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Approval to submit a research proposal 
 
Janet Ball, Head of Research Services 
 
Background – I’d like to do some awareness raising on the approval to submit process. Currently the 
Portfolio Managers either ask PIs to complete the questions below (or a subset of them) by email 
and with an attached spreadsheet. The PMs asked for some training on how they should advise PIs 
as they were getting a range of questions on the implications of their answers. At the same time, the 
delegation of this approval, dating back to the introduction of Worktribe in 2016, has been forgotten 
about.  
 
In order for an application to move through the workflow in Worktribe to get to the RSO to be 
marked as submitted (and included in KPI reports), or to trigger them to submit on JeS or eGap for 
us, this tab is required to be complete for each component school. The RSO would never knowingly 
hold up an application at a deadline because the tab was not completed but there is risk associated 
with this.  
 
The purpose is to provide an audit trail for the School and for our funders. Wellcome audited us last 
year and there were problems because they could see that applications had been submitted to 
Wellcome before the approval had taken place – this is visible on the system. 
 
This relates directly to ongoing conversations about ethics approvals, data and compute services and 
data management plans in the pre-submission period.  
 
To note: we cannot change the questions and there is unlikely to be any update in WT until Infonetica 
is in place so we have to use it as it is for now.  
 
 
Action requested from the committee – I would like to add some detail on this process on Infweb 
but I would also like it to be discussed at each Institute to raise awareness. Comments and questions 
welcome as this will allow a clearer explanation for users.  
 
 
Main subject text - overleaf 
 
 
Equality and diversity implications –N  
 
Resource implications (staff, space, budget) – N  
 
 
 
 



The Principal Investigator (or SoI Co-Investigator where a proposal is led by a partner) is required 
to supply answers to the questions below to provide an audit trail of approval for every grant 
application.  
 
Within UoE, each School in a project must complete this before an application can be submitted.  
 
This information is collated by and approved by the Portfolio Managers (where there are issues 
such as match funding or other resource contribution or School commitment or shortfall in funding 
income, the PM will raise this to Head of Research Services and or Director of Professional 
Services). The Portfolio Managers are providing approval on behalf of the Institute Directors.  
 

Delegated Authority: http://web.inf.ed.ac.uk/infweb/admin/policies/delegated-head-of-school-
authority  

Working with Research Services team: http://web.inf.ed.ac.uk/infweb/research/support  

QUESTIONS  Answer Type Explanation 

 1. The University requires that all 
research activity follows a recognised, 
structured ethical review process 
relevant to the research activity and 
approved by your Head of School or 
Research Centre. Please confirm that 
this process has been followed. 
 

yes/
no 

  Must be yes. The process at 
https://www.ed.ac.uk/informatics/re
search/ethics/procedure has been 
followed 

2. Does this research involve: 
a. Access to data which is not publicly 
available? 
b. Access to personal data? 
c. Access to confidential data? 
d. Collection of personal/confidential 
data? 

yes/
no 

  Answer yes if any of these are 
involved. Personal data is defined at 
https://www.ed.ac.uk/records-
management/guidance/information-
legislation/data-
protection/definitions/personal-data  
and includes special categories:  racial 
or ethnic origin, political opinions, 
religious beliefs, trade union 
membership, physical or mental 
health, sexual life or sexual 
orientation 

 3. Does this research 
a. involve NHS patients/service users or 
their carers; access to data, organs or 
other materials from past or present 
NHS patients; foetal or IVF material 
from NHS patients; recently dead in 
NHS premises? 
b. involve, take place in, or use facilities 
of NHS? 
c. involve Clinical Trials? 

yes/
no 

  Answer yes if any of these are 
involved. If yes, you or a partner 
should have consulted 
https://www.ed.ac.uk/usher/edinbur
gh-clinical-trials/supporting-
trials/governance  If you are working 
with colleagues from CMVM this will 
likely be done through them. 

