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PROCEDURES 
 
 

Title of Policy Ethical Conduct for Research Involving Human Subjects  
Policy Number 7.1.2 
Effective Date January 2023 

 
GUIDELINES/STEPS 
 
A. Establishment of a College Research Ethics Board (REB) 

A. 1 The chair is responsible for ensuring quorum of the REB. 
 

A. 2 The chair will make a call for membership once per year. Membership is on a volunteer basis. 
 

A. 3 Members are required to have or be working towards their TCPS2: CORE certificate. 
 

A. 4 The chair will refer to Chapter 6 of the TCPS 2 regarding governance of the REB. 
 

A. 5 Meetings for the REB will be based on need as determined by the REB chair.  
 

B. Proportionate Ethics Review Process 
B. 1 No research involving human subjects is to commence, nor may funds for such purposes be 

released, until an ethics review, based on a proportionate ethics review process, has been 
completed. In extenuating circumstances, funds may be released in the development stage of 
research by the Manager, Applied Research and Innovation provided the study is in the 
process of ethics review. 

 
B. 2 REB chair or designate determines when REB review is required. The REB chair will use the 

appendix, attached at the end of this procedures document, when considering the need for 
REB review. However, the decision is ultimately up to the REB chair whether a project 
requires review or not. 
 

B. 3 Upon receipt of a complete REB application, the REB chair will determine if the project 
requires: 1) full board review or 2) delegated review.  The REB chair will consider the review 
process based on the following aspects of the proposal: 
 
• Rationale 
• Protection of participant confidentiality 
• Inclusion of vulnerable populations 
• Whether research meets the criteria of minimal risk 
• Research involves deception or alterations to elements of the full informed consent 

process (in which case, the project must be reviewed by the full board). 
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B. 4 Full board Review 
 
B. 4. 1 In the case of a full board review the following will occur: 

• The REB chair will call a meeting of the REB. 
• The REB, with full quorum (see TCPS 2 article 6.4), will review the project for 

ethical acceptability according to policy 7.1.2 and guiding authorities on the 
ethical conduct of research (TCPS 2 and BC Freedom of Information and 
Protection of Privacy Act). 

• The REB will determine the acceptability of the research project, including any 
provisos, by way of consensus. If consensus cannot be achieved the chair will 
determine a process for moving forward with the decision (TCPS 2 article 6.13).  

• Once a decision is reached, the researcher will be notified by email via a formal 
letter of the decision including any provisos or concerns.  

• Any outstanding provisos will need to be met and approved by the chair before 
the researcher can begin the project. 

• If the project is rejected, the researcher can pursue an appeal process as 
outlined in Procedure E below.   
 

B. 5 Delegated review 
 
B. 5. 1 In the case of a delegated review the following will occur: 

• The REB chair will designate a member of the REB (this can include the chair) to 
review the project and decide about the ethical acceptability of the project. 

• The reviewer is responsible for communicating the decision to the researcher by 
email via a formal letter including any provisos or concerns. 

•  Delegated reviewers retain the prerogative to refer any research proposal or 
matter related to their review to the full board for review or consideration. 

• The reviewer and researcher are responsible for ensuring the provisos are met 
before the researcher begins their project.  

• All documentation of the review process will be provided to the REB chair for 
filing purposes.   

• If the project is rejected, the researcher can pursue an appeal process as 
outlined in Procedure E below.   
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C. Multiple Jurisdictions Review Process 
C. 1 In the case of a research project covering multiple jurisdictions, the researcher will need to do 

the following, either: 
 
• Provide a complete and approved harmonized review through the Provincial Research 

Ethics Platform (PREP), or 
 

• Provide a complete and approved REB application from the researcher’s home institution, 
an REB application from the College of the Rockies, and any other relevant project 
documents (protocol, surveys, consents, recruitment materials, etc.). This will then go 
through the REB approval process outlined in Procedure B. 
 

D. Types of REB Decisions 
D. 1 Approval: A letter of approval is issued and research may begin (the REB may include minor 

requests for information or suggestions with this approval), or 
 

D. 2 Provisos: Some concerns need to be addressed before approval can be given. The REB may 
authorize its chair to issue a letter of approval once the concerns have been satisfactorily 
addressed, or 

 
D. 3 Preliminary Approval: Projects that require ethical review to obtain research funds with 

which to develop infrastructure for a research project involving humans or to develop a 
questionnaire or survey (etc.) may receive preliminary approval with the understanding that 
any part of the research dealing with humans cannot commence until the REB has formally 
approved a final research proposal. 

