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1. Overview of the Standing Database / Tissue Bank Endorsement Process

The online application will automatically be routed to the respective endorsing
authority/authorities for the necessary endorsement(s), as follows:

Department(s) Involved Institution(s) Involved Endorsing Authority
One department One institution Custodian’s HOD
More than one department | One institution Custodian’s CMB

CMBs of all institutions
More than one department | More than one institution | involved

2. Role of the Head of Department (HOD)

As the respective institutions own standing databases / tissue banks set up by their staff
members, the HOD will be the owner of standing databases / tissue banks created within
his/her department. The standing database / tissue bank application must be supported and
endorsed online by the Custodian’s HOD before it is forwarded to DSRB for review and
acknowledgement.

3. Where to see your Endorsement Tasks

After logging into the NHG ROAM portal, HODs will see their endorsement tasks on their
homepage. Upon completing the task, the list will be automatically updated and the task
removed.

&2 Tasks M

HOD

You have 2 Standing Database Application Pepding HOD Endorsement

By clicking on the blue hyperlinked text, HODs will be shown a table of tasks pending their
endorsement.
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By clicking on the reference number of the standing database / tissue bank application, the
HOD will be able to access the submission details from the Custodian (click on View
Submission), as well as see the endorsement options available to them.

Endorsement Options

1. Endorse Application — This option indicates the support of the HOD for the Standing
Database / Tissue Bank application. To endorse, the HOD must check the declaration
that he/she acknowledges full ownership of the standing database / tissue bank and
that he/she agrees to the appointment of the Custodian and click submit.

Standing Database Endorsement

View Submission (NUH/2011-00048)

Action: ® Endorse Application O Reject Application

Please enter your comments here(if any):

[J 1nwe hereby endorse the set up and existence of the data / tissue bank stated in Section 2. IWe acknowledge full ownership of the intellectual property rights of the data / tissue
bank on behalf of my/our institution(s). As owner(s), my/our institution shall maintain overall responsibility for the oversight of the data / tissue bank. IWe agree to the appointment of

the Custodian whose name is stated in Section3, and accept his/her statement of assurance.
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This is the notification screen when the application has been successfully endorsed.

Standing Database/Tissue Bank Registration Acknowledgement

© You have endorsed the Standing Database (Ref: NUH/2011-00048).

Your Standing Database has been sent to DSRBStaff’

Process Tracking

[ SlndngDotabase | Endonement ___|______Review |

@ > @) >@)
Form HOD DSR8 Domain
submission Momber Review

© Back to Task List

2. Reject Application — This option indicates that the HOD does not support the standing
database / tissue bank application. Before clicking ‘submit’, a reason must be provided
for the rejection, and this will be made available to the Custodian.

Note: Once the application has been rejected, the decision cannot be reversed. The
Custodian will have to submit a fresh application.

Standing Database Endorsement N

View Submission (NUH/2011-00048)

Action: QO Endorse Application ® Reject Application

Reason For Rejection:
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This is the notification screen when the application has been rejected. A notification will be sent
to the Custodian.

Standing Database/Tissue Bank Registration Acknowledgement

@ You have rejected the Standing (Ref: NUH/2012-00128).

A notification has been sent to Custodian

Process Tracking v
[ siandingDatabase | Endomement | Review |
@ 0] > C
Form HOD
submission

© Back to Task List
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