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Reminders
A key feature of progress reporting in ERA is the automatic reminder messages. Reminder emails will be sent at 4 intervals unless the report is submitted:

e 14 days prior to the anniversary of ethics approval
e 28 days after the anniversary of ethics approval
e 35 days after the anniversary of ethics approval
e 56 days after the anniversary of ethics approval

The reminder emails will be sent to the Principal Investigator and the project contact/s (as per the details page of the project in ERA).

Reminders will not be sent for projects that have the “post-status” completed, abandoned or terminated (refer to the next section).

Availability of progress report slots in ERA

It will not be possible to add progress reports to ERA unless the report slot has been generated. Only the project final report can be uploaded at any time. If
you need to submit a report at another time email research@alfred.org.au

This advice also applies for final reports for participating sites (not Alfred Health) that need to be submitted at a time that doesn’t coincide with the
anniversary of approval.

Templates

Refer to the Ethics & Research Governance section of the Alfred Health website for details about progress reporting and the templates.
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Post approval status and progress reporting tab.

Projects that have the status ‘ethics approval’, ‘low risk approval’ or ‘project authorised/endorsed’ will now have a post approval status (“post status”).
Projects that have a “post status” will also have the “Progress Reports” tab added.

The default post status will be ‘ongoing’ until a report is provided that requires an alteration of the project status.

Reminders will not be sent for projects that have the ERA “post-status” completed, abandoned or terminated.

AZ02 Ethics Approval Completed Welcome Emily Bingle (ERA, Governance) Profile | Logout

Details Amendments Progress Reports

Application Details

Status Ethics Approval Completed v

Not begun
Ongoing
Multisite ongoing

Long Title % | Test Application 02 EC Meeting Date Comp|eted

Closed by Ethics

Category Sub Category

Health and Social Science v

Short Title % | Test Application 02 HREC Approval Date Suspended ﬁ
Abandoned
Project Numbar % | AZO2 Special Condition(s) Terminated frand select
Destroyed 3
Application Type CAF Expiry Date
Administrator * | Emily Bingle -
Review Date % 12 Oct 2022

Protocol Number

Authorisation Date ﬁ

HREC Reference
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Uploading progress reports

Within the progress reporting tab, the annual report slot will be generated 4 weeks prior to the HREC approval date and then every 12 months until a final
report is submitted (status of project changes to either ‘completed’, ‘terminated’ or ‘abandoned’).

You will be able to click on the ‘Progress Reports’ tab to see a list of the report details for each project (note that previously submitted reports will not be
added to ERA).

By clicking ‘Manage Report’ you will be able to access the report slot for the relevant year so that you can upload progress reports and add other
documents that are relevant to the progress report.

Comments Progress Reports

Details

Reports

Progress Reports

Year Date Submitted Status Date Accepted

2022 20 Mar 2024 Researcher responded Manage Report
2023 - ncomplete Manage Report
2024 - ncomplete Manage Report

Final Report(s)

Year site(s) Date Submitted  Status Created By Date Accepted
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Once you are in the report slot for a particular year you can create files to upload documents such as:

e Alfred Site progress report
e Project progress report
e Publication(s)

Use the ‘+ new file’ option to create the files and label them accordingly.

10/14 Project Authorisedt  New File lember, Reviewer) Profile | Logout

Dashboard Applications Meetings

File Type

Manage Progress |

Project Title Aceul
Trauma ICU Patients
Status Incomplete
Administrator
Comments + New Comment
Files
Document Type Name Revision Updated by Date Mandatory
Project Report No File Provided -

Note: Amendments, change to personnel applications, insurance certificates, safety reports etc. should be submitted in accordance with the instructions
in the Ethics & Research Governance website. Do not upload them with progress or final reports. Submit these separately.

ERA Progress Reporting (Dec 2024) Page 5|10



AlfredHealth

Add a comment as required.

10/14 Project Authorisedt  New Comment lember, Reviewer) Profile | Logout

Comment

Manage Progress |

Project Title Accul Related to General -

Traur

Administrator

Comments

Click on ‘submit reports’ to submit the report for review.

Commens
Files + New File
Document Type Name Revision Updated by Date Mandatory

. Progress-report-
Project Report project-form (7). docx 1 Happy Researcher 02 Dec 2024

Submit Report{s)

You will receive an automatically generated email to let you know that the report is submitted.
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Final reports
The option to submit a final report is always available.

Clicking on the ‘+ final report’ option generates a pop-up message with some advice and the option to “add report”.

Dashboard Applications Meetings

10/14 Project Authotised/E=nrent Mnnninag Walrama Hanm Racaarchor (Racasrchar HRES Member, Reviewer) Profile | Logout

Add Final Reports

Details

Afinal report is due on the completion of a project or if a project is discontinued.

Reports

Use this section to upload:

F’rog [ess Reports « an overall project final report OR.

« an Alfred Health site final report for projects approved by an HREC other than the Alfred
Hospital Ethics Commitiee

Year Date Sunm'n1- h
Other site final reports can be added to the progress reports section

2016 - Manage Report
2017 - Manage Report
2018 : ' ' Menage Repor
2019 08 Apr 2024 ' Report accepted 21 Nov 2024 - Manage Report
2020 - Incomplete Manage Report
2021 09 Feb 2024 Report acce) 09 Feb 2024 Manage Report
2022 16 Jan 2024 Researcher responded Manage Report
2023 16 Jan 2024 Researcher responded Manage Report
2024 - Incomplete Manage Report

Final Report(s)

Year Site(s) Date Submitted Status Created By Date Accepted

cations/reparts/41#
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Report review and acknowledgement

Once submitted, researchers will receive an email to confirm receipt:
Dear [researcher name]

Project [local number] - [title]

The progress report has been received and will be reviewed in due course.

The report will be reviewed and you may receive an alert with a request for further information:

Dear [researcher name]

Project [local number] - [title]

The progress report has been reviewed and further information is required. Please log in to ERA [insert ERA link] and provide a response.

If the report does require a response then it will appear in your dashboard.

Amendments

Researcher Response Required

Progress Reports

Researcher Response Required

Report Year 2024 - (AZ02)

Final Reports

Researcher Response Required

Report Year 2023 - (AZ99)
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Provide the response in ERA and remember to click on the blue button “finalise response”.

Thank you. Please arrange for the Principal Investigator to sign the report and submit the fully signed version

Sorry, | have uploaded the fully signed report.

Edit

Reply
Files
Document Type Name Revision Updated by Date Mandatory
Progress-report-proje
Project Report o . poripro 1 Happy Researcher 02 Dec 2024 ﬂ
ct-form (7).docx

Finalise Response

When the report is formally acknowledged you will receive the following message:

Dear [researcher name]

Project [local number] and [title]

The progress report is considered satisfactory and the acknowledgement is available in the progress report files.

Log in to ERA [insert ERA link] to download the acknowledgement.
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The report acknowledgement will be uploaded to the Files.

The process is similar for final reports.

Comments

Please fix the report

Will do.

Happy Researcher - 15 Nov 2024

Fios

Document Type MName Revision Updated by Date Mandatory
Progress-report-proje ﬂ
Final Report 1 H R h 05 2024
inal Repo ct-form (7).docx appy Researcher Apr
Alfred-progress repor
Acknowledgement t acknowledgementp 1 Emily Bingle 02 Dec 2024 B

df

At the time of report acknowledgement (either progress or final), the post-status will be changed as required.

Dashboard Applications: Meetings

AZ99 Ethics Approval Completed Welcome Happy cl er, HREC Member, Reviewer) Profile | Logout

Details Comments Amendments Progress Reports
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