protect the integrity of NSF-funded research and at the same time to promote sharing 
and publication of research results. The notice, entitled Investigator Financial Disclosure Policy, 
is effective October 1, 1995.  
 
Placing primary responsibility on the institution to develop information-gathering and reporting 
procedures, the National Science Foundation requires that grantee institutions employing more 
than 50 persons maintain "an appropriate written and enforced policy on conflict of interests." 
Researchers and institutional representatives must comply with the institutional requirements. 
 
The Public Health Service (PHS) published its notice Objectivity in Research, effective October 
1, 1995, requiring that applicant institutions ensure that there is no reasonable expectation that 
design, conduct, and reporting of the research to be funded will be biased by any significant 
financial interest of the investigator responsible for the design, conduct, and reporting of the 
research. 
 
Requirements 
 
Federal regulations require institutions to have policies and procedures in place that ensure that 
investigators disclose any significant financial interest that may present an actual or potential 
conflict of interest in relationship to externally sponsored projects. Such disclosures must be 
made prior to the submission of a proposal for funding; and institutions must certify compliance 
on each proposal as well as develop specific mechanisms by which conflicts of interest will be 
satisfactorily managed, reduced or eliminated prior to award or acceptance of an award. The 
institution must also maintain appropriate records. If a new reportable significant conflict of 
interest arises at any time during the period after the submission of the proposal through the 
period of the award, the filing of a disclosure is also required. 
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 Definitions 
 
The term investigator means the principal investigator/project director, co-principal 
investigator(s) and any other person who is responsible for the design, conduct, or reporting of 
research or educational activities funded or proposed for funding by an external sponsor. In this 
context the term investigator includes the investigator’s spouse and dependent children. 
 
A conflict of interest may take various forms, but arises when a principal investigator is or may 
be in a position to influence College business, research, or other decisions in ways that could 
lead to any form of personal gain for the principal investigator (including his/her spouse and/or 
dependent children) or give improper advantage to others to the College’s detriment. 
 
A potential conflict of interest occurs when there is a divergence between an individual’s 
personal and professional interests and his or her professional obligations to the institution such 
that an independent observer might reasonably question whether the individual’s professional 
actions or decisions are determined by considerations of personal gain, financial or otherwise. 
An actual conflict of interest depends on the situation, and not on the character or actions of the 
individual. 
 
An actual or potential conflict of interest exists when the reviewers reasonably determine that a 
significant financial interest could affect the design, conduct, or reporting of the research of 
educational activities funded or proposed for funding by an external sponsor. 
 
Significant financial interest means anything of monetary value, including, but not limited to, 
salary or other payment for services (e.g., consulting fees or honoraria); equity interests (e.g., 
stocks, stock options, or other ownership interests); and intellectual property rights (e.g., patents, 
copyrights, and royalties from such rights). 
 
The term does not include (a) salary, royalties, or other remuneration from Randolph-Macon 
Woman’s College; (b) income from seminars, lectures, or teaching engagements sponsored by 
public or nonprofit entities; (c) income from service on advisory committees or review panels for 
public or nonprofit entities; or (d) equity interest that, when aggregated for the investigator and 
the investigator’s spouse and dependent children, meets both of the following tests: does not 
exceed $10,000 in value as determined through reference to public prices or other reasonable 
measures of fair market values, and does not represent more than a 5% ownership interest in any 
single entity; or e) salary, royalties or other payments that, when aggregated for the investigator 
and the investigator’s spouse and dependent children, are not expected to exceed $10,000 during 
the next twelve-month period.  
 
Significant financial interests which must be disclosed are (a) any financial interests of the 
investigator (including those of the investigator’s spouse and dependent children) that would 
reasonably appear to be directly and significantly affected by the research or educational 
activities funded or proposed for funding by an external sponsor; or (b) entities whose financial 
interests would reasonably appear to be directly and significantly affected by the sponsored 
activities. Research funded under the Small Business Innovation Research Program or Small 
Business Technology Transfer Program is excluded from this disclosure. 
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 Policy 
 
1.  Effective immediately, Randolph-Macon Woman’s College requires each investigator 
submitting a proposal for external federal funding to submit all required financial disclosures at 
the time of proposal submission and to update this information annually or as new interests are 
obtained during the life of the award. The procedure to review disclosures shall be incorporated 
with the standard proposal signature process and integrated into the internal sign-off transmittal 
form for external applications. 
 
