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[bookmark: _Toc392151443]LIBRARY AND LEARNING RESOURCES:
All students have access to information literacy and research skills support to assist them in their studies.  For further details and contact information please go to the Library and Learning Resources website at http://www.uwtsd.ac.uk/library/.  
[bookmark: _Toc392151444]STUDY SKILLS:
All students have access to study skills support to assist them in their studies.  Details of study provisions are available from Student Services. 

















This handbook is to be read in conjunction with the Programme Handbook which can be found on Moodle





Please take some time to read through this document, as this module handbook has been designed to provide you with the necessary information required for your progression throughout the Dissertation (Level 7) module.   It is very important that you become familiar with this document as it is your essential guide to module content and the learning outcomes required to complete the module.   
If you have any queries regarding this module, in the first instance please contact Dr Beverly Cole, module leader.







































[bookmark: _Toc263259228]MODULE CODE:	ECHC7003
TITLE:		Dissertation 
DATED:		17/05/2017

LEVEL:  		7	
CREDITS:		60	

JACS CODE:	B940

AIM(S)

· To support students in designing and executing a self-directed research study that will contribute to knowledge and debate in Counselling and Psychotherapy.
· To apply practice to research.
· To consolidate areas of specialist knowledge.
· To provide learners with the opportunity to extend their knowledge of a chosen subject within the parameters of the programme.
· To provide students with the opportunity to engage in a substantial self-managed project in a field of counseling and psychotherapy.

LEARNING OUTCOMES

Upon the successful completion of this module, the student should be able to demonstrate the ability to:
· Critically engage with a systematic understanding and critical awareness of topics which are informed by contemporary research informed literature at the forefront of the discipline of counselling/psychotherapy.
· Critically discuss and analyse complex concepts and work which is carried out independently and with some originality.
· Successfully complete at an appropriate standard a substantial empirical research project, systematic review or systematic case study informed by wide current understandings in the discipline.

INDICATIVE CONTENT

· [bookmark: _Hlk47010994]Select an appropriate topic area and develop appropriate questions for in-depth study or original research based on the student’s area of interest/practice.
· Identify and design appropriate research methodology to answer research questions; and critically evaluate the research methods used within their project and their appropriateness in the context of their research and practice setting.
· Critically review and evaluate relevant literature and research.
· Identify and critically evaluate any ethical issues inherent in their research / practice context.
· Clearly present research findings and critically evaluate in context of other research and literature evidence thus making an informed contribution to the knowledge of the research field and area of practice.
· Present a professional research document within the agreed timescale and to the agreed standards; this can be in a variety of formats including literature review, data collection research project or a video documentary accompanied by a written report.
· Using this literature review as the basis, students are required to successfully design, complete and evaluate an original and substantial empirical research project, systematic review or systematic case study informed by wide current understandings in the discipline.
· A wide range of methodological approaches may be considered appropriate: students will work with their supervisor to identify a suitable methodology for the study as well as an appropriate framework for its evaluation.
· A high standard of ethical conduct is required in relation to research with human participants. Students will make themselves aware of ethical debates within their discipline or profession as well as consider and address any ethical implications of their study.
· Students will also seek and obtain ethical approval for their research.  Ethical approval is a necessary requirement before any data collection involving individuals is undertaken. Advice and good practice guidelines are to be found in the Dissertation Handbook and the UWTSD Quality Handbook. 

LEARNING AND TEACHING STRATEGY

· The main methods of module delivery are that of individual supervision and regular timetabled workshops will form part of the programme, particularly during the early stages of the module. Supervisors are identified from the module team according to interests and methodological as well as subject expertise. 

· Students work with their supervisor to identify and evaluate key theoretical and methodological issues within their discipline or profession in order to address these in their project. 








The allocation of teaching to deliver the module is:

	Activity type
	Hours
	Percentage

	Scheduled learning
	80
	13%

	Independent learning
	520
	87%

	Placement learning 
	
	

	TOTAL
	600
	100%



ASSESSMENT:

Assessment Component 1: 100%
Submission of a research dissertation (15,000 words)
Assessment Summary
	Activity type
	Percentage

	Written exam
	

	Coursework
	100%

	Practical
	

	TOTAL
	100%






EDUCATION FOR SUSTAINABLE DEVELOPMENT (ESD)

	Does the module contribute to ESD?
	Yes

	
	

	 Sustainable Literacy Skills

· Students are encouraged to consider and engage with conversations relevant to sustainability. The module will engage students in the dialogues and tensions between the individual understanding of psychological, socio-political and constructivist theories to stimulate future thinking regarding mental health  
· Students are encouraged to think critically and creatively within the field of mental health and social care and explore new approaches to practice  
· Students are able to appreciate the importance of environmental, social and political contexts to their studies. 




	Module Code
	ECHC7003

	Module Title
	Dissertation 

	Classification
	Reading List entry
	Electronic*

	Essential
	Bell, J. (2014) Doing your Research Project A Guide for First-Time Researchers in Education, Health and Social Science. Maidenhead: Open University Press.
	☐

	Essential
	Denscombe, M. (2010) The Good Research Guide: for small-scale social research projects. Maidenhead, Open University Press. 
	☐

	Essential
	McLeod, J. (2014) Doing Research in Counselling and Psychotherapy. London: Sage.
	☐

	Essential
	Chong Ho Shon, P. (2012) How to Read Research Articles in the Social Sciences. London: Sage 
	☐

	Essential
	Holt, N. & Walker, I. (2009) Research with People; Theory, plans and practicals. London, Palgrave Macmillan
	☐

	Essential
	McLeod, J. (2011) Case Study Research in Counselling. London. Sage.
	☐

	Further
	McLeod, J. (2011) Qualitative Research in Counselling and Psychotherapy London: Sage.
	☐

	Further
	Mulhern, G. & Greer, B. (2011) Making Sense of Data and Statistics in Psychology. London, Palgrave Macmillan. 
	☐

	Further
	Ridley, D. (2012) The Literature Review: A Step-by-step Guide for Students. London, Sage.  
	☐

