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1. Log in:

Whilst REAMS “runs” on all browsers, we recommend the use of Chrome for the best user experience.

Use this link to access the applicant side of REAMS known as ‘Forms’: https://reams.lancaster-
university.uk/ActivityForm/Index

Login name: your Lancaster e-mail address

Password: Lancasterl (or your personal password in case you had changed it)

2. The General System of REAMS

a)

b)

c)

d)

Application form: In REAMS all the questions that used to be part of the ethics application form
are now inbuilt into the system. The program leads you from one question to the next. REAMS is
interactive and only those questions that follow your earlier answers will appear.

Self-review: REAMS can determine if you project is simple enough ‘low-risk’ that you can get
approval without a review by the research ethics committee. This is called a self-review and you
may get an immediate authorization for you study. If your answers indicate a more complicated
or ‘high-risk’ ethical situation, you will be guided though the full form.

Attachments: The parts that were additional files until now, such as a Participation Information
Sheet (PIS), Consent Form, Questionnaires, Invitations etc. (all long documents) will still be
separate and will be uploaded into the system either as word or pdf file.

Finishing your application: Once all documents are uploaded you can press “completeness
check”, the system will check if you have filled all the sections needed and will show you the
missing or incomplete sections. At the end of the application is the REC (Research Ethics
Committee) declaration, similar to the final section in the current paper-based application form.
You must confirm that you comply with all the points and then sign at the end. Once you sign,
the application “closes” and is sent to the Research Ethics Officer or for additional signature to
your supervisor.

For ethics-related queries please contact your Faculty Ethics Officer:

For FHM and FST related queries

For FASS and LUMS related queries

For questions related to the REAMS system please email reams-support@Ilancaster.ac.uk

Further advice and guidance can be found on your Faculty Research Ethics web page:

FASS-LUMS
FST

FHM
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3. The Work Area Screen
3.1. The Work Area

B 4a I 3 REAMS Instructions applicalJ =7 Work A esearch B X [—{— v = X
=R (O () & | https//lancaster.form reviewmanager.com/ActivityForm/Index ¥ = 7 =&

Research Ethics Applications ~ WorkArea  Contacts  Help ~ Beta Test Mode Mr Tom Morley ~
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Figure 1- The work area

Once you are logged into the system the ‘Work Area’ screen will open (Figure 1). The work area is
essentially the REAMS home page. The left-hand side of the page contains a number of buttons in what
is known as the Actions box (shown by the red box, Figure 1).

The Work Area (Home), provides you with an overview of all of your applications (known in the system
as Projects). You can always get back to the Work Area screen by pressing “Work area” tab on the top
row (red arrow (1) in figure 1).

The “Notifications” button is also present in your Work Area box (green arrow (2)). You may receive a
notification for a variety of reasons, ranging from messages from a reviewer to confirmation that your
application has been approved (see Section 7 (Notifications)).

The Actions box contains a variety of functions that change depending on whether you are “outside the
application” or “inside the application” (Please see section 4 for more information on this). Depending
on which level of the program you are working in only the appropriate buttons are presented.
Therefore, if you do not find the button you are looking for you might be “on the wrong level”
looking in the “wrong” Actions box. To return to the work area simply press the ‘work area’ tab at the
top of the page (Section 4).

and thus
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The following actions can be performed in the Work area Action Box a) Create Folder, b) Delete Folder,
c) Create Project, d) Delete Project, and e) Duplicate project f) Move project g) Transfer. Transfer can be
used to transfer the application to a colleague who will then become the owner of the application.

3.2. Folders:
B a I 5 REAMS Instructions applicalJ =7 Work Area - Research B X [4— v = X
& - O o &) https://lancaster forms.ethicalreviewmanager.com/ActivityForm/Index P S Z, =4
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Actions
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Create Delete Project O O O O

Project

Dﬁ'g}gﬂe Move Project FO | d ers
Test Test (2)
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Projects
Project Title Project ID v Owner Date Created Date Modified Transfer Status o
" > 13:45
H AL Type here to search i . : ] b ¢ 02/06/2021 L

Figure 2- Folders

The REAMS system allows you to sort your applications into folders. We recommend creating a folder
only for applications that have been finished. Please note that once an application has been moved into
a folder, it cannot be duplicated any more. Duplication is a useful tool if many aspects of an application
for two different projects are the same and can be created by pressing the “Duplicate Project” (Blue
arrow (1)) button in Actions box.

To create a folder, navigate to your work area and click “Create Folder” in the Actions box (Red arrow
(2)). To move an application (known as ‘Projects’ in the REAMS system) into a folder, click “Move
Project” (Green arrow (3)) in the Actions box and then indicate in the new window which application or
project you would like to move into which folder.

The following actions can be performed in the Work area. a) Create Folder, b) Delete Folder, c) Create

Project, d) Delete Project, and e) Duplicate project f) Move project g) Transfer. Transfer can be used to
transfer the application to a colleague who will then become the owner of the application.
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3.3. Projects:
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& + 7 3-2

Duplicate  \1ove project

Project
(2 Projects 1
Transfer
Project Title Project ID v Owner Date Created Date Modified Transfer Status
3 Tom Morley test 4 356 Mr Tom Morley 19/05/2021 14:54 19/05/2021 14:58
= Tom Morley test 3 355 Mr Tom Morley 19/05/2021 14112 19/05/2021 14:37
Tom Morley test 2 354 Mr Tom Morley 19/05/2021 13:16 19/05/2021 14:11
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Figure 3- Projects

The project list shows all applications (projects) that have not been stored in a folder. The project list
shows the project title, the project ID (Blue arrow (1) figure 3) and owner, and dates the project was
created and modified. There are arrows on the left side of each project list rows (Orange arrow (4) figure
3). Clicking on these arrows provides more information about the application such as its current status.
Simply click on a folder to see the projects within it (Red arrow (2) figure 3).

Projects can be created or deleted from this Work Area window with the “Create Project” and “Delete
Project” buttons in the Actions box. See section 5 for information on how to create an application
(project).

You can also transfer your application to a colleague who will then become the owner of the application
by pressing the “Transfer” button (Green arrow (3) figure 3)

Version 3-11-21



4. Two different workspaces: “outside the form” and “in the form”

In order to work in REAMS one needs to appreciate the difference between working outside the
application form and working in the application form.

