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Operational Guidelines for the Conduct of Research1 at Vanier 

Updated: May 2018 
 

1. Grant Application Process 

 

1.1 Dissemination of information about research 

 An email list of current and past researchers, as well as any other personnel involved in the 

administration of research funds, will be maintained by the Research Officer (RO)2 for the 

purposes of disseminating information on grant opportunities and on changes to any research 

administration policies or procedures. 

o All actively funded researchers are automatically added to this list by the RO. Other 

interested teachers are also invited to join. At the beginning of each academic year, the 

RO will send a message on the email list to remind existing members of the list’s 

purpose and to inform members that they can contact the RO if they would like to 

remove themselves from the list. The RO will also submit a message to Intercom and 

through the Omnivox research group calling for interested teachers to contact the RO to 

have themselves added to the list. 

 A community for all teachers will be created in Omnivox for the sharing of research-related 

information. 

 The RO receives news concerning grants through email and regularly investigates new grant 

opportunities. 

 Information about upcoming grants is disseminated in multiple ways: 

o By email to the list of researchers at the College 

o Through Intercom, the weekly newsletter to the college community 

o On the Pedagogical Support and Innovation (PSI) website 

o By email to a list of teachers and coordinators of programs relevant to specific grants, if 

applicable. 

o The information circulated by the RO includes the deadline by which researchers must 

submit their application if they wish to receive feedback as well as a final internal 

submission deadline and the agency deadline (for information purposes only). The final 

internal deadline is determined based on the time that will be required in order to 

evaluate the institutional suitability of applications, to have the necessary individuals 

and committees review the project, and to have letters of support written and signed by 

the relevant authorities within the college. Applications submitted to the RO after this 

internal deadline will not be forwarded to the granting agency. Note that any 

deadlines provided by the granting agency should be considered external deadlines by 

                                                           
1 “Research” here includes all scholarly work that takes place at Vanier College, including externally-funded 
research projects as well as projects with internal funding or release. 
2 The role of Research Officer is typically carried out by the Pedagogical Counsellor for Academic Programs and 
Innovation. 
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which Vanier as a college is responsible for submitting the final application and that 

researchers must submit their application by the deadline determined internally in 

order for the necessary approvals to be processed in time. Researchers can consult the 

RO for guidance if applying for a grant for which an internal deadline has not yet been 

established. 

 

1.2 Training and support offered 

 Through the PSI office, the RO provides workshops throughout the academic year on relevant 

topics, including: 

o How to plan a project 

o How to prepare a proposal for internal or external grants 

o Research ethics (in collaboration with the Research Ethics Board) 

o Research design 

o Managing research funds. 

 The RO is also available for one-on-one training and support on topics related to research 

applications and research design, as the need arises. 

 On an ongoing basis, the RO posts links on the PSI website and Omnivox community and creates 

online content and handouts on topics related to research. 

 Training and support are available during the application process and throughout the process of 

conducting a research project. 

 

1.3 Preparation of the application and confirmation of institutional support 

 In discussion with researchers, and while reading through any application drafts, the RO 

evaluates the institutional suitability of the project, which includes: 

o Feasibility of material and human resources from the college requested by the 

researcher 

o Accessibility of any data requested (researchers are strongly encouraged to consult with 

the Research Analyst before submitting their application) 

o Quality of the proposed research project 

o Demonstrated capacity of the researchers to carry out the research project 

o Impact on students, including level of commitment asked of students and imposition on 

students’ time 

o Impact on programs 

o Mission and values of the College 

o Appropriateness of any incentives being offered to research participants, with a note 

that both cash incentives and gift certificates are considered taxable 

o For projects where no release is requested from the College, it is the researcher’s 

responsibility to demonstrate that the work involved can be balanced with their other 

teaching duties without an undue impact on the total workload (refer to section 8-4.00 

of the teachers’ collective agreement) 
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 Researchers who require letters or signatures expressing institutional support for their research 

application, or for research partnerships with other institutions, must inform the PSI office of 

their needs. The PSI Coordinator or RO will ensure that appropriate representations are made. 

 Interested researchers prepare the application forms and any additional required documents in 

advance of the internal deadline. 

 The RO may be consulted and may provide more extensive feedback upon request if time 

allows. 

