MIE Ethical Approval Application Form - October 2014

Manchester Institute of Education

Ethical Approval Application Form

	RIA reference
	

	Date received
	
	Date approved
	


This ethical approval application form has been revised to incorporate changes made to the new University Research Ethics Committee (UREC) Form.  It has been designed to incorporate prompts for information needed to ascertain whether the proposed research matches MIE’s research template pre-approved by UREC and to facilitate completion of the form to a standard that will allow speedier review, and approvals, by RIC members.  Please follow all directions contained in this document.
SECTION 1: Student Details /Identification of the person responsible for the research
	Name of Student:
	

	Student ID (quoted on library/ swipe card):
	

	Email Address:


	

	Name of Supervisor:

Supervisor email:
	

	Programme (PhD, Prof Doc, MEd, PGCE, MSc, BA etc):
	

	Year of Study
	

	Full/Part-time
	

	Title of Research Project:
	

	Recruitment and Data Collection 
	Start Date:  On receipt of confirmation of ethical approval 
End Date:     

	Location(s) where the project will be carried out:
	

	Student Signature:
	

	Supervisor Signature:**

Date:
	


** Supervisor signature confirms that the student has the relevant experience, knowledge and skills to carry out the study in an appropriate manner

SECTION 2: PROJECT DETAILS
(Please write your answers in the boxes provided.  Boxes will expand to fit answers as necessary)
1. Aims and Objectives of the Project
1.1  Research Question

[image: image1]
1.2. Academic justification

[image: image2]


2.
Methodology 
2.1 Project Design:

[image: image3]
2.2 Data Collection Methods:
Describe the research procedures/activities as they affect the study participant and any other parties involved.  Which of the following will your research involve and what will you be asking your participants to do.
2.2.1. Interviews


Yes  
[image: image4]              No  
[image: image5]
               
[image: image6]

2.2.2. Questionnaires

Yes 
[image: image7]
No  
[image: image8]

[image: image9]

2.2.3. Observations

Yes 
[image: image10]
No  
[image: image11]


[image: image12] 

2.2.4. Diary


Yes 
[image: image13]
No  
[image: image14]


[image: image15]
2.2.5. Intervention

Yes 
[image: image16]
No  
[image: image17]


[image: image18]

2.2.6. Assessments

Yes 
[image: image19]
No  
[image: image20]

[image: image21]

2.2.7. Other


Yes 
[image: image22]
No  
[image: image23]

[image: image24]
2.2.8. Does data collection use video or still image?   
 Yes 
[image: image25]
No  
[image: image26]           
If Yes, complete the VASTRE documentation -  Available from: http://www.seed.manchester.ac.uk/studentintranet/miestudenthome/integrityethics/stillimageresearch/ 
2.2.9   Research Experience

[image: image27]
2.3 Sampling

What type of sampling method do you propose to use?

2.3.1. Statistical




Yes 
[image: image28]
No  
[image: image29]


[image: image30]

2.3.2. Other




Yes 
[image: image31]
No  
[image: image32]

[image: image33]
2.4 Analysis method

What type of analyses do you propose to use to explore this data?  
2.4.1. Quantitative analyses


Yes 
[image: image34]
No  
[image: image35]

[image: image36]
2.4.2. Qualitative analyses



Yes 
[image: image37]
No  
[image: image38]
[image: image39]
2.5 Ethical Issues


[image: image40] 
3.  Participant Details 
3.1 Characteristics of participants
Please specify the characteristics of the participants you wish to recruit.
	number
	

	sex
	

	age group(s)
	

	Location(s)
	


3.2 Vulnerable groups
3.2.1. Will your project include participants from either of the following groups? 
(Tick as appropriate)


[image: image41]  Children under 16 in school, youth club or other accredited organisation.
        
[image: image42]  Adults with learning difficulties in familiar, supportive environments

        
[image: image43] NONE OF THE ABOVE  (go to item 4.)
3.2.2.   Inclusion of vulnerable groups
    
[image: image44] 
3.2.3. Research in UK with vulnerable groups
Please confirm you have relevant clearance for working with vulnerable groups from DBS and/or other relevant sources.


DBS*  

Yes    
[image: image45]
No 
[image: image46]

NA 
[image: image47]


Other

Yes    
[image: image48]
No 
[image: image49]

NA 
[image: image50]

[image: image51]
*NB:  You will need a DBS application through the University.  Any work related DBS clearance is not valid for your University research.  
3.2.4. Please confirm that you will notify the Administrator for Ethics and Fieldwork (AEF) immediately if your DBS status changes.


