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OVERVIEW 

This guide is for the School Postgraduate Administrators to refer to for 
the purposes of generating an Exemption / No Risk letter for 
ethical clearance applications in the RIG system. 

The Academic Leader: Research (ALR) in each School has the 
authority to declare an application as exempted from ethical review by 
the Research Office. The ALR will indicate this decision on the 
Declaration section of the application form. 

Postgraduate Administrators (PG Admins) in Schools have been 
given the necessary permissions in the RIG system to generate 
Exemption (no risk) Letters for applications deemed by the ALR as 
exempted from ethical review.  

The PG Admin has to generate the Exemption letter, get it signed 
by the ALR and upload the signed copy into the RIG system. The 
signed copy should be protected from being editable. 

The Exemption letter may be e-mailed by the PG Admin to the 
applicant (and supervisor if applicant is a student). 

Finally, the PG Admin should send the exempted application to the 
“Approved Active” step (which is the final step in the workflow 
process). This is because the Research Office do not review 
Exempted applications. 
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PRE-REQUISITES FOR THE EXEMPTION LETTER 

There are some pre-requisites that the PG Admin needs to check 
on before an Exemption / No Risk letter may be generated. This 
should be done on the Declaration and School Review section of 
the application form: 

1. The School’s Academic Leader: Research (ALR) should have 
indicated that the application is exempted from ethical review 
by Research Office (see number 1 in the screenshot below). 
 

2. The ALR should also indicate that he/she has approved the 
application (see number 2 in the screenshot below). 

 

 

  



3 

CREATING THE EXEMPTION LETTER 

In order to create the Exemption / No Risk letter in the RIG system, 
the PG Admin has to follow 2 steps: 

1. The PG Admin must tick the Exempted / No Risk checkbox in 
the Declaration section of the application form (see number 3 in 
the screenshot below).  

Thereafter click on  and click on “Done”. 

 

 
2. Tick the checkbox on the left of the application that you wish to 

generate the Exemption letter for (see arrow on screenshot 
below). 
 

3. Then click on “Report” (see circled in red in the screenshot 
below). 
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4. Then click on Exemption Letter 

 

 
 

5. Click on Create report. 
Your browser will prompt you to either open or save the letter. 
You should open it and print a physical copy for signing by 
the ALR. 
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WHAT SHOULD BE DONE WITH THE EXEMPTION 
LETTER 

1. After obtaining ALR signature on the paper copy, scan and e-mail 
the signed Exemption letter to yourself as a pdf copy.  
 

2. Save the scanned pdf document to your computer and open it 
with Adobe Acrobat DC (this software is installed on all UKZN staff 
and student computers).  

 
3. Using the Protect feature of Adobe DC, protect the PDF 

document from being editable. This will ensure that the applicant or 
anyone else cannot alter the contents of the letter. 

 

 
 

If you need help with protecting a pdf document, ICS Helpdesk 
staff or Research Office Ethics staff can assist you.  
 

ICS Contact Details: 
Tel :  x4000 
E-mail :  ICSsupport@ukzn.ac.za  
 

Research Ethics Office Contact Details: 
See the Research Ethics website: 
http://research.ukzn.ac.za/Research-Ethics/Overview.aspx  

mailto:ICSsupport@ukzn.ac.za
http://research.ukzn.ac.za/Research-Ethics/Overview.aspx
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4. Upload the protected pdf document into RIG via the 
Attachments tab of the relevant ethics application: 
 

 
5. The PG Admin may now send a copy of the protected pdf 

exemption letter via e-mail (e.g. Microsoft Outlook) to the 
applicant and supervisor.  

The e-mail should also state that the exemption letter has been 
uploaded onto the Attachments tab and that the applicant, 
supervisor or PG Admin can download a copy from there at any 
time.  
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WHERE TO SEND THE EXEMPTED APPLICATION TO 

The final step… 

If an application has been deemed as exempted from ethical clearance 
by the ALR, it does not need to go to the Research Office for 
ethical review, i.e. the PG Admin should send the application to the 
“Approved Active” step, instead of to the “Ethics Admin initial 
assessment” step. See screenshot below: 

 

 

NB: The Postgraduate Administrator should take care not to send any 
application that has risk (i.e. not been deemed as exempted from 
ethical review by the ALR), to the “Approved Active” step. If you do 
so, the application will not be processed by Research Office and 
hence no Approval letter will be issued by the Research Office. You will 
bear the responsibility of any resulting delay with the application. 
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