
How to submit a Site (Governance) General Amendment 
**Only for applications where the lead HREC is within another 

state/jurisdiction (VIC/QLD/SA/WA) 
 

Note: Only the Principal Investigator of that site can submit this 

under their login.  
 

Step 1: Login to REGIS and find your study in your list of projects. Click on the study title. 

 

 

Step 2: This will open up the project. Click on the “STE” number. 

 

Note: The Site Specific Assessment (SSA) application must be authorised in order to submit 

site amendments.  

 

 

 



Step 3: On the left-hand column, select “Forms” then “+New Form” 

 

 
 

Step 4: Select “Site Amendment” 

 

 

Step 5: Select “General” as the Amendment Type, then click the next page arrow.  

 



Step 6: Complete all questions and upload all site specific documents. Once you get to the 

‘Site Specific Document Upload’ section, please ensure the following: 

 Upload site specific documents only.  

 

 Upload one tracked-changes copy and one clean copy of each site specific 

document. The tracked document should only have site specific information tracked 

e.g. site logo, Principal Investigator details, Research Governance Officer details, 

local footer etc.  

 Under “Document title/ Descriptor” – Clearly state what the document is along with its 
version number and date:  
CRGH Participant Information Sheet, Local Version 1 dated 16.11.2020  
 

 Ensure the correct option is selected from the “Document Type”  

To add further documents, click the plus icon “+” to add more rows.  

NB: If this is the first time the document(s) has been uploaded into REGIS, click “No” to the 

question “Upload as new version”. Otherwise, select “Yes” and a drop-down menu will 

appear with site specific documents that are already on file. Type in a new version number 

and date. 

  

 

Step 7: Click next and upload all ethics approved documents. Select document type as 

“General Amendment”. 

In the ‘Ethics Approved Document Upload’ section, please ensure the following: 

 Upload the ethics amendment approval letter 

 

 Upload a tracked and clean copy of all ethics approved documents, including Master 

versions of any documents e.g. Master Participant Information Sheet and Consent 

Form 

 

 Upload a cover letter or the ethics amendment form which summarises the 

amendment (if applicable).  

 

 Under “Document title” – Clearly state what the document is along with its version 

number and date.  

To add further documents, click the plus icon “+” to add more rows.  

 



 

 

Step 8: Click the ‘Next’ button and it will take you to the Declaration page. Click the submit 

button (only the CPI/PI can submit RGO amendments). 

 

 


