‘Star’ Instructions
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HHC Research Administration System to Track and Approve Research (“STAR”) Instructions
The link for the STAR is: https://star.nychhc.org/. It is pretty self-explanatory, but here are some helpful instructions.

· First the PI must register. You should be able to receive your login information quickly. 

· Once logged in, register your study. The information on this form is the same that would have been entered on the HHC641 form. 


When you get to the Supporting Documents Screen (see Appendix I), it will require you to 
attach some documents, such as the IRB Determination Letter and the approved consent(s) and 
protocol. At this point, only the protocol can be attached. Since the other items requested are 
not available at his time in the process, in their place attach the ‘STAR place holder file’ (see 
Appendix II, also attached as a separate file for attachment). The approval information can be 
attached after IRB review is completed. This form will not be submitted at this point, if you are 

using Einstein IRB.  If you are using other IRB’s skip the next three bullets and continue under 
the title ‘Once you receive the IRB approval’.
· Continue to 'Finish', do not submit. 

· Print the form and attach the ‘HHC Research Administration Form Signature Page’ (see Appendix III, also attached as a separate file for attachment). This page is to be signed by the principal investigator and the chief of service. 

· Once you obtain both signatures, scan the document and attach it to the IRB application, under the STAR question. 
Once you receive the IRB approval
Go back to the Supporting Documents Screen. 
This time, attach the corresponding documents (IRB approval letter, approved consent, etc.).

Once completed, submit. Signatures at this point are electronic. If needed, reviewers will send questions back, otherwise, you will receive the approval letter after the completed review by the HHC Research Administration Office. 
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Appendix II

STAR Document placeholder

Appendix III

HHC Research Administration Form 

Signature Page
IRB Study Number: _______________
_______________________________________       _________________________________________


Principal Investigator



Print Name





Signature/Date
_______________________________________       _________________________________________


Director of Service


Print Name





Signature/Date
1

