
 
                                                                       

  
IRCIG TOR V8.0 (26 November 2024)                                                                                                    Page 1 of 11 

 

 
 

Intensive Care Research Coordinators  
Interest Group  

(IRCIG) 
 
 
 

Terms of Reference 
 
 
 

Version 8.0 
Approved by the IRCIG membership via open consultation process 

on 
29 November 2024  

 
 
 
 

Document Authorisation 
 

Document owner Heidi Buhr, Current IRCIG Chairperson 
Original author Belinda Howe, Past IRCIG Chairperson  
Contact email ctgadmin@anzics.org 
Version 8.0 
Date created 08 February 2007 
Last modified 26 November 2024 
Last authorised 29 November 2024 
Authorised by IRCIG Membership  
Next review date 2027  

 
 
 

mailto:ctgadmin@anzics.org


 
                                                                       

  
IRCIG TOR V8.0 (26 November 2024)                                                                                                    Page 2 of 11 

 
 

 
 
 
 

IRCIG TERMS OF REFERENCE 
 
INDEX 
 

Background 3 

Philosophy 3    

Aims  3 

Governance and Structure 3 

Membership of the IRCIG 6 

Meetings of the IRCIG 7 

IRCIG Membership Email List 7 

Appendix A-IRCIG Email List User Information 9 

Appendix B-Template IRCIG Email list Application Form 11 

 

 

 
 
 
 
 
 
 
 
 
 
 

 
 



 
                                                                       

  
IRCIG TOR V8.0 (26 November 2024)                                                                                                    Page 3 of 11 

 
Intensive Care Research Coordinators Interest Group (IRCIG) 

 

Background 

The field of research in the Intensive Care environment has expanded significantly over the past 20 years. 
Research being conducted in Australia and New Zealand has increased dramatically and commensurate 
with this, the complexity of the research projects has risen. In 1998 the pivotal role of Research Co-
ordinators (RC) in managing the conduct of clinical trials in Intensive Care Units (ICUs) in Australia and New 
Zealand had gained increased recognition. It also became apparent that many RCs were working in isolation 
in this dynamic and demanding environment. Therefore, RCs often lacked guidance and support, which 
could be offered by their peers. 
 
In response to these concerns, a group of dedicated RCs from Australia and New Zealand, with the support 
of the Australian and New Zealand Intensive Care Society Clinical Trials Group (ANZICS CTG), formed the 
Intensive Care Research Coordinators Interest Group (IRCIG). The IRCIG was formalised in March 2000 
with its first meeting and the election of a committee.  
 
Since 2000, the IRCIG group has developed professionally and become a very successful and dynamic 
group consisting of varying levels and types of research expertise. The continued development and success 
of the RC role is proven in the continued increasing number of IRCIG members, RCs who have been 
employed to undertake other roles such as Project Managers, Executive Officers, Research Managers and 
Research Fellows, as well as seeing RCs taking on academic opportunities and enrolling in higher research 
degrees and leading research programs.  

Philosophy 

The IRCIG supports the Australian and New Zealand Intensive Care Society Clinical Trials Group (ANZICS 
CTG) Mission Statement, which is to promote excellence in intensive care medicine through collaborative 
clinical research focused on improving patient-centred outcomes.  

In addition, IRCIG is committed to supporting and facilitating the objectives of the ANZICS CTG. 

Aims 

The specific aims of the IRCIG are to: 
1. Provide peer support for staff who are responsible for the co-ordination of clinical research in ICU 
2. Assist with communication between research staff in ICUs within Australia and New Zealand and 

internationally  
3. Endeavour to provide professional development opportunities  
4. Promote recognition of the role in the success of ICU clinical research 
5. Provide a forum for discussion of issues related to ICU clinical research 
6. Advise the ANZICS CTG on issues related to the conduct and coordination of ICU research by 

representation on executive and management committees of studies to ensure the CTG receives 
IRCIG input 

7. Promote ICU inter-hospital related research projects 
8. International collaboration with other groups responsible for the coordination of research in ICU. 