 Researchers are responsible for ensuring that their submissions are complete and conform to 

the granting agencies’ guidelines. 

 If letters of support, commitments or contributions are required from the College for granting 

purposes or are necessary to the conduct of the project: 

o Applicants must submit a draft of their proposal to the RO by the deadline provided by 

the RO, along with a short summary of the project and its connection to Vanier’s mission 

and Strategic Plan, and a description of what support, commitment, or contribution is 

requested of the College. A form will be created by the RO for this purpose. 

o If applicable (such as a grant proposal for a conference or other event) the applicant 

submits a draft of the Event Planning Form along with the other documentation. 

o Projects are evaluated by PSI to ensure that they uphold the standards of research at 

Vanier. 

o The PSI Coordinator or their delegate, the RO, consults with appropriate college 

administrators to evaluate the project’s alignment with Vanier’s mission and Strategic 

Plan as well as the College’s capacity to support to the project. 

o Applications are forwarded to the Dean of the Faculty of General Education (FGE) and to 

the Academic Dean for their review. 

o For projects approved by PSI, the PSI Coordinator or RO collaborates with the office of 

the Academic Dean or Director General to ensure that all required letters of support are 

written and signed. 

o The PSI Coordinator or RO ensures that the completed and signed application is 

forwarded to the granting agency. 

o The signature of the grant application allows the researcher to associate Vanier 

College’s name to their work.  

o A record of the complete application as submitted, including the letter of support and 

any statement of commitment of College resources, is stored in hard copy in the Faculty 

of General Education and electronically in files maintained by the RO. 

 Incomplete applications or applications that do not meet Vanier’s research or institutional 

suitability standards will not be forwarded to the funding agency. Projects that require 

commitments that the college cannot provide will also not be forwarded.  

o In such cases, feedback will be provided. Projects submitted in advance of the internal 

deadline will have an opportunity to address issues immediately. Others will have to re-

submit on the following round.  

http://www.vaniercollege.qc.ca/student-services/files/2017/10/event-planning-worksheet.pdf
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o The PSI Coordinator or RO may request reviewers for a professional opinion of the 

quality of the proposal. Potential reviewers will commit to review proposals 

confidentially and in a fair and unbiased manner. 

 

1.4 Upon receiving a decision from the funding agency 

 Notification is received by the College concerning the acceptance or denial of the grant, usually 

by the Academic Dean or the Director General, who forwards the information to the PSI 

Coordinator, and the RO. Depending on the grant, the DG may also send the information directly 

to Finance. 

 The RO ensures that the decision is communicated to the researcher.  

 If the grant is accepted, the RO sends a copy of the official response from the granting agency, 

including the start and end dates of the grant, to the office of the Director of  Administrative 

Services & Finance. The RO also ensures that information about the date, duration, the detail of 

the expenditures approved (including any release time approved) and amount of the grant is 

communicated to the Administrative Technician in the Faculty of General Education (FGE Admin 

Tech) and the Finance Administrative Assistant. 

 The RO communicates with the researcher to discuss next steps, including confirming the 

approved  budget, developing a timeline, hiring of personnel, authorized purchases and all other 

relevant information. 

 A specimen signature of the researcher is collected and kept on file by the FGE Admin Tech. 

 The RO provides the researcher with the information necessary for conducting research ethically 

and appropriately: 

o Application information for the Research Ethics Board (REB), where applicable 

o Links to Vanier’s policies on research integrity, research of ethics, conflicts of interest, 

and research involving human subjects 

o The College’s guidelines on withholding of funds for inappropriate use of funds or 

contravention of college or agency policy 

o Guidelines on research ethics and responsible conduct of research established by the 

granting agency 

 A shared Excel document tracking the names of researchers and their projects as well as the 

important dates relative to the grant, durations, and funding amounts, is maintained by the FGE 

Admin Tech. 

 

1.5 Grant applications for student researchers 

 As applicable, the RO will circulate information about available grants for student researchers to 

relevant departments within the college. 

 It is normally the responsibility of the department involved to communicate information about 

upcoming grant opportunities to their students and, in cases where an institutional nomination 

is required, to determine the appropriate selection process. 

 Selection committees will be convened by the teachers involved and should include teachers 

from the appropriate departments, the RO or a delegated representative, and where relevant, a 
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professional working in a department related to the grant (for example, STEM, Student Services, 

or International Education). 

