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HREC and LRR Checklist for submission

Please check the list below to ensure your submission addresses each item (where relevant). A
careful review of all required elements before submitting will help prevent delays and support a
smooth, timely review process.

Ensure all HREA questions are fully answered
|:| No blanks or “N/A” responses.

Include all required documents

|:| Participant Information and Consent Forms (PICFs), aligned with the UQ PICF Checklist if
not using the template.

|:| UQ ethics approval number and correct office contact details on the PICF.

|:| Participant demographic forms (if relevant).

|:| All surveys, questionnaires, interview or focus group guides.

|:| A complete protocol/project description on the correct review pathway template.

|:| All recruitment materials (e.g., flyers, emails, adverts, social media posts).

|:| Evidence of data storage planning (e.g., Data Management Plan or suitable alternative).

|:| Gatekeeper letters (where required) e.g. from organisations granting permission to access

sites, staff, students, clients, or data for the study.

Check document quality
|:| All documents should have clear version numbers and dates (version control).
|:| No unlabelled duplicates. If multiple versions of a document are included, label them clearly

both in the file name and within the document.

Confirm all investigators are accurately listed
|:| All team members included individually in HREA Q1.9 (unless the team exceeds 17 people).

|:| All team members named on the PICF with their affiliations.

Declaration
|:| For student projects, ensure the supervisor is listed as the Chief Investigator.
|:| The Chief Investigator has signed the application before submission.
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