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Procedures for examining research ethics



Procedures for Examining Research Ethics

The required materials for IRB are as follows:

Full-board review  Expedited review  Exempt review 
Research ethics review Application V V V

Project abstract V V V

Research proposal V V V

Informed consent form(s) for 
research participant(s)

V V

Curriculum Vita (CV) V V V

Promotional materials for recruiting 
research participants

V V

Principal investigator's affidavit V V V

Research ethics training certificates V V V

Others V V V



How to Access 
the NCCU IRB 

Website



Step 2: Under the first result on 
Google, and click “線上審查系
統”

Step 1: Search “NCCU 
IRB” on Google

How to Access the NCCU IRB Website



How to Access the NCCU IRB Website

Step 3: Enter the 
“線上審查系統”
Online review 
system 



National Chengchi University IRB application
Review system website: 
http://rec.nccu.edu.tw/app/super_pages.ph
p?ID=page111

Step 4: Enter “前往校內人士帳號登入口
(Login to iNCCU online system)”

How to Access the NCCU IRB Website



National Chengchi University IRB application

Step 5: Please use your ID

Step 7: Log in

Step 6: Please use your password

How to Access the NCCU IRB Website



How to Access the NCCU IRB Website

Step 8: This is the user interface of NCCU IRB application review system.
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Introduction to the NCCU IRB Website Interface

Step1: Enter “審查作業” (“Review Process”) area



• CV and IRB Training Certification: The principle 
investigator must fill in basic personal information and 
certification of IRB training hours.

• Application and review process: New application.

• Application tracking: Track application progress.

Introduction to the NCCU IRB Website Interface
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Training 

Certification



CV and IRB Training Certification

Step 1: Enter “ 簡歷暨時數維護 (CV and IRB Training Certification)”

Step 2: Enter “ 新增簡歷暨課程時數
(Add CV and IRB Training Certification)”



CV and IRB Training Certification

CV

Step 3: “Click on the “新增” (add CV)”  
Individual training hours (Please upload proof of number of research 
ethics training hours or Collaborative Institutional Training Initiative 
(Citi Program) certificate completed within the last two years)

Step 4: “Enter the 新增 (add IRB Training Certification)”  



CV and IRB Training Certification 

Step 6: Select and upload the CV file 

CV

Step 5: Click on “新增” to add a new file 



CV and IRB Training Certification 

Individual training hours (Please upload proof of research ethics training hours or 
Collaborative Institutional Training Initiative (Citi Program) certificate completed  within the 
last two years)

Step 7: Click on the “新增” to add a new file

Step 8: Select and upload the CV file 

Date of research 
ethics training

Proof of research 
ethics training

Research ethics 
training provider

Hours of research 
ethics training

Step 9: Click on the “儲存” to save your information
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Application and Review Process

Step 1: Click on the “ 案件申請暨審查作業” (Application and Review Process)

Step 2: Click on the “ 新增計畫案” to add a new project

Project under 
review

Add report

Project search interface

Application No. (To be completed by the Research Ethics Office (REO))

Project title

Type of project (see the next slide)

Sorting of project (see the next slide)

Search Clear



Application and Review Process

Application Type

New Application
Amendment of research

Interim report
Completed/Final report
Withdrawn
Onsite Review
Serious adverse events report
Suspension/Termination

Project number

CLS9



Application and Review Process

Sort by

Sort by date

Sort by application number

Project number

Project name

Application type



Application and Review Process
Step 2: Click on “新增計畫案” (Add new project)

Step 3: Please choose your role in 
this project (more details in the 
next slide)

Step 4: Project title

Step 5: PI’s account number

Step 6: SaveCancel



Application and Review Process

Step 7: Please choose your role in this project 
Principal investigator’s interface

SaveCancel

Principal investigator



Application and Review Process

Step 8: Please choose your role in this project 
Non-principal investigator’s interface

SaveCancel

Research Assistant
Co-principal investigator
Sub-investigator



Application and Review Process

Application information

Application No.

Project category: New Review

Principal investigator

Project title

Project review status: Ready to submit

After completing the above information, the 
following information will appear in the IRB 
system



Application and Review Process

People involved in the project

Name (account) Role

If you want to add another person, please 
apply for an account for them first.

Assistant
Co-principal investigator

Sub investigator

Add project assistant(s) or investigator(s)

CLS12



Application and Review Process

See the next slide for more information about the review documents

Click “編輯”(edit)

Ok Return

Required

Optional



Application and Review Process

Step 9: Preliminary review (send to administrative staff)
***Fill in the “required” information in the previous steps before submitting the 
IRB file

Step 8: Ok return



Application and Review Process

After submitting the information, if this screen appears, 
it means that required documents have not been 
completed.