	Further
	Lawrence, A et al (2012) The Literature Review. London: Corwin. 
	☐

	Further
	BACP Counselling and Psychotherapy Research Journal
	☐

	Further
	Therapy Today
	☐

	Further
	Person-Centred & Experiential Therapies 
	☐

	Further
	Journal of Humanistic Psychology 
	☐

	Further
	British Journal of Guidance and Psychotherapy
	☐

	Further
	Evidence Based Mental Health
	☐

	Further
	Journal of Psychotherapy Practice and Research
	☐

	Further
	Psychology and Psychotherapy: theory, research and practice 
	☐

	Further
	Databases e.g. ProQuest, Science Direct, JStore
	☒




Further reading: Journals
Therapy Today (BACP)
Person-Centred & Experiential Therapies 
Journal of Humanistic Psychology 
Arts in Psychotherapy
American journal of family therapy
British Journal of Guidance and Psychotherapy
Counselling and Psychotherapy research (BACP) 
Evidence based mental health
Ecopsychology
International journal of philosophical practice 
Journal of mental health counselling
Journal for social action in counselling and psychology
Journal of multicultural counselling and development
Journal of child psychotherapy
Journal of psychotherapy practice and research
Psychology and psychotherapy: theory, research and practice 


Further reading: Background:

What does the GDPR mean for Qualitative Researchers?  Online.  Available at: 
https://www.transcribeit.co.uk/gdpr-for-qualitative-researchers/.  Accessed July, 2019.

BACP, 2019.The General Data Protection Regulations: Legal Principles and practice notes for the counselling profession. Lutterworth: BACP. Also available online.  Available at: https://www.bacp.co.uk/search?q=GDPR%20and%20research

Further reading: Misc.
Further reading will be posted on Moodle; you need to check the site regularly for specific directed reading.  

Dependent on subject specialisation, particular reading areas will also be determined in discussion with designated supervisors.

It is particularly recommended that you engage with recent editions of Counselling and Psychotherapy Research which specifically works towards making research accessible to practitioners. The BACP also commissions and publishes a range of research documents for counselling professionals. These are listed by topic and include systematic reviews, research reports, literature or evidence summaries and research guidelines.

Many other journals are available electronically and, in the library, and remember that good writing starts with good reading. Reading academic literature can initiate ideas about research as well as defining best practice and demonstrating research presentation styles. Make full use therefore of the online journals available and the university’s online specialist academic data bases.

More specific reading will be suggested on Moodle, particularly, given the ongoing COVID-19 situation, electronically generated material, and by your research supervisor.

INTRODUCTION TO THE MODULE:

Welcome to the dissertation stage of your degree at the University of Wales Trinity Saint David’s.  

In line with the framework identified in the previous section, this module aims: 
 
· To support students in designing and executing a self-directed research study that will contribute to knowledge and debate in Counselling and Psychotherapy.
· To apply practice to research.
· To consolidate areas of specialist knowledge.
· To provide learners with the opportunity to extend their knowledge of a chosen subject within the parameters of the programme.
· To provide students with the opportunity to engage in a substantial self-managed project in a field of counseling and psychotherapy.

 
This programme will provide the opportunity, and support you, to undertake an independent research project under the supervision of a research supervisor.  This will involve undertaking appropriate, rigorous and ethical research, supported by a 15,000-word dissertation. This handbook should be read in conjunction with the Programme Handbook, and together, these documents will provide you with most of the information you need in order to work through the components of your research.   
 
Your 15,000-word dissertation will involve familiarising yourself with a range of research methods and thinking research problems through carefully, in order to engage with appropriate methodological issues.  Your dissertation will consist of a piece of primary research undertaken with guidance from an academic supervisor and will demonstrate your knowledge of your subject - the key facts and different points of view within this area - but will also advance a point of view resulting from original research. This is an opportunity for you to demonstrate mastery of your subject area. To this end, your work will need to display accuracy and skill in its exploration and discussion of a subject, and also give evidence of critical analysis by showing an understanding of particular theories or viewpoints which are open to question.
At Masters level, you will experience a shift towards greater independence of learning where you take responsibility for what, how, and when you lean. Within this, there will be a strong emphasis on development, planning, procedural and evaluating skills, utilising approaches/methodologies, and drawing from concepts introduced within your previous modules and modes of study.  You will develop the capacity to undertake research, and also have the opportunity to further develop your own particular area of interest and expertise.  Within this process, you will design and undertake your own research, with your supervisor for support and guidance.    
In this way, the development of an appropriate proposal with relevant methodology will be supported through independent learning, directed reading and supervision provided by the MA team.
Studying at Master’s level means meeting high academic standards and developing independent study skills.  We will provide guidance and support for the dissertation but, as introduced in the previous paragraphs, as a Master’s level student, there is an expectation for you to be able to work independently. 

A Master’s level student should also be able to seek out information from the literature and compose an assignment to a high academic standard.  It is also important that you are able to maintain motivation and manage your own learning.  Active participation is essential and you will be expected to set aside some time every week for:

· Reading
· Writing  
· Thinking
· Reflecting

If you can do each of these things regularly you will build up a stock of intellectual capital upon which you can draw when time is short.  

We also recognise that studying on a MA programme is only one of the many demands that you have on your time. It is thereby vital that all students communicate with the MA team, especially if, or when, these demands have a negative impact on the ability to study.  

SUPERVISION:

Supervisors will be appointed once you have confirmed the subject and methodology of your research and your research proposal has been submitted and accepted.  It is vital that you make every effort to make the best use of your supervision time and to do so it is important that you start writing early within the dissertation process and share your drafts with your supervisor so that she can give you guidance on style, content, etc.

Such supervision support will be available over the academic weeks of the year and this can be face-to-face [Dependent upon current COVID restrictions], via email, Microsoft Teams, Skype or telephone, depending upon geography, the needs of the student, the availability of the supervisor and the status of the research at a given point in time.

WRITING A RESEARCH PROPOSAL:

In the early stages of your research, either in this module, or one of the modules running alongside it, you will be required to complete a research proposal (Appendix 1).  A guide and supplementary material to assist you with this process will be posted on Moodle.   

ETHICAL APPROVAL:

There are basic procedures for ethical approval for research studies taking place within the university and it is important that you familiarise yourself with the following information.

