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1 PURPOSE 
 

1.1 This procedure supports the Code of Conduct for Research to ensure researchers at CQUniversity are 
compliant with the Australian Code for the Responsible Conduct of Research, and understand and apply 
best practice in conducting and participating in peer reviews. 

 

2 SCOPE 
 
2.1 This procedure applies to researchers, and any other employees or adjuncts, engaged in the development, 

or review of research grant documents at CQUniversity.  
 

2.2 This procedure does not apply to peer reviews undertaken on behalf of a journal (Journal peer reviewers 
should consult the guidelines provided by journal editors for peer review of journal papers). 
 

3 PROCEDURE 

 
3.1 Under the Australian Code, researchers must participate in peer reviews, and conduct peer reviews 

responsibly and in accordance with any guidelines provided (for example, research grant application 
guidelines). 

 
3.2 Peer reviews: 

• contribute to credible research outcomes and reporting by providing expert scrutiny of proposed research 
or research outputs, helping to ensure that accepted disciplinary standards are met and that high 
standards are maintained 

• have a critical role in identifying and drawing attention to any breaches of the Australian Code, and 

• may assist reviewers to improve their critical evaluation skills, and better understand the peer review 
process. 

 
3.3 Peer reviews may be undertaken on a voluntary basis, however researchers who are in receipt of public 

funding may be required to participate in a peer review as a condition of receiving funding from that agency. 
Examples include: 

• As a condition of funding from the Australian Research Council (ARC), Chief Investigators and Fellows 
must peer review up to a specified number of new applications for ARC funding each year and maintain 
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and update their system profile to ensure reasonable matching of their expertise to ARC applications for 
the purposes of assignment and assessment. 

• As a condition of funding from the National Health and Medical Research Council (NHMRC), the 
University must make available the services of any project specified personnel to provide professional 
input into reviewing or assessing applications in the person’s area of expertise as required by the 
NHMRC. 

 
3.4 When undertaking a peer review, researchers must disclose if they: 

• cannot complete the review within the agreed period of time  

• do not have the appropriate expertise (whether discipline based or methodological) to participate in an 
activity where they have been invited to undertake peer review, and 

• have any actual, potential, or perceived conflict of interest.   
 

3.5 Actual, potential, or perceived conflicts of interest may include, but not be limited to, personal interests such 
as familial relationships, financial interests (for an employee or employee’s family member), professional 
conflicts such as being a line supervisor, or competing interests such as reviewing a paper or grant 
application which is similar to one an employee has in preparation or submitted. Procedures for testing, 
disclosing, and managing conflicts of interest are set out in the Conflict of Interest Policy and Procedure.  
 

3.6 When undertaking peer reviews, researchers must: 

• promptly notify any research integrity issues noted during the peer review process. Integrity issues may 
include concerns regarding the research or research data, similarity of a journal manuscript to another 
submitted paper, ethics issues, or any other possible breach of the Australian Code 

• conduct reviews which are honest, unbiased, timely and rigorous, providing feedback which is respectful, 
detailed and appropriate 

• read the funding, project, research higher degree (RHD) or publishing guidelines relevant to the item 
being peer reviewed 

• make themselves aware of who will own the review product 

• observe any confidentiality requirements required in the peer review process, and 

• promptly advise of any change in circumstance preventing them completing the review within the agreed 
time period. 

 
3.7 When undertaking peer reviews, researchers must not: 

• use or divulge information or proprietary intellectual property knowledge obtained through the peer review 
process 

• assign their responsibility or ask others to assist with a review, unless authorised to do so 

• attempt to guess/presume the authorship of material being peer reviewed or be influenced by the identity 
of the authors 

• apply their own views of how they would conduct the research if they were the researcher, or 

• be influenced by the calibre or status of the research mentor or other personnel involved in the research. 
 

Research grant applications and project reports 
 
3.8 Research grant documents must be peer reviewed prior to despatch to an external agency or funder.  
 
3.9 Listed investigators must confirm responsibility for the authorship and intellectual content of the document, 

and that they have cited sources and acknowledged contributions appropriately. 
 

3.10 Peer reviews must be undertaken by a peer not named in the document, for example a senior discipline 
peer, centre or institute director, or Deputy Dean Research.   

 
3.11 Schools, Institutes and Centres may impose additional requirements for peer reviews within their School, 

Institute or Centre. 
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3.12 Internal peer reviews are intended to confirm the proposal or activity has, or will be, conducted to a high 
standard, the document is free from plagiarism, errors or misleading statements, and any research findings 
have been reported accurately and credibly. 

 
3.13 The primary chief investigator is responsible for retaining records related to peer review. 
 

4 RESPONSIBILITIES 
 

Compliance, monitoring and review 
 

4.1 The Director Office of Research is responsible for implementing, monitoring, reviewing and ensuring 
compliance with this Procedure. 

 

Records management 
 
4.2 Researchers must manage records in accordance with the Records Management Policy and Procedure. 

This includes retaining these records in a recognised University recordkeeping information system. 
 

4.3 University records must be retained for the minimum periods specified in the relevant Retention and Disposal 
Schedule. Before disposing of any records, approval must be sought from the Records and Privacy Team 
(email records@cqu.edu.au). 

 

5 DEFINITIONS 
 
5.1 Terms not defined in this document may be in the University glossary. 
 

Terms and definitions  
 

Peer review: the impartial and independent assessment of research by others working in the same or a 
related field. Peer review may include: 

• assessing research proposals and grant applications (both external e.g., ARC or NHMRC and internal 
e.g., internal grant panel) 

• reviewing manuscripts submitted to journals 

• assessing research higher degree work (e.g., Confirmation of Candidature or examination of theses),  

• providing peer review of a contract research report within your research group, discipline, centre or 
institute prior to submission to the funder, or 

• other formal or informal reviews or assessments (e.g., expert review panel, project reports). 
 

Research grant documents: grant applications, contract research proposals, progress reports and final 
reports. 

 
Researcher: University employees who are engaged in the act of research and the production of research 
outputs.  

 

6 RELATED LEGISLATION AND DOCUMENTS  
 

Australian Code for the Responsible Conduct of Research 

Code of Conduct for Research 

Conflict of Interest Policy and Procedure 

Peer Review: A guide supporting the Australian Code for the Responsible Conduct of Research 
 

7 FEEDBACK 
 
7.1 Feedback about this document can be emailed to policy@cqu.edu.au. 
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8 APPROVAL AND REVIEW DETAILS 
 

Approval and Review Details 

Approval Authority Academic Board 

Delegated Approval Authority Research Committee  

Advisory Committee N/A 

Required Consultation N/A 

Administrator Director Office of Research 

Next Review Date 15/02/2026 

  

Approval and Amendment 
History 

Details 

Original Approval Authority and Date  Research Committee 15/02/2023 

Amendment Authority and Date  

Notes  

 
 
 


