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1. Overview

MacEwan University has procured and implemented a new ethics management system
called WorkTribe to replace ROMEOQO, which will be sunsetting in 2027.

Active files that were initially approved in ROMEO have been migrated to WorkTribe by the
Office of Research Services. Once notified, you can continue to manage your approved
ethics applications within WorkTribe, including sharing amendments and requesting
extensions. After December 1%, all new studies should be submitted using WorkTribe, not
ROMEO.

2. Accessing WorkTribe

MacEwan Faculty and Staff

All MacEwan researchers can access the login screen on the Human or Animal Research
Ethics websites. The link to login can be found here.

Enter your MacEwan username and password.

Students and External Researchers

If you need to have students or external researchers or added to the project (meaning
they require access to update and revise this application), you must submit a Person
of Interest Account Request Form (POIl) in the forms cabinet. Choose the “Non-

affiliated Student Research Assistant/Research Personnel” option for POl type. You will
need to obtain the following information from the person for whom you are requesting
access in order to submit the form:

1. First Name, Last Name

2. MacEwan ID #, if applicable (If they have previously been affiliated/or are currently
affiliated with MacEwan University as a student, employee, or person of interest,
they will have been assigned a 7-digit MacEwan ID #)

3. Date of birth (YYYY/MM/DD)

4. Cell phone Number

5. Asigned copy of the Confidentiality Agreement

You will receive an email update once the POI has been created.


https://macewan.worktribe.com/
https://www.cognitoforms.com/macewanuniversity8/personofinterestpoiaccountrequestform2/?source=login
https://www.cognitoforms.com/macewanuniversity8/personofinterestpoiaccountrequestform2/?source=login
https://drive.google.com/uc?export=download&id=116LpAvN3MkjmcUp5pxgmQp5kcXOL-ogj

Note that you will need to use the entire email address to login as a POI:
[userID]@macewan.ca

a. Navigating your homepage

The WorkTribe landing page has a variety of tabs and fields all assigned for specific functions.
Understanding how the tabs and functions work will help you move through the ethics review
process more easily.

After logging in the WorkTribe homepage will appear with five tabs at the top of the page in the
blue bar: Home, Messages, Profiles, Ethics, Help

i. Home

The home tab is located at the top left-hand side of the landing page. Clicking it will return
you to the homepage.

A list of your recent activities will be displayed:

Worktribe.

Home Messages Profiles Ethics Admin Help

Hello Rebecca Mitchell
Welcome to Worktribe.

Recent Ethics Applications Ethics Reviews Shared Reports

Recent

Profile: Rebecca Mitchell

JobTitle Research Ethics Officer
OrgUnit Research
Other Org Units  Office of VP Academic &Provost

_ Org Unit: MacEwan University

Tabs in Home:

-

Recent: shows a list of recently accessed applications & other activities

Ethics Applications: A summary of all your ethics applications, along with their risk
assessment and review status.



Ethics Reviews: If you are on an ethics board (REB, AREB) and have been assigned
applications to review, they can be found under this tab.

Meetings: If you have been invited to attend a research ethics board meeting, either as a
committee member or as a guest, meeting details and materials will be provided here.

Shared Reports: A summary of the reports your projects have been pulled into.

ii. Messages
When you are tagged in comments, have a change in study status, or if a decision has been
made about your study, you will have a red indicator beside the Messages tab, showing how
many new notifications are awaiting your attention.

Worktribe.

Rebecca Mitchell

Home  Messages  Profiles  Ethics ~ Admin  Help

Messages
& Messages (6)
Al
Unread & AeahMcCorry Ethics Application: AREB Review Example

Response: approved

8days ago

Types

AllTypes @ BarryBiology nfo | Ethics Progress Report: Animal Research Renewal 9daysago

Ethics Applications 1 have finished my report

Ethics Progress Reports. o Barry Biology

Ethics Reviews

Request  Ethics Application: Test for Review Pathway 9daysago

Please review this application extension

& BarryBiology Info Ethics Progress Report: Human Ethics Renewal 9days ago

I have finished my report

& AeahMcCorry info Ethics Review: Test for Review Pathway 9days ago

I have completed my review

B \Wiartbrinn

You will also receive an email notification with a link to the relevant file.

iii. Profiles
All WorkTribe users will have a corresponding Profile in which your basic informationis
stored. You can find your profile by navigating to ‘Profiles’ -> ‘My Profile’.

