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RESEARCH ETHICS REVIEW CHECKLIST

FOR FACULTY OF EDUCATION

Question: Who needs to complete this checklist?

Answer: Any student or member of staff on the Faculty of Education’s payroll who is planning to undertake empirical or nonempirical research.  Note: Do not fill in this form if you are already completing the Cambridge University Psychology Research Ethics form.
Question: What documentation should be provided?
Answer: (a) This form, completed and signed; (b) A short summary of proposed methods (attach separately or paste into Section A) or relevant sections (only) of original proposal; (c) Copies of information sheets (including data protection protocol) and consent forms for participants or those providing documents/data for your analyses (even where delivered orally). (c) is compulsory where your research involves collecting information directly from children, young people or adults (teachers, parents, school leaders, others) and is often applicable when conducting documentary or secondary data analysis.
This documentation should include evidence of attending to relevant key issues in the box below. 

Note re. EU General Data Protection Regulation May 2018. Most academic research is exempt from some sections of the European GDPR legislation, assuming it is being carried out “in the public interest”. However some important conditions apply and these are detailed in the Appendix to this document. Ethical good practice remains important independent of legal requirements of course.
The Faculty’s Three Stages of Ethical Clearance

Stage 1 involves you in completion of this Ethics Review Checklist. This is the first stage of three. It will help you (and others) decide to what extent you need to become involved in the second and third stages. When you have completed it you (and the Faculty) will be in a position to make this judgement. Approval by an independent ‘knowledgeable person of standing’ is required in all cases. Further details are provided in Section C.
Stage 2 will involve you in discussing any ethical dimensions of your research in some depth with another ‘knowledgeable person of standing’; this is a very likely outcome of completing the checklist. Further details are provided in Section C.

Stage 3 will involve you in obtaining formal ‘ethical clearance’ through the Faculty of Education’s procedures; some projects will need to proceed to this stage. Further details are in Section C.

Section A: Details of the Project

Project Title:

Name of Researcher(s):

Position in Faculty: Member of staff / Undergraduate student / PGCE student / Masters student / Doctoral student / Other research student
Email address:

Usual contact address:

Phone number:

Students Only

Course of study:

Supervisor’s name:
Supervisor’s email:

Supervisor’s contact address:

Outline of (empirical/non-empirical) methods (staff and students)
Is a project summary or funding proposal attached which details the proposed methods?        YES/NO
If NO, please add a project methods summary paragraph here:
Changes to design

Do you understand that:

a) any substantive change in your research plans that would change the details appended will require you to lodge a revised summary of methods?





      YES/NO
b) any substantive change in your research plans that would change your answers to any of the questions on this form will require you to submit a revised form to the knowledgeable person of standing for approval of the revised plans? 





      YES/NO
Section B: Checklist 

Most of the questions on this checklist deliberately offer you just two answers (‘yes’ or ‘no’). You will probably find that you can answer many of the questions unequivocally one way or the other. However, sometimes you may wish there was an ‘it depends’ response category. If you find yourself in this position, please give the answer which suggests that, at this preliminary stage, there might be an ethical issue requiring more discussion at Stage 2, and explain the issue very briefly underneath.

Code of Practice relating to Educational Research

1a. Have you read the Ethical Guidelines for Educational Research (2018) of the British Educational Research Association (BERA)? (if you have not yet read them, the latest version is available at

http://bit.ly/BERAethics2018) 
1b. Is this Code relevant to the conduct of your research?



YES/NO
If you have answered ‘no’, please briefly explain why:

1c. Do you agree to subscribe to the Code in carrying out your own research?                    YES/NO
2. Are there any aspects of your proposed research which, in the context of BERA’s Code of Practice, might give rise to concern amongst other educational researchers?      


YES/NO
If you have answered ‘yes’, please briefly list possible causes for concern below:

a.
b.
c.
3a. Will you be analysing an existing data set that has already been collected by someone else (i.e. secondary data analysis)? 






YES/NO
b. If you answered YES: can you confirm that the data you will be using are either

- already available in the public domain for anyone to analyse;

or

- you have been given permission by the owner of the data set to undertake your own analysis and report the results 












YES/NO
4. Will you be collecting your own research data for the study (through such techniques as interviewing people, observing situations, issuing questionnaires etc.) 


YES/NO








If you have answered NO to question 4, you may proceed to Section C and need not answer any further questions in this section.

