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Change in Personnel Form
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Change in Study Personnel Amendment Form
REB - Bannatyne
NOTE:  The REB will issue a certificate of approval for a change in Principal Investigator (PI) but will not for additional personnel or change for other personnel.   Such changes will be considered administrative unless the qualifications and roles of the position are changed from the original REB approved research submission.  Should any documents presented to participants require modifications relating to these personnel changes they must be submitted with this form. NOTE: The REB no longer accepts paper copies - electronic submission only.
Checklist of Requirements for Review:
Yes
N/A
1.
One electronic copy of this form.
2.
Core certificate (required for ALL Research Personnel)
3.
Bannatyne Campus CV template for calendar year (required if Change in  PI)
4.
Additional documents as outlined below
5.
Appropriate signatures on form (*Required)
Section 1: Study Identification
Principal Investigator(s) OR Student Principal Investigator (PI)
Position
(Click +/- to add or delete rows to the table)
Name
Section 2: Change of Study Personnel
(Click +/- to add or delete rows to the table)
Add
Drop
Personnel Name
Credentials
Role in Study
Section 3: Documents
NOTE:  if you are making any additional changes to documents other than personnel changes you must to submit these changes via a Bannatyne Campus REB Amendment Form.
 
Submit any documents affected by this change.  Highlight the changes (both additions and deletions). The version date of the documents must be changed if this is a change in the PI.  A change in PI will be issued an REB amendment approval certificatePersonnel changes other than change in PI will be considered an administrative amendment and do not require a version change to documents.
Section 4: Questions
Yes
No
NA
Is the outgoing PI leaving the University of Manitoba or Shared Health Manitoba (SHM) affiliated institutions?
Does this change affect any other REB files?  If yes, submit a separate form for each study.
Has the Institutional Research Department been notified of this change?  NOTE:  this is a requirement for most studies.
Will participants be notified of this change? 
Section 5: Consent processes and PHIA/Privacy Training Pledge signing requirements
Yes
No
NA
Will new study personnel be obtaining consent?
If yes, please indicate if there is any relationship with the participants and describe what steps will be taken to avoid the perception of undue influence (Treating clinicians should not be obtaining consent). Outline the training staff will receive relating to this process.
The Personal Health Information Act (PHIA) and The Freedom of Information and Protection of Privacy Act (FIPPA).  
The University of Manitoba (UM) requires that all researchers, students, research personnel or agents who handle or are exposed to personal health information or personal information take the appropriate UM PHIA /Privacy Training module and sign a pledge of confidentiality. This can be completed at  Register for PHIA/Privacy Training.       
Will new personnel have access to personal information or personal health information?
It is the PI’s responsibility to ensure this is completed for all personnel and the documentation retained in the REGULATORY files for the study.        
Section 6:  TCPS2 CORE Online Training (required)
The University of Manitoba Research Ethics and Compliance Office now require that all research personnel complete the TCPS2 CORE tutorial and that  a electronic copy is included for each person.
 
Contact the REB Office if the research personnel are unable to complete the online tutorial due to accessibility issues or lack of internet in remote areas.
Yes
No
An electronic copy of TCPS2 CORE certificate is attached.
Section 7:  Personnel Qualifications/Training and Delegation of Responsibility Documentation
Each individual involved in conducting a research study must be qualified by education, training, and experience to perform his or her respective task(s).  
 
The site must maintain a record of all study personnel qualifications/ training and a Delegation of Responsibility log for regulatory purposes and site inspections.
Yes
No
The site has documentation to support the new study personnel’s previous qualifications as required for regulatory purpose.  If no, when will this documentation be obtained?
Yes
No
The new study personnel’s specific study training requirements have been completed and documented on the “University of Manitoba Bannatyne Campus Research Personnel Training Log Tool” or similar log?  If no, indicate when this will be completed: 
Yes
No
The “University of Manitoba Bannatyne Campus Delegation of Responsibility Log” or similar log has been updated with the responsibilities/duties of the new personnel.  If no, when will this documentation be obtained?
Section 8: Signatures
Signature for Change of Principal Investigator (If applicable)Ongoing Principal Investigator StatementI will no longer assume the role of Principal Investigator for this study and hand over the responsibility of the study conduct to the person named below as the Incoming Principal Investigator.
Incoming Principal Investigator Statement
I assume full responsibility for the scientific and ethical conduct of the study as approved by the REB submitted protocol and agree to conduct this study in compliance with “Tri Council Policy Statement 2:  Ethics Conduct for Research Involving Human Participants” and any other relevant regulations and guidelines.  I certify that all researchers and other personnel involved in this research study are appropriately qualified or will undergo appropriate training to fulfill their role in this research study. 
Signatures for Change/Addition of Study Personnel (If applicable)
 
Current Principal Investigator
I certify that all researchers and other personnel involved in this research study are appropriately qualified or will undergo appropriate training to fulfill their role in this research study.
I certify the signature and “Delegation of Responsibility Log” will be updated for this study. This is required at the site but does not need to accompany the submission.
I certify that the appropriate Research Department or Institution has been notified of these changes.
OR: Delegate for Principal Investigator
I have reviewed these changes with the Principal Investigator and he/she agrees with this submission and confirms his/her responsibilities noted above.
Section 9: Contact Information of Personnel Designated to Receive Annual Alert Notices
Send completed form and attachments to bannreb@umanitoba.ca
 
NOTE: Acknowledgment of receipt will NOT be issued. Please retain a copy of this form and your email as evidence of submission.
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