Research Ethics 
Review 

Application



Research Ethics Review Application

Fill in the other related information for review

Required Step 1: Edit



Research Ethics Review Application

Step 2: ○Full-board review  ○ Expedited review   ○ Exempt review 
(Please check one option)

Step 3: ○In-campus project ○ Off-campus project ○ Thesis 
(Please check one option)

National Chengchi University Research Ethics Review Board
New Review Application

Project title

Project title (Chinese)

Project title (English)

Project type

Step 4: Fill in the Chinese project title

Step 5: Fill in the English project title



Research Ethics Review Application

2. Principal investigator + Co-principal investigator + Sub-investigator + Research Assistant

Step 6: Enter account 
number

Chinese name

Academic Unit
Phone number

Step 7: Please click here.

English name

Title

When you click “帶入資訊”, the number of research ethics training hours or Collaborative Institutional 
Training Initiative (Citi Program) certification of will appear. If not complete, submit the “Research Team 
Affidavit on the Completion of Ethics Training” form).

CLS14



Research Ethics Review Application

Step 8: 3. Project type (check all that apply): If the project only needs NCCU IRB 
review and does not require foreign or other off-campus IRB review, please check 
“domestic single-center”.

□ International multicenter □ Domestic multicenter □ Domestic single-center

□ For community studies, describe the impact on the community and the negotiation process:

□ Other (please specify): _________________________________________________



Research Ethics Review Application

Step 9: 4. Funding source(s)
Consigning entity:

□Academic research

□ Self-funded (independent project without funding) Total budget: NT$____________

□MOE  □MOST  □MOHW  □NHRI  □AS

□Other (please specify):________________

□Other (please specify):



Research ethics review application

Step 10: 5. Project duration: yyyy/mm/dd to yyyy/mm/dd

Step 11: Research site:



Research Ethics Review Application

Step 13: Please click here.
Contact information

Step 12: Enter account number.

Name

Title

Phone number

Address

Academic Unit

Contact number

Fax

The information above has been completed by the applicant who has 
ensured accuracy to his/her best knowledge.  The applicant agrees to be held 
legally liable for any false or purposely withheld information.

Step 15: Save Closure

Step 14: Principal investigator signature
(Click “主持人簽章”)

Date: _____/___/___ (yyyy/mm/dd)



Project 
Abstract



Project Abstract

Required Step 1: Edit

Step 2: Paste English abstract here

Step 3: Save Close



Research 
Proposal



Research proposal

Required Step 1: Edit

Step 2: Upload project proposal (documents must show dates and 
version numbers)

Step 3: Save Close



Principal 
Investigator’s 

Affidavit



Principal Investigator's Affidavit

Required Step 1: Edit

Step 2: Please download the English version of the 
document.

Step 3: Please upload the completed document.

Step 4: Save Close



Informed 
Consent Form(s) 

for Research 
Participant(s)



Informed Consent Form(s) for Research Participant(s)

Step 1: Edit

Step 2: Please download the English version of the document.
(documents must show dates and version numbers)

Step 3: Click “新增” (add new document)

Step 4: Please upload the completed document.

Step 5: Save Close

Optional



Case Reports, 
Surveys, and 

Interview 
Summaries



Case Reports, Surveys, and Interview Summaries

Step 1: Edit

Case reports, surveys, and interview summaries (as needed) 
(documents must show dates and version numbers)

Step 2: Click “新增” (add new document)

Step 3: Please upload the completed document.

Step 4: Save Close

Optional



Promotional 
Materials for 
Recruiting 
Research 

Participants



Promotional Materials for Recruiting Research Participants

Step 1: Edit

Step 4: Save Close

Step 2: Click “新增” to add a new document 

Promotional materials must show dates and version numbers

Step 3: Please upload the completed document.

Optional



Research Team 
Affidavit on 

Completion of 
Ethics Training



Research Team Affidavit on the Completion of Ethics Training

Step 1: Edit

Step 2: Enter “新增”  to add a new document

Step 3: Please upload the completed document.

Step 4: Save Close

Optional



Others



Others

Step 1: Edit

Step 2: Click the “新增” to add a new document

Step 3: Please upload the completed document.

Step 4: Save Close

Optional
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Tracking the Application Progress

Step 1: Tracking application progress

Step 2: Click the “計畫案號” (application No.), and the 
project information will appear below.

Step 3: Click the “查詢” to search

Step 4: Click here to 
view the document



Tracking the Application Progress

Project application No. 

Review category

New Application

Project title

Principal investigator’s name

Document Information (details see page 62.)

