How to Apply for a Letter of Authorization to Conduct Research

All studies running at Fraser Health must submit an application to Initiate a Project Record in
additionto the REB review. Thisapplicationform is located in new application forms section of
the awards module of the ROMEO research portal. The purpose of thisform is to ensure all
necessary approvals are in place for the study to begin. Additional applications for operational
approvals, such as a Privacy review, may be required dependingon the nature of the study.

The application to Initiate a Project Record in Fraser Health may be submitted concurrent to the
ethicsreview application on ROMEO for studies applying for approval in Fraser Health only, or
concurrent to the ethicsreview application on the Provincial Research Ethics Platform hosted
on the UBC RISe system for multi-jurisdictional research.

1. Log-into the ROMEO Research Portal

If you are a firsttime user, you must click the Registerbutton to create an account. Your
username should be your primary email address. Once you have registered, you will receive
an automatic email with instructions on setting up your password.

%7 fraserhealth

Better health. Best in health care.

Login

Username

Enter email for your
username

Password

Use your default language
®Yes O No

Login Register Reset Password

If you have already been an investigator or main contract on a previous submission to the
Fraser Health Research Ethics Board (FHREB), you will likely already be registered. You can
insertyour primary email addressin the Username and select “Reset Password” to create a new
password.



2. Select “Apply New”
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3. Select “Application to Initiate a Project Record”

%7 fraserhealth

Better health. Best in health care.

BACKTO | Seaon [ Fdw o .|

HOME N

New Application Forms

Office of Research Ethics

Application Name Dascrption

Intial Apwncatian for Sock Behaviard ks appiication fom Is for inital ethikcs approval of socal or Benaveosrsl research sty

Studies

Inmial Apeication for Cinical Studes This application farm s Tor Initial ettics approvil of clicvcnl resenrch studies, ncuding chart reviews,

cinical resesrch registnies, and dinical trals

Office of Research Services

Applicaty Descrption
This Is & form 1o nttiate & projoct record, Moase complets this form when! submetting an Intarma or
a0 & " vTI. ey
atiof to lritiate a Pruked Recud oxternal grant appiication, or whan Baning a research project that requines o Fid cost cantre

APPLY NEW | News | Usetul Links |

Status

Open

Open

Status

Open

Once you select the appropriate applicationform, you will be assigned a temporary Application
Reference Numberwill the applicationis in draft format. This will be replaced with a permanent
File Numberonce the applicationform is submitted. Please note the File Numberwill be
differentfromthe File Numberassociated with the FHREB application (if applicable).

**Note that if you have already submitted an Application to Initiate a Project Record for this

study, skip to step 9**



4. Complete the Project Info Tab
Enter the study title, start & end dates and keywords.

The Related Certifications section of this tab allowsyou to connect the operational and
institutional approvals with the REB applicationin the ROMEO Research Portal.
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For studies with an existing REB application on ROMEQ: Select “SEARCH”. This will generate a
list of your existing REB applications. Select the appropriate study.
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For studiesthat have not yetapplied for REB review on ROMEO: Select “ADD NEW”. This will
generate an opentext boxin which you can indicate you have not yet submitted for REB
review.



For multi-jurisdictional studies that have applied forharmonized REB review on the Provincial
Research Ethics Platform hosted on the UBC RISe portal: Select “ADD NEW”. This will generate
an open textbox in which you must indicate the H-Number for the study.
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5. Complete the Project Team Member Tab
The Principal Investigator’s information will automatically populate with the information of the

individual makingthe application.
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Allidentified projectteam members can contribute to an application form pre-submission, but
only the Pl can submitan applicationform. If the application form has beeninitiated by a team
memberor research coordinator, the role of Principal Investigator will automatically be
populated with that individual’sinformation. This can be switched at any time using the
“Change P1” function. Do not manually type in the PI’s name. Once thisis complete, remember
to re-add yourselfto the application as a team member.

