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All research activity conducted by members of staff or students within the Faculty of Business and Law requires ethics approval.  To gain ethics approval this form should be completed and submitted to BALResearchEthics@dmu.ac.uk Students should complete this form in consultation with their supervisors.
Form to be completed electronically only (manually completed forms not accepted)

See also the footnotes on Page 17
	SECTION 1. Applicant (Member of Staff or PhD Student)

	Please complete all sections

	Last Name: 

	First Name:

	Staff/Student number:

	DMU Email address: 

	Programme of Study: 

	Supervisor’s Name or Head of Department’s Name:

	Co-Applicants Name(s) if applicable:

	
	
	

	SECTION 2. The Research
	

	2a

Title:  


	

	2b

Start Date: 
	

	2c

End Date: 
	

	2d

Research Question(s) or aim(s)

	


	2e

Please provide a description of your research (in oyur own words) and the methods you will use to gather data (please note if you are employing more than one method of data collection you need only complete one ethics application form but ensure here you provide full details of both proposed methods)
IMPORTANT: Please include the following details in your description)
1. Who your sample will include (not names but job roles, positions in civic society etc)

2. How will they be selected and recruited?

3. Provide details of your principal data collection methods (e.g. questionnaires, interviews, observation, social media sites, documents – be as specific as possible but ensure that you submit a copy of your questionnaire or your schedule of research questions with this application
4. Where will you be collecting the Data?  (please provide details of the sites/locations where data collection will take place- and what times of day i.e during normal working hours i.e. 9am till 5 pm)
5. If you are collecting data at a primary or secondary school/work premises/police stations/law courts etc. (but not the NHS) have you obtained, or will you obtain, written permission from the organisation before you start your research?  If your answer is ‘No’ please state the reasons why. 
6. If you are collecting data off DMU campus will a member of DMU Staff or responsible adult such as a relative or friend be made aware of the locations you intend to undertake research, dates and times and when you are expected to return? Please state the name and contact details of the DMU member of staff or responsible adult (Please see the Suzy Lamplugh Foundation Guidelines on lone working: https://www.suzylamplugh.org/)

7. Give details as to whether your project being funded by a third party? (this includes if funding has been applied for but not yet given)
8. If you are collecting data elsewhere other than the UK, will you also obtain ethical approval within the host country? If not, please explain. Have you identified and complied with all local requirements in that country concerning ethical approval & research governance and data protection*? Please also give contact details of a local person identified to field initial complaints locally so the participants can complain without having to write to or telephone the UK
*Please note that many countries require local ethical approval or registration of research projects, further some require specific research visas. You must also ensure you are aware of and abide by the national data protection legislation including legal requirements around research using data and transfer of data to and from the UK. If you do not abide by the local rules of the host country, you will invalidate your ethical approval from DMU, and may run the risk of legal action within the host country


	
	Yes
	No

	 2f
If any part of the investigation is being carried out under the auspices of an outside organisation, involves collaboration between institutions or individual external researchers, or institutions/organisations where interviews/fieldwork will take place please give details and address of organisation(s) below.

	
	

	2g

Will personal data collected be shared with the outside organisation? If so, will the outside organisation be a joint data controller with DMU or a data processor on behalf of DMU?  

	
	

	2h                                                                                                                                    If yes to 2g, please detail any collaboration agreements, data sharing arrangements (joint data controller) or data processing contract (data processor on behalf of DMU) with the outside organisation.  Please attach a copy of the data sharing agreement (joint data controller) or contract (data processor) with your application.  The Data Protection Team dataprotection@dmu.ac.uk  can provide further advice.


	SECTION 3. Conflict of Interest 

	
	Yes
	No

	3a Do any of the researchers listed have any direct personal involvement (e.g. financial, shareholding, personal relationship etc.) in the organisations sponsoring or funding the research that may give rise to a possible conflict of interest? 
	
