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Introduction
The overarching aim of the policy is to ensure that all research carried out at Grŵp‐Llandrillo‐Menai conforms to the general principles of striving to do good (beneficence) and avoiding harm (non‐maleficence).
The policy aims to promote excellence in ethical practice, encourage high quality research and prevent misconduct.  All research activities undertaken by staff and students should demonstrate respect for all those involved and adhere to the ethical principles outlined below.
For the purpose of this policy, the term “research” refers to the definition used by the Research Excellence Framework 2014 (REF, 2011, p.48, see Appendix 1) and includes any activity which involves the gathering of data from or about human or non‐human animal participants, including small scale investigations conducted as part of formative or summative assessment within a module.

The Policy provides:
· Principles which should guide all research activity
· Standards for the conduct of research
· Procedures for the review of proposed research

Scope
The policy applies to all HE staff, including all academic, administrative and support staff, and undergraduate and postgraduate students following HE programmes validated through Bangor University, Pearson or SQA.  


Principles
GLLM adheres to the UK Research Integrity Office Code of Practice for Research (2009). All those identified as coming under the scope of this policy should be guided by these principles in the conduct of their research. The Principles as defined by UK RIO (2009) are included in Appendix 3 and may be summarized as follows;

EXCELLENCE: the design, implementation and dissemination of research should aim to be of the highest standard. HONESTY: researchers should demonstrate honesty in all aspects of their research, taking care to ensure the accuracy of results and the dissemination of findings.  A researcher should not engage in any misconduct or conceal the misconduct of others.
INTEGRITY: researchers should be conversant with the specific legal and ethical criteria related to their own particular area of study and adhere to those principles in the conduct of their research.
CO‐OPERATION: the opportunity to disseminate good practice and promote the sharing of research and scholarship should be provided by GLLM and researchers should be encouraged to contribute to this discussion. ACCOUNTABILITY:  all research should be subject to oversight by appropriately qualified staff and the researcher must adhere to any guidelines laid down by their own professional body in their area of research including members of regulated profession who must adhere to their professional regulations.
TRAINING & SKILLS: GLLM should provide appropriate levels of support for staff including the opportunity to identify specific training needs and the provision of staff development to address such needs. Researchers also have the obligation to ensure that they are competent and qualified to conduct the research they intend to undertake.
SAFETY: the safety of all those involved in research (including the researcher) is of paramount importance and researchers must demonstrate that their research will produce benefits which outweigh any justifiable risks.


Standards
Grŵp Llandrillo Menai expects students, staff and others conducting research under its authority to be familiar with and to comply with the Standards set out in the UKRIO Code of Practice. The following notes of guidance summarise the key points within the UK RIO Code.

General Guidance on Good practice in research:
The UK RIO specifies that researchers should:
“a) recognise their responsibility to conduct research of high ethical standards;
b) be aware of their organisation’s (i.e. GLLM) policies and procedures on good practice in research;
c) make sure that their research complies with these policies and procedures, and seek guidance from their organisation when necessary;
d) work with their organisation to ensure that they have the necessary training, resources and support to carry out their research; and
e) suggest to their organisation how guidance on good practice in research might be developed or revised.”(UK RIO, 2009, p.10)

1.1 Supervision
Staff responsible for the supervision of research (for staff and/or students) should ensure that they are fully conversant with the GLLM HE Research Ethics Policy and are aware of their responsibilities. These include:
· Ensuring that they have the necessary skills, training, time and resources to act in this capacity.
· Asking for support and staff development when necessary.
· Advising their supervisee of the need to adhere to the HE Research Ethics Policy and follow the Ethical Procedures.
· Ensuring that the supervisee is informed of the location of all relevant documentation.

1.2 Staff development
Researchers (staff and students) should ensure that they have the necessary skills, training, time and resources to conduct their research. Any training needs required by students should be discussed with their supervisor. Staff should discuss their training needs with their line manager and apply for training and/or staff development as appropriate.

1.3 Research design
Researchers must be able to justify the research design and procedures, explaining why alternative approaches cannot be used. Full details and justification for the research design should be included in the Research Ethics Application Form (REAF), which should be submitted for review by the relevant GLLM Academic Ethics Committee (AEC), before any research is undertaken. (See Section 3: Procedures, below.)  This application will include a risk assessment which includes both the participants and the researcher. Any risks beyond those expected in everyday life should be identified and fully justified.

1.4 Collaborative Working
Particular care is required when engaging in collaborative working. Key areas for consideration include:


· Using participants from other countries or undertaking work in other countries. It is essential that researchers are fully conversant with all the additional legal and ethical issues associated with these circumstances.
· The need for clearly defined standards and procedures when conducting collaborative research which takes into account the Research Ethics as set out in the UK RIO guide.
· Clarification on the roles, responsibilities, attribution of authorship and intellectual property rights of those involved before the commencement of the research.

1.5 Conflicts of Interest
Any conflicts of interest must be declared and addressed before the commencement of research. Research should not proceed if the conflict of interest would affect the reliability, validity and integrity of the research, unless designated safeguards were in place to ensure the conduct of the research and reporting were not adversely affected.

1.6 Research involving human participants (including human data)
The primary consideration in any research involving human participants is that participation in research should not cause harm and should, where possible, benefit participants. The dignity, rights, safety and well‐being of participants should be safeguarded at all times.

