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Training for
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Agenda

Provide an update to BUPP-800 changes

Review email notification

Discuss accessing the system

Outline how to complete a disclosure profile update
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BUPP-800 Changes




Overview

In the 2024 academic year, Baylor's policy and processes around disclosing and managing
outside activities and interests are changing.

Key Drivers for Change Approach

Summer 2022:

Assessed Baylor's Approach to
Managing Outside Activity and
Financial Interests

Disclosing in two systems is
burdensome for our faculty

Review of activities did not .
systematically include supervisors ;‘;022 Ag?denl';'c Yedar.d N
or other individuals with ormedfacuity and administrator

. : working groups to recommend policy
ikrr];lcl:a)\,rav(l:ti'dge of the disclosure’s and process changes

2023 Academic Year:
Implementing changes based on
working group recommendations

Appropriate disclosures help Baylor
manage its business across missions




BUPP-800 OQutside Activities and Interests

A faculty and staff work group made significant changes to this policy, including:

Named a broader membership to the Outside Activities and Interests Committee to increase
faculty and staff representation

Increased disclosure reporting and pre-approval thresholds from $250 to $5,000
Established an assumption that faculty are allotted one day per week to spend on outside activities
Defined activities that do and do not require pre-approval

Outlined an appeals process if the Outside Activities and Interests Committee does not approve
the activity or interest

Provided clearer definitions

Established supervisory review of disclosures




What is
CARA?

CARA is an electronic solution that
allows disclosers and reviewers to
easily report and review Outside
Activities and Interests.

Each discloser has 1 disclosure
profile to maintain for all Outside
Activities and Interests.

Reviewers will receive emall
notifications when an action that
requires their review is needed.




What to Expect: Disclosers

All Disclosures
are in One

System

Disclosures
Remain In the
System

Disclosures
Happen as
Needed

Supervisors Review
Disclosures

Internal Audit and Research disclosures are now in the
same system and are available for editing as new or
changed activities and interests occur.

Once outside activity or financial disclosures are made,
they continue to exist in the system and need to be edited
as the activity or interest changes.

Everyone is required to disclose annually in September.

Researchers may be required to disclose new outside
activities and interests when new sponsored awards are
received, or new IRB protocols are initiated.

The individual's supervisor will review disclosures that
exceed thresholds and pre-approval requests before review
by Internal Audit or Research Compliance.




Email Notifications

The CARA system will send you email notifications when you need to make a disclosure
or provide an update.

A new research project requires a COI Disclosure Profile update
@ | & Reply | % RaplyAll | —3 Forward ||

o cara@baylor.edu

¥ there are problems with how this message is displaped, dick here fo view it in 2 web browser,

To [
Link Disclosure Profite 1o: [ G

Project I0; AWD000001
PoctName_TE for ANDO0001 You are required to complete a COI Disclosure Profile update

Project Type. Grants JIT
‘You have been added to the above research project and your Disclosure Profile currently requires that you review and confim that yoi cara@haviar.edu
date. Fallow the lnk included in this email to log in and complate a Disclosura Profile update To

@ | € Reply | % Repydll | —» Fowerd | | I

(T 17 these are prablems with haw this message is displayed, ehick here bo view it in 8 web bBrowses,

Link Dis closure Proie fo [ NNGGEEEE
Category Faculty and Staff

You ara required to complete a COI Disclosura Profile update due o the reqularky schaduled process that your institufion has established o ensure the interests
that you have dischosed are complete and accurate. Follow the link included in thiz emall o log In and complete a Disclosure Profile update.




Completing a
Disclosure Profile




Accessing the System

Follow the link you receive in the email to access Baylor's CARA system. Alternatively, you
can visit the CARA web site and enter your Baylor ID to log in. Make sure to click the COI tab
and then read the directions.

% CARA

Make sure you click the | HBEESTTEEETTTTEE  co B
CO| ta b to get Sta rted Disclnisures Requests Certifications Plans Triggering Events Reports Meetings Help Center

COI = Disclosures > Disclosure Profile for @ Help

Disclosure Profile for

¥ Complete Disclosure

Profile Update Instruction Center
Action Required Reason
Review disclosure information in the disclosure profile. When all disclosure information is current and accurate, The disclosure profile is new and has
click on the Complete Disclosure Profile Update button. never been completed

Edit Disclosure Profile




Disclosure Profile Update

Select Edit Disclosure Profile to enter any outside activities or interests you had during the
previous 12-month period.

