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	SOP Guests at IRB Meetings 




1	PURPOSE and APPLICABILITY

	This document describes policies and procedures about guests at virtual and in-person meetings of the convened UW Institutional Review Boards (IRBs).

2 	CONTEXT 

	Although the UW IRB meetings are not “public meetings” as defined by Washington State law, the Human Subjects Division (HSD) generally allows guests to observe IRB meetings. In allowing guests, the IRBs:
· provide guests with an opportunity to learn about the requirements and process of IRB review;
· participate in the education, training, and outreach efforts of HSD; and
· recognize the public academic environment in which the UW IRBs function. 

For the purposes of this SOP, the term guest refers to individuals who are not: members of the IRB committee; members of HSD staff; members of a research team whose materials are being reviewed at the IRB meeting; or individuals who are serving as consultants to the IRB during the meeting. 

3 	PROCEDURES

3.1 	Observation requests and invitations. Requests to observe a UW IRB meeting may be submitted to hsdinfo@uw.edu or to the team email assigned to the IRB of interest. An invitation to observe an IRB meeting may be extended by IRB Chairs or members, HSD staff or leadership, or Office of Research management.

3.2	Approval of requests and invitations.  

Team Leads and HSD leadership are responsible for receiving and acting upon requests to observe IRB meetings. 
· HSD leadership approval is required for the attendance of journalists or other media representatives and auditors or other compliance specialists. 

	In recognition of the importance of meeting observation as an outreach activity, requests will be honored when feasible. Feasibility considerations include: 
· Room capacity (in-person meetings). Groups of guests may need to be divided across meeting dates or IRBs.
· Sensitivity and confidentiality of items on the agenda. At the discretion of Team Leads and HSD leadership, guest observers are generally inappropriate for agenda items involving noncompliance, adverse events, or unanticipated problems. This may mean that guests leave the meeting during the discussion, or that they are scheduled to observe a different meeting. 
· HSD/IRB workload and other considerations. There may be times when large, office-wide projects (e.g., implementation of Zipline) or other considerations (e.g., COVID pandemic) make it difficult to coordinate having guests at IRB meetings. During those times, guest observations of IRB meetings may be put on hold. These limitations will be communicated on the HSD website.
Guest requests that involve more than simply observing a meeting will be fulfilled, as feasible. For example, individuals may request a pre-meeting overview of the IRB process. These additional activities will be coordinated and fulfilled as appropriate by the Team Lead, HSD leadership, or the IRB Chair. 

3.3	Meeting preparations. 

Requests and invitations for guests to attend an IRB meeting should be communicated to the Team Lead of the IRB before the meeting agenda is sent, which is generally one week prior to the meeting. Information provided to the Team Lead should include the name, title, and position/home institution of the guest(s) so this information can be included in the meeting agenda (SOP Convened IRB Meeting Administration).

Several days in advance of the meeting, HSD staff provide guests with the document, Information for IRB Guests and forward the Zoom meeting invite for virtual meetings. This document provides information about the logistics for getting to in person or virtual meetings and attending the meeting, expectations about what happens during the meeting, and general information about the UW IRBs.

At the discretion of HSD staff, guests may be provided copies of the meeting agenda, application materials provided to the IRB, and/or copies of relevant checklists, worksheets, and SOPs.

The HSD staff support team will ensure that sufficient additional refreshments are available for guests attending in-person IRB meetings (SOP Convened IRB Meeting Administration). 

	3.4	During and after the meeting. 

The Team Lead, or other designated staff, will greet guests as described in, Information for IRB Guests. Guests are introduced to the IRB Chair and, for in-person meetings, invited to partake in meeting refreshments and directed to their seat. At the discretion of the Team Lead, guests at in-person meetings may or may not have the use of an IRB Meeting Room laptop and access to meeting materials. 

During the Opening Business portion of the meeting, the IRB Chair will conduct introductions, to include IRB members, HSD staff, and guests (SOP Convened IRB Meetings). 

The document Information for IRB Guests lists the expectation that guests do not speak up or otherwise participate in the meeting unless specifically asked to do so by HSD staff or the IRB Chair. They are instructed that identifying and sensitive information should be kept confidential when discussing their observations after the IRB meeting. IRB guests must remain respectful and any inappropriate or disruptive behavior will result in their being asked to leave the meeting. 

If time permits, the Team Lead and/or IRB Chair may check in with guests after the meeting to answer any questions they have or conduct a short debrief of their meeting observation. 

4 	RELATED MATERIALS

Information for IRB Guests
SOP Convened IRB Meeting Administration
SOP Convened IRB Meetings


5 	REGULATORY REFERENCES 

	Washington State RCW 42.30, “Open Public Meetings Act”
	University of Washington Administrative Policy Statement (APS) 1.5, “Open Public Meetings Act: Requirements to File Meeting Notices”
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	10/27/2022
	10/27/2022
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