Use the Add New button to find and team membersto the submission. Use the Search Profiles
button to find and selectteam members from the ROMEO portal database. Once the Team
Member’s profile is located, selectthe appropriate role in the projectfrom the drop-down list.
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Project Team Member Info

For thissection, itis not requiredto include all team members on the study, only those you

wishto grant online access to (e.g. those who have been designated to submitforms on behalf
of the PI).

What Happens If | Can’t Find My Team Members?

If you cannot find this person inthe database, please have them registeran account.



6. Project Sponsor Tab

Insert information about the projectsponsor or funderin thissection, as applicable.
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Use the “Add New” button to add sponsors/fundersto the project record. Locate the
sponsors/funders by selecting “Agency”.
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Use the search function to locate the appropriate Agency name. If the sponsor/funderis not
listed, contact Adriel.Orena@fraserhealth.ca to add the sponsor/funder.
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7. Complete the Application to Initiate a Project Record tab.
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The project intake form informs us about the services that you'll require from the Department of Evaluation and Research Services (DERS)

0 1.1) * Princpsdl Invesagator afilation stadus

POl wesipatnrs ol sessmch Deopcts Condatnd o
Frasor Hoolth must e Frasec Hoalth emplopoes prvwkged
DITPSTRNG [F SCATTID ITeasigmom Who have sgned (mio
00 ATERMON SOOIt with Fraces Hastn If an alibason
agooment £ reaurcd, plaace subad an AMlalon Agrosmont
Racuerst Lvent Form || appicatse, the Lotier of Authonzaton
1) Conguet Rasamch wabk nof D s snid B AN Ron
AQSOMGNT % Gracutac

W Fraser Heoth employes/privieged physigan
J Bxtemal Academic Investigator with FH affilaticn status granted
! Extemal Acodemic Investigator - FH affilistion status not yet granted {Submi Event form for Affilation Status Request)

0 1.2) * Fraser Heaith Shudy Shels)
|Gneck afl that appy

) Moorstord Regional Hospital and Cancsr Certre
) Burnaby Hospital

() crvtiwack General Hospital

) Dea Hospital

) Eagls Ridge Hospitsel

This section collects information about the nature of the project being submitted (e.g.a
requestto apply for external research funding, a requestfor a Letter of Authorization
for an existing project), and will identify the necessary sub-approvals required before
the Letter of Authorization can be issued.



8. Submit the application form

Once you selectthe appropriate application form, you will be assigned a temporary Application
Reference Number will the applicationis in draft format. This will be replaced with a permanent
File Numberonce the applicationform is submitted.

Complete the questionsfoundin each tab. Make sure to SAVE your work frequently. If you
close the application or browserwithout saving, all changes will be lost. Note that questions
with a *red asterisk are required.

If no further sub-approvals are required, the Department of Evaluation and Research Services
willissue the Letter of Authorizationin the Attachments tab and mark the submission as
“Active”.

If furthersub-approvals are required, the application will be marked as “Pending”. Please follow
the nextsteps.

9. Navigate to “Applications: Post-Review” from your home page
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10. Locate the appropriate study from the list.

Select “Events” to access the intake forms for the sub-approvals.
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11. Events Page

The events page will provide a list of applications related to the various sub-approvals that may
be required. Complete each form as necessary. Multiple forms may be submitted concurrently.
If you are unsure whichforms are required for your study, please contact
Research.Approvals@fraserhealth.ca forguidance.
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12. Complete and submit each form, as applicable

If any changes are required, you will be directly notified, and the eventforms will be
visible as “Events: Requiring Attention” on your home page.
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13. Click “Events: Requiring Attention”

This will show you the list of all submissions with Events Requiring Attention. Select
“Events” from the file you wish to resubmit.
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14. Events Page

The Events Page isthe same page where Event applications can be found. Scroll to the

bottom of the page to find the Events Requiring Attention. Select “Latest Workflow” to
see changes required.
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15. Latest Workflow

This section will provide instructions on what changes are neededtothe eventapplication.
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16. Re-Submit.

Make any changes to the Event Application form and/or Attachments as required, and re-
submit. Once all applicable Event forms are submitted and approved, the Letter of

Authorization will be released in the Attachments tab and the study will be marked as
“Active”.
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