· Researchers:
All research undertaken by staff and students must comply with the legal and ethical requirements as set out in the UK RIO Principles. Researchers who are members of a regulated profession must comply with any standards set by their profession.
In addition, all research undertaken should conform to the ethical guidelines and codes of practice associated with the relevant specific subject discipline. It is the duty of the researcher (staff and students) to ensure that they are conversant with the guidelines and adhere to them.
If researchers (staff or students) feel that human participants in research could experience risk beyond that expected in everyday life, they must report the matter to their line Manager.  This imperative should also include the inappropriate storage of personal data (as detailed in the GLLM Data Protection Policy).

· Research Ethics Application:
Researchers should submit a Research Ethics Application Form, giving full details of the aims of the research and its procedures including contact with the participants.  This should be submitted to the Assistant Principal AEC, using the forms provided in the appendices. Full details of the procedure for submission of this form are included in Section 3: Procedures.

No research should be undertaken (staff and/or students) until the AEC have reviewed and approved the application.
The UK RIO have produced a Research checklist which includes the key points of good practice in research and is applicable to all subject areas. (A copy is included in Appendix 4).


Consent
Participants must give informed consent to take part in research. In practical terms, this will mean the provision of information, written in a language and style appropriate for the participants, which includes the reasons for the research, details of what participation will entail, a realistic summary of any associated  benefits which may accrue from participation, a statement that the participant has the right to withdraw from participation at any time, without giving a reason and with no penalty, the opportunity to ask questions, an assurance about the anonymity of their contributions, how their data will be used and information about the secure storage of the data  benefits which may accrue from participation, a statement that the participant has the right to withdraw from participation at any time, without giving a reason and with no penalty, the opportunity to ask questions, an assurance about the anonymity of their contributions, how their data will be used and information about the secure storage of the data.
(A sample information sheet with appropriate headings is included in Appendix 4 and a sample consent form is included in Appendix 5)
Researchers must also consider that the participants willingness to volunteer may be influenced by fear of the consequences for refusal or the desire to win approval, if a pre‐existing relationship exists between them e.g. family member, student, tutor, employee etc. and it is the researchers responsibility to assure participants that their consent is voluntary.

· Use of “Gatekeepers”
In addition to the informed consent required from participants, the permission of a gatekeeper may also be required for access to participants e.g a school, youth club, community centre etc. and permission must sought from the gatekeeper to obtain access to the participants, providing the details identified above.

· Research involving children, young people (under 18) and vulnerable adults
A Disclosure and Barring Service (DBS) enhanced check may be required in these cases. Staff must discuss this with their line manager and students must seek the advice of their supervisor before conducting research with these groups.
Informed consent (as specified above) is required from the parent or legal guardian as well as the child/young person/vulnerable adult (if appropriate).
The researcher must justify the use of children, young people or vulnerable adults in their research and   explain why the research question could not be addressed if these groups were not engaged in participation. The use of vulnerable adults requires great care and research which involves their participation should only be undertaken if the AEC is assured that their participation is essential to address the research question and that
all legal and ethical guidelines will be adhered to in the conduct of the research. Advice might also be obtained from relevant gatekeepers or statutory authorities in these instances.

· Confidentiality  and anonymity
Participants need to be assured of anonymity and the confidentiality of their data. Researchers should not reveal the identity of participants or organizations either directly or by inference through reference to details relating to the participant or organization which would compromise their anonymity. In the same way, the confidentiality of data obtained from participants should be clearly specified in the Participant Information Sheet and adhered to unless there are legal requirements to disclose the information e.g. abuse of children or vulnerable adults. In such cases, researchers should report their concerns to their line Manger and the  Assistant Principal of Learner Experience.



· Dissemination of Research Findings
Participants should be informed about the ways in which their data will be used and disseminated, including access to the findings and/or published report of the research. This information should be included in the information given to participants before they participate in the research.

1.7 Research involving animals
Research involving animals as participants should NOT be undertaken by any member of staff or students at GLLM. Non‐interventionist observational and ethological studies of animals are permitted, providing no interaction with the animal is involved. An REAF must also be submitted to the AEC for consideration in these cases as well.
Research involving animals is subject to stringent legal requirements, and is regulated under the The Animals (Scientific Procedures) Act 1986 Amendment Regulations 2012 (SI 2012/3039) (revised 2013) and 3 licenses are required before any testing or research on animals is approved: i) a personal license ii) a project license iii) an establishment license. The rigor of the assessment process, the necessity for the researcher to demonstrate that they have all the necessary skills to conduct the research and provide an appropriate environment for the animals means that this is not a viable option for  research conducted under the aegis of GLLM.

1.8 Health & Safety
All research must comply with the Grŵp Llandrillo‐Menai Health & Safety Policy. The safety of participants and researchers is of paramount importance. An assessment of risk should be included in the Research Ethics Application Form.

1.9 Intellectual Property
Intellectual property rights relating to research carried out by staff and students of Grŵp Llandrillo‐Menai are set out in the GLLM Copyright Policy.

1.10 Finance
Researchers need to ensure that they adhere to the terms and conditions of any grants allocated to them and the purchase of any materials or equipment should be discussed with the appropriate line manager before an order is placed. The ownership of such materials or equipment should be clarified before the commencement of the research.

1.11 Collection and retention of data
Full details of the ways in which data will be collected must be specified in the Research Ethics Application. The data must be kept in a secure place, to ensure the confidentiality and anonymity promised to the participants and the storage of the data must adhere to the GLLM Data Protection Policy.

1.12 Monitoring and audit
Research conducted by staff or students at GLLM will be subject to review and scrutiny by the departmental AEC at all stages in the process. If any aspect of the research gives cause for concern, it is the responsibility of those involved in the research (researchers and participants) to report their concerns to the Chair of the departmental AEC.  It is essential that the procedures authorised by the AEC are adhered to during the course of the research. If it becomes necessary to change any aspect of the research from that which was originally approved by the AEC (
e.g. aims, location, procedure, sample type etc.) , another REAF must be submitted to the departmental AEC , detailing the changes and this must be approved by the AEC before any changes are implemented to the research.

