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How to complete the 
Animal Ethics Application 

Quick Reference Guide v1.01 
 

The Griffith University Animal Research Ethics Review process is web based.  This means that academic staff complete the ‘Animal Ethics Committee Application’ by logging onto the Griffith 
Portal, and electronically submitting the completed application to the Office for Research.  This document explains how to enter data and submit the application.  
 
A Microsoft Word version of the questions that are part of the application process can be accessed at https://www.griffith.edu.au/research/research-services/research-ethics-
integrity/animal/animal-ethics-applications to assist you with preparing your submission. Please note, all submissions must be lodged via RIMS.  
 
The ‘Animal Ethics Committee Application’ is made up of five (5) Tabs: Coversheet, Questionnaire, Animal Usage, Documents and Status History.  Within the ‘Questionnaire Tab’ each 
question is presented in turn and only those questions that relate to previous answers will be presented. The same questionnaire may result in one researcher answering many questions 
and another only a few.  The information gathered in these tabs will allow the Animal Ethics Committee to assess your application.   
 
You may be advised by the system that animal ethics approval is not required (Outside of Scope). If this is the case, you do not need to proceed with completing an application. Please 
contact animal-ethics@griffith.edu.au if you require further clarification regarding your proposed project or if you would like to request an exemption notification.   
 

1.0 Access to RIMS is via the Animal Ethics Website: https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-
applications 

https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
mailto:animal-ethics@griffith.edu.au
https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
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After opening the URL above, click on the  
button. 

 
 

1.1 Logging in for the first time?  Don’t have a IRMA/RIMS account? 

 

 
If you see this screen you will need to enter your 's' number (without 
the 's') in the field at “Griffith University Username” and press the 
‘Submit’ button.   
 
This will automatically create your IRMA / RIMS account.   
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This screen may come up also, click on “Please click this link to login” 
under the padlock. 

 

To access the Animal Ethics module select the ‘Animal Ethics’ Tab from 
the ‘Researcher Profile’ landing page in RIMS 
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A) NEW APPLICATION 

Begin an application by selecting 
‘Coversheets’ in the in the Picklist 

and clicking on the  
button.  
 
 
Regardless of whether you are 
submitting a new application, a 
variation or a report these all 
start the same way. 
 

 

 
 

 
Select the required form type. 
New Application = “Animal Ethics 
Committee Application” 
Variation = “Application 
Variation Request” 
Report = “Annual/Final/Progress 
or Adverse Event Report”  
Response to Committee 
Questions = “Response to 
Committee Questions”  
 
In this case, select  
“Animal Ethics Committee 
Application” from the drop down 
box.  
 

Then click on the  
button 
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2.0   COVERSHEET TAB 
Coversheets are comprised of a set of code blocks, each of which collects 
related pieces of data. This section details how to complete each code block 
that may appear on a coversheet.  

 

 
 

NOTE: BY CLICKING ‘SAVE’ YOU WILL EXIT THE COVERSHEET AND RETURN 
TO THE ‘ANIMAL ETHICS’ LIST SCREEN (shown below).   

 
 

CLICK ON THE PENCIL  IN THE RIGHT HAND COLUMN NEXT TO THE 
CURRENT APPLICATION TO RETURN TO IT.   

Green rows have been submitted, white rows have not been submitted. 
 
The application will auto save every 5 minutes. 

 

The  symbol contains helpful information for this field as per the 
example, hover your mouse cursor over this symbol to reveal the help text.  
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2.1   Protocol Title 
 
The Protocol Title is a mandatory field and will accept a maximum 
of 995 characters including spaces. Where possible use “plain 
English”. However, a more technically-phrased title that matches 
the title of a grant application is also acceptable. Ensure that the 
title is not identical to other projects, unless the application is 
replacing a previous approval with the same title.  
 
 

 

 

2.2   Chief investigator 
 
In addition to recording the Chief investigator's details, this code 
block is also used to determine the department to be used for some 
approvals and the primary department of the protocol.  
 
Note: HDR students cannot be listed as the Chief Investigator.  
 
You will need to contact animal-ethics@griffith.edu.au if this is 
incorrect.  
 
Note: The department of the CI cannot be overridden.  