Your Profile will have three tabs:

Summary - summarizes your personal information, with the option to change your profile
photo

Details — you can update your profile with any information you would like to include

Ethics Applications — displays all the applications where you are the primary applicant,
along with their review status and risk levels.



Worktribe.

Home.

ﬁ %
v

Ethics Applications (10)

New Animal Ethics App
Risk @ Minimal Risk
Applicant | Rebecca Mitchell
OrgUnit Research

Version 10
Risk Status | [7]Review

Profile: Rebecca Mitchell

Research Ethics Officer in Re h and Office of VP Academic &P

Status

[ InProgress (2)
[ Review (3)

[ Approved (2)
[T superseded (3)

Above Minimal Risk (3) — . .
Test Application for Animal Research Ethics Board

@ Minimal Risk (6)
Risk @ Minimal Risk
Not Set (1) Applicant  Rebecca Mitchell
OrgUnit Research
Org Unit Version 10

Status | [] Review

Test Application for Research Ethics Board
Risk @ Minimal Risk
Applicant | Rebecca Mitchell
OrgUnit Research

Version 10

ASS Intl Language Centre (1)
Research (3)

iv. Ethics

The Ethics tabis used to manage new and
ongoing ethics applications.

Most importantly:

Create Applications - starts a new ethics
application. If you click here, you will be
prompted to input initial details about your
study, and will then be taken to the ethics
application form.

My Applications — all your ethics applications

can be found here, including approved
applications

v. Help

Rebecca Mitc!

hell

Add Ethics Application I =~ |

Worktribe.
Home  Messages  Profiles
Status

[ InProgress (2)
[ Review (3)
[ Approved (2)
[ Superseded (3)
Risk
Above Minimal Risk (3)
8 Minimal Risk (6)
Not Set (1)
Org Unit
ASS Intl Language Centre (1)
Research (3)
Applicant

Rebecca Mitchell (10)

Supervisor

Aleah McCorry (6)

x O

Ethics  Admin
Create Application

My Applications

My Reviews

My Progress Reports

My Meetings

Assigned ToMe

All Applications

All Reviews

All Progress Reports

All Committees

All Meetings

Shared Reports

Search Applications

Expiring Approvals

Reports

Help

Risk
Applicant
Org Unit
Version
Status

Risk
Applicant
Org Unit
Version
Status

Risk
Applicant
Org Unit
Version
Status

@ Minimal Risk
Rebecca Mitchell
Research

10

[]Review

plication for Animal Research Ethics Board

@ Minimal Risk
Rebecca Mitchell
Research

10

[] Review

plication for Research Ethics Board

® Minimal Risk
Rebecca Mitchell
Research

10

[] Review

@ Minimal Risk

The Help tab will show any system-wide announcements, general help topics, a document
repository of MacEwan-specific guidance, and general information about WorkTribe itself.



3. Submitting a new application

Creating an ethics application

To start a new application, navigate to the Ethics tab on the blue bar, and select ‘Create
Application’. The following page will pop-up:

Add Ethics Application

* Project Title -

*Project Dates From: eg: 28 Sep 2026 [ To: eg:28Sep2026 e
Funders N

Project Description €)

* Applicant Rebecca Mitchell % - @
* Org Unit N
Research Areas v

Research Centres/Groups v

Themes -
Other Editors N
*Visibility People involved in this Application v
Tags o
* Is this a Student Project? ~

v

Create Ethics Application

While not required, we encourage you to assign research areas, centres, themes, and tags
to your project where relevant. These statistics are helpful for the generation of internal
ORS reports.