It is a requirement that all research studies undergo a process of ethical review before data collection starts.  All proposed research studies MUST gain full approval from the appropriate Research Ethics Committee(s), and no data collection can start, before you have been given full ethical approval   

It is therefore advisable that you submit your ethics application (An example of an ethical application form is attached as Appendix 2) as soon as possible in the research process so that you do not experience a delay in receiving approval if concerns are encountered.  The vast majority of ethical applications reviewed will be subject to some form of amendment before final approval is given, which is likely to result in you being asked to resubmit your application. Whilst the Ethics Committee may, in some cases be content to provide initial conditional approval in the early stages of a study (e.g., sometimes it is necessary to indicate that your project has had an initially favourable ethical opinion in order to receive grant funding/registration etc), full ethical approval will not be given to any project until clear details of recruitment, consent, confidentiality and data storage procedures are provided, and ALL study materials (consent forms, information sheets, letters of invitations, questionnaires, interview questions etc.) are fully reviewed by the Ethics Committee.    

When considering your application for ethical approval, you need to be aware that ethics committees meet on predetermined dates throughout the academic year and if you miss one meeting there can be several months to wait for the next one. Please ensure therefore that you build this process of ethical approval into early stages of any project (many students find it helpful to work on their ethics form alongside their research proposal), and notify your supervisor of any forthcoming applications so that these can be actioned ready for consideration by the Committee in a timely manner.    Please check your need for ethical approval with your supervisor early in your research process as some projects, which do not involve data collection, might not need to go through the full ethics process.

THE DISSERTATION:

What is a dissertation?

A dissertation will describe the professional context for your research and your personal interest in the content of the study.  It will describe the investigation you have undertaken, with reference to relevant work in the field.  The dissertation will include a description of the methodology and methods of research considered and those actually employed, to demonstrate a thorough understanding of research methodology and methods in counselling.  The dissertation is designed to help you explore practical problems experienced by counsellors, and through research implement change to your practice.  All references to another author’s work must be properly referenced using the Harvard system of referencing (See Moodle).

[bookmark: _Toc304277575]Who examines the dissertation?

[bookmark: _Toc304277576]All dissertations are initially marked by two members of the MA programme team.   MA dissertations will then be externally examined.  

[bookmark: _Toc213738636][bookmark: _Toc304277589]Structure for the write up of the Dissertation

There are no hard and fast rules with regard to the structure of the dissertation, but it is recommended that your ‘write-up’ will include the following (Further information is provided in following sections of this handbook and on Moodle):


1. [bookmark: _Toc213738637][bookmark: _Toc304277590]Abstract

2. Introduction

Context:
		
· Setting the scene: personal and professional context
· The rationale for your investigation
· Objectives of your investigation

[bookmark: _Toc213738638]
3. [bookmark: _Toc304277591]Review of Literature

A discussion and critique of current, relevant texts, articles and associated research.

 
4. [bookmark: _Toc213738639][bookmark: _Toc304277592]Methodology and methods. 

A description of the exploration – how you researched – your subject

Linking theory to practice.  Make sure you include:

· Selection of participants – background factors
· Materials/resources required
· Timescale
· Methodology – techniques or methods used – justify your choice
· Types of data collection

5. Analysis and Findings 

· Analysis of findings – what methods were used
· Present findings
· Put findings in context of previous research
· Critically evaluate the investigation – strengths and weaknesses  
· Constraints on outcomes and effects - limitations
· Impact of project on self, participants, school, profession, wider educational audience

6. [bookmark: _Toc213738640][bookmark: _Toc304277593]Conclusion

What implications do the outcomes of your investigation have for:

· Yourself – own professional development?
· Clients?
· Counselling as a discipline?
· The, so what? question
· Counselling supervision?
· Future research identified
[bookmark: _Toc213738641]

7. [bookmark: _Toc304277594]Reference List

You must use the Harvard Method of referencing: located on Moodle.  Familiarise yourself with this early in your research process
[bookmark: _Toc213738642]
8. [bookmark: _Toc304277595]Appendices

Material which is too bulky to be included in the text but which you think is important and to which you refer can be included as an appendix. Please note that this material is not officially marked as it will fall outside of your 15,000 word limit.

Students have the option of submitting a literature-based dissertation without the collecting of empirical data. This should be discussed carefully with the allocated supervisor and in this case, please consider the format for a literature review on Moodle. 

WRITING YOUR DISSERTATION:

Recommended dates for submissions will be posted on Moodle and will be used as a general guide to agree specific submission dates with your supervisor. It is essential that you follow the guidelines for submission carefully and submit your work on time.

Before you start, devise your own (realistic) work plan/time schedule so that you ensure that you submit drafts to your supervisor for comment.  It is also recommended that you write consistently over the period of this programme of study - start drafting chapters early within the process and do not leave writing until you have finished the research.  Early drafts may need revision, but the act of writing consolidates and refines your ideas.

You should also keep a detailed record of all references as you go along, including page numbers – this will save you hours of tedious work later on.  Computer referencing systems can save you time and effort and if you intend to use one of the packages available, please discuss this with your supervisor.

Although it is useful to break your work up into smaller chunks in relation to submission deadlines, it is also helpful not to treat your dissertation as totally separate sections, as these need to be connected for the submission of a coherent dissertation.  Read through your various chapters, linking them together and check whether the material flows naturally to provide thematic unity.  It is common for students to make the mistake of introducing new material towards the end of a dissertation, or even reach conclusions that are not based on research presented in earlier chapters.  This type of error can be avoided by detailed work early in the writing process.

Ensure that you factor in time for text matching in the Moodle portal opened for this purpose.  You also need to allow appropriate time for proof-reading and corrections prior to handing in your work.  Masters dissertations should be free of spelling, typographical and grammatical errors.  It is not part of your supervisor’s role to correct such errors, as supervision time needs to be directed towards contextual and conceptual aspects of your work. 

It is also important that you keep to the word limit (15,000 words), ensure that all citations are clear and all references are included in the reference list.  Use appendices sparingly and include your word count at the end of the main text of your dissertation.

Importantly, enjoy the research process, as although research can be stressful, the elation when all goes well, the generation of new knowledge, and the sense of satisfaction upon completion makes this worthwhile.