1.13 Peer review
GLLM recognizes that peer review is an integral part of the research process and supports this process in a number of ways. Appropriately qualified staff will be co‐opted onto the departmental AEC to advise on approval for Research Ethics Applications. In addition, researchers are advised to obtain the support of appropriately qualified

colleagues to act as peer mentors to review their ongoing research. If any aspect of the research gives cause for concern, these should be discussed with the researcher and reported to the Chair of the departmental AEC.

1.14 Publication and authorship
Researchers have a duty to report their findings and GLLM provides the opportunity for research to be published in its in‐house Journal of Scholarship & Research (Insight). Advice is available from the Chairs of the Scholarship Journal on the appropriate format and method of submission for “Insight” journal articles.   Researchers are encouraged to submit papers for inclusion in the GLLM Journal and to consult the GLLM Copyright & Intellectual property Rights policy when considering publication of their findings in Journals external to the college.
Issues relating to authorship should be resolved before the research begins and all those identified as legitimate authors should be consulted before the submission of findings for publication.

1.15 Research misconduct
“UKRIO defines misconduct in research as including, but not limited to:
a) Fabrication;
b) Falsification;
c) Misrepresentation of data and/or interests and/or involvement;
d) Plagiarism; and
e) Failures to follow accepted procedures or to exercise due care in carrying out responsibilities for:
i) avoiding unreasonable risk or harm to:
· humans;
· animals used in research; and
· the environment;
ii) the proper handling of privileged or private information on individuals collected during the research.” (UK RIO, 2009, 3.16.1)

It is the responsibility of the researcher to be aware of the definition of Research Misconduct. Any person associated with research ( i.e. researcher, participant, peer mentor, supervisor etc.) has a duty to report suspected Research Misconduct, in confidence,  to the appropriate manager or senior manager/ Chair of their department AEC.   Such allegations are dealt with according to the GLLM Unfair Practice Policy, the GLLM Staff Disciplinary Policy and/or the Learner Disciplinary Policy as appropriate.












	
PROCEDURES 2.RESPONSIBILITIES
2.1. Individual responsibilities:

The College Principal has overall responsibility for ensuring that College departments or faculties are meeting the requirements in 1.2

2.1.1 Appropriate Assistant Principals are responsible for local ethical review arrangements. They must ensure that an Academic Ethics Committee is established with appropriate membership and that this appropriately meets the needs of their programme area. Terms of Reference and clearly documented processes for monitoring and review (including expedited review as appropriate) need to be in place.
[bookmark: _GoBack]
2.1.2 Programme Area Managers are responsible for ensuring that all relevant academic staff are aware of the local ethical review arrangements and their own responsibilities and that these and the learner responsibilities are communicated appropriately to staff and learners.

Programme area Managers will also ensure that the schedule of dates of the Academic Ethics Committee (ARC) meetings are conveyed to Programme Leaders and other relevant academic staff at the start of the academic year.

2.1.3 Research Methods (RM) tutors, Dissertation Delivery (DD) tutors and/or Research Supervisors (RS) are responsible for ensuring that the researcher is made aware of the Research Ethics policy, procedures, documentation and requirements (and location of relevant documents) as well as the programme area timescales and schedules of ARC meetings.

RM tutors, DD tutors and/or RS’s are responsible for advising researchers regarding their research proposal in relation to methodology and ethical principles. The learner will submit their proposal to the ARC via their RM tutor, DD tutor or RS, who will already have seen drafts of the proposal and advised the researcher accordingly.

Following consideration at the ARC, the outcome will be fed back to the RM tutor, DD tutor or RS, who will discuss this as appropriate with the researcher, ensuring that in instances where resubmission is required, the researcher understands what they need to address and what the timescale is.

2.1.4 Researchers are responsible for:
· Obtaining advice from the relevant academic staff on the planning, conduct and completion of the research.
· Submitting their Research Proposal to their RM tutor, DD tutor or RS, in good time for this to be considered at the relevant GLLM ARC.
· Where appropriate, gaining further approval (which may include Ethical Approval) from an organisation e.g. the Health Board, where a researcher is proposing to collect research data from staff, patients, carers of patients or service users.
· Taking the initiative in raising problems or difficulties with the relevant tutor or supervisor.
· Meeting all deadlines as communicated for submission.
· Conducting research as defined by the approved plan and risk assessment.
· Always adhering to relevant health and safety procedures.
· Conducting research in an ethical and professional manner.

2.2 Committee Responsibilities

2.2.1 The College’s relevant Consultative Committees which report to the GLLM Corporation Board are responsible for overseeing academic Research Ethics processes.

2.2.2 Assistant Principals ensure that the Research Ethics processes within each constituent department are implemented, and overview data monitoring information from the Academic Ethics Committee is considered by this group and is passed on to the relevant Consultative Committee.

2.2.3 The Academic Ethics Committee (AEC) is an appropriate multidisciplinary group within each area, who are responsible for reviewing research involving human participants to ensure that the dignity, rights and welfare of participants and all others involved or potentially involved with the research, are upheld.

AECs are responsible for:
· The ethical review process for research with human participants.
· Drawing up their own local procedures and arrangements in accordance with the College’s Policy.
· Appointing members to ensure that the group contains appropriate expertise, coverage and diversity for the research areas within its remit.
· Ensuring that procedures are established, are fit‐for‐purpose and are known.
· Ensuring that relevant policies, guidance and forms appropriate for that AEC are readily available.
· Ensuring that meetings are scheduled appropriately in terms of required frequency and timing to meet academic needs within the programme area.
· Keeping records of all submissions, resubmissions and outcomes.