4.1. Working outside the application form:

This means working on the outside of your application. The Work area, described in section 3 is where
you create new applications and manage all of your existing application. When you click onto one of
your applications the application overview page (figure 4) will open. The application overview page is
also ‘outside’ of your application form and acts as a ‘home page’ for individual applications. The
functions contained within the Actions box in the application overview page will be explained later on in
this guidance document.

B 4 I 5 REAMS Instructions applicalJ 57 Research Ethics Applica X [4— N = X
<~ e O [ 8 https://lancaster forms.ethicalreviewmanager.com/Project/Index/377 kg 3= Z, 4
Research Ethics Applications =~ WorkArea  Contacts  Help ~ Beta Test Mode
Actions @ Tom Morley test 4 0356
i o Research Ethics Application Form
Project Create Sub
Form
Action Required Status Review Reference Date Modified
<
Yes Not Submitted N/A 19/05/2021 14:58
Share Comé)r\]%tgpess
S
Auto Submit Refresh Navigation Documents Signatures Collaborators Submissions Correspondence History
E [] Show Inactive Sections
vewaspor corespond RE@S@Arch Ethics Application Form
Section Questions
Initial Assessment Click here to begin your application
Research Project Details Project Information | Funding Information | Research Sites
Research Team Details Applicant Details. | Pl Details | Supervisor Details | Additional Team Members
Approval In Principle Details Approval in Principle

<
> 14224
H AL Type here to search * P oo s0672021

Figure 4- Navigation overview in the application overview

4.1.1 Navigation overview tab

The lower part of the screenshot in figure 4 shows the navigation overview tab page, since the
“Navigation” tab had been selected (red box in Figure 4). The application form is divided into many
sections under the sub-heading ‘Research Ethics Application Form’ that appear depending on the
previous answers provided within the application form. This formatting also makes it easier to navigate
to specific sections of your application.

The example above depicts the navigation overview of an application form. Each box with blue text

shows a section of the application form that has been completed. You can navigate directly to each of
these sections by clicking on a box with the blue text.
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4.1.2. Other tabs in the application overview page

The applicant overview also shows uploaded documents, signatures, collaborators, submission dates,
correspondence and history. You do not need to use these in creating your application as these
functions are also contained within the application form in REAMS.

4.2 Working inside the application form:

<= | 5] REAMS Instructions applical | => Research Ethics Applica X N
PP PP!

< > O @ £ | https://lancaster.forms.ethicalreviewmanager.com/Project/Page/985/377
Research Ethics Applications ~ WorkArea  Contacts  Help ~ Beta Test Mode Mr Tom Morley ~
Actions . . . 0356
© 0 Research Ethics Application Form
Previous Next -
articipant relationships @
WD View as PDF o
& > Do you have a current or prior relationship with potential participants? For example, teaching or assessing students or
/ managing or influencing staff (this list is not exhaustive).
Documents | Signatures
< O Yes O No O I don't know
Save Share o
2
o . Comé)\eteness If you need written permission from a senior manager in an organisation where research will take place (e.g. school, business)
e will you gain this in advance of undertaking your research?
O Yes O No O I don't know O N/A
i 5 1458
H AL Type here to search * Do r0672001 B

Figure 5- Working in the application form.

Working ‘inside’ the application form refers to working on the application itself. You can navigate
between pages in the application form by clicking the "Next" button located in the Actions Box (Red
arrow (1) figure 5). If you “get lost” inside an application, click the “Navigate” button (Blue arrow (2)
figure 5) in the Actions box to return to the application overview page show in Figure 4. More
information about working inside the application form is provided in the next section.
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5. Create your application

Before you begin an application, we strongly recommend that you add your own personal details and
the contact details of any one else associated with the application (such as your supervisor or members
of your research team) into the REAMS system. Please see section 9.7 for details on how to do this.

To start a new application click “Create Project” in the Actions box in the Work Area overview screen
(Red arrow (1)) shown in figure 6.

Research Ethics Applications =~ WorkArea  Contacts  Help ~ Beta Test Mode Mr Tom Morley ~
Actions i
s oo 0 0 0 0
[ ] [ ]

Create Folder Delete Folder

(+) =) Project Folders

Create

Project Delete Project Test Test (2)
DFL"POIJ‘%?‘}E Move Project 7 3
(2 Projects
Transfer
Project Title Project ID v Owner Date Created Date Modified Transfer Status
Tom Morley test 4 356 Mr Tom Morley 19/05/2021 14:54 19/05/2021 14:58
Tom Morley test 3 355 Mr Tom Morley 19/05/2021 14:12 19/05/2021 14:37
Tom Morley test 2 354 Mr Tom Morley 19/05/2021 13116 19/05/2021 14:11

ChAming 1 +A D AF D Antriac

3 13:59
E AL Type here to search * D 0672001 B

Figure 6 - Create project

The window below will appear (Figure 7). Fill out the project title, and choose ‘Research Ethics
Application Form’ from the ‘Main Form’ drop down box, then click Create.

Create Project

Project Title (maximum 200 characters):*

Main Form

Research Ethics Application F‘v‘

Figure 7- Create your application.
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To duplicate an existing application, click first on the “Duplicate Project” button in the Actions box
(Green arrow (2) in figure 6) and then choose the project you like to duplicate (figure 8). This tool is
useful if you wish to submit an application which contains similar material to a previous application.

Duplicate Project

Please select project that you wish to duplicate:

92 - Test Elisabeth

Please enter a new title:

92 - Test demonstration| 31.05.2020

Include sub forms: [

Duplicate Close

Figure 8 - Duplicate project

After clicking create project or duplicate project, the application overview page for the new project will
open (please see section 4.1). Within the page you will see a project tree with the name of your new
application (Blue arrow (1) in figure 9), and at the bottom the Navigation overview under the navigation
tab, which is almost empty at this stage (shown by the green box (2) in figure 9). You can start your
application by clicking “click here to start your application” (Red arrow (3) in figure 9).

