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Guidance Notes 
For completing the Request for Ethical Approval forms 
The university requires all students and staff wishing to engage in research investigations to seek approval for ethical considerations with respect to their projects. Within the School of Computing, the Computing Research Ethics Committee (CREC) is charged with this responsibility so all requests for such approvals must be sent to this committee.
These are guidance notes to help students and staff to complete the Request for Ethical Approval forms. There are two forms:
· Request for Ethical Approval for Individual Study / Programme of Research by University Students
[for PGR, UG ARP and PG IS students]
· Request for Ethical Approval for Individual Study / Programme of Research by University Staff
[for staff research activity]
For the purposes of these notes, we assume a scenario that requires applicants to collect data using a questionnaire. 

1. Completing the form: for student projects (eg UG ARP, PG IS and PGR)
The form has a Project proposal section (sections 1-9) and ethical considerations section (sections 10 onwards). Complete the first part to mention project proposal/aims/methodology etc. For the 2nd part of the form, complete as follows:
· Section 10: if your project does not require collection of data or participation of others then provide reasons. You can say, e.g., that the project does not require collection of data so no members of the general public will be approached and hence there are no ethical issues to be considered.
· Section 11: provide the following information:
· a: explain how consent will be obtained. 
· If someone agrees to fill in the questionnaire then consent is implied. 
· If school children are involved then consent needs to be obtained from parents and/or teachers. In this case prepare a written statement and ask parents/teachers to sign. If there is another situation then prepare a similar statement. 
· A statement as part of the questionnaire or in a covering letter would also be acceptable. 
· b: explain and justify why covert or deceptive approach would be taken to collect data. Refer to the notes/advice at the end of the application form. For ARP/IS, in most cases, this will not be applicable.
· c, d, e: explain how participants will be debriefed, how they will be informed that they have right to withdraw from the investigation and how they will be informed that the data they provide will remain confidential and be used only for the purposes intended. 
· A statement as part of the consent form/questionnaire or in a covering letter would be acceptable.
· f: explain what steps you would take to protect participants from risks of any possible physical, psychological or emotional harm. For ARP/IS, in most cases, this will not be applicable.

· g, h, i: describe situations when: 1) observational research will take place, 2) you may need to provide advice or 3) you may need to conduct research in public places. Refer to the notes/advice at the end of the application form. For ARP/IS, in most cases, g/h/i will not be applicable.
· j: explain what steps would you take to ensure confidentiality/protection of data collected. Refer to the notes/advice at the end of the application form.
· k, l: Refer to the notes/advice at the end of the application form. In most cases, k/l will not be applicable.
· Section 12: provide brief information about the target audience e.g. approx number of participants, age group, ethnicity (if relevant), gender distribution (if relevant), inclusion/exclusion criteria (i.e. why some groups of people will not be contacted, why certain groups of people must be included etc).
· Section 13: in most cases, this will not apply.

· Section 14: provide list of materials used e.g. a first draft of sample questionnaire, consent form/statement, additional material for participants’ information – as appropriate. It is important that sample/example of such material is attached to the application. For ARP, a full questionnaire is not required – a few pertinent questions will be sufficient.
· Section 15: explain as appropriate

· Section 16: mention the name of the external bodies e.g. BCS. For ARP, in most cases, this will not be applicable.

· Section 17: sign and date the form. 

· Attachments: attach the relevant study materials and other documents as appropriate – take advice from your supervisor. 

When complete: 
· ARP/IS students should hand in the completed form and attachments to their supervisors. Your supervisors will pass the applications on to the ARP/IS module coordinators who would then submit all applications to the CREC for further approval. If in doubt, take advice from your supervisor.
· PGR students should hand in the completed form and attachments to the Chair of the CREC, at least two weeks before the next meeting of the CREC. The CREC normally meets four times in a year - the schedule of meetings is published at the beginning of the academic year. Take advice from the Chair of the CREC or committee members of the CREC.
The process is lengthy so please complete the application correctly and submit on time.
Be aware: if the application is not correctly/appropriately completed, it will be referred back to you for revision and further submission. In this case, your project, and especially the collection of data, will be delayed. Late submission of applications will also result in projects getting delayed. 

2. Completing the form: for staff research (eg PGR, TIR/RICF and externally funded)

The form has a Project proposal section (sections 1-8) and ethical considerations section (sections 9 onwards). Complete the first part to mention project proposal/aims/methodology, etc. For the 2nd part of the form, complete as follows:
· Section 9: if your project does not require collection of data or participation of others then provide reasons. You can say, e.g., that the project does not require collection of data so no members of the general public will be approached and hence there are no ethical issues to be considered.

· Section 10: provide the following information:

· a: explain how consent will be obtained. 

· If someone agrees to fill in the questionnaire then consent is implied. 

· If school children are involved then consent needs to be obtained from parents and/or teachers. In this case prepare a written statement and ask parents/teachers to sign. If there is another situation then prepare a similar statement. 

· A statement as part of the questionnaire or in a covering letter would also be acceptable. 

· b: explain and justify why covert or deceptive approach would be taken to collect data. Refer to the notes/advice at the end of the application form. This factor may not be applicable.
· c, d, e: explain how participants will be debriefed, how they will be informed that they have right to withdraw from the investigation and how they will be informed that the data they provide will remain confidential and be used only for the purposes intended. 

· A statement as part of the consent form/questionnaire or in a covering letter would be acceptable.

· f: explain what steps you would take to protect participants from risks of any possible physical, psychological or emotional harm. This factor may not be applicable.

· g, h, i: describe situations when: 1) observational research will take place, 2) you may need to provide advice or 3) you may need to conduct research in public places. Refer to the notes/advice at the end of the application form. 
· j: explain what steps would you take to ensure confidentiality/protection of data collected. Refer to the notes/advice at the end of the application form.
· k, l: Refer to the notes/advice at the end of the application form. These factors may or may not be applicable.

· Section 11: provide brief information about the target audience e.g. approx number of participants, age group, ethnicity (if relevant), gender distribution (if relevant), inclusion/exclusion criteria (i.e. why some groups of people will not be contacted, why certain groups of people must be included etc).

· Section 12: mention as appropriate
· Section 13: provide list of materials used e.g. a reasonable first draft of sample questionnaire, consent form, debriefing statement, and additional material for participants’ information – as appropriate. It is important that sample/example of such material is attached to the application.

· Section 14: explain as appropriate

· Section 15: mention the name of the external bodies e.g. BCS, if applicable.

· Section 16: sign and date the form. 

· Attachments: attach the relevant study materials and other documents as appropriate – take advice from the Chair of the CREC or committee members of the CREC. 

When complete:

· Hand in the completed form and attachments to the Chair of the CREC, at least two weeks before the next meeting of the CREC. The CREC normally meets four times in a year - the schedule of meetings is published at the beginning of the academic year. If you application needs an urgent attention and it cannot wait until the next CREC meeting, please contact the Chair of CREC.
Be aware: if the application is not correctly/appropriately completed, it will be referred back to you for revision and further submission – in this case, your project will be delayed.  
Dr Zaigham Mahmood

Chair – CREC

May 5, 2010 







