 

 

  
 

2.3 Selecting a Responsible Investigator 
 
One of the Internal Investigators must be identified as the 
Responsible Investigator. This can be selected at the role drop down 
box at the Chief Investigator section of the Coversheet or at the 
Internal Investigators section.  
 
The Responsible Investigator (RI) must be an employee of Griffith 
University and preferably a person with an academic appointment.    
 
The Responsible Investigator is the person with ultimate 
responsibility for the care and use of animals in the project (see 
2.4.5 of the Code) 
 
Ordinarily, the RI is closely involved with a project, and there is no 
doubt about that person's responsibility. Where students are using 
animals in a teaching and/or research program, the RI has 
responsibility to ensure that students carry out procedures and 
conduct themselves in an ethical manner. 

 

 

mailto:animal-ethics@griffith.edu.au
https://www.nhmrc.gov.au/about-us/publications/australian-code-care-and-use-animals-scientific-purposes
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Acceptance of this responsibility is implicit when the application is 
signed and submitted. 
 

Enter the Chief Investigator’s last name only if you don’t have their 
Staff Number and need to look them up. 
 
If you know the CI’s Staff Number, enter this into the field and the 
name will be automatically filled.  If the Staff Number has less than 7 
digits, add zeros (0) to make up the 7 digits, e.g. 9191 should be 
entered as 0009191. 
 
 

 

 

 
 
 
 
 

Then click on the ‘Link’ button to the right of their name to add 
them to the Coversheet. 
 

 

 
2.4   Internal Investigators 
 
The Internal investigators code block records all investigators except 
the CI.  

 
To add an internal investigator: 

• Select ‘Yes’ beside "Other Internal Investigators Involved", a 
new code block will display which allows adding and editing 
internal investigators 

• Click Add  in the Internal Investigators section 

• Enter a staff ID or surname. This can be a partial surname, do not 
enter an initial 

• Click Search  

• If a valid staff ID was entered this step will be skipped, otherwise a 
list of internal staff members matching the search term will be 
displayed 
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•  click Link  beside the correct staff member or click 

Back   to enter a new search term 

• Select this person’s role from the Picklist 

• Click ‘Save’  

• Continue adding researchers until the entire team is listed.   

• Ensure you enter the total number of Griffith investigators 
(including the CI) in the ‘Number of Internal Investigators 
(Including Chief Investigator)’. 
 
– Don’t forget to add yourself as an investigator. 

 

 
 
 

2.5   External Investigators 
 
Similar to the above, to add an external investigator: 

In the External investigators section, click Add   

• Enter a surname, this can be a partial surname 

• Click Search  

• A list of externals matching the search term will be displayed 

• Click Link  beside the correct external or click Back  to enter a 
new search term 
To set an external investigators role: 

• Click the edit icon  beside the relevant investigator 

• update the role 

• Click Save  
 
 

NOTE: Although external investigators are unable to access RIMS, 
they are still required to sign off on a project they are named on. 
This can be done by completing the External Researchers 
Declaration form available at 
https://www.griffith.edu.au/research/research-services/research-
ethics-integrity/animal/animal-ethics-applications and uploading the 
completed form to the 'Documents' tab of your application in RIMS 
prior to submission.  
 
 
 
 

 

 
 
 

 

https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
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If your team member is not shown click ‘Create’ 
 
 
 

 

 

You can enter as much information as you like but please enter at 
least the person’s full name and their Institution. 

Click Save  

 

 
 

2.6   Start and End dates 
Enter the requested start and end dates. These are both mandatory 
fields. The start date cannot predate the submission of the 
application. Please submit your application more than a month 
(preferably two months) before your planned starting date. 
Submission deadlines are available at 
https://www.griffith.edu.au/research/research-services/research-
ethics-integrity/animal/animal-ethics-applications 
 
Please note, no animal use may occur until approval has been 
granted by the Animal Ethics Committee and all animal use must be 
finished by the end date.  
 

Date format is dd/mm/yyyy. However d/m/yy is accepted also. 
 
Projects can be approved for a maximum period of three years. An 
extension can be granted for one further year upon request. Further 
approvals require the submission of a new application.  
 

