Investigator Decision Aid
Checklist for Submitting a POR Grant Proposal
This checklist has been prepared to assist you in the necessary steps to including a patient partner as a member of your team’s grant application. There are two access points to the checklist:
· If you do not have a patient partner start at Step #1
· If you do have a patient partner start at Step #3 (though you may also learn some useful information by also starting at Step #1)

	No.
	Item
	Yes
	No
	Comments

	1
	Review Investigator Decision Aid
	
	
	Ensure you are ready to engage a patient as a partner on your clinical trial/research team.

	2
	Secure a patient partner(s)
	
	
	Suggestions for finding a patient partner are included in the Investigator Decision Aid My Decision – Next Steps section. You can also use the Patient Partner Recruitment Template in the Learn More section – Preparation for Execution of the Study.

	3
	Have an initial discussion with patient partner about proposed research
	
	
	This can be a general discussion to determine interest, commitment, and what might work for both you and your patient partner.

	4
	Encourage your patient partner to review the Patient Decision Aid
	
	
	This will help your patient partner feel more prepared to be a contributing member of your clinical trial/study team.

	5
	Confirm areas and levels of patient partner engagement. It is also important to estimate a time commitment by considering the frequency of meetings, role of patient partners, etc. (this will assist you in completing the budget).
	
	
	Review the reimbursement structures for patient partners in Investigator Decision Aid Learn More  – Development of the Grant Proposal. You must add compensation and reimbursement monies for all patient partners in your budget. 

	6
	Confirm compensation/reimbursement structure with patient partner. 
	
	
	Ensures all patient partners are aware of responsibilities and potential implications associated with reimbursement. 

	7
	Establish a point person(s) for the patient partner(s), such as the PI or research officer.
	
	
	A point person can assist patient partner(s) to complete necessary tasks for grant submission. If funding is successful, this point person becomes a direct link to the research team for questions, concerns, etc. 

	8
	If you are applying to CIHR, each patient partner must Register with CIHR. 

	
	
	These steps are necessary for patient partners as co-applicants. It is helpful to have a research officer, administrative assistant, or co-applicant assist with these steps.

	
	1. This means they need to register for an account on ResearchNet. 
	
	
	1. On the homepage of ResearchNet, select ‘register’ from the sign-in box on the top right hand corner. They should fill in and submit the on-line form. Once submitted, their ResearchNet account is immediately available. 

	
	2. Equity and Diversity Questionnaire. 
	
	
	2. This is mandatory of all applicants at the full application stage (i.e., not needed at registration stage).

	
	3. Get a CIHR PIN
	
	
	3. This step can be completed after registration if a ResearchNet account has been completed. If a CIHR PIN was requested prior to registration in ResearchNet, the 5-6 digit PIN will need to be validated in ResearchNet when registration is complete. Detailed instructions can be found here.

	
	4. Complete a Canadian Common CV.
	
	
	4. This is required for most funding opportunities. Also, in order to submit any completed CIHR CV template, the CIHR PIN needs to be validated here as well. Details can be found here. Note: it may be necessary to add the current grant application to ‘Research Funding History’ in order to preview and submit the CV. Again, if possible, ask your patient partner for a CV and input the CV information for them, or have someone on your team such as an administrative assistant help.

	9
	Testimonial/Letter of Support 
	
	
	It is helpful to have a testimonial from the patient partner if they are a co-applicant on your grant application. If the pateint partner is a collaborator, a letter of support is recommended. Templates for Patient Partner Testimonial and Patient Partner Letter of Support are available in the Learn More  – Development of the Grant Proposal section of the Investigator Decision Aid.

	10
	Lay Title/Lay Abstract/Grant Application
	
	
	Patient partners can assist to write/verify the lay abstract of your grant application. There is a free readability checker here. This will take a sample of writing (number of sentences, words, syllables, and characters) and calculate the reading/grade level of your text. Patient partners can be invited to review sections or the entire grant application. NOTE: It is important to ensure patient partners are aware of the duration of time from grant submission to grant funding notification, what will happen if the grant is not funded, and how/if the investigative team will continue to work (if funded/if not funded).

	11
	Complete a Patient Partnership Interest and Privacy Form.
	
	
	This form template is located in the Investigator Decision Aid Learn More section – Preparation for Execution of the Study, How do I communicate with my patient partner(s)? This can be completed at any time during the application process or after funding has been received.

	12
	Ensure project/research team members review appropriate decision aid (this also includes the research officer).
	
	
	This step can be done later if you receive funding. This will help ensure all research team members understand the guiding principles of inclusiveness, support, mutual respect and co-build.