Ethics review approval 

Follow-up review frequency

Results of previous review

Results of previous meetings



Tracking the Application Progress

IRB review recorded history

Project’s participants



Click this symbol to view the content of the 
information submitted in the past

Application form’s reply

Notice of Exemption Results

Notification of failure to meet the requirements of expedited review

Review related attachments

Review opinion reply form

Research ethics review application

Project abstract

Research proposal

Principal investigator's affidavit

Informed consent form(s) for research participant(s)

Case reports, surveys, and interview summaries

Promotional materials for recruiting research participants

Research Team Affidavit on the Completion of Ethics Training

Others



Responding to 
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Responding to Review Board Opinion

Step 1: Click the “ 案件申請暨審查作業” (Application and review work)

Step 4: Enter “編輯 (Edit)”

Step 2: Click the “ 審查中案件” (Application under review)

Step 3: Enter “ 查詢 (Search)”



Responding to Review Board Opinion

Review opinion reply Step 5: Click 
“編輯” (edit)

Required

Optional



Reviewer's opinion

Step 6: Applicant’s response

Step 7: Content before modification
(if available)

Step 8: Modified content
Step 9: Please check the files 
that have been modified

Remarks:  When making amendments, please highlight or change text color of any modified sections to make the review 
process more efficient. 

□consent form  □ Research project  □others

Responding to Review Board Opinion



Responding to Review Board Opinion

After modifying the content of the file, please upload the updated file.
The upload procedure is the same as the new review application process.
This step requires you to pay special attention to each file’s requirements and the deadline date.



Responding to Review Board Opinion

Step 10: Send to administrative staff

Step 11: Save Return



Amendment of Research



Amendment of Research

Step 1: Case application and review work 

Step 2: Click the “新增報告”v(add report)
Re-review/Amendment of research, Interim report, 

Completed/Final report, Withdrawn, Onsite Review, and Serious 
adverse events report.

Step 3: Re-review/Amendment of research



Amendment of Research

Step 1: Application and review work 

Step 2: Click the “修正/變更申
請表”
(Revise/Update the application)

Step 3: Edit “修正/變更變更前後對照表
(Before-and-after revision /update 
comparison table)”

Required



Amendment of Research

Step 2: Click the “修正/變更申請表”
(Re-review application) Basic information of the project

Step 4:  The times of  
revise/update



Amendment of Research
Step 2: Click the “修正/變更申請表” (Revise/update application)

Step 5: Please explain the reason and content of the Revise/update in detail.

Step 6: Is this re-review required to re-sign the consent form?
○ No
○Yes

Step 7: Anticipate the risks of re-review
○The risks of the revision/update are the same as the original project.
○After the revision /update process, the risk is higher than the original project, but it can 
obviously improve the well-being of participants.
○After the revision /update process, the risk is higher than the original project. Although there 
is no obvious way to improve the well-being of participants, valuable results can be obtained for 
the research topic.



Amendment of research

Step 2: Edit “修正/變更申請表 (Re-review application)”

Step 8: Principal investigator signature
(Click “主持人簽章”)

Step 9: Save Close

Contact information



Amendment of research

Step 3: Click the “修正/變更變更前後對照表”
(Before-and-after revision /update process comparison table)

Step 10: Download the Chinese template

Step 13: Save Close

Step 11: Click the “新增”
(add the file) Step 12: Click the “選擇檔案”

(choose the file)



Amendment of research

Step 3: Click the “修正/變更變更前後對照表”
(before-and-after revision /update process comparison table)

Application No. 
Project title
Revised documents

Revised item Content before 
modification

Modified content Reason for 
revision



Interim Report



Interim Report

Step 1: Case application and review work 

Step 2: Click the “新增報告” (add report)
Re-review/Amendment of research, Interim report, 

Completed/Final report, Withdrawn, Onsite Review, and Serious 
adverse events report.

Step 3: Interim report



Interim Report

Do you want to create an interim report?

Cancel Step 4: Confirm

Step 5: Click the “編輯” (edit)

Delete



Interim Report

Interim report form (required)

One copy of the consent form and signature page of the study 
participants.

Step6- Step 9: Click the “編輯”
(Edit)

⑥
⑦
⑧
⑨

Required

Optional



Interim Report
Step 6: Interim report form (required)

Application No.

Name of principal investigator

Project title

Approval date
Reason for interim report:
○1. The project has been implemented for one year.  ○ 2. The project has collected 
50% of the samples. ○ 3.This is a high-risk project.
Interim report description

Enter “編輯 (edit)”

Required



Interim Report
Step 6: Interim report form (required)

Please fill in the last date of data collection for 
this interim report.

Participation date of the first participant.
1. The current total participants_______
2. Expected number of participants_______① ②
1. Total number of people with AE_______
2. Total number of occurrences of AE_______

① ②

1. Total number of people with SAE_______
2. Total number of occurrences of SAE_______
3. Please describe the SAE incident and the date 
of occurrence.

