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OVERVIEW OF PROCESS

• The ethical approval process is a means by which the University seeks to ensure that all 
researchers consider carefully the ethical implications of their research activity. 

• There is an expectation that research design and methodology will have been approved for all 
research project proposals through School/Faculty processes BEFORE ethical approval is 
sought.

• Each academic discipline should establish a procedure to ensure the processes below are 
followed. 

• All ethical approval applications are completed on the form PG2-E1.
• Located in “complete list of forms” link on forms tab of the HWB. 



THE PROCESS FOR SEEKING
ETHICAL APPROVAL



10 COMMON SHORTCOMINGS

1. Section B: 

• Omitting date

2. Section B: 

• Omitting name of the staff member and 
their designated role

3. Section C: 

• Omitting University Code of Ethics

• Not citing guidance correctly

4. Section D: 

• Indicating ‘Yes’ when ‘No’ may be more 
appropriate. 

• This does not normally apply to university 
placement experiences which are part of 
the students’ programme of study e.g. 
schools, youth organisations, observational 
placements

• In these cases you would indicate ‘No’



10 COMMON SHORTCOMINGS

5. Section E: 
• Ensure that the proposed start date is after the 

Committee Ethics meeting

6. Section F: 
• Any boxes ticked should be commented upon in 

the methodology (section E)

7. Section G: 
• Give number of participants and say how you 

will identify participants

8. Section H:  
• All research carries risk

• Ensure that risks are identified

• Do not put ‘Not Applicable’

9. Section K:  
• Include signatures of supervisor

• These can be either electronic or handwritten

10. Section K: 
• Include date of signature and tick relevant boxes 

on checklist.



FURTHER GENERAL OBSERVATIONS

• Section C and E:  
• Reference should be made to ethics guidance outside the UK

• Section E: 
• Under ‘location of research activity’ it is up to the discretion of the supervisor in conversation with the student 

as to whether the name of an organisation is included

• It is advisory to use bullet points for 
• Research Aims

• Research Objectives 

• Research Questions

• Section G:
• Ensure that you tick one the boxes either ‘YES’, ‘NO’ or N/A



FURTHER GENERAL OBSERVATIONS

• Section H:
• ‘Adverse outcomes’ should link to risks in preceding boxes

• Section I:
• Make explicit reference to how informed consent, confidentiality and anonymity will be achieved

• Section J:
• Electronic transfer of data means communicating data between electronic devices e.g. one database to another. 

This does not mean saving work to a USB stick.

• Under ‘list all who have access to the data generated by the research activity..’ this applies to raw data and you 
should consider carefully who should access this. Normally this would be the researcher and supervisor and in 
placement contexts, a leader or designated person.

• Ensure that you provide details if boxes are ticked

• At the end of the form, do not include the Application Process or any appendices



SECTION B

Include Name of Staff 
Member and their 
Designated Role

Put in 
Date



SECTION C

• Now default to include UWTSD 
Codes of Ethical Practice

Please note we would be FULLY 
expecting you to also note appropriate 

BPS guidance and cite this correctly. 



SECTION D

Ticking ‘Yes’ when ‘No’ may be more 
appropriate. This does not normally apply to 
university placement experiences which are 
part programme of study e.g. schools, youth 
organisationsof the students’, observational 

placements. 
In these cases you would tick ‘No’.



SECTION E (SLIDE 1)
Ensure that the 

proposed start date is 
AFTER

the Committee Ethics 
meeting

Use research to provide 
background to the research area

Research question and any hypotheses 
should be in this section



SECTION E (SLIDE 2)

Aims and Rationale in 
this box

Potential Research Implications 
here – and summarise the aims

Important – this is the methods – design, 
materials and procedure should be here. 



SECTION E (SLIDE 3)

As it says provide details of 
the location here – be truthful

It will probably be N/A 
for this section

It will probably be no 
for this section



SECTION F

Any boxes ticked YES
should be commented 

upon in the Methodology 
(Section E)



SECTION G (SLIDE 1)

Just complete 
honestly –

remember to check 
NO if it is NO –
don’t leave blank. 

Note the number of 
participants (approx.), the 

type of participant (e.g. Uni
students?) and how you are 

going to obtain the 
participants here. 



SECTION G (SLIDE 2)

You shouldn’t really be 
ticking “NO” to any of these 

questions

You shouldn’t really be ticking “YES” to 
any of these questions



SECTION H

• All research carries risk if it involves participants

• ensure that risks are identified

• Do not put ‘Not applicable’

• Left hand column you note the risks – right 
hand column you report how you will 

mitigate the risks



SECTION I

Researchers are required to indicate in the ethics form that they 
will follow the Ethical policy within their place of work/placement, 
to provide a letter which demonstrates the organizations support 
for the research, in addition consent forms given to all 
participants and if this work involves minors (under 18 in line 
with UWTSD) that parents/guardians are also asked for their 
consent. 

Make explicit reference to HOW
informed consent, confidentiality and 

anonymity will be achieved

Make explicit reference to HOW
informed consent, confidentiality and 

anonymity will be achieved



SECTION J

Section J refers to the Type and 
storage of your data. It is 

important that you have a good 
understanding of GDPR (2016) 
and the DPA (2018) and tick 
honestly if your data COULD 

potentially contain personal and 
special category data (see 

description). You then need to 
explain if yes, the description of 
the data and WHY you need to 

collect this data. 



Please note this is for all stored data. 



SECTION J (CONTINUED)

Electronic transfer of data means 
communicating data between electronic 
devices e.g. one database to another. 
This does NOT mean saving work to a 
USB stick



SECTION J (CONTINUED)

This ONLY applies to RAW DATA and you 
should consider carefully who should have 
access
Normally this would be the researcher and 
supervisor but in placement contexts, this could 
also be a leader or designated person

• Regarding storage of Raw data, make sure you 
are adhering the UWTSD, BPS, DPA and 
GDPR policy in relation to security and 
retention of raw data and when this data can 
be destroyed



SECTION K

• Remember to 
include the 

Date

Include signature of 
your supervisor

These can electronic or handwritten – do not forge this



GENERAL ISSUES
REMEMBER . . . 

Ensure that you 
Indicate either

‘YES’, ‘NO’ or N/A
For all that require

a cross



FINALLY . . . 

This box is often 
marked in error



REMEMBER!

delete the instructions 

from the bottom of the form
before sending to your supervisor


	University ETHICS Committee
	Overview of process
	The process for seeking�ethical approval�
	10 common shortcomings
	10 common shortcomings
	Further general observations
	Further general observations
	Section B
	Section C
	Section D
	Section e (Slide 1)
	Section E (Slide 2)
	Section e (Slide 3)
	Section f
	Section g (Slide 1)
	Section G (Slide 2)
	Section H
	Section i
	Section J
	Slide Number 20
	Section J (Continued)
	Section J (Continued)
	Section K
	General Issues�Remember . . . 
	Finally . . . 
	Remember!

