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The following tool was created to document the performance of each VA Central IRB Co-Chair and provide documentation of individual feedback to the Co-Chair.  
IRB Co-Chair Name:  _______________________________________
Reporting Period:      _______________________________________
Please complete the following evaluation criteria and discuss with Co-Chair:
	Evaluation Criterion

	Rating

	Comments/Suggestions

	Attendance at  convened IRB meetings both in person and via audio or video teleconference
(Minimum requirement is attendance at 2/3rds of scheduled meetings)
	Check one box:
 FORMCHECKBOX 
  Exceeds attendance 

      requirements
 FORMCHECKBOX 
  Meets minimum attendance
       requirement
 FORMCHECKBOX 
  Does not meet minimum 
      Attendance requirement

	

	Knowledge and application of both federal and VA-specific requirements for the review of human research
	Check one box:

 FORMCHECKBOX 
  Expert knowledge

 FORMCHECKBOX 
  Working knowledge

 FORMCHECKBOX 
  Somewhat familiar
 FORMCHECKBOX 
  Needs further education


	

	Demonstrated ability to effectively facilitate convened meetings so that reviews are timely thorough, and appropriately fulfill the IRB’s responsibilities, as well as meet applicable federal requirements, including VA-specific requirements and applicable state and local requirements.


	Check all that apply:

 FORMCHECKBOX 
  Actively facilitates an
      organized discussion 
 FORMCHECKBOX 
  Ensures all members have 

       an opportunity to voice their
       opinions
 FORMCHECKBOX 
  Willing to disagree with 
      consensus or majority 
      opinion.
 FORMCHECKBOX 
  Knows how to obtain a

       resolution to controverted

       issues

 FORMCHECKBOX 
  Ensures all required IRB

      approval criteria are

      adequately addressed

	


	Evaluation Criterion

	Rating


	Comments/Suggestions

	      Meeting management and time 

      management skills in adhering 

      to the agenda and ensuring all 

      required IRB approval criteria 

      have been covered.

 
	Check one box:

 FORMCHECKBOX 
  Excellent; manages agenda

      well and uses agenda tools
 FORMCHECKBOX 
  Good; uses agenda tools
 FORMCHECKBOX 
  Fair; work is done but

       Meeting is disorganized
 FORMCHECKBOX 
  Needs help managing

       agenda and in review of IRB

       approval criteria

	

	Completion of all required training, to include recurring training
	Check all that apply:

 FORMCHECKBOX 
  Completed all initial training. 

 FORMCHECKBOX 
  Completes all recurring 

       training in a timely manner
 FORMCHECKBOX 
  Has to be reminded to

      complete training.
 FORMCHECKBOX 
  Is currently overdue

      completing a training 

      requirement


	

	Adherence to conflict of interest requirements and recuses self from convened meetings or as an assigned reviewer if a conflict of interest exists.
	Check all that apply:

 FORMCHECKBOX 
  Removes self as reviewer or 

      during convened meeting if 

      any conflict of interest exists 

      personal or financial

 FORMCHECKBOX 
  Completes COI statements 

      appropriately prior to each 

      meeting

 FORMCHECKBOX 
  Unsure when a personal 

      conflict or financial conflict of 

      interest exists for a VA 

      Central IRB member.


	

	Adequately identifies the need for ad hoc consultants


	Check one box:
 FORMCHECKBOX 
  Recognizes when there is a

      need for an ad hoc 

      consultant and requests that

      one or more be assigned to 

      a study as needed. 

 FORMCHECKBOX 
  Does not recognize when an

       ad hoc consultant should be

      obtained on a study 

	

	    Willingness to contact IRB
    administrative staff or study 
    teams  for additional 
    information or to make queries 
    prior to scheduled meetings.

	Check one box:

 FORMCHECKBOX 
  Comfortable

 FORMCHECKBOX 
  Hesitant, but will contact

 FORMCHECKBOX 
  Reluctant


	


	Evaluation Criterion

	Rating


	Comments/Suggestions

	
	
	

	    Reviews all materials in depth 

    and comments are organized

    understandable.
	Check one box:

 FORMCHECKBOX 
  Provides in-depth reviews of 

      all IRB approval criteria

 FORMCHECKBOX 
  Reviews are in-depth but

      some items affecting IRB

      approval criteria are missed 

      or misinterpreted 

      occasionally.

 FORMCHECKBOX 
  Reviews lack depth and only

       meet minimum 

       requirements

 FORMCHECKBOX 
  Reviews lack depth, are 

       disorganized, and hard to 

       understand


	

	Processes all actions reviewed under expedited review procedures in a timely manner within established timeframes.
	Check one box:

 FORMCHECKBOX 
  Consistently meets or 

       exceeds deadlines for 

       completing reviews and
       providing comments to

       study teams

 FORMCHECKBOX 
  Does not regularly meet 
       deadlines for completing  

       reviews or for providing 
       comments to study teams


	

	Ability to take necessary actions in response to unanticipated problems and/or serious adverse events


	Check one box:

 FORMCHECKBOX 
  Consistently takes actions

       as needed in a timely

       manner to address issues 
       as they arise and protect 

       safety, health, and welfare

       of participants

 FORMCHECKBOX 
  Does not consistently take
      action in a timely manner in 

      response to an unanticipated

      problem involving risks to 

      participants or others


	

	Timeliness in reviewing and signing meeting minutes and other project-related documents such as project review actions and continuing review approvals (both 

Electronically and manually)
	Check one box:

 FORMCHECKBOX 
  Consistently meets all 

       internal and external

       deadlines for reviewing and  

       processing documents.

 FORMCHECKBOX 
  Does not consistently meet 

      internal and external 

       deadlines for reviewing and

      processing documents


	

	Willingness to meet via teleconference with study teams to discuss VA Central IRB determinations or actions


	Check one box:

 FORMCHECKBOX 
  Always willing to discuss 

      any VA Central IRB action

      or determination with study

      teams to ensure their 

      understanding and to hear

      their perspectives

 FORMCHECKBOX 
  Only willing to discuss some
       actions with study teams but

       not others

 FORMCHECKBOX 
  Not willing to discuss any 

       actions or determinations

       outside the context of an

       IRB meeting


	

	
	
	

	Has this Co-Chair’s performance during the past year on the VA Central IRB exceeded expectations or been satisfactory? 
   FORMCHECKBOX 
  Yes           FORMCHECKBOX 
  No

If no, please indicate areas in which improvement is needed and document a proposed training and improvement plan the member has agreed to follow until the next assessment and/or the member’s appointment period is due for renewal or will expire.


	I discussed the above VA Central IRB member’s with him/her over the past year this date.  This document summarizes the discussion with the member and any actions agreed upon.
____________________________                                      Date:  _______________________________
Director, PRIDE
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