To add co-investigators that will have access to the ethics application, search for their
name in ‘Other Editors’. Those added here will be able to view and edit the application.

For Student Projects: If this is a student led-project, such as an honours thesis or
independent study, you how have the option to have the student create and submit the
application under their name (you willthen review the application before it is received by an
ethics board). If they don’t have a staff email account, they must first submit a Person of
Interest Form.

The student will then initiate the project themselves, and add you as their supervisor when
prompted:

1ags
* Is this a Student Project? Yes- Undergraduate ~ &

* Supervisor Rebecca Mitchell V]

Once the student submits the project, it goes to the supervisor for review. You can request
changes from the student as many times as you need before you approve it for ethics
review. Once you approve it for ethics review, it will then be forwarded to the
ORS/REB/AREB, as applicable.

Selecting participant population

As WorkTribe uses branching logic, your application type and corresponding questions will
be guided by your selections.

For human research: select ‘| am conducting research with human participants’
This is assigned to the Research Ethics Board for review.

For animalresearch: select ‘l am conducting research with animal participants’
This is assigned to the Animal Research Ethics Board for review.

This is a legacy/pre-existing file from ROMEO: select No. All your legacy files will be
transferred on your behalf by the Office of Research Services before you log on for the first
time.



Ethics Application: Test For User Guide (v1.0)
[T]1nProgress by you ‘Submit Application E
O Application Type 1 | Investigator Information 5 | GeneralStudy Information 11 | Human Participants Submission Checklist 2 Progress Reports

Scope

1 am conducting research with human participants [ -]

‘An undertaking involving living human participants who may be observed, provide information, data, or responses to interventions, stimuli, or questions that are intended to help answer the research question OR
an undertaking involving the use of human biological materials derived from living or deceased individuals

Yes No

| am conducting research with animal participants (-]

MacEwan University regards the use of animals in research, teaching and testing as valuable for continued progress in science and education. MacEwan accepts the use of experimental and teaching or display
animals as a privilege, one that comes with important ethical responsibilities. Research that involves animal subjects, which are all non-human living vertebrates and higher invertebrates as defined by the CCAC,
must be approved by the Animal Research Ethics Board (AREB). Proposals can be submitted anytime, but work on projects cannot begin until after an ethics proposal has been approved.

e n

This is a legacy/pre-existing file from ROMEO [ -]

e n

The example shown above is for a new project that will be using human participants or
their data in research.

Choosing the correct application type

Once your participant population

Please select one option from below: Il

is selected, you will see a series of

Standard Research Ethics Board (REB) Application
| am conducting a research project that involves the use of human participants and/or

their data description. Selectthe application

application types with a

type that best suits the work you

Course-based Research Ethics Application

I am an instructor of a course that involves students developing and executing small W| |_|_ be d0| ng_
research projects, for the purposes of learning how to conduct research. *Do not use

this form for Honours or Independent Study projects*

For research involving humans,

Externally Approved Studies Research Ethics Application yO u Wl l-l se le ct from sta nda rd;

| am a project team member for a study that already has approval from another

Canadian post-secondary academic institution. course- ba Sed! externa l.ly
approved, exemption, SoTL and

Request for REB Exemption Application

| need formal documentation stating my project is exempt from REB review for: the Seconda ry use Of data °

1. Publication/dissemination purposes

2. The release of funding for activities not involving human or animal participants or

their data If, after reviewing the descriptions,

you are still unsure of which
Scholarship of Teaching and Learning Ethics Application

| am engaging in the Scholarship of Teaching and Learning (i.e., systematic, evidence- a ppll cationtoc hoose, plea se
based inquiry into student learning in higher education)

email REB@macewan.ca.

Secondary Use of Data Application
| will be conducting research by accessing and analyzing information that was
originally collected for a purpose other than the current research project.



For research involving
animals, you will select
from research, teaching,
collaborative, exception and
breeding colony forms.

If, after reviewing the
descriptions, you are still
unsure of which application
to choose, please email
AREB@macewan.ca.