The following is a suggested condensed format for a dissertation (Further information is provided in the previous section and on Moodle):


1. Introduction to research. Written in a form appropriate to be submitted to a professional or research journal. The aim of this section is to outline the subject area, research question, and/or theory that you are researching and to signpost the work to follow

2. Literature review. Written in a form appropriate to be submitted to a professional or research journal. The aim of this section is to identify and critically analyse the existing research literature in your topic area, and discuss the relevance of this evidence base for counselling/mental health theory, practice, training and policy

3. Methodology and methods. Written in a form appropriate to be submitted to a research journal. The aim of this section is to outline your methodology and methods and explain the rationale underpinning your choices 

4. Analysis and findings. Written in a form appropriate to be submitted to a research journal.  Analytical process and results of research. A detailed account of what you did, how you did it and resultant findings 

5. Conclusions.  Written in a form appropriate to be submitted to a research journal Drawing your work to a close and considering implications for practice

RESPONSIBILITIES FOR THE PREPARATION AND EVALUATION OF THE DISSERTATION:

The Student's Responsibility (see also the University Research Handbook):

1. Subject matter and content. 
2. Organisation and format. 
3. Editorial, linguistic and bibliographic quality. 
4. Quality of text, figures and photocopy. 
5. Quality of data, evidence and logical reasoning presented. 
6. Presentation of the manuscript based on current style manual  
7. Liaising with the supervisor in such a way as to facilitate the supervisor in carrying out her/his responsibilities in respect of the dissertation
8. Depending on your subject matter and/or participants, your research could involve you coming into contact with children or vulnerable adults.  In such circumstances, you will be required to provide evidence of, or undertake a DBS check (Enhanced). Further details will be provided by the University Registry.  
a. As part of each programme’s procedures relating to DBS, continuing students will normally be required to inform their Programme Director immediately of any change to their criminal convictions status. 
b. You will also be asked to complete a formal self-declaration during the registration period at the beginning of the academic year, which confirms your criminal conviction status.  This declaration will be kept within Registry and a copy provided to the relevant Faculty Administrative Officer with responsibility for DBS checks.  
9. If you believe that there are extenuating circumstances which may have adversely affected your ability to complete coursework or examinations, you should follow the University’s procedures for Extenuating Circumstances for Taught Provision, which can be found on the University’s website. 
10. If you have any special needs in terms of assessment, it is your responsibility to liaise with Student Services regarding those needs at the start of the academic year, so that a Statement of Compensatory Measures can be drafted in line with the University’s procedures for assessment of students with special needs. 
11. Make full use of the University’s VLE.  Moodle is the University’s Virtual Learning Environment (VLE).  The VLE is used to support learning and teaching.  It can be accessed by enrolled students from anywhere in the world using the internet and a web browser.  On the Moodle page assigned to this module you will find a wealth of information to assist you in your research journey.  It is very important that you use this resource, checking often for new information which will be added throughout your period of study.

The Responsibility of the Ethics Committee: 

1. Approval of the subject matter and methodology of the research. 
2. Approval of the ‘Ethical Proposal Form’.

The Supervisor’s Responsibility: 

1. Approval of the general organisation, content and format. 
2. Review of the possible quality of data and evidence, logical reasoning and the editorial, linguistic and bibliographic quality. 
3. To keep a record of all supervisory meetings
4. Evaluation of the proposed dissertation as a basis for certification that the student has fulfilled the requirements of the Master’s degree.
5. Providing counsel and advice upon request by students about the format aspects of the dissertation preparation. 
6. Checking the final draft of the dissertation or research paper to ensure that it has been prepared in conformity with the requirements of this guide (note: it is the student’s responsibility to present the final draft of the work to the supervisor for that purpose). N.B. The supervisor is not responsible for the content of the dissertation nor is s/he permitted to offer a provisional assessment grading.
IMPORTANT DATES AND DEADLINES: 

You may already have submitted a brief note which explains your area of research and the research approach you are considering.  This information will help you to complete the first steps of your project – the research proposal form (Appendix 1) and your application for ethical approval (Appendix 2).

These have to be completed whatever research approach you are taking, as without this approval your study will not be accepted as a dissertation.  These early opportunities for feedback/feed forward will provide comments on research structure and methodology at the start of the process to ensure that your work starts from a strong foundation.

Once both of these submissions have been approved you can begin the active part of your research, but please note that you are not permitted to collect empirical data until you have received full ethical approval.  You also need to consider whether you also need to apply for ethical approval from your employer or research site and whilst your supervisor will advise you on this, you need to make sure that you are clear on the relevant processes of any outside establishment and ensure that you obtain relevant written permissions.

Whilst your research proposal is not set in stone, and can change as research evolves from this initial outline, you will need to be clear of your content and process by November of your first year of study and be ready to actually start your research once you receive ethical approval if you are to complete on time.  You also need to be aware that significant changes once ethical approval has been granted may result in reapplying for your research to the Ethics Committee.  
 
SUBMITTING YOUR DISSERTATION:

Whilst guidelines are provided within this document, full details on how to present your dissertation are available on Moodle. Regular checks should therefore be made to ensure that the most up-to-date process is followed at the time of submission. 
[bookmark: _Toc213738624][bookmark: _Toc304277578]
Referencing

It is essential to separate your own research and ideas from the work of other writers.  Clear and accurate referencing is one of the most important features of a good dissertation.  A copy of the Harvard referencing system is available on Moodle.

[bookmark: _Toc213738625][bookmark: _Toc304277579]Number of copies: 

No hard copies of your dissertation need to be submitted to the university, as your work will be marked electronically, via your Turnitin submission.

[bookmark: _Toc213738626][bookmark: _Toc304277580]Word count or Limits:

The word count is not greater than 15,000.  This is for the main text.  The word limit does not apply to appendices (if any), to genuine footnotes, and the reference list.  It is imperative that you stay within the word count.

Dissertation Format:

Producing a dissertation involves hard work over a lengthy period.  Do not be put off over the minor details of line spacing, margins or what must go onto the cover, etc: that is the job of this section.   Read it before you begin, and talk over the details with your supervisor before you start writing.

The Internal Layout of the Dissertation:

The layout of your dissertation should follow this pattern:

· Title Page.
· Abstract
· Declarations and Statements
· Contents page
· Main body of work
· List of tables, illustrations, appendices etc.
 
