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1. Report to the 
individual 
submitting the 
case

1. Case
Submit from each 
department, format in 
accordance with the 
attached materials

2. Secretariat
Check 1) date, 2) research 
theme, 3) principal 
investigator, 4) purpose, 5) 
method, and 6) ethical 
considerations

3. Preliminary 
check by 
chairperson
Confirm contents and 
feasibility of deliberation

4. Distribute 
materials to each 
committee member

4. Notification of 
committee meeting 
and distribution of 
materials

5. Consolidate 
opinions via e-mail
1) If revisions are required, go 
back to 1. and revise  2) If 
rejected, report to the 
individual submitting the case 
and the hospital director

6. Circulate the 
minutes with the 
chairperson’s 
opinions among the 
respective 
committee members

If all committee 
members are OK

7. Signature of 
each committee 
member

5. Hold committee 
meeting
1) The quorum is met when the 
majority of members is present 
(attendance is mandatory for 
outside members) 2) Explanation 
by the individual submitting the 
case

6. Secretariat 
prepares meeting 
minutes

If all committee 
members approve

7. Differentiate between 
cases to be discussed 
at the next committee 
meeting and cases to 
be distributed to the 
respective committee 
members for approval 
after revision

If revisions are required

7. End of review

If rejected

Final decision by the hospital director
1) Prepared by the secretariat (drafted by chairperson) 2) Approval by 
circular letter circulated in order from the Planning Section Manager to 
the Medical Affairs Section Manager, Deputy Department Manager, 
Head of the Department of Nursing, Director of Administration, Deputy 
Hospital Director, and Hospital Director

1) In principle, meetings will be held on the third 
Friday of every month; however, if no 
applications have been submitted by Thursday 
of the week prior to the scheduled meeting, the 
meeting will not be held. For urgent cases that 
cannot be handled in a round robin fashion, 
an emergency committee meeting will be held

2) Absent members shall report their votes and 
opinions to the secretariat in advance

3) In principle, decisions will be based upon the 
approval of all committee members

4) If revisions are required, the review will be 
repeated

5) If rejected, the review is completed

6) Report to the hospital director even if rejected

R
ound robin

7. Signature of 
each committee 
member

Conditions for holding 
committee meetings, etc.

Go back to 1 and revise
Report to 1, the individual 
submitting the case

8. Report to 
hospital director
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