RESEARCHER MANUAL
SUBMITTING A RESEARCH ETHICS AMENDMENT FORM

Please submit a Research Ethics Amendment Form (Event Form) when you need to make changes to 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

reb@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 Amendment 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).

Weicome: Sharleen Balogh | Home | MyProfie | ContactUs | Help | Logout
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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 Amendment Form” to open it.
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Event Form Name | Description

rch Ethics Boar In cases where the nature and/or the extent of the propased modifications are substantial, such that the changes result in a study that deviates substantially from the originally approved study or previous modified study, the RES reserves the right to require that a new application
Amendment form farm be submitted.
Any unarticipated problem that increases the level of risk to participants or has ather ethical implications should be reported to the RER without delay. Changes that need to be made to reduce or eliminate immediate risks) to participants are to be implemented, followed by a

Research Ethics Board o
P e e RE at the eariiest o r ns from the approved res n reparting to thy 2y be summarized and submited at the time of Annual Ren dy Closure through an Amendment Form. I you wou
Unantcipred robiem sorm port o the At at the sarlest pportunty Minar devatons fram the approved research prejec do not require mmedite reporing 1 the RE5 and may be summarized and submised at e tme of Arnusl Renewal. o Sty Cosure thraugh an Amendmert Farm. f you vould

ke to speal ith a member of the haard, or the board Chair regarding this prablem please call 250-050-5735. Canversations can ba of immeciate support, and assurance. The Form will tll neec to be completed in due course.
Besearch Fthirs Board nnual . . X
" - This form must be submitted 2t least a week before the date of expiry fsted on the latest approval etter. f your study is complete, please fil ut the "Study Closure Form” instead. f you have changes to be reviewed for this study, they will need to be recorded on an Amendment
- WEIOQIESS | pyrmy and submitted separate from the “Annual Renewal and Study Progress Farm. The processas for a renewal or an amendment have been separcted
i
rd Study . ; ) )
v B 1his form must be submitted to close your REB appraved study once it has concluded, I the date of expiry listed on your iital approval letter s appraaching and your study i not yet complete, please submit an *Annual Renewal and Study Progress Fom”

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.

File Ho: 6009230 - Ref No : 2426
h and Innovation Event Form: Research Ethics Board Amendment Form

Save | | Close |  Frint | ExpotloWord |  EomloFOF | Submit

Eventiafo | * Research Ethics Board Amendment Form | Atachments | Loegs | Emors |

I Hote(s)

5. Proceed to the “Research Ethics Board Amendment Form” tab. This tab includes event-
specific questions to assess the nature of amendment request. Answer the questions on the

“Research Team”, “Project Funding”, “Project Information and Progress”, and “Requested
Study Modifications” sub-tabs (red rectangle below).
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NOTE: fields marked with a red asterisk (*) are mandatory, but please answer all questions
relevant to your event form submission.

PL: Wilson Tracy(Office of Research and Innovation) Ewent Form: Resqarch Ethies Board Amendment Form
Project Title : Testing Romen

Save Close. Pt Export to Word Export ta POF Submit
(Evetinlo | Research et Board Amendment form | _atachnens | _togs | s )
| * 1. Ressarch Team ||~ Projectunding | * 3. Project information and Progress | _* 4. Requested Study Modifications_|

@ 1.1 fFinere is orwill be 3 new Principal Investigator, or the Principal Investigator's contact information has changed. please provide the name and all contact infarmation below

40 1.2 Have thers baen. or ara there changes 1o be made to the membars of the research Leam, or 1o their prmary contact information since the last REB approval?
Please ensure all changes to the Research Team made since the last REB approval or to be.
made Bough th Amencment Form, are oulined n s Tat 3 responses
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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).