	

	3b 

If yes to 3a, please provide details and attach the supporting correspondence 

	3c

Will any of the researchers receive any personal benefits or incentives, including payment above normal salary, from undertaking the research or the results of the research above those normally associated with scholarly activity?



	
	

	3d If yes to 3c, please provide details and attach the supporting correspondence.  

	SECTION 4. Research Ethics and the Protection of Participants’ Interests 

NB. Participants should suffer no harm as a result of participation in the research

	4a 

Participation in the research will be:

Voluntary



	Yes 
	No 

	
	
	

	4b Participation in the research will be:

Based on informed consent
	
	

	Please provide copies of the participation sheet and consent form (Templates available on BAL Ethics website

http://dmu.ac.uk/research/ethics-and-governance/faculty-specific-procedures/business-and-law-ethics-procedures.aspx

	
	Yes 
	No 

	4c
Participants’ identities will be protected via:
Confidentiality with respect to the data


	
	

	4d Participants’ identities will be protected via: 
Anonymity in terms of any reported findings from the research      
	
	

	4e The research process will respect the privacy of individuals and avoid undue intrusion 

                                                                                                                                                             
	
	

	4f The research process will avoid emotional harm or upset to those taking part


	
	

	4g Please advise measures in place should the participant become distressed during interviews etc.
(or please provide measures signposting individuals should they become distressed later– e.g.by leaving participant with details of whom to contact) 


	
	

	4h Data from the research will kept securely?
	
	

	4i Please provide details of how the data will be kept securely 
(For example, will files and data sticks be encrypted? Or data stored on password protected computers?)

If using a recording device for interviews please advise when the original recording will be erased (e.g immediately upon uploading to a secure device such as your password protected computer)



	
	Yes 
	No 

	4j  Data from the research will be kept away from third parties

	
	

	4k Further comments relating to the checklist above
(e.g. please advise, if using a recording device for interviews, when the original recording will be erased)  


	SECTION 5. Sensitive Research 
Sensitive Research

If your research topic is concerned with the following ‘sensitive research’ areas: illegal activities, including the collection of source data, e.g. crime statistics, or access to web sites normally prohibited on university servers, or extremism and radicalisation please complete the questions below. (For more information see http://www.dmu.ac.uk/research/ethics-and-governance/sensitive-research.aspx)



	5a Does the intended research include research into illegal activities
 that is unknown to the law enforcement agencies, such as the police  ? (This may include, but is not limited to, research into hate crime
, theft, fraud, or harmful and illegal cultural practices
, the collection of source data) 
Please note: the university does not permit any crime to be committed for research purposes, such as accessing images of paedophilia or child abuse, unless special permission has been granted by the Home Office.  


	Yes
	No

	
	
	

	5b Does the research involve deception? (if yes, please give details as to why/how etc)

	
	

	5c Will the research require the use of sites usually prohibited on university computers (e.g. pornography or the sites of these prohibited organisations)?

	
	

	5d Has the research been commissioned under a commercial contract requiring secure storage for related materials?
	
	

	Does the intended research fit into any of the following categories? If so, please indicate which*:
If you are unsure as to whether your research will involve any of these categories you are advised to answer ‘Yes’.  
5e Terrorism, extremism, terrorist or extremist organisations or groups, extremist ideologies, radicalisation
, de-radicalisation
: 
5f Has the research been commissioned by the military or GCHQ
5g Has the research been commissioned under an EU / US security call or similar
5h Does the research involve the viewing, usage or transfer of sensitive personal data as defined by relevant Data Protection Regulations

5i Does the research involve the acquisition of security clearances (including the Official Secrets Act) 
	
	 

	
	5e

	

	
	5f
	

	
	5g
	

	
	5h

	

	
	5i


	

	SECTION 6. Accessing Websites



	
	Yes 
	No 

	6a Will your research involve visits to websites that might be associated with radicalisation or terrorist/extremist organisations or groups? 
If you answer ‘Yes’ to Q6a you are advised that such sites may be subject to surveillance by the police and accessing those sites might lead to police enquiries. It is strongly recommended that you use your university network address, once you have received ethical approval, which will ensure these activities are flagged as a legitimate part of your research. Whilst acquiring ethical approval for this project and adhering to University guidance on accessing websites and storing related materials securely will allow the University to verify the legitimacy of you accessing these websites, it cannot guarantee legal protection. 