Obtaining ‘Informed Consent’

5. Are you familiar with the concept of ‘informed consent’? (if you are not familiar with this concept you should first consult the following source:  page 9 of the BERA guidelines above).
YES/NO
6. Does your research involve securing participation from children, young people or adults where the concept of ‘informed consent’ might apply? 





YES/NO
Permission is likely to be needed to report any information about people or institutions that is not in the public domain, and which you have been able to obtain due to your privileged access to the research site(s) in whatever capacity. 

If you have answered ‘yes’ to Question 6 above, please answer the following questions. 

7a. Do you believe that you are adopting suitable safeguards with respect to obtaining ‘informed consent’ from participants in your research in line with the Code of Practice? 

YES/NO
7b. Will all the information about individuals and institutions be treated on an ‘in confidence’ basis at all stages of your research including writing up and publication? 



YES/NO
7c. 

I. Will all the information collected about the institution(s) where research is based be presented in ways that guarantee the institution(s) cannot be identified from information provided in the report? 










YES/NO
Note: in a thesis written by a researcher about a research context where they have a publicly acknowledged role, it is difficult to disguise the identify of the institution whilst also providing the expected detail of the researcher's relationship with the research context. 
 



II. If not, has the appropriate responsible person given approval for the research on the understanding that the identity of the institution cannot be protected in the report of the research.











YES/NO
III. Will all the information collected about individuals be presented in ways that guarantee their anonymity?

Note: a person with a named role, or having a specific set of reported characteristics that is unique in the research context, cannot be assured of anonymity when the identity of the research site cannot be protected.







YES/NO
IV. If not, have these issues been explained to the relevant participants (and appropriate gatekeepers in the case of children or other vulnerable participants). 

YES/NO









7d. Will your participants be informed before the study that they may withdraw consent during the research if, for whatever reason, they felt this to be necessary? 



YES/NO
The 2018 BERA Ethical Guidelines (para. 21) expect that the same ethical principles will be applied to research undertaken in any setting, including overseas, where cultural traditions may render asking participants or parents/guardians to sign written consent forms inappropriate. Age of participants or linguistic barriers may also be constraining in some settings. “Careful negotiation, adaptation and sensitivity” will be required in such circumstances.
7e. If it is more appropriate to obtain consent in oral or graphical form rather than written form, how will this be negotiated and evidenced (e.g. will an audio recording be made)?
8. The Involvement of Adults in the Research

8a.  Will your research involve adults? 






YES/NO







      
  

If you have answered ‘yes’ to Question 8a above, please answer the following questions; otherwise please proceed to Question 9.

8b. Will these adults be provided with sufficient information prior to agreeing to participate in your research to enable them to exercise ‘informed consent’?



 YES/NO











8c. Will the adults involved in your research be in a position to give ‘informed consent’ themselves with respect to their participation? 






YES/NO
8d. Will these adults be able to opt out of your research in its entirety if they wish to do so by, for example, declining to be interviewed or refusing to answer a questionnaire? 

YES/NO









8e. Will these adults be able to opt out of parts of your research by, for example, declining to participate in certain activities or answer particular questions? 



YES/NO
9. The Involvement of Children, Young People and other potentially Vulnerable Persons in the Research

9a. Will your research involve children, young people or other potentially vulnerable persons (such as those with learning disabilities or your own students). 




YES/NO
If you have answered ‘yes’ to Question 9a above, please answer the following questions; otherwise move to Question 10.

In educational and social research ‘informed consent’ regarding access is often given by a ‘gatekeeper’ on behalf of a wider group of persons (e.g. a head or class teacher with respect to their pupils, a youth worker working with young people, another person in an ‘authority’ position). 
9b. Who will act as the ‘gatekeeper(s)’ in your research? 

Please list their position(s) briefly below and, where this is not self-evident, describe the nature of their relationship with those on whose behalves they are giving ‘informed consent’. The researcher cannot act as the gatekeeper (see 9g below).

9c. Will you be briefing your ‘gatekeeper(s)’ about the nature of the questions or activities you will be undertaking with the children, young people or other potentially vulnerable persons involved in your research? 









YES/NO
9d. If another person (such as a teacher or parent of a child in your study) expressed concerns about any of the questions or activities involved in your research, would your ‘gatekeeper(s)’ have sufficient information to provide a brief justification for having given ‘informed consent’? YES/NO
9e. If unforeseen problems were to arise during the course of the research, would your ‘gatekeeper(s)’ be able to contact you at relatively short notice to seek advice, if they needed to do so? 