2. MANAGEMENT OF RESEARCH ETHICS

The day to day running of the Ethics Review process is managed within each Programme area as described in the ‘Responsibilities’ section above. Researchers will be required to submit their proposals in line with the programme area  protocols and deadlines and feedback will be passed back to the relevant tutor or supervisor to pass on to the researcher as appropriate within one week following the Academic Ethics Committee meeting.

· Possible outcome decisions from the AEC are:
· Research proposal is Approved
· Research proposal is Approved with Recommendations
· Research proposal is Not Approved with Conditions (for resubmission to the AEC)
· Research proposal is Not Approved with Conditions but can be resubmitted to the Chair of the AEC for Expedited Review

If a learner needs to resubmit their proposal to the AEC this should be promptly addressed together with their relevant tutor or supervisor (as specified within the Programme Area Ethics Review Process, see below) for resubmission as appropriate.

If expedited review is indicated, the proposal should be resubmitted as soon as possible and will be looked at by the Chair of the AEC within two weeks of submission.
No research can be undertaken until the Research Proposal has been formally approved.

3. ETHICS REVIEW PROCESS

There is a summary flow chart of the programme area process in Appendix 1.



4. REFERENCES
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APPENDIX 1: PROGRAMME AREA ETHICAL REVIEW PROCESS

All staff aware of the local Ethical Review Process 
(documentation and dates of AEC meetings shared)
Briefing in Admin week 1

Relevant tutor or supervisor passes all information to researchers and establishes target dates for the process
By HE week 4

Student/staff researchers work with tutor or supervisor to plan their research and complete the ethics review documentation in order to submit to the Ethics Committee by the designated date

Researcher submits final Research Ethics Approval form (REA1) and all associated documentation at least two weeks prior to the AEC meeting to the relevant tutor or supervisor

Tutor/supervisor reviews the proposal and passes the REA1 on to the AEC secretary at least one week prior to the AEC meeting or returns the proposal to the learner with guidance

AEC meet and consider all submitted applications and outcome decisions are made, recorded and communicated fully to the relevant tutor/supervisor within one week of the AEC meeting

The decision and documentation are passed on to the researcher (within one week) with appropriate support from the tutor or supervisor

If approved:
The research as approved, may go ahead with appropriate support from allocated supervisor

If Not Approved: 
The relevant tutor/supervisor will assist and oversee the resubmission process and resubmit to the AEC secretary for either expedited review or full AEC review (accordingly) within 2 working weeks






APPENDIX 2:  DEFINITION OF RESEARCH FOR THE REF 


1. “For the purposes of the REF, research is defined as a process of investigation leading to new insights, effectively shared.

2. It includes work of direct relevance to the needs of commerce, industry, and to the public and voluntary sectors; scholarship1; the invention and generation of ideas, images, performances, artefacts including design, where these lead to new or substantially improved insights; and the use of existing knowledge in experimental development to produce new or substantially improved materials, devices, products and processes, including design and construction. It excludes routine testing and routine analysis of materials, components and processes such as for the maintenance of national standards, as distinct from the development of new analytical techniques. It also excludes the development of teaching materials that do not embody original research.

3. It includes research that is published, disseminated or made publicly available in the form of assessable research outputs, and confidential reports

1Scholarship for the REF is defined as the creation, development and maintenance of the intellectual infrastructure of subjects and disciplines, in forms such as dictionaries, scholarly editions, catalogues and contributions to major research databases”. (p.48)

Research Excellence Framework, 2011.  Assessment Framework & Guidance on Submissions [Online] Available from:  http://www.ref.ac.uk/media/ref/content/pub/assessmentframeworkandguidanceonsubmissions/GOS%20including%20addendum.pdf [Accessed July 11th 2016]
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APPENDIX 3: UK RIO (2009) PRINCIPLES:

2.1.1 Organisations and researchers should adhere to the following Principles, which set out the responsibilities and values relevant to research. While some elements may seem self‐evident, and there is some overlap, these Principles aim to encourage all involved in research to consider the wider consequences of their work and to engage critically with the practical, ethical and intellectual challenges that are inherent in the conduct of high quality research, rather than treating codes of practice such as this as just another procedure to be followed.

2.1.2 Organisations and researchers should be guided by these Principles when implementing and complying with the core Standards described in section 3 and the Recommended Checklist for Researchers on the inside of the front cover.

2.1 EXCELLENCE: organisations and researchers should strive for excellence when conducting research and aim to produce and disseminate work of the highest quality. This Code, its Principles and its Standards are intended to support these goals.

2.2 HONESTY: organisations should work to create and maintain a culture of research that fosters and supports honesty in research. Researchers should be honest in relation to their own research and that of others. They should do their utmost to ensure the accuracy of data and results, acknowledge the contributions of others, and neither engage in misconduct nor conceal it.

2.3 INTEGRITY: organisations and researchers must comply with all legal and ethical requirements relevant to their field of study. They should declare any potential or actual conflicts of interest relating to research and where necessary take steps to resolve them.

2.4 CO‐OPERATION: organisations and researchers should promote the open exchange of ideas, research methods, data and results and their discussion, scrutiny and debate, subject to any considerations of confidentiality.

2.5 ACCOUNTABILITY: organisations and researchers should recognise that in and through their work they are ultimately accountable to the general public and should act accordingly. They should ensure that any research undertaken complies with any agreements, terms and conditions relating to the project, and allows for proper governance and transparency. Researchers should follow the requirements and guidance of any professional bodies in their field of research. Researchers who are members of a regulated profession must follow the requirements and guidance of the body regulating their profession.

