FHS002: Clearance of research proposals
(Also known as form C1)

The C1 form serves to help manage risk (in terms of resource use, research ethics, health & safety, and finances)
to the Faculty of Health Sciences at the time when researchers apply for external grant funding

INSTRUCTIONS

The C1 can be downloaded from the FHS Research Finance web page (www.health.uct.ac.za/research/governance/finance/forms)
Before completing the C1, discuss the research with the Departmental/Institute Senior Finance Officer or Research Management
Accountant, who will help develop an appropriate budget and complete the financial information form

The C1 should be completed electronically, with electronic signatures inserted and attachments uploaded where requested. It
should be distributed between signatories by email

The only signatures required are: Principal investigator (Pl), Research Management Accountant, Deputy Dean of Research

Other approvals are to be in the form of attached letters of approval, which, when required, may include:

- Human Research Ethics Committee approval, Animal Research Ethics Committee approval, Use of radio-isotopes or ionising
radiation approval, Biosafety Committee approval

Pls must attach a copy of the proposal, budget and financial information form {latter from Departmental Senior Finance Officer)
The signed-off C1 will be submitted to UCT's Research Contracts & IP Services (RCIPS) Office by the Deputy Dean of Research

For assistance with the C1 process, contact Carlette Hlungwani, Faculty Research Office (carlette.hlungwani@uct.ac.za)

Principal investigator

@aue electronic C1 form and rename it so filename includes initials, surname and date)

v

Electronically enter project information into form
fAdditional sections of form will appear as Yes/No questions are answered]

v

Attach research proposal, budget and financial information form to the C1 form, as per instructions

v

Where form requests that Pl attach other documents (e.g. ethics approval letter),
attach these documents to the C1 form

v

Electronically sign form in space provided, as per instructions
[Reguires brief initial setup for each computer the signature is affilioted with,
following which it should be straightforward]

v

Email C1, complete with all attachments, to Research Management Accountant (¢l finance@uct.ac.za)
[Attachments will be linked to form, so only one document will be emailed]

Research Management

h 4
Research Management Accountant to canfirm he/she is satisfied with financial details provided
on attached financial information form by electronically signing C1 form in space provided

Accountant

Research Management Accountant to email C1 form to Deputy Dean of Research
{cl.research@uct.ac.za), copying Pl and FHS Research Admin Assistant

Research

h
Deputy Dean of Research to confirm he/she is satisfied with information provided

on C1 form and attachments by electronically signing form in space provided

Deputy Dean of Research to email signed-off C1 form to RCIPS Office, copying PI,

Research Management Accountant and FHS Research Admin Assistant :

Aflow 3 days for processing by RMA and DDR
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How to attach a file
How to attach a file
1. Click Comment in the top right-hand corner of document. 
2. Go to Annotations, click the paperclip icon labelled Attach file.
3. Place the pin on the document.
4. The Add Attachment box pops up, browse to the location of the file
5. Click the file and then click Open button
6. In File Attachment Properties box, select an icon to represent the document then click OK button.

How to sign this document
How to sign this document
To Create a digital signature:
In order to sign a PDF, you need to have a digital ID. If you don’t have one, Acrobat can create a “self-signed” ID for you that is stored on your machine, allowing you to use it for all future C1 forms (or any time you need to sign a PDF on the same computer).

1. Click the signature box
2. In the Add Digital ID dialog box, select A New Digital ID I Want to Create Now
3.  Click Next
4. Windows users: Select Windows Certificate Store. Mac users: you won't see these options, so skip this step.
5. Enter your personal information in the next screen, leave the Key Algorithm option at default setting
6. Click Next
7. You need to decide where to store the actual digital ID file. Leave it in the default folder.

To sign the PDF:
Click the signature box to add your signature



How to attach a file
How to attach a file
1. Click Comment in the top right-hand corner of document. 
2. Go to Annotations, click the paperclip icon labelled Attach file.
3. Place the pin on the document.
4. The Add Attachment box pops up, browse to the location of the file
5. Click the file and then click Open button
6. In File Attachment Properties box, select an icon to represent the document then click OK button.



