RESEARCHER MANUAL
SUBMITTING A RESEARCH ETHICS
ANNUAL RENEWAL AND STUDY PROGRESS FORM

Please submit a Research Ethics Annual Renewal and Study Progress Form (Event Form) when you need
to renew an approved Research Ethics application.

Please note: Romeo is compatible with Internet Explorer, Firefox, Microsoft Edge, Google Chrome and
Safari. If you have any problems or questions, please contact the Office of Research and Innovation at
research@unbc.ca.

1. To access Romeo, go to https://unbc.researchservicesoffice.com and click on “Research Portal” (see
below). You will also find a link to ROMEO along with self-help and reference materials on the UNBC
Office of Research and Innovation website (https://www2.unbc.ca/office-research-and-
innovation/romeo-research-portal#Romeo Forms). This link will take you directly to the login page
(Step 2).
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2. Login using your UNBC credentials (username@unbc.ca) and password. If you do not have a Romeo
account, contact the Office of Research and Innovation at research@unbc.ca. You may be required to
verify your identity with the mobile device “Authenticator” app or MFA Hardware Token issued by UNBC
ITS to verify your identity, so please ensure that you have this available when you login.

3. The Research Ethics Annual Renewal and Study Progress Form can be accessed as an event form. To
access event forms, click on the “Applications: Post-Review” link on your Romeo home page (see
below).
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You will be brought to a screen (similar to the one below), which lists your previous applications, and the
options available for each application. Click on the “Events” button next to the relevant application.
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A screen will open (similar to the one below), which lists all of the available event forms for that
application. Click on the “Research Ethics Board Annual Renewal and Study Progress Form” to open it.
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4. You will be brought to a screen similar to the one below. Under the “Event Info” tab, you can enter
general comments and notes in the “Note(s)” text box (red arrow below). Click “Save” before moving to
the next tab (blue arrow below). At any time, you can save your application and continue working on it
at a later time. It is always good practice to save your application before changing tabs or leaving the
application for an extended period of time.
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5. Proceed to the “Research Ethics Board Annual Renewal and Study Progress Form” tab. This
tab includes event-specific questions to assess the nature of the renewal request. Answer the
guestions on the “Project Funding”, “Conflict of Interest”, “Participants”, “Study Progress” and
“In-Person Research activities with increased risk of communicable diseases” sub-tabs (red
rectangle below).

NOTE: fields marked with a red asterisk (*) are mandatory, but please answer all questions
relevant to your event form submission.

ieveal and Study Progress  File No: 5009230 - Ref o : 2437
Ffice of Research and Innovation)

Event Form: Ressarch Ethics Board Annusl Renewal end Study Progress Form
ting Romeo
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6. Proceed to the “Attachments” tab. This tab allows you to upload all required attachments. Support
documents that are modified from the originally approved version need to have all modifications
identified by highlighting and underlining new text, and using strike-through for text that is to be
removed. Document footers are to be updated with the new document creation date, and version
number, that corresponds to the version number of the document file name. Ensure that all documents
are named using a consistent and informative naming convention. Please also "check" all that apply
from the document list on the tab. Click the "Add Attachment" button at the bottom of the page to
attach all updated support documents (red arrow below).

s File No: 6009230 - Ref No : 2437
ation

Event Form: Resarch Ethics Board Annual Renewal and Study Progress Form
Save Close Pt Export to Word Export to PDF Submt
([ Eventinfo_|_* Research Etcs Board Amnual Renewal and Study Progress Form | Atachments | _Logs | _Ere
Please use "Add Attachment” button at the bottom of this page to attach all updated support documents for your Research Ethics Annual Renewal and Study Progress Form application. Support documents that are modified from the originally
approved version need to have all modifications identified by highlighting and unggf_lln ing new text, and u;lng strike through for text that is to be removed. Document footers are to be updated with the new document creation date, and version
number, that corresponds to the version number of the document file name. Ensure to use a ive naming for each file name.
Documents that pertain to your study may include:
TCPS2 CORE Certificate (required for all undergraduate and gradua(e student researchers engaged in human ici| ; Other REB app ; Consents from Aborlglnal groups or orgamzauons Other requlred consents;
Safe Research Plan for In-Person involving pop that may face risk of COVID-19, or communities where Ioca\ policies and pro(oools are in place Participant materials
(e.g. posters, letters, email scripts, and media ion letter(s); pant consent form(s); Interview protocols, quesnonnalres survey Instru ments (As per TCPS2, Article 10.5, in studies using

emergent design in data collection final versions of i ires or |nterv|ew must be itted to the REB as soon as they become
contract(s); Research proposal; Any other applicable documents.