Actions

Project Tree v

0537

ﬂ'& < e e / l

Project Shas | Research Ethics Application Form
Com(??l}eefl?ess Auto Submit Action Required Status Review Reference Date Modified

Yes Not Submitted N/A 16/09/2021 14:55
—

=

View as PDF  Correspond
2 Navigation Documents Signatures Collaborators Submissions Correspondence History

[J Show Inactive Sections

Research Ethics Application Form

Section Questions / 3

Initial Assessment Click here to begin your application

Figure 9 —Create your application.
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You will then be directed to the first page of your application form (shown in figure 10):

4

§ Rese: Ethici " plications  Home Help ~ Beta Test Mode - °
. s . 0123
© o Research Ethics Application Form
Previous Next Navigate
Information Regarding this Research Project @
= »
5 g 7
g Print Documents  Signatures Are you conducling & research project? 0
(for more information on research projects please see our ethics pages)
B < &
Save Share  Collaborators @® Yes O No
Does your research only involve animals? 0
Completeness
Gk
O Yes ® No

Are you applying for sponsorship for this project under the UK Framework for Health and Social Care? [guidance: ‘If your project needs NHS REC review and/or 0
HRA approval you should answer yes to this question. There is more information here: https://www lancaster ac uk/research/research-services/research-integrity-
ethics--governance/nhs-sponsorship/]

O Yes ® No

Have you got external ethical approval from another organisation? Examples include IRB, another university, NHS 0
O Yes ® No

Is this an amendment to a project previously approved by Lancaster University? 0
O Yes @® No

Are you seeking approval in principle for a funded project application? 0

926 PM o

® 7 DU

Figure 10- Application form first page.

The “i” button next to each question provides you with additional information and guidance. At the end
of each page, click the “Next” button on the upper left side of the Actions box to navigate to the next
page (Red arrow (1) figure 10). Navigation arrows can also be found at the bottom of all pages. The
program will adjust the questions you are required to answer based on your previous responses.

If you have to stop working on the application, you can press “Save” in the actions box to save your
work (Green arrow (2) figure 10). If you need to go back to a page you have already answered click the
“Previous” button (Blue arrow (3) figure 10) or click the “Navigate” button (Purple arrow (4)) to then
choose the section you wish to navigate to from under the navigation tab in the application overview
screen.

After filling out all the questions in the application form you will need to upload any additional
supporting material such as PIS, consent form, questionnaires, etc. that you will be using as part of your
project. You will be able to find templates for these documents on your faculty research ethics
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webpages. To upload these documents to REAMS click the blue ‘Upload document’ button shown in the
red boxes in figure 11.

Research Ethics Applications Beta Test Mode Mr Tom Morley ~

Actions Please ensure these are the latest version of the documents to prevent the application being returned for corrections you have

already made.
© ©

Previous Next
Navigate View as PDF Please upload all advertising materials (posters, emails)

@ / Upload Document

Documents = Signatures

B < @

Save Share

1 Please upload all consent forms to be used.

Collaborators Com(?r\]%tgp 58 Upload Document

i ]

Figure 11- Upload document
Once you have clicked the ‘Upload Document’ button, the ‘Documents Upload’ screen appears.

It is very important that you indicate the correct date and version numbers of the uploaded documents
in order to not confuse the reviewer when your later upload amended documents during review
(Section 6). For example, if you have uploaded a new version of your PIS, make sure that you indicate
that this is version 2 of the document in the documents upload screen. All document versions will be
stored in REAMS. You can find all of your associated documents under the documents tab in the
navigation home screen. The REAMS system also allows you to delete files uploaded by mistake by
pressing ‘delete’.

Documents - Participant Information Sheet

Please attach your Participant Information Sheet here

Document Name Version Date Version

REAMS test neighourhood PIS W 291

REAMS test neighourhood PIS docx

020 vl Upload

Close

Figure 12- Document name and date

Once you have worked through all of the questions the system has asked you to answer and uploaded
the necessary documents, you can perform a completeness check to see if you have missed anything. To
do this simply press the ‘Completeness Check’ button in the bottom left of the Actions sidebar
(highlighted by the Red arrow in figure 13).
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Research Ethics Applications rkArea  Contacts  Help ~ Beta Test Mode Mr Tom Morley ~

Actions Please ensure these are the latest version of the documents to prevent the application being returned for corrections you have

already made.
© ©

Previous Next
Navigate View as PDF Please upload all advertising materials (posters, emails)

@ / Upload Document

Documents = Signatures

B < 0

Save Share

1 Please upload all consent forms to be used.

Collaborators Com(?r‘gg&] 58 Upload Document

Figure 13- Completeness check button

The completeness check will prompt you if information or an attachment is missing. Click on the blue
text shown in the completeness check pop up box to navigate to the section of your application with the
missing answers (lllustrated in figure 14).

Completeness Check

Incomplete: Please complete the following questions

« SR Supervisor Signature
« REC Review Declaration

Figure 14- Completeness check navigation
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Students applying for ethical approval will need to request their supervisors signature before they can
close their application. To do this click on the ‘Request signature’ button shown in figure 15. This button
will appear on the final page of your application form. After you have pressed this button your
supervisor will automatically receive an email asking them to provide their signature. They will also
receive a notification within the REAMS system in the Work Area page.

®

When you are satisfied that this application has been completed please click "Request” below to send this application to your
supervisor for approval.

Request Signature

Figure 15- Request signature

The last step of the application process is to sign the declaration shown in Figure 16. Once you ‘sign’ the
application, the application will lock itself for review (Figure 17). Once an application is locked you
cannot go back to make changes. Only your faculty Research Ethics Officer can unlock an application
upon request.

To complete and submit this application please click "Sign" to confirm that:

You have read and will abide by Lancaster University’s Code of Practice and will ensure that all staff and students involved
in the project will also abide by it.

If appropriate a confidentiality agreement will be used

You will complete a data management plan with the Library if appropriate.

You will provide your contact details, as well as those of either your supervisor (for students) or an appropriate person for
complaints (such as HoD) to any participants with whom you interact, so they know whom to contact in case of questions
or complaints?

That all portable devices storing personal or identifiable data will be encrypted

That you have completed the ISS Information Security training and passed the assessment

That you will abide by Lancaster University’s lone working policy for field work if appropriate

On behalf of the institution you accept responsibility for the project in relation to promoting good research practice and the
prevention of misconduct (including plagiarism and fabrication or misrepresentation of results).