CARA Hello,

Disclosures Requests Certifications Plans Triggering Events Reports Meetings Help Center
-

Switch User

COI = Disclosures = Disclosure Profile for @ Help

S Disclosure Profile for

@ Complete Disclosure

Frofile Updae Instruction Center
Action Required Reason
Review disclosure information in the disclosure profile. When all disclosure information is current and accurate, The disclosure profile is new and has
click on the Complete Disclosure Profile Update button never been completed

» Edit Disclosure Profile
g

Disclosures Training History




Welcome and Instructions

You will arrive at an Instructions and Policies screen, which will prompt you to select
Continue. Make sure to read the Training and Education section, then select the Continue
button to proceed to the next screen.

CARA b, 1+

= R vaidate 48 Compare «

_ EditinngPOOOOOOGS 4Gotwoforms menu E3Printy @ Help

. Instructions and Policies
ntity Disclosure

Information . X
Training and Education

Complete Disclosure
Profi Baylor University requires you to complete a few simple steps in order to be compliant with its policy and federal regulations. The following steps may be completed through the Conflict o Interest management system

« Complete this ‘Disclosure Profile” training when you begin employment and as required by institutional policy.

» Disclose any Significant Financial Interests (SFI) within 30 days of acquiing or discovering the interest, by completing the financial disciosure form

» Provide all necessary disclosure information annually. Annual disclosures will be in addition to any disclosures within 30 days of new interests being acquired or discovered.

» Provide any additional information requested as your Disclosure Profile is reviewed

- Ifa Management Plan is required, your agreement to the plan must be documented prior to any funding related to your SFi(s) being released. If a Management Plan s in place, you are responsible for all its terms,

conditions, and actions
= You must respond to all requests for information and/or meetings regarding the insfitution’s responsibility to monitor compliance with the plan.
= Even if you have no outside organizations or companies with which you or an immediate family member have a financial refationship you still need to complete the annual disclosure

Training status refers only to research training through CITI Program. Other training may be required. Refer to COI Policies BUPP 800 Outside Activities and Interests and Board of Regents COI Polcy.

External training:
Training Type Course Title Date Completed Next Training Due Date
There are no items to display

©Exit B Savef Continue @




INnitial Question

The first question will determine whether you or your family members have any financial
interests or outside activities to disclose. Throughout the system, additional information
such as definitions of key terms is provided by clicking the blue question mark button.

% CARA Hello,

= B veidete &6 Compare « .
ez oo Core Editing: DP00000066 (Gotoforms meny Pty @ Help

sstructions and
icies.

_ Entity Disclosure Information
1.* Do you or a family member have any financial interests and/or outside activities to report? See help text for "family member" definition. ©

Complete Disclosure QO Yes O No Clear
Profile

o=
g

Click the question
mark to view
definitions.




Complete the Questions

If you answer Yes you will be prompted to make disclosures about your and your family
members’ outside activities and interests. Click Add to begin the process.

% CARA Hoto,

= R validate 818 Compare « L.
Editing: DP00000066 <Gotofomsmens Pty @Hep
Instructions and
Policies
_ Entity Disclosure Information
1. * Do you or a family member have any financial interests and/or outside activities to report? See help text for "family member" definition. @
Complete Disclosure @ Yes O No Clear
Profile

2. Entity disclosures:
+ Add

Entity Foreign Entity?  Relation to Discloser Disclosure Types Total Value  Total Time Commitment (Days) Last Modified
There are no items to display

Click “Add" to complete the
guestions.

o = B s




Slide-Out Box

A slide-out box will appear for you to disclose any outside activities or interests you have
with entities other than Baylor. Red asterisks indicate required questions.

c A R A Add Disclosure

Entity Disclosure Information
K
Editing: DPO0000066 ~ General Information

= [ vaidate &8 Compare

Instructions and

Folices . . 1. Entity: @
Eoty Do Entity Disclosure Infornj
e * Do you or a family member hal o
Complete Disclosure @ Yes O No Clear
IR If you cannot find the entity in the above list, enter the details here:
Entity disclosures: [None] |«
=+ Add
Entity  Foreign Entity? 2. * Relation to discloser: @
Eaiaaiacol e O ser
. . O ouse
Select the ellipses on the entity box to O oo i
select recognized entities. If your = Oy e
entity does not exist, select the i —
. iame lescription
Seco n d a ry e | I I pses to C reate a n eW O Equity Stock, Stock Options, or Ownership Interest
e nt Ity. A n SW@ r q U eSt i O n S fO r O n e O g%gggg%;rﬁwas Advisory, scientific advisory board, expert witness services
e nt ity at a ti m e, [0 Editorial Services Journal services, scientific editor services
]

Patent, Copyright, License, or Royalties paid directly to individual

Intellectual Property
Rights




Select Disclosure Types

Once you select an entity, select all the individuals who have a relationship with that entity
and select all the disclosure types that apply.