 
Governance and Structure 

The IRCIG is an endorsed working group of the ANZICS CTG, consistent with the principles contained within 
the ANZICS CTG Terms of Reference and ANZICS Regulations.  
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Under the discretion provided for in the ANZICS Regulations, the ANZICS Board has appointed the IRCIG 
Chairperson as a full voting member of CTG Executive Committee.  

I. The Executive Committee of the IRCIG 

The Executive Committee of the IRCIG consists of Chairperson, Past Chair, Vice-Chair, Secretary, IRCIG 
Membership List Moderator (referred to as office bearers), six regional representatives (New Zealand, South 
Australia and Tasmania, Northern Territory and Western Australia, Queensland, New South Wales and 
Australian Capital Territory, Victoria) and a representative from the Paediatric Intensive Care Research 
Coordinator Interest Group (PIRCIG) 

Elections for IRCIG Executive Committee positions are conducted as follows:  

a) Any individual nominated must be a legitimate member of the IRCIG in order to be appointed to the 
Committee. 

b) The nomination and appointment of people to all positions excluding regional representatives, is 
through election by ballot of the membership of the IRCIG. This election process takes place 
biennially at the IRCIG business meeting held at the ANZICS CTG Meeting on Clinical Trials in 
Intensive Care. Where practicable, the positions of Chair and Vice Chair are to be elected on 
alternate years to those of IRCIG Membership List Moderator and Secretary. Office Bearers are 
nominated and elected sequentially (Chair then Vice-Chair then Secretary then IRCIG Membership 
List Moderator) at the IRCIG business meeting for the tenure period commencing 1st July of that 
year. 

c) The nomination and appointment of regional representatives is through election by ballot of the 
membership of the region, and a call for nomination via the IRCIG email distribution list. One of the 
nominators must be from the region to be represented. This election process will occur biennially in 
conjunction with the IRCIG business meeting held at the ANZICS CTG Meeting on Clinical Trials in 
Intensive Care. 

d) The PSG Research Coordinators will be responsible for electing a representative every two years 

e) The election process will also occur via email, and adjudicated by either the current Chair, when not 
a candidate, or by the Secretary or the ANZICS CTG Executive Officer. 

f) A committee member cannot hold two executive office bearer positions concurrently. If the executive 
member wants to be elected for another office bearer position and is successful, they must step 
down from the prior position which will then become vacant and be put up for election according to 
the above processes. If no other candidate is elected, then the member can hold the two positions if 
agreed to by both candidate and IRCIG executive. 

g) Executive positions may be shared by a maximum of two incumbents in order to enhance continuity, 
efficiently share workload, and improve representation of under-represented regions. The conjoint 
position will carry a single vote. Only one position on the Executive Committee may be shared 
during any one tenure period. One additional conjoint position may be added during the same tenure 
period if agreed upon by the Executive Committee.  

h) All positions on the IRCIG Executive Committee are for a two-year tenure period. If an IRCIG 
Executive Committee member vacates their position mid-term, a replacement will be appointed as 
described above, as soon as practicable to serve the remainder of the term. For all replacements 
that occur within the last 12 months of a term, the appointment will be for the remainder of the term 
(not included in the maximum term limit) and the following two years.  

i) At the end of the tenure, the committee member must retire but will be eligible for re-election. 

j) Tenure is renewable to a maximum of four years. 
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II. The Role of the Chairperson 

The role of the Chair encompasses the following responsibilities: 

a) Assume overall responsibility for coordinating the activities of the IRCIG 

b) Coordinate the IRCIG Executive Committee 

c) Represent the interests of the IRCIG on the ANZICS CTG Executive Committee 

d) Oversee the organisation of the annual IRCIG Workshop 

e) Preside over the IRCIG Business Meetings 

f) Maintain a record of all documentation related to the IRCIG 

g) Submit an annual report of the IRCIG to the ANZICS CTG 

h) Prepare a summary of the IRCIG activities for the ANZICS CTG annual report. 

III. The Role of the Vice-Chair 

The role of the Vice-Chair is to: 

a) Assist the Chair in fulfilling their responsibilities  

b) In the absence of the Chair, he/she will take on the role of the Chair 

c) In the absence of the Secretary, he/she will take minutes of meetings  

d)  Lead and coordinate the IRCIG Regional Mentor Program, reporting outcomes to the IRCIG Chair. 

