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1.  PURPOSE:

This policy describes staff administration and oversight of the IRB(s) to ensure continuity of membership that has the expertise and commitment to meet its regulatory and institutional mandates. 

2.
POLICY

The management of the membership of the IRBs and oversight of member appointments, IRB related activities, communications, and other administrative details are the responsibility of the Office of the IRB. 

3.
PROCEDURES

A.
Term

Members, including the Chairperson, will serve on the IRB for a term of four years.  Reappointment for additional terms may occur, by mutual agreement of the Institutional Official and Manager.
B.
Appointments

The Institutional Official, in consultation with the IRB Chairperson and Manager has the authority to appoint members to the IRB.  Members will be solicited from the Avera communities.

C.
Resignations and Removals

A member may resign before the conclusion of his/her term.  The vacancy will be filled as quickly as possible.  The Institutional Official may remove a member.
D.
Liability Insurance

Regular and alternate members have liability insurance coverage as part of their IRB membership in their capacity as agents of Avera.

4.  SCOPE

This policy and procedures apply to the IRB membership.

5.  RESPONSIBILITY

IRB Manager (or equivalent) is responsible for day-to-day management of the activities of the IRB members.

IRB  Chair (or designee) is responsible for management of the activities of the IRB members relevant to meeting conduct and review of research.

6.  APPLICABLE REGULATIONS AND GUIDELINES

None

7.  REFERENCES TO OTHER APPLICABLE SOPs

This SOP affects all other SOPs.

8.  ATTACHMENTS

9.  PROCEDURES EMPLOYED TO IMPLEMENT THIS POLICY

	Who 
	Task
	Tool

	IRB Manager
	In consultation with the Chair and other appropriate parties, identify members of Avera faculty and staff and members of the local community to serve on the IRB(s).
	

	IRB Manager
	Discuss the responsibilities and time commitment of IRB membership with the interested parties.  

If the individual states he/she is indeed interested in becoming a member, the dates of all IRB meetings are given to the individual for consideration. 

Request the Curriculum Vitae (CV) for review. If appropriate, forward the CV to the Institutional Official with a cover letter requesting appointment of the individual to a particular IRB.
	

	
	If the Institutional Official concurs with the recommendation of the IRB Manager, an appointment letter is sent out to the interested party, with copies to the Manager.
	

	IRB Manager
	Send the new member a list of the current members on the IRB, listing their areas of expertise and telephone numbers.  The new member is also given the Avera IRB  Member Handbook
	

	IRB Manager
	Notify the new member of the next meeting, sending a packet of agenda materials to review.  Inform the member that he or she will not be assigned specific protocols to comment on until at least their second full meeting.
	

	IRB Member
	Read information in the New Member packet.  Review designated educational materials.

New members are also to be sensitive to conflict of interest and confidentiality issues dealing with their service on the IRB.
	

	IRB Chairperson

IRB Manager
	Meet with the new member and review the role and responsibilities of being an IRB member, as well as the expectations of the position.
	

	IRB Manager
	Document that the new member completed required training.  If the new member has not completed required training within 90 days, remind the member to do so.  If the member does not complete required training within the next 30 days, notify the Chairman and/or Institutional Official.


	GA 102-B Training Checklist and Documentation-IRB Members








