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1.0 PURPOSE

This standard operating procedure (SOP) describes the Research Ethics Board’s (REB)
communication with research participants and members of the public.

2.0 SCOPE

This SOP pertains to the Human Research Ethics Board (HREB), Mount Royal
University.

3.0 RESPONSIBILITIES

All REB members and REB Office Personnel are responsible for ensuring that
the requirements of this SOP are met.

4.0 DEFINITIONS

See Glossary of Terms.
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5.0 PROCEDURE

Research participants and members of the public should be able to voice their
concerns, questions and request information regarding their participation or potential
participation in research, in confidence, to an informed individual on the REB or in
the REB Office.

5.1 Communication with Research Participants

5.1.1 Research participants are encouraged to contact the REB Office with questions
and concerns, using the contact information provided in the informed consent
document(s) or recruitment materials, or through the Organization’s website or
directory. If requested to remain anonymous, REB Office personnel will try to grant
this request, or explain why this is not possible.

5.1.2 All communication with the research participant must be documented and a de-
identified record of this communication maintained securely and in the relevant
research file;

5.1.3 The REB Office Personnel will communicate participant concerns to the REB
Chair or designee, where appropriate;

5.1.4 The REB Chair or designee will work to answer or resolve participant questions
or concerns, which may include a follow-up with the Researcher or the
Researcher’s supervisor or other organizational representative, or with
appropriate federal agencies, as applicable;

5.2 Communication with Members of the Public

5.2.1 Members of the public may contact the REB Office with questions or concerns with
respect to a research project, a Researcher or field of research they may become
aware of through recruitment procedures, social networks or the media.

5.2.2 REB Office Personnel should actively listen and prompt the individual for
sufficient information to understand the nature of the question or concern, who
should be involved in answering or resolving it, and in the case of a complaint,
what the person considers to be an acceptable answer or resolution;

5.2.3 The REB Office Personnel will communicate the individual’'s questions or
concerns to the REB Chair or designee, as appropriate;

5.2.4 The REB Chair or designee will consult with Organizational representatives
on an appropriate response as appropriate. The organization’s public
relations department may be contacted if a formal response is required.
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6.0 REFERENCES

See References.
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