IV. The Role of the Secretary 

The role of the Secretary encompasses the following responsibilities: 

a) To take the minutes of all proceedings at all meetings of the IRCIG  

b) To present the minutes to the Chair for signing within four weeks of the meeting and distribute to the 
IRCIG membership group 

c) To maintain a record of all minutes of the IRCIG. 

V. The Role of the IRCIG Membership List Moderator 

The IRCIG Membership List Moderator will: 

a) Regulate all matters relating to applications for, and admission to, the IRCIG membership list 
according to the IRCIG Terms of Reference 

b) Maintain the list and update contact information as available 

c) Distribute the list at regular intervals to members 

d) Unsubscribe members as appropriate 

e) Conduct an annual audit of the IRCIG membership due four weeks before the IRCIG workshop at 
the ANZICS CTG Meeting on Clinical Trials in Intensive Care. 

VI. The Role of the Regional Representatives 

The Regional Representatives will: 

a) Represent the interests of IRCIG members from their region on the IRCIG Executive Committee 
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b) Assist the Chair, Vice-Chair, Secretary and Membership List Moderator in fulfilling their 
responsibilities as required 

c) Facilitate the role of the regional IRCIG mentors as required 

d) Assist with the preparation and success of the annual IRCIG workshop at the summer meeting 

e) Participate in CTG and IRCIG ‘working party groups’, reporting to the IRCIG Chair and Executive 
Committee. Prepare and present a report to the IRCIG community on working group activities at the 
spring and summer IRCIG business meetings.  

VII. Non-Executive Committee Role: Regional Mentor Program 

IRCIG recognises that many Research Coordinators are new to research and are also working in isolation. 
Therefore, Research Coordinators often lack the guidance and support, which can be offered by their peers. 
In order to address this issue, the IRCIG has established a Mentor Program. 

The aim of the IRCIG Mentor Program is to: 

a) Be a first point of contact for all new Research Coordinators 

b) Introduce new Research Coordinators to the IRCIG 

c) Form a communication link between the IRCIG and Research Coordinators 

d) Be a resource available to Research Coordinators 

e) Direct Research Coordinators to other appropriate resources 

f) Offer peer support to Research Coordinators. 

Membership of the IRCIG 
 
Membership of the IRCIG is limited to research staff who currently coordinate research within the Intensive 
Care environment of private or public hospitals within Australia and New Zealand. There may be various 
position titles as determined by their individual health services. Refer appendix B ‘Application Form for 
Membership of the Intensive Care Research Coordinators Interest Group & Email List.’ 
 
There is provision for individuals who are not employed to coordinate ICU research in public or private 
hospitals to be admitted to the IRCIG as ‘invited members’. Individuals wishing to be admitted as invited 
members must apply to the IRCIG Executive Committee. Applicants are required to present in writing, 
evidence of reasonable cause for membership based on a previous or future ability to provide a significant 
contribution to the IRCIG.  
 
The decision of the IRCIG Executive Committee in all applications for admission as an invited member will 
be final. Invited members may have voting rights in matters put to the IRCIG membership, however, a 
declaration of interest should be disclosed to the executive by the invited member prior to voting where 
applicable. An invited member is not eligible to apply for a role on the IRCIG executive committee. 
 
The status of the ICU, as either a full, associate or non-CTG member unit that employs the staff responsible 
for the coordination of research is irrelevant to the application for membership of the IRCIG. 
 
All members should ideally be free of conflict of interest and not have any commercial interests. Any conflict 
of interest should be disclosed by members in writing to the IRCIG Executive Committee. 
 