 The PSI Coordinator or RO will submit the application to the granting agency and will act as 

liaison between the granting agency and the department responsible for the selection process. 

 

2. Administration of grant funds 

 

2.1 Setting up the grant with Finance 

 The RO instructs the researcher to send a preliminary budget to the FGE Admin Tech and to the 

Finance Administrative Assistant  for review and approval.  Following approval, appropriate  

budget accounts will be created and allocated.  

 Once the account and budget has been set up and approved, Finance (Administrative Assistant) 

will send a confirmation notice to the researcher, the FGE Dean, the FGE Admin Tech, the PSI 

coordinator, the RO, and anyone else involved in the grant. For money set aside for release 

time, the FGE Dean keeps a record of the budget code. Money that will be used for release will 

be set aside by Finance until year end and cannot be used for other expenses. 

 The RO sets up a training session for the researcher on how to manage their budget and 

navigate the policies and procedures around requesting and using funds, including directing the 

researcher to the guidelines available in Omnivox. Finance is available to answer researchers’ 

questions about how to use Omnivox and Clara. 

 

2.2 Human resources 

 Service contracts are done manually and require signatures from the researcher and the PSI 

Coordinator. 

o Note that the researcher’s Faculty Dean does not have to sign.  

o Documents ready for signature should be left in the FGE office. 

 Service contracts are sent for approval to the Director of Administrative Services and Finance.  

Once the contracts have been approved and the budget for services has been validated, 

contracts are re-directed to the Human Resources Director for approval of employment 

authorization. These service contracts should be done before the services begin.  After all 

approvals are given, the service contrats are sent to either Payroll or accounts payable for 

processing.  Payment method must be indicated on the service contract.  If the contract is 

incomplete, the service contract will be returned. 

 Hiring of students is done in collaboration with the Employment Development and Work Study 

Officer in Student Services. Researchers interested in hiring students can contact the RO for a 

copy of the guidelines and procedures for hiring of student help. Once approved by PSI, hiring 

forms for student employees are sent to Payroll for payment. 

 

2.3 Research Ethics Board approval  
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 Where applicable, as defined in Vanier College’s policies on the Research Ethics Board (REB) and 

on research involving human participants, researchers are required to obtain REB approval 

before proceeding with their research and before accessing any funds. 

 If needed for their project, researchers obtain and complete a copy of the application form to 

conduct research at Vanier. Application forms are available on the Pedagogical Support and 

Innovation website and through contacting the RO. 

 Researchers first submit the completed form, including the consent form and any other relevant 

documents, to the RO; only an electronic copy of the form is required at this stage. 

 The PSI Coordinator or RO checks the forms for completeness and institutional suitability, 

including consulting others within the college whose services may be requested as part of the 

project, and keeping a record of commitments made. The RO then asks for any required 

modifications. 

 Once the PSI Coordinator or RO has approved the feasibility and suitability of the project, the RO 

forwards the application to the Chair of the Research Ethics Board, who distributes it to REB 

members as outlined in the colleges REB policy, and requests any necessary changes from the 

researcher. 

 If the REB has concerns about the quality or feasibility of the proposed research, it can share 

such concerns with the RO. 

 When the project is approved, the PSI Office issues a certificate of REB approval that lists, 

corresponding to the approved application, the methods that the project is approved to carry 

out. 

 The final approved version of the application, along with the associated ethics certificate and 

any appendices, are uploaded into a folder on the O drive shared among the FGE Dean, PSI 

Coordinator, RO, REB Chair, other REB members, the Research Analyst, and the FGE Admin Tech. 

A hard copy of the final approved version is stored in the FGE office by the Admin Tech. 

 Any modifications made to the research design must be approved in writing by the REB Chair, 

with a copy of the written approval also sent to the RO. The written documentation confirming 

approval of the change will also be stored in the shared online folder and in hard copy in the 

FGE office. 

 An Excel database in the shared O drive folder lists all of the approved projects, the date until 

which their certification is valid, and the names and durations of any grants associated with the 

project. The RO checks this document periodically in order to ensure that approval for all active 

projects is up-to-date. 

