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Community Organizations Guide
to POLAR

This manual is designed to walk you through the online NWT Scientific Research Licence process using the
Portal to Online Licensing Applications for Research (POLAR). This online application system was designed
to reduce the amount of time it takes to review applications.
If you have any questions, please contact:
Manager, Scientific Services
Aurora Research Institute
P.O. Box 1450
Inuvik, NT, X0E 0T0
Phone: (867) 777-3298 Ext. 32
Fax: (867) 777-4264
e-mail: licence@nwtresearch.com
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Licencing and Permits in the Northwest Territories
Without exception, all research conducted in the Northwest Territories must be licensed. This
includes research on health, traditional knowledge, physical, social and biological sciences,
contaminants and engineering. Information about research is shared with other researchers and
northern residents through the licensing process. Summaries of the research conducted each year
are sent to community organizations in an annual publication. Research results are also added to
a database that can be accessed by the public.
Researchers must apply for the proper permits before doing their work. As a community
organization, you are asked to review their applications and give feedback. This manual is
written to help you through the NWT Scientific Research Licence process administered by the
Aurora Research Institute (ARI). This guide was specifically written for the NWT Scientific
Research Licence process which is intended to facilitate communication between research
applicants and NWT community organizations.

NWT Scientific Research Licence
The NWT Scientific Research Licence covers most research done in the NWT. It does not cover
archeology or wildlife research. Archeology research is licensed by the Prince of Wales
Northern Heritage Centre and wildlife research is licensed by the Government of the Northwest
Territories, Department of Environment and Natural Resources.
The NWT Scientific Research Licence allows researchers to undertake research as outlined in
their licence applications, and requires researchers to report their findings to the community
organizations when their research is complete.

Limits of the Licence
The NWT Scientific Research Licence does not allow:
1. researchers to access the private lands of aboriginal organizations. Land access
agreements must be established between the private landholder and the researcher(s);
2. researchers to conduct research outside the geographical area specified in their licence;
3. researchers to collect data without respecting all relevant ethical considerations,
including applicable traditional knowledge requirements; or
4. significant changes in research methods after the licence is issued.

Multi-Year versus Single Year Licences
All Scientific Research Licences are valid until December 31 of the year in which they are
issued. When researchers apply for a multiyear licence, the licence is issued for the first calendar
year. For each subsequent year, researchers must submit a renewal application. This application
goes through a simplified review process with community organizations. Researchers must
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submit a new full application if their research location, or the methods used to do their research,
change from one year to the next.

The Permit Process
This section describes the licensing process for a typical application. When applications are
submitted to ARI, they are provided to the appropriate organizations for review and comment.
Feedback on applications is encouraged as it provides strength to the application process. See
diagram below.
The review period is typically sixty days, however there are exceptions in which a forty-five day
review period is required (e.g. sampling for quality or quantity of spring time water run-off,
snow, ice surveys or other similar time sensitive sampling).

Researcher Applies
A researcher fills out the online application saying what they want to research and where , and submits it to ARI.

ARI Reviews
The application is read by ARI, and when complete, sent through POLAR and/or faxed to communities for review.

Community Reviews
Researchers' applications are sent to the community
groups. Community groups review the applications using
their review process.

ROLE of COMMUNITY: Community groups are asked to
read through the application and note questions or areas
of concern.

Feedback is sent to ARI
Community feedback is sent to ARI through POLAR or fax.

ROLE of COMMUNITY: Feedback forms are returned to
ARI.

Feedback sent to Researcher
Researchers are sent comments from community groups
and asked to contact the groups to follow-up. ARI can help
researchers and/or communities with this conversation.

ROLE of COMMUNITY: Researchers will likely contact you
to follow-up on your feedback.

Licence issued
Once the comment period is completed and all
requirements of the licence are met, ARI will issue a NWT
Scientific Research Licence.

