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1. STATEMENT OF POLICY

Meetings are one of the major activities of the research ethics committee. They are
venues for deliberations and decision-making regarding ethical evaluation of study
proposals and are opportunities for the ERC to be informed, and to be updated
regarding its operations and relevant administrative matters.

The ERC shall hold two meetings, every second Friday of the other month for full board
meetings and last Tuesday of the month for Expedited Primary Reviewer (PR) meetings.
Special meetings shall be held to resolve issues that require immediate attention, e.g.
safety of participants, protocol violation that impact research integrity.

2. OBJECTIVE/S OF THE ACTIVITY

Preparation of a meeting aims to ensure systematic, organized, independent, efficient,
and comprehensive conduct of the meeting.

 
3. SCOPE / APPLICABILITY

This activity prepares the officers, members, and the ERC Staff Secretary who are all
involved during the conduct of the Committee’s Review and Meeting.

4. ROLES AND RESPONSIBILITIES

Compliance is the responsibility of the ERC Chair, members, ERC Staff Secretary and
others, who may be involved during the conduct of Board Review and Meeting.

ERC Chair - sets the agenda, determines the need for resource person(s)/ expert(s) and

other invitees based on the agenda and instructs the ERC Staff Secretary to prepare the

invitation letter/s accordingly.

ERC Member Secretary - supervises the ERC Staff Secretary in confirming attendance to

the meeting and preparing for the meeting.
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5. WORKFLOW

ACTIVITY RESPONSIBILITY

Step 1: Setting of Agenda for the Meeting ERC Chair

Step 2: Determination of invitees ERC Chair

Step 3: Sending of the Notice of Meeting with the

agenda
ERC Staff Secretary

Step 4: Confirmation of attendance to the meeting ERC Staff Secretary

Step 5: Preparation of logistics for the meeting ERC Staff Secretary

6. DESCRIPTION OF PROCEDURES

6.1 Setting of Agenda for the Meeting.
The ERC Chair sets the draft agenda one week before the meeting. The agenda is
determined from the documents received by the staff secretary, as follows; new
protocols, Revised protocols, Protocol with Amendment, Continuing Review
Application (Renewal of Ethical Clearance), Final Reports, Protocol Deviations,
Protocol Noncompliance, Early Study Termination, Site visit evaluation report and
other administrative matters. The staff secretary uses Form 23.1 Provisional
Agenda of the Full Board Review Meeting or Form 23.2 Provisional Agenda of the
Expedited Review Meeting to classify the items and forwarded to the ERC Chair for
signature. Form 23.3 Notice of Meeting is also prepared. During the meeting, the
ERC members can add other concerns to be discussed in the other matters. The
staff secretary sends a copy to the members within 7 working days before the
schedule of the meeting.

6.2 Determination of invitees
The ERC Chair determines the need for consultants/expert(s) and other invitees
based on the agenda and instructs the staff secretary to prepare the invitation
letter accordingly.

6.3 Sending of the Notice of Meeting with the agenda

Form 23.1 Provisional Agenda of the Full Board Review Meeting or Form 23.2

Provisional Agenda of the Expedited Review Meeting, Form 23.3 Notice of

Meeting and other relevant documents (minutes of the previous meeting, protocol

package and evaluation forms) are sent to the members for their reference and

guidance.
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6.4 Confirmation of attendance to the meeting

The staff secretary shall follow up confirmation of attendees a week before the

meeting. The staff secretary shall ensure that members who will attend shall

constitute a quorum. If some members cannot attend, alternate members are

invited to ensure quorum.

6.5 Preparation of logistics for the meeting

The staff secretary prepares the venue and equipment 1 day before the meeting.

The meals are requested 10 working days before the meeting. This will be served

during the meeting.

7. FORMS AND TOOLS

Form 23.1 Provisional Agenda of the Full Board Review Meeting

Form 23.2 Provisional Agenda of the Expedited Review Meeting

Form 23.3 Notice of Meeting
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