 The RO communicates with researchers six weeks before the expiration of their ethics certificate 

to remind them to renew their certification if they intend to continue gathering data, or to 

submit a final report to the REB if their project is complete. If the certification lapses before the 

funding grant expires on a project still in the active data collection phase, the RO notifies 

Finance that no further funds should be released until REB approval has been renewed. 

 

 

2.4 Research involving animals 
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 Research that involves live animals is very limited at Vanier because of limited institutional 

capacity to support such research, and thus usually takes place only within the Animal Health 

Technology program.  

 In all cases involving animal research, an Animal Use Protocol must be submitted to and 

approved by the Animal Care Committee (ACC) before the research can proceed. 

o In accordance with guidelines from the Canadian Council on Animal Care, researchers 

intending to work with animals in a lab setting need to demonstrate that they have 

received adequate prior training in terms of husbandry and handling of the species in 

question and that they have made appropriate arrangements for animal supervision and 

care. 

o Researchers working with wild animals must explain their protocol for capture and 

handling of the animals and must demonstrate that they have obtained the appropriate 

government permits. 

o Researchers who wish to use live animals should consult with Vanier's ACC veterinarian 

prior to submitting an application. 

 

3. Expenditures 

 

3.1 Documentation and approval of expenses 

 Expenses can be made once the confirmation is received from the funding agency and all 

accounts are set up. The Finance department follows up with the agency to ensure that the 

funds are received by the college. 

 It is the researcher’s responsibility to ensure that their use of funding adheres to their funding 

agency’s rules and Vanier’s processes. The RO is available for consultation on these issues. All 

purchases will be validated and approved by the PSI Coordinator. 

 Researcher makes all purchasing or hiring requests to the RO.  Once authorized, the necessary 

paperwork must be completed before any purchase (using the Financial System, Clara/Omnivox) 

or hiring (hiring contracts, service contracts etc.) is made.   

 The Clara financial system will verify  budget availability when purchase or payment requests are 

made and re-directs the request to the next step in approval process within the system. 

 Expenses are reviewed for compliance and eligibility with the funding agencies' guidelines. All 

expenses must be validated by the PSI Coordinator. 

 Expenses involving an expense report (including travel-related expenses) require approval by 

the PSI Coordinator 

 For equipment and supplies, the researcher prepares a purchase requisition, which is then 

approved and validated by the PSI Coordinator. The FGE Admin Tech will provide guidance with 

the online system when needed. 

 The researcher is responsible for keeping records of all expenses and approvals and to submit 

them with their financial report (see section 6.1). Researchers are required to attach electronic 

versions of all documents to all transactions within the Clara financial system, and are also 

required to keep the original documents for at least one year. 
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 For documents in hard copy, the Admin Tech authenticates the researcher’s signature against 

the specimen on file. 

 In the case of research projects that include honoraria for participants or payment for research 

assistants or consultants, it is the responsibility of the researcher to fill out the appropriate 

paperwork and follow up with all relevant parties to ensure that payment is processed in a 

timely manner. 

 Any travel outside of Quebec must be approved by the Director General. 

 

3.2 Protocol for withholding of funds 

 The college has a responsibility to withhold or withdraw approval of expenditures if it finds that 

they contravene an agency or institutional policy. 

 In cases where the link between the purchased item or service and the research is not obvious, 

the RO will request a justification from the researcher that must be provided before the 

expenditure can be approved. 

 Approval of funds will also be withheld for projects in violation, or undergoing investigation for a 

possible violation, of any of Vanier College’s policies, or any policies of the funding agency in 

question. 

 In the case that approval is withheld, the researcher will be informed within one week of the 

submission of their request and will be given the opportunity to respond or provide clarifying 

information. Any disagreement on whether funds should continue to be withheld will be 

resolved in collaboration with, and according to the policies of, the funding agency concerned. 

 

4. Inter-institutional research collaborations and partnerships 

 

4.1 Information  

 The PSI office must be informed of any grant application, collaboration agreement or 

partnership projects with other institutions in which Vanier College’s name appears.  

 Researchers provide the PSI office with any documentation relating to the partnership. 

 

4.2 Consultation and approval of inter-institutional collaborations 

 Any inter-institutional grant application in which Vanier College’s name appears must be 

approved by the Academic Dean.  