YES/NO
9f. Could your ‘gatekeeper(s)’ withdraw consent during the research if, for whatever reason, they felt this to be necessary? 








YES/NO
9g. 
i. Are you undertaking research into your own professional context/institution (e.g. with students in a school where you work)? 







YES/NO
If you answered ‘YES’ then you should identify (in 9b above) a suitable senior person who has agreed to act as an independent point of contact for participants to act as the gatekeeper, and answer the following two questions:

 ii. Will you ensure that other people in the research context are aware of the identity of the gatekeeper? 









YES/NO
iii. Will you take reasonable precautions to ensure that research participants (and where appropriate their parents/guardians) know that they should contact the gatekeeper (and not you) if they have any concerns about the research? 






YES/NO
Other Ethical Aspects of the Research

10. Will it be necessary for participants to take part in the study without their knowledge and consent at the time? (e.g. covert observation of people in public places) 


YES/NO
11. Will the research involve the discussion of topics which some people may deem to be ‘sensitive’? (e.g. sexual activity, drug use, certain matters relating to political attitudes or religious beliefs)















YES/NO

12. Does the research involve any questions or activities which might be considered inappropriate in an educational setting?








 YES/NO
13. Are drugs, placebos or other substances (e.g. food substances, vitamins) to be administered to study participants or will the study involve invasive, intrusive or potentially harmful procedures of any kind?









 YES/NO
14. Is pain or more than mild discomfort likely to result from the study?


 YES/NO
15. Could the research involve psychological stress or anxiety or cause harm or negative consequences beyond the risks encountered in normal life?




 YES/NO
16. Are there any other aspects of the research that could be interpreted as infringing the norms and expectations of behaviour prevailing in educational settings?


 YES/NO
17. Are there any other aspects of the research that could be to the participants’ detriment?











YES/NO
18. Will the study involve prolonged or repetitive testing?



 YES/NO
19. Will financial inducements (other than reasonable expenses or compensation for time) be offered to participants?









 YES/NO
Section C

What Further Steps to Secure Ethical Clearance are Required?

Stage 1 Clearance

Interpretation of Results

If any of your answers coincide with the response options having a coloured background, then please add details of your plans under relevant items (or refer to specific sections/pages of your proposal). In this case you should assume that further discussion involving Stage 2 procedures is required because some aspect of your proposed research is likely to be ‘ethically sensitive’. In practice, many issues can be resolved at this stage. 

Members of staff should be especially careful about research involving their own students (question 9g). 

If you have ticked ‘yes’ in response to one or more of questions 10 to 20, both Stage 2 and Stage 3 clearance will definitely be required.
Stage 2 Clearance

Any ‘ethically sensitive’ responses identified by the researcher during completion of the form or subsequently by the knowledgeable person (see below) should be discussed in detail before the form is signed.

Stages 1 and 2: Approval

All researchers need to have this form approved and signed by a ‘knowledgeable person of standing’. That person should first raise with the researcher any queries or concerns they have, even where the researcher considers that Stage 1 clearance is sufficient. S/he should also review the additional documentation provided and suggest modifications if needed, before giving approval.
In the case of students within the Faculty, this person will, in almost every case, be the person supervising your research. 

Members of Faculty staff will need to exercise some care in selecting such a person. S/he is likely to be someone with considerable experience of research in a cognate area to your own and quite likely to be one of the more senior members of the Faculty. S/he should not be someone who is also involved in the research nor someone with whom you regularly collaborate (whether in relation to research, teaching or administration). The test, in every case, should be whether an outsider would judge the person chosen to be ‘independent’.

On completion of the discussion, the ‘knowledgeable person of standing’ is asked to choose one of the following three responses, to delete the other two and to affirm their views by adding their signature.
a) I have discussed the ethical dimensions of this research and, as outlined to me, I do not foresee any ethical issues arising which require further clearance.

or

b) There may be some ethical issues arising from this research. I think it would be prudent for the researcher to seek further advice and, possibly, Stage 3 clearance.

or

c) Ethical issues arise in this research which require further discussion; my advice is that Stage 3 ethical clearance should be sought.

and

I have reviewed the summary of proposed methods and any consent/information sheets provided and hereby approve them.
Name:
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                   Date of discussion: . . . . . . . . . . . . . . . 

Signature of ‘knowledgeable person of standing’ . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Lodging this form

It is your responsibility as the researcher to lodge this form with the appropriate body well in advance of undertaking your research.