To the best of your knowledge the information you have provided is correct at the time of submission

If anything changes in your research project you will submit an amendment

Figure 16- Declaration
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Research Ethics Application Form 011e..

8 This form has been locked for review

Figure 17- Application form locked

6. Receiving comments and correcting your application

Once the review process has been concluded, the you will receive the notification letter via email shown
in Figure 18 containing comments from your reviewer.

3 Letterpdf - Adobe Acrobat Reader DC - 8 X
le Edt View Window Help

Home  Tools Letterpdf X
8= a ®® '/ A B OO - P &
Protected View: This file originated from a potentilly unsafe location, and most features have been disabled to avoid potential security risks. @ X
Comment
A Fill &Sign
#% More Tools
Title Comment
REC Data storage YOU should write: according to LU guidelines the data will be kept in a secure
password protected file storage of Lancaster University.
REC - Participant Information Sheet Imade a comment in your PIS and uplaoded the file. Please look at your
communication.
REC - Participant Information Sheet Please change the PIS according to the instructions on the PIS, data storage for
10 years
»
click here to see you application: https:/lancaster.forms.ethicalrevi conyV/Project/Index/142
Kind regards
Professor Ethics Officer
on behalf of chair

Convert and edit PDFs
with Acrobat Pro DC

Start Free Trial

Figure 18- Reviewer comments

Clicking on the link in the notification letter will lead you to the REAMS log-in page. When you log-in, the
application overview page of the application in question will open:
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Research Ethics Applications ome  Contacts elp ~ Beta Test Mode Elizabeth Suri-Payer (e suri-payer@lancaster ac uk)

Work Area

% 3

Home  Notifications

Elisabeth Project for reviewer test 8 (neighbourhood) 0137

Project Tree v

Actions v
© Elisabeth Project for reviewer test 8 (neighbourhood)

sh (+] 3 © Research Ethics Application Form
Project  Create Sub-  Reviewer
form Comments
< Form Status. Review Reference

Date Modified
R o Further Information Required NA 29/06/2020 2054
< -
Refresh Piat | Correspond Navigation Documents Signatures Collaborators Submissions correspondence 8 History
[ show Inactive Sections

Research Ethics Application Form

Section Questions

Preliminary Questions Click here to begin your application.

Research Project Detalls Project Information | Funding Information

Research Team Details Applicant Details. | Pl Details | Supervisor Details | Additional Team Members

External Review External Review | External Review - Transfers in - Draft

Human Participants Questions | Participant Information | Participant refationships | Participant data | Aditional information

REC Review Questions REC Review Required” | Partcipant Information | Participant relationships | Participant data | Additional information | Data details | Data Analysis and Storage | REC Confimnation

® e m z D) NG

Figure 19- Application navigation overview page

In this example (Figure 19), 3 comments were added by the reviewer and 3 notifications were received

(shown by the two red arrows). Please make sure to check your notifications as they provide additional
information related to your comments. For example, the reviewer might have sent you a file containing
further information in addition to their comments.

Clicking on the button “Reviewer Comments” will open the “overall review panel comments’ window
shown in Figure 20.

Overall Reviewer Panel Comments

Show Previous Comments []

Title Comment Date Added Submission
REC - Participant I made a comment in your P1S and uplaoded the file. Please look at your communication 30/06/2020 at 13:34  Latest Submission
Information Sheet PM
REC - Participant Please change the PIS according to the instructions on the PIS, data storage for 10 years 30/06/2020 at 09:51  Latest Submission
Information Sheet AM
REC Data storage  YOU should write: according to LU guidelines the data will be kept in a secure password protected file storage of Lancaster 30/06/2020 at 09:47  Latest Submission

University. AM

Close

Figure 20- Reviewer comments

When you click on the text in the ‘comment’ column, REAMS will lead you directly to the section in your
application form where the comment have been added. For example, in Figure 20, clicking on the
second comment will direct you to the section where the PIS Form was uploaded. If you need torevise
an uploaded document, then please delete the document (V1) and upload a new one (V2). Deleting the
old form and giving the new attachment a new versions number is very important to avoid confusing
your reviewer. “Deleting” a form means that the attached document is no longer visible to the reviewer
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as part of your application, however it will still be available in the REAMS system under the ‘Documents’
tab in the application overview page if you need to go back to it.

In this example (Figure 21) version 1 of the PIS has been deleted and a new version 2 of the PIS added
and labled as 'V2'.

Please upload all Participant Information Sheets 6
Version
Type Document Name File Name Date Version Size View Delete
Participant Information REAMS test neighourhood PIS correcti  REAMS test neighourhood PIS corrections. 356
P g g 30/06/2020 v2 Download
Sheet ons docx KB

Upload Document

Figure 21- Delete and re-upload documents

If the reviewer comment is in response to an answer you had typed into the REAMS form, then you will
be directed straight to this answer. You will see the red box and the “Speech bubble” next to the answer
in question indicating that this answer has a comment from the reviewer (Figure 22).

22panelid=4e667249-55c3-0c2e-b93a-42271e22121d
Beta Test Mode Elizabeth Surl-Payer (e.s 2
Actions +
%
Previous Next Navigate
_ é 5 General REC Questions @ @
Print Documents ~ Signatures Explain how you will store your data including o
1. How will you store any personal and personal sensitive data before it is anonymised
B < Jl 2. When you will anonymise and delete the identifiable records
Save Share  Collaborators How long will you retain research data?
3 20 years
Completeness  Reviewer
heck  Comments
In addition to completing this form you must submit all supporting materials. Upload documents that you will use and that participants will see. Please 0
indicate which of the following documents are appropriate for your project:
[0 Advertising materials (posters, emails)
[0 Letters/emails of invitation to participate
Consent forms
Participant information sheet
[0 Interview question guides
[
[J  Focus group scripts v J

Figure 22- Free text answers

Once you have finished revising your application navigate to the last page of the application and sign the
declaration again. If you are a PhD student you will need to request your supervisors’ signature to sign

off these revisions before re-submitting your application. The form will then be closed and submitted
again.
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As you have submitted your form again there are now two forms (or versions) of your application
available. You will realize that your application reference number changes, e.g., from FST-2021-0464-
REC-1 to FST-2021-0464-REC-2. Each time you submit a new application it will be saved under a different
reference number. Your faculty Research Ethics Officer will have access to your older forms.

