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Tips for Submitting Your Proposal

TIPS FOR SUBMITTING YOUR PROPOSAL TO THE

NSAC RESEARCH ETHICS BOARD
Does my project need ethics review?

All faculty and staff who will be undertaking human subject research, regardless of whether the research is funded or unfunded, must have their project reviewed and approved by the NSAC Research Ethics Board (REB).

All graduate students who will be undertaking human subject research for their thesis must have their project reviewed and approved by the NSAC REB before beginning their research.

What does “human subject research” mean?

The REB defines research as a systematic investigation to establish facts, principles or generalizable knowledge”.  It includes both quantitative and qualitative methodologies such as:
· surveys or questionnaires

· interviews and focus groups

· human sampling (tissues)

· human testing (psychological, physiological)

· human behavioural observation

Human subject research which requires ethics review includes research that involves:
· living human subjects

· human remains, cadavers, tissues, biological fluids, embryos or fetuses

· secondary use of data that was originally collected for a purpose other than research

· observation of human behaviour in a natural environment

· third-party interviews (interviews of an individual for information about another individual)
Human subject research that DOES NOT require ethics review includes:

· research which only uses publicly available information (published reports and literature, Statistics Canada data)

· secondary use of pooled data which cannot be linked to the original subjects

· quality assurance studies, performance reviews or testing within normal educational requirements

· observation of subjects at public meetings or political rallies
My project needs ethics review … what should I do?

1. If this is your first ethics submission to the NSAC REB, then you must complete the Online Tutorial located at  http://www.pre.ethics.gc.ca/english/tutorial/.  When you complete the tutorial, you will receive a certificate.  You must submit a copy of the certificate to Carolyn Terry at the Research & Graduate Studies Office with your first REB submission.
2. Obtain a copy of the guidelines on how to prepare and submit an application.  The guidelines provide complete instructions on preparing an ethics submission, and are available online at:  http://nsac.ca/research/researchers or you may contact Carolyn Terry at 893-4413 or by e-mail at: cterry@nsac.ca.
3. Check the list of submission deadlines.  The deadlines are usually mid-month and about two weeks before the REB meetings.  The REB does not meet in July or August and therefore you are not able to submit a proposal for review during this time.  Proposals will only be considered during July or August in emergency situations.
4. Prepare your submission.  A submission consists of two parts:

· The Application
· Supplementary Documentation

An Application consists of:

· a completed REB Checklist for Submissions form

· a research summary

· copies of questionnaires, interview guides, recruitment ads or telephone scripts

· copies of consent forms, information letters

· Confirmation of Supervisor’s Review form (if you are a graduate student writing a thesis)

Supplementary Documentation includes (as applicable)

· grant applications

· research contracts

· confidentiality agreements that pertain to the research

· principal or co-investigator’s brochures

· thesis proposals

· permission or support letters from agencies

· copies of any funding agreements that are linked to the project

5. Deliver the appropriate number of copies (see guidelines for submission) of your ethics submission to Carolyn Terry, Research & Graduate Studies Office, Cumming Hall before 4:30 p.m. on the day of the deadline.

What happens next?

· Your project will be sent from the Research & Graduate Studies Office to all members of the REB.

· Projects will be reviewed at the next monthly REB meeting.  A letter detailing any necessary revisions will be sent to you shortly after the REB meeting.  Letters to graduate students will also be copied to the graduate student’s Supervisor.
· If your project requires major revisions, the revision letter will ask that you print sufficient copies of your revised documents for the full REB to review.  You must observe the submission deadline when sending your revisions back to the REB, as they will be dealt with at a regular REB monthly meeting.

· If your project requires minor revisions, the REB Chair alone, or, a few designated members of the REB, may be appointed to review your proposal outside of a regular REB meeting. The letter will specify the number of copies to be provided. You should submit these as soon as possible.
· When you have successfully completed the requested revisions, your project will be approved by the REB and you (or for graduate students, both the student and his/her supervisor) will be notified by e-mail, and advised of the effective date of approval.  You may begin your research immediately as of the effective date.  You will receive a formal approval letter shortly after your e-mail notification.  An e-mail notification is also sent to the Research & Graduate Studies Office.

How long does this all take?

If only minor revisions are required, the review process can take as little as four weeks (from submission to e-mail approval notification).  This depends, in part, on how quickly you make your revisions.  Please note, very few projects are approved without some revisions.

If significant changes are necessary, there may be two or three rounds of revisions and the process will take longer, although generally not more than six or seven weeks.  If, after two rounds of FULL review by the REB (all members of the REB review the submission), and serious difficulties remain, the REB Chair may meet with you or under exceptional circumstances may request that you attend the next REB meeting to discuss the project to try to resolve the outstanding issues.  Graduate students will be invited to the meeting with their Supervisor.  This is very rarely necessary.

My project has been approved … I’m finished, right?

Almost … each ethics approval is valid for 12 months from the effective date.  If you complete your project before the expiry date of your approval, you must notify the REB through the NSAC Research & Graduate Studies Office that your project is finished.  You will then be asked to complete a brief final report to complete your file.  If your project is still underway, then you will be asked to complete an annual report to have your approval extended for an additional 12 months, at the end of which a final report is required.
Also, if you wish to make changes to your methodology or any of the research instruments or documents (for example, consent forms, recruitment ads) during your research, you are required to resubmit these for review as an amendment to your project.  Amendments are normally reviewed within a few days.

Is there anything else I should know?

Graduate students are advised that before they submit their project for ethics review, they must ensure that the research proposal has been reviewed and approved by their Supervisor and that he/she completes a copy of the Confirmation of Supervisor’s Review form.  This form is available on our website at: http://nsac.ca/research/researchers .
If you have any questions or need help, please contact Steven Dukeshire, Chair, Research Ethics Board for NSAC (ph. 893-6593 or e-mail sdukeshire@nsac.ca).
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