Add Disclosure

CARA

= [ vaidate &8 Compare

Entity Disclosure Information
Editing: DPO0000066 ~ General Information

Instructions and

Policies 1. Entity: @
R Entity Disclosure Infornj
Information
* Do you or a family member hal o
Complete Disclosure @ Yes O No Clear
IR If you cannot find the entity in the above list, enter the details here:
Entity disclosures: [None] | =
=+ Add

Entity  Foreign Entity? Rela) 2. * Relation to discloser: @
Self

Spouse

Dependent Child

Other Family Member

There are no items to display

opoo

3. * Disclosure types:
>

Select as many disclosure > ame e
types as you have with the
entity you selected.

Equity Stock, Stock Options, or Ownership Interest

Consulting or Other

Professional Services Advisory, scientific advisory board, expert witness services

Editorial Services Joumal services, scientific editor services

o o o o

Intellectual Property
Rights

Patent, Copyright, License, or Royalties paid directly to individual




Complete the Disclosure

Select OK and Add Another if you have outside activities or financial relationships with
more than one entity. If not, select OK.

=] of brothers, sisters, children, grandchildren, and great-grandchildren (including step- and half- of the preceding
Baylor University categories) of a Baylor employee.

CA RA O Venture Capital Venture or other capital financing

= B Validate &JB Compare

Edltlng. DP00000066 ~ Consulting and Other Professional Services

\ng‘truchons and © Advisory, scientific advisory board, expert witness services
olicies
Entity Disclosure Inform 1. * Estimated compensation in the past 12 months: (if uncompensated, enter 0) @
Entity Disclosure
Information 20,000
* Do you or a family member ha:
Complete Discle
pﬁ’;ﬁ.":e eosue ® Yes O No Clear 2. * Approximate time (days) you spent on this activity in the past 12 months: @
54

Entity disclosures:

s 3. * Additional information that would help clarify this disclosure:

Entity  Foreign Entity? Relal I've been consulting with this company and have received prior approval
There are no items to display

Select “OK and Add
Another” if you have
outside activities or 4. Attach a copy of the consulting, advisory or speaking agreement: st any orer supporing
financial relationships L
with more than one

entity.

* Required OK and Add Another




Save and Continue

Review your disclosures and confirm you have disclosed outside activities and financial
interests that occurred over the last 12 months. Once your disclosure is complete, select

Continue.
% CARA

«
Editing: DP00000066 <Gotoforms meny Epinw @ Help

Entity Disclosure Information

1. * Do you or a family member have any financial interests and/or outside activities to report? See help text for "family member" definition. @
@ Yes O No Clear

2. Entity disclosures:

+ Add
Please remember
Entity oy B " DicosuaTypes Tolal Velue Gommiment 125t u : "
(B e Modiiod to select “Continue”.
\Z’[ Update Centers for Disease Control & Prevention No Self Consulting or Other Professional | Services $20,000.00 54 6/1/2023 @

o = a s



Disclosure Profile Update

Complete your disclosure. Do not select Finish unless you plan to log off and return later.

= R vaiidate 8J6 Compare « L.
Editing: DPO0000066 <Gototomsmeny BPinty @ Help

Instructions and
Policies

Complete Disclosure Profile

Click the Complete Disclosure Profile Update button to satisfy the following
Discloser manually updated the disclosure profile

Complete your disclosure.

OExt BSave Fi.ish




Assoclated Research Activities

If you are associated with a research activity, you will see the research project information
listed here. You can update the research activity, or select “OK"” to continue.

Complete Disclosure Profile Update

By completing your disclosure profile update you are verifying that all disclosure infeormation is accurate and current.

1. Open research triggers: @
Research Project Event Type Sponsor Related Context

E,y Update IH Test Case ATK Funding Award Mational Inst of Health

~ e

OK




Completed Disclosure

You will see that your disclosure profile has been updated. The details from the questions
you answered are reflected in your COI Disclosures screen.