[bookmark: _Toc213738628][bookmark: _Toc304277582]Text:

The work should be appropriately divided and paginated.  The layout of the text is an important aspect of dissertation design.  The division of material is normally in chapters followed by the Reference List and Appendices.

[bookmark: _Toc213738629][bookmark: _Toc304277583]Distinguishing the parts:

[bookmark: _Toc213738630][bookmark: _Toc304277584]First page – Title Page:

The title page must contain the following information:

· The title and any subtitle
· The full name of the candidate
· Submitted to the University of Wales in partial fulfilment of the requirements for (award)
· University of Wales, Trinity Saint David
· Month and year of submission

(See Moodle for example)

[bookmark: _Toc213738631][bookmark: _Toc304277585]Second page – Abstract:

A brief description of the work: its aims, methods and conclusions.  Not more than 200 words, using single line spacing. 

Key words to position your research within the wider context of counselling and psychology

Third page – Declarations and statements:

A standard statement and the required declarations are provided in the ‘Notice of Candidature’ document, issued to students who are preparing to submit a dissertation:

DECLARATION

This work has not previously been accepted in substance for any degree and is not being concurrently submitted in candidature for any degree.

Signed:	…………………………………………. (candidate)
Date:		………………………………………….

STATEMENT 1

This dissertation is being submitted in partial fulfilment of the requirements for the degree of ……………………………..

Signed:	………………………………………….. (candidate)
Date:		…………………………………………..

STATEMENT 2

This dissertation is the result of my own independent work / investigation, except where otherwise stated.

Other sources are acknowledged by footnotes giving explicit references.  A bibliography is appended.

Signed:	……………………………………. (candidate)
Date:    …………………………………….

STATEMENT 3

I hereby give consent for my dissertation, if accepted, to be available for photocopying and for inter-library loan, and for the title and summary to be made available to outside organisations.

Signed:	……………………………………… (candidate)
Date:		………………………………………

Fourth page – Index/Contents:


Main Text – appropriately divided into sections, chapters, parts and appendices:

Candidates should seek the advice of their supervisor as to the best form of division for the dissertation. 

[bookmark: _Toc213738632][bookmark: _Toc304277586]Reference List 

[bookmark: _Toc213738633][bookmark: _Toc304277587]Appendices
  
Character or Print Height

Print or character size should be 12pt in a recognised font such as Ariel or Times New Roman. 

Margins

Margins should be 4 cm wide on the left-hand side and 2 cm on the right hand side.

Line Spacing

Double or one-and-a-half line spacing should be used in the main text.  However, single spacing should be used in the Abstract and in indented quotations and footnotes.

Page Numbering

Pages in the dissertation should be numbered sequentially.  Page numbers should be placed bottom centre. 

UNFAIR PRACTICE – PLAGIARISM: 

Ethical robustness:

It is a requirement of the University that students submit individually written assignments that are referenced to the appropriate sources. A portal will be opened on Moodle for you to check the text matching of the final draft of your dissertation before submitting your final version.

The University defines unfair practice as ‘any act, intentional or otherwise, whereby a person may obtain for himself/herself or for another, an unpermitted advantage…’. Committing unfair practice in assessment is one of the most serious offences in academic life, and its consequences can be severe. It undermines the integrity of scholarship, research, and of the examination and assessment process.

It is very important therefore to understand that it is no defence to claim that unfair practice has been committed unintentionally, accidentally, due to extenuating circumstances or a long-term impairment (irrespective of whether or not these circumstances or long-term impairment have been acknowledged by the University).

Plagiarism is one type of unfair practice. Plagiarism is passing off, or attempting to pass off, another’s work as your own.  It includes copying the words, ideas, images or research results of another without acknowledgement, whether those words etc. are published or unpublished.  It is plagiarism, for example, to copy the work of another student, of a member of staff or a published article without crediting the author.  Persons who allow their work to be plagiarised are also guilty.

Any incident of plagiarism or inappropriate collaboration is deemed to be unfair practice and will be subjected to the University’s rigorous compliance procedures (See the University’s Quality Handbook).  In accordance with this, any incident of plagiarism or inappropriate collaboration will be reported to the Chair of the relevant Examining Board who will report to the Academic Registrar and commence an investigation. The programme team trust that, as members of the Counselling profession, you will use your professional integrity when submitting work for assessment. 

Submitting your dissertation to Turnitin via Moodle:

The University has introduced the Turnitin system to detect plagiarism in submitting assignments.  You will therefore need to submit your assignment electronically through the text matching portal on the Turnitin system prior to the submission of your final dissertation via the Turnitin poral designated for this purpose.  Your module leader will discuss this system with you and demonstrate how to submit your assignment utilising the university Moodle system. 

[bookmark: _Toc304277535]ASSESMENT CRITERIA:

General Assessment Criteria:

[Please check your Assessment Specification Form on Moodle for specific criteria]

1. Engagement with Literature Skills

Your work must be informed and supported by scholarly material that is relevant to and focused on the task(s) set; you should make use of scholarly reviews and primary sources, as appropriate (for example, refereed research articles and/or original materials appropriate to the discipline).    You should provide evidence that you have accessed a wide range of sources, which may be academic, governmental and industrial; these sources may include academic journal articles, textbooks, current news articles, organisational documents, and websites.  You should consider the credibility of your sources; academic journals are normally highly credible sources while websites require careful consideration/selection and should be used sparingly.   Any sources you use should be current and up-to-date, mostly published within the last five years or so, though seminal/important works in the field may be older.  You must provide evidence of your research/own reading throughout your work, using correctly a suitable referencing system, including in-text citations in the main body of your work and a reference list at the end of your work. 

2. Knowledge and Understanding Skills

At level 7, you should be able to demonstrate a systematic understanding of knowledge, and a critical awareness of current problems and/or new insights, much of which is at, or informed by, the forefront of your academic discipline, field of study or area of professional practice, with a comprehensive understanding of techniques applicable to your own research or advanced scholarship. Your work must demonstrate your growing mastery of these concepts, principles, current challenges, innovation and insights associated with the subject area.  Knowledge relates to the facts, information and skills you have acquired through your learning.  You demonstrate your understanding by interpreting the meaning of the facts and information (knowledge). This means that you need to select and include in your work the contemporary concepts, techniques, models, theories, etc. appropriate to the task(s) set.  You should be able to explain the theories, concepts, etc. meaningfully to show your understanding.  Your mark/grade will also depend upon the extent to which you demonstrate your knowledge and understanding; ideally each should be complete and detailed, with comprehensive coverage. 
 
