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Member Name: _____________________________________


This checklist applies to the procedure of renewing the appointment of: (1) a current member at the end of their three year appointment term, and (2) a current member to an additional or different panel than their original appointment.  See related HRP-082 - SOP: IRB Member Addition (Appointment and Re-Appointment).


	Steps / Documents

	Date Complete

	Comments


	Indicate the nature of this re-appointment (check all that apply):
· Renewing a current member at the end of their three year appointment term
· Renewing a current member to an additional or different panel than their original appointment

	
	Include re-appointment details:
	IRB Office Staff

	Request updated IRB Member documentation:
· Current CV / Resume
· Fully updated application (HRP-202)
	
	
	

	Confirm current Human Subject Protection Training (CITI)
	
	
	

	Review the updated materials to reassess, determine and document the re-appointment status.

If renewing a member at the end of their term, any changes needed to previous determinations? 
(Circle one)      YES     |    NO

If renewing a member to an additional or different panel than their original appointment, also indicate the following:

  Assigned Panel(s):    A    B   C    D    E  and/or   Q

Circle applicable designations specific to the new/different panel below: 

              VOTING       |      ALTERNATE
          
Alternates___________________________________


New Appointment Term: 
    ________________to ___________________

	
	Provide detailed justification for why changes are needed or why the previous designations hold. (re: designation as scientist or non-scientist, representation status, affiliation status, etc.):



	IRB Manager

	Update Roster (HRP-601) 
· Revise eIRB+ profile, if needed.
· Prepare a “TEMPLATE LETTER: IRB Member Re-Appointment (HRP-560r)
· Send signed letter w/ new term packet
· Acceptance & Acknowledgement
· Conflict of Interest and Recusal Agreement(If applicable, forward any COI issues to the IRB Manager)
· Confidentiality Agreement

	
	
	IRB Office  Staff

	
Notify Panel Analyst(s) and Chair(s) of any changes related to their panel’s roster, the status of the panel members, and any changes to quorum 
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