2.6 TRAINING AND SKILLS: organisations should provide training and opportunities for development for their researchers, and the necessary resources to enable them to conduct research to the required standards. They should support researchers in identifying unmet needs for training and development. Researchers should ensure that they have the necessary skills, training and resources to carry out research, in the proposed research team or through collaboration with specialists in relevant fields, and report and resolve any unmet needs identified.

2.7 SAFETY: organisations and researchers should ensure the dignity, rights, safety and wellbeing of all involved in research and avoid unreasonable risk or harm to research subjects, patients, participants, researchers and others. They should report and address any concerns relating to the dignity, rights, safety and well‐being of those involved in research. Research should be initiated and continued only if the anticipated benefits justify the risks involved.




APPENDIX 4: UKRIO CHECK LIST


Recommended checklist for researchers
	Before conducting your research, and bearing in mind that, subject to legal and ethical requirements, roles and contributions may change during the time span of the research:

	1. 
	Does the proposed research address pertinent question(s) and is it designed either to add to existing knowledge about the subject in question or to develop methods for research into it?
	· 

	2. 
	Is your research design appropriate for the question(s) being asked?
	· 

	3. 
	Will you have access to all necessary skills and resources to conduct the research?
	· 

	4. 
	Have you conducted a risk assessment to determine:
	· 

	
	a whether there are any ethical issues and whether ethics review is required;
	· 

	
	b the potential for risks to the organisation, the research, or the health, safety and well-being of researchers and research participants; and
	· 

	
	c what legal requirements govern the research?
	· 

	5. 
	Will your research comply with all legal and ethical requirements and other applicable guidelines, including those from other organisations and/or countries if relevant?
	· 

	6. 
	Will your research comply with all requirements of legislation and good practice relating to health and safety?
	· 

	7. 
	Has your research undergone any necessary ethics review (see 4(a) above), especially if it involves animals, human participants, human material or personal data?
	· 

	8. 
	Will your research comply with any monitoring and audit requirements?
	· 

	9. 
	Are you in compliance with any contracts and financial guidelines relating to the project?
	· 

	10. 
	Have you reached an agreement relating to intellectual property, publication and authorship?
	· 

	11. 
	Have you reached an agreement relating to collaborative working, if applicable?
	· 

	12. 
	Have you agreed the roles of researchers and responsibilities for management and supervision?
	· 

	13. 
	Have all conflicts of interest relating to your research been identified, declared and addressed?
	· 

	14. 
	Are you aware of the guidance from all applicable organisations on misconduct in research?
	· 

	When conducting your research:

	1. 
	Are you following the agreed research design for the project?
	· 

	2. 
	Have any changes to the agreed research design been reviewed and approved if applicable?
	· 

	3. 
	Are you following best practice for the collection, storage and management of data?
	· 

	4. 
	Are agreed roles and responsibilities for management and supervision being fulfilled?
	· 

	5. 
	Is your research complying with any monitoring and audit requirements?
	· 

	When finishing your research:

	1. 
	Will your research and its findings be reported accurately, honestly and within a reasonable time frame?
	· 

	2. 
	Will all contributions to the research be acknowledged?
	· 

	3. 
	Are agreements relating to intellectual property, publication and authorship being complied with?
	· 

	4. 
	Will research data be retained in a secure and accessible form and for the required duration?
	· 

	5. 
	Will your research comply with all legal, ethical and contractual requirements?
	· 

	(Taken with permission, from Code of Practice for Research, UK Research Integrity Office, pPublished September 2009)



	
The Checklist lists the key points of good practice in research for a research project and is applicable to all subject areas


(Taken with permission, from Code of Practice for Research, UK Research Integrity Office, pPublished September 2009)




































APPENDIX 5: SAMPLE PARTICIPANT INFORMATION SHEET

	Participant Information Sheet

	(You are being invited to take part in a research project. Before you decide whether or not to participate, it is important for you to understand why the research is being done and what it will involve. Please take time to read the following information carefully.)


	Research Project Title:  
	XXXXXXXXXXXXXX

	Name of the researcher(s):
	XXXXXXXXXXXXXX

	What is the purpose of this study?
	(The purpose of this research project is to …

	Why have I been invited to participate?
	(You have been invited to participate as ..)

	Do I have to take part?

	(No, your participation in this research project is entirely voluntary. You are not obliged to participate. If you do not wish to take part you do not have to give reason. If you do agree to participate you are free to withdraw at any time without giving a reason and with no penalty)


	When and where will the research take place?

	(At Coleg Llandrillo ( Rhos on Sea site). You will be asked to come to room G45 at 10..00 on Tuesday Feb 25th… )

	What will I have to do if I agree to take part?

	(Once you have read the information sheet you will be asked to:
1. Read and sign a consent form.
2. **
3. ***

	How much of my time will participation involve?

	(It will take approximately 10 minutes for you to fill in the questionnaire/ etc. )


	Will my participation in the project remain confidential if I was to participate?
	(If you agree to participate, your name will not be disclosed to other parties. Your responses to the questions will be used for the purpose of the research project only. You can be assured that if you were todo participate you will remain anonymous.)


	What are the advantages to taking part?

	(You may find the research project interesting and gain a further understanding of the subject.)


	Are there any disadvantages to taking part?

	(There  are  no  identified  disadvantages  associated  with  participation  in  this  research  OR  possible  disadvantages include … )
Are there any disadvantages to taking part?


	What will happen with the results?