ROLE of COMMUNITY: Community reviewers will receive
an email from POLAR and/or fax saying the licence has
been issued.
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How to Use the POLAR System
This section will guide you through using POLAR to:
1. update your community organization’s contact information;
2. review NWT Scientific Research Licence applications;
3. access information on past NWT Scientific Research Licences; and
4. report any concerns regarding planned research in your area

Registering as a Community Reviewer on POLAR
The Manager of Scientific Services at ARI is the only person who can add your organization to
the list of community reviewers. Before you can review applications on POLAR, you must email ARI (licence@nwtresearch.ca) and ask to be added to POLAR as a community reviewer.
You will be asked to provide an e-mail address. Use an e-mail account that is checked
frequently, as this is the e-mail account in which all licence applications will be sent. The
password to your POLAR account will be sent to your e-mail address within one day. If it
doesn’t appear in your e-mail inbox, be sure to check your junk mail folder, just in case.

Logging In
1. Type http://polar.nwtresearch.com/ into your internet browser’s address line.
2. Enter your e-mail address and password into the login section on the right side of the
screen.
3. Click login.
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Changing Your Password
1.
2.
3.
4.

Once logged-in, select “Settings” from the top row of tabs.
Click on “Change Password” in the lower row of tabs.
Enter your new password into both boxes.
Click the “Change Password” button.
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5. Your new password has been saved, and your last password will no longer work.

1
2

3
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Retrieving Your Password
1. Type http://polar.nwtresearch.com/ into your internet browser’s address line.
2. Click on “Forgot your password?”
3. Enter the e-mail address you used for your POLAR account and a new password will be
sent to that e-mail account. Your old password will no longer work.
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How to Update Your Contact Information
Your contact information in POLAR is used by ARI and researchers to send information on
current and past research in your area to your community organization. Please ensure your
contact information in POLAR is kept up-to-date.
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Updating Your Contact Information
To enter or change your contact information:
1. Log in to your account and select “Settings” from the top tabs.
2. Click “Change Contact Details” in the lower tabs.
3. Enter/change your current contact information in the address boxes.
4. Press the “Save Changes” button.
5. Your new contact information has been saved.

1
2
4
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Reviewing an Application
This section explains how to access and review electronic applications in POLAR. Communities
may still choose to receive and submit comments through fax; however, ARI encourages
communities to use the electronic system whenever possible as any supporting documents are
not included in a fax.

Notification of Application
Some community organizations choose to receive a notification that a research project is
proposed in their area, but choose not to submit comments. In this case, they receive a
Notification of Application.

Notification of New Applications for Review
POLAR can provide electronic notifications to community organizations when new applications
are ready for review. Community organizations that opt for these electronic notifications will
receive an email from do-not-reply@nwtresearch.ca, which will prompt the recipient to login to
their account to view the new application and any supporting documents.
Note: If your computer cannot open .pdf documents, there is a free program available for
viewing .pdfs. Go to http://get.adobe.com/reader/ for instructions on downloading and installing
Adobe Reader.
If supporting documents, like maps and ethics reviews, were submitted by the applicant, they can
be found in POLAR as needed. Follow the instructions below to download these files.

Accessing Additional Documents
To see additional documents like maps, ethics reviews, or survey questions:
1. Log in to your POLAR account.
2. Under the “Manage Applications” tab, click on the “Applications” tab.
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3. Under “Awaiting Response,” click on the project title of interest.
4. Below is an example of an application. The arrows show you where to find the extra
files. To open a document, click on the icon or blue text. If there are no documents under
the title of the project, the researcher did not submit any.
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Research Date

The aplication

File Size

Supporting Documents

Reviewing the Application
All comments submitted by the communities will be communicated to the researchers. See “The
Application” arrow above. Click on the application pdf. to view.

Submitting Comments Electronically
Once your review of the application is complete, your community organization can submit their
comments electronically:
1. Login to your POLAR account.
2. Under the “Manage Applications” tab click on the “Applications” tab.
3. Under “Awaiting Response,” click on the project you wish to comment on.
4. At the bottom on the page there is a box that asks “Do you have concerns, suggestions
or requests to express at this time?”
a. Answer “Yes” if you would like to submit some comments to the researcher. A
text box will appear for your comments.
b. Answer “No” if you have nothing to submit at this time. If comments or concerns
arise in the future, please contact the Manager of Scientific Services at ARI.
5. Click “Submit” when all your comments are complete.
6. This will send your comments to the Manager of Scientific Services at ARI, as well as to
the researchers, via POLAR. If your comments require any follow-up, the research
applicant and/or ARI will contact you.
7. Once your comments have been submitted, the application will appear under the heading
“Out for Review”.
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Only visible if you
select ‘yes’.
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Issuing a Licence
When all community feedback has been received, ARI will issue a research licence under the
authority of the NWT Scientists Act. This licence is valid until December 31 of the year in
which it is issued. The following section explains how community organizations are notified
when a licence is issued, and how to view issued licences on POLAR.

