
 

 

Requesting an exemption from HREC review for a 

Quality Assurance (QA) Activity 
The following information is required for requests to the Far North Queensland Human Research Ethics Committee 
for exemption from Human Research Ethics Committee review for a Quality Activity with intent to publish (including 
conference presentations). 

 

Required Documents  
• Cover letter addressed to the Chair of the FNQ Human Research Ethics Committee which includes the following: 

- State that you are seeking ‘an exemption from HREC review for a QA activity with intent to publish findings 
external to Queensland Health’, 

- Project title, 
- Brief description of the activity including justification of the project it is a QA Activity and not a research project. 

 

• QA Application Form completed and signed by the applicant and the relevant Head of Department. If the QA 
sites are within both the Cairns and Hinterland and Torres and Cape Hospital and Health Services, both application 
forms will need to be completed. 

 

• QLD Exemption Form generated in ERM. Please note that there must be a reference number in the footer of 
the form (eg. QA/2021/QCH/xxxx). 

 
• Study Protocol/Plan. The Protocol/Plan may be brief however should provide sufficient detail (e.g. 2 - 3 pages).  

 

• Data Collection Tool/s. (Eg. Excel spreadsheet) 
 

• Information Sheet and Consent Form (if relevant) 
 

• Email from the Data Custodian as outlined on the QA Application Form if you require access to confidential 
patient information for your project. 
 

• CV for each researcher participating in the study (maximum 2 pages). 
 

N.B. All study documents MUST include relevant logos, version numbers, document dates and page numbers in 
the footer or each document. 

 

Submitting a QA application in ERM 
QA applications must be submitted via the Ethics Review Manager (ERM) system. The link to the ERM website is 

https://au.forms.ethicalreviewmanager.com/.  If you previously had log in details for Ethics Online Forms, your log 

in details for ERM will be the same. 

 

 

 

 

 

https://au.forms.ethicalreviewmanager.com/
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1. Log in to ERM and select create project.  

 

 
 

 

2. Enter your project title, select Queensland Health as the jurisdiction and QLD Exemption Form the press 

create.  

 

You will be directed to the overview page (below) to create your QLD Exemption Form. 
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Select the Introduction tab – you will be taken to the Main page of the QLD Exemption Form. 
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Select the ‘Next’ tile to begin entering details about your project. You can also save your progress at any time by 

selecting the ‘Save’ tile.  

 

 

 

Once you press the ‘Next’ tile, you will be asked to enter preliminary details about your project. To continue, press 

the next tile.   
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Once you have entered details about your project, you will be asked which research office this exemption 

application will be submitted to.  An example of the selections available is provided below.  

 

 

When conducting a project for HREC exemption within Cairns and Hinterland Hospital and Health Service ONLY - 

Please select Cairns and Hinterland HHS.  Every Queensland Health site that falls within the geographical location 

of this HHS will then appear and be available for you to select your project site/s.  
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Aboriginal Controlled Health Organisations  
For our Aboriginal Controlled Health Organisation Partners who the FNQ HREC Chair considers HREC 

Exemptions for, there is the ability to enter the details of the Aboriginal Controlled Health Organisation/s of the 

project by selecting ‘Other’ then typing in the relevant organisation name.  

Please note:  If you are not an employee of an Aboriginal Controlled Health Organisation – this pathway is unavailable to you.  

 

 

Once you have entered your project sites, press the ‘Next’ tile. Remember to save your work as you go by pressing 

the ‘Save’ tile.  The new page will ask for project team details.  

 

There is the option to enter more than one team member by selecting ‘Add Another’ as above.  
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Once you have entered your project team details, press the ‘Next’ tile. The new screen will ask why you believe 

your project meets the HREC review exemption criteria.  You will have two options to select from. 

An example on how this section may be competed is provided below. It is recommended to always select the ‘Exempt not research’ option and 

ensure your rationale does not include any of the Triggers for HREC review as outlined in the NHMRC Ethical Considerations in Quality 

Assurance and Evaluation Activities document (bottom of page 3, top of page 4).  

 

 

 

This section of the ERM form enables you to upload all required documents.  

Completeness check 
Before you submit your online form, press Completeness Check to ensure you haven’t missed anything. 

https://www.nhmrc.gov.au/about-us/resources/ethical-considerations-quality-assurance-and-evaluation-activities
https://www.nhmrc.gov.au/about-us/resources/ethical-considerations-quality-assurance-and-evaluation-activities


 

Page 8 of 9 
Updated: July 2023 

 

Once you have completed the QLD Exemption Form and uploaded your document/s, select Electronic signature or 

Upload email or letter of support / Wet Ink Signature option - then press the submit button.   
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You will know you have successfully submitted your sub-form if you see this screen:  

 

 

Once you have submitted the QLD Exemption form in email, please email a copy of the entire application to 

FNQ_HREC@health.qld.gov.au and send one hard copy to the address below. 

Need help with the ERM system? 
Please contact the ERM helpdesk support team on:   
Tel: 07 3708 5081  | Email: ERMhelpdesksupport@health.qld.gov.au  

 

Contact details 
Office / Internal mail address: HREC Coordinator, William McCormack Place 2, Level 7, 5b Sheridan Street, Cairns 
 
Postal address: HREC Coordinator, PO Box 902, Cairns QLD 4870 
 
Tel: 07 4226 5513 | E: FNQ_HREC@health.qld.gov.au  
 

Resources 
Ethical considerations in Quality Assurance and Evaluation Activities, March 2014 
https://www.nhmrc.gov.au/guidelines-publications/e111   

 
National Statement on Ethical Conduct in Human Research 2007 
https://www.nhmrc.gov.au/guidelines-publications/e72   
 

FNQ HREC’s Jurisdiction 
This HREC covers all sites that fall within the Cairns and Hinterland Hospital and Health Service and Torres and Cape 
Hospital and Health Service.  
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