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 REB member records: 
o Current and obsolete REB membership rosters, including alternate REB 

members, 
o CVs and training/qualification documentation of current and past REB 

members; 

 Signed conflict of interest and confidentiality agreements; 

 Current and obsolete SOPs; 

 Current and obsolete documentation of the REB Chair or designee’s 
delegation of authority, responsibilities, or specific functions; 

 Records of registration of the REB with the US Office of Human Research 
Protection, if applicable, and REB membership updates. 

 

5.3 Document Access, Storage and Archiving 
 

5.3.1 Access to individual research projects and related documents, is role-based to 
ensure that users only have access to documents and activities that are required 
by their role; 

 

5.3.2 The REB records are housed securely with back-up, disaster and recovery 
systems in place. 

 

5.4 Confidentiality and Document Destruction 
 

5.4.1 All submissions received by the REB are considered confidential and are 
accessible only to REB members (including the REB Chair and Vice-Chair), and 
the REB Office Personnel; 

 

5.4.2 Relevant research projects and associated documents may be made accessible 
to organizational officials, as well as to sponsor or CRO representatives, if the 
Researcher or their research team submits a request for access to the 
research; 

 

5.4.3 Relevant research projects and associated documents may be made accessible 
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5.4.5 Any confidential materials in paper format in excess of the required 
documentation will be shredded. 

 

6.0 REFERENCES 

See References. 
 

7.0 REVISION HISTORY 
 
 

 
SOP Code 

Effective 
Date 

 
Summary of Changes 

SOP303.001 15-Sept-2014 Original version 

SOP303.002 08-Mar-2016 5.3.2: revised to state securely housed with removal 
of the reference to an onsite location. 

SOP303.003 08-Oct-2019 5.1.2: deletion of ‘signed’ from first bullet; 
5.3.1: deletion of ‘and to centre and Researcher 
profiles’; 
5.4.1 : deletion of ‘as well as to 