Notification of Research
When a licence is issued, your community organization will receive a “Notification of Research”
via fax or an e-mail from do-not-reply@nwtresearch.com. This notification will specify:
1. the researchers doing the work;
2. when the research will occur;
3. where the research will take place; and
4. the methods that are approved for use during the research project.
5. if there are any questions or concerns with the Notification of Research, contact the
Manager of Scientific Services at ARI.

Viewing Issued Licences on POLAR
To see past applications, or the Notification of Research for any past applications:
1. Log in to your POLAR account.
2. Under the “Manage Applications” tab click on the “Licences/Permits” tab.
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3. Under “Issued Licences” you can view the date of issue, application number, project
title, licence number and researcher responsible for the project. To see more information
on a specific licence, click on the project title.
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4. After selecting a specific project title, you will be directed to a screen that allows you to
access the original application and Notification of Research. Click on the icon beside the
document to open that file.
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Amendments and Extensions For Research Licences
Research is a dynamic process, and sometimes plans change or research takes longer than
expected. Research licences can be amended or extended when necessary.

How Licences Can Be Amended
If a researcher needs an amendment to their licence, they must contact the Manager of Scientific
Services at ARI. If there is a concern with a research project amendment, please contact ARI.

How Licences Can Be Extended
Extensions may be required under special circumstances. The maximum extension available is
until the end of February of the year following that in which your licence was issued. The
Manager of Scientific Services at ARI will proceed with the extension if necessary. If there is a
concern with this extension, please contact ARI.
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Viewing Research Summaries
Researchers must submit a 200-word plain-language summary to ARI by June 30 of the year
after their licence expires. For example, a researcher must report on a 2010 licence by June 30,
2011. Communities can access these summaries in a couple ways: The NWT Research
Compendium and POLAR.

The NWT Research Compendium
Each year ARI publishes a complete compendium of all research projects that were licenced in
the Northwest Territories, except for research on lands administered by Parks Canada. It
includes projects licenced under types of permits issued in the NWT, including Prince of Wales
Northern Heritage Centre Archeology Permits, Department of Fisheries and Oceans Licence to
Fish for Scientific Purposes and Government of the Northwest Territories Department of
Environmental and Natural Resources Wildlife Research Permits.
You can electronically access all issues of the compendia at:
http://www.nwtresearch.com/resources/publications/Compendia.aspx.
If you would like a paper copy, please contact the Manager of Scientific Services at ARI.

Accessing Research Summaries Through POLAR
To view research summaries for any licence applications that were reviewed by your community
organization:
1. Log in to your POLAR account.
2. Under the “Manage Applications” tab click on the “Licences/Permits” tab.
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3. Under “Issued Licences”, click the name of the project you would like to view.
4. The summary will appear below the header bar. An example of a research summary is
shown below. If a research summary has not yet been submitted, it will show “Summary
has not been submitted” under the Compendium Summary. Contact the researcher
directly if you would like to follow up on research progress, or return to the site after
June 30.
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Receiving Full Reports and Final Documents
If your community organization would like to receive copies of final research reports such as
scientific papers, posters, and summaries, please include a statement requesting final reports in
your review comments. You may also contact the researcher directly to ask for final reports as
their process for publication takes at least a couple of years. Finally, the ARI library accepts
copies of reports from researchers, and may have materials available in circulation. Contact ARI
to help you access documents researchers have submitted to the library.

Reporting Issues with Research Projects in Your Community
If anybody in your community has questions or concerns about how research projects being done
in your area, contact ARI to discuss these concerns or questions. ARI strives to ensure research is
conducted ethically and appropriately.

