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IWK Research & Innovation Advancement 

Research Ethics 
 

ROMEO Researcher Portal – Annual Renewals 

 
Requests for Annual Renewals should now be submitted electronically to the REB via the ROMEO Research 
Portal. 
 
If you have not already logged in the ROMEO Research Portal, please refer to the ‘Registering in the ROMEO 
Researcher Portal & Introduction to Managing Study Review Activities’ document on our Research Ethics page.  
 

To login into the ROMEO Researcher Portal click here. 
 

My Reminders – Displays pending annuals and other administrative reminders. The Research Ethics 
Office (REO) will continue to send reminder emails when your study is ready for renewal prompting 
researchers to log in as needed. 
 

 
The reminder for annual renewals becomes visible 30 days in advance. To view upcoming reminders 
click ‘My Reminders’. All reminders for IWK and NSHA will be visible and will display reminders for both the 
Certification (ethics) and Awards (finance). The reminder email from Research Services will normally be 
sent approximately 6 weeks in advance there the upcoming study will not yet display in ‘My 
Reminders’. 

https://iwkhealth.ca/research/support-researchers/research-ethics
https://nsha-iwk.researchservicesoffice.com/Romeo.Researcher/(S(r1vj05wegw3omjhgdbbdjy0u))/Login.aspx?ReturnUrl=%2fRomeo.Researcher%2f
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Overdue reminders are shown in red and need to be acted on immediately. 
 

 
To submit the Annual Renewal Request click ‘Events’ and either: 

• select ‘IWK Annual Renewal Request’ from the table, 
 

Event Form Name Description 

Acknowledgement 
Request 

Letters/notifications from the study team, sponsor, etc. that require an acknowledgement that the REB has received 
specific information. Examples would include: studies on placed hold, or reactivated; studies closed to 
accrual/enrollment, status updates, etc. Can also be used to submit external SAE Summary Tables. 

Amendment Request This includes research protocols, ethics application forms, consent forms/addendums, research team contact pages, 
supporting materials, and product information. 

Annual Renewal 
Request 

REB approval will expire on the last day of the specified approval period, normally effective for 1 year. To ensure 
continuing approval, an Annual Approval Request is required 4-6 weeks prior to the expiry date. If approval expires all 
study activities must cease immediately, and the REB may close your file. 

 
Or 

• Scroll down to ‘Related Reminders’ at the bottom of the page. The related reminders displays a list 
of all outstanding ‘Milestones’ (the ROMEO term for reminders) pending for this study. In the far 
right column under related forms select ‘IWK Annual Renewal Request’. 

 

http://nsha-iwk.researchservicesoffice.com/Romeo.Researcher/Researcher/Forms/EventForms/EventForm.aspx?EventFormID=55&FormType=0&ReturnAddress=%7E/Researcher/HomePage/MyEvent.aspx
http://nsha-iwk.researchservicesoffice.com/Romeo.Researcher/Researcher/Forms/EventForms/EventForm.aspx?EventFormID=55&FormType=0&ReturnAddress=%7E/Researcher/HomePage/MyEvent.aspx
http://nsha-iwk.researchservicesoffice.com/Romeo.Researcher/Researcher/Forms/EventForms/EventForm.aspx?EventFormID=54&FormType=0&ReturnAddress=%7E/Researcher/HomePage/MyEvent.aspx
http://nsha-iwk.researchservicesoffice.com/Romeo.Researcher/Researcher/Forms/EventForms/EventForm.aspx?EventFormID=53&FormType=0&ReturnAddress=%7E/Researcher/HomePage/MyEvent.aspx
http://nsha-iwk.researchservicesoffice.com/Romeo.Researcher/Researcher/Forms/EventForms/EventForm.aspx?EventFormID=53&FormType=0&ReturnAddress=%7E/Researcher/HomePage/MyEvent.aspx
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If a study due for renewal does not yet show in the ‘My Reminders’ section researchers can still submit an 
event to renew the study. Simply find the study in ‘Applications (Submitted – Post Review)”. Once found click 
‘Events’ in the first column and chose ‘IWK Annual Renewal Request’ from the table. Complete the form and 
submit for review and approval. 
 
The electronic “form” may be created and Saved by any member of the research team. Final submission (Click 
“Submit”) should be done by the Principal Investigator as this serves as the PI’s electronic “signature”. If the PI 
is unable to complete the final “Submit” step, you may include an attachment of the PI Letter or PI supporting 
email indicating PI approval of the renewal request (in lieu of signature). 
 
Once the Annual Renewal Request form has been opened you will see four tabs that need to be completed. 

• Event Info Tab – The note field is provided to record any extra information relevant to the 
renewal 

• IWK Annual Renewal Request Tab – main application forms 
o Includes two sub-tabs, one for ALL studies and one for Intervention studies only 
o All questions with a red asterisk * must be completed 

• Attachments Tab – upload any documents relevant to the renewal 
• Errors Tab – Errors in the application will prevent Submission, for example incomplete asterisk * 

items. 
 
When the form has been completed and there are no remaining errors in the form it can be submitted. Click 
the ‘Submit’ button. 
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Once submitted, the event will be displayed in the ‘Submitted Events’ section. You may open it to view 
details but it cannot be edited. 

 
When approval has been granted the study will no longer be displayed in ‘My Reminders’. 

 

 
If the study is to be CLOSED, do not submit the Annual Renewal Request, complete the IWK Study Closure 
Form. 


	Or

