UNIVERSITY OF BUEA                                FACULTY OF HEALTH SCIENCES

INSTITUTIONAL REVIEW BOARD

PO Box 63, Buea, Cameroon

Procedures for applying for ethical review

1. Obtain and make a copy of  the following from the FHS IRB secretariat

a. FHS IRB SOP 8: Submitting an application for Ethics clearance

b. FHS IRB Form No. 3: Application form for ethics approval (electronic copy)

c. FHS IRB Form No. 4: Checklist for application for ethics approval

d. FHS IRB Form No. 9: Ethical Review Fee Schedule

2. Compile originals of all the requirements as indicated in the Form No 4, checklist. Make sure to obtain all relevant signatures (Principal investigator, supervisor (if a student), bio/statistician if applicable) as well as proof of payment of review fees. Also make sure to only use final documents (NOT drafts) as any subsequent changes will need prior approval from the IRB before the change is implemented. 
3. Collate all documents (originals) requested into one “Primary document” and in the order presented in the checklist.

4. Make copies of the “Primary document” to correspond with the number of copies indicated in Form No. 4 checklist. 
5. Compile an electronic copy of the Primary document (preferably into ONE MS Word or PDF document).  
6. Submit all hard copies of the application to the FHS IRB secretariat. The “Primary document” should be placed in one envelope and labelled “Originals”. The other three copies of documents should each be placed in separate envelopes and labelled “Copies”.  All 4 copies should then be placed in a larger envelope addressed to the Chair of the FHS, Institutional Review Board, University of Buea.  Do not seal the envelopes, as the completeness of the application will be checked on submission. After submission, obtain a copy of the signed checklist indicating reception of application and an application number.
7. Scan the above signed checklist receipt (2 pages).
8. Submit an electronic copy each of the Primary document and the signed checklist receipt to the email: fhsirb@gmail.com. The subject field of the email must be in the following format: “Principal investigator name: application number “. For example the subject field of an email from a principal investigator named John Balle assigned application number 2011-11-01 will be  Subject: John Balle: application 2011-11-01.
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