3. Cognitive and Intellectual Skills

You should be able to: evaluate critically current research and advanced scholarship in the discipline; evaluate methodologies and develop critiques of them and, where appropriate, to propose new hypotheses; deal with complex issues both systematically and creatively to make sound judgements in the absence of complete data. Your work must contain evidence of logical, analytical thinking, evaluation and synthesis. For example, to examine and break information down into parts, make inferences, compile, compare and contrast information.  This means not just describing what! But also justifying: Why? How? When? Who? Where? At what cost? At all times, you must provide justification for your arguments and judgements.  Evidence that you have reflected upon the ideas of experts within the subject area is crucial to you providing a reasoned and informed debate within your work.  Your choice of methodologies to gather data and information must be rigorously defended. Furthermore, you should provide evidence that you are able to make sound judgements and convincing arguments using data and concepts.  Sound, valid, persuasive conclusions are necessary and must be derived from the content of your work.   Where relevant, alternative solutions and recommendations may be proposed.

4. Practical Skills

At level 7, you should be able to demonstrate originality in the application of knowledge, together with a practical understanding of how established techniques of research and enquiry are used to create and interpret knowledge in the discipline. This includes acting autonomously in planning and implementing tasks at a professional or equivalent level, originality in tackling and solving problems, and decision-making in complex and unpredictable contexts or situations.

You should be able to demonstrate mastery of the leading edge subject-related concepts and ideas as they relate to real world situations and/or particular contexts.  How do they work in practice?  You will deploy models, methods, techniques, and/or theories, in those contexts or circumstances, to assess current situations, perhaps to formulate plans or plausible, justifiable recommendations to solve problems, or to propose new models, or to create artefacts, which may be innovative and creative, thereby demonstrating your understanding of how the boundaries of knowledge are advanced through research and/or application.  This is likely to involve, for instance, the use of real world artefacts, examples and cases, the application of a model within an organisation and/or benchmarking one theory or organisation against others.  

5. Transferable Skills for Life and Professional Practice 

Your work must provide evidence of the qualities and transferable skills necessary for postgraduate-level employment in circumstances requiring sound judgement, personal responsibility and initiative in complex and unpredictable professional environments.  This includes demonstrating: the independent learning ability for continuing professional development to advance existing skills and acquire new competences of a professional nature that will enable you to assume significant responsibility within organisations; that you can initiate and complete tasks, projects and procedures, whether individually and/or collaboratively, to a professional level; that you can use appropriate media to effectively communicate information, arguments and analysis in a variety of forms for a variety of audiences; fluency of expression; clarity and effectiveness in presentation and organisation. Work should be coherent and well-structured in presentation and organisation.
 
AT A GLANCE NOTES OF GUIDANCE:

Ethical considerations:

· All written work, starting with the research proposal and the form for ethical proposal, must be agreed with your supervisor and submitted on or before the deadline for submission.  A delay in submitting could result in a suspension of your research. as consideration by the Ethics Committee is dictated by pre-established meeting cycles throughout the year.

· It is expected that you will take responsibility for ensuring that the proposed research conforms to the relevant Ethical Codes of your professional body, e.g. BACP Ethical Framework (2018), BACP Ethical Framework for Research (2004).

· Where there is a need for ethical issues to be ratified through the protocols of a workplace or other research site, students should take responsibility to ascertain whether this applies to their research and factor in to their research plan potential delays this is likely to cause.  In such instances the responsible person at the workplace or organisation (i.e. Line manager, etc.), must be consulted, be fully aware of the research procedures and consent to research taking place.

· Lack of awareness of rules and regulations applying to research practice is not an acceptable excuse for unethical practice.

Supervision Contact:

· At this academic level you are expected to take responsibility for your learning and arrange supervision sessions with your allocated supervisor.  Supervision may be face-to-face, conducted on the telephone, Microsoft Teams, or via email.

· It is important that you make good use of supervision, including submitting drafts in time and preparing for your supervision meeting, as when students do not make use of this professional, academic advice, it seriously impacts upon the quality of the final dissertation.

· Two important documents to read on Moodle: 

· GA30 Supervision Policy for Taught Master’s Students 
· GA29 Guide to Postgraduate Taught Dissertations 

These two documents can be found under the tab ‘Policies and Procedures relating to taught Master’s dissertations’. Please read them, they will help you understand the framework in which your dissertation sits.

Draft Submissions:

· The MA teaching team strongly recommend that you submit draft sections to your supervisor for comment.  In this way, you have the opportunity for feedback and feed forward on context, content and writing style.

· Supervisors, cannot, however, comment on more than one final draft of work.  If Tutors have seen each section of your work throughout your period of study, they are also likely to only comment on areas they have not seen or provided feedback on previously.  

· Late submission could result in a supervisor being unable to provide appropriate feedback.

· It is your responsibility to keep copies of all drafts and any communication with your supervisor.
DISCLAIMER:
The University has made every effort to make the information contained within this academic handbook as full and as accurate as possible, but you should note that minor changes in the organisation of programmes between the planning stage and actual teaching are inevitable.  We shall try to keep any such changes to a minimum, and will endeavour to provide advance warning in the event of any alteration.  

We would also be grateful if you would let us know about any changes that you think might be helpful if introduced into future handbooks.
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Dissertation Project Proposal Form
[image: ]      
PG1 - FULL RESEARCH PROPOSAL

This form is to be completed by both the student and supervisory team within THREE months for full time students and SIX months for part time students, after the commencement of the research degree or Part Two. Return the completed form to the -Academic Office. The Academic Quality Handbook contains the academic regulations relating to Research Degrees (Chapter 8) http://www.uwtsd.ac.uk/academic-office/academic-quality-handbook/

Academic Office, University of Wales Trinity Saint David, Carmarthen, SA31 3EP 
Tel: 	44 (0)1267 676785 Email:	pgresearch@uwtsd.ac.uk 

Student Details 
	Institution/Centre of Study

	


	Student Family / Surname:

	

	Student Given / First name:

	

	Student Number

	

	Faculty and School
	

	Are you a Member of Staff at UWTSD?