6b If Yes to 6A
Please acknowledge that you understand this risk by putting an ‘X’ in the ‘I Agree’ box.
I Agree


	
	

	SECTION 7. Storage and Transmission of Research Materials 

	The secure storage of data and research material on the University’s remote server is strongly recommended to all who answered ‘Yes’ in Section A. Please note that anyone storing participants’ personal data is subject to separate legislation and requirements. Details are outlined here, and in the university’s Research Records Retention Policy.    



	
	Yes 
	No

	7.1 Does your research involve the downloading and storage on a computer of any materials relating to extremism or radicalisation (for example, records, statements or other documents)? 

If you answered ‘Yes’ to Q7.1, you should request a secure file share from ITMS to be created for your project, with access restricted to you, or if absolutely necessary, any internal co-investigator(s). The research materials should not be kept on a personal computer, and all online research in this area should be done on university servers
. Physical data should be scanned and uploaded to the password-protected server; where this is not possible, it should be kept in a locked filing cabinet or similar on university premises. 

You will need to agree to store all materials relevant to Section 7.1 as well as any other materials related to your research project in accordance with this advice in order to gain ethical approval. 

Please confirm you will store all research documents in accordance with this advice by putting an ‘X’ in the ‘I Agree’ box.

I Agree

	
	

	
	Yes
	No

	7.2 Might your research involve the electronic transmission of such materials to project Co-Investigators? 

Yes/No

Note: The Terrorism Act (2006) and the Counter-Terrorism and Security Act (2015) outlaw the dissemination of terrorist publications if the individual concerned has the intention to encourage or induce others.  Publications disseminated for the purposes of an approved and clearly defined research project should not amount to an offence, because the requisite intention is unlikely to be present.  However, you are advised to exercise caution and avoid dissemination of raw research materials where possible.  
You will need to agree to only transmit these materials to Co-Investigators after they have been password-protected and that you will only use ‘Zend
’, which encrypts materials in transmission.

Please confirm you understand the risks in disseminating publications and that you will only transmit these materials to collaborators after they have been password-protected and via ‘Zend’. (see footnote at end of form) and putting an ‘X’ in the ‘I Agree’ box.
I Agree


	
	

	Section 8. Additional Questions

	
	Yes 
	No 

	8.1 Is any part of the research taking place outside of the UK? (if no go to Question 8.5, otherwise continue to next question)


If yes, please provide details of where.


	
	

	
	Yes
	NO

	8.2 Have you identified and complied with all local requirements in that country concerning ethical approval & research governance and data protection*?     
         *Please note that many countries require local ethical approval or registration of research projects, further some require specific research visas. You must also ensure you are aware of and abide by the national data protection legislation including legal requirements around research using data and transfer of data to and from the UK. If you do not abide by the local rules of the host country, you will invalidate your ethical approval from DMU, and may run the risk of legal action within the host country.                             
	
	

	8.3 Please provide details of the local requirements, including contact information.



	8.4 Please give contact details of a local person identified to field initial complaints locally so the participants can complain without having to write to or telephone the UK.



	
	Yes 
	No 

	8.5 Are you offering any incentives or rewards for participating?    

 
If yes please give details


	
	

	8.6 Are you specifically recruiting pregnant women

	
	

	Will persons from any of the following groups be participating in the study? 



	Yes
	No

	8.7 Adults without capacity to consent

	
	

	8.8 Those with learning disabilities


	
	

	8.9 Prisoners
	
	

	8.10 Adults at risk
	
	

	If yes to 8.10 please give details of the protection procedures you propose to adopt should there be any evidence of or suspicion of harm (physical, emotional or sexual) to adults at risk. Include a referral protocol, identifying what to do and who should be contacted.


