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1. Submission of Application 

Applications are created and submitted online using IRISS (www.ucalgary.ca/iriss); there are no paper 
application forms. Be sure to include all associated documentation (e.g., consent forms, recruitment notices 
and scripts, interview questions, debriefing information, letters of permission, etc.). Review the document 
“Common Issues and How to Avoid Them” on the CFREB webpage for advice and tips for facilitating the 
review process (www.ucalgary.ca/research/ethics/cfreb).  

Determine if you need to complete a full application or a Modification (described below in Section 6). Both 
types of applications are created in IRISS. The review process for a full application is described below in 
Sections 2-5. 

 

2. Review of Full Applications 

Applications are checked by Research Services staff for completeness before being sent to a Research 
Ethics Analyst (REA). The application is summarized and reviewed by the REA and then reviewed by either 
the Chair and/or a CFREB Board member.  

Applications are reviewed on a first-come, first-served basis. Applications judged to be of minimal risk or no 
risk are typically reviewed in 3-4 weeks, depending upon the volume of applications under review (volume is 
higher during the regular academic year and lower in the spring and summer).  

Applications judged to be greater-than-minimal risk and those that use deception are reviewed by the entire 
CFREB board during its monthly meeting, as required by the Tri-Council Policy Statement (TCPS) 
regulations. The CFREB meets on the last Friday of each month, twelve months a year. If you believe your 
research will involve a greater than minimal risk or if you intend to use deception, then you should submit 
your application before the submission deadline (2 weeks before the scheduled monthly meeting) to ensure 
that it is reviewed at the next meeting. The schedule of CFREB meetings and submission deadlines is listed 
on the CFREB web page. 

 

3. Feedback and Revision of Application 

For applications judged to be of minimal risk or no risk, an REA and the Chair will provide feedback on your 
application via IRISS. This will include questions from the Chair and a description of the revisions that will be 
necessary to receive approval. You will receive an email when your review is complete and you respond to 
your feedback via IRISS. You also upload any revised documents (consent forms, etc.) and make any 
required changes to the IRISS application. Your revised application is then reviewed by an REA and the 
Chair and approved subject to the acceptability of the revisions. 
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If your application was judged to be greater-than-minimal risk and was reviewed at a CFREB board meeting, 
then you will receive a memo from the Chair (via email) that details the Board’s concerns and the required 
revisions. This information will also be posted in IRISS. You respond to this feedback via IRISS. You also 
upload any revised documents (consent forms, etc.) and make any required changes to the IRISS 
application. Your revised application is then reviewed by the Chair and approved subject to the acceptability 
of the revisions. Applications requiring extensive revisions may need to be reviewed by the CFREB Board 
prior to approval.  

 

4. Approval of Application 

Your application can be approved when the CFREB is satisfied that all the necessary changes to the 
research methods and documentation have been made. When approved, you will be issued a Certificate of 
Institutional Ethics Review and an Approval Letter. These documents will be issued electronically and will be 
available in IRISS for downloading and printing. Research and Trust Accounting will require the Certificate of 
Institutional Ethics Review to release grant funding for expenses directly related to data collection activities 
(e.g., payments to participants, salary for research assistants collecting data, etc.). Certificates are issued for 
a period of one year and must be renewed (described below) if the research will continue beyond the one 
year approval period.  

 

5. Renewals  

A Certificate of Institutional Ethics Review is in force for one year. Research Services will contact you about 
30 days before the expiry date of the Certificate and ask you to complete a Renewal application or a Final 
Report. If you wish to continue the research complete the Renewal application; complete the Final Report if 
the research has been completed and no further data collection activities will take place.  

Note that by submitting a Final Report you are indicating only that data collection/interaction with participants 
has been completed; you are free to analyze your data, present your results at conferences, and publish your 
findings after submitting a Final Report. 

 

6. Modifications 

Applications that have been approved can be modified at a later date to accommodate changes in 
methodology (e.g., a change in recruitment methods, a new questionnaire, a change in the type of participant 
recruited), personnel (e.g., the addition of a new research assistant or student to the research team), and 
study location (e.g., data being collected in a different school or business). A Modification is created and 
submitted in IRISS. The online forms asks you to describe the changes you are making to your previously 
approved research. Revised documentation (e.g., consent forms, recruitment notices) is uploaded into IRISS 
and must be submitted to complete the Modification. Modifications are reviewed by the Chair and an REA. If 
the Modification is approved you will be issued a new Certificate of Institutional Ethics Review, but the 
original one year approval period will remain in force. 

 

 For further information on any of the points above, please contact a Research Ethics Analyst 
at cfreb@ucalgary.ca.  
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