Event Form: Research Ethics Board Amendment Form
Save | (Cose| | Pit| | ExpottoWord | | ExpottoPDE | | Submt

[Eventinfo |~ Research Ethics 8oard Amendment Form | Attachments | _Logs Errc
Please use "Add Attachment” button at the bottom of this page to attach all necessary support documents for your Research Ethics Support that are modified from the originally approved version need to
have all modifications identified by highlighting and underlining new text, and uslng strike through for text ml is to be removed. Document 'ooton are to be updmd with the new document creation date, and version number, that corresponds to
the version number of the document file name. Ensure to use a 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 p: Jof ); Other REB app Consents from M}onglnal groups or orgamzallons Other requhea consents;
Safe Research Plan for In-Person involving that may face il risk of COVID-19, or communities where Iocal policies and protocols are in place the materials
(e.g., posters, letters, emall scripts, and media Participant lion letter(s); Participant consent form(s); Interview protocols, questionnaires, survey Inslmmenls (As per TCPS2, Amcle 10 5, in studies using
emergent design in data collection final versions of i ires or interview must be i to the REB as soon as they become
contract(s); Research proposal; Any other applicable documents.
Please refer to these Guil and in preparing supporting

Research Risk Assessment Guidelines. pdf

Information Letter and Consent Form Guidelines docx
Information Latter and Consent Form Template docx
Confidentiaity and Non-Disclosure Agreement tempiate docx
REB Template for Amendment Apphcation Development docx
Recnitment_Poster_Template docx

Add Attachment
NOTE : The maxmunm individual attachment size is 10M8. All attachments farger than 10M8 will stall the system, and your data may be lost.
However, you may upload multiple attachments, provided that each is no larger than 10MB.
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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

upload e
Attachment:
Allowsa Fis Types:

P20, 0. g, . o, s, s 2 P B, b, pp, e, g
Allowsd Fil Size: 10 W

Version Date:

Doc Agreement  [--Salect Gne--

it 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.

Save | Cose|  Prnt | | Exporttoword | | Exportto FOF | Submit

([ oortinte | Resemch s oo et Form | ciments | toge

I @ Event Workfiow Log O Event Log I

Timestamp - Activity Log Warkfiow State Workfiow Message User RoleGraup.
Mo records to dsply.

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.

save.| |[Cose| .Pum. _Egottoword| . EpottoPOF.| . Submit

Eventinfo | Research Ethics Board Amendment Form

Attachments | Logs | rror

Research Ethics Board Amendment Form - 1. Research Team: formation since the st REB 3pproval & requred.

Research Ethics Board Amendment Form -> 1. Research Tear the study protocol was nkaly approved? s requred.

Research Ethics Board Amendment Form ssr00m Project”, by Facul Graduate Student, or Undergraduate Student? & requrad.

Research Ethics Board Amendn recent ethics 2pproval & requred
Research Ethics Board Amend
Research Ethics Board Amend o

Research Ethics Board Amendm 3. Project Informats

man particpants? If “No, proceed to question 3.9. § requIed.

v have impications f

Research Ethics Board Amendment Form -> 3. Project Information and Progress:3.9 An unanticpated or & COnduct of the study or the integriy of the research data. After reading the defition of “Unanticpated problems” i the guidance note, are there any unanticpated problems that have
occumed? & raqured.

Research Ethics Board Amendment Form -> of the study. Incude detals on adjustments to the study Implementation and s tmeines. & requirad.

Research Ethics Board Am

Research Ethics Board Am
Research Ethics Board Am

Research Ethics Board Am

Research Ethics Board Amendment Form ->

Research Ethics Board Amendment Form >
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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.

Epontoror. | Submt

10. When you are ready, click to “Submit” your Amendment Form to the Office of Research and
Innovation. Once you do so, a Work Flow Action comment box will pop up. If you have any additional
comments, enter them here. Please do not put any confidential or sensitive information in the comment
box, as this can be seen by reviewers and Office of Research and Innovation staff.

Event Form: Research Ethics Board Amendiment Form

Save | | Close | Print, | ExporttoWord |  EgomloFDF . | Submit

Cne it | Rasercn Evics Bord Amendmentorm | avachments | Lo | o |
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