I will immediately notify the AEF if my DBS status changes 
[image: image52]







                  NA  
[image: image53]
4.   Recruitment 

4.1  Permissions

Do you have permission to collect data from an organisational fieldwork site from… 



4.1.1.  The organisation where the research will take place  





(e.g. School head etc)?          



Yes  
[image: image54]
NA  
[image: image55]
 


4.1.2.  Sub-settings within the organisation (e.g. class teacher etc)?        Yes  
[image: image56]
NA  
[image: image57]
If Yes, append letter/email confirming access to this application

[image: image58]
	4.2.1. How will your pool of potential participants be identified?  (tick all that apply)

	

	Letters/ emails and follow up phone calls to organisations

	
	Posters / Advertisements

	
	Website/Internet (including Facebook/other social media)

	
	Known or named client groups (students, etc). 

	
	Networks and recommendations

	
	Person in a position of authority in organisation

	
	Directory/database/register in public domain

	Describe the nature of these routes to identify your pool of potential participants. 



4.2 Participant recruitment
	4.2.2. Who will the potential participants be?

	
	Persons unknown to the researcher 

	
	Client groups (students, etc) within an organisation known by the researcher

	
	Persons accessed through networks and recommendations 

	
	Persons nominated by a position of authority 

	
	Other  (describe here) :


	Indicate whether there is any existing relationship between yourself and the source/group of potential participants.




	4.2.3. How will you approach potential participants? (tick all that apply)

	
	Letter 

	
	Email  

	
	Website/internet (including Facebook/other social media site) 

	
	Presentation at meeting or similar

	
	Other (describe here):


	Indicate how information about your study will be delivered to potential participants and how they will (directly or indirectly) let you know they would like to take part in your research.  



	Append text of letters / emails/ posters / advertisements / presentation etc


	4.2.4 How will you ensure those interested in the research are fully informed about the study and what will be expected of them if they take part?  



	Information giving will be undertaken through:

	
	Letter 

	
	Email  

	
	Website/internet (including Facebook/other social media site) 

	
	Telephone 

	
	Information sheet (covering headings in University template)

	
	Presentation at meeting or similar

	
	Other (describe here):



	Append text of recruitment letters / emails / information sheet to this application


.
	Information giving will be undertaken by:

	
	the researcher 

	
	someone in a position of authority

	
	a neutral third party to known or named client groups

	
	Other  (describe here): 



 
[image: image59]
4.2.5  Information accessibility 

[image: image60]
	Please confirm:

	
	I have supplied information relevant to each participating group  

	
	The information provided follows the guidance provided in the 

University of Manchester Participant Information Sheet Template


4.2.6  Decision period


[image: image61]
4.2.7.
Incentives 

[image: image62]
4.2.8  Avoiding coercion



[image: image63]
4.3. Consent

4.3.1 How will participants’ consent to take part be recorded?

	
	Implied consent - return/submission of completed questionnaire

	
	Written consent form matching University template

	
	Verbally (give details of how this will be recorded) 

	
	Other method (give details here): 

	Append text of consent forms/consent taking procedure to this application.


	Please confirm:
	
	My consent taking procedures are relevant to each participating group  

	
	
	The consent taking procedures follow the guidance provided in the 

University of Manchester Consent Form Template


4.3.2 Special arrangements 

[image: image64]
5.    Participation in the research
5.1 Duration 

[image: image65]
5.2 Benefits to participation

        
[image: image66]
5.3 Deficits to participation

[image: image67]
6.   Risks and Safeguards
Please outline any adverse effects or risks for participants in respect of the methods you have indicated in Section 2B [Interview; Questionnaire; Interventions; Assessments; Observation; Diary keeping; Other activity]
6.1  Physical risks

6.1.1 Potential 

[image: image68]
6.1.2 Safeguards 

[image: image69]
6.2   Psychological risks

6.2.1 Potential 

[image: image70]
6.2.2 Safeguards 

[image: image71]
6.3 Risks for you as researcher

It is important that the potential for adverse effects, risks or hazards, pain, discomfort, distress, or inconvenience, of a physical or psychological nature to you as the researcher have been assessed.  This is a requirement by law.   Risks to you are identified as part of the RREA/FRA process.  Ensure this assessment has been completed by either:
a. a completed and approved Fieldwork Risk Assessment (FRA), or 
b. a signed Low Risk Fieldwork Declaration in Section D of RREA form.  


[image: image72]
6.4 Early termination of the research 
6.4.1 Criteria 

[image: image73]
6.4.2 Please confirm, by ticking here, that:


[image: image74]  any adverse event requiring radical change of method/design or abandonment will be reported in the first instance to your research supervisor and then to the MIE RIC Chair
7.  Data Protection and confidentiality

7.1 Data activities and storage of personal data

Will the study use any of the following activities at any stage?