Please refer to these Guidelines and Templates in preparing supporting documents:

Research Risk Assessment Gusdelines. pdf

Information Letter and Consent Form Guidelines docx
information Letter and Consent Form Template docx
Conidentisity and Non-Disclosure Agreement template. docx
Recruitment_Poster_Template docx

Add Attachment
NOTE : The masemum indiidual attachment sze Is 10MS. All attachments larger than 10MB will stallthe system, and your data may be lost.
However, you may upload multiple attachments, provided that each is no larger than 10MS.
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A pop-up window will open. To upload an attachment, click the “Browse” button (red arrow below).
Enter a Description, if applicable. Enter the date of submission as the “Version Date”. Under the “Doc
Agreement” pull-down menu, select the type of document you are uploading (Information Letter,
Consent Form, Research Proposal, etc.). Click on “Add Attachment” (blue arrow below).

= Upload Attachment x
Description:
uplaad Brouse
Attachment:
Anowes Fua Types
T TP ——
Allowed Fila Siss: 10 M8
‘Version Date: B
Doc Agreement --5elect One--
nt Cancel

Click “Save” to save the information on this page.

7. “Logs” tab. There is no information to be entered in this section. You can toggle between “Event
Workflow Log” and “Event Log” (red rectangle below) to see where your application is at in the
approval process and to see any log activity.
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8. “Errors” tab. This section will show you where there are errors in your application form. All errors
must be corrected before you are able to submit your application.
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- 1. Project Funding:L.1 Have there been any changes to the funding for this pratocol snce the most racent ethics appraval? & required.

Research d Study «> 2. Confict of Intarest:2.1 Hew Confict of Interast - Have thers been any changes n the canfict of ntersst status of the Privcipal Investigato; Co-nwestigator, or mambers of the rasearch team that have not previously been reported to the Ressarch
Ethics Board? & raqured.

Research d Study - 3. Partiapants:2.1 What stage of recrutment is your study? is required.

Resaarch d Study

-5 3, Particpants:3.2 Provde further decals sround the recrutment of partcpants for your study. s requred.
Research Ethics Board Annual Renewal and Study Progress Form -> 3. Partidipants:3.3 How many particpants have wehdrawn consent in the study? & required.

Research Ethics and Study
Research d Study

> 4. Study Progress:4.1 Provide a biief summary of the progress of the study. is iequied.

+> 4. Study Progress:4.2 Snce the most recent athics approval, has thera been any new information or changes n sciantfic knowledga that might affact the sthical bass of tha ressarch desgn? is requred.
Research Ethics Board Annual Renewal and Study Progress Form -> 4. Study Progress:4.4 Unanticipated Problems - Have there been any unantcigated problems experienced durng the course of the ressarch? s required.

Research Ethics Board Annual Renewal and Study Progress FORm - 5. In-Person Ressarch acvies wih ncreased rik of communicable diseases:s. 1 Since the most recent ethics appeoval, has ther been any new nformation or changes in the Pubkc Heath Dfficer’s ongoing updates and recommendations that mpact ths
stuty? & requred.
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9. Final Processes. Click to “Save” the information entered in your application. You can also choose to
“Print”, “Export to Word”, or “Export to PDF” your application.
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10. When you are ready, click to “Submit” your Annual Renewal and Study Progress Form to the Office
of Research and Innovation.

Townl Arm EETCTI ) T H G R R
PL:Wkar Tr chind neaton

Entjret Tl :

T Tamn: Bessach s gl Aarnsa To el a0t 520 Frpes
S | O | | el lgmllavad gt | | S -

[ Bt | R Bl Bl s Rt el Sy P | Amcests | Ligs | b |

Holsis)

Feb. 6, 2024 Researcher Manual — Submitting a Research Ethics Annual Renewal and Study Progress Form