 4. Have you consulted the University’s 
Research Governance and NHS R&D 
Offices to get appropriate approvals and 
costs? 

yes/
no 

appears 
only if 3 
is yes 

Must be yes if answer to previous is 
yes (it could have been done by 
collaborator) 
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 5. Does this research involve Animal 
subjects? 

yes/
no 

   
https://www.ed.ac.uk/research/anim
al-research  

 6. Name of Animal Costs Approving 
Officer:  

text appears 
only if 5 
is yes 

This is given by the Animal Costs 
Officer and the document should be 
retained by the PI 

 7. Final budget sum agreed: num
eric 

appears 
only if 5 
is yes 

This is given by the Animal Costs 
Officer and the document should be 
retained by the PI 

 8. Have you filed the documentation 
relating to animal costs under the 
Documents tab?  

yes/
no 

appears 
only if 5 
is yes 

  

 9. Does the project involve the 
production or use of a substance which 
has the potential to cause significant 
harm to the environment, animals or 
humans? 

yes/
no 

    

 10. Have you carried out a risk 
assessment and had it approved by the 
Head of School? 

yes/
no 

appears 
only if 
answer 
to 9 is 
yes 

  

 11. Does this research involve 
collaborators or subcontractors in 
developing countries? 

yes/
no 

  If yes, have you informed your 
Portfolio Manager and provided 
contact and address to ensure that 
due diligence can be undertaken? 

 12. Will this project require purchase of 
equipment/goods/services with a total 
aggregate value not exceeding £50,000? 

yes/
no 

  If yes, you should have talked to the 
Procurement Office (Alastair Scobie) 

 13. Will this project require purchase of 
equipment/goods/services with a total 
aggregate value over £50,000? 

yes/
no 

appears 
only if 
answer 
to 12 is 
no 

If yes, you should have talked to the 
Procurement Office (Alastair Scobie) 

 14 Have you sought advice from the 
Procurement Office? 

yes/
no 

appears 
only if 
answer 
to 12 or 
13 is 
yes 

Confirm that Procurement has been 
consulted 

 15. Will this project require any 
additional staff accommodation, 
alterations or refurbishments? 

yes/
no 

  If yes, have you checked that these 
can be made available? If there are 
costs associated, can they be included 
in your proposal? 

 16. Give details of the requirement:  text appears 
only if 
answer 
to 15 is 
yes 

Brief details to Portfolio Manager 

https://www.ed.ac.uk/research/animal-research
https://www.ed.ac.uk/research/animal-research


 17. Will this project involve:a. 
Students;b. staff from other 
institutions? 

yes/
no 

    

 18. Have you informed your Portfolio 
Manager about students and partners? 

yes/
no 

appears 
only if 
answer 
to 17 is 
yes 

  

 19. Have you submitted your project 
for internal peer review? 

yes/
no 

  If yes, provide names of reviewers. (If 
no, why not?) 

 20. Does your funder require you to 
comply with a data management policy 
and/or submit a data management 
plan? 

yes/
no 

  Read your funder/scheme guidance 

 21. Will your project involve data 
creation, storage, sharing or archiving? 

yes/
no 

    

 22. Does the project involve any formal 
teaching or research training 
components (e.g. participation in taught 
courses, enrolment on doctoral degrees, 
etc)?  

yes/
no 

    

 23. Do you have approval from Director 
of Teaching and/or Director of Graduate 
School that these elements have been 
appropriately designed and resourced? 

yes/
no 

appears 
only if 
answer 
to 22 is 
yes 

  

 24. Does the project require match-
funding? 

yes/
no 

  This could be either a requirement of 
the funding scheme and must have 
been approved with the source of 
match identified. Your Portfolio 
Manager will have helped with this.  

25. Specify details and name of 
approver: 

text Appears 
only if 
answer 
to 24 is 
yes 

Portfolio Manager will supply 

  
26. Is there a negative financial 
contribution to the sustainability fund?  

yes/
no 

  Portfolio Manager will ascertain. If 
the grant does not make sufficient 
recovery it needs specific permission 
to go ahead.  

 As applicant, you declare that the 
project conforms to the (i) University’s 
Code of Practice for Research, (ii) the 
Universities UK Concordat to Support 
Research Integrity and (iii) the 
University’s Code of Practice for the 
Management of Research Staff 

yes/
no 

  Refers to documents stored 
https://www.ed.ac.uk/institute-
academic-development/research-
roles/research-
managers/supervision/research-code  
Must be yes. 
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