CARA

Hello, i A4
Requests Certifications Plans Triggering Events Reports Meetings Help Center
-
COl = Disclosures > Disclosure Profile for @ Hep
No Action :
: Disclosure Profile for . ’
Required
Disclosure profile last Instruction Center
gﬂrrz%lzeged: Action Required Reason
No actions need to be taken at this time Discloser's disclosure profile is up-to-date and requires no action
After your disclosure Edit Disclosure Profile
profile has been
. . Disclosures Training History
submitted, you will
Entity Foreign Entity? Relation to Discloser Disclosure Types Total Value Total Time Commitment (Days) Last Modified
be ret u r n ed to yo u r view Centers for Disease Control & Prevention No Self Consulting or Other Professional Services $20,000.00 54 6/1/2023
u n
home” screen on the
H u H n

primary “Disclosures
page.




Completed Disclosure

If you need to edit your entry or make an additional entry, select Edit Disclosure Profile.

CARA S

Disclosures Requests Certifications Plans Triggering Events Reports Meetings Help Center
-

COl = Disclosures > Disclosure Profile for @Hep

No Action :
: Disclosure Profile for . ’
Required
Disclosure profile last Instruction Center
gﬂrrz%lzeged: Action Required Reason
No actions need to be taken at this time Discloser's disclosure profile is up-to-date and requires no action
/" Edit Disclosure Profile
Disclosures Training History
Entity Foreign Entity? Relation to Discloser Disclosure Types Total Value Total Time Commitment (Days) Last Modified

view Centers for Disease Control & Prevention No Self Consulting or Other Professional Services $20,000.00 54 6/1/2023




Completed Disclosure

You should check the Entity section of your disclosure profile to make sure your disclosure
was correctly captured.

CARA S

Disclosures Requests Certifications Plans Triggering Events Reports Meetings Help Center
-
COl = Disclosures > Disclosure Profile for @ Hep
No Action :
: Disclosure Profile for . ’
Required
Disclosure profile last Instruction Center
gﬂrrz%lzeged: Action Required Reason
No actions need to be taken at this time Discloser's disclosure profile is up-to-date and requires no action
Check to make sure Edit Disclosure Profile
your disclosure is
. Disclosures Training History
appropriately T
Entity Foreign Entity? Relation to Discloser Disclosure Types Total Value Total Time Commitment (Days) Last Modified
refl eCted ‘ view Centers for Disease Control & Prevention No Self Consulting or Other Professional Services $20,000.00 54 6/1/2023




Cmalil Notification

The discloser will receive an email notification indicating that they have successfully
completed their disclosure. The discloser's supervisor will also receive a notification
indicating that the discloser’s submission is complete.

You have successfully completed your COI Disclosure Profile Update

e carafbaune s

(i) i there are problems with how this message 15 displeyed, chok here bo view it in 3 web browses

Moz

Link: Dischasure Profile tor [ | O 00-000064)

Thank you for completing an update of your S04 Disclosure Profile. A= a reminder, you can always review your interests and make updates as needed. To do so, dick the link provided in this emai




What to Expect: Faculty & Staftf

If a time or financial threshold is exceeded, faculty and staff disclosures will be reviewed by
the individual's supervisor, and then by Internal Audit.

For Faculty & Staff

* Your disclosure will be reviewed by your supervisor.

* Your disclosure will then route to Internal Audit.

Internal Audit will determine if your disclosure needs to be reviewed by the Outside Activities & Interests
Committee (OAIC).

If so, the OAIC will make a determination during its regular monthly meeting.

If the OAIC determines a management plan is necessary, Internal Audit will work with your supervisor
and other appropriate individuals to develop a management plan.




What to Expect: Researchers

If a time or financial threshold is exceeded, research disclosures will be reviewed by the
discloser’s supervisor and then by Research Compliance:

For Researchers

* Your disclosure will be reviewed by your supervisor.

* Your disclosure will then route to Research Compliance.

* Research Compliance will determine if your disclosure is related to your upcoming or ongoing research
awards.

+ Research Compliance will notify Internal Audit if they think your disclosure needs to be reviewed by the
Outside Activities & Interests Committee (OAIC).

« If so, the OAIC will make a determination during its regular monthly meeting.

* If the OAIC determines a management plan is necessary, Research Compliance will work with your
supervisor and other appropriate individuals to develop a management plan.




Questions?

Thank you!
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