IRB Convened Meeting:
Starting and Ending of a Convened Meeting

Browsers Currently Supported: Windows and Macintosh - Mozilla Firefox; Google Chrome

Please do not use Microsoft Internet Explorer or Microsoft Edge

Action to be taken &
Screenshot

AGENDA PREPARATION & CONVENING A MEETING

1 1. Navigate to the IRB workspace,

2. Select Meetings tab, select the upcoming meeting (e.g., IRB meeting on 12/08/22 8:30 AM),
and

3. Prepare Agenda and when finished click OK

e Note: You can (a) generate, (b) download, and (c) upload the meeting agenda.

Prepare Agenda

You can generate, upload, and revise an agenda for the meeting here.

1. Generate an agenda from a template: 3
b Generate

2. Draft agenda:
g5 Agenda for IRB meeting on 2_16_23 8_30 AM.doc{0.01) -+

&, Download Copy
@ Upload Revision
0 View History

© Delete

e Reminder: submissions are added to Agenda Items when you click Assign to Meeting within a record,
however, if additional items are needed on the agenda, see Optional Steps, below.

e Reminder: reviewers are assigned at the record level (open a record, click Assign Reviewers, and
complete). See “Reviewing Submission (HRPP Staff Guide)” on how to review a submission.
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. hoard Agreements

o

IRE = Mestings = IRE meeting on 2/16/23 8:30 AM

Grants

Submissio Reports Library Institutional Profiles Help Center

Committee:| RB

IRB meeting on 2/16/23 8:30 AM

Next Steps
P Meeting date & time: 20162023 530 AM
=) Prepare Agenda Agenda:
paIe Ao Minutes:

# Edit Meeting Attendance
Report: Expedited Submissions Approved in the Last 45 Days
+ Confirm Atiendance

@ Decline Attendance
Agenda Items Attendees History Supporting Documents
&f Prepare Minutes

B4 Edit Meeting Details D Hame State Coordinator Record Decision

] Update Documents

# Update Other Agenda
Itzms

As an IRB Coordinator & Committee Member,
e ceither Confirm Attendance or Decline Attendance for yourself

e Note: attendance will be displayed under the Attendees tab from this workspace

Scheduled

Prepare Agenda

3
2
t

Edit Meeting Attendance

Confirm Attendance

Decline Attendance

Prepare Minules
Edit Meeting Detailz

Update Documents

W% @ B AIO S| @O

Update Other Agenda
ltems

As an IRB Coordinator,
o Edit Meeting Attendance for all members, as needed

o Note: the IRB Coordinator can edit all IRB attendance on the scheduled meeting day prior to the
meeting or after the meeting is convened.
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Scheduled

Next Steps

= Prepare Agenda

# Edit Meefing Attendance

" Confirm Attendance
@ Decline Attendance
& Prepare Minutes

B Edit Mesfing Details

f#] Update Documents

# Update Other Agenda
Hems

After preparing the agenda and confirming attendance,
1. Send Agenda to all committee members.
2. Click OK to send the email.

e Note: If you assign new jtems to the meeting or remove items after the agenda was sent out to the
committee, you will need to resend out the updated agenda after it is prepared.

e To remove a study from the agenda, click Remove from the Agenda within the study record itself
(not from the Meeting workspace).

Scheduled

Next Steps

= Prepare Agenda
o-ﬂ' Send Agenda

# Edit Meeting Attendance

" Confirm Attendance
Decline Attendance
Prepare Minutes

Edit Meeting Details

Update Documents

% @ B RO

Update Other Agenda

ltems
O
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5 To start the meeting, select Convene Meeting.

e Note: After clicking Convene Meeting, the meeting state moves from Agenda Sent to Meeting

Convened
Agenda Sent

Next Steps

Prepare Agenda

Send Agenda

Edit Meeting Attendance
Decline Attendance

Prepare Minutes

Convene Meeting

Edit Meeting Detailz

Update Documents

N @ B WA O % A @D

Update Other Agenda
ltems

APPROVING MINUTES & STUDY REVIEW

6 To approve the previous meeting minutes:
1. From the Agenda ltems tab,

2. Click the link found under Name to review the minutes,
3. and to approve them, click Approve Meeting Minutes,

4. and select Approve Meeting Minutes from the dropdown menu found under Execute Activity
within the Previous meeting with minutes for approval table

5. In the pop-up window, confirm that you approve these minutes by checking the box

6. Click OK

e Note: the approved minutes disappear from the agenda items completing this task. They will appear in the
previous month as approved.