 Any inter-institutional formal agreement in which Vanier College’s name appears must be 

approved by the Director General. 

 Requests for approval must be directed to the PSI office, who will make appropriate 

representations.  

 The appropriate approval of an inter-institutional collaboration allows the researcher to 

associate Vanier College’s name to their work.  

o The approval of an inter-institutional collaboration does not imply any support or 

commitment from the college aside from the regular services offered through 
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Pedagogical Support and Innovation and its Research Office, unless otherwise stipulated 

in a letter of support (see sections 1.3 on how to request institutional support). 

 

5. Communications related to scholarly work 

 

5.1 Use of Vanier College’s name 

 Vanier researchers, grantees, as well those who take part in inter-institutional collaborations, 

are required to notify in advance Vanier Communications and the PSI office of any use of Vanier 

College’s name in publications, presentations, interviews or other appearance in the media. 

 

 

6. Reporting and follow-up 

 

6.1 Financial reporting 

 The RO keeps a tracking calendar that includes reminders of upcoming reporting deadlines, 

keeping in mind that different funding agencies have different financial years. 

 Notifications that reports are due will be sent by the RO, along with an internal deadline by 

which the final report must be submitted (normally four weeks before the external deadline). 

 Financial reports are prepared by the researcher, checked by the FGE Admin Tech and RO and 

then reviewed by the Finance Administrative Assistant, who can also provide assistance in 

preparing the report.  After this review, the financial reports are approved and signed by either 

the PSI Coordinator, the Academic Dean or the Director of Administrative Services and Finance 

before being forwarded to the funding agency. 

 For online reporting, the PSI Coordinator or the researcher accesses the Secure Site to approve 

all grants and renewals.  

 When granting agency rules permit, leftover balances for projects lasting longer than one year 

are carried over to the following financial year or any subsequent periods of extension. Any 

balance at the end of the term is held until notice is received from the agency as to how to 

proceed.  It is the responsibility of RO to inform Finance of this approval or permission by 

forwarding written confirmation from the agency before any carry-forwards are made in the 

financial system for the subsequent year. The RO also verifies that any relevant renewals of 

approvals or certification have been obtained before requesting that funds be released for a 

subsequent year. The release of funds is approved yearly by the Director of Administrative 

Services and Finance.  Following accounting procedures, for projets extending beyond the 

period of the grant’s financial year, funds are either carried forward or returned to the agency 

depending on grant agreement. 

 The report and all records relevant to the project are submitted to PSI, which ensures 

appropriate verification and signatures are obtained. 

 Depending on the granting agency, PSI may forward the financial reports to the agency or may 

return the signed and verified documents to the researcher to be forwarded to the funding 

agency. In other cases, reports are sent by the Finance Administrative Assistant to the agency. 
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 PSI keeps a copy of all reports.  All official copies of all approved financial reports are kept in the 

Finance office. 

 

6.2 Final reports 

 The researcher is responsible for ensuring that all final reporting is carried out and submitted 

according to the agency’s requirements. 

 The RO keeps a regularly updated document listing final reporting deadlines and communicates 

with researchers to remind them of the deadline and to offer assistance in writing the reports. 

 

6.3 General Research Fund 

 When NSERC and SSHRC grants expire, any residual balance is transferred into a General 

Research Fund (GRF) account (account number 000-0271-04-000), except in cases where the 

funding program in question is ineligible for such a transfer. 

 Each year, the Research Officer will communicate with current researchers regarding the funds 

available in the GRF account and will solicit proposals for how the GRF can be used. Proposals 

will be selected based on appropriateness, relevance to the Vanier context, and innovation. 

 As per Tri-Council policies, at least 50% of the GRF opening balance will be spent each year, and 

funds will be spent only on costs that are directly connected to research. 

 The Tri-Council policies will serve as the final authority on how GRF funds can be allocated and 

spent. 

 

6.4 Reporting on research integrity and ethics 

 The RO will ensure that the researcher is aware of Vanier’s policies on research integrity and 

research ethics, as well as the policies of the funding agencies. Any allegations related to said 

policies will be investigated as outlined within the policies, and will be reported to the funding 

agencies. 

 The RO will submit an annual report on the Responsible Conduct of Research to the Tri-Council 

Secretariat on Responsible Conduct of Research. 

 


