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I. Become familiar with the policy regarding faculty use of university time for 
outside professional activities  
     As a center for innovation and a regional economic partner, the University of Pittsburgh 
recognizes the benefit of sharing the expertise of its faculty with government, nonprofit, and 
commercial entities. To that end, full-time faculty are permitted to use up to one day per week 
on the average of their University time over the period of their contractual appointment at the 
University and any summer months during which they receive compensation for teaching, 
research, or other University activities on outside professional work. Faculty may also engage in 
such activities during their personal time. 

Policy 

• University time spent on outside professional activity must not exceed an average of one 
(1) day per week, up to 35 days (for 8-month appointees) or 48 days (for 11-month 
appointees) each academic year. 

• Weekends and evenings (the time not part of a nominal 40-hour, 5-day work week) are not 
counted in these limits. 

• During the summer months, faculty with 8-month appointments have no restrictions on 
the amount of time spent in outside activities unless they are being compensated by the 
University for summer employment/activities (summer teaching, summer research, or 
other activities). 

• Similarly, there are no restrictions for 11-month appointees on the number of days of 
outside professional activity during vacation periods. 

     Regardless of whether the work is conducted during personal or University time, faculty 
members must seek the prospective approval of their department chair or equivalent supervisor 
and disclose their financial and management interests for conflict of interest review purposes. 

     Faculty and their supervisors are responsible for ensuring that the faculty member is not 
spending more than the approved amount of time on outside work and that the outside work is 
not otherwise negatively impacting the faculty member’s performance of their University duties. 
The supervisor may reduce the amount of University time a faculty member may devote to 
outside activities by providing a written justification for the reduced limit. 

     Incidental Use of any University resources, as defined and described in University Policy RI01, 
in performance of outside professional activities is permitted. However, in no case may faculty 
use University or UPMC confidential data, funds, trademarks, or logos in performing outside 
work.  

University Policies related to Outside Consulting   

mailto:pggrants@pitt.edu
https://www.coi.pitt.edu/outside-activities/faculty-use-university-time-outside-professional-activities
https://www.coi.pitt.edu/outside-activities/faculty-use-university-time-outside-professional-activities
https://www.policy.pitt.edu/conflict-of-interest-research
https://www.coi.pitt.edu/policies-procedures/outside-activities-consulting
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II. Complete Required Online Training  
Anyone wishing to pursue external grant or contract funded at the University of Pittsburgh is 

required to complete training prior to beginning the project, regardless of funding source. 
Training requirements vary based on the nature of the research. While there are obvious 
differences in training requirements for those performing animal subject research and human 
subject research, there are requirements that may be applicable to all research.  Those 
requirements that cross domains are listed separately and should be reviewed closely.  

A chart detailing additional required trainings for faculty and researchers can be accessed on 
the Office of Research Protections website. 

General Requirements for all Researchers:  

• Responsible Conduct of Research Required Training: 
All individuals involved in research are required to complete the CITI Responsible Conduct of 
Research course before performing research activities. This requirement also applies to faculty 
mentors listed in the IRB application who are responsible for the conduct of research for their 
students. Re-certification is required every 4 years. 

The Principal Investigator (PI) is responsible for identifying the individuals who meet the 
definition of an "investigator" and instruct those individuals to complete the applicable 
Responsible Conflict of Interest course. (Generally, the basic course is sufficient.) 

• Research Security 
Required for key personnel on awards from or applications to federal funding agencies or 
who are currently serving as key personnel (re-certification annually). 

• COI Training Requirement: 

All University of Pittsburgh investigators must complete COI training upon appointment 
with recertification every 4 years. 

The Principal Investigator (PI) is responsible for identifying the individuals who meet the 
definition of an "investigator". When funding is awarded, the PI must provide the Office of 
Sponsored Programs with a list of those who meet this definition and the date of 
completion of the CITI COI course.  
 

Accessing the CITI Training: 

• New Investigators: 

1. Access the Pitt CITI COI Training portal. 

2. Select “Login” from the menu at the top 

3. After logging in with your Passport account, select “View Courses” next to University of 
Pittsburgh. (Please note, you may need to enter registration information if you have not 
yet registered). 

4. Under "Learner Tools for University of Pittsburgh," select "Add a Course." 

mailto:pggrants@pitt.edu
https://www.orp.pitt.edu/research-training-hub
https://www.orp.pitt.edu/research-training-hub
https://www.orp.pitt.edu/training/who-investigator
https://www.orp.pitt.edu/training/who-investigator
https://www.orp.pitt.edu/training/who-investigator
https://www.orp.pitt.edu/training/who-investigator
https://www.citi.pitt.edu/
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5. On the "Select Curriculum" screen, choose all the courses applicable to you. 

