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CRRD Process for Departmental Review of Rehabilitation Research Protocols
The Centre for Rehabilitation Research and Development is responsible for performing reviews of all research that takes place at the Ottawa Hospital Rehabilitation Centre. This includes research that utilizes patients, space and staff of our facility. This review is preformed in accordance with requirements by the Ottawa Hospital Research Ethics Board and the Tri-Council Policy Statement. 

If you have any questions, please contact the CRRD Secretary Jenn Taillon at ext. 75321
jetaillon@toh.on.ca 
Please note: The CRRD is no longer using the COREB form. 

Please note: The CRRD does not have access to your OHSN-REB online ethics application. 

· The Researcher submits one hardcopy and one electronic copy of a complete proposal to the CRRD Secretary who will pass these to Dorothyann Curran (Research Associate). The proposal should outline the purpose of the research, literature review, methodology, data analysis and a list of contacts (Investigators and Co-Investigators). 

· Please include all relevant supporting documentation i.e. questionnaires, consent forms, recruitment scripts, external peer reviews from granting agencies, and CRRD Impact Form. 
· The CRRD Impact form is available from the CRRD Secretary. 

· Dorothyann reviews proposal and writes a ‘Feedback Letter’ addressed to the Researcher(s).

· Dorothyann sends a Feedback Letter to the Researcher(s) and/or Research Coordinator by e–mail and cc’s the CRRD Secretary.

· Researcher and/or designate responds to the feedback and e-mails a response (including any new or updated documents) to Dorothyann and the Secretary. 

Please note: A two (2) week turn around time for the response(s) will be requested. 

· Dorothyann reviews the responses and, if necessary, clarifies any outstanding issues with the Researcher(s).

· Dorothyann determines an appropriate level of Ottawa Hospital Rehabilitation Centre review for each proposal, consulting with Patricia McNamara (Manager of Rehabilitation Research) if required. Proposals that are submitted which have funding from recognized grant agencies that do peer reviews as part of their funding process will normally be exempt from further review.  These grant agency peer reviews must be submitted as part of the relevant supporting documentation. 

· If a further review is deemed appropriate, one or two other people will also be requested to review the proposal. The CRRD Secretary will contact the potential Reviewer(s) using a list of qualified TOHRC people or an external reviewer suggested by the Researcher(s) or Dorothyann. 

· The CRRD Secretary removes all identifying information on the research proposal and any relevant supporting documents (consent forms, recruitment scripts etc.) by removing direct references to the Researcher(s). The CRRD Secretary sends all documents to the Reviewer. A two (2) week time frame is requested of a Reviewer to perform their assessment. 

· The review comes back to the CRRD Secretary with Reviewer feedback.

· The review is sent via e-mail by the CRRD Secretary to the Researcher(s) for response. 

· Researcher(s) responds to the Reviewer, and sends the updated documents and response to the CRRD Secretary. The updated documents and response are sent via e-mail to Dorothyann by the CRRD Secretary. 
· Note that a 2 week turn around time is also requested for the investigator responses. Investigators will receive 2 reminder e-mails if they do not respond within the initial 2 week time frame. 
· Dorothyann reviews the documents to ensure that all points made by the Reviewer are addressed and all documents have been updated appropriately. 

· Patricia McNamara signs off on the proposal. The Director of Rehabilitation Research is always the first administrative signature on the CRRD Impact Form.

· The rest of the administrative signatures are obtained. Usually Dorothyann or the CRRD Secretary will facilitate this by taking a hardcopy of the proposal and CRRD form to the person whose signature is required next.
· Once final signatures are obtained, a copy of all final documents is made by the CRRD Secretary for CRRD records. 

· The CRRD Secretary creates a (PDF) file called the CRRD attachment of the final CRRD form.
Dorothyann or the CRRD Secretary will send an e-mail to the Researcher(s) informing them that their proposal has successfully met all CRRD requirements and an introduction to Christine Banyard (Protocol Officer/ OHSN-REB contact) will be made. The CRRD attachment will be included in this e-mail. The CRRD attachment (PDF) file will need to be uploaded as an attachment to your OHSN-REB online ethics application.
Other processes that run parallel to the CRRD process include the OHSN-REB online ethics application and Contracts. CRRD can assist with these processes. 

