IACUC: Personnel Change Only Amendment Submission Process

Principal Investigator (Pl) submits personnel change
amendment* electronically to askiacuc@olemiss.edu
providing names, email addresses, and duties of
personnel to be added to protocol
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response time)

Staff conducts administrative review of personnel
change amendment (approx. 2 working days internal
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Changes needed. Staff
returns amendment to Pl
for corrections

Pl submits corrected copy
of amendment
electronically to
askiacuc@olemiss.edu. If
changes needed, staff
resends to PI.

Staff sends notice to
Admin Sec to prepare
folder and envelopes for
each individual’s health
forms
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Staff notified health forms
have been sent to the AV
and occupational health
physician for review and

4

No changes needed. Staff
begins a personnel
amendment sheet to track
requirements completed
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Staff sends welcome
letters to personnel with
cctoPl
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Staff faxes page 3 of OHSP
Risk Inventory to Animal
Facility Supervisor
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Staff periodically checks
personnel progress &
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IACUC RCS files health
folders in locked cabinet

. updates PI
recommendations. Forms
received in IACUC office
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Staff verifies that all Staff notified of species
training and occupational specific & health & safety

health requirements have
been met
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training completion &
copies training transcripts
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Staff obtains IACUC RCS
approval signature

v

Staff emails approval to Pl
w/ cc to Animal Facility
Supervisor & approved

personnel

Staff files copy of
amendment and
corresponding materials
in protocol folder and
updates database

*If the Plis 1) leaving institution, 2) no longer able to serve as Pl, or 3) transferring study to another
investigator, the Non-Personnel Protocol Amendment form must be submitted. This is considered a significant
change. Follow procedures for New Protocol/Amendment Submission Process.