[image: image75]
7.2 Confidentiality of personal data


[image: image76]
7.3 Research monitoring and auditing Please confirm:
	The student researcher’s supervisor(s) will monitor the research


	



[image: image77]
7.4 Data Protection



Please provide confirmation that you will employ measures that comply with the Data Protection Act and the University Data Protection Policy (UDPP)?
	Data Protection Act:   I confirm that all Data collected will be:

	
	Fairly and lawfully processed

	
	Processed for limited purposes as outlined in this application and only used in the way(s) for which consent has been given.

	
	Adequate for the purpose, relevant and not excessive

	
	Accurate

	
	Not kept longer than necessary

	
	Processed in accordance with the participant’s rights

	
	Secure – on an encrypted storage device

	
	Only transferred to other settings with appropriate protection.

	University Data Protection Policy (UDPP):  I confirm

	
	My data and its storage will comply with the UDPP

	
	Paper copies of data and encrypted storage devices will be stored in a locked draw or cupboard

	
	

	
	For UG research: On completion of my research, the data will be kept until the study has been completed and will then be shredded/destroyed

	
	

	
	For PGT/PGR research: On completion of my research, the data will be passed to my supervisor for archiving at the University for a period of 5 years after which it will be shredded/destroyed


7.5 Privacy during data analysis Please confirm:


[image: image78] Analysis will be undertaken by the student researcher   

[image: image79] Analysis will take place in a private study area  

[image: image80]
7.6 Custody and control of the data  Please confirm:


[image: image81] The student researcher’s supervisor will have custody of the data  

[image: image82] The student researcher will have control of the data   

[image: image83]
7.7 Access to the data


[image: image84] The student researcher will have access to the data 

[image: image85] The student’s supervisor(s) will have access to anonymised data 


[image: image86]
7.8 Use of data in future studies

Will the data be stored for use in future studies?
Yes  
[image: image87]                        No  
[image: image88]
If Yes, confirm this is addressed in the information giving/consent taking process by ticking here. 
[image: image89]
8.  Reporting Arrangements
	8.1 Dissemination     
How do you intend to report and disseminate the results of the study?
(Tick all that apply) 

Peer reviewed scientific journals
Book / Chapter contribution

Published review (ESRC, Cochrane)

Internal report 

Conference presentation 

Thesis/dissertation

Other  e.g  Creative works (describe here): 
 8.2  Participant and community feedback
How will the results of research be made available to research participants and communities from which they are drawn? (Tick all that apply) 

Written feedback to research participants

Presentation to participants or relevant community groups

Other e.g. Video/Website (describe here): 



9.  Research Sponsorship  

9.1 External funding

Are you in receipt of any external funding for your study?  (tick one)
	
	External Funding
	
	No external funding

	If you have funding please provide details:

	Organisation
	

	UK Contact
	

	Amount
	

	Duration
	


9.2 Sponsoring organisation

Who will be responsible for governance and insuring the study? (tick one)

The University of Manchester      
[image: image90]

Other organisation                         
[image: image91]


[image: image92]
10.  Conflict of Interest

Have any conflicts of interest been identified in relation to this project? (tick at least one option)
	
	Payment for doing this research?

	
	

	
	If so, how much and on what basis?



	
	

	
	Direct personal involvement in the research of a spouse/funder?

	
	

	
	If so, please provide details:



	
	

	
	Does your department/the University receive payment (apart from costs)?

	
	

	
	If so, please provide details:



	
	

	
	NONE of the ABOVE APPLY


Thank you

This is the end of the form
Please use the checklist below to ensure that you append all necessary supporting documents
CHECKLIST
Please tick to indicate whether the document is APPENDED OR NOT APPLICABLE for this application.
	Documents
	Appended

	
	Total Number
	NA

	Data collection instruments
	
	

	Draft copy of each data collection instrument named in Q2.2

                                                                (Questionnaire, Interview guide, etc)
	
	

	Video and Still Image Recording Declaration (VASTRE)
	
	

	Participant recruitment
	
	

	Letter(s) of permission to conduct research within each organisation
	
	

	Recruitment advertisement(s) specified in Q4.2.1

                                                                   (poster/email/letter/ presentation)
	
	

	Participant Information giving – one for each participant type specified in Q3.1
                                                             (Information sheet/letter/email/script)
	
	

	Consent taking – one for each participant type specified in Q3.1
                                                           (Consent form or alternative procedure)
	
	

	Fieldwork risk assessment
	
	

	Fieldwork Risk Assessment Form (approved) 
	
	

	RREA form Low Risk Fieldwork Declaration (Section C) completed
	
	


SECTION 3:   MINOR AMENDMENT TO RESEARCH PROJECT

	Application for Approval of Minor Amendment
 to a Research Study 

	Details of proposed amendment (please give as much detail as possible)


	Supervisor Declaration

I agree that the amendment proposed does not change the character of this research or the participant groups.