	YES   ☐
	NO   ☐

	Are you an International student currently on a Tier 4 visa?
	YES   ☐
	NO   ☐

	Start Date
	
	End Date
	

	Mode of Study

	Part time   ☐
	Full time   ☐


	PhD
by Research
	PhD 
Practice Based
	PhD by 
Published Works
	Professional Doctorate
(including DBA, DProf, Ed D)
	MPhil by Research

	MPhil
Practice Based 


	☐

	☐	☐	☐	☐	☐
	MA by Research
	MSc by Research
	MRes
	
	
	

	☐

	☐

	☐

	
	
	




Proposed Research
PG1A Guidance notes for completing the PG1 form can be found on the intranet at http://www.uwtsd.ac.uk/academic-office/appendices-and-forms/ 

	Current Proposed Title (20 / 30 words):

	

	 
Background & Context (approx. 500 words)
(A list of references should be included)

	

	
Aims and Objectives (approx.. 250 – 500 words)

	

	
Proposed plan of work including timetable 

	

	Proposed methodology (approx. 500 words):

	

	Introductory bibliography:

	

	Facilities and resources available for the investigation: please indicate if you expect to need any special resources

	





	Special Issues
Tick √

	
	YES
	NO

	Submission to include non-written work                   
	☐	☐
	Research is part of a group project                                           
	☐	☐
	Research is to be undertaken outside of the UK                          
	☐	☐
	Is a bar on access being sought?
	☐	☐
	Language of thesis
	English ☐
	Cymraeg ☐



Training Needs
	Please include any training needs that have been identified for this project:


	


	Have you been made aware of the Research Development Programme at http://www.uwtsd.ac.uk/rdp/rdp-online-/ ?

	YES  ☐
	NO  ☐




Ethical Issues

	Following approval of the Full Research Proposal an application must be made by ALL research students to the Ethics Committee through the form PG2/E1 prior to any data collection taking place.

	I have understood the above statement and will make an application to the Ethics Committee following approval of the PG1 Full Research Proposal

	
☐



Intellectual Property IP
It is anticipated that Intellectual Property (IP) will be produced as a result of this research.
	Tick √

	
	YES
	NO

	Is the IP already subject to a separate agreement with a third party (e.g. employer, sponsor or external funder)? If so, please provide details below
	☐	☐
	Is the research dependent upon background IP owned by: 
If so, please provide details below
	UWTSD
☐
	A third party
☐

	Text box will expand




	Tick √

	I understand that:
	YES
	NO

	If any party other than the student is likely to be involved in the development of IP a separate IP agreement will be needed and it may be necessary for the student to assign the IP rights to the University.

	☐	☐
	If there are no third parties involved in the creation of the IP the student is deemed to own the IP, however should the student wish to commercially exploit their IP and require the assistance of the University to do so, they will be required to assign their IP to the University.  http://uwtsd.ac.uk/ip 

	☐
	☐














Sponsorship Declaration

	Students should note that once the result of the thesis examination has been confirmed by the Research Degrees Committee, the Academic Office will arrange for any sponsors to be notified of the outcome of the examination.  Students that are in receipt of a sponsorship should also be aware of any requirements from their sponsor(s) especially in the light of any restriction of access requested by Students as specified in Chapter 8 of the Research Degrees Regulations.  


	I have understood the above statement in relation to sponsors

	☐

	Provide details of your sponsor here (if appropriate):


	


	

Student Signature

	
Student Signature

	
	Date:






Supervisory Team
PG1A Guidance notes for completing the PG1 form can be found on the intranet at http://www.uwtsd.ac.uk/academic-office/appendices-and-forms/ 


	
Comments on the proposal by the supervisory team (approx. 300 words):


	




	Comments on the progress made so far by the supervisory team (approx. 300 - 500 words)


	






Authorisation

	To be completed by Supervisory Team, Faculty Director of Research Degrees and Head of School


	
              Supported:  ☐                                                     Not Supported:  ☐






	
Lead Supervisor
	Signature or Print Name:



	Date:

	Supervisor
	Signature or Print Name:


	Date:

	Director of Studies (if not Lead Supervisor)
	Signature or Print Name:



	Date:

	
Head of School / Dean of Faculty / or nominee

Or

Faculty Director of Research Degrees
	Signature or Print Name:



	Date:
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APPENDIX 2 

APPLICATION FOR ETHICAL APPROVAL

In order for research to result in benefit and minimise risk of harm, it must be conducted ethically. A researcher may not be covered by the University’s insurance if ethical approval has not been obtained prior to commencement.

The University follows the OECD Frascati manual definition of research activity: “creative work undertaken on a systematic basis in order to increase the stock of knowledge, including knowledge of man, culture and society, and the use of this stock of knowledge to devise new applications”. As such this covers activities undertaken by members of staff, postgraduate research students, and both taught postgraduate and undergraduate students working on dissertations/projects.

The individual undertaking the research activity is known as the “principal researcher”.

Ethical approval is not required for routine audits, performance reviews, quality assurance studies, testing within normal educational requirements, and literary or artistic criticism.

Please read the notes for guidance before completing ALL sections of the form.

This form must be completed and approved prior to undertaking any research activity. Please see Checklist for details of process for different categories of application.  

Delete the Guidance Notes at the end of the form BEFORE submitting your application


SECTION A: About You (Principal Researcher)
	Full Name:
	

	Tick all boxes which apply:

	Member of staff:
	☐
	Honorary research fellow:
	☐

	Undergraduate Student
	☐	Taught Postgraduate Student
	☐	Postgraduate Research Student
	☐


	Institute/Academic Discipline/Centre:
	


	Campus:
	


	E-mail address:
	


	Contact Telephone Number:
	


	For students:

	Student Number:
	

	Programme of Study:
	

	Director of Studies/Supervisor:
	






SECTION B: Approval for Research Activity
	Has the research activity received approval in principle?
(please check the Guidance Notes as to the appropriate approval process for different levels of research by different categories of individual)
	YES
	☐	NO
	☐
	
	Date

	If Yes, please indicate source of approval (and date where known): Approval in principle must be obtained from the relevant source prior to seeking ethical approval
	Research Degrees Committee
	☐	

	
	Institute Research Committee
	☐	

	
	Other (write in)

	☐	



SECTION C:  Internal and External Ethical Guidance Materials
	Please list the core ethical guidance documents that have been referred to during the completion of this form (including any discipline-specific codes of research ethics, and also any specific ethical guidance relating to the proposed methodology).  Please tick to confirm that your research proposal adheres to these codes and guidelines.

