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	CHECKLIST: IRB Member Appointment Checklist

	
	NUMBER
	APPROVED BY
	EFFECTIVE DATE
	PAGE
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Member Name:  ____________________________________________

	Steps / Documents
	Date Complete
	Comments

	Application (HRP-202) w/ Introduction Letter

	
	
	IRB Office Staff

	Current CV / Resume

	
	
	

	Initial In-Person Interview with IRB Manager

	
	
	

	Observe IRB panel meeting(s) as a guest and sign Guest Confidentiality Agreement

	
	
	

	Attend new IRB member training session with IRB Manager or designee

	
	
	

	Complete Human Subject Protection Training (CITI)

	
	
	

	· IRB Membership Appointment Details:
          Assigned Panel(s):    A    B   C    D    E  and/or   Q
Circle applicable designations below: 
              VOTING       |      ALTERNATE

          SCIENTIFIC      |      NON-SCIENTIFIC

             AFFILIATE     I     NON-AFFILIATE

DESIGNATED REVIEWER

Representative Capacity (if applicable):__________________________________
    ___________________________________________
    
Alternates___________________________________

Appointment Term: _____________to ______________
	
	Provide detailed justification for designation as scientist or non-scientist, representation status, affiliation status....etc:




















	IRB Manager 

	eIRB+ Profile Created (by ORIT)
· Confirm information added
· Member e-mail address
	
	


	ORIT

	· Create and Get Approval Letter Signed (HRP-560n)
· Send signed letter w/ Attachments 
	
	
	IRB Office Staff

	· Roster edited (HRP-601)
· eIRB+ Revised:
-Committee Member Information
       -Eligible Designated Reviewers

Create Member File to Include:
· Signed Acceptance & Acknowledgement
· Signed Conflict of Interest & Recusal Agreement (If applicable, forward any COI issues to the IRB Manager)
· Signed Confidentiality Agreement
	
	
	

	· Create Tent Card 
· Add All Above Documents to Box
	
	
	

	Copy of Wildcard for Affiliated Members
	
	
	IRB Admin

	IRB Members receiving compensation:
· W-9 (for Non-Affiliated IRB Members, or Affiliated IRB Members who do not have an employment relationship with Northwestern University)
· If appointment is for an IRB Chair (10%) or Vice-Chair (5%), send an email to the OR Finance and Administration Business Manager to record the appointment and percentage salary in the myHR system or executes the relevant Independent Contractor agreement for IRB Chairs or Vice Chairs who do not have an employment relationship with Northwestern University.
	
	
	

	· First Panel Meeting Date upon official appointment to the IRB Roster
· Notify Panel Analyst & Chair
· Provide copy of CV/resume to Panel Analyst & Chair
	
	
	IRB Office Staff
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