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OBJECTIVE:

To describe the procedures to follow for the hiring and supervision of an IRB Departmental Coordinator

The salary of an IRB Departmental Coordinator is shared between the Department and the IRB-HSR office.  Therefore the responsibilities of hiring and supervising them must also be shared.  This policy describes how this will be implemented. 

PROCEDURE:

1. The IRB-HSR office will be responsible for signing off on any documentation required by Human Resources for hiring and supervision of an IRB Departmental Coordinator.

2. The IRB-HSR Director will write the orientation checklist for the IRB-HSR office portion of orientation, while the Departmental Supervisor will write the orientation checklist for the departmental portion of the orientation.  

3. All documents required by the position (e.g. position description, evaluations) will be written by the IRB-HSR Director and approved by the Departmental Supervisor before use.

4. The evaluation of the employee will be primarily the responsibility of the IRB-HSR, with feedback sought from the Department.

5. Provision of equipment for the employee will be provided either by the IRB-HSR or the Department, depending on the item needed. 

6. The employee’s schedule will be developed in collaboration between the IRB-HSR and the Department.

7. Training and continuing education for IRB-HSR matters will be the responsibility of the IRB-HSR. Departments will train and provide continuing education for Department-related matters, when applicable.

DOCUMENTATION:

The employee’s primary personnel file will be maintained in the IRB-HSR office. 

REFERENCES:

None