I confirm that the research risk assessment for the study as MEDIUM remains.



	Supervisor’s signature*
	  
	Date.
	


Please send applications for amendment to ethical approval for MEDIUM risk research to the Manchester Institute Administrator for Ethics and Fieldwork at ethics.education@manchester.ac.uk who will pass on the request to the RIC member who authorised the original application wherever possible.  
State the principal research question(s).








Briefly describe the academic justification for the research. (Why is it an area of importance/ has any similar research been done?)








Please briefly outline the design and methodological approach of the project, including the theoretical framework that informs it.























If Yes, describe how these are to be conducted (Append your interview guide:




















If Yes, how will these be delivered to and collected from participants? (Append your draft questionnaire(s)):




















If Yes, describe the context for the observation and what participants will be engaged in. (Append copy of any observation framework or other data collection guide to be used):




















If Yes, describe the context for use of the diary and what participants will be asked to do. (Append copy of the Diary instructions and format):




















If Yes, describe the intervention and what participants will be asked to do. (Append a detailed description and any images necessary to support the description):




















If Yes, give full details of the assessment(s) and what participants will be asked to do.  (Append a copy of the assessment schedules to be used):




















If Yes, give full details and what participants will be asked to do. (Append supporting documentation as appropriate):




















Please state your experience in conducting these research interventions or assessments (where applicable) and methodologies outlined above -provide supporting evidence (e.g. course unit code).























If Yes, describe the type, your justification for taking this approach and proposed sample size:




















If Yes, describe the type, your justification for taking this approach and proposed sample size:




















If Yes, please give details:




















If Yes, please give details:








Briefly state the main ethical issues raised by the methodology outlined above.





























Please describe measures you will undertake to avoid coercion during the recruitment stage.












































If Other, please describe












































If NA, please explain why permission is not applicable.








Provide details on how you will fully inform potential participants about your study:  








What arrangements have you made to ensure information is accessible to those unable to read standard English? (low literacy level, non-English speaker, persons with learning disabilities)








How long will the participant have to decide whether to take part in the study?  If you are proposing a decision period of less than 2 weeks, full justification for this approach should be given.








State any payment or any other incentive that is being made to any study participant. Specify and state the level of payment to be made and/or the source of the funds/gift/free service to be used and the justification for it.








How will your recruitment methods avoid putting any overt or covert pressure on vulnerable individuals to consent (children, junior colleagues, adults with learning disabilities)?








Please outline any special consent taking arrangements relevant to your research study.








How long will each participant be expected to take part in activities?








Are there any benefits to participation for participants (beyond incentive noted above)?








Will any benefit or service otherwise received by participants be withheld (e.g. pupil misses lesson, or part thereof) as a consequence of taking part in this study?








What is the potential for adverse effects of a physical nature; risks or hazards, pain, discomfort, distress, inconvenience, or change in lifestyle / normal routine for participants?








What precautions or measures have been taken to minimise or mitigate the risks identified above?








Will any topics discussed (questionnaire, group discussion or individual interview) potentially be sensitive, embarrassing or upsetting, or is it possible that criminal or other disclosures requiring action could take place during the project?








What precautions or measures have been taken to minimise or mitigate the risks identified above?








Briefly state here the conclusions of your assessment and append a copy of your approved FRA form (if required), in addition to your RREA, to this application:








What are the criteria for electively stopping the research prematurely?














�
Electronic transfer by email or computer networks�
�
�
Use of personal addresses, postcodes, faxes, e-mails or telephone numbers�
�
�
Publication of direct quotations from respondents�
�
�
Publication of data that might allow identification of individuals�
�
�
Use of audio/visual recording devices�
�
�
Sharing data with other organisations�
�
�
Export of data outside EU�
�
Will the study store personal data on any of the following?�
�
�
Manual files �
�
�
Home or other personal computers�
�
�
Laptop computers �
�
�
University computers�
�
�
Private company computers�
�
�
NHS computers�
�






What measures have been put in place to ensure confidentiality of personal data? Give details of whether any encryption or other anonymisation procedures have been used and at what stage?








If other arrangements apply please specify:




















If other arrangements apply please describe:




















If other arrangements apply please describe:




















If other/additional arrangements apply, please describe:








 





 





 

















If not UoM, provide details of who will act as sponsor of the research and their insurance details














� Minor amendments are those that do not alter the character of the research or the participant groups
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