	(Your results will be included in a report/ will contribute to a written assignment for a degree course on….)


	How will my data be stored?

	(Your questionnaire/interview data will be kept in a secure location by the course tutor, under the terms of GLLM Data Protection Policy and will be disposed of using a confidential waste service. …).


	What if I have questions about the research project?

	(You have the opportunity to ask questions at any time during the research and at the end…….).






APPENDIX 6: SAMPLE PARTICIPANT CONSENT FORM


	PARTICIPANT CONSENT FORM

	Project Title: 
	

	Researcher’s Name:
	

	Supervisor’s Name: 
	

	

	
· I have read the Participant Information Sheet and the nature and purpose of the research project has been explained to me.

· I understand the purpose of the research project and my involvement in it.


· I understand that while information gathered during the study may be published, I will not be identified and my personal results/details will remain confidential.

· I understand that data will be stored on a password protected computer and only the researcher will have the password.

· I understand that I may withdraw from the research project at any stage without giving a reason and that this will not affect my status now or in the future.

· Any questions I had about the research have been answered


· I understand that I may contact the researcher if I require further information about the research or have any other queries relating to my involvement in the research.

· I agree to take part in the above research project.


	Signed:
	
	

	Print Name:
	
	Date:
	





GLLM (insert own Programme Area here) 
Academic Ethics Committee (AEC)


Membership

· Senior Manager (Chair)
· Relevant PAM(s)
· Other relevant academic staff (usually 2)
· Secretary to the AEC


Frequency of meetings

· Regular meetings throughout the academic year to effectively facilitate the processing of Research Ethics Applications
· Dates of meetings to be set at the start of the academic year


Terms of Reference

1. To ensure research integrity of GLLM practice.
2. To review all research proposals submitted from HE staff or student researchers within the programme area.
3. To ensure that all approved research proposals adhere to GLLM Research Ethics Principles, Policy and Processes.
4. To ensure that the Programme area has efficient and effective review and monitoring of Research Ethics Applications.
5. To ensure that appropriate HE research ethics approval monitoring information is reported regularly to the relevant college’s Consultative Committee.












SAMPLE :


HealthEALTH and & WELLBEING Care, Childcare and Sport
ACADEMIC Academic ETHICS Ethics COMMITTEE Committee DATESdates
20--  – 20--


	DATE*
	TIME

	

	

	14th November 2016 (HE week 9)
	9am – 5pm

	28th November 2016 (HE week 11)
	9am – 12noon

	23rd January 2017 (HE week 17)
	1pm – 3pm




NOTES:

HEALTH & CARE
07/10/16 ‐ Submission of proposal outline to supervisor 24/10/16 – Submission of draft REA1 to supervisor 14/11/16 – Submission of REA1 to AEC

SPORT
06/11/16– Submission of draft REA1 to supervisor 14/11/16 – Submission of REA1 to AEC

· Further meetings will be convened if necessary














Research Ethics Application form (REA1)


Important

1. Please complete sections A, B, C and D of the REA1.

2. Ensure that you use the Guidance Notes provided to assist with this process.

3. You will need to submit the REA1 form to your relevant Tutor/Supervisor by the date agreed with him/her.

	[image: ]Research Ethics Application Form
(Form REA1)

	SECTION A

	Researcher Name
	

	Student ID:
	

	Academic year (e.g.16-17)
	

	Tutor/ Supervisor:
	

	

	SECTION B

	1. a)
	What is your proposed title?

	

	b)
	What is the research question you plan to investigate?

	

	c)
	What are the aims of your study?

	




	2. a)
	Which method (s) are you planning to use?

	

	b)
	Outline what you plan to do:

	

	c)
	Include a draft copy of documentation linked to what you are measuring/ looking out for/ asking.
List the document(s) included here or write n/a

	

	d)
	How will you record your data?

	

	3.
	Participant Information

	a)
	Who will the participants be?

	
	

	b.
	Will any of the participants be:

	
	Under 16
	Yes
	
	No
	

	
	16-18
	Yes
	
	No
	

	
	Vulnerable Adults
	Yes
	
	No
	

	
	If yes to any of the above you will need to gain parental consent as well as participant consent and you may require DBS clearance

	
	Do you have DBS clearance
	Yes
	
	No
	

	c)
	How will you recruit your particippants?

	
	

	d)
	How many participants will be in your sample?

	
	

	4. a)
	How will you ensure that your participants are kept anonymous?

	

	b)
	How will you keep the participant responses confidential?

	




	5.a)
	How will you gain consent forom your participants?

	

	b)
	Include the information you will give to the participants in order for them to decide whether to take part:
List the document(s) here or write ‘Not applicable’

	

	c)
	Include a copy of your consent form
List the document(s) here or write ‘Not applicable’

	

	d)
	If no consent form is needed, explain how you will get consent from participants

	




	6.
	How will you ensure that you have the correct consent/ permission that you need as well as consent from your participants?

	a)
	Organisational consent?

	

	b)
	Parent/ guardian consent?

	

	If either of the above, include a consent form for each
List the document(s) included here:

	

	7.
	Where will this research take place?

	




	8 a)
	Are there any particular sensitivities associated with your research area or methods of collecting data? If so, explain here:

	

	b)
	How will you control these to ensure that you protect your participants from harm, including any possible or potential distress (include these in your risk assessment)?

	

	9.

	Ensure that you include a Risk Assessment.
List the document(s) included here or write ‘not applicable’:

	

	10.
	How will you ensure that your participants are aware of their right to withdraw and that they can exercise this if they wish?

