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Head of Department Fact Sheet 

Providing support for an application for research in REGIS 

  
Why am I being asked to support a research project? 
 

As a Head of Department (HoD) you should be aware of all research approved and conducted in 
your Department. You should also ensure that approved research is conducted according to 
approval conditions, and relevant local, State and National Statements, Guidelines and Policies. 

 
As a HoD, you have the discretion to declare support for applications for research, or to withhold 
endorsement if you believe your Department is not able to contribute safely, efficiently or effectively 
to the research, bearing in mind the existing and other promised responsibilities of your 
Department. 
 
Your Department may have been listed on an application for research for any one, or more of the 
following reasons; 

 It is proposed that the research be conducted in your Department, 

 Your Department employs one or more of the investigators, 

 It is proposed that your Department makes available the patients or participants that may 
be recruited in to the study, 

 Your Department is being asked to provide testing, equipment and/or physical space, 

 Your Department holds data and/or samples for which access is being requested. 

 

As the application is now in REGIS, how will I receive a request for support? 
 
Prior to the implementation of REGIS in 2018, HoD Support was obtained with a signature on a paper 
form. In Regis, when an applicant completes a site specific assessment (also known as SSA, site 
application or governance application), they will be asked to list the Departments and Supporting 
Departments that the proposed research may involve. 
 
The NSLHD Research Office has provided REGIS with a list of all NSLHD Departments and their 
Heads and this information has been entered into REGIS. When completing a new application for 
research, and the applicant lists Cardiology, as an example, as an involved Department, the 
application will automatically be sent to the Cardiology HoD.  The application will be sent to the 
@health.nsw.gov.au email address of the HoD unless an alternative email address has been arranged 
with the Research Office. 
 

Please note in order to access Regis for the purpose of supporting an application you 
must create a REGIS account. Please click here for information on how to create a 
REGIS account. 
 
The email will be sent from a ‘no_reply@regis.health.nsw.gov.au’ email address and within this email 
will be a direct link to record your decision.  

Please note REGIS only sends this email once. 
The application form and related documents can be downloaded by clicking the ‘download documents’ 
link in the email.   A zip folder will download and pop up in a separate browser. Once you have reviewed 
the documents and are ready to make a decision, select the ‘record decision’ link within the email 
which will take you to the decisions page in REGIS. 
 
Please select the appropriate decision from the dropdown menu and list any conditions or any other 
necessary information and then click ‘save’. A system notification will appear notifying you that your 
decision has been saved. At this point you will no longer be able to edit your decision. 
 
Please note that applicants are encouraged to discuss their projects with the relevant HoDs prior to 
application submission. Applicants are also encouraged to include detailed information in the 
application to assist the HoD in making an informed decision.  

https://regis.health.nsw.gov.au/media/1712/qrg-all-users-creating-and-managing-a-regis-user-account-and-system-symbols.pdf
mailto:no_reply@regis.health.nsw.gov.au
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What is a Conflict of Interest? 
 

If one of the Investigators on the project is also a HoD for one of the Departments listed in the 
application, this is considered a conflict of interest and REGIS will instruct the applicant to contact the 
Research Office for advice on how to proceed.  
 

Conflicts of interest which preclude you from signing as Head of Department: 
 

You may not sign off on a project which presents a conflict of interest for you as an individual. 

Examples of a conflict of interest for you as a HoD include: 

 When you are also a researcher named in the project, 

 When you are a consultant for or employee of the (industry) sponsor of the study. 

 

Sign off when in potential conflict of interest or in the absence of a Head of 
Department: 
 
If you are on leave, absent from your normal duties, or face a potential conflict of interest, the HoD 
sign off responsibility can be assumed by another employee of the institution who has formally been 
appointed as: 

 Deputy Head or co-Head of your Department, with authority to ‘act’ in your role, or 

 Your Line manager – the person you directly report to. 

 

You may not informally delegate this responsibility to others within your Department. 
   

The substitute’s sign off will be considered as valid as your own. If you are not comfortable with certain 
projects being signed off in your absence, you can withhold Departmental sign off authority from those 
‘acting’ in your absence.  

 
The Research Office must be notified if there is a potential conflict of interest or if you are on leave so 
that the Research Office can redirect the application to a substitute person with authority to provide 
support. If you choose to withhold Departmental sign off while you are on leave the Research Office 
must be informed in writing so the application can be held pending your return to work. 

 
What does providing HoD support mean? 

 
By providing HoD support for an application for research this means you certify and declare that: 

 You have reviewed the complete application, you understand the research process 

proposed to be conducted, including the duration of the project, 

 You have discussed the project and its resource implications with the researcher, 

 You can commit the resources requested of your Department (staff, data, samples, facilities), 

 Your Department staff or students are adequately skilled, trained and experienced to be 

able to fulfil the planned responsibilities, and appropriate supervision of them is available, 

 You consider that the proposed research will not overly impede the investigator’s other 

current responsibilities, such as in other research or clinical service delivery, 

 You consider that the research will not unduly burden your Department, or impede your 

Department’s other responsibilities, bearing in mind the practicalities of the study 

design, when and how participant recruitment will occur and if they may coincide with 

other practical service delivery objectives. 
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Privacy tips 

 

You should  give due regard to any conditions imposed by a Human Research Ethics Committee 

(HREC) and always bear in mind the privacy implications of agreeing to release information in a 

certain form to an Investigator. 

 

In general, release of identifiable information for a purpose for which it was not initially collected 
should only be with the consent of the person identified for its further disclosure or use, or else 
have the specific approval of the HREC, if they consider the public interest in the research 
substantially outweighs the public interest in maintaining privacy. 

 

Please note: 
 
A new application for research is sent to the HoD prior to submission to the Research 
Office. Please be advised that if a request for support for a new application is sitting 
in your inbox, this will delay Research Office submission and subsequent 
authorisation of the project. 

 
Your signature is evidence that you have undertaken this process of consideration. 
Once the Research Office receives an application form with your signature we will assume 
that your signature is an endorsement of the proposal.  