6.1 Second revisions

If you receive your application back for a second round of revisions you need to ensure you are looking
at the reviewer panel comments for the latest version of your application. The panel comments are
organized into Blocks for each round of submission, with the default comments shown from the latest
review. To view comments from previous submissions of the application click on the box on the title
“Show Previous Comments” (shown by the green arrow in Figure 20).

7. Notifications and Correspondence

Pressing the Notifications button in the application overview page (red arrow (1) Figure 23) or the work
area page (section 3) will open the Notification window (figure 24), this shows you all the notifications

you have received with the newest on top.
1

ications ome  Conlacls  Help Beta Test Mode Elizabeth Suri-Payer (e suri-payer@lanc

Elisabeth Project for reviewer test 8 (neighbourhood) 0137

Home  Notifications Project Tree v

Actions v
© Elisabeth Project for reviewer test 8 (neighbournood)
A'h O 3 © Research Ethics Application Form
Project  Creale Sub-  Reviewer
fom  Comments

0(: Form Status Review Reference Date Modified
st} Further Information Required NA 29/06/2020 20'54

) = N/
~ ™
Refresh Print  Correspond a

Navigation Documents Signatures Collaborators Submissions  Correspondence History

[ Show Inactive Sections

Research Ethics Application Form

Section Questions

Preliminary Questions Click here to begin your application.

Research Project Details Project Information | Funding Information

Research Team Details Applicant Details. | PI Details | Supervisor Details | Additional Team Members

External Review External Review | External Review - Transfers in - Draft

Human Participants Questions | Participant Information | Participant refationships | Participant data | Additional information

REC Review Questions REC Review Required* | Participant Information | Participant relationships | Participant data | Adaitional information | Data details | Data Analysis and Storage | REC Confirmation

N R G ' 7 9 ENG

Figure 23- Notifications button
Unread notifications are marked in yellow. Notifications that have been read receive a green tick mark

and turn grey (Figure 24). You will be notified of any action with your application (for example, if a
reviewer sends you a message).
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m/Notifications/Index

Work Area v

Notifications

ﬁ 3 Search

Home Notifications

Start End

Display

Beta Test Mode Elizabetn Suri-Payer (e

100 notifications

Please note that only the specified number of notifications will show after szarching.

Message

™ Further Information

™ Correspondence received
™ Correspondence received
1™ Further Information
Correspondence received
= Application approved.

™ Correspondence received

1™ Further Information

ooooooogopon
LRSS S SRR SR
u

™ Correspondence received

Back to Work Area

2

Figure 24- Notification window

Attachment

2
None
None

2
None
None
None

4

None

Project Short Title

Elisabeth Project for reviewer test 8 (neighbourhood)

Elisabeth Project for reviewer test 8 (neighbourhood)

128 - Elisabeth Project for reviewer test 2 (neighbourhood)

Elisabeth Project for reviewer test 1 (neighbourhood)

130- 129 - 128 - Elisabeth Project for reviewer test 4 (neighbourhood)
Elisabeth Project for reviewer test 1 (neighbourhood)

Elisabeth Project for reviewer test 1 (neighbourhood)

Elisabeth Project for reviewer test 1 (neighbourhood)

Elisabeth Project for reviewer test 1 (neighbourhood)

@ Infonetica Lid 2020 Version 2.3.2.0

|

Time
13:46

13:27
22/06/2020
19/06/2020
19/06/2020
15/06/2020
15/06/2020
15/06/2020
09/06/2020

Different columns in the notification row have different functions when they are clicked. If you click on
the text under the “Project Short Title” column (green arrow (1) Figure 24) the application will open in

the navigation overview page (Figure 23).

If you click the text in the column under “Message” (red arrow (2) Figure 24) the Message window will

open (Figure 25):

Message

Project Short Elisabeth Project for reviewer test 8
Title (neighbourhood)
Date 30/06/2020 13:27

Correspondence received

Figure 25- Message window

Press “View Form” and the application overview page of the respective application will open (Figure 26)

on the correspondence tab (section 7.1).
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7.1 Correspondence

Beta Test Mode

Work Area v Elisabeth Project for reviewer test 8 (neighbourhood) 0137

# 3

Home Notifications Project Tree v

Actions
© Elisabeth Project for reviewer test 8 (neighbourhood)

Fh o 3 @ Research Ethics Application Form

Project  Create Sub-  Reviewer
‘omments

<: Form Status Review Reference Date Modified

S [ ommatics Further Information Required NA 29/06/2020 20:54
~ — N/
~ B X
Refresh Prnt  Correspond ) a
Navigation Documents Signatures Collaborators Submissions  Correspondence History

[ show Inactive Sections

Research Ethics Application Form

Section Questions

Preliminary Questions Click here 1o begin your application

Research Project Details Project Information | Funding Information

Research Team Details Applicant Details. | PI Details | Supervisor Details | Additional Team Members
Extemnal Review External Review | External Review - Transfers in - Draft

Human Participants Questions Participant Information | Participant relationships | Participant data | Additional information

REC Review Questions

w Required* | Participant Information | Participant relationships | Participant data | Additional information | Data details | Data Analysis and Storage | REC Confirmation

ARG D) ENG

Figure 26- Application navigation overview

Figure 26 shows a red box next to the “Correspondence” tab (red arrow) in the application overview
page. This means that there is a correspondence waiting to be read. Click on “Correspondence” tab to
open the correspondence field. The example in Figure 27 contains the comment “please make changes
to PIS form” and an attachment (which is the PIS form with comments on it from the reviewer). You will
also be notified of correspondence such as this in the notifications window by pressing the notifications
button (section 7).