 

 

  

https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
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2.7   Standard Operating Procedures 

Click Add   
 
The full list of SOPs will be returned. Find the SOP you wish to add to 

your application and press Link . 
 
Repeat this process until the correct set of SOPs have been added to 
your application.  
 
If the SOP you would like to add is not there, you can create your 
own and upload it to the Document’s tab.  
 
Further information about Standard Operating Procedures can be 
found here: https://www.griffith.edu.au/research/research-
services/research-ethics-integrity/animal/animal-ethics-
applications/standard-operating-procedures 

 

 
 

 

3.0 QUESTIONAIRE TAB 
Answer each question in order until the message "Questionnaire has 
been completed" displays.  The questions presented will depend on 
the answers to previous questions. Answers can be revised at any 
time, until the application is submitted using the controls described 
below. 

 

 

 

The three icons on the right of the questions do the following: 

 - View the full question and answer 

 - View question and change the answer to this question 

- Delete this answer 
 
PLEASE NOTE: If you CHANGE or DELETE an answer you will be 
taken back to that point of the questionnaire and will lose all 
answers that you had previously entered after that question. 

 clicking this button will undo just your last answer and 
you will be asked that question again. 
 
 

  

https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications/standard-operating-procedures
https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications/standard-operating-procedures
https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications/standard-operating-procedures
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Select your answer to the question from the Picklist then click ‘Next’. 
 

 
 

 

 
 
 
 
 

If you press ‘Next’ without answering a question, the system will 
require you to provide a response before you may move onto the 
next question. Go to the picklist and select an answer or type an 
answer if you are presented with a free text box.  

 

 
4.0   ANIMAL USAGE TAB 
Use this tab to specify the type and number of animals requested in 
the application 
 

• In the Animal Usage Tab of an Animal Ethics Application, click 

Add   

• Select and add values to the fields. 

• Click Save  
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• Repeat the above steps until all the animals for your application 
are defined. 

 
Confused about the ‘Invasiveness’ categories? Refer to the Guidelines 
for completing an application form available at: 
https://www.griffith.edu.au/research/research-services/research-
ethics-integrity/animal/animal-ethics-applications 
 
Note: ‘Death As An Endpoint’ only applies in those rare cases where 
the death of the animal is a planned part of the experimental 
procedures. Not when animals will be humanely killed at the end of a 
project.  

 
If animals will be housed or used inside a Griffith Animal Facility 
please specify the location on the Locations Tab.   

 

5.0   DOCUMENTS TAB 
To attach a document to an application 
 

• In the Documents Tab of an Animal Ethics Application, click 

Add   

• Add a ‘Document description’ 

• Select a ‘Type of document’  

• Click Browse  

• Locate and select a file and click Open, this screen will vary depending 
on the operating system used 

• If the file type is not supported an error will be displayed, otherwise 

click Upload   

 
The types of documents that can be uploaded are listed across the top of 
the code block: 
msg, pdf, doc, wav, mp3, xls, tif, tiff, jpg, jpeg, mov, wma, docx, xlsx, rtf file 
types 

 

 

 
                                                    

https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
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You are required to provide copies of the following documents for review where applicable: 
 
- Team Member Table  
- External Researchers Declaration  
- Copies of permits 
- Copies of associated UBC /HREC applications and approval notifications 
- Any essential papers for reading by the Committee 
- A welfare assessment score and judgement sheet tailored appropriately for use during the project if animals are to be held for any period. An example of a laboratory animal 

monitoring template is available at https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications. Information regarding how the 
wellbeing of animals will be monitored and assessed throughout the project, the frequency of monitoring and assessment, the actions to be taken if problems are identified, and the 
criteria for intervention points and humane endpoints must be included. 

- Any Standard Operating Procedures 
- Where a Prior Review Application is being submitted, a copy of the full application submitted to the other institution’s AEC and the approval issued.  

 
Please do not provide CVs, grant applications or approvals, PhD proposals or confirmation documents unless requested.   

 
 

The three icons on the right of the uploads do the following: 
 

 - View question and change the answer to this question 

 - View the document that has been uploaded (this will take you to a 
screen where you can download the document) 

- Delete this document 
 

 

 

6.0   STATUS HISTORY TAB 
 
You are not required to do anything in this tab. This tab allows you to 
monitor the progress of your application. 
 