	If yes to 8.10 please give details of how you propose to ensure the well-being of adults at risk, particularly with respect to ensuring that they do not feel pressured to take part in the research and that they are free to withdraw from the study without any prejudice to themselves at any time. You should indicate how you intend to ascertain that person’s views and wishes.



	Will persons from any of the following groups be participating in the study? 


	Yes
	No

	8.11 Young offenders (16-21 years)
	
	

	8.12 Those who would be considered to have a particular dependent relationship with the researcher e.g. those in care homes, students, employees, colleagues)

	
	

	8.13 Will you be recruiting or have direct contact with any children under the age of 18?
	
	

	8.14 If yes, please give details of the child protection procedures you propose to adopt should there be any evidence of or suspicion of harm (physical, emotional or sexual) to a child/young person. Include a referral protocol identifying what to do and who should be contacted.



	8.15 Please indicate how you will comply with the data protection legislation in the UK for processing children’s personal information?



	8.16 Please give details of how you propose to ensure the well-being of the child/young person, particularly with respect to ensuring that they do not feel pressured to take part in the research and that they are free to withdraw from the study without any prejudice to themselves at any time.


	8.17 If you have answered yes to any question in Section 8 please give details of any staff or students who will have contact with adults at risk and/or will have contact with young people (under the age of 18) 


	8.18 If you have answered yes to any question in Section 8 please provide details of current Disclosure and Barring check for you (and those named in section 8.17 above)



	Section 9.  Secondary Data 

Please answer each question by ticking the appropriate box. 


	

	
	Yes
	No 

	9.1: Is the risk of disclosure of the identity of individuals low or non-existent in the use of this secondary data or archive?

	
	

	9.2 Have you complied with the data access requirements of the supplier (where relevant), including any provisions relating to presumed consent and potential risk of disclosure of sensitive information?
	
	


	SECTION 10. Additional Codes of Ethics



	10 a) Which Code of Research Ethics will be adhered to during the course of your research? 

Examples of Codes can be found at http://www.dmu.ac.uk/research/ethics-and-governance/faculty-specific-procedures/business-and-law-ethics-procedures.aspx 

	 

Name:                                                                                          
	Web address:                                                 

	
	Yes
	No

	10 b) I confirm that all information collected will be processed by use in accordance GDPR 2018
	
	

	10 c) I confirm that I will follow DMU’s ethical codes of conduct for Good Research Practice
	
	

	10 d)  I confirm that I will follow DMU's Policy on Managing Research Data 

	
	

	SECTION 11. Supporting Documents 

	SUPPORTING DOCUMENTS (all documents should have a version number and date)

Compulsory

Appendix A (for all applicants) 
 FORMCHECKBOX 
 
Research proposal (suggested headings are listed in submission guidelines)

For those whose research involves human participants (Appendices B, C and D required)

Appendix B 

 FORMCHECKBOX 

Data Collection tools (e.g draft interview schedule, survey questionnaire) 

Appendix C

 FORMCHECKBOX 
 
Participant information sheet (see submission guidelines for example)

Appendix D 

 FORMCHECKBOX 
 
Consent form (see submission guidelines for example)



	SECTION 12. Additional Ethical Approval 

	Some types of research activity require additional advance ethical approval to be given from the relevant governing body. For example, advance NHS approval is required where participants include NHS patients or social care users. It is the responsibility of the researcher to ascertain whether such approval is required and to obtain this where necessary. 
 

My study requires additional approval
yes/no 
 
I have obtained additional approval from                                                                      

 
Reference number:                                                         Date of approval:                                                
 

	SECTION 13.   Declaration and Signatures

	I confirm that I have read the Responsibilities of the Researcher guidelines at http://www.dmu.ac.uk/research/ethics-and-governance/responsibilities-of-the-researcher.aspx and I will comply with them. 
I have considered my own personal safety and a separate Risk Assessment has / has not been completed (please delete as appropriate).


