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	Agenda and Discussion Record for Satellite Site Start-up
Trial name: [insert trial name] 

Notes for use: 
This agenda template should be used at each meeting, to assist with the process required for the start-up of a new satellite site as part of the teletrial model. Discussions must be noted within this document and stored in Primary Site’s eISF.

	Meeting Date
	

	Meeting Time 
	

	Location 
	

	Chair 
	

	Primary site name 
	

	Primary site PI 
	

	Satellite site (name and status)  
	

	Satellite site (name and status)  
	

	Satellite site (name and status)  
	



	
	Invitees
	

	
	Name
	Role 
	P/A
	
	Name 
	Role 
	P/A

	1.
	
	PS PI
	
	5.
	
	Sponsor start up specialist 
	

	2.
	
	SS PI
	
	6.
	
	TrialHub Teletrial Coordinator 
	

	3.
	
	PS Manager 
	
	7.
	
	
	

	4.
	
	SS Manager 
	
	8.
	
	
	



	Items for Discussion 
	Responsible 

	1.
	Welcome and attendees noted
	

	2.
	Review of status of Start Up Process (suggested discussion points):
· Review of Document Tracker (see Table 1 below)
· Satellite site capabilities
· Supervision Plan development
· Consent process
· Screening/randomisation/registration process
· Data entry
· Safety 
· IP management
· Sample collection process
· Site Initiation Visit and other educational needs
· Other 
	

	3. 
	Questions 
	

	4.
	Next Meeting
	



	Discussion Notes:























[bookmark: _Hlk72165626]
	Action Items:
1. 

	Who:







Table 1: Document tracker 

This table should be used to note the status of documents at the primary site (PI name to be provided) and satellites (AI name to be provided). Delete additional Site Name columns if not required

	Details 
	Site Name:
Alfred Health 
	Site Name: 

	Site Name: 

	Site Name: 

	Site Name: 


	PI/AI [for each site]
	
	
	
	
	

	Confirmation of interest 
	
	
	
	
	

	Confidentiality agreement
	
	
	
	
	

	PI acknowledgement 
	
	
	
	
	

	Satellite site Staff CVs
	
	
	
	
	

	Satellite site GCP certificates 
	
	
	
	
	

	Satellite site acknowledgement letter
	
	
	
	
	

	HREC approval letter for addition of SS 
	
	
	
	
	

	CTRA – Primary and satellite sites
	
	
	
	
	

	PICF satellite site 
	
	
	
	
	

	Supervision plan 
	
	
	
	
	

	CTN 
	
	
	
	
	

	SSA 
	
	
	
	
	

	SIV date 
	
	
	
	
	



TrialHub Teletrial Start Up Meeting for Satellite Sites - Template June 1, 2023

image1.jpeg
AlfredHealth
TrialHub in action