‘New’ – Application is in the process of being completed 
‘Submitted’ – Application has been submitted but not yet viewed by the 
Office for Research 
‘To be Considered’ – Application will be considered by the Animal Ethics 
Committee 
‘Considered by the AEC’ – Application has been converted to a Protocol 
and therefore has received at least Provisional Approval. Please note, if 
provisional approval has been issued you CANNOT commence animal work 
until a response to the matters communicated with you in the outcome 
letter have been addressed and you have been issued with an official 
approval notification that you may commence the protocol.  
 
 

 

 

   

https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
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7.0   SUBMIT APPLICATION 
 
In order to submit your application, return to the ‘Coversheet’ Tab 
 
To submit the completed application; 
 

Click the  button 
 
The database will send an email to the listed internal investigators 
(including the Chief Investigator) to confirm the application has been 
submitted.   
 
 

 

 
 
 
 

After an application has been submitted, all listed Internal Investigators 
will then need to go to their ‘My Approvals’ Tab on their ‘RIMS Researcher 
Profile’ page to approve the submission of the application. (The sign off for 
any external investigators should have been uploaded to the Documents 
tab using the External Researchers Declaration form available at  
https://www.griffith.edu.au/research/research-services/research-ethics-
integrity/animal/animal-ethics-applications prior to the application’s 
submission) 
 
Instructions for how to do this are located in Section F of this document.  
 
Once all the listed investigators have approved the application, the Office 
for Research will assess the nominated Head of School  / Centre Director 
and add them to the approver process to also verify the application.  Once 
they have also approved the application it will be forwarded to the Animal 
Ethics Committee for consideration. 
 
However, if you are aware that the HoS is on leave and/or a Centre 
Director (not a HoS) or a Deputy Head / Acting Head needs to approve the 
application submission please contact the Office for Research (373 52069 
or animal-ethics@griffith.edu.au) and advise the name of the alternate 
approver.  The ethics officers will be able to replace the absent staff 
member with the person acting in the role. 

 
 
 
 
 

If you have any questions please contact the 
Animal Ethics staff: 

Ph: 373 52069 
animal-ethics@griffith.edu.au 

https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
https://www.griffith.edu.au/research/research-services/research-ethics-integrity/animal/animal-ethics-applications
mailto:animal-ethics@griffith.edu.au
mailto:animal-ethics@griffith.edu.au
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Print Coversheet and Questionnaire 
As the signing of ethics applications is now conducted via an online 
workflow, the Office for Research does not require an additional hard copy 
or pdf version. However if you would like a printed / pdf copy for your own 
records follow these steps: 

• Return to the Coversheet Tab 

• Click Print Form 
 

 
 

• Click  on the magnifying glass  

  
 

• Click (1), this will download the document to your default 
download location e.g. a Download folder on your computer, or 
your desktop. We cannot help you find this document but it will 
be named 
“TMP…..” and several digits e.g. 
TMP621247102015724141141.doc 
 

• Click (2) to return to the ‘Coversheet’ tab  
 
The document will look like the image on the far right. 
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8.0   OTHER INFORMATION – RIMS FUNCTIONS  

8.1   Common controls 
 
The following navigation controls are available when answering the questionnaire: 

• : deletes the last answer and presents the question before that with the 
answer removed 

• : move to the next answer, the current question must be answered or an 
error message will display 

• : open a new screen which displays the questions in the order they were 
presented and with no truncation of questions or answers 

• : restore a previously deleted answer to the current question. This button is 
only displayed where an answer to the current question has been deleted 

• : Displayed when viewing a question answer, clicking returns the user to 
the current question 

• : Return to the coversheet from Preview mode 

 

 

The following controls are available beside each question answer: 

• : view questions, opens the question and answer in the current question pane with 

neither question nor answer truncated. The answer cannot be changed on this screen 

• : edit the question. Edit the answer to the relevant question. Depending on the question 

type and new answer the question logic may result in some questions being re-presented or a 

new set of questions being presented. The user is warned that this will happen but the deleted 

answers are available through the restore functionality 

• : Delete the answer to the relevant question. Depending on the question type and new 

answer the question logic may result in some questions being re-presented or a new set of 

questions being presented. The user is warned that this will happen but the deleted answers 

are available through the restore functionality 

 

8.2   Question types  -  There are three question types displayed when answering a questionnaire: 

Memo: free text is used to answer the question, text must be entered 

before moving to the next question 

 

Picklist: A drop down box with a set of possible values, only one of 

which can be selected. Not selected is the default answer and must be 
updated before moving to the next question 
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Yes / No: the value Yes or No must be selected. Not selected is the 

default answer, Yes or No must be selected to proceed 

 
8.3   Preview mode 

To preview the questionnaire answers click 

Preview , this button can be clicked at any time. 

Preview mode will display only the questions currently displayed in the 

main questionnaire screen, i.e. not questions not yet answered or 

deleted  

•  
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9.0   ACCESSING PREVIOUS SUBMISSIONS  

9.1   Current Coversheets: 
 
When you first submit an application it is entered as a ‘Coversheet’. 
The screen pictured on the right lists each Coversheet you have 
created.  If the Coversheet is highlighted in green it has been 
submitted.  If the listed Coversheet is white it is still ‘New’ and must be 
submitted for the Office for Research for the review process to 
commence. 
Once a Coversheet is highlighted in green, it cannot be added to or 
modified. 
To view any of your Coversheets (submitted and new) 

• Click on ‘Researcher Profile’ in the red banner at the top of the 
screen. 

• Click the ‘Animal Ethics’ Tab 

 

 
 

9.2   Current Protocols: 
 

• Once the AEC has considered an application, if an approval status of 
either Full Approval, Conditional Approval or Provisional Approval is 
issued, the Coversheet will then become a ‘Protocol’ and can be found 
on the screen pictured on the right: 
 

• Click on ‘Researcher Profile’ in the red banner at the top of the 
screen.  

• Click on the ‘Animal Ethics’ Tab. 

• Change the dropdown to ‘protocols’ 

• Press the Search button  

• By clicking on the  in the right hand column you can re view 
the Protocol. 
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Click through each Tab to review the protocol, to return to the search 
screen go back to the ‘Main Details’ Tab and click ‘Cancel’ to return to 
the list page. 
 
If the application was not approved by the AEC and a resubmission is 
required, your application will be set at ‘New’ status and will be 
available to the applicants for further editing.  

 

The ‘Coversheet’ Tab lists which Coversheets have been submitted - i.e. 
the original application, any Variation Requests, Annual or Final 
Reports. 

•  
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B) RESUBMIT APPLICATION/VARIATION/REPORT REQUEST 
 

If an application/variation/report you’re listed on as an investigator has been considered and you’ve been asked to resubmit, the application’s/variation’s/Report’s status will change to 
Resubmit. Your submission is now unlocked for you to edit and submit again. 
 
Any questions/comments from the Committee will be communicated via email to the listed investigators at the same time as the record is unlocked. Please upload a cover letter to the 
Documents Tab describing the changes you have made to the resubmitted application/variation/report.  
 

To find the unlocked coversheet log into RIMS, click on the Researcher 
Profile link in the top right corner of the page. 
 
Then click on the Animal Ethics tab. 

 

To edit the unlocked coversheet, click on the  button. 
Note: If the coversheet is recommended for resubmission by the AEC, 
the status will be ‘Resubmit’. If the coversheet is ‘New’ instead the 
submission has been unsubmitted by the Office for Research 
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On the Coversheet tab edit the following fields as necessary: 

Protocol Title – Edit the text here only if requested by the Committee. 
 

Chief Investigator Details – Click the  button, search by 
surname or staff/student number without the ‘s’ (I.e. 0123456) . Link 

the person in your search result by press  button. Then select the 
role of the Chief Investigator from the dropdown. 
 
Internal Investigators – If the ‘Other Internal Investigators Involved’ 

dropdown is selected ‘No’, change it to ‘Yes’ and press the  
button that then displays. Search by surname or staff/student number 
without the ‘s’ (I.e. 0123456) . Link the person in your search result by 

press  button. Then select the role of the internal investigator from 
the dropdown. Ensure that either the Chief Investigator or one of the 
Internal Investigators has the role of ‘Responsible Investigator’ selected 
from the drop down box.  
 
External Investigators – If the ‘Other External Investigators Involved’ 

dropdown is selected ‘No’, change it to ‘Yes’ and press the  
button that then displays. Search by surname and link the person in 

your search result by press  button. Then select the role of the 
external investigator from the dropdown. 
 
Start and End dates – Edit the dates as necessary with the format 
dd/mm/yyyy. 
 

Standard Operating Procedures – Click the  button and 

then press the  button of the SOP you wish to add. If your SOP is 
not there, you can create your own and submit it for review at the 
same time you lodge your application.  
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Important: It is highly recommended that before you edit any 
information in the Questionnaire Tab that you first click on the 

Coversheet Tab, press the  button and download a copy of 
the form that corresponds with the type of coversheet you are editing. 
This will preserve a copy of your questions and answers. Editing 
questions can result in subsequent questions being deleted. Having a 
saved copy of your earlier responses in the Questionnaire Tab can 
improve the process of resubmitting the Coversheet with a completed 
questionnaire. 
 
To edit the questionnaire use the following actions. 

• To view all the questions and answers in full, press the  
button. 

• To view an individual question and answer, press the button. 

• To edit an answer, press the button. Note: that editing an 
answer to a question that is not a textbox may remove subsequent 
questions and answers, as your new answer may alter the future 
questions that will be asked in the questionnaire. 

• To delete an answer, press the button. Note: All subsequent 
questions and answers after the deleted question will also be 
deleted. 

 

 
 

Click on the Animal Usage Tab. 
 

• To add additional animals, click on the  button and fill 
out all the listed fields. If the animals are to be used in Laboratory 

research, then click on the Locations Tab, press the  

button and press the button on one of the listed Griffith 
Animal Facilities. 

• To edit already added animals, click on the button and edit the 
listed information accordingly. 
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Click on the Documents Tab. 

• To add a new document, click on the  button.  
o Describe the document in the Document description field. 

o Click the  button to find a file to upload. 
o Select a value in Type of document dropdown. 

 

• To view an already uploaded document, click the  button and press 
the text ‘(1) Click this link to open your document’ 

 

• To delete an attached document, press the button and click 

the  button when prompted. 

 

Once you’ve made all the necessary changes to your coversheet, click 

on the Coversheet tab and press the  button. 
 
Alternatively, if you wish to save your changes without submitting, you 

can press the  button at any time and come back to your 
coversheet later. 
 

Once the  button has been pressed, the Chief Investigator 
will be prompted by email to review and approve the submission (if it is 
an application), then all other internal investigators listed on the 
Coversheet will be also prompted to review and approve the 
submission. Once all team members have approved the submission a 
request will go to the Head of School/Centre Director.  
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C) VARIATION REQUEST 

To access the Animal Ethics module select the Animal Ethics Tab from 
the Researcher Profile landing page in RIMS 

 

Begin a variation request by selecting ‘Coversheets’ in the in the Picklist 

and clicking on the Create  button.  

 

 
 

Select “Application Variation Request” from the picklist. 
 

Then, click on the  button 
 

 
 

 

 
You will then need to select the approved protocol you wish to make 
the variation/amendment to: 
 

Click Search  

 

 
Enter the protocol details into the search fields and click ‘Search’ 

Click the Link  button to choose the protocol 
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Then click on the Next  button 
 

 

 
Coversheet Tab 
 
Note the form name is ‘Application Variation Request’, and there is a 
note ‘This coversheet is a modification to protocol number 954’.  Hence, 
you are creating a new Variation ‘Coversheet’, not making changes to 
the protocol itself. The changes will be made to the protocol by the 
ethics reviewers once the variation is approved. 
 
Changes can be made to any of the fields in the ‘Coversheet’ Tab. 
 
Refer to Section 1 instructions in this document if you wish to amend / 
add any details to the Coversheet Tab. 
 
 

 
Questionnaire Tab 
 
Then click on the ‘Questionnaire’ Tab to provide details of the variation 
request: 
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Answer the questions in the fields provided, if the answer is no, enter 
‘No’ into the free text box then click ‘Next’. 
Once all questions are answered you will see the message 
“Questionnaire has been completed” 
 
Even if you have made changes in the Coversheet e.g. addition or 
removal of team members, extension, please ensure you describe all 
the change/s made in the questionnaire also. 

 
 
 
Animal Usage Tab 
 
Go to the ‘Animal Usage’ Tab and edit any animals that you have added 
or Add new animals. 

 
 

 
Documents Tab 
 
Go to the ‘Documents’ Tab and upload any documents that have been 
changed because of the variation, e.g. the recruitment script, 
Information Sheet, Consent Form, Questionnaire.  Do not upload 
documents if they have not been changed. 
 
The process to add documents is the same as submitting the original 
‘Coversheet’, refer to 4.0 above. 
 
 

 

 
 
 

Print Form 
 
Once again, if you wish to print a copy of your Variation Coversheet  
Go to the ‘Coversheet’ Tab,  
Click Print,  

on the ‘Templates’ page click on the magnifying glass  next to 
‘Variation Coversheet Form’ 

 

  
Submit Variation 
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Return to the ‘Coversheet’ Tab 
Click ‘Submit’ 
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D) ANNUAL / FINAL REPORT / PROGRESS OR ADVERSE EVENT FORM 

To access the Animal Ethics module select the Animal Ethics Tab from 
the Researcher Profile landing page in RIMS 

 

Begin a report by selecting ‘Coversheets’ in the in the Picklist and 

clicking on the Create  button.  

 

 
 

Select “Annual/Final/ Progress or Adverse Event Report” from the 
picklist. 
 

Then click on the Next  button 
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As with the Variation Request you must link the report to the 
appropriate approved protocol. 
 
Search for and choose the protocol you wish to submit the report for by 
entering the protocol details into the search fields and click ‘Search’ 

Click the Link  button to choose the protocol  
 
 
 
 

  

Click Next  
 

 
 

Coversheet Tab 
 
Nothing is required in the Coversheet Tab, however there is a section of 
text on this Tab which provides advice on the use of the form. 

 

 
Questionnaire Tab 
 
Enter your response to the questions in the free text field provided.   
 
Click ‘Next’ to continue to the next question.  
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Animal Usage Tab 
 
Please complete the Animal Usage – Years details within the Animal 
Usage tab following the guidance provided below carefully: 
 

• In the ‘Year’ field, please enter the year for the reporting 
period (For example, if completing an annual report for 2016 
in January 2017, please enter 2016 here).  
 

• In the ‘Date’ field, please enter today’s date in the format of 
dd/mm/yyyy. 
 

• At ‘Report Type’ Please select the type of report you are 
submitting 
 

• At ‘Animals used and to be used the following year’ Please 
specify the number of animals that were used in the calendar 
year for which you are reporting that will also be used in the 
following year (for example, if your experiment with 5 mice 
runs from 15 November 2015 to 15 January 2016, ‘5’ should be 
entered here) 
 

• At ‘Total used this year’ Please specify the total number of 
animals used in the calendar year for which you are reporting. 
If no animal use occurred ‘0’ (zero) must be entered here to 
allow accurate reporting to the state government. Ensure to 
also include the animals counted in the box above in your 
count.     
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Documents Tab 
 
If you would like to attach any additional documentation, such as a 
summary of research results or papers that are outcomes of this 
approval or provide samples of completed animal monitoring records, 
please upload these within the Documents Tab.  
  

Return to the ‘Coversheet’ Tab and click ‘Submit’. 
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E) RESPONSE TO COMMITTEE QUESTIONS 

In cases where the Animal Ethics Committee have requested further 
information regarding an application or variation, applicants use the 
Response Coversheet to submit responses to the Committee.  
 
To access the Animal Ethics module select the Animal Ethics Tab from 
the Researcher Profile landing page in RIMS 

 

Begin a Response to Committee Questions by selecting ‘Coversheets’ in 

the in the Picklist and clicking on the Create  button.  

 

 
 

Select “Response to Committee Questions” from the picklist. 
 

Then click on the Next  button 
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As with the Variation Request, you must link the Response to 
Committee Questions coversheet to the appropriate protocol. 
 
Search for and choose the protocol you wish to submit the response 

coversheet for by clicking Search, then entering the 
protocol details into the search fields and click ‘Search’  

 

  

Click the Link  button to choose the protocol  

  

Click Next  
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Coversheet Tab 
 
Copy the conditions and questions that were emailed to you by the 
Office for Research on behalf of the Animal Ethics Committee, into the 
‘Responses to the AEC’s questions and comments’ field. 

 

Documents Tab 
 
You can upload any amended methods or procedures or any supporting 
documentation to the Documents Tab. 
 

 

Return to the ‘Coversheet’ Tab and click ‘Submit’. 
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F) INTERNAL INVESTIGATOR / HEAD OF SCHOOL REVIEW OF ETHICS APPLICATION 

 
Every ethics Application must be approved by all Internal Investigators listed on the application and the relevant Head of School or Centre Director in RIMS. However, Variations, Reports and 
Response Coversheets do not go through this approval process. 
 

 
To review a submitted ethics application: 
Click on ‘Researcher Profile’ in the red banner. 
Click on ‘My Approvals’ 

  

Note: This tab may have a number in its description (e.g. [1]) which is 
indicative of the amount of outstanding approvals in your queue. 
 
Above the list of outstanding approvals are four filters (Total, Animal, 
Human, and Grants). Because this document is exclusively handling 
Animal approvals, click on the Animal filter. 
 

Click on the Pencil  button to open an approval task.  
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Reviewing an application  
Review the submitted application by clicking on any of the tabs:  
• Coversheet – On this tab you will be able to view the research 

Title, all listed Investigators, the proposed Start and End Date, 

External Approvals etc.  

 
Note: Clicking Continue will take you back to the ‘My Approvals’ list. 

 

Questionnaire  
 
You will be able to view all the questions and answers.  
 
Once on the Questionnaire Tab,  
 
Click on the Preview                    button to clearly view all the 
information. 

 

Click on Back  to return to the tabs screen 
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Documents  
This tab will allow you to view and download any of the documents 
attached to application. 
 
 
 

• Click (1), this will download the document to your default 
download location e.g. a Download folder on your computer, 
or your desktop. We cannot help you find this document but it 
will be named 
“TMP…..” and several digits e.g. 
TMP621247102015724141141.doc 
 

• Click (2) to return to the ‘Coversheet’ tab  
 
 

  

 

Status History  
This tab will show you the history of the application, including the name 
of the original submitter. 

 
After carefully considering the information in the application, please 
determine whether you approve or reject the application. 
 

• To approve the application, press the approve                       button. 

This will complete the approval process. 

• To reject the application you should first provide justification for it 

in the ‘Reason’ textbox, before pressing the Reject                       

button. 

 
Note: If an application is rejected by either the Chief Investigator or the 
Head of School / Centre Director an email will be sent to the listed 
investigators e.g: 
 
‘Dear Jesse Jones, 
Unfortunately your application or variation requested for your protocol 
titled "How to submit an application for Ethical Approval of Animal 
Research." cannot be considered by the Animal Ethics Committee as the 
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listed approver Dr John Smith has not approved it for review at this 
time. 
 
Please contact animal-ethics@griffith.edu.au for clarification of this 
matter.’ 
 
 
 

The text that the Head of School / Centre Director is agreeing to is 
below: 

 
“I have considered the details, values and the risks of this research 
and recommend it for ethical review. I confirm that the qualifications 
and experience of all investigators are appropriate to the study to be 
undertaken, and the necessary resources are available for this 
research to be conducted.” 

 

The text that the Chief Investigator and Investigator(s) are agreeing to is below: 
 
“As an investigator on this protocol, I assure the AEC that: 

• Plain English has been used throughout the application to allow all AEC members to be provided with 
sufficient information to participate effectively in the assessment of the application.  

• Adequate resources will be available to undertake the project. 

• I and all others involved in the project are familiar and will comply with the requirements of the Code. 

• I and all others involved in the project will adhere to all requirements of the AEC including the provision 
of reports, notices and advices.” 

 

 

https://www.nhmrc.gov.au/guidelines-publications/ea28