	13a Signature of Applicant 


	
	Date: 

	13b Signature of PGR Supervisor / Head of Department / Line Manager 


	*Support/non-support (please give reasons for non-support)
	Date:  

	13c Signature of workplace supervisor (if applicable)


	*Support/non-support (please give reasons for non-support)
	Date: 

	Staff Ethics Application Only:  

This form must be approved by your Head of Department / Line Manager above.


	PGR Students Ethics Application Only:  
This form must be agreed with your Supervisor prior to authorisation by the Reviewers and Chair of the Faculty Research Ethics Committee. For Research Students a copy of the research proposal (Application for Registration (RDC:R) form) must be attached to this application.

Programme of Study:
 ...................................................................................................................  



	SECTION 14. Submission Guidelines 



	Submission Guidelines 

Completed application and all supporting documentation should be submitted electronically via email to BALResearchEthics@dmu.ac.uk from an official DMU email account. 

Research Students should submit their application personally from their student email to their DMU PGR supervisor (who then should submit it to the above email address)

 PhD/PGR Supervisor: 

 Please preferably digitally sign supervisor confirmation at 13b) once you have reviewed the ethics application and send the ethics application

Whether digitally signed or not please attach this ethics application to email and send to this email address

BALResearchEthics@dmu.ac.uk
Please consider an appropriate accompanying email for both the initial application and the supervisor approval to include; project title, area of research, member of staff/PhD student, supervisor name etc. 

Attachments and supporting documentation (all compulsory if research involves humans) 
This list is non-exhaustive but attachments may include; 

· Ethics Application Form

· Research Proposal

· Participant information sheet 

· Consent Form 

· Data Collection Tools (e.g draft interview schedule, survey questionnaire)

· Recruitment Flyer or Advertisement

· Participant Response Slip

· Permission from external organisation where research involves the professional roels of participants 

· Email support from Supervisor /Head of Department / signature on Ethics Application form 

Please consider naming and numbering documents appropriately to assist reviewers and the FREC. 
Accepted file formats: word.doc / word.docx / adobe.pdf / windows.zip / outlook.msg 

All documents, example tools and processes referred to can be found on the BAL  FREC Website; 

http://dmu.ac.uk/research/ethics-and-governance/faculty-specific-procedures/business-and-law-ethics-procedures.aspx



	Section 15. Application Outcome (To be completed by Reviewers) 

	Reviewer Ethical Clearance Approval (see below checklist – please complete) 

Please also delete which ever does not apply of the four options immediately below
*This ethics application is supported on the condition that a Risk Assessment (if required) has been completed.

*This ethics application is not supported 

*This ethics application is to be referred back to the applicant for further action 

(Please advise here what amendments are required)

*This ethics application should be referred to FREC/UREC 

Comments:

(please provide reasons for non-support/ referral back to applicant/ referral to FREC/UREC)
Name:.....................................................................................................................................

Signature of Reviewer  

Date:


Name:.....................................................................................................................................



	 Please confirm that the applicant has addressed each of the following issues to your satisfaction 

(if applicable). 
	Yes 
	No 
	N/A 

	The study design is appropriate and within ethical parameters
	
	
	

	The research questions are clear and within ethical parameters
	
	
	

	Recruitment method is explicit, fair, free from duress and data protection is not breached
	
	
	

	Sample and sampling method is appropriate and ethical
	
	
	

	Participants are fully informed about the research in writing
	
	
	

	Participation is voluntary with informed consent?           
	
