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Release Notes – Head of Department Changes 

 
These enhancements and configuration updates have come from the feedback provided by the 91 
Heads of Department that responded to the “Use and Barriers of REGIS” survey that was 
distributed in September 2024. 
 
There will be a series of enhancement and configuration changes from 12 December 2024 through 
early 2025 with the aim of incremental improvements. We encourage all Heads of Department to 
provide feedback on the changes, to ascertain if they have provided a better experience and what 
we can do to further improve. 
 

12 February 2025 Enhancements and Changes 
 
Less acronyms in the Site-Specific Application form 
 
Addressing the issue of: 

• I need/want less acronyms in the applications so that I understand what I am reading. 
 
The first time an acronym is used on each page of the Site Specific Application form, it will be fully spelled-
out for clarity, with the acronym used after that. 
 

 
 
Plain English Project Summary 
 
Addressing the issues of: 

• I Need/Want Submitters should provide a 'plain English' summary of the project and their 
expectations of the Department in less than 200 words  
 

Improving the on page instruction text to provide clear guidance on what the functionality of 
Section C of the SSA is and how to successfully complete it with the aim of helping the Head of 
Department (HOD) and Research Governance Officer (RGO) receive high quality information to 
make informed decisions quickly. 
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Improving the guidance provided to applications in the form as example text to show how to 
format a quality request for Head of Department support. The information will appear in the 
textbox and when the applicant begins typing, the text will disappear. Example will also be added 
into the help text. 
 
Accessing Documents 
 
Addressing the issues of: 

• I Need/Want to be able to preview documents on screen and not download a .zip file  
 
Updating the on-page guidance for the SSA to improve the quality of file uploads and to ensure the 
Researcher is uploading relevant docs. Current Functionality: Documents that are not in a ZIP file can 
be previewed on screen (no download).  
 
Iterative improvements to the email received by a Head of Department to help them locate/access 
application documents easily. 
 
Document Management Access 
 
Addressing the issues of: 

• I Need/Want documents to be presented in an organised and clear way so that I know what I 
need to look at and what needs my approval.  

Improving the guidance provided to applicants at Part C of the SSA as example text to show how to 
format a quality request for Head of Department support. The information will appear in the 
textbox and when the applicant begins typing, the text will disappear. Examples will also be added 
into the help text. 
 

Future Release 
Head of Department Functionality and User Experience Proposed System 
Enhancements – User Feedback Needed 
 
Before we commit budget to system enhancements we need your feedback and guidance to the 
proposed enhancements to address user experience: 

• User story 1: Providing better in-form guidance to applicants for quality HOD requests. 
• User story 2 and 3: Update HOD details through SSA form. 
• User story 4 and 5: Functionality to allow a HOD to elect a delegate as an escalation point 

and/or while on leave. 
• User story 6: Approval functionality enhancement - provide direct email response. 
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A short walkthrough video and PowerPoint are available to step through or read about each 
suggested enhancement.  
Your response is required ASAP but no later than Wednesday 26th February. Access the feedback 
form here  
 

12 December 2024 Enhancements and Changes 
 

Standard Welcome to REGIS communications from a NSW Health email 
address. 
 
Addressing the issues of: 

• I want to know when an account has been created for me.  
• I need/want to know what REGIS is.  
• I don’t understand what is expected of me.  

 
Introduction of a weekly email to all newly allocated Head of Departments from REGIS@health.nsw.gov.au 
to help increase confidence in the system generated emails and preparing new users for the system.  
 

   
 
The REGIS Team will manage this weekly communication via a Dashboard of all newly created/allocated 
Head of Departments. 

 

https://youtu.be/AM3yfcs5frY?si=RFEy3qu0qXdH6O8E
https://regis.health.nsw.gov.au/media/1979/hod-slides_regis.pdf
https://forms.office.com/r/Y0qenYcJ0p
mailto:REGIS@health.nsw.gov.au
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Improving the system generated, for action email, received by Heads of 
Department when a Site-Specific Assessment is submitted. 
 
Addressing the issues of: 

• The request email looks spammy.  
• I don’t feel comfortable clicking the links. 

The vendor has recently released professional skins to system and user generated emails being sent from 
REGIS to address the issue of the email appearing to be spam. 

Formatting and content updates will be introduced to the Head of Department notification email to 
improve readability, provided easier access to support and to improve confidence in using the links created 
to allow the recipient to finalise the decision without logging into REGIS (this is done via clicking the link). 

 

  

Better access to guidance and support 

Better indication of who actioned the activity.  

Guidance on what to do if a request is received in error. 

New subject line to better describe email  

Vendor released professional skins  
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Improving on screen support and guidance documents. 
 
Addressing the issues of: 

• I want to be able to see all of the decision I have previously made. 
• I don’t access the system very often; I want easy access to support materials and 

instructions 
 

Introduced better access to guidance on how to sort, filter and hide/show columns in REGIS on the 
Decisions Page.  * REGIS currently auto hides any decisions that have been actioned. 

 
 
 
 

Introduced better access to support materials on REGIS landing pages to assist users and in the system 
generated request email. Creation of support videos and documents to ensure easy access to the correct 
information at the time of action.  

 
 

 
 



 

Release Notes – Head of Department Changes | dated 5 February 2025 

 

 
Creating a new webpage on the REGIS website for better guidance 

Addressing the issues of: 

• I don’t access the system very often; I want easy access to support materials and instruction 

Introducing a new webpage to be linked to the system generated emails that provides easy to access and 
clear guidance for all Heads of Department. 
 
This page will replace the link to the written Head of Department Quick Reference Guide in the How To page 
of REGIS. This will allow for better searchability and more details and easy to access guidance for our Head 
of Departments. 
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Resources Created & Updated to Support these enhancements. 
• Created – Welcome to REGIS email, centrally managed by the REGIS Team. 
• Created – Microsoft Form that can be completed by the Head of Department if they receive a 

request in error, centrally managed by the REGIS Team. 
• Created – New webpage Head of Department Approvals in REGIS 
• Updated – System generated Head of Department email 
• Updated – Video – CPI/PI Delegation Functionality 
• Updated – Video – Head of Department Responsibilities 
• Created – Video – Providing Head of Department (HOD) Support in REGIS via Email 
• Created – Video – Providing Head of Department (HOD) Support in REGIS via Login 
• Created – Video – Customising your Decisions section in REGIS 

 

https://regis.health.nsw.gov.au/head-of-department-approvals-in-regis/
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