Membership of the IRCIG is recorded on the IRCIG Membership List. The Membership List Moderator 
maintains the IRCIG Membership List. 
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PIRCIG 
 
In recognition of the specific requirements related to conducting research in the paediatric intensive care 
population, the ANZICS Paediatric Study Group (PSG) was established in 2003. The Paediatric Intensive 
Care Research Coordinator Interest Group (PIRCIG) was subsequently formalised in 2019. As per PIRCIG 
Terms of Reference, PIRCIG are a working group of both PSG and IRCIG as they have interests and 
connections with both groups. Any direct membership application to PIRCIG will qualify for membership to 
IRCIG. Equally, a research coordinator on nomination to membership of IRCIG, who nominates that they 
conduct paediatric research, will be provided membership to PIRCIG. Therein, all references to IRCIG 
membership throughout this document, also includes PIRCIG members.  
 
 
Meetings of the IRCIG 
 
The IRCIG conducts at least one business meeting per year which aims to provide a forum for members to 
discuss research and membership related issues with their peers and set the direction for future activities of 
the group. The IRCIG annual general meeting will be held in conjunction with ANZICS CTG Meeting on 
Clinical Trials in Intensive Care. These business meetings are open to attendance by IRCIG members only.  

At an IRCIG business meeting, any resolution put to the vote of the membership shall be decided on a 
majority show of hands with the result recorded in the minutes.  

A one-day Intensive Care Research Workshop organised by the IRCIG and PIRCIG executive committees is 
held annually preceding the CTG Meeting on Clinical Trials in Intensive care. This workshop is open to 
attendance by members and non-members, interested in the field of Intensive Care Research, provided they 
hold no commercial interests.  

The key focus of this seminar is to provide professional development opportunities relevant to the area of 
Intensive Care research. The Workshop also provides a forum for IRCIG members to present research 
proposals. 

IRCIG Membership Email List 
 
To facilitate the aims of IRCIG, the IRCIG membership email list is a vehicle that may be accessed by its 
members for opinion, discussion, and circulation of research related issues and proposed study protocols.  

Due to the sensitive and confidential nature of information that may be sent out via the email list, it is 
paramount to ensure the integrity of the list membership. Therefore, the IRCIG email list is a closed list.  

Any individual wishing to apply for admission to the IRCIG email list must be nominated to the list by a 
current IRCIG or CTG member in order to verify their role in Intensive Care Research within Australia and 
New Zealand.  

As a condition of membership, members of the email list acknowledge and agree to abide by the following 
regulations: 

1. The list will not be used to promote or endorse commercial interest in any way  

2. IRCIG members with a conflict of interest will not be able to access the email list 

3. That information made available via the membership email list is confidential unless otherwise 
specified and any information obtained will not be released to a third party 

4. The list will only be used for lawful purposes and members are prohibited from posting any material, 
that would constitute a criminal offence, give rise to civil liability, or otherwise violate any applicable 
local, State, National or International law. 
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The IRCIG Executive Committee reserves the right to withdraw a member from the email list should an 
individual not comply with the above provisions, or if irresolvable conflicts of interest remain after opportunity 
for clarification. 
 
Applicants have the right of appeal to the IRCIG Executive Committee in the event that an application for 
membership to the email list is rejected. The decision of the committee will be final. 
 
Appendix A contains information regarding the process required to apply for membership of the email list. 
Appendix B contains the template IRCIG Email List Application Form. Both documents are distributed to 
prospective IRCIG Email List Members. 
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Intensive Care Research Coordinators Interest Group (IRCIG) Email List User Information 

*Appendix A to the IRCIG Terms of Reference 
 
 
IRCIG Membership Email List 
 
To facilitate the aims of IRCIG, the IRCIG membership email list is a vehicle that may be accessed by its 
members for opinion, discussion and circulation of research related issues and proposed study protocols.  

Due to the sensitive and confidential nature of information that may be sent out via the email list, it is 
paramount to ensure the integrity of the list membership. Therefore, the IRCIG email list is a closed list.  

Any individual wishing to apply for admission to the IRCIG email list must be nominated to the list by a 
current IRCIG member or CTG member in order to verify their role in Intensive Care research in Australia 
and New Zealand.  
 
