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How to Register a Project in REGGS 

➢ Before you can complete and submit an SSA or HREA, you must register 
your project, using the steps below. 

➢ Log into REGGS. 

Step 1

Back to Contents

➢ A “Licence agreement” notice will appear on your screen.

➢ Click   “Agree”.

➢ This will log you into your account.

Step 2
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➢ On your home page, select Projects from the banner on the top of the 
screen or click on + New Form – this will take you to the Projects page.   

Step 3

➢ On the Right-Hand Side (RHS), select the button + New Project 
and when the New Project box pops up into the middle of the 
screen, select Project Registration. 

Step 4



How to Register a Project in REGGS 
Back to Contents

➢ Read carefully over the Introduction page and then select ‘Next’ on the 
RHS of the page. 

Step 5

Note: You cannot edit a Project Registration after it has been submitted.
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➢ Answer all questions in Parts A through to D – Part A – Previous Ethics Application – Whether the project is covered under Ramsay’s HREC A 
or WA/SA or an external, NHMRC Certified Board; e.g. Bellberry, St Vincent’s, Monash etc.   

Step 6

Yes: Only click yes if your site is included on the ethics approval letter from an external HREC as either the lead or supporting site.  

No: Click 'no' if there is no existing external approval and you are not seeking ethics approval from an external HREC such as Bellberry, or if the 
external approval is from a body (e.g. from a public health HREC) that will not include your Ramsay site. In both these cases you will need to 
submit an ethics application to a Ramsay HREC.
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➢ Part B – Project Details - Answer every question on this page, ensuring you provide a lay-person summary of the activities to be conducted at 
the Ramsay Health Care Facility.

Step 7
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➢ Part C - Research Sites – Under Ramsay Health Sites, select + Add Site and Project Centre as Ramsay Health Care nominate the Ramsay Project 
Site and the relevant Principal Investigator for each site. A Site-Specific Assessment (SSA) will be generated for each site nominated.

Step 8
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➢ Part D – Ramsay Coordinating Principal Investigator – Please answer No for ‘Are you the Ramsay Coordinating Principal Investigator for this 
project?’ then type in the email address of the Principal Investigator (which is also their REGGS username).

Step 9
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➢ Part E – Upload Attachments – Please upload a copy of the Study Protocol or Project Description and any other Master Documentation. Please 
upload each document separately, not as a zip, and in the following format, pdf, docx, xls, ppt. Tip: You may upload all your Master documents 
in the Project Registration, but please withhold from uploading your Site-Specific documentation until you get to the SSA. 

Step 10
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➢ Submit – Proceed to the Submit page and select ‘Complete Registration’. 

Step 11

Note: You cannot edit a Project Registration after it has been submitted.
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Proceeding to the SSA 
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➢ Once you have submitted your Project Registration, it will appear on your Home Page under ‘Top 5 Projects’ with an ID as follows; 
2024/PID/0162. Click on this link and you will be taken to your Project Page. 

Step 1

Note: The PID is the Project Identifier, e.g. 2024/PID/0162. Once you submit your Project Registration you will also be assigned an RGO 
identifier, e.g. 2024/RGO/0172.  
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➢ Halfway down the page under the words IDENTIFIER, you will see another link which is the application for this project with an ID as follows; 
2024/RGO…Click on this link to begin your SSA.  

Step 2
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Completing your SSA 

➢ Part A – Project Wide Information – Please answer every question on the page with a red asterisk.  If a Research Agreement is required for this study, 
indicate accordingly (yes/no) and nominate the status, i.e., ‘Reviewed by Research Contracts, fully executed and attached to application’. Note: You 
will only have a Sponsor if your study is a Clinical Trial - all other studies do not require a Sponsor. Please select None at B5 for all other study types. 
For studies that do have a Sponsor, please make sure you include the name of the Local Sponsor.

Step 3



Back to Contents

Completing your SSA 

➢ Part B – Site Team – Please fill out an entry for each member of your study team, i.e., Principal Investigator, Sub-Investigator, Clinical Trials 
Coordinator/Nurse/Assistant, Research Assistant.  Please ensure you indicate whether the person is accredited to practice in a Ramsay facility, 
whether they are a student, the research activities they will be responsible for at site and their expertise relevant to the study. 

Step 4
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Completing your SSA 

➢ Part C – Departments & Services – Please list every Ramsay-department within your Site that will be participating in the study.  For example, a 
Phase I Oncology Clinical Trial would include the Clinical Trials Unit, Day Infusion Unit, Pharmacy (if this is operated by Ramsay), a Ward (should the 
patient require overnight admission), Admissions Department, and Intensive Care Unit, in the event of a Serious Adverse Event.  Include a contact 
name and email address for the nominated personnel and provide documentation of discussions with said departments (such as a signed letter of 
support), please outline whether training is to be provided to staff and if so, by who and when. Please also outline whether equipment will be 
provided for the study and confirm this has been discussed with the Hospital beforehand.

Step 5
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Completing your SSA 

➢ Part D – Recruitment, Records, Tissues & Data 
– Please answer every question on the page 
based on the Patient Information & Consent 
Form and the assessments required in the 
Study Protocol.  Tip: Components that often 
get overlooked here include a) failure to select 
the study requiring access to Medical Records 
and access to Ramsay IT Systems other than 
Medical Records (if you communicate/collate 
study information using Ramsay’s 
Outlook/Word & Excel, please answer 
accordingly), b) failure to list all forms of data 
being collected (questionnaires, recorded 
interviews, demographics), c) failure to select 
all the treatments, procedures, interventions 
being performed on a patient (don’t just list 
the Investigational Drug, list the Standard 
Comparator if the study is a Randomised 
Controlled Trial, blood, tissue samples, 
radiation and imaging etc.) and d) failure to 
nominate whether the patient will require 
hospitalisation for the research project. 

Step 6
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Completing your SSA 

➢ Part E – Site Costing & 
Funding – Please answer each 
question marked with an 
asterisk.   If staff are providing 
support for your project 
without payment - eg 
collecting samples, 
administering questionnaires, 
recruiting participants,  please 
indicate Yes at E2. 

➢ Under Invoicing Details for 
Research Governance Review 
Fees, ensure you list all details 
required on this invoice, 
including anything specified 
by the Sponsor. This will 
typically be the details 
contained in research 
contracts.

Step 7
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Completing your SSA 

➢ Part F – Attachments, Site-
Specific Documents – Here 
you must upload the 
documents that are specific 
to your Site. These include 
Patient Information & 
Consent Forms – ensure you 
use version control in the 
footer, the Logo relevant to 
your Ramsay Site, list the 
Director of Clinical Services 
of the facility or the Ramsay 
National Research Office, as 
contact for any complaints 
relating to the research.  A 
Governance Checklist can be 
downloaded from our 
website: 
https://www.ramsayhealth.c
om.au/Ramsay-
Research/Applying-for-
Research-Governance-at-
Ramsay

Step 8
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Completing your SSA 

➢ Part G – Declaration – Please 
get the Principal Investigator 
to answer the question 
relating to ‘any affiliation, 
financial interest or other 
conflict of interest’ and then 
press the ‘Complete SSA’ 
button down the middle of 
the page. If the PI does not 
have capacity to submit the 
SSA, please fill in the SSA 
Declaration form (a copy can 
be provided to you from 
Governance) sign it, scan and 
email a copy to our Team 
with the PI Cc’d on the email 
and we will submit the SSA 
on their behalf. 

Step 9
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