NOTE: All investigators performing research funded in full or in part by a Public Health 
Service (PHS) agency, must select the "COI PHS Regulated Course."  All other 
investigators may select the "Non PHS Regulated" course. 

6. Once registered, the investigator can complete the training module(s). 
 

• Returning Investigators: 

1. Access the Pitt CITI COI Training portal. 

2. Select “Login” from the menu at the top 

3. After logging in with your Passport account, select “View Courses” next to University of 
Pittsburgh. 

7. The Main Menu page will indicate courses that need to be retaken or renewed.  Choose 
all the courses applicable to you to recertify training. 

Instruction Sheet for Accessing and Navigating CITI (PDF) 

University COI Policies   

University Policy on Research Integrity 
 

III. File a COI Disclosure Form 

Who Must Disclose?  

• All full-time faculty members, regardless of tenure status. 

• Part-time or adjunct faculty members designated by their supervisor as requiring a 
disclosure. 

• Any individual (trainee, staff or faculty member) who is independently responsible for the 
design, conduct or reporting of research at Pitt. 

Types of Disclosures 

• Personnel participating in any form of research that is funded in full or in part by the 
Public Health Service (PHS) must complete the University of Pittsburgh 
Faculty/Researcher (PHS Funded) version of the COI form.   

• All other faculty and researchers who do not participate in PHS funded research must 
complete the "regular" University of Pittsburgh Faculty/Researcher COI form.  Personnel 
do not complete both forms. 

• In addition, some faculty and staff are required to complete a University of Pittsburgh 
Designated Administrator/Staff COI form. 

 

mailto:pggrants@pitt.edu
https://www.federalregister.gov/agencies/public-health-service
https://www.federalregister.gov/agencies/public-health-service
https://www.citi.pitt.edu/
https://www.orp.pitt.edu/sites/default/files/Documents/citi_instruction_sheet.pdf
https://www.coi.pitt.edu/regulations-policies/university-policies
https://www.policy.pitt.edu/research-integrity
https://www.policy.pitt.edu/research-integrity
https://www.coi.pitt.edu/coi-filing-process/coi-superform-system
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COI disclosure forms must be filed at the following times: 

• Upon appointment to the University of Pittsburgh 

• Annually before April 15 (Mandatory disclosers who are required to complete an Annual 
Disclosure Certification in MyDisclosures will receive an email notification between 
March 17 and March 20) 

• Throughout the year whenever an employee's outside financial interests change, within 
thirty (30) calendar days of a change 

Submit or update the COI Disclosure Form in MyDisclosures  

 
Learn the basics of MyDisclosures by viewing this presentation 

 

V. Complete Required Intellectual Property Assignment  
In general, under University policies, the University claims ownership and control over all 
inventions, patents, patentable developments, certain types of copyright protected material, 
and related know-how developed by its faculty, staff and, in some cases, students.   

Pitt principal investigators and employees (other than clerical or nontechnical personnel) 
named on a federal contract or grant effective or renewed on or after May 14, 2018 are 
required to have an IP assignment agreement on file at the Innovation Institute.   

Pitt research personnel who must comply include, but are not limited to, principal 
investigators (PIs), investigators, research associates, postdoctoral associates, and 
research staff. 

Completed original IP Assignment agreements will be retained and tracked by the Innovation 
Institute.   

IP assignment agreements must be submitted when a federal proposal is funded, 
because IP assignment agreements are required before a federal grant or contract can 
be activated. 

1. Visit the Intellectual Property page for additional information and to download the 
intellectual property form   

2. Print and sign the form and send ORIGINAL signed copy to: Courtney DeCarlucci; 
LH202  

University Intellectual Property Policy 

 

 

mailto:pggrants@pitt.edu
https://www.mydisclosures.pitt.edu/
https://pitt.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=c4b53909-8cae-41aa-a158-ab6b0132e216
https://www.innovation.pitt.edu/intellectual-property-assignment/
https://www.innovation.pitt.edu/intellectual-property-assignment/
https://www.innovation.pitt.edu/intellectual-property-assignment/
https://www.innovation.pitt.edu/intellectual-property-assignment/
https://www.policy.pitt.edu/ri-10-intellectual-property
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