	UWTSD Research Ethics & Integrity Code of Practice

	☐
	
UWTSD Research Data Management Policy
	☐

	

	☐



SECTION D: External Collaborative Research Activity
	Does the research activity involve collaborators outside of the University?
	YES
	☐
	NO
	☐

	
If Yes, please provide the name of the external organisation and name and contact details for the main contact person and confirmation this person has consented to their personal data being shared.as part of this collaboration.

	Institution
	


	Contact person name
	


	Contact person e-mail address

	

	Has this individual consented to sharing their details on this form?
	YES
	☐
	NO
	☐

	Are you in receipt of a KESS scholarship?
	YES
	☐
	NO
	☐

	Is your research externally funded
	YES
	☐
	NO
	☐

	Are you specifically employed to undertake this research in either a paid or voluntary capacity?
	Voluntary
	YES
	☐
	NO
	☐

	
	Employed
	YES
	☐
	NO
	☐

	Is the research being undertaken within an existing UWTSD Athrofa Professional Learning Partnership (APLP)
	If YES then the permission question below does not need to be answered.
	YES
	☐
	NO
	☐

	Permission to undertake the research has been provided by the partner organisation
	(If YES attach copy)
If NO the application cannot continue
	YES
	☐
	NO
	☐




Where research activity is carried out in collaboration with an external organisation
	Does this organisation have its own ethics approval system?
	YES
	☐
	NO
	☐

	
If Yes, please attach a copy of any final approval (or interim approval) from the organisation




SECTION E: Details of Research Activity
	Indicative title:
	

	Proposed start date:
	
	Proposed end date:
	

	Introduction to the Research (maximum 300 words)
Ensure that you write for a Non-Specialist Audience when outlining your response to the three points below:
· Purpose of Research Activity
· Proposed Research Question
· Aims of Research Activity
· Objectives of Research Activity
Demonstrate, briefly, how Existing Research has informed the proposed activity and explain
· What the research activity will add to the body of knowledge 
· How it addresses an area of importance. 

	Purpose of Research Activity



(this box should expand as you type)

	Research Question



(this box should expand as you type)

	Aims of Research Activity



(this box should expand as you type)

	Objectives of Research Activity



(this box should expand as you type)

	Proposed methods (maximum 600 words)
Provide a brief summary of all the methods that may be used in the research activity, making it clear what specific techniques may be used. If methods other than those listed in this section are deemed appropriate later, additional ethical approval for those methods will be needed.

	


(this box should expand as you type)




	Location of research activity
Identify all locations where research activity will take place.

	

(this box should expand as you type)

	Research activity outside of the UK
If research activity will take place overseas, you are responsible for ensuring that local ethical considerations are complied with and that the relevant permissions are sought. Specify any local guidelines (e.g. from local professional associations/learned societies/universities) that exist and whether these involve any ethical stipulations beyond those usual in the UK (provide details of any licenses or permissions required). Also specify whether there are any specific ethical issues raised by the local context in which the research activity is taking place, for example, particular cultural and/or legal sensitivities or vulnerabilities of participants.

	


(this box should expand as you type)


	Use of documentation not in the public domain: Are any documents NOT publicly available?   

	NO
	☐

	
	YES
	☐

	If Yes, please provide details here of how you will gain access to specific documentation that is not in the public domain and that this is in accordance with prevailing data protection law of the country in question and England and Wales.



(this box should expand as you type)





SECTION F: Scope of Research Activity
	Will the research activity include:
	
YES
	
NO

	Use of a questionnaire or similar research instrument?
	☐
	☐

	Use of interviews?
	☐
	☐

	Use of diaries?
	☐
	☐

	Participant observation with their knowledge?
	☐
	☐

	Participant observation without their knowledge?
	☐
	☐

	Use of video or audio recording?
	☐
	☐

	Access to personal or confidential information without the participants’ specific consent?
	☐
	☐

	Administration of any questions, test stimuli, presentation that may be experienced as physically, mentally or emotionally harmful / offensive?
	☐
	☐

	Performance of any acts which may cause embarrassment or affect self-esteem?
	☐
	☐

	Investigation of participants involved in illegal activities?
	☐
	☐

	Use of procedures that involve deception?
	☐
	☐

	Administration of any substance, agent or placebo?
	☐
	☐

	Working with live vertebrate animals?
	☐
	☐

	Other primary data collection methods, please explain in this box
For example, ‘focus groups’. Please indicate the type of data collection method(s) in this box and tick the accompany box.
	☐
	☐

	Details of any other primary data collection method:



(this box should expand as you type)
	
	


If NO to every question, then the research activity is (ethically) low risk and may be exempt from some of the following sections (please refer to Guidance Notes).

If YES to any question, then no research activity should be undertaken until full ethical approval has been obtained. 



SECTION G: Intended Participants
	Who are the intended participants:
	
YES
	
NO

	Students or staff at the University?
	☐
	☐

	Adults (over the age of 18 and competent to give consent)?
	☐
	☐

	Vulnerable adults?
	☐
	☐

	Children and Young People under the age of 18? (Consent from Parent, Carer or Guardian will be required)
	☐
	☐

	Prisoners?
	☐
	☐

	Young offenders?
	☐
	☐

	Those who could be considered to have a particularly dependent relationship with the investigator or a gatekeeper?
	☐
	☐

	People engaged in illegal activities?
	☐
	☐

	Others (please identify specifically any group who may be unable to give consent) please indicate here and tick the appropriate box.

	☐
	☐

	Other – please indicate here:



(this box should expand as you type)
	
	



	Participant numbers and source
Provide an estimate of the expected number of participants. How will you identify participants and how will they be recruited? 

	How many participants are expected?

	


(this box should expand as you type)

	Who will the participants be?

	


(this box should expand as you type)

	How will you identify the participants?
	


(this