Agenda tems} 1 History Supporting Documents

D Name State Coordinator Record Decision Reviewers/Presenters Submittg

No data to display.

1o resuls

Previous meetings with minutes for approval

D Name Execute Activity

IREMe=00000005 IRE meeting on 11/17/22 §:30 AM I I
:

1items | page | 1 of 1 o

inut
7] Update Documents
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Approve Meeting Minutes

Minutes:
&= Minutes for STUDY00000198 Mesting doc(0.02)

5
1. * Confirm that you approve these minutes

At the top of the Meeting record, the user can review the:
1. Agenda, or

2. Report of Expedited Submissions Approved in the Last 45 Days

e Note: The minutes that appear in this section will be generated for this particular meeting after they
are prepared (see Step 11) and will get approved at the next meeting.

IRB meeting on 12/08/22 8:30 AM

Location: Providence
Agenda: % Agenda for IRE meeting on 12_08_22 8_30 AM.doc{0.01} = I ltems on agenda: 13

Minutes: @& Minutes for IRE meeting on 12_05_22 &_30 AM.doc(0.03) =

eRepnrt: Expedited Submissions Approved in the Last 45 Days I

To view a submission during the meeting:
1. From Agenda Items,

2. Select the record to view in its entirety

e Note: you will now be in the study record and can View Study, open Documents, and review Sites, etc. To
return to the meeting, follow the first two steps within Step 2.

i | Agenda Items Members History Supporting Documents
D Name
=STUDYDO000133 (JKG) RNl pSite testz
RMIQO000010 (JKG) adverze event for test of logic
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Agenda ltems

D

As the IRB Coordinator or Chair,

e record the board’s determination (e.g., vote, approval) on each submission (in real time) by
clicking Submit Committee Review and completing the decisions made.

e Note: It's important that this step not be missed. If this step is missed, the IRB Coordinator will
not be able to send a letter to the PI/PI Proxy following the meeting of the Board’s decision.

When completing this task within the Meeting window, the determination does not get sent to the

PI/PI Proxy. To send the committee's decision to the PI, see step 13, below, as this process can

occur following the meeting.

appear in the table (see 2nd outlined box within this screenshot).

Attendees History Supporting Documents

Name State Coordinator Record Decision

Reviewers/Presenters

To confirm that a decision was made during the meeting on a submission, a Submitted Date will

Submitted Date

STUDY00000171

(JKG) record 2 Post-Review Sheila Vandal Submit Committee Review

« Theresa Desrochers (Primary Reviswer)

CLOSING MEETING & MINUTES PREPARATION

To end the meeting select Close Meeting

Meeting

Convened

e Note: You can generate, upload, and revise minutes for the meeting

e The meeting state moves from Meeting Convened to Meeting Complete

Next Steps

# Edit Mesting Attendance

& Prepare Minutes

® Close Mesting

7 Update Documents

# Updafe Other Agenda
ltems

111572022
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Prepare Minutes to create the meeting minutes

e Note: Minutes from this month's meeting can be found on the top portion of the Meeting workspace
with a link.

e The minutes once prepared will also appear on next month's meeting under Previous meeting
with minutes for approval after the current meeting has been closed.

IRB meeting on 2/16/23 8:30 AM

Meeting date & time: 2/16/2023 8:30 AM Location: Providence

Items on agenda: 1

Agenda: ﬁ_% Agenda for IRB meeting on 2_16_23 8_30 AM.doc(0.01)
|Minutes: ﬁ_g Minutes for IRB meeting on 2_16_23 8 30 AM.doc(0.02)  «-- |
Report: Expedited Submissions Approved in the Last 45 Days

SENDING IRB DETERMINATION TO PI

As the IRB Coordinator, enter into the study record that was reviewed at the convened meeting,
1. Finalize Documents,
2. Prepare Letter, and
3. Send Letter

e Note: Send Letter action does not appear until after the letter is prepared. See History tab showing
Prepared Letter.