Beta Test Mode

Work Area v Project Tree v 0 1 37
ﬁ W © Elisabeth Project for reviewer test 8 (neighbourhood)
Home Notifications

© Research Ethics Application Form
Actions

Eh o 3 Form Status Review Reference Date Modified

Project Create Sub- R W
roject | Commasl Further Information Required N/A 29/06/2020 20:54

< @B n

Share  Completeness Automatic

heck Submission Navigation Documents Signatures Ci A Submission: Correspondence History
~ = N
 ® B4
Refresh Print  Correspond
Correspondence
User Date Message Attachment
Review user 30/06/2020 please make changes to PIS form (/7
Showing 1 to 1 of 1 entries First Previous 1 Next Last

Figure 27- Correspondence
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After clicking on the attachment another message appears, showing you the name of the file, which
then can be download (opened or saved).

Correspondence Message

Date  30/06/2020 13:27

please make changes fo PIS form

Attachment Name Download

REAMS test neighourhood PIS reviewer comment 1.docx Download

Close

Figure 28- File download
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8. Amendments

Please note, this section does not apply to amendments to any IRAS applications including those
which require HRA approval and FREC approval. For guidance on amendments to applications which
require HRA approval and FREC approval please see section 12.

Amendments to approved applications can be created through the ‘Sub-form’ function. Begin by
opening the application which you wish to make changes to in the work area (section 3). Once the
application overview page has been opened, click on the button “Create Sub-form” in the Actions box
(shown by the red arrow (1) in Figure 29), the Create Sub-form window will then open (Figure 30).

1=

* [k B el

& c sathicaliedenmanager.com/Pruj

Mremaler @ Log i leS G innoteuklogin-. G ACF project |Micm.. @ 03 mpleentation,, (3 Dachbowrd U allon. @ Grifine VAT Calcua, Coronmrus Updat, w | [ Reading st

Beta Test Mode

amech Rezults | Staf

View us FOF - Conespong Ressarch E1nics Anplicaten For

Action Required Status Review Reference Date Modifled

Mo Approved FST-2121-0456-5R-1 S0N0TI2029 10:39

Show Inactive Secticns

Research Ethics Application Form

Secbon

Figure 29- Create sub-form button

Create Subform X

Select the sub-form that you would like to apply to this form

Please Select... v

Please Select...
Minor Amendment Form

Substantial Amendment Form
Create Close

Figure 30- Create Sub-form
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Choose either the minor or substantial amendment form (it is recommended that you check the
amendment guidance on the REAMS web guidance website), and the relevant Amendment Form will
then open. Click the blue box titled “Click here to begin your amendment” under the minor amendment
sub-heading in the navigation tab and fill the form (shown by the Red box in Figure 31).

: S WorkArea  Comacs  Help - Beta Test Mode
Actions - H
ESP EtE 10: human tissue student 0436
loiec Dy (‘)i,f;ne Delete Form Project Tree v
< b A @ ESP EIE 10: human tissue student
i = © Research Ethics Application Form
v 7
(V] o
ICompleteness p
Check | Auto Submit  Refresh Action Required Status Review Reference Date Modified
ﬁ Yes Not Submitted N/A 29/07/2021 08:32
View as PDF  Correspond
Navigation Documents Signatures Collaborators Submissions Correspondence History

[ Show Inactive Sections

Minor Amendment Form

Section Questions
Project Details | Click here to begin your amendment | Summary of Changes | Project Information
Research Team Details Supervisor Details | Additional Team Members | Declarations and Sign Off

Figure 31

After you click “Click here to begin your amendment” you will be asked for the list of changes you would
like to make. The chosen questions will then open up for your amendments. Please remember to
number your amendments so that the reviewer is aware that they are looking at the latest version of
your application. Minor amendments will automatically be approved, while substantial amendments will
be sent to the FREC Chair for approval. It is possible to move from minor amendments to substantial
amendments and visa-versa between different rounds of review.
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G innovate uklogin-. @6

Search Results | Sta.

application [l AdressoDev @ Lo

project | Micro..

mplementation Dashboard LU all gr.. @ Online VAT Calculat, Coronavirus Updat, » Reading list

Actions - 0458
Minor Amendment Form - Voran el
Previous Next Navigate
i & - Amendment Details @
View as PDF  Documents =~ Signatures This form is for making "Minor” amendments to an application approved using the REAMS system. If you need to amend an application that was approved prior to the introduction of REAMS please

close this form and launch a "Research Ethics Application Form”
2+

Save Share Roles

Please number which amendment this is:
2 o

Completeness
Collaborators COTpEleter

Please select which aspects of your application you need to amend. If you need to amend something not on this list please close this form and launch a "Substantial Amendment Form™.

Change of project title (note the project methodology must remain the same)

Change to the project end date of up to two years (maximum) after the original end date

Changes in the research team e.g. adding additional members and changes in names of additional members. Note: a change to Principal Investigator or supervisor needs a substantial
amendment. If the new Principal Investigator is a student a new ethics application has to be filed

Inclusion of new research sites as long as: Exactly the same protocol will be followed (previously approved documents should be used), and new sites are similar to existing sites (e.g. if
approved to conduct research in universities, adding schools would not constitute a minor amendment)

] Changes to Department (not Faculty)

] Change of contact number(s)

Notice:

If you need to amend something that is not listed above then it not classed as a minor amendment. Please close this form and complete a "Substantial Amendment Form".

Figure 32- Minor amendments form

When making substantial amendments you will have to work your way through the form as if you would
when creating a new application. However, you will still be able to view and edit your previous answers.
Again, all the sections of your application which have previously been filled out and can now be edited
are marked blue in the navigation tab in the application overview page.

S Substantisl Amendment Form - X |+

© - 8 X

- % @

» | [ Reading list

G innovate uklogin-.. 8 ACP pro

Beta Test Mode
asiens ESP EtE 2:SR minor amendment 1 0426
h O @
Pust | Dyl pggaram  propaTiee v

<

Share  Transfer Form COmglet

ess
Check

Auto Submit | Refresh

Correspond Action Required status Review Reference Date Modified

Substantial Amendment Form

Yes Not Submitted NA 04/08/2021 15:37

Navigation

borators

Correspor

History

. O show Inactive Sections
Substantial Amendment Form

Section Questions

Amendment Summary | Amendment Detals

Research Project

Project Information | Funding Information | Research
Details g 9

Research Team Details | Applicant Detais | PI Details | Supervisor Details | Additional Team Members
Extemal Review
Amendment Details

Secondary Data
Questions

General Queries

Participant Participant Participant | Addtional Online Data Data | Data Data General Additional Information for -

Figure 33- Substantial amendment form
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Please note that you cannot amend your type of application. This means that if you would like to add
participants to a human data only application, or to add social media online sources in your project then
you will need to start a new application.

