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PROTECT Tip Sheet for 
Research Teams: 

“Managing Ancillary Reviews” 
 

What are ancillary reviews? 
Ancillary reviews are reviews that can be managed and signed off in the PROTECT system, if required 
(figure 1 shows which are required and by when). The study team can manage these reviews on either 
the IRB, Scientific Review, or Radiation Safety submissions. Some of these reviews are considered 
“blocking” and the system will stop the submission from moving forward in the workflow if the ancillary 
reviewer has not submitted their review by a certain timepoint. 

Which ancillary reviews are required, and which are “blocking”? 
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Where can I learn more about the various ancillary reviews at NIH IRP? 
You can read more about some of NIH ancillary reviews on our website here - NIH Ancillary Reviews. 

 

figure 2 

Where can I learn more about how to manage ancillary reviews in PROTECT? 
The PROTECT system contains user guides for each user role type: Researchers, Reviewers, and 
Committee Staff. Within these guides are instructions for researchers on how to manage the ancillary 
reviews and how each behaves in the system. These guides can be found in PROTECT as shown below 
using the numbered steps: 

 

figure 3 

https://irbo.nih.gov/ancillary-review/
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How do I manage ancillary reviews? 
NOTE: See relevant user guides in figure 3 for specific instructions. In addition, ‘Quick Steps’ are below. 

 
• Go to the workspace for your submission, such as a new IRB Study or a MOD, etc. (See figure 1 

for which workspace each ancillary type gets managed on.) 
• Click the Manage Ancillary Reviews activity on the left. 
• Click Add. 
• Choose a Review Type. (Ex. DEC, PRIA, IBC) 
•  Select a Review Group. (Ex. DEC: CC, or DEC: NCI). * Choosing the correct Review Type and 

Review Group allows reviewers for each group to have the read-access they need.  
• Click OK to finish. (NOTE: For IRB ancillaries, like DEC, HFT, or IBC, the reviewer will only see 

the review in their inbox and get an email notification once the project is submitted to IRB and is 
in the Pre-Review state. For Scientific Review ancillary types, like Branch Chief, the reviewer 
sees it and can do their review right away since those signoffs are required prior to IRB 
submission.) 

 

figure 4 
 

 
How do ancillary reviewers know they have been assigned an ancillary review? 
Reviewers receive the email notification below (figure 5) once the ancillary review activity is run, and in the 
IRB case, when the IRB project is submitted and it is in Pre-Review state. They can then see the project 
in their Inbox and in the My Reviews tab, from their PROTECT Dashboard. 

 

figure 5 
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How do I know that an ancillary reviewer has submitted their ancillary review? 
Once reviewers run the Submit Ancillary Review activity, the system sends the notification below (figure 6) 
to the PI, Proxies, and Primary Contact on the study. You may also view the Reviews tab (figure 7) of a 
submission at any time to check status of reviews. You should see a “Yes” under the Accepted column if 
the reviewer has accepted and completed their review. 

 

 
figure 6 

 

figure 7 
 

 
How do I CHANGE an Ancillary Review if assigned incorrectly? 
If the wrong ancillary review type or review group (ex. wrong DEC IC) was selected, you will have to 
DELETE your entire Ancillary Review and start over if you want the newly assigned ancillary reviewers to 
get email notification of their review.  
 
IMPORTANT: Clicking UPDATE on the Manage Ancillary Review activity and using this activity to 
correct an ancillary review will place the item in the new reviewer’s inbox, but will NOT send an email.   
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Instead, follow these steps to revise an ancillary if it was set up incorrectly: 

 
 

Questions 
For additional questions or help using the PROTECT system, please submit a PROTECT Help Desk ticket 
and our IT staff will assist you. 

https://irbo.nih.gov/protect/protect-help/