STUDY00000202: (JKG) guide steps

Enlered IRB: 11/29/2022 9:35 AN Principal investigator: Arfo Nurmikko

Last updated: 11/28/2022 9:56 &AM Submission type: Initizl Study
Primary contact: Arto Murmikko
Pl proxies:

Next Steps

Wiew Sludy Pre-Submission

Pre-Review IRB Review

Review Complete

Past-Review
' Meodifications '

Printer Version

Clarification Clarification

Requested Requested Required
«d Send Lefter
& Finalize Documents
[# Prepare Letter

History Funding Contacts Dy IRE Assi Details Reviews Snapshots Trainin|

[ Submit Committee Review
# Edit Pre-Review Filter by @ Activity ¥ | | Enter text to search [ o XSS
&+ Assign Coordinator Activity
&+ Assign Primary Contact (e 4 Prepared Letter

& Assign Pl Proxy 4 Commities Review Submitted
& Manage Ancillary Reviews - Reviewers Assigned

& Manage Guest List B Assigned lo Meeting: Ad hoc
B Add Related Grant Link: Ad hoc

¢ Add Comment C4 Pre-Review Submitted

® Add Private Comment - Submitted

2] Copy Submission Study Created

£F Manage Tags
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OPTIONAL STEPS

optional [ Create a New Meetin B Dashboard Grants
. . L. Submissio 2 Reports Library Institution
As an IRB Coordinator, if a meeting is not
already present or an ad hoc meeting is IRE > Meetings
needed: )
Meetings
1. From the IRB tab,
2. select Meetings tab, and Create New Megling Upcoming Meetings Past Meetings Com
3. Create New Meeting _ °
Filter by Name ¥ | | Enter text to
Name
tional . . . .
optional | Edit Meeting Details (e.g., date/time, name) —— Commilise:|REB
C B
As an IRB Coordinator, Next Steps IRB meeting on 2/16/23
Meeting date & time: 2(16/2023 5:30 AM
- . . (=R Agend Agenda:
e Edit Meeting Details to change the e Minutes:
scheduled date and time of the meeting, | & S e Atemone i o it 1 a5
|ocation, and name of the meeting (e_g_, ¥ Confirm Attendance @ Execute "Edit Meeting Details" on IREMe=000000
ad hOC). @ Decline Aftendance 8@ hrspbrwnstage.huronclick.com/IRB/sd/Rg
& Prepare Minutes
Edit Meeting Detail
o] Updale Documents 1. * Meeting date and start time:
& Update Other Agenda 216i2023 530 AM ]
2. * Location:
Providence
3. Meeting name:
IRE meeting on 2/16/23 5:30 AM
T
optional | Add Additional Agenda Items for Review

As an IRB Coordinator,

e Update Documents to include other
documents to the Agenda, which will be
seen in the Supporting Documents tab
(e.g., educational materials).

Scheduled

Next Steps

= Prepare Agenda

# Edit Meeting Attendance
" Confirm Attendance
Decline Attendance
Prepare Minutes

Edit Meeting Details

Update Documents

wWERIE A O

Update Other Agenda
Items
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optional her Agen Items with D il & Committee:| RB

IRB meeting on 2/16/23 8:3(

AS an IRB COOI’dInatOF, Next StePs Meeting date & time: 2/16/2023 5:30 AM
= Prepare Agenda N?e""a:

1. Update Other Agenda Items to include & Assign Revevers o .
non_subm|SS|on related |tems to the A oy Reviewers Report:  Expedited Submissions Approved in the Last 45 Days
agenda (e.g., further details). This & S Meciing Alance I
action also relates certain supporting + Confim Attendance e e
documents to a submission, if needed. @ Decine Atendance Sate Coordnator
The other items can be found in the % Prepare Minutes
Agenda Items tab under Other B8 Edt Moclng Detas

Agenda Items %] Update Documents

l# Update Other Agenda
ltems

e This section allows the coordinator to

provide a description, relate items to a

study, and provide further notes, as needed. Name Related Projects
A study link will be provided. tesiing STUDY00000193

e [fother agenda items were added to the
agenda, then two new activities will appear
in your workspace called Assign
Reviewers and Notify Reviewers

Previous meetings with minutes for approval

D

IRENMe200000005

2. Assign Reviewers appears if reviewers
have not been assigned to a submission
that was recently added to the agenda

Notify Reviewers to notify anyone
newly appointed as a reviewer for a
particular document/submission

e To remove non-submission agenda items
(other agenda items), click Update Other
Agenda Items, and click x (delete) to the
right of the item.

optional | IRB Vote on Other Agenda Items e T —

Other Agenda Items:
+

To record the Board’s decision/vote of Other
Agenda Items:

1. Open Update Other Agenda Items,
2. Click Update next to the item reviewed
3. Record the determination in Notes.

Related Projects:

) Name

4. Notes:
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