 
D. 4 Deferral: The REB is unable to make a final decision (this may involve concerns about 

fundamental ethical issues regarding the research, including basic concerns about 
methodology). The decision is deferred for a later full board review at such time as the 
investigators submit the supplementary information or documentation as specified by the 
REB. 

 
D. 5 Rejection: The study is not approved, and the investigators cannot proceed with the project 

as submitted. (See procedure E below for appeal process).  
 

D. 6 Notwithstanding, the College has the right to refuse certain research to be conducted under 
the College’s name, even though the REB has found it ethically acceptable. 
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E. Appeals Process 
E. 1 In the case that an applicant requests a reconsideration of a decision made by the REB, the 

TCPS 2 will be followed, in that: 
 
E. 1. 1 The REB will reconsider any decision negatively impacting a research project upon 

the researcher’s request (TCPS Sec. 1, D5, Art. 1.10) 
 

E. 1. 2 The REB will provide an explanation of the reasons for opinions or decisions and 
written grounds for the decision. 
 

E. 1. 3 Researchers are provided the right to request reconsideration, “to be heard” by the 
REB and to rebut the stated grounds and opinions for decisions. 
 

E. 1. 4 In the case that consensus cannot be reached the researcher will be notified of the 
appeals process. This process includes re-review and submission to a partner 
institution in which a memorandum of understanding will be created for this 
purpose.  
 

E. 1. 5 The decision of the third-party institution will stand. 
 
F. Ongoing Review 

F. 1 The REB chair is responsible for ensuring that continuing review of ongoing research takes 
place to the chair’s satisfaction.   

 
F. 2 Annual Approval 

• Each year on or before the anniversary of the project approval, the researcher will submit 
a yearly update using the Study Progress Report Form accessible through the REB website. 
The form is submitted to the REB chair for review. If there are concerns with the study at 
this point, the researcher will be notified that research activities cease until approval to 
continue is granted. The REB chair will request a review of the study using procedure B.4 
above. 
 

F. 3 Study Completion 
• At the completion of the study, the researcher will submit the Study Completion Form 

accessible through the REB website. The form is submitted to the REB chair. 
 

G. Storage of Research Data 
G. 1 The REB and researcher are to follow institutional rules around research data management 

whenever possible.  
 

G. 2 Data is to be stored on encrypted files and stored on a password protected device whenever 
possible.  
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G. 3 Files are to be kept by the researcher for a minimum five years following the completion of 
the research or termination of the research by the REB, or as required by law (whichever is 
greater). For student research, data collected through course-based research is to be 
destroyed by the student once the project and course are completed unless otherwise 
specified in the REB application as to how and why data will be stored after project 
completion (see 7.1.7 Ethical Review of Course-Based Research Involving Human Participants 
– Procedures, specifically section C.12).  
 

G. 4 Files for the research project’s REB application and ongoing REB documents will be stored by 
the REB chair on the REB SharePoint website. The data will be appropriately destroyed a 
minimum of five years after the completion of the study.  
 

G. 5 The REB chair will track ongoing research projects at the College on the REB SharePoint 
website. This will include project title, principal researcher and contact information, and 
project status. 
 

H. Approval Process when working with Indigenous communities 
H. 1 The researcher(s) will require additional approval from Indigenous Research Ethics Boards or 

relevant agency before receiving permission to engage in the proposed research.  
 

H. 2 Where a community has formally engaged with a researcher or research team through a 
designated representative, the terms and undertakings of both the researcher and 
community should be set out in a research agreement before participants are recruited.  
 

H. 3 The research agreement should be put in writing and will be part of the REB application 
package for review. 

 
H. 4 The REB membership will include an Indigenous expert when reviewing applications of 

research that involve working with Indigenous communities, as per the College’s REB Terms of 
Reference and as per TCPS (2022) mandated REB composition that includes at least two 
experts on the research matter. 
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Appendix: 

 


