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Statement of Policy

The REC shall invite an independent consultant whose expertise is not represented in the current membership but is needed in a study under review. He/she need not be affiliated with the institution.

Objectives of the SOP

This activity aims to ensure that the appointment of independent consultants conforms with institutional practice and complements the pool of expertise in the REC.

Scope/Applicability

This SOP specifically pertains to the selection and designation of independent consultants in the review of research protocols of the REC. This SOP begins with the identification of the study that requires an independent consultant and ends with the inclusion of the name of the Independent Consultant in the pool of consultants. 

Flowchart
	ACTIVITY
	RESPONSIBILITY
	TIMELINE

	Step 1: Identification of the study that requires an independent consultant
	Primary Reviewer, Member-Secretary, or Chair
	1-2 days

	Step 2: Identification of the independent consultant
	Primary Reviewer, Member-Secretary, or Chair
	1 day

	Step 3: Invitation to the independent consultant
	Chair
	1 day

	Step 4: Receipt of the Appointment of independent consultant
	REC Staff
	1-2 days

	Step 5: Receipt of the Signed conflict of interest disclosure and confidentiality agreement
	REC Staff
	1-2 days

	Step 6: Inclusion in the pool of independent consultants
	REC Staff
	1-2 days





Description of Procedures


Step 1 - Identification of the study that requires an independent consultant: Either the Primary Reviewer, Member-Secretary, or Chair identifies the study that requires an expertise necessary in the review of a research proposal and that may not be provided by the current members of the REC.

Step 2 - Identification of the independent consultant: The Chair refers to the roster of specialists in the institution or in other institutions for the necessary expertise and selects the appropriate expert.  S/he instructs the REC staff to prepare the letter of invitation. 

Step 3 - Invitation of the independent consultant: The REC Staff prepares a letter of invitation (Form 005) containing the Terms of Reference for signature of the Chair and sends this to the identified expert. The letter of invitation contains a section for acceptance of the invitation.

Step 4 - Appointment of independent consultant: Upon receipt of the acceptance of the invitation, the REC Staff prepares a letter of appointment (Form 005) for signature of the Chair and sends the appointment to the independent consultant together with the COI disclosure and confidentiality Agreement. 

Step 5 - Receipt of the signed conflict of disclosure and confidentiality agreement: The staff receives the signed Confidentiality and Conflict of Interest Disclosure agreement and files this in the appropriate folder. 

Step 6 - Inclusion in the pool of independent consultants: The REC Staff enters the name of the new independent consultants in the appropriate database containing name, expertise, institution and date of appointment. 

Forms:
SOP 3 Form 005: Invitation Letter / Appointment of Independent Consultant
SOP 3 Form 006: Confidentiality Agreement
SOP 1 Form 007: Disclosure of Conflict of Interest Agreement 
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