Completing the form

Please select one option from below: B

Research Animal Use Protocol
Your project involves research using an animal model.

Teaching Animal Use Protocol
Your project involves teaching using an animal model.

Collaborative Animal Use Protocol
You are collaborating with investigators at other (host) institutions, and the work is
taking place at the host institution.

Exception to AREB Review

Your project falls outside the scope of ethics review but still involves animals or their
tissue in some capacity. These activities, including Category A or ‘Other’ animal use,
must be registered with the AREB by completing this form.

Breeding Colony Animal Use Protocol
All animal models raised or held in an in-house colony must specifically be described in
an approved animal use protocol.

Once you have chosen your scope and application type, the form will start to branch

according to the specific nature of your project. Complete all required elements of the

form with as much information as you have.

Each tab will show a number in red, drawing your attention to sections that have not yet

been completed and are mandatory. You will not be able to submit your application without

completing these fields.

Uploading documents

To add your study documents, such as the consent forms, TCPS2 certificates,
guestionnaires, and other research tools, you can click and drag from your computer files
into the documents tab. You can also select “Add Document” to add a document by

selecting from your files. The system will automatically generate a name for your file, but
you can add the document ‘Type’ by selecting the pencil for each upload and choosing

from the dropdown list.

This populates a list on the left side of the tab, making it easier to find specific documents

when returning to make revisions after review or when submitting an amendment.



Ethics Application: Test For User Guide (v1.0)

[]InProgress by you Submit Application E

ApplicationType | Investigator Information 5 General Study Information 11 Participants 13 Risks and Benefits 4 Dataand Privacy 14
3 i
Human Participants Submission Checklist 2 Documents |BEEEEEE Ly

:
Type Documents Add Document E

Animal Welfare Assessment Report

(1)

Approval Letter - External Ethics [ Dropfiles here or click to upload.

Review (1)

Consent Form(s) or Assent Form(s)

(1)

Name “ Uploaded Updated

Human Ethics Renewal Approval 29 Sep 2026, 10:52 29Sep 2026, 10:53 SIxo
Consent Form Template Test 29 Sep 2026, 10:52 29 Sep 2026,10:52 SR
Animal Ethics Reviewer User Guides 29 Sep 2026,10:51 29 Sep 2026,10:52 SR

Submitting your application

Once you have completed your application, there will be no red numbers indicating
incomplete sections, and the ‘Submit Application’ button on the top right side of the form
will turn from gray to green. Select ‘Submit Application’ and confirm the declaration page
to move your study to review. If you have left a mandatory field incomplete, you will not be
able to submit your application and will be prompted to complete the field.

Test for User Guide

Declaration
Ethics applicants must attest to this declaration before they can submit an application for review.

The information in this form is accurate to the best of my knowledge and belief.

1 take full responsibility for the information provided in this application.

I will ensure that any changes in approved research protocols are reported promptly for approval by the relevant
Ethics committee.

1 will report any adverse or unforeseen events to the Ethics Committee.

I'will ensure that any external permissions necessary for the research to be undertaken are obtained prior to the
research taking place.

1 will comply with ethical, legal and professional frameworks, obligations and standards as required by the
University. statutory and regulatory authorities, and by funders and other relevant interest holders.

If any changes are made to the research which may impact the ethical approach or approval originally granted, |
will undertake to seek further approval for the research.

1 am aware of my responsibility to be up to date and comply with the requirements of the law.

1 will submit progress reports as required.

I understand that research records/data may be subject to inspection for audit purposes if required in the future.
1 take full responsibility for the actions of the research team and individuals supporting this study, and ensure all
those involved will be given training relevant to their role in the study.

lunderstand the expected standards of rigour and integrity and will maintain them at all times.

Yes, Confirmed




You will get a notification on the top of the page confirming that your application has been
submitted.

Worktribe.

Home Messages 4 Profiles Ethics Admin Help

) The application has been submitted.

