Adding/Removing Internal
Investigators from an Already
Approved Study (Section 3.0)




Internal Investigators

These are BU/BMC faculty and staff

Boston Public Health Commission and Boston Healthnet
Community Health Center investigators are also “internal”
investigators for BUMC IRB protocols

Internal investigators must be listed in Section 3 of the
IRB application

In order to be listed, all internal investigators and study
staff MUST have a BU username and Kerberos password

Investigators from other locations and other institutions
are not listed under Internal investigators (they are added
in Section 4 -External Investigators)
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Internal Investigators

An “Internal Study Personnel Change Form” can be made to add
internal investigators at any time.

An “Internal Study Personnel Change Form” can be made
e While another “Internal Study Personnel Change Form” is pending
e While another “standard amendment” is pending
e While a Progress Report (continuing review) is pending

An “Internal Study Personnel Change Form” cannot be used to remove
study staff from Section 5 (migrated from INSPIR I) - a standard
amendment is necessary

An “Internal Study Personnel Change Form” cannot be used to add
External Investigators - a standard amendment must be submitted

An “Internal Study Personnel Change Form” should be used whenever
new staff is added - this should not be done on a standard amendment
or as part of a progress report
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This will bring you to the Internal Study Personnel Changes page. (blue arrow)
Here you will see any previous personnel changes (yellow arrow)

To open a new “Internal Study Personnel Change” form - click on the Add New Form
button (red arrow)
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This will bring you to the Amendment information page. From here
describe the changes requested (e.g. Add Danielle Littee to protocol)
Then scroll down to complete the form. (yellow arrow)
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Locate the appropriate section and using the Add buttons (yellow arrow) add the
personnel to the application.

Clicking on the Add button will bring you to the Directories where you can search for
the investigators by name.
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*Please add a Principal Investigator for the study:

Done

@am. -

14 start

— B

&, add
If applicable, please select the Protocol Staff personnel:
A) Additicnal Investigators e
&, add
B) Research Staff e
&, add
*Please add a Study Contact:
Add
The Study Contact(s) will receive all important system notifications along with the Principal
Investlgatnr I:E a. ThE 5t|_||:|',.r contact(s) are typically either the Study Coordinator or the Principal 2
< N
& Local intranet Ho100% v

[&] Micr...



When you get to the Search User Directory page (blue arrow)
Enter the first few letters of the first /last name (green arrow)
Click FIND (yellow arrow) to search for the person.

Once you have found the name you are looking for click on the check symbol (v') (red
arrow) to add this person to the application.
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Fl Littee le Elizabeth, MPH INSTITUTIONAL REVIEW BOARD (primary) dlittee@bu.edu

Tip - If you can’t find this person, check the radio button for LDAP Directory (purple
arrow), and try again. If you still can’t find him/her, then they should submit the

following form to IT: http://www.bumc.bu.edu/irb/request/
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Clicking on the v to select the user (Danielle Littee) added her to the application (yellow
arrow).

Select this user’s role in the study from the drop-down menu- (green arrow)
Click on the Add button (purple arrow) to add another investigator
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New Investigators

If the new investigator(s) that you add will need to receive
email notifications about the protocol you will also have to
add their name(s) under “Add a Study Contact”.

Once you have added all the investigators /study staff that
you wish to, click on the Save and Continue button in the
upper right hand corner

This will bring you to the Form Has Been Completed page.
From here you will send the “Internal Study Personnel
Change Form” to the PI for sign-off (even if you are the PI
completing the form, you will need to go to the sign-off
page to authenticate.
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Pl Signoff

The PI will receive an email notice that there is a
protocol (in this case an “Internal Study Personnel
Change Form” ) awaiting his/her signoff

The PI will also be able to locate this “task” by going to
his/her homepage and looking under “Incomplete
Tasks”

Go to the IRB website ( ) and
under Instructions for Investigator - click on How to
sign off on a protocol - PI for further instructions.


http://www.bumc.bu.edu/irb�
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