2.  Disclosure of significant financial interests shall be made to the Office of Corporate and 
Foundation Relations (or Dean of the College) annually by means of a packet of information 
consisting of the investigator significant financial interest disclosure policy form (see Faculty 
Disclosure Statement pgs. 37-38), all required supporting documentation (in a sealed envelope 
marked confidential), the proposal, and the institutional sign-off approval form (see Sign-Off 
Transmittal pgs. 32-33). Only one disclosure form needs to be submitted annually. 
 
3.  A conflict of interest review committee shall be charged with responsibility for review of 
significant financial disclosures to determine whether an actual or potential conflict of interest 
exists; determine what conditions or restrictions, if any, should be imposed by the institution to 
manage, reduce, or eliminate such conflicts of interest; and, as necessary, recommend sanctions. 
 
4.  The Office of Corporate and Foundation Relations shall be responsible for appropriate 
follow-up reporting and records management procedures. 
 
Guidelines  
 
1. Each investigator is required to disclose the following significant financial interests:  
 

a)  any significant financial interest of the investigator that would reasonably appear to be 
directly and significantly affected by the research or educational activities funded, or 
proposed for funding, by an external sponsor; or 
 

b)  any significant financial interest of the investigator in an entity whose financial interest 
would reasonably appear to be directly and significantly affected by the research or 
educational activities funded, or proposed for funding, by an external sponsor. 
 

Regardless of the above minimum requirement, a faculty or staff member, in his or her own best 
interest, may choose to disclose any other financial or related interest that could present an actual 
conflict of interest or be perceived to present a conflict of interest. Disclosure is a key factor in 
protecting one’s reputation and career from potentially embarrassing or harmful allegations of 
misconduct. 

 
2. Each investigator shall complete a significant financial interests disclosure form and attach 

all required supporting documentation. The completed disclosure form must be submitted 
with the proposal and proposal approval form to the office of Corporate and Foundation 
Relations, following normal College procedures.  
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 Supporting documentation that identifies the business enterprise or entity involved and the 
nature and amount of the interest should be submitted in a sealed enveloped marked 
confidential  and accompany the disclosure form, the proposal, and the institutional sign-off 
approval form.  

 
3.  As required by Federal regulation, all significant financial interests must be disclosed prior 

to the time a proposal is submitted. All financial disclosures must be updated by 
investigators during the period of the award, either on an annual basis or as new reportable 
significant financial interests are obtained. 

4.  The Dean of the College shall conduct an initial review of the financial disclosures to 
determine if any disclosed significant financial interest could affect the design, conduct, or 
reporting of the proposed sponsored project. If the initial determination is made that there 
may be a potential for conflict of interest covered by this policy, then the matter will be 
referred to the Faculty Representative Committee in order that they create an ad hoc 
committee to review the disclosure packet.  

The Committee members, appointed by the Faculty Representative Committee on an ad hoc basis, 
shall be called the Conflict of Interest Review Committee. The committee shall contain, at a 
minimum, five researchers representing a cross section of disciplines; they will elect a 
chairperson from its membership. The committee shall determine what conditions or restrictions, 
if any, should be imposed by the institution to manage actual or potential conflicts of interests 
arising from disclosed significant financial interests.  
 
5.  Prior to consideration by the Conflict of Interest Review Committee, the investigator, in 

cooperation with the investigator’s department chair and chairperson of the Conflict of 
Interest Review Committee, shall develop and present to the committee a resolution plan that 
details proposed steps that will be taken to manage, reduce, or eliminate any actual or 
potential conflict of interest presented by a significant financial interest. 

 
At a minimum, the resolution plan shall address such issues as public disclosure of significant 
financial interests, review of research protocol by independent reviewers, and monitoring of 
research by independent reviewers. 
 
Where the committee deems appropriate, the committee shall review the resolution plan and 
approve it, add conditions or restrictions, including the following: (1) modification of the 
research plan; (2) disqualification from participation in all or a portion of the research funded; 
(3) divestiture of significant financial interests; or (4) severance of relationships that create actual 
or potential conflicts of interests.  
 
If the committee determines that imposing the above-referenced conditions or restrictions would 
be either ineffective or inequitable, or that the potential negative impacts that may arise from a 
significant financial interest are outweighed by interests of scientific progress, technology 
transfer, or the public health and welfare, then the committee may recommend that the research 
go forward without imposing such conditions or restrictions. In these cases, the President shall 
make the final decision regarding resolution after consulting with the Dean of College. 
 
6.  The approved resolution plan shall be incorporated into a memorandum of understanding that 

details the conditions or restrictions imposed upon the investigator in the conduct of the 
project or in the relationship with the business enterprise or entity. The memorandum of 
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 understanding shall be developed by the Dean of the College and signed by the investigator and 
the investigator’s department chair and the Dean of the College. Actual or potential conflicts 
of interests will be satisfactorily managed, reduced, or eliminated in accordance with these 
guidelines prior to accepting any award, or they will be disclosed by the Corporate and 
Foundation Relations Office to the sponsoring agency for action. 

 
7.  Records of investigator financial disclosures and of actions taken to manage actual or 

potential conflicts of interest shall be retained by the Corporate and Foundation Relations 
Office or Dean of the College until 3 years after the termination or completion of the grant 
to which they relate, or until the resolution of any governmental agency action involving 
those records, whichever is longer. 

 
8.  Whenever an investigator has violated this policy or the terms of the memorandum of 

understanding, the Conflict of Interest Review Committee shall recommend sanctions 
which may include disciplinary action ranging from a public letter of reprimand to 
dismissal and termination of employment. The committee’s recommendations on 
sanctions shall be presented to the investigator’s department chair and the Dean of 
College who, in consultation with the President of the College shall enforce any 
disciplinary action. 

9.  Collaborators from other institutions must either comply with this policy or provide a 
certification that their institutions are in compliance with Federal policies regarding 
investigator significant interest disclosure and that their portion of the project is in 
compliance with the institutional policies.  

 
(See Faculty Disclosure Form, pgs. 37-38) 
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 APPENDICES E 
III.  

IV. RANDOLPH-MACON WOMAN’S COLLEGE 
  

CONFLICT OF INTEREST POLICY 
FACULTY DISCLOSURE STATEMENT  

 
 
NAME ______________________________ TITLE/RANK ___________________________ 
 
DEPARTMENT ______________________________________________________________ 
 
TITLE OF SPONSORED PROJECT _____________________________________________ 
 
 ________________________________________________________________________ 
 
 
NAME OF FUNDING SPONSOR _______________________________________________ 
 
PROJECT PERIOD ___________________________________________________________ 
 
 CERTIFICATION:  I have read and concur with the Randolph-Macon Woman’s 
College      Conflict of Interest Policy Pertaining to 
Sponsored Projects.  
 
1. Are you or any member of your immediate family (spouse, parents, parents-in-law, siblings, 
children, or other relatives living at the same address as the faculty member) an officer, director, 
partner, trustee, employee, advisory board member or agent of the external organization funding 
this sponsored project or of any organization from which goods and services will be obtained 
under the sponsored project?  
 
  yes  (if so, describe in detail the nature and extent of the affiliation on an  
  attached sheet and place in an envelope marked confidential)  
 
  no  
 
2. Are you or any immediate family member the actual or beneficial owner of more than five 
percent (5%) of the voting stock or controlling interest of the external organization funding this 
sponsored project or any external organization from which goods and services will be obtained 
under this sponsored project?  
 
 yes  (if so, describe in detail the nature and extent of the equity interest on 
an   attached sheet and place in the envelope marked confidential)  
 
 no  
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 3.  Have you or any member of your immediate family derived income within the past year or 
do you or any member of your immediate family anticipate deriving income exceeding $10,000 
per year from any commercial organization funding this sponsored project or any external 
organization from which goods and services will be obtained under this project?  
 
  yes  (if so, describe on an attached page the amount of the income and the    
   reason for which it was or will be derived and place in the envelope    
   marked confidential)  
  no  
 
4.  Do you have any affiliation with the external organization that would diminish your ability to 
fulfill your paramount obligations to your students, your colleagues, or the College; or have you 
involved any graduate student in a proprietary capacity with the external organization?  
 
  yes  (if so, describe on an attached page the nature of the affiliation and the   
    amount of time per week you dedicate to it and place in the envelope   
    marked confidential)  
  no  
 
Signature of Faculty Member ____________________________________  Date ____________ 
 
Signature of Dean/Department Chair______________________________ Date ____________ 
 
PLEASE PLACE THIS FORM IN A SEALED ENVELOPE MARKED CONFIDENTIAL AND 
ATTACH TO SIGN-OFF TRANSMITTAL FOR EXTERNAL APPLICATIONS (see pgs. 24-
25). 
 
 
 
 




