
Reviewing as an IRB Member in 
ARROW



IRB Member Workspaces

IRB Member Role:
You will have different rights and access in different
roles in ARROW.  Ensure you are working in the 
IRB Member role when reviewing protocols;
When you are working as a member of a study team,
choose that role.



IRB Member Workspaces

Inbox: Meeting Minutes
If you are assigned as the Primary Review for a previous month’s meeting minutes, the 
minutes will be accessible under this tab

Upcoming Meetings
Access upcoming meeting workspaces (for agenda, protocols, etc.) from this tab

ED/SBS Full
When you are assigned as a Primary or Secondary Reviewer on a protocol scheduled for Full 
Review, those protocols will be listed (and accessible) from this tab

ED/SBS Expedited & Other
When you are assigned as a Primary or Secondary Reviewer on a protocol scheduled for Expedited 
Review, those protocols will be listed (and accessible) from this tab



Protocols Assigned to Full Review

Notification
Meeting ID: [Sample] 
Meeting: ED/SBS IRB meeting on ([Date])
Date: [Date]
New meeting materials have been prepared. Please use the meeting ID link above to:
1. Visit the meeting workspace.
2. Review the agenda.



Protocols Assigned to Full Review

Protocol Assignments
On the Agenda in the meeting workspace

On the ED/SBS: Full tab in the IRB Member home page



Protocols Assigned to Full Review

Review
From the Agenda, click on Submission ID

And then from the pop-up, again on the ID



Protocols Assigned to Full Review

Review
From the ED/SBS: Full tab in the IRB Member home page



Primary Reviewer – Initial Review

Read through the Initial Review application



Primary Reviewer – Initial Review

Move through the application using either 
the Jump To: menu or the Continue button



Primary Reviewer – Initial Review

Enter Reviewer Notes

The IRBM Reviewer Notes you enter, are only visible to you 
(but could potentially be auditable)
IRBM Reviewer Notes will not be saved after the review
The assigned IRB Staff Reviewer may have already sent back 
issues which have been addressed by the study team; this 
communication can be seen here by the Study Team, IRB 
Members, and IRB Staff



Primary Reviewer – Initial Review

Recommendation

Complete the Reviewer Checklist activity, which will note your 
recommendation on the History tab



Primary Reviewer – Initial Review

Reviewing as a Primary Reviewer
Provide 2-3 sentence summary of application
Note recommendation for committee determination
Present any identified issues noted as Reviewer Notes



Accessing Reviewer Notes

From study workspace, under Reviewer Notes tab

Expand the number of visible notes (defaults to only show 5 notes) at the bottom to 
ensure all can be viewed
Sort by Reviewer to locate just your notes



Accessing Reviewer Notes

From within application

Open the Reviewer Notes section at the top of the application 
(click arrow to point down)
Use the Next and Previous buttons to move between pages with 
Reviewer Notes 
(Note: this will move through all Reviewer Notes visible to you, not 
just the Reviewer Notes you entered)



Primary Reviewer – Changes

Change applications have two parts:

Change Form: Provides a summary of the proposed changes

Modified Application: The entire application – including the 
proposed changes – which will serve as the snapshot of the current 
entire study, upon approval.  Find updated or new documents in the 
Modified Application.



Primary Reviewer – Meeting Minutes

Notification
Meeting ID: [SAMPLE ID]
Meeting: [SAMPLE ID]
You have been assigned to review draft minutes from a recent IRB meeting. Please log in to your 
ARROW account to review the draft minutes and record your comments.

Assignment

Access Meeting Minutes for your review on the Inbox: Meeting 
Minutes tab; click on appropriate Meeting Name



Primary Reviewer – Meeting Minutes

Review the Minutes for all protocols reviewed at the assigned meeting 
by clicking 

Print Open Minutes 
& Print Closed Minutes 
(to review all)

Or click each protocol ID
(to review individually)



Primary Reviewer – Meeting Minutes

When review of Minutes is complete, use the Submit Minutes Review 
Notes activity prior to 
Full Review meeting