Students should provide their supervisors with a copy that can be lodged with other papers their supervisors are keeping about their work. If Stage 3 clearance is required, supervisors will take steps to initiate these procedures. Approved ethics forms are routinely required to be submitted with doctoral registration reports and with final theses for all postgraduate students.
Members of staff should lodge a completed copy of this form with the Faculty Research Office. They should draw attention, albeit briefly in the first instance, to the nature of any outstanding issue(s). The Director of Research will then advise on the appropriate Faculty procedures to be followed to enable the research to be considered for Stage 3 clearance. 

All researchers should be aware that Stage 3 discussions could involve them in making modifications to their research design or proposed procedures and may, in certain circumstances, result in ethical clearance being withheld. 

Appendix: General Data Protection Regulation (GDPR) 2018 and Applicability to Academic Research
These parts of GDPR apply to research. Researchers will need adequate data management plans/arrangements in order to meet the following data handling and security principles.

Personal data must be 

· Processed (i.e. collected, handled, stored, disclosed and destroyed) fairly, lawfully and transparently. 

· Adequate, relevant and limited
· Accurate (and rectified if inaccurate)

· Processed securely

Individuals have these rights:

· to be informed of how their personal data are being used
· to receive copies of their personal data in a machine readable and commonly-used format (right to data portability)

· to object: to processing (including profiling) of their data that proceeds under particular legal bases; to direct marketing; and to processing of their data for research purposes where that research is not in the public interest.

· not to be subject to a decision based solely on automated decision-making using their personal data.

Exemptions to other aspects of GDPR legislation apply if these conditions are met: 

1) The data processing is undertaken with a view to publication of some academic (or journalistic, literary and/or artistic) material that would be in the public interest.
2) There is a reasonable belief that compliance with the part of the GDPR that is exempted would be incompatible with the academic purpose.
3) Appropriate technical and organisational safeguards exist to protect the personal data e.g. data minimisation, pseudonymisation, or access controls.

4) The processing will not result in measures or decisions being taken about individuals. 

5) There is no likelihood of substantial damage or distress to the data subject from the processing.
Under these circumstances
· Consent is not legally required – although ethical practice usually requires it of course.

· Personal data collected for other purposes can be used for research ones and can be kept indefinitely

· A subject’s right to access to personal data does not apply if the research results will be made public in an anonymised form 

· Subjects do not have the right to have their inaccurate personal data rectified or erased.

This Appendix offers a brief summary only. For more information, see the Research Integrity and Information Compliance webpages of the University site: https://www.research-integrity.admin.cam.ac.uk/academic-research-involving-personal-data (especially Sections C1 and D2). 
Please note that it is the researcher’s responsibility to read in full and comply with the GDPR legislation; failure to do so incurs very large fines for the institution. 
Key aspects of research ethics





Are the data relevant and necessary for the particular purpose?


What are the proposed uses of the data and how long will data be kept?


Where will data be securely stored and who will have access? 


How will participant identities and personal information be protected? 


Does information to participants and gatekeepers make explicit the research focus and what their involvement entails?


Are timelines, procedures, ethics and withdrawal of consent outlined?


What will participants gain from the research? Will outcomes be shared? How?








� This permission should only be given if the owner of the data can make it available for secondary analysis on the basis of the informed consent they obtained from their original participants.


� Professional work (such as teaching) can involve the collection of evidence to better understand problems/issues and to evaluate innovative practice - leaving practitioners with the question of when these activities become formal research requiring informed consent. This comment is meant to highlight how the collection of data for public reporting beyond the institution (e.g. in a thesis) should be considered as a key criterion for deciding when informed consent is required.


� At present the implicit assumption is that anonymity is always desirable*, and is always achievable. In many studies these assumptions are sound. However, a practitioner (e.g. teacher) reporting research into their own practice/institution in a thesis would normally need to be explicit about their professional relationship to the research context to give an authentic account of their research. As the staff lists of many educational institutions are in the public domain and often readily found by a web search, a thesis by a named member of staff allows the institution to be readily identified from the name of the thesis author. 


Given that an institution can readily be identified, this also has consequences for the degree of anonymity that can be promised to participants - for example those with named roles such as Head of Year 11, Student Voice Coordinator, Head Prefect, etc, or those identifiable from detailed reported characteristics.


* Some institutions or participants may welcome being acknowledged by name in a thesis, and their views should be taken into account and balanced against other considerations. 
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