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Online Research Ethics System application process for 
staff & PGR students 

(also UG & PGT in School of Education)

• Student creates application, email sent to supervisor to let 
them know, supervisor can return for changes or send on to 
administrator

• Staff application is sent directly to administrator

• Administrative review: If documents not completed correctly 
or some missing, will return to applicant with comment 
document for correction. All questions on application must be 
answered.
Examples: Ethical risks section on form must be completed 
and signed.  Participant Information Sheet must have 
paragraph about confidentiality.
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Online Research Ethics System application process for 
staff & PGR students 

(also UG & PGT in School of Education)

Committee Reviewer:   Has two weeks to complete review, upload 
comment document and recommendation to lead.
Lead Reviewer:   Has further one week to complete, upload collated 
comments and final outcome.

Approve: with approval letter
Reject: with rejection letter
Major Changes Required – collated comments detailing changes, applicant to 
resubmit, goes to both reviewers
Minor  Changes Required - collated comments detailing changes, applicant to 
resubmit, goes to lead reviewer only

When resubmitting application must fill in Resubmission Document* to show how 
they have addressed the feedback.

* This is given as copy of collated comments with response section to be completed and reuploaded
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Common problems with applications

Inadequate, insufficiently informative description of research project proposed.

Inadequate consideration of research ethics risks involved (by applicant and where 
applicable by supervisors).

Poorly prepared research materials, including inappropriate technical language in 
“plain language statements” / participant information sheets.

Failure to follow guidance: e.g. omitting to identify, in PLS, an independent person to 
refer questions/concerns; a lack of detail where required

Inadequate consent forms.
Other Issues:

Insufficient time before project starts. There is a fast track process but only for 
special cases – e.g. where funding body demands a quick response. Normally 
should allow up to 6 weeks.*
Gatekeepers and permission, informed consent and confidentiality.
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Amendments to approved application

There is an amendments process, a form to submit to the 
Committee/Forum if there are proposed: 

• Changes to the study design.

• Changes to procedures undertaken by participants.

• Changes/addition to the key study documents.

• Changes to key/senior supervisory staff.

• Changes to time-scale.

Changes cannot be implemented until Approval is confirmed.
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