IACUC Submissions Review Process

When the coordinator needs to process new submissions he/she will log onto iRIS and navigate to the IACUC Assistant tab, and select Submissions.
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Here are two submissions in the Submissions queue that require attention and need to be processed:




When you first go into a Submission you will be presented with this screen. Note that on the left side of the window you see six (6) selections:

General Information – Self-Explanatory and the default view.
Submission Components – This contains all items submitted including application, subforms, etc



Correspondence – This is where the IACUC Coordinator can communicate via the iRIS application, with various folks on the protocol as well as board members or others as deemed necessary.



Workflow Tracking – This gives the coordinator a ‘visual’ on the submission routing process and a timeline of what has taken place with the submission since it’s initial submittal.




Pre-Review Screening – Where the coordinator checks all submitted items and makes sure everything is in order. For example, the application is filled-out completely; all SubForms are submitted, etc



Submission Received / Notification Letter – This is where the pre-defined letters (via templates) are located and able to be sent out from within iRIS. More on this later.

If the coordinator upon Pre-Review finds items missing, or changes need to be made for whatever reason they will select Pre-Review changes requested, and select/click ‘Save the Pre-review Screening’ button. 

When the Pre-review is saved more selections will appear on the left side of the window as illustrated here:


The additional selections include:
Review Checklist and Comments – This is where the reviewers checklist and comments can be viewed as well as the reviewer notes that were made about the submission or
Submission Discussion – Reviewer notes can be sent here with a click of a button within the Review Checklist and Comments section. The Submission Discussion can also be made part of the Review Board agenda you choose.
Recommendation – 
Stipulation – Explained below.
Internal Submission Routing – 
Outcome – After the Review Board meeting the determination of the Review Board is recorded here as well as other pertinent information regarding the submission. For example, approval date, submission expiration date, continuing review date as well as the disposition of the submission.
Outcome Letter – Canned outcome letters are configured and sent out from here. These are setup within the IACUC Assistant tab in the Review Board Administration area.
Submission Complete – This section is where the submission is finalized no matter what the outcome of the Review Board.

At this point because Pre-review changes are requested the coordinator will then select ‘Stipulation’.


The coordinator is then taken to this screen. Select ‘Add a New Stipulation’.
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From here the coordinator is able to via a free form text area, add the stipulation or reasons the submission did not pass the Pre-Review Screening process.
[image: ]
In the upper left corner the coordinator needs to select the ‘Stipulation Type’. The choices from the drop-down are:
Stipulation that must be addressed – This is usually used after the submission has gone before the Review Board and needs to be addressed by the PI before the submission is approved.
Comments that must be addressed – Is usually what the coordinator will choose during the Pre-review screening/stipulation process. It simply means what it says, ‘these things must be completed before the submission can move forward.’
Comments – Simply these would be general comments about the submission that need to be addressed but will not necessarily hold up the approval.

When the coordinator is finished with the stipulation they will select the ‘Save the Stipulation’ button in the upper right hand corner. [image: ]

The PI then is sent the stipulation or items that need corrected before the submission can move forward.

You also have the following ability regarding Stipulations:
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Then you must mark the submission “Submission Processing Complete” by clicking the ‘Submission Complete” button.
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And then at the top of the page check ‘Submission processing complete’, then ‘Save the Submission Complete’ button in the upper right.
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iRis will then place a reminder in the PI’s mailbox that there are items that need addressed.
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The PI must now go back into the submission, make corrections and once again sign off on the submission via a Review Response Form:
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Once the PI makes the corrections in the Stipulation, the PI answers Yes to the question, ‘Do you accept the Stipulation?’, then signs back off on the submission and again it is returned to the IACUC Submissions queue for review and processing.
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And returning to the IACUC Coordinator’s Submissions queue, you see that the submission made it back after the PI signoff after making corrections.
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Now that the IACUC coordinator has the submission back in there queue they will want to add it to the Review Board agenda, and assign a reviewer(s) to the submission.

[image: ]
Since the submission was sent back out for corrections, as it was marked complete, when the IACUC coordinator opens the submission back up, they will have to go through the process of making sure the corrections were made, then assign it to the next Review Board meeting and assign a reviewer.

Click/Select ‘Pre-Review Screening’ from the selections on the left.



Then select ‘Assign to Review Committee Agenda’:
[image: ]
From the drop-down under Committee Name, select IACUC Committee.
Next from the Upcoming Meeting Date drop-down, select the next meeting, or the meeting when this submission will be reviewed.


Next you will want to assign a Reviewer; to do this click ‘Add Reviewer’ just below where you selected the meeting name and date.
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From the drop-down select the Reviewer Role and Reviewer (name) and then select Save the Pre-review Screening. Then the reviewer is assigned the task and the reminder appears in on their home page when they log into iRIS.
**Note – If the notification of the task does not appear on the reviewer’s home page the most likely cause is within Meeting Manager located within the IACUC Assistant tab. When you select the particular monthly meeting for which that submission will be reviewed the “Enable Reviewer Notifications?” is more than likely set to ‘No’. That needs to be set to ‘Yes’ for the task notification to appear on the reviewers home page.**
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