	



	SECTION C  

	Please indicate the additional documentation included:
	Yes
	Not Applicable

	a) 
	Copy of relevant documents e.g. proposed questions, observation schedule, experimental instructions, interview draft questions
	
	

	b) 
	Response/ data sheets
	
	

	c) 
	Information to participants
	
	

	d) 
	Consent Form (participants
	
	

	e) 
	Consent form (other if applicable)
	
	

	f) 
	Risk Assessment
	
	

	g) 
	Health questionnaire
	
	

	h) 
	Other, please specify
	
	

	

	SECTION D   

	Personal statement:

	
I have read the GLLM Code of Practice on ethics related to research with human participants, and to the best of my knowledge and ability confirm that the appropriate ethical considerations are addressed.

I am aware of and understand, the GLLM procedures on Research Ethics and Health and Safety.

I confirm that I will abide by all other applicable codes of ethics.


	Signature of researcher/student:
	
	Date:
	

	Signature of Tutor/Supervisor:
	
	Date:
	




	SECTION E: For Official use only

	Grŵwp Llandrillo Menai Ethics Committee

	Coleg
	Llandrillo
	
	Meirion Dwyfor
	
	Menai
	

	Programme Area:
	

	Date of Ethics Committee:
	

	Approved:
	
	Not Approved:
	

	Comments:

	

	If not approved:

	1.
	Conditions to be fulfilled before resubmission:

	

	Expedited resubmission and review:
	Yes 
	
	No
	

	2.
	Recommendations (it is recommended that these are fulfilled)

	

	Signature:
	
	Date:
	

	Chair of  insert own Programme area here) Ethics Committee



	SECTION F: For Official use only

	Grŵwp Llandrillo Menai Ethics Committee
RESUBMISSION

	Coleg
	Llandrillo
	
	Meirion Dwyfor
	
	Menai
	

	Programme Area:
	

	Date of Ethics Committee:
	

	Approved:
	
	Not Approved:
	

	Comments:

	

	If not approved:

	1.
	Conditions to be fulfilled before resubmission:

	

	Expedited resubmission and review:
	Yes 
	
	No
	

	2.
	Recommendations (it is recommended that these are fulfilled)

	

	Signature:
	
	Date:
	

	Chair of  insert own Programme area here) Ethics Committee












Guidance notes to assist HE research staff and students in completing their research ethics application form (REA1)

The Academic Ethics Committee (AEC) are principally ensuring that your proposal is not likely to breach any ethical guidelines for conducting research with human participants.



The Ethical Review of all research proposals is necessary to ensure that risks to all are minimised. The risks to be considered may involve:

· The participants
· Those associated with the participants
· Other groups or individuals connected with the study
· Any organisation involved with or the subject of the research
· The researcher
· The College and Grŵp Llandrillo Menai


You need  to  ensure  that  your  information  is  detailed  and  clear  enough  for the  committee  to  fully understand what you intend to do in order to make a judgement.


In particular the following need to be considered fully:

· Protection of Participants from harm (including any psychological distress)
· Informed consent
· Right to Withdraw
· Anonymity and Confidentiality


Ensure that you address each item on the REA1. If any do not apply to your proposed research then write ‘not applicable’.


Q1.  Make sure that a), b) and c) link to one another appropriately (it is often best to decide on the title
after the more detailed planning is done)


Q2.

a) Include the method(s) you are using e.g. experiment, interview.

b) Explain what you are going to do e.g. ‘Using 2 groups of 10 adults, I plan to compare the time it takes them to sort a shuffled pack of playing cards into suits. Each participant will do this in private in a college room with just the researcher present. One group will do this at 1pm before they have
lunch, the other group will do it at 1pm after they have had lunch. The researcher will measure the time taken with a stopwatch and will also check the accuracy of each participant.’

c) For example, this could include the proposed questions (e.g. for interview or questionnaire), recording sheets (e.g. for observation), instructions to participants (e.g. for an experiment).

d) Include any additional information about how you are recording your results e.g. long hand notes, tick boxes, tape recorder etc.



Q3.

a) Detail here is vital; do not say ‘random’ people for example. If you are interviewing passers by in the street – you need to say for example, ‘passersby in the street at lunchtime. Once the interviewer has finished with one participant they will stop the 5th adult that walks passed them to ask if they would like to participate’.


b) Note: If you plan to do your research at college you need to remember most students are aged 16‐18 so if you are studying those aged 18+ you will need to explain how you will ensure this.


c) If your sample are restricted by the place where you are carrying out the study e.g. the staff of a particular care home, explain this in this section.


d) Do not be overambitious with sample size, ask your tutor/supervisor.



Q4.

a) This is particularly important if you ‘know’ the participants (much better in general if you don’t) but not insurmountable. Ask your tutor for advice.


a)  Do not ask for people’s names (or other identifying information) if you have told them they will be anonymous.


a)    Do not identify an organisation.

GLLM Research Ethics – March 2014


Q5.

a) You need to give people enough information for them to be able to make an informed opinion about whether they want to take part. They do not need every detail but enough to make an informed decision. See appendix 1 example of participant information sheet.

b) Also participants need to be able to decide to withdraw later without any negative consequences.


c) Consider the most appropriate way to get consent for your particular method. This is likely to involve signed consent from the participant as a minimum.

c)    For online surveys, e.g. Survey Monkey, completion may assume consent.



Q6.

a) You need to ensure that you get appropriate permission from a ‘gatekeeper’ to carry out a study
e.g. at College, in a Sports Centre, in a Nursery, in a hospital setting or in a care home. Ensure you have an appropriate letter/ form for this.


b) Third party consent will always be needed from an appropriate authority if you are studying children or vulnerable adults.