	
	

	Vulnerable people have additional interventions to ensure informed consent (e.g. parents, guardians, carers, advocates etc)
	
	
	

	Participants are given details of how to complain 
	
	
	

	DMU consent form template has been used 
	
	
	

	Data will be stored securely, and for the appropriate duration
	
	
	

	Permission has been, or will be, sought from external host organisation (where applicable)
	
	
	

	Confidentiality, anonymity and privacy will be ensured and maintained
	
	
	

	Possible adverse outcomes to participants are identified and suggestions to minimise or 

deal with these are presented
	
	
	

	Risks to the researcher are identified and suggestions to minimise or deal with these are presented (in the laboratory or off campus)
	
	
	

	Human tissue issues are addressed
	
	
	

	Do the procedures identified necessitate formal assessment by another ethical 

committee? If yes, which one?
	
	
	


	SECTION 16. Chair of Faculty Research Ethics Committee 


	Chair of the Faculty Research Ethics Committee 
Approval /Rejection/Referral (please delete which does not apply)
*This is the final approval from the Chair of the BAL faculty Research Ethics Committee that this Ethical Approval application has been approved as outlined in the application. 

* This Ethics application is rejected for the following reasons

* This Ethics application is referred back to applicant

* This Ethics application is referred to FREC/UREC for further consideration 

Chair’s Comments (if applicable) 

BAL FREC Chair’s Name:…………………………………………………….

BAL FREC Chair’s Signature:……………………………………………………..

Date:


	SECTION 17. HEALTH AND SAFETY – FOR THE APPLICANT AFTER ETHICS AUTHORISATION! 


	 Are you planning to undertake your research off- campus?

Yes/No (please delete as appropriate) 
If yes, if you are planning to undertake research off-campus then you must contact Tracey Lee-Adams by sending her a copy of this AUTHORISED ethics application form explaining to her that you propose to undertake research off-campus and as such you recognise that a risk assessment is required 

(Tracey’s email address is  TLee-Adams@dmu.ac.uk). 

In most cases it is anticipated that Tracey will send you a signed risk assessment form advising you how to remain safe and well while undertaking your research. In exceptional cases Tracey will meet with you to assess particular risks. 
Once you have received your authorised risk assessment from Tracey please attach it your authorised ethics application.


IMPORTANT: (FOR PGRs) A COPY OF THIS COMPLETED AND AUTHORISED ETHICS APPLICATION IS RECOMMENDED TO BE SUBMITTED WITH THE THESIS AS AN APPENDIX ITEM WHEN THE THESIS IS FINALLY SUBMITTED 


FOOTNOTES
Faculty of Business and Law


Application to Gain Ethics Approval for Research Activities


Staff and PhD students (see other form for UG/PGT students)








� Illegal activities incorporate any illegal activity; for example, trespassing, theft, or online piracy.


� Hate Crimes are those committed against someone because of their disability, gender-identity, race, religion or belief, or sexual orientation. 


� Harmful and illegal cultural practices: these include violence against women and girls, Female Genital Mutilation (FGM), forced marriage, child sexual exploitation and honour-based violence.


� Accessing prohibited websites: You will need to seek permission from ITMS; advice on how to gain permission is available from the � HYPERLINK "http://www.dmu.ac.uk/about-dmu/professional-services/information-technology-and-media-services/service-desk.aspx" �ITMS helpdesk�.


� Radicalisation refers to the process by which a person comes to support terrorism and forms of extremism leading to terrorism


� De-radicalisation usually refers to activity aimed at a person who supports terrorism and in some cases has engaged in terrorist related activity, which is intended to effect cognitive and/or behavioural change leading to a new outlook on terrorism and/or disengagement from it.


� Secure File Share: You will need to ask ITMS to create a Secure File Share for your project, with access restricted to yourself, or if absolutely necessary, any internal co-investigator(s).  Advice is available from the � HYPERLINK "http://www.dmu.ac.uk/about-dmu/professional-services/information-technology-and-media-services/service-desk.aspx" �ITMS helpdesk�.


� Zend: advice on using Zend is available from the � HYPERLINK "http://www.dmu.ac.uk/about-dmu/professional-services/information-technology-and-media-services/service-desk.aspx" �ITMS helpdesk�.
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