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OBJECTIVE:
The objective of this administrative guidance is to provide an overview of how to set up and conduct IRB-HSR in-person education including the IRB 101 class, the IRB Chat Hours, and the PI class. 
GENERAL DESCRIPTION; 
IRB 101 class:
The IRB 101 class provides an overview of the ethics and regulations of research involving human subjects. It is a free class that is open to any study coordinator or sub-investigator of biomedical research at the University of Virginia. New research personnel are especially encouraged to attend. The location of the class is the Morton 4th floor conference room. Nursing contact hours and breakfast are provided.
IRB Chat Hours:
Each IRB Chat Hour is a one-hour education session focused on a specific biomedical research topic. The hour begins with a presentation on the topic, followed by a discussion. Each month features a different topic. Each month’s topic is offered at two sessions, one from noon-1 pm in the hospital and the other from 8:30-9:30 am in the 4th floor conference room. One nursing contact hour is provided per session.
PI class:
The PI is a short course that overviews ethical and regulatory issues in clinical research. It is intended for principal investigators of clinical research at the University of Virginia. CME/CEU credit provided.
PROCEDURE:
IRB 101 class:
1. Finalize content and speakers 
2. Estimate the number of people that will attend and the location of the class (usually held in the Morton 4th floor conference room)
3. Email the budget to IRB-HSR Administrator and VPR Business Manager and obtain approval for the budget
4. Email proposed dates to the speakers – then set a date for the class and reserve the room
5. Contact SOM CTO office to verify contact hours would be applicable for the class 
6. If using the Morton 4th floor conference room, reserve video projector using online calendar 
7. Email an invitation to all of the study coordinators and sub-investigators using IRB Online email program. Email the information to the IRB-HSR Webmaster to post to the education page of the IRB-HSR Website 

8. Determine food order (Food order for 15 participants = $160 budget limit total). Speak with IRB-HSR Administrator about this.
9. Ask speakers to email you their final slides a week before the class
10. Make folders/handouts for the participants
11. Day before the class: call to confirm the food order and delivery location
12. Day before the class: put all slides on an email, CD, or thumb drive and make sure you know how to use the AV equipment in the room
13. Day before the class: obtain sign-in sheet from the SOM CTO office
14. Day after the class: submit sign-in sheet to SOM CTO office
15.  Day after class: speak with IRB-HSR Administrator to ensure that budget issues taken care of
IRB Chat Hours:
1. Determine topics and speakers for 3-4 months of sessions a couple of months ahead of time (sessions held all months except for August and January)
2. Determine room availability for the class:
3. Morton 4th floor conference room is used for one session and a room in the hospital for the other session (often use Classroom A in Public Health Sciences, the Biostatistics and Epidemiology Conference Room, or a classroom in the Health Sciences Library)
4. Email proposed dates to the speakers – then set a date for the class and reserve the room
5. Contact SOM CTO office  to make sure contact hours would be applicable for the class
6. For sessions in the Morton 4th floor conference room, reserve the video projector using the online calendar 
7. Email an invitation to all of the study coordinators and sub-investigators using the IRB Online email program. Update the Education page of the IRB-HSR website 
8. Ask speakers to email you their final slides a week before the class
9. Day before the class: put all slides on an email, CD, or thumb drive and make sure you know how to use the AV equipment in the room
10. Day before the class: obtain a sign-in sheet from the SOM CTO office 
11. Day after the class: submit the sign-in sheet to the SOM CTO office
PI Class:
1. Determine agenda and speakers 
2. Estimate the number of people that will attend and the location of the class (Jordan Hall Conference Center (JHCC) for 50-75 people)
3. Email the budget to IRB-HSR Administrator and VPR Business Manager and obtain approval for the budget

4. Email proposed dates to the speakers – then set a date for the class and reserve the room
5. Contact CME Office about providing CME/CEU credit at least 6 months in advance. The contact information for the UVA CME Office is 924-5310 (phone) and uvacme@virginia.edu (email) .  Complete their application forms. 
6. Arrange for AV Equipment with personnel from JHCC. Contact 982-1045
7. Email an invitation to all of the PIs using the IRB Online email program. Email the information to the IRB-HSR Webmaster to post to the education page of the IRB-HSR Website 
8. Place food order for the event (verify it is within budget). Speak with IRB-HSR Administrator about how to go about this. 
9. Ask speakers to email you their final slides two weeks before the class
10. Make folders/handouts for the participants
11. Day before the class: call to confirm the food order and delivery location
12. Day before the class: put all slides on email, a CD, or thumb drive 
13. Day before the class: make sure to have obtained a sign-in from the SOM CME Office
14. Day after the class: make sure sign-in sheet is submitted to SOM CME Office
15. Day after class: speak with IRB-HSR Administrator to ensure that food/other expense issues are taken care of
REFERENCES: See also IRB In-person Education website at http://www.virginia.edu/vpr/irb/hsr/education_inperson.html