Q7.	Where will you do this? For example, over the internet, at work etc … full details needed.



Q8.

a) This is vitally important for example, if you are researching topics such as social class, academic attainment, obesity, parenting, workplace attitudes (to almost anything), gender differences, or approaches to care.

b) You need to think seriously about this and how you can minimise sensitivity and ensure protection from harm– and this/ these should be included in your Risk Assessment.




Q9.

a) Your Risk Assessment is where you identify the risks of the research and manage those risks effectively to ensure that risks are minimised. Consider risks that may affect:
· The participants?
· The researcher (i.e. you)?
· The organization (if appropriate)

See example Risk Assessment form in appendix 2.

ba)  For certain research areas, e.g. involving practical exercise, a health questionnaire will also be needed.


Q10. Right to withdraw is important – but it is no use promising anonymity and telling participants that they can withdraw their results at any time afterwards as you will not be able to identify their individual responses. So think carefully about how you can ensure that participants can withdraw once they have agreed to take part.


Other Guidance

· Do not include theoretical or other information beyond that which is asked for above.

· Ensure that all additional documents are submitted (if not needed for your study check with your tutor/supervisor and write ‘not applicable’).

Common reasons that ethical approval is not granted at submission:

· Lack of necessary documents included.
· Lack  of  complete  information  e.g.  about  participants,  or  about  information  to  be  given  to participants.
· Difficult for the committee to understand what the researcher plans to do – through lack of detail or contradictory information e.g. aims and research question do not link.
· Lack of relevant consent being sought (and lack of associated documents).
· Research method is flawed and cannot therefore be justified.
· Too ambitious proposal – not doable.
· Risk assessment is superficial and does not address the specific risks involved (e.g consists only of says paper cuts and staple wounds regarding questionnaires to parents about additional learning needs).


Next Steps

· Your tutor/supervisor will assist with the Research Ethics application form (REA1).
· When completed, submit your REA1 to your tutor/supervisor (who will have given you guidance about submission due date and format of submission).
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APPENDIX 1: EXAMPLE OF PARTICIPANT INFORMATION SHEET,

Play is an essential part to the physical, cognitive, social and emotional development and well‐being of a child. Play also offers the ideal opportunity for parents to engage fully with their child!



· Why do you use physical play programmes for your child?


I would like to ask parents/carers if you could give me five minutes of your time and fill in a short questionnaire about the reasons why you use physical play programmes such as Tumble Tots.


· Why is this information needed?


This research is part of a piece of work for my BA9Hons) in Childhood Studies and Learning Support, and I would be very grateful for your contribution. I am investigating why programmes such as Tumble Tots are so popular with families today and to see if there is one specific motive, or lots of different reasons as to why so many people use them.


· What happens with the information you provide?


The information you provide will be in the format of a questionnaire with 8 questions. None of these questions will ask you for your or your child’s name or for the venue which you attend. All information will be kept confidential, only I will see the questionnaires, which are anonymous.


Questionnaires should be returned in the envelope provided to a box which will be on the Tumble Tots desk at your chosen venue. Please do not write your name or any other personal information on the envelope provided. I have asked the leader of the class to hand out the questionnaire to you, as it means I will not be aware from whom the information has come.

· Additional information


BY reading this information and filling in the questionnaire you are giving your consent for me to use this information in my research. Once again, this information will be kept confidential and anonymous. If for any reason you change your mind and do not want to participate, that is fine. Please return the blank questionnaire and information sheet to the member of staff on the desk and we will distribute it to someone else.

Thank you for your time and if you would like a copy of my dissertation when it is completed please feel free to come and ask me.


Regards
[image: ]





APPENDIX 2: RISK ASSESSMENT PROFORMA
Risk Assessment


	IDENTIFIED RISK
	LIKELIHOOD
	POTENTIAL IMPACT/OUTCOME
	RISK MANAGEMENT

	Identify the risks/hazards present
	High/Medium/Low
	Who might be harmed and how?
	Evaluate the risks and decide on the precautions e.g. Health & Safety

	Breach of confidentiality
	Low
	Participant – pupils might be embarrassed of their reading scores or they could be bullied by others about their scores.
	Ensure that all data and information are kept in a safe locked cabinet in the school office.

	Breach of anonymity
	Low
	Participant – others may find information about participant if the research will not be anonymous.
	Ensure that all pupil’s names are changed into numbers such as pupil 1, pupil 2 etc.

	Distress to participants
	
	
	

	
	
	
	




GLLM Research Ethics –UK Research Integrity office, 2009. Code of Practice for Research. [Online]London: Aldridge Press. Available at: http://www.ukrio.org/publications/ [Accessed Jan 03 2014]
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ADMINISTRATIVE PROCESS FOR AEC

1. Admin assistant to create list of anticipated students for each area, keep a note of the date when first submitted.

2. Print off the REA1 for each Ethics Committee member and only one copy of any additional documents, such as consent forms, letter etc. Must also print off the student list.

3. Ethics Committee will write the comments on Section E of the REA1 and pass onto the admin assistant.

4. Admin assistant will the type this onto REA1 version one for the student, save document as PDF, email back the learner and cc tutor/supervisor.

5. If it has been approved after the first submission the admin assistant must note this on the student list. If it has not been approved the process starts again, saving as version 2 or version 3 and noted dates etc. until it has been approved.
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	STUDENT NAME
	ID
	DISSERTATION TUTOR/ SUPERVISOR
	DATE 1ST  VERSION SUBMITTED
	AEC DATE & OUTCOME
	AMENDED COPY SUBMITTED
	AEC DATE & OUTCOME
	DATE APPROVED
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