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Purpose
1.1. This document outlines the selection process, term limits, eligibility and composition of 
1.2. UT San Antonio’s Committee on Conflict of Interest in Research & Intellectual Property. The committee is charged with providing deliberations pertaining to, and advice regarding all disclosed activities governed by the UT San Antonio Handbook of Operating Procedures Section 10.04 Conflicts of Interest in Research & Intellectual Property to the Approving Authorities as listed therein. The meetings of this committee will be called for by the Office of Research Integrity/Office of Research and the policies for their conduct are also outlined in this document. This procedure ends when IRB members attending the meeting have been notified of the agenda and their assignments.
Committee Composition:
1.3. Voting Members: One member (and one alternate member) from each of the academic units:
Alvarez College of Business
College of AI, Cyber and Computing
College of Education and Human Development
College of Liberal and Fine Arts
College of Health, Community and Policy
College of Sciences
Klesse College of Engineering and Integrated Design

1.4. Committee Chair/Co-chair: One chair (and one alternate co-chair) will be appointed for the committee and will initiate discussion of committee matters and call for the vote on matters. They are non-voting.

1.5. Ex-officio, Non-voting Members: One member from each of the following administrative offices/committees:
Office of Research Integrity 
Office of Sponsored Program Administration 
Office of Commercialization and Innovation
Office of Institutional Compliance and Risk Assessment
Office of Contracts and Industrial Agreements
Office of Legal Affairs
Institutional Animal Care and Use Committee
Institutional Review Board

1.6. Note: Representatives from these offices provide guidance and/or answer questions related to disclosure reviews and processes. 
Member Eligibility:
Representatives are eligible to serve if they have the following qualifications:

· Tenured at the Associate Professor or Professor rank
· Actively engaged in research (Research-track or Balanced-track faculty)

Note: It is preferred and strongly recommended that representatives from the Colleges should have experience in technology transfer and/or commercialization activities.
Term Limit:
1.7. Members (including alternate members) are appointed for two-year terms, beginning on September 1 and ending on August 31 of the following biennium. The committee members may be appointed to serve 4 consecutive terms and must remain in good-standing and be able to perform the duties required by membership of the committee. The chair/co-chair must have previously served as a member (or alternate member) prior to appointment and may be re-appointed to serve for up to 4 consecutive terms from appointment and must remain in good-standing and be able to perform the duties required by membership of the committee. Assign an IRB member as the primary presenter to each agenda item.
Ensure that at least one IRB member with relevant scientific/scholarly expertise will use “WORKSHEET: Scientific and Scholarly Review (HRP-401)” and be present for each agenda item.

Selection Process: 
Member selection process and task responsibilities
Nominees for voting membership, including Chairs/Co-Chairs will be selected by the process summarized in the table below which outlines the rough suggested timelines and actions of the procedure.
	When
	Who
	Responsibility

	March
	Research and Innovation
	· Identify members (or alternate members) whose term of appointment ends in August. 
· Forward such information with requests for nominees to the respective Academic Colleges.
· Identify chair (co-chair) term ending in August and initiate discussions on renewal/rotation. If term not renewing, nominate new co-chair from continuing voting member roster.
· Communicate Chair/Co-chair nomination to (faculty appointment pertinent) Department and College leadership upon nominees’ agreement to serve.

	April 15
	Dean's Office
(AD Research)
	· Deadline to nominate/re-nominate members if applicable* 

	May 1
	Research and Innovation
	· Ensure membership eligibility criteria are met and voting for member composition is in accordance with CCOI SOP.

	May 15
	Research and Innovation
	· Generate term appointment letters for the voting members to 2-year terms.
· Generate term appointment letters for the chair/co-chair if identified by ORI and agreed upon. 
· Initiate Non-Disclosure Agreements for all CCOI member appointments to ensure confidentiality of all matters discussed.

	Sept-May
  
	Research and Innovation
	· Call for meeting for new rolling calendar year.

	Sept-May
	Committee Member
	· Voting members from each college commit co-ordination to ensure availability of either member for each meeting. 

