Helpful Tips When Submitting or Reviewing an Ethics Protocol

A. Complete Submission: 
a. Ensure the application is complete by attaching:
i. The appropriate Protocol form (HPRC or IREB) – please provide a response for each question
ii. Consent Form(s) – written, verbal; separate forms for each activity
iii. Instruments (e.g. survey, interview questions etc.)
iv. Appendices (e.g. Letters of permission/ approval certificates)

B. Protocol Form: Here are some key points to pay attention to when completing/ reviewing a protocol. ORE often has to follow up with researchers regarding the following:
a. General:
i. Please provide a response for each question. Responses should be inserted under each question; please do not refer to an attached appendix.
b. Part A – Question 15 – External permission/ approval: 
i. If you are conducting research with another institution/ organization, please ensure that appropriate permissions/ approvals are included. It is the researcher’s responsibility to ensure that permission/ approval is sought before conducting any research with human participants.
ii. Conditional approval will be issued if permissions/ approvals are pending. You can indicate that you are in the process of seeking permissions/ approvals and will forward it upon receipt.
c. Part B – Question 1 – Nature of the Research: 
i. The nature of the research must be adequately described (but concise) as the REB does not review research proposals.
d. Part B – Questions 3 - Recruitment:
i. List ALL recruitment methods
ii. Describe how recruitment will take place with each of the methods listed
1. Note that if you are requesting an institute/ unit to assist with your recruitment, it is the researcher’s responsibility to ensure that appropriate permissions are sought prior to commencing any recruitment. 
iii. Remember to append a copy of the advertisement, recruitment message, poster etc.
1. For recruitment via post on social media sites (e.g., Facebook/ Twitter/ Instagram), if researchers will post recruitment messages in social media groups, permission from the administrator will need to be obtained prior to any messages being posted. A copy of the permission/approval is not required for our records, however the researcher should confirm that appropriate permission will be sought.
e. Part B – Question 4 - Inducements:
i. Clearly indicate the inducement being offered and the (approximate amount) and how the inducement will be provided.
ii. For inducements/compensation, they cannot be tied to the completion of the study. Careful wording should be used on the consent forms to indicate this (i.e., suggested wording may be “for your participation in X, you will receive X”).   
iii. The inducement must be provided to the participant even if they withdraw from the study without completion of the research activity as per the TCPS. This needs to be clearly indicated on the consent form.
f. Part B – Question 5 – What the participant(s) will be asked to do:
i. Please indicate each research activity that participants are asked to take part in.
ii. Where/how it will take place (e.g. in-person – location and/or online – what platform) and the approximate time expected.
iii. For analyses of social media posts (e.g., Facebook/Twitter/Instagram), researchers should provide information on which accounts they may be viewing, as not all accounts are considered publicly accessible. For instance, some Twitter posts may require access via a login/username. Additionally, Twitter/Instagram may restrict viewing access to those with accounts. As such, the data would not be considered publicly available and ethics review is required. Permission/approval may also be needed from the account administrator to analyse/use posts for research purposes.
g. For Part B – Question 6 - Risks:
i. Consideration should be given for any potential risks. At times, researchers indicate that there are no associated risks/harms, however, studies do tend to carry a certain level of risk, even minimal. This can be discerned by viewing questions (survey/focus group/interview) to be posed to participants, as well as information in the TD2 form regarding data security and social risks (i.e., small population and working with experts in the field, participants may be identified by their responses, even if they are not named).
h. For Part B - Question 11 b) - Anonymity of participants:
i.  If researchers are engaging in research activities where participants will be known either to the researcher (e.g., interviews, in-person experiments, participant emails gathered to provide inducement) or other participants (e.g., focus groups), researchers should respond “No” to this question.  You can note that anonymity and confidentiality will be provided in any final research publications/ reports.

C. Informed Consent Process & Forms: It is recommended that researchers use the Informed Consent Form template as it contains all the necessary consent language.
a. Researchers should have separate consent forms for each research activity. For example, one for surveys, one for focus groups, one for interviews, etc.
b. If there are different participants within the research that lead to different questions being posed in interviews/surveys/focus groups, etc. and/or differences in risks, separate consent forms should also be used for each group of participants. 
c. Data destruction/retention – researchers should clearly indicate which data is to be destroyed and/or retained. This should also be communicated to participants on the consent form(s). 
d. The inducement must be provided to the participant even if they withdraw from the study without completion of the research activity as per the TCPS. This needs to be clearly indicated on the consent form.
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