Tracking review progress

Status

o You are able to check on your application to
I see where the study is in the review process.
o

M Bt b B Rt The study is first sent to Triage, where in-
office ORS staff will review your submission
m and request additional information, if

needed. You will receive a notification if
additional information is required.

Upcoming Meeting
October REB Meeting

Application deadline 7 Oct 2026

Meeting on 20 Oct 2026



If no changes or additional information is needed, Status
reviewers will be assigned to your project.

The status will change to ‘Review’. ?

While it will indicate when the next board meeting o m
is, it doesn’t necessarily mean that your study is
being reviewed at a board meeting - most

Upcoming Meeting

October REB Meeting
applications do not require a full board review.

Application deadline 7 Oct 2026
You will receive a separate notification from the Meeting on 20 Oct 2026
ORS if your study has been assigned for full board
review. Otherwise, you can assume the projectis Y—

undergoing a delegated review.

4. Addressing Reviewer Comments

If revisions are needed prior to approval, you will receive a notification indicating so. Your
study status will also change to ‘Revision’.

Status
While you will get an email notification o
letting you know revisions are needed, you @ Rebecca Mitchell

will no longer receive arevision request
letter, as you did with ROMEO. m

Upcoming Meeting
Instead, when you log back into your October REB Meeting
application, committee feedback will be d' ,' : ,I A

noted directly on the question that needs
revision. Response



When you log backin to your application, tabs with feedback/revisions in them will show
with a small speech bubble image. When you navigate to that tab, scroll down to any
guestions with the pop-up box, which will have a green speech bubble. Review the
comment, make the revisions directly on the application, and then select ‘Resolve’ on the
feedback box. Continue throughout the application, ensuring that all feedback is resolved

Worktribe.

Rebecca Mitchell
Home Messages 4 Profiles Ethics Admin Help

© The application has been returned for additional information.

Ethics Application: Test For User Guide (v0.1)

[T Revision by you

[3 Y LTl Review: Rebecca Mitchell and Aleah McCorry

€ Comments made here will be visible to the applicant

Resubmit Application E

Application Type ® |[[IWSLPRIGNIMINPS X W General Study Information % | Outside Scope of REB | Human Participants Submission Checklist m
oo

Investigator Information

Please describe your qualifications/experience, and how it is relevant to this project.

[+
Please include your date of TCPS-2 tutorial completion and attach the certificate to the Documents tab.
B /| = 2 & T « - E A B T

Include qualifications

Comment: Are there other investigators involved?
/ \_ Rebecca Mitchell 2minutes ago | View Originai
] I Where is this taking place?

ﬁ% ‘Write a comment ... (visible to the applicant) ... @
Are there other investigators involved? -

- )
v R

If revisions are needed on your attached documents, simply replace the document with an
updated, track-changed version. For example, if you are revising your consent form,

navigate to the Documents tab, and select the pencil beside the document you are
revising.



Home Messages Profiles Ethics Admin Help

Ethics Application: Test For User Guide (v1.0)

[l Approved

20TV T il Review: Rebecca Mitchell and Aleah McCorry (¥ ‘

€ Comments made here will be visible to the applicant

Type Documents

acapocument | == |

Animal Welfare Assessment Report

1)

Approval Letter - External Ethics [ Drop files here or click to upload
Review (1)

Consent Form(s) or Assent Form(s)

(1)

Name “ Uploaded Updated

Human Ethics Renewal Approval 29 Sep 2026, 10:52

29 Sep 2026, 10:58 x O
Consent Form Template Test 29 Sep 2026, 10:52 29 Sep 2026, 10:52 x O
Animal Ethics Reviewer User Guides 29 Sep 2026, 10:51 29 $ep 2026, 10:52 x o

Select 'replace’ to upload your track-changed version of the consent form, then select
’Update’.

Ethics Docum Consent Form Template Test

*File Consent Form Template Testdocx replace -
Name Consent Form Template Test

Description

Type Consent Formi(s) or Assent Form(s) %




Once all changes are made, their comments ‘Resolved’, and revised documents are
uploaded, the ‘Resubmit Application’ button on the top right of your study will turn green. If
the button is not green, you have not addressed all revisions. Select the button to return
your application for approval.