	May- Aug
	Committee Member
	· Availability for meetings only, if necessary, per exigent circumstances

	Sept- Aug
	Committee Chair/Co-Chair
	· Be available for pre-meetings and meetings, discussion with the ORI as necessary



*Guidance to College Leadership for nomination of members:
Must meet basic eligibility requirements as listed in the SOP. 
If the voting member rotating off is the alternate, any college faculty meeting basic eligibility can be nominated. 
If the voting member rotating off is the primary, then the alternate member becomes the primary and a new alternate voting member is nominated by the College in discussion with department leadership. 
The maximum number of consecutive terms a voting member can serve is 4 (regardless of whether it is as a primary or an alternate voting member). 
Committee members have term limits but can be re-nominated after rotating off for one year if there is interest in doing so.
Department Chairs, Associate Deans of Research and Deans of the colleges are not eligible to be voting members of the CCOI and if stepping into those roles should initiate replacement membership to the respective committee spot. 
Selection process and roles for Chairs/Co-Chairs.
The Chair shall have served on the Committee for a minimum of one full term prior to appointment and shall be selected by ORI. The Chair shall preside over all meetings of the Committee, set meeting agendas in consultation with the Co-Chair, coordinate the work of sub-committees, ensure that decisions of the Committee are implemented, and serve as the primary point of contact between the Committee, the Office of Research Integrity and any external bodies or leadership. The Chair is not a voting member of the committee. 
The Co-Chair shall be selected by ORI and must have served on the Committee for at least one full term prior to appointment. The Co-Chair shall support the Chair in the execution of their duties, assist with agenda setting, and may lead subcommittees or working groups as delegated by the Chair. In the absence or unavailability of the Chair, the Co-Chair shall assume the duties and responsibilities of the Chair on an interim basis.
The Chair/Co-chair can also serve for a maximum of 4 consecutive terms from appointment to the role. These are in addition to any number of consecutive terms previously served as a voting member.
Chairs (or Co-Chairs) who have completed four full terms are eligible to serve in a non-voting ex-officio role, to help retain institutional knowledge and provide advisory support to the current Chair. Up to two individuals may serve in this ex-officio capacity.
Selection process and roles of subcommittees:
Subcommittees (i.e. oversight committees will be constituted to enable the management of potential perceptions of conflict of interest, or other sub-committees as deemed necessary to advance specific charges of the CCOI). Roles and responsibilities outlined in detail in Section 6.4.
With regards to the constitution of an Oversight committee (for each potential conflict of interest management plan) will comprise of the (1) Associate Dean for Research (of that college) who will serve as the chair of the oversight committee, (2) Chair/co-chair of CCOI, (3) voting member on CCOI from that college (member who did not vote on the conflict under Management Plan, tracked by ORI), (4) Ad Hoc member (Office of Research Integrity).
Roles of Members: 
Operational Sequence of CCOI:
All researchers seeking sponsored research funding (especially from federal agencies) must have a Disclosure of Conflict of Interest (including declaration of no conflicts) in accordance with UT San Antonio Handbook of Operating Procedures Section 1.33 Conflict of Interest, Conflict of Commitment, and Outside Activities
Potential activity comprising a perceived conflict of interest is brought to the attention of the ORI through these disclosures, through updates by researchers to such disclosures and through reports to the office. 
These generate the agenda items in pre-meetings with the chair/co-chair and the ORI to categorize such topics and then constitute the agenda for the CCOI meeting. These pre-meetings will be held on a regular schedule to precede the standing meetings of the CCOI. 
CCOI Meeting Guidelines:
Quorum of the meeting is met when there are in attendance 7 voting members + 1 Chair (or alternates) representing the 7 distinct colleges. 
Once quorum is met, the meeting will be called to order by the Chair. 
The agenda items are brought up for discussion by the Chair and discussed in committee. 
Discussion of matters can result in (a) request for more information/specifics with regards to details of the disclosures, (b) reaching out to researchers to respond in a timely manner to committee questions, (c) completion of deliberations where the particular case does not need to be tabled to the next meeting. 
Upon satisfactory discussion, a vote is then brought by the chair to committee (1) on whether there is a perceived conflict of interest. The committee then votes as (a) Yes, (b) No or (c) Abstain. 
If the committee votes “Yes” on the conflict’s existence, then a second vote is called by the chair regarding whether the perceived conflict is manageable (typically through the creation of a management plan, detailed in a section below) and the committee then proceeds to vote (a) Yes, (b) No or (c) Abstain. A vote of “Yes” then results in the generation of a Management Plan which is administered by an Oversight Committee (constituted of membership detailed in Section 5.4 previously) as further detailed in Section 6.3, while a vote of “No” results in a report of “unmanageable conflict” by the CCOI through the ORI to Approving Authority.
Discussions brought up that are not considered matters of research conflict will be forwarded for appropriate consideration to the approving authority. 
Meeting minutes will be maintained for the meetings conducted and the first order of business for each meeting will be a call for a vote from the membership to suggest any necessary edits/corrections and then approve the previous meeting minute summary before further committee business is conducted. 
All matters will be decided by a simple majority of the voting membership. Matters can be tabled but are only resolved when a simple majority opinion is reached to proceed. 
When alternate members are present, the total votes will always be limited to one vote per academic unit representative for a total of 7 votes (always). The overall vote itself will be anonymized for reporting meeting outcomes. 
Operational Procedures for Management Plans:
Management Plans are necessitated by the existence of a perceived conflict of interest for a researcher with regards to their outside activities as determined by the CCOI.
The Execution of a new Management Plan will proceed as follows:
The ORI will inform the researcher of the need for a Management Plan, and provide the terms within the Management Plan as necessitated by the nature of the conflict and the institutionally/system-approved mechanisms of their management. 
The ORI will inform the membership of the Management Plan’s Oversight committee of the deliberations of the CCOI and the need for their membership on this sub-committee. Additionally, a copy of the Section 6.4-Operational Procedures for Oversight Committees will be attached to each executed management plan.
In matters pertaining to a Management Plan, it should be noted that the researcher is acting in their capacity as a University of Texas San Antonio employee and not as an agent of outside interests. The Management Plan is intended to enable the employee to continue any such approved outside activity without (the perception of) conflicts of interest arising. 
Once the researcher and the Oversight committee membership have agreed to/signed the management plan, a meeting of the aforementioned will be called for by the ORI and it is expected that this group meet (at least) twice annually from that point to ensure that any proposed/ongoing/recently completed business/activity with regards to the conflict is discussed per the terms of the management plan. Oversight committee roles and responsibilities is outlined in detail in Section 6.4.
The Management Plan further routes to and is considered fully executed once signed by the Approving Authority. 
The researcher should continue to inform the oversight committee directly with regards to any planned/current activity that is covered within the Management Plan and copy the CCOI on such communication. This is in addition to reporting as appropriate or filing amendments to disclosures of COI. 
The Management Plans are reviewed/revised as necessary on an annual basis, in conjunction with COI disclosures filed/updated by the researchers. 
Any violations of the Management Plan are reported by the Oversight committee are brought to the attention of the CCOI with their recommendation on whether the violation can be addressed by an amendment to the Management Plan or if it is not manageable. Such matters arising are discussed per the protocols of any disclosed conflict within the CCOI as detailed in Section 6.4. 
Operational Procedures for Oversight Committees:
Oversight Committee must convene at least twice annually (once in the first month of each Fall and Spring semester is recommended) to meet with the Researcher Employee. 
The meeting will consist of: update provided by Researcher Employee regarding the status and changes (if any) to Researcher Employee involvement with the Company, covering but not limited to:
Any changes to relationship (financial, management/fiduciary role) of Researcher Employee with the Company since last disclosure.
Any planned sponsored research submissions with the Researcher Employee and the Company involved.
Any changes to University business (contracts, employment of students, enrollment of Company employees, partial employment of Company employees) that the Company conducts.
Ensuring that all University students/researchers doing business with the Company have appropriate disclosures on record commensurate with their roles at the Company.
The oversight committee and Researcher Employee will discuss if any changes to the scope of the management plan are necessary based on such discussion. 
The members will then discuss separately if there are any comments pertaining to the management plan and will detail such comments in a memo to the Researcher Employee and copied to the attention of the Researcher department chair, the Researcher’s dean and the institutional research integrity officer. The memo will require the acknowledgment of the Researcher Employee to then complete the institutional record. A template for the memo is attached to this document. 
In the absence of comments from the meeting, the committee will document the meeting and that there was nothing to report via the same memo template from the oversight committee chair to the mailto:ccoi@utsa.edu.  
Management Plan signatories should all be under the Non-Disclosure Agreement and should take all reasonable steps to ensure that the conversations and communication related to the matters discussed or brought before the committee are held in confidence and not shared outside the appropriate membership/responsible parties. 
The Management plan and oversight committee membership will be appropriately revisited every year in line with the policies outlined within the COI disclosure and the management plan document. 
The additional responsibilities for the Researcher Employee include:
Inform the students and researchers working with the Researcher Employee regarding the engagement with the Company and the circumstances of engagement so that there is appropriate transparency and accountability. This should be done at the initiation of the Management Plan (effective date) and the oversight committee and CCOI should be copied on such communication. In the instance of any changes (new students/researchers working with the Researcher Employee during the year), a similar protocol should be followed. 
The preparation of an annual report with regards to the Management plan (this should be generated in the last month prior to the expiry of a current Management plan). A template for the Annual Report is attached with the SOP. This is generated to meet the requirements of the management plan and will at minimum include:
Documentation/list (not details/proprietary or confidential information) of all activities in the year of management plan conducted by you, that were on behalf of external Company (where you were acting as their agent). (Estimated hours worked on behalf of Company if any, any compensation received and briefly nature of activities carried out). 
Documentation/list of any engagements Company has with UT San Antonio and disclosure/self-certification that as precluded in/permitted by the management plan, your engagements have been limited to established oversight/preclusion.
Any changes in those covered 12 months to any of the circumstances - new engagements, other aspects pertaining to your relationship with the Company that might be perceived as a potential change/new conflicting engagement even with the same Company.
Oversight Committee Memo Template:
Oversight Committee Memo Template on next page:

MEMORANDUM
Date: 	MM/DD/YYYY
To: 	Committee on Conflict of Interest (CCOI) 
From:	[      ] Associate Dean for Research, College (Chair of Oversight Committee)
[      ] Chair of CCOI (Member of Oversight Committee)
[      ] Research Integrity Officer (Member of Oversight Committee)
Subject: Oversight Committee Review- [Researcher Employee] - [Company]
The Oversight committee has made the following determination with respect to the Management plan Overseeing _____________ (“Researcher Employee”) and their Significant Financial Interest in ________________ (“Company”) which can be summarized as:
• (Relationship of [Researcher Employee] with [Company], nature of potential conflict of interest)
The Oversight committee’s findings can be summarized as: 
 • (Changes relationship/engagements as disclosed or revealed through Meeting/ investigation. Summary of the oversight committee’s discussion.)
The Oversight committee’s recommendation to the CCOI is as follows: 
• (Compelled Actions to be taken by the CCOI: no action, vote on relatedness, conflict/no conflict, manageable/unmanageable.)  
The Researcher Employee agrees to the conditions described in the Management Plan. In addition, the Researcher Employee understands that they may be subject to compliance audits to investigate any alleged conflict and will produce all required documentation in a timely manner to advance the investigation. If the Researcher Employee’s relationship to the Company changes in any way, the Researcher Employee will notify the Committee on Conflict of Interest (ccoi@utsa.edu) immediately, understanding that the CCOI will review these changes and may issue additional requirements if new potential conflicts of interests are introduced.
Signed: ____________________________________________
[Researcher Employee]
Signed: ____________________________________________
Chair of Oversight Committee
CC: 	Research Integrity Officer
Dean of College Dean of College 
Chair of Department
 
Annual Report Template:
Annual Report Template on next page:



Annual Report of [Company] activity for [Researcher Employee]
This report details the work of [Researcher Employee] regarding [Company].
I. Documentation of work performed by [Researcher Employee] on behalf of [Company] for the period of the active management plan.
· Hours worked: [total hours worked and their distribution over the year if relevant to the nature of the Researcher Employee contract with the university]
· Brief Nature of activities carried out: []  
· Compensation received: [equity/ cash/ in kind/ travel support]
 
II. Documentation/list of any engagements Company has with UT San Antonio and disclosure/self-certification that as precluded in/permitted by the management plan, your engagements have been limited to established oversight/preclusion.
· [Company] business with UT San Antonio
· [Sponsored research projects, sub-contracts, Purchase orders, agreements or other transactions between [Company] and University – note these do not include intended submissions of new joint grants]
· [These details might have to be requested from the [Company]]
· Please disclose any role [Researcher Employee] had at the [Company] that might have oversight or connection to any of the work described in the bullet above
 
III. All UT SAN ANTONIO students and research personnel reporting to you who might be engaging with Company (employment or otherwise to collaborate etc) have been intimated of your existing conflict and restrictions because of that relationship. 
 
· Provide the list of students/ employees I supervise/advise/instruct in a supervisory capacity at UT San Antonio to CCOI via email (copy the Oversight Committee) at the beginning of each semester (i.e., Spring 2025, Fall 2025). I emailed the students directly and copied CCOI and the Oversight Committee membership. List of students is included below:
· Student <Email>
· Student <Email>
· Provide list of ANY student/employee at UT San Antonio that also have a business relationship with the [Company]. [These details might have to be requested from the [Company]]
 
IV. Any changes in those covered 12 months to any of the circumstances - new engagements, other aspects pertaining to your relationship with the Company that might be perceived as a potential change/new conflicting engagement even with the same Company.
 
· [Any planned new engagements with the [Company] including the plan for new joint work]




References:
None.
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