As a condition of membership, members of the IRCIG e-mail list, acknowledge and agree to abide by the 
following regulations: 

1. The list will not be used to promote or endorse commercial interests 

2. IRCIG members with a conflict of interest may not be able to access the membership e-mail list 

3. That information made available via the membership email list is confidential unless otherwise 
specified and any information obtained will not be released to a third party 

4. The list will only be used for lawful purposes and members are prohibited from posting any material 
that would constitute a criminal offence, give rise to civil liability, or otherwise violate any applicable 
local, state, national or international law. 

 
The IRCIG Executive Committee reserves the right to withdraw a member from the email list should an 
individual not comply with the above provisions, or if conflicts of interest remain after opportunity for 
clarification. 
 
Applicants have the right of appeal to the IRCIG Executive Committee in the event that an application for 
membership to the e-mail list is rejected. The decision of the committee will be final. 
 
Subscription to the list  
 
To subscribe to the IRCIG email list, complete an application form (Appendix B) including nomination by a 
current member of IRCIG or current member of ANZICS-CTG.  
 
The email address used for the list must be your own email, not a generic email address and preferably a 
work-based email address. 
 
If any research coordinator declares on the IRCIG membership application form that they conduct paediatric 
research in a PSG member unit, the IRCIG email list moderator will forward the applicant details to the 
PIRCIG Secretary. If a direct membership application is made to PIRCIG, the PIRCIG Secretary will forward 
the applicant details to the IRCIG email list moderator for inclusion into IRCIG membership list.  
 
Send the application form to the current IRCIG Membership Email List moderator. The current moderator’s 
details and application form are located at:  
https://www.anzics.org/ircig/   
 
 
Circulating content to the List 

https://www.anzics.org/ircig/


 
                                                                       

  
IRCIG TOR V8.0 (26 November 2024)                                                                                                    Page 10 of 11 

 
Once you have been added to the IRCIG Membership Email List you can circulate content through the email 
list moderator. Submit to the current moderator the content you would like circulated including any 
attachments and the exact wording of the email as you’d like it to be read by the recipients. Also specify 
which members you would like the email circulated to, ie specific regions or the full list.   
 
If there are any concerns regarding the appropriateness of the content of an email that a member wishes to 
send out to the list, approval should first be sought from the IRCIG executive committee.  
 
Leaving the list 
 
If you no longer wish to be on the list or you no longer meet the requirements for IRCIG membership you can 
be unsubscribed via one of two methods: 

1. Click “unsubscribe from the list” which can be found at the end of any email received through the 
IRCIG mailing list  

2. Notify the IRCIG Membership List Moderator, who will remove you from the list. 
 
IRCIG Membership List Moderator  
 
If you have any questions about the operation of the IRCIG Membership Email List please feel free to 
contact the IRCIG Membership List Moderator. Contact details are located on the IRCIG section of the 
ANZICS CTG website:  
https://www.anzics.org/ircig/  

https://www.anzics.org/ircig/
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Application Form for Membership of the Intensive Care Research Coordinators  

Interest Group & Email List 
*Appendix B to the IRCIG Terms of Reference 

 
All sections must be completed or no further correspondence or action in regard to this application will occur 

Applicant’s Details 

Full Name  

Current Position  

Hospital  

State/Country   

Work Tel    

Email Address  

Do you conduct paediatric research in a PICU that is a Paediatric 
Study Group (PSG) member unit?   Yes 

 No  

I wish to apply for:     FULL membership of IRCIG     INVITED member of IRCIG 
 

 I acknowledge that I have read the ‘Intensive Care Research Coordinators Interest Group (IRCIG) Email 
List User Information’.     
 

 I understand and agree to abide by the IRCIG Email List regulations as set out in the ‘Intensive Care 
Research Coordinators Interest Group (IRCIG) Email List User Information’ 
 

 I acknowledge that in declaring that I conduct paediatric research in a PSG member unit, that I qualify for 
additional membership to PIRCIG and that my details will be forwarded to the PIRCIG Secretary. 
 
Name: ____________________________  Signature: _____________________  Date: ______________ 

 
All individuals must be nominated by a current IRCIG list member or an ANZICS CTG member 

 

Referee’s Details 

Full Name   

Email Address  

Phone Number  

Mobile Number (optional)  

 

Name: ____________________________  Signature: _____________________  Date:______________ 
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