TO: Principal Investigators
     
      
        Clinical Research Staff

     
       
        Children’s Memorial Hospital

FROM: Ellen R. Brooks, PhD

             

  Chair, Institutional Review Board

             

  Children’s Memorial Hospital

RE: Protocol Submission Requirements for IRB Review

DATE: March 22, 2007

Beginning with the July 16, 2007, IRB meeting, the IRB will no longer review protocol submissions that are found to be incomplete upon administrative review by the IRB staff. Exceptions to this policy will be made only in extraordinary cases and will be at the sole discretion of the Director of the Office of Research Integrity and Compliance. 
Upon receipt of a submission at the IRB, the staff will conduct an administrative review of all submissions, initial and continuing, prior to forwarding the submission to the Chair or Board for consideration. Incomplete submissions will be returned to the Principal Investigator so that the outstanding items may be obtained. 
Please ensure that the submission packets contain all required protocol documents, such as the research plan, consent/assent forms, supporting documents (routing form, letters of support), required signatures and proof of human subjects training, are included.
On the IRB website, www.childrensmrc.org/researchadministration/, you will find detailed information that outlines the requirements for submission along with the IRB meeting and deadline schedule.
Do not hesitate to contact the IRB staff listed on the site if you have any questions regarding your submission. 

Thank you for your attention and cooperation as we implement this requirement. 

