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OBJECTIVE:

To describe the general structure and function of the website for the Institutional Review Board for Health Sciences Research (IRB-HSR), the procedure for making changes to the website, and the procedure for reviewing the website annually to update content.
PROCEDURE:

Appearance and functionality of the IRB-HSR website is determined by the Office of the Vice President for Research  (VPR) in coordination with the IRB-HSR  Director and staff.  The IRB Director will appoint designees within their staff to have the authority to make changes to the website and to post changes to the website.  Permissions and tasks will be assigned based on experience and expertise in web page management.   The date of the latest revisions will be posted on the website.  

At least once a year, the website will be reviewed to verify that all information and materials are complete, current and correct.  The date of completion of this review will be documented in the IRB-HSR Quality Assurance Notebook by the IRB-HSR Director or Associate Director.
Making Changes to the Website

Change to an existing page/form

1. If the change needed is to an existing page on the website- open the page  or form of the website which needs updating

2. Copy the contents of the page or form into a word document and save under IRB/IRB-HSR/WEBSITE and then save either under “ Forms on website” or “Website pages” whichever is applicable. The actual file name should be the name of the page/ form following the last forward slash (/) in the URL of the website page.  

3. Turn on tracked changes and make changes. 

4. Update version date on form or page

5. If the website page states that the information came from the Research Guidance- consult with the IRB Director to make sure the changes are also made in the Research Guidance document. 

6. Send an email to the IRB Director attaching the pages or forms to be updated.  Include in the email the link to the form/ page on the website AND the link to the website page that took you to the page/ form.  

7. The IRB Director will review and send to the IRB-HSR Webmaster  or VPR IT support to post. 

Creation of a new Website page/ form
1. Create a word document and write information needed on a new website page or form.

2. Send the new page to the IRB director along with instruction on where you would like the page placed.  

3. The IRB Director will review and send to the IRB webmaster to post. 
DOCUMENTATION:

Documentation of the annual review of the IRB-HSR website will appear in the IRB-HSR Quality Assurance Notebook.
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