TF The application Nas Deen returned for aqartional mTormation.

ll Ethics Application: Test For User Guide (v0.1)

[ Revision by you

2P ERIEEEMY Review: Rebecca Mitchell and Aleah McCorry 7 |

€ Comments made here will be visible to the applicant

Application Type | Investigator Information [RESNSSETHCMIISINNDNE Outside Scope of REB | Human Participants Submission Checklist Progress Reports

General Study Information

Resubmit Application il = |

Institution(s) where the research project will be carried out.

Please check all that apply:

( MacEwan University ]

[] Elsewhere

If you’ve made all the requested changes, you will get a notification that your study has
been approved. This will be reflected in your study status.

r )
Summary m Application Type | Investigator Information | General Study Information | Outside Scope of REB | Human Participants Submission Checklist

Test for User Guide Status

Committee: Research Ethics Board ?
Funders: Academy of Korean Studies, Alberta Innovates °
Project Dates: 30 Sep 2026 - 16 Sep 2027 ]

Org Unit: Research 0
Risk: Minimal Risk |

o™

Rebecca Mitchell
Applicant

MacEwan Human
Ethics Admin
Ethics Officer



5. Accessing Your Approval Letter

When you receive a notification that your study has been approved, you can now download
the approval letter in WorkTribe.

Navigate to the drop-down menu on the right side of your project, and select ‘Templates’:

Rebecca Mitchell

Profiles Ethics Admin Help

I Ethics Application: Test For User Guide (v1.0)

[ Approved m m Mark Project Complete

Withdraw

SOl Review: Rebecca Mitchell and Aleah McCorry () ‘
Mark Unread

) Comments made here will be visible to the applicant

Summary @ Application Type Investigator Information General Study Information | Outside Scope of REB | Human Participants Submission Ch
Templates
o

Export

Unfollow

Test for User Guide Status Duplicate
Archive

Committee: Research Ethics Board ?

Funders: Academy of Korean Studies, Alberta Innovates ° Delete

Project Dates: 30Sep 2026 - 16 Sep 2027 ]

Destroy

Org Unit: Research °
Risk: Minimal Risk |
)

> “ Rebecca Mitchell
Applicant

Status Changes

Choose the approval template that applies to your study type (involving animal or human
participants), and your approval letter will be generated and saved onto your computer.

Download Test for User Guide i

a
Please select atemplate:

Animal Ethics Animal Ethics Animal Ethics Human Ethics Human Ethics
Amendment Approval Letter Renewal Approval Amendment Approval Letter
Approval Letter Approval Letter

Human Ethics
Renewal Approval
Letter




6. Amending an Approved Study

If you need to make any updates/changes to your approved study, you can submit an
‘Amendment’ for ethics review. Navigate to your study and select ‘Amend’. A pop-up box
will ask for details about why the study is being amended.

Worktribe. Search Rebecca Mitchell

Home Messages 2 Profiles Ethics Admin

Ethics Application: Test For User Guide (v1.0)

B e onena ] rma- ] ik roes cores S
2LV [l Review: Rebecca Mitchell and Aleah McCorry (W ;

€ Comments made here will be visible to the applicant

Summary Application Type | Investigator Information | General Study Information | Outside Scope of REB
Human Participants Submission Checklist Progress Reports

Test for User Guide Status

Committee: Research Ethics Board ?
FaICrS: Academy of Korean Studies, °
I

Alberta Innovates

Project Dates: 30Sep 2026 - 16 Sep 2027 °
|

Org Unit: Research

Risk: Minimal Risk (o}

FLL Rebecca Mitchell

Unlike ROMEOQO, where each change
was logged as a separate event, o | b | Gells | B | 65 | B
WorkTribe requires you to make the ~ ° ™™=

changes directly on the application

Worktribe. Searc Rebecca Mitchell

A Thisis aversion of Test for User Guide going through th process.

