PSYCHOLOGY

Workflow for Researchers —

Applying for Research Ethics Review for Experiments
with Participants BOTH From AND Outside the Subject Pool

1. Submit “Subject Pool Allocation Request” at the beginning of a semester by completing this form. Please
note that the window for applying for Subject Pool Allocation is the FIRST TWO WEEKS of a semester.
Result of Subject Pool Allocation will be announced at the beginning of Week 3.

2. Obtain the “Survey and Behavioral Research Ethics Training Certificate” by following the instructions stated
in the Research Ethics Training website (https://www.research-ethics.cuhk.edu.hk/orktsResearch/) of the
University.

3. Submit a request to create a Researcher account in the Sona Systems and/or to add a new study to your
existing account. You will receive an email with a Study I.D. (e.g: dre20001) assigned to your experiment.
If you do not hear from us after 3 working days, please contact the Administrators via email dept-research-
ethics@psy.cuhk.edu.hk for assistance.

4. For Researchers with allocated Subject Pool Hours, from the beginning of Week 3 to the end Of Week 10,
you can submit another request here to obtain another Study I.D. (e.g.: 24252001) for your experiment.

5. i) Prepare relevant documents for applying for Research Ethics Review:
a) Student Research Ethics Application Form;
b) Consent Form for Participants recruited from the Subject Pool;
¢) Consent Form for Participants recruited from OUTSIDE the Subject Pool;
d) Debriefing Form;
e) Survey and Behavioral Research Ethics Training Certificate

Templates and samples of Student Research Ethics Application Form, Consent Form, and Debriefing Form
can be found under the “Documents required for applying for Research Ethics Review” Section of the
“Research Ethics Review for Experiments that DO NOT Recruit Participants from the Subject Pool”
the Department Website.
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ii) Merge all of the above documents into ONE file.
iii) Name the file using the following convention:

[Study 1.D. ethicsForm.docx or Study I.D. ethicsForm.pdf]*
(e.g.: dre20001+24252001-ethicsForm.docx or dre20001+24252001-ethicsForm.pdf).

*REMARKS: Two different types of Study I.D.s (e.g.: dre20001 & 24252001) will be needed, if an
experiment is intended to have Participants BOTH FROM AND OUTSIDE the Subject Pool.



Workflow for Researchers —

Applying for Research Ethics Review for Experiments
with Participants BOTH From AND Outside the Subject Pool

f) To file your Research Ethics Review via the Sona Systems:
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Subject Pool Users:

CUHK account Log In

Participant Accounts:

Website: Subject Pool Department of Psychology, CUHK

Website: Ethics Approval Appfication for studies using Subject Pool Participants

Non-Subject Pool Users

D Research Ethics

y DOES NOT USE Subject Poal
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Visit the Sona Systems — Department of Psychology, CUHK website (https://cuhkpsy.sona-
systems.com/). Press the “CUHK account Log in” button.
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Research Management Software

Copynight © 2016. All Rights Reserved.

Log into the Sona Systems with your CUHK OnePass credentials
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Workflow for Researchers —

Applying for Research Ethics Review for Experiments
with Participants BOTH From AND Outside the Subject Pool
5. To file your Research Ethics Review via the Sona Systems (Cont’d):

i)

Announcement

4% IMPORTANT NOTE **+

Before you submit you study for approval, please be sure go through the following
matesials, and carefully follow the instructions stated in the procedures. Fallure to do
50 will slow down the approval process not anly for you, but for everyone eise in the
queue. Please be a considerate user.

= View ail stusies susisble ts partizipams

Subject Pool Users:

For studies that use Participants from the Subject Pool

Department Research Ethics Approval
Applicants:

Select “Add New Study” in the menu bar

IV) it il
Department of Psychology

/N

B E

o

Select the Study Type that best suits your experiment. Press the “Continue” button to
proceed.
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Workflow for Researchers —

Applying for Research Ethics Review for Experiments
with Participants BOTH From AND Outside the Subject Pool
5. To file your Research Ethics Review via the Sona Systems (Cont’d):

V) Basic Study Information

Study Narme I

(Upto 15,000 characters, optional)

Eligibility Requirements None

Duration (Minutes) o

Principal investigator —Select P - v
Research Committee Approval Code (optionaf)
Approved? Currently not approved. Approval is reguired.
Active Study? O Yes
@ Mo

Add This Study

Under Basic Study Information:

for "Study Name", please use this convention [Study I.D. Study_Title] (e.g.
dre20001+24252001 My Study Title); for a Rerun study, please use the
convention [Study I.D. Study Title RERUN]. You can remove "RERUN" after the
study is approved by the Reviewers.

for “Duration”, please fill in the estimated time required to participate in your
Study.

for “Points”, please fill in the corresponding points to be awarded to your
Participants recruited from the Subject Pool. (e.g.: 1 Point for 30mins of
Participation)

for "Researcher", please select your name, if it is not already.

for "Principal Investigator", please select the name of your Supervisor if you are a
Student Researcher.
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PSYCHOLOGY

Workflow for Researchers —

Applying for Research Ethics Review for Experiments
with Participants BOTH From AND Outside the Subject Pool

5. Tofile your Research Ethics Review via the Sona Systems (Cont’d):

VI) Advanced Settings

Pre-Requisites @ Participants must participste in ALL of thesa st

~) Participznts must paricipate in AT LEAST ONE of o

My Studies  All Studies.

