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	Purpose and Objective:



	To ensure that project end dates on ReDA are up to date to enable accurate overview and reporting of research activity in the Trust and University.
To remind researchers via e-mails to close projects appropriately, to archive files and to notify relevant parties.




	SOP Text




	
	Responsibility
	Activity

	1. 
	Research Governance Support Officer or PA to R&D Management

	RGSO receives notice from PI / Research team of study closure

Proceed to step 4

Or Approximately one week before sending out End date confirmation e-mail to researchers (process follows below), send a list of all BLT and QM managed project grants, with recently expired end dates and an ‘ACTIVE’ status, for updating by BLT and QM Finance staff. 


	2. 
	BLT and QM Finance staff members
	Check end dates of accounts on finance database and compare to the end date on ReDA. Update ReDA where appropriate (see Appendix A for guidance).



	3. 
	Research Governance Support Officer or PA to R&D Management

	Send out End date confirmation e-mails to researchers (see Appendix B and C) about once a month. Send one e-mail for each research project with a recently expired end date on ReDA and an ‘ACTIVE’ status. 
E-mail includes reminder for Clinical Trials of Investigational Medicinal Products (CTIMP’s) to archive and to notify the Medicines and Healthcare products Regulatory Agency (MHRA) and the Main REC within 90 days of project closure (see Appendix B & C).


	4. 
	Research Governance Support Officer or PA to R&D Management


	If a reply is received to say that the project has closed, or if an end date notification letter/e-mail is received at any other stage, update end date on ReDA and change status, using guidance document (see Appendix A). If a reply is received to ask for an extension, follow SOP 21.

	5. 
	Research Governance Support Officer or PA to R&D Management and Finance staff


	If project is unfunded, retrieve file and archive in archived cabinet in R&D. Once this cabinet is full, files are sent to Records Management for archiving (see SOP 20).

If project is funded, let Finance (BLT or QMUL) staff know that project has closed. Finance staff member begins closing procedures for the account (see SOP 05).



	6. 
	Research Governance Support Officer or PA to R&D Management


	Keep all sent end date confirmation e-mails which have not been replied to by the investigators. Resend the e-mail if no response has been received.
If a reply is received go to step 4. 

If a reply is not received go to step 7.



	7. 
	Research Governance Support Officer or PA to R&D Management and R&D Management


	Pass unanswered end date confirmation e-mail to the relevant R&D Manager, who will deal with them on a case by case basis.
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UPDATING DATA ON ReDA (June 2006)


Change of end date
























On the database: End dates and status are changed inside the project on the ‘Manage’ page – lower blue menu bar > Governance > Management. Click update at the bottom of the ‘Manage’ page when you have made the changes.


Change of PI




















On the database: Investigators can be found inside the project on the ‘Stakeholders’ page (lower blue menu bar Stakeholders > Stakeholders). Make a search for the new PI and click on the CI button! Make a new search for the old PI and click on the ‘+’ button (this is to keep the old PI on the project).


Change of funding details




Look project up on the database











Investigator, funder or other reliable source informs us of a change of end date











Project has been extended







Project is on hold 







Project has finished







Check/change end date on database and status to ‘Completed’. If you have it, add total recruitment figure in the‘Recruitment actual’ field.











Change end date on database and status to ‘Active’. Add ‘Extension’ to Events and add any comments if relevant.







Change end date on database and status to ‘On Hold’.







If project has ethics approval refer them to Helene to extend indemnity and ethics approval.







Project withdrawn







Change end date on database (= start date) and status to ‘Never started’ or ‘Uncompleted’. If you have it, add total recruitment figure in the ‘Recruitment actual’ field.











If project starts up again, change status to ‘Active’







Investigator, funder or other reliable source informs us of a change of PI.







Look project up on the database











Change PI on the database – see instructions in Joint R&D ReDA User Guide











File the file according to the new PI name











Tell Helene!







Funding amount has changed







Change funding amount on database – see R&D ReDA User Guide for instructions
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Dear,


Your research project “”, R&D no. , has reached its end date on our database. 


Please reply to this email with either confirmation that the project has closed or provide us with a new extended end date and confirmation from the funder. You will be contacted by your research administrator six months after this end date to finalise any outstanding accounts in line with Project Closedown procedures.


** If your research involved BLT patients or their tissue the following information is relevant to you **


Please also reply to this email with the number of participants recruited to your study.


If BLT or QMUL is the main site, end of study notification should be sent to the Joint R&D Office and the Main REC (and the MHRA if a clinical trial of a medicinal product) within 90 days of conclusion date. Go to http://www.corec.org.uk/applicants/apply/endofproject.htm for guidance and a template form.

Please be aware that on closure of the study, the study records must be sent to the Trust central archive in accordance with Trust records management procedures. Contact Records Manager Catherine Redfern on 0207 480 4866 for further guidance. Please quote the R&D ID number in all correspondence regarding archiving.


Also please send us full references for any peer-reviewed papers you may produce - one of the main ways the DoH decides whether the Trust is sufficiently productive or not is the number of peer reviewed publications we produce.

Kind regards, 


Ann Smith


PA to Senior Management Team


Barts and the London NHS Trust


Research and Development


3rd Floor Rutland House, 42-46 New Road, Whitechapel, London, E1 2AX


Tel   0207 882 7250 (Internal calls 13 7250)


Fax  0207 882 7277
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Dear,


Your research project “”, R&D No , has reached its end date on our database. 


Please reply to this email with either confirmation that the project has closed or provide us with a new estimated end date. 


Please also reply to this email with the number of participants recruited to your study.


If BLT or QMUL is the main site, end of study notification should be sent to the Joint R&D Office and the Main REC (and the MHRA if a clinical trial of a medicinal product) within 90 days of conclusion date. Go to http://www.corec.org.uk/applicants/apply/endofproject.htm for guidance and a template form.

Please be aware that on closure of the study, the study records must be sent to the Trust central archive in accordance with Trust records management procedures. Contact Records Manager Catherine Redfern on 0207 480 4866 for further guidance. Please quote the R&D ID number in all correspondence.


Also please send us full references for any peer-reviewed papers you may produce - one of the main ways the DoH decides whether the Trust is sufficiently productive or not is the number of peer reviewed publications we produce.

Kind regards, 


Ann Smith


PA to Senior Management Team R&D

Barts and the London NHS Trust


Research and Development


3rd Floor Rutland House, 42-46 New Road, Whitechapel, London, E1 2AX


Tel   0207 882 7250 (Internal calls 13 7250)


Fax  0207 882 7277
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