Complete this form using Adobe Reader
Adobe Reader X or higher required. Compatible with Windows 7 & MAC OS

1.

Project Profile (researcher to complete)

Title of project

Protocol no (if applicable)

g . . Not
Principal Investigator ¢ jens)

Staff number

Position & department

Telephone number

Email

Funding source
(e.g. Wellcome Trust, NIH,
MRC, etc)

Contact person at funder

Email & telephone of
contact at funder

Proposal type O New O Amendment / Extension O Renewal
Principal Investigator to attach copy of 1. proposal 2. budget 3. financial information from [— attach attach attach
Departmental Senior Finance Officer. Financial information form can be downloaded here proposal budget financial
Will any students be involved in the project? O Y O N

Please classify the research as ‘Basic’ or ‘Applied’ as per the definition applied by SARS in determining VAT apportionment
in the 2013 HESA ruling

O Basi Basic: experimental or theoretical work undertaken primarily to acquire new knowledge of the underlying foundations
asic of phenomena and observable facts, without any particular application or use in view

O Applied Applied: a project which is primarily directed towards a specific practical aim or objective and should result in the
application of new knowledge into a process or product, or the transfer of existing knowledge into a new process or
product, for the benefit of the donor or for the immediate purposes of commercialising the product

If the project is industry partnered, do you intend to apply for NRF THRIP funding? O Y O N O Don't know
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How to attach a file
1. Click Comment in the top right-hand corner of document. 
2. Go to Annotations, click the paperclip icon labelled Attach file.
3. Place the pin on the document.
4. The Add Attachment box pops up, browse to the location of the file
5. Click the file and then click Open button
6. In File Attachment Properties box, select an icon to represent the document then click OK button.

01435435
Typewritten Text

http://www.health.uct.ac.za/research/governance/finance/forms
01435435
Typewritten Text

01435435
Typewritten Text

01435435
Typewritten Text

01435435
Typewritten Text

01435435
Typewritten Text

01435435
Typewritten Text
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2. Research Risk

Does research involve human subjects, human samples or human data?

Oy

O Not confirmed

Does research involve animal experimentation? O Y| ON O Not confirmed
Does research involve use of radio-isotopes or ionising radiation? O Y| O N | O Notconfirmed
Does research involve recombinant DNA technology or use of genetically modified .

organisms? O Y |O N | O Notconfirmed
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3. Resource Risk

Will UCT'’s current infrastructure and staff (e.g. core facilities/equipment, classroom/office space, analytical Oy OnN
services, research staff) be able to fully support the proposal?

Describe any other ways resource needs will be met, if applicable

4. Principal Investigator Declaration

| certify that the above information is correct

Principal Investigator to electronically sign @ Date

Comments, if needed:
(eg. why a required attachment
may be missing)

5. Financial Clearance

The finance office confirms that this proposal meets the UCT/FHS financial requirements and guidelines

Research Management Accountant to sign
(Or authorised representative) Date
c1.finance@uct.ac.za

Comments, if needed:

6. Final Clearance (to be completed by Deputy Dean of Research)

This proposal satisfies Faculty of Health Sciences requirements for submission to an external agency for funding.
The following documents are attached, where required. (Deputy Dean of Research to confirm by ticking boxes below)

] Proposal

[] Budget

[] Financial information form

[] Approval letters (as required) - HREC, AREC, radio isotopes, biosafety

@ Deputy Dean to electronically sign
(Or authorised representative)
c1.research@uct.ac.za

Date

Comments, if needed:

4 July 2016 Page 4 of 4 FHS002 (C1) v10


mailto:%20c1.research@uct.ac.za
01435435
Sticky Note
Unmarked set by 01435435

01435435
Sticky Note
Unmarked set by 01435435

How to sign this document
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To Create a digital signature:
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