
GUIDANCE MEMO NO. 02-24 
 
             DATE: January 5, 2024 
 
             TO: Faculty & Staff 
 

SUBJECT:  Mentoring Training - CITI 
 

 

 
Purpose: This guidance provides information on the required training for all key personnel 
listed on an externally-funded grant as per the University’s recently updated Responsible 
Conduct of Research, Scholarship and Creative Activities Training (RCR) policy. 

Background: When notification of an award is received, the Office of Research, Grants & 
Contracts must take certain steps to meet local, state and federal regulations pertaining to the 
use of grant funds and the ethical integrity and understanding of basic research conduct 
expected of all project team members throughout the grant period. Currently at the time of 
award, key personnel must have completed the COI training module in the online CITI Program 
before account set-up. The updated RCR policy now requires key personnel on new incoming 
awards to also complete the Mentoring training module in the online CITI Program. 

Action Requested: At the time of a funding award, all key personnel identified on the funding 
grant must have completed the Mentoring training module within the CITI Program prior to the 
establishment of the grant account. This module, identified as Mentoring and Healthy Research 
Environments, is only required to be completed once every 4 years (similar to the required COI 
training module). Again, this training completion (COI and Mentoring) is a requirement at the 
time of award. 
 
However, all faculty are encouraged to access the CITI program and complete the COI module 
and Mentoring module so that whenever a grant award is received, the establishment of the 
grant account may be expedited by the RGC office. Each completed module then remains active 
for a 4-year period. The steps needed to complete BOTH required trainings are as follows: 
 

• Open CITI training CITI - Collaborative Institutional Training Initiative   
o If you aren't already registered in CITI training, follow these instructions to register  

• Next to "Northern Kentucky University" click "View Courses"  
• Click "Add a Course"  
• Answer Yes, this will load both the COI module and the Mentoring and Healthy Research 

Environments module"  
• You can leave all other questions blank  
• Click "Submit”  

o This should load the two trainings: Mentoring and COI  

Related Documents:  

• NKU Responsible Conduct of Research Policy 

CH 
 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.citiprogram.org%2Fmembers%2Findex.cfm%3FpageID%3D585%26memberID%3D979195%26instID%3D787%26action%3DexamsCompleted&data=05%7C02%7Chollomans1%40nku.edu%7Ce15b3f14b1634892a3bd08dc0c7bb160%7Cac3218551f554d0bb2fa531085ca3022%7C0%7C0%7C638398972618051385%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=SKhHmcqoOND7Sp89J4PRSGatFwIF2y%2Fm9vhef%2BT5QB4%3D&reserved=0
https://inside.nku.edu/content/dam/rgc/docs/ResearchCompliance/IRB/Training/How%20to%20Register%20in%20CITI%20Final%2009-14-2016.pdf
https://inside.nku.edu/content/dam/policy/docs/Policies/ResponsibleConductofResearch.pdf
https://inside.nku.edu/content/dam/policy/docs/Policies/ResponsibleConductofResearch.pdf

