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1
SCOPE

1.1 This policy is designed to:

1.1.1 Set the frequency of IRB meetings.

1.1.2 Establish rules for cancellation of meetings.
1.1.3 Create policy for the notification of the Baker College community about meeting times.

2
POLICY

2.1 The IRB will schedule meetings on a monthly basis throughout the calendar year.  To the extent possible, meetings will be held at a regularly scheduled time and place.

2.2 When no protocol requiring review by the full board has been submitted for review by the timeline established in Policy 4 (Policy on Processing of Research Protocols), the Chair will inform the members of the IRB via email that the regularly scheduled meeting will not be held as early as practicable.

2.2.1 The first meeting of every academic year will always be held, even when no reviews need undertaken, to allow members to set a schedule and working relationship for the coming year.

2.3 Members of the Baker College community, as well as all other individuals who may have appropriate business in front of the committee will be notified of the meeting schedule.

3
PROCEDURE

3.1 The Chair will contact all members of the IRB inviting them to attend the 1st meeting of the academic year.  At this meeting, a common meeting time and place will be established for the coming 6 month period.  The Chair will make necessary arrangements to secure a room for all scheduled meetings. Another scheduling meeting (to be called the spring scheduling meeting) will be held no later than March 30 of each year to allow a common meeting time to be set (or reaffirmed) for the coming 6 month period.

3.1.1 The spring schedule meeting may be held in conjunction with a regularly scheduled meeting in April if a meeting is to be held to review submitted a protocol(s).
3.2 Following the first meeting of the year and the spring scheduling meeting, a notice will be sent to the entire campus community via email announcing the scheduled meeting dates, time, and place for the coming 6-month period.

3.2.1 The IRB will establish, with the assistance of campus services, a website for faculty where a copy of the IRB meeting schedule will also be maintained.   
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