Ethics Application: Test For User Guide (v2.0)

form. You will see banners pmendnentbrves =
o ERSRER oot | s | rotcaton o | imestptorinormaton | et sy normaion | Owiesoeor o |
indicating that an amendment [ Homan PatcpontsSmision checeis | Decument T Resporse | progeseport T Vrsion T Coment
process has been instigated, and Test for User Guide status
that the version you are working on Gt esmncvisoors O

Funders: A::’ieret:y"(:‘o‘:tr::n udies, Rebecca Mitchell
is the amendment version. ProjectDates: 3052920261659 2027

Org Unit: Research

Upcoming Meeting

Risk: Minimal Risk
. . October REB Meeting
Even though it seems like you are s o rosin et 05z
overwriting your original application, .

Ethics Admin

the system itself will save a version



history in an audit trail. If you ever need to access previous versions of your application or
documents, you will be able to do so.

Similar to your initial approval process, if you wish to update any of your study documents,
simply ‘Replace’ the original document version with a track-changed updated version. A
history of each document version will also be accessible in the audit trail.

You will be notified if your amendment needs additional information, or if it has been
approved. Once it’s approved, you will see the version number of your project change:

€ The application has been marked as Approved.

I Ethics Application: Test For User Guide (v2.0)

F »
: i I Approved

Summary Application Type | Investigator Information ﬁ

Accessing your amendment approval letter is the same process as described above for
your initial study approval. Select the drop down menu, and navigate to ‘Templates’.

Download Test for User Guide [

-~
Please select a template:

Select the amendment

approval letter that
corresponds to your
Animal Ethics Animal Ethics Animal Ethics Human Ethics Human Ethics applicat|0n type, and Cl-ICk
Amendment Approval Letter Renewal Approval Amendment Approval Letter s s
Approval Letter Approval Letter DOWﬂ l.oa d .

o

Human Ethics
Renewal Approval
Letter




7. Submitting Progress Reports

Annual renewals, serious adverse events and, for animal studies, project closures, are all
managed through the ‘Progress Reports’ tab.

When your study was originally approved, the appropriate progress reports were assigned
to your study.

Worktribe. —

Rebecca Mitchell

Home Messages 2 Profiles Ethics Admin Help

© Thereport has been requested

Ethics Application: Test For User Guide (v2.0)

J— Lri ] [ compie L=

Application Type | Investigator Information | General Study Information | Outside Scope of REB
Human Participants Submission Checklist Progress Reports

Progress Reports E
Title Request Date Due Date Assigned To Status

Animal Ethics Closure Report 30 Sep 2026 Rebecca Mitchell D Requested b 4+
Animal Adverse Event 30Sep 2026 Rebecca Mitchell []Requested b &+
Animal Research Renewal 30Sep 2026 25 Nov 2026 Rebecca Mitchell D Requested b 4+

A renewal will be scheduled as a progress report to be completed on or before your study
end date. You will receive an automatically generated email reminder two weeks before

your renewal is due. DO NOT use the ‘Extend’ button highlighted in red in the above and
below screenshots.

You will also have access to adverse events and closure forms. They do not have an end
date, as they can be submitted when the orkirbe: L
appropriate time arises.

Home

© The report has been requested

. . . . ‘7'4 { Ethics Application: Test For User Guide (v2.0)
For studies using human participants, a 4 oo Prrec] - | rirerrmciconper TN

renewal progress report is set for your study S"W‘:““ — T

end date, with an email reminder two weeks  proeressreports

(=-]
before |tS due date. DO NOT use the ,Extend, Title Request Date Due Date Assigned To Status
Human Adverse Event 30Sep 2026 Rebecca Mitchell [TRequested xO

button.

Human Ethics Renewal 30 Sep 2026 15Sep 2027 Rebecca Mitchell [ IRequested xO



The adverse event form is available if needed. The study can be closed by selecting the
’Mark Project Complete’ button.
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