Availzble

Participants must not have completed or have 3 panding sign-up for ANY of these studies:

My Studies Al Studies

Disqualifiers

Avzilatle

o

Age Restriction @ pg

() Participants must be besween| 8 and| g9 yearscld

Under “Advanced Settings”:

needed.

o for "Age Restriction", please enter the targeted age range of your Participants if
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Workflow for Researchers —

PSYCHOLOGY

Applying for Research Ethics Review for Experiments
with Participants BOTH From AND Outside the Subject Pool

5. To file your Research Ethics Review via the Sona Systems (Cont’d):

Participant Cancelistion Deadiine 24

Shouid the Researcher receive email notifications for @ Na
participant sign-ups and canicellations?

Vi I) Invitation Code
{lezve blznk if participants do not need & spedia! password o Sign up for this study)
Is this a web-based study? Mo
Study URL {optional)
Participant Sign-Up Deadiine 24 haours before study is to ocour

nours bafore study s o ocour

~ for Zign-ups and cancellations

< - for cancellations anly

€ 1o participans

Research Alternative Ma

Add This Study

Under “Advanced Settings”:

information.

e For an External Online Study, please enter "Study URL".
e enter "Share Comments", "Private Comments" if needed.
e press the "Add This Study" button once you have correctly entered all study
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Workflow for Researchers —

Applying for Research Ethics Review for Experiments
with Participants BOTH From AND Outside the Subject Pool
5. To file your Research Ethics Review via the Sona Systems (Cont’d):

viii)

== + ?
B )

Department of Psychology Sona Systems

My Studies Al Studi = My Profile

Study Information Restrictions

Study Prescreen Restrictions Mo Restrictions

Testing — TST @ PSY, CUHK

Name
i View/Modify Restrictions
Study Standard (lab) study
Type Thiz iz = st=ndard 126 study. To p ste. sign
up. 3nd gn to sk fed lncsTon ot the chosen
time.
Study Lk et Additional Study Informagon
Status
Participant Sign-Up 24 hours before the study s o ooour
Deadline
Duration 10 minutes Participant 24 hours before the study is to oocur
Canceliation Deadline
Points
Research Committee
i Approval Cade

Direct Study Link

https:/fcuhkpsy.sona-systems.comidefault aspi:

Date Created 21 July 2023

Researcher Information

Researcher Andy LAM =
®32431323

Principal Investigator Systerm Administrator =
@ 12345573

e Press the "Send Request" button in the "Study Menu" page.
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Workflow for Researchers —

Applying for Research Ethics Review for Experiments
with Participants BOTH From AND Outside the Subject Pool
5. To file your Research Ethics Review via the Sona Systems (Cont’d):

ix)

- My Studies All Studies Add New Study Prescreen Results My Profile Logout &

Request Approval

pproved by the 2p)
& study will be inc

¥ou may maks your requ

sutomatically. You may e

slso upload = file to be included w request

Subject Pool Ethics Application

ad the consent and debrisfing farms templste) (Guidslines)

Non Subject Pool Ethics Application
Department Research Ethics Application

in-subject pool participants
ion (Befi ur

l22] (Guidelines)

zpplication. piease make sure

Mo file chosen

{14

e Upload the consolidated file (i.e. in ONE FILE) for required documents required.
The file should contain the 1) Student Research Ethics Application Form, 2) Consent
Form, 3) Debriefing Form, and 4) Survey and Behavioral Ethics Certificate.

The file should be named using the following convention:
[explIDs-ethicsForm.docx or Study I.D. ethicsForm.pdf]*
(e.g.: dre20001+24252001-ethicsForm.docx or dre20001+24252001-

ethicsForm.pdf).

e Press the “Send Request” button to submit your request for Research Ethics
Review.
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Workflow for Researchers —
Applying for Research Ethics Review for Experiments
with Participants BOTH From AND Outside the Subject Pool

6. If your study is NOT APPROVED, the Reviewers will contact you via email for providing further clarification /
information. Please carefully follow his / her instructions on revising the information accordingly, and re-
submit for approval again in the Sona Systems. Failure to do so will result in longer processing time for
your application.

7. After your study is approved by the Reviewers, you will receive an email notification generated by the Sona
Systems. You can make your study "Active" under the "Basic Study Information" section of your study.
Participants can sequentially sign up for your experiment.

8. If you do not hear from us after 14 WORKING DAYS upon sending in an Approval Request on the Sona
Systems, please contact the Administrators via email dept-research-ethics@ psy.cuhk.edu.hk for assistance.




