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IRB Member Email and iStar Notifications
These slides aim to help you recognize some of the messages you will 
receive as an IRB Member and provide you with additional information 
about the messages. 

As an IRB Member you will notice an increase in email notifications that 
range from meeting invitations to friendly reminders. The additional 
emails amongst other emails in your inbox can make it easy to overlook an 
important message from iStar or the IRB. 

Some tips we’ve received from members:
• Check your spam folder if you think you aren’t receiving your iStar 

notifications messages
• Create a rule in your Outlook email that moves all email from a specific 

set of senders to a folder. 

https://support.microsoft.com/en-us/office/use-inbox-rules-in-outlook-com-or-outlook-on-the-web-4b094371-a5d7-49bd-8b1b-4e4896a7cc5d#ID0EBD=Outlook.com


IRB Member Email and iStar Notifications

iStar Notifications
Committee Meeting Attendance Request, Slide #3
Committee Meeting Agenda and Reviewer Assignment Notification, Slide #4
Meeting Minutes Notification, Slide #5
Expedited-Exempt Minutes Notification, Slide #6
Expedited-Exempt Reviewer Assignment Notification, Slide #7 
Contingency Reviewer Assignment Notification, Slide #8
Update to Committee Meeting Reviewer Assignment, Slide #9

IRB Emails
Notification for Outlook, Slide #10
Reminder to Post Review, Slide #11
Reminder to Biomedical Members to Respond to iStar Attendance Request, Slide #12

Table of Contents



Committee Meeting Attendance Request

Inbox Notification Message

This iStar email serves as notification for an upcoming 
meeting. The notification is automatically sent to 
members 3 weeks before the meeting. The email 
includes the meeting date, time, a link to the Zoom 
meeting, and a link for members to indicate their 
attendance. 

IRB Member response to the attendance request is 
paramount to determining quorum and adequate 
member representation at the meeting.

Upon receipt of this email, click the link to the meeting 
(#1) and confirm or decline attendance for the 
meeting.

Please note: You may be assigned a study for review if 
you do not respond to the request or decline 
attendance, if we need reviewers. If you decline 
attendance and know that you cannot post a review for 
the meeting (e.g., vacation), notify the *Lead Analyst 
who manages the agenda for your committee.

Likewise, if you need to change your original RSVP to 
the meeting, contact the Lead Analyst and cc **Ben 
Martinez so we can ensure we will have quorum and 
adequate member representation.

Michelle Burgett-Moreno Lead Analyst Social Behavioral Committee burgettm@usc.edu
Lori Levin Lead Analyst Bio IRB 1 Committee llevin@usc.edu
Yu Chung Lead Analyst Bio IRB 2 Committee yuchung@usc.edu
Maria Brown Lead Analyst Bio IRB 3 Committee mbrown@usc.edu
Ben Martinez HRPP Admin martinbd@usc.edu

***Contact 
Information
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Committee Meeting Agenda and Reviewer Assignment Notification

Inbox Notification Message

This email serves as notification that the agenda for a 
meeting has been finalized and informs members of 
their reviewer assignment. The notification is sent to 
members approximately one week before the meeting. 
The email includes the meeting date, time, a link to the 
Zoom meeting, a link to the agenda, and the reviewer 
assignment. 

If you are unable to review the assignment due to an 
emergency or conflict, notify the *Lead Analyst for the 
committee immediately.

Michelle Burgett-Moreno Social Behavioral Committee burgettm@usc.edu
Lori Levin Bio IRB 1 Committee llevin@usc.edu
Yu Chung Bio IRB 2 Committee yuchung@usc.edu
Maria Brown Bio IRB 3 Committee mbrown@usc.edu

*Lead Analyst Contact Information
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Meeting Minutes Notification

Inbox Notification Message

This email serves as notification that minutes for a 
previous meeting are available for review by the 
committee. 

IRB Members should review the minutes and note any 
corrections or additions that should be made before the 
committee votes to approve the minutes. 

If an error or omission in the minutes is found, contact 
the IRB analyst assigned to the study to alert them 
before the meeting. 

Back to Table of Contents



Expedited-Exempt Minutes Notification

Inbox Notification Message

This email distributes a monthly exempt and expedited 
determinations to all IRB members for their 
information. The determinations are acknowledged by 
each committee at an upcoming meeting. 
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Expedited-Exempt Reviewer Assignment Notification

Inbox Notification Message

This email serves as notification that a member has 
been assigned to review an exempt or expedited 
submission. The notification is sent to the member 
following staff review. The notification includes who 
made the assignment (From) and provides a link to the 
assignment. 

If possible, the IRB Member should review the 
assignment within 3 days of receipt. Questions about 
the assignment should be directed to the analyst who 
reviewed the submission. 
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Contingency Reviewer Assignment Notification

Inbox Notification Message

This email serves as notification that the member has 
been assigned to review contingencies for a study. 
Most times this assignment is made when the member 
was the original reviewer and issued contingencies or 
when the committee agrees a certain member is best 
positioned to review contingencies issued by the full 
board. 

If possible, the IRB Member should review the 
assignment within 3 days of receipt. Questions about 
the assignment should be directed to the analyst who 
reviewed the submission. 
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Update to Committee Meeting Reviewer Assignments Notification

Inbox Notification Message

This email serves as notification that a change to 
reviewer assignments has been made. This notification 
may be sent because a previously assigned member 
could not complete their review or because a 
submission requires an urgent review. 

Generally, you will be contacted by the Lead Analyst for 
the committee prior to this assignment being made. 

If you are unable to review the assignment due to an 
emergency or conflict, notify the *Lead Analyst for the 
committee immediately.

Michelle Burgett-Moreno Social Behavioral Committee burgettm@usc.edu
Lori Levin Bio IRB 1 Committee llevin@usc.edu
Yu Chung Bio IRB 2 Committee yuchung@usc.edu
Maria Brown Bio IRB 3 Committee mbrown@usc.edu

*Lead Analyst Contact Information
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IRB Email - Notification for Outlook 

Inbox Notification Message

This serves as a courtesy email for members that 
allows them to add upcoming meetings to their 
calendar. 

If you have questions about the email notification, 
please contact Ben Martinez at bdmartin@usc.edu
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IRB Email - Reminder to Post Review

Inbox Notification Message

This email serves as friendly reminder to the reviewer 
to post their written review in iStar so it is available to 
all members on the agenda. 

Reviewers are expected to post their review by noon 
the day before the meeting and IRB staff understand 
that sometimes email notifications are missed. If the 
member has not posted the review noon, the IRB 
analyst will send a reminder to the reviewer to post 
the review before the meeting begins.
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IRB Email - Reminder to Biomedical Members to Respond to iStar Attendance Request

Inbox Notification Message

This email serves as friendly reminder to Biomedical 
members who have not yet responded to the 
attendance request sent via iStar. A reminder is sent to 
the member one week following the iStar notification. 

IRB Member response to the attendance request is 
paramount to determining quorum and adequate 
member representation at the meeting.

Upon receipt of this email, visit the iStar meeting portal 
and confirm or decline attendance for the meeting.

Please note: You may be assigned a study for review if 
you do not respond to the meeting request, if we need 
reviewers. 

HRPP
Reminder: IRB meeting attendance request
Dear Jane: We have not yet received your RSVP

Back to Table of Contents


	IRB Member �Email and iStar Notifications 
	IRB Member Email and iStar Notifications
	IRB Member Email and iStar Notifications
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13