① ②

③



Interim Report
Step 6: Interim report form (required)

If any participant withdrew from the project, please describe the participant 
identification code and the reason for withdrawing from the project.

1. The expected deadline for this project.
(Please confirm the approval period of the previous IRB 
confirmation certificate.)
2. Will the project continue after this interim report?
○Yes ○No

②
①

Principal investigator signature

Date: _____/___/___ (yyyy/mm/dd) Save Close



Interim Report

Step 7: Project abstract (required)

Project abstract 

Save Close

Click“編輯”(edit)

Required



Interim Report
Step 8: A copy of the consent form and signature page of the study participants.

Enter “新增 (add the file)”

Enter “選擇檔案 (choose the file)”

Save Close

Enter “編輯 (edit)”

Optional



Interim Report

Step 9: Others

Enter “新增 (add the file)”

Enter “選擇檔案 (choose the file)”

Save Close

Enter “編輯 (edit)”

Optional



Interim Report

Advice to administrative staff or reviewers

Send to the IRB administrative staff.

Confirm Return



Completed/
Final Report



Completed/Final Report

Step 1: Case application and review work 

Step 2: Click the “新增報告” (add report)
Re-review/Amendment of research, Interim report, 

Completed/Final report, Withdrawn, Onsite Review, and Serious 
adverse events report.

Step 3: Completed/Final report



Completed/Final Report

Do you want to create a completed/final report ?

Cancel Step 4: Confirm

Step 5: Enter “編輯 (edit)”

Delete



Completed/Final Report

Completed/Final report

One copy of the consent form and signature page of the 
study participants.

Step6- Step9: Enter “編輯 (Edit)”

⑥
⑦
⑧
⑨

Required

Optional



Completed/Final Report
Step 6: Completed/Final report (required) Enter “編輯 (edit)”

Application No.

Name of principal investigator
Project title
Project period: to yyyy-mm-dd

○ NO ○YES,  Name:_______________________

Required



Completed/Final Report

Please fill in the last date of data collection for 
this completed/final report.
Participation date of the first participant.

Participant Recruitment Information
1. Total number of participants.
2. How many participants completed the 
project ?
3. How many participants dropped out of the 
project ?
4. If any participant withdraws from the project, 
please state the reason of them withdrawing 
from the project.

① ② ③

④

1. Total number of people with AE_______
2. Total number of occurrences of AE_______
3. Total number of people with SAE_______
4. Total number of occurrences of SAE_______
Note: AE refers to an event that caused psychological, physical or social 
harm to research participants.

① ②
③ ④

Step 6: Completed/Final report (required)



Completed/Final Report
Step 6: Completed/Final report (required)

Please explain and analyze the results of AE.

The expected date and method of destruction of research materials

Project Contact
· Phone:
· Fax:
· Address:
· Principal investigator signature · Date:
· Unit:                                                    ·Title: 

Save Close



Completed/Final Report
Step 7: Project abstract (required) Enter “編輯 (edit)”

Project abstract 

Save Close

Required



Completed/Final Report
Step 8: One copy of the consent form and signature page of the study participants.

Enter “新增 (add file)”

Enter “選擇檔案 (choose file)”

Save Close

Enter “編輯” (edit)

Optional



Completed/Final Report

Step 9: Others

Enter “新增(add file)”

Enter “選擇檔案 (choose file)”

Save Close

Enter “編輯 (edit)”

Optional



Completed/Final report

Advice to administrative staff or reviewers

Send to the IRB administrative staff.

Confirm Return
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IRB Office Contacts

• Office of NCCU: http://rec.nccu.edu.tw/page6/super_pages.php?ID=page601

Name 黃麗秋 王心彤
Email lchuang@nccu.edu.tw w307@nccu.edu.tw

Extension 66015 62761 



IRB Office Contact Information

• IRB file download: http://rec.nccu.edu.tw/downs1/archive.php?class=401

• Exempt Review Application (NCCU only)

• Expedited Review Application (NCCU only)

• Full-Board Review Application (NCCU only)



Other 
Information



* Planning business of the Ministry of Science and Technology of the 
R&D Office of NCCU: 
https://ord.nccu.edu.tw/plan/super_pages.php?ID=plan1
* If you have any questions, please email: research@nccu.edu.tw 

Operation flow chart

Operation 
flow chart 

Change retention 

Plan 
approval

Application 
for plan 

write-off and 
close the case 



* The school provides financial reporting services for the Ministry of Science and Technology, please 
contact the National Chengchi University's Industry-University Operation and Innovation and 
Incubation Center
Contact: Wen Wenting

Phone: (02)2939-3091#69307
Email: jennwen@nccu.edu.tw
Contact website: https://cicii.nccu.edu.tw/about-us/ 