® Subsuni deendmet fam % o - = x

€ C {1 & lancasterfoms eticslsiemmansge ol Fag 2 o = @
5 dppr W tome |Lancarter(l, B Semch Resuite [, o i Dee @ logrmleS G innovete uklogin . @8 ACF project| Mm@ 03 implementation., 3 Dahioars LU sl . Griine Wi Calculat, araneeuspcat, w | [ Ressinglst
Beta Test Mode -
Actions - 0426

© o Substantial Amendment Form

Breviou: Nt Naviga
Amendment Information @

— >

s ¢ 7
View e POF | Docurments | Signalurss Fluase nole.

B & This fam is for making to i iously appraved in REAMS All *Substantial Amendments® will go through the review process again. Please chack the

Save Shore | Colaborabors “Amendment Guidance” to sec it you can use the "hMinor Amendment” form

Amendment Summary G)

Plxase SUMMENSE YoUr CRanges and e reasans whny vou are making them.

0
Wil your research invelve any of the following? (Mulliple selections aw pessibée, ploase see | con for delails)
Human Participants.
Data relating to humans {Secondanyre existing data only)
Dala collaction from online sources such as social media plabivrms, discussion ferums, eoline chal-rooms
Hurman Tissus
None of the above

Figure 34

9. Other functions

Research Ethics Applications kArea  Contacts  Help ~ Beta Test Mode

Actions 0354

© Tom Morley test 2

ﬂ-& o Research Ethics Application Form
ction Required Status Review Reference Date Modified
Share  Completeness Not Submitted N/A 19/05/2021 14:11

§ Project | Create Sub
Form

<

Auto Submit Refresh

= ,

View as PDF = Correspond Correspondence / -

Note: No correspondence found

Navigation Documents Signatures Collaborators Submissions Correspondence History

(58]

© Infonetica Ltd 2021 Version 2.4.5.1

Terms and Gonditions | Data Controller Privacy Policy | Data Processor Privacy Policy

Figure 35- Application navigation overview: Actions buttons functions
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9.1. “Share” your application

If you are the Principal Investigator (PI) you can share the application form with your Principal Applicant
(PA) or your students, so that they can also work on the form with you. If you are a student you can
share the form with your Pl or other students. Press the share button in the Application Overview
Actions box (Red arrow (1) in Figure 35) and add the E-mail address of the colleagues whom you want to
share the REAMS application form with.

Share

Sharing a form enables others to view/edit the same form depending on the level of
access you give them. Please select the users you wish to share this form with:

[ Read
[ write

[ Submit

[ Share

[] Create all sub forms

[ Receive nofifications

Figure 36 - Share application

9.2. Correspondence in the Application Overview Actions box
Correspond

Note: This message will be delivered to members of FHM REC.

This is a test message for the RSO. Can you please let me know what the status of this application is, how long do | still need to wait until |
receive approval? |

Browse...

Figure 37- Correspondence

You can send a message though REAMS to your faculty REO instead of using E-mail. Press the ‘new
correspondence’ button in the application overview page (Green arrow (2) in Figure 35). This
correspondence will be sent automatically to the Research Ethics Officer. You can also upload additional
information using the browse button under the correspondence box (Figure 37).
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_9.3. Print your application or view as a PDF
Print Form

How would you like to print the form:

[ with tabular summaries

& -

Figure 38- Printing your application.

Pressing the “View as PDF” button in the application overview page action box (Blue arrow (3) in Figure
35) will provide you with a pdf of your entire application in one document which can be printed.

Wil your research involve human participants or data relating to humans? (Please select all appiicable).

# Human Paricipants

r Datarelatng o humans
F Human Tissue
 None ofthe above
Research Ethics Application Form 3 »
Thankyou fo completngthis secton. Pease clck on the Next" Buttonlocated n the Actions section above o continue
Elisabeth Project for reviewer test 8 (neighbourhood) - Pending
Information Regarding this Research Project Basic Details

Are you conducting a research project? What s the Short ite or this project?

(for more information on research projects please see our effics pages)
Eisabeth Projectfor reviewsr test & (neighbathood)

“ Yes “No

When will your research project actiity start.
Does your research only involve animals?

the timescales For example:
access to data
“ Yes “No
Project Start Date: 3010812020
Are you applying for sponsorship for this project under the UK Framework for Health and Social Care? [guidance: 'If your project
needs NHS REC review and/or HRA approval you should answer yes to this question. There is more information here:
htps:/Awnw lancaster. es s-govemance/nhs-sponsorship/]
Thank you for section. the Next. ctions section

Yes “No

Have you got extemal ethical approval from another organisation? Examples include IRB, another university, NHS. ® 4
“ Yes “No

Figure 39- PDF of document

9.4. Automatic submission

Pressing the “Auto Submit” button in the application overview page (Yellow arrow (4) in Figure 35)
allows you to enable or disable the automatic submission of your application when all signatures are
completed.

9.5. Project:

The ‘Project’ button in the actions box of the application overview page (Purple arrow (5) Figure 35)
provides an overview of the application and its current status. Clicking this button will open the ‘Project
Overview’ page shown in figure 41. The “Forms tab” provides an overview of the current status of forms
associated with the application, the “Submitted Documents” tab lists all the uploaded (and also the
hidden (deleted)) application documents. The “Transfers” tab provides an overview of transferred
documents, whilst the “History” tab details all the steps that the application form has been through.
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Beta Test Mode

Work Area v

#®

Home | Notifications Project Tree v.

Project Overview - Elisabeth Project for reviewer test 8 (neighbourhood)

© Elisabeth Project for reviewer test 8 (neighibournood)

Research Ethics Application Form

Forms ‘Submitied Documents Transters History

Forms

Current Status Date Modified

Research Ethics Application Form Ethics Application Form Application resubmitied 3010612020

Showing 110 1 of 1 entries First Previous 1 Next Last Pt

Figure 40- Project overview

9.6. Refresh button in Actions box of applicant overview site

Research Ethics Applications ~ WorkArea  Contacts  Help ~ Beta Test Mode Mr Tom Morley ~
Actions
@ Tom Morley test 2 0354
d‘& o Research Ethics Application Form
Project Create Sub
Form
< Action Required Status Review Reference Date Modified
Share ~ Complefeness Not Submitted N/A 19/05/2021 14:11

s?

Auto Submit  Refresh
=
View as PDF = Correspond C orres p on d ence New Correspondence

Note: No correspondence found

Navigation Documents Signatures Collaborators Submissions Correspondence History

© Infonetica Ltd 2021 Version 2.4.5.1

Terms and Conditions | Data Controller Privacy Policy | Data Processor Privacy Policy

Figure 41 Refresh action buttons

Pressing the “Refresh” button (Shown by the blue arrow in Figure 42) will refresh your application.

9.7 Adding contacts in REAMS and changing your personal details

We strongly recommend that you check to see if your personal contact details in REAMS are correct and
regularly update them. To view and update your personal details click on the down arrow next to your
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name and select ‘Personal details’. Then view and update your information in your personal details
page.

Research Ethics Applications ~ wo Your name here ~
Actions Personal Details
W O r k A re a Notifications
-0 -
- - Logout
i DA Ry Notifications Signatures Transfers Shared
Igrroejaetcet Delete Project O O O O
Ouplate  yiows proec Project Folders
All Projects Test Test (2)
A
Transfer 7 O O
Projects

Figure 42- Personal details

A ‘Contacts’ tab can be found in the bar at the top of every page within the REAMS system (shown by
the blue box in figure 43).

Actions \/\/ |,< A
a0 a0
il
B e  INoiifications Signatures Transfers Shared
grrgjgtg Delete Project O O O O
@ _
Ouplcate  pioye proect Project Folders
All Projects Test Test (2)
A
Transfer 2 O O
Projects

Figure 43 Contacts tab

Within the contacts tab you can add useful contact details into the system, such as yourself, your
supervisor, co-Investigators and other members of your research team. This allows you to automatically
add contact information from these saved contacts to your ethics application into the REAMS form,
(such as when you are adding your supervisor or the projects Pl details into the application).
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Research Ethics Applications ~ Work Area

Contacts

Title - FirstName - Surname - Organisation - Address 1 City - Telephone Email Change Details Delete

Figure 44 Contacts

9.8 Useful contacts

For ethics-related queries please contact your Faculty Ethics Officer:
=  For FHM and FST related queries
=  For FASS and LUMS related queries

For questions related to the REAMS system please email reams-support@Ilancaster.ac.uk

Further advice and guidance can be found on your Faculty Research Ethics web page:

= FASS-LUMS
- EST
= FHM

You can also find a list of useful contacts under the help tab within REAMS. Simply hover over the Help
tab and click on ‘Contact information’.
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Contact Information

Work Area

Actions

a0 a0 FAQ
- - Templates
fieaie FoderDebotelboldor | N otifications Signatures i Shared
out

S’rgjaet& Delete Project O O O O
DUIte v Projct Project Folders

l:;' All Projects Test Test (2)

Transfer 2 O O

Projects

Figure 45- Useful contact information

Appendices

10. Appendix 1: Guidance specifically for staff and PhD students in the Economics
Department

Before accessing the REAMS system to submit your application you will need to complete the LEXEL
Statement available here http://lums-research.lancs.ac.uk/orsee/LEXEL Ethics Statement.pdf * and
obtain the Director or the Lab Manager of LEXEL’s signature on the Statement. You will need to upload
the Statement in REAMS, along with any other supporting documents, such as participant information
sheet and consent form. (There is a section in REAMS which prompts the user to upload documents). If
you have any questions about LEXEL you should contact the Director or the Lab Manager of LEXEL in the
Economics Department. If you have any questions about the ethics process you should contact
fass.lumsethics@lancaster.ac.uk.

*To note, you will need to be connected to the VPN to access the Statement via the link.

11. Appendix 2: Guidance specifically for staff and PhD students requiring HRA approval
and Faculty Research Ethics Committee approval

Introduction

To note, the guidance below does not apply to IRAS applications which need NHS REC review. An
example of an IRAS application which needs NHS REC review is one where NHS patients will be recruited
to participate in a research project. This type of project cannot be processed in REAMS and the
applicant should follow the guidance here instead. If you are unsure of whether your application needs
NHS REC review you should refer to the HRA website and use the ‘decision tool’ which are accessible

Version 3-11-21


http://lums-research.lancs.ac.uk/orsee/LExEL_Ethics_Statement.pdf
mailto:fass.lumsethics@lancaster.ac.uk
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here under ‘Step 1’. IRAS applications that need NHS REC review should be submitted directly to the
Clinical Research Support Officer, by email to sponsorship@Iancaster.ac.uk for processing.

IRAS applications which can be submitted in REAMS

*For new applications which require HRA approval and Faculty Research Ethics Committee (FREC)
approval the applicant should use REAMS to submit their IRAS application form to their FREC for review;
if they are naming Lancaster University as their sponsor on the IRAS form. (An example of an

IRAS application which requires HRA approval and FREC approval is where NHS staff only will be
recruited to participate in the project). For this type of IRAS application the applicant should answer the
qguestions in REAMS to indicate they need HRA approval from the NHS. When prompted in REAMS the
applicant must also upload their IRAS form in pdf format and all supporting documents including, but
not limited to: participant information sheets, consent forms, interview questions, etc. The application
will be processed and reviewed by the FREC in REAMS, in the first instance.

If the applicant has not already done so they should also contact the Clinical Research Support Officer,
email sponsorship@Iancaster.ac.uk, to let them know that they have submitted their IRAS application in
REAMS for FREC review. Further guidance can be found here.

12. Amendments to applications which require HRA approval and FREC approval
Amendments to this type of application will NOT be processed in REAMS. Instead, they will be
processed by the Clinical Research Support Officer (CRSO). Please follow the guidance below:
Amendments to the approved project must be submitted directly to the CRSO

@ sponsorship@lancaster.ac.uk as per the University guidance here. The CRSO will send your
amendment to the Chair/Deputy Chair of your Faculty Research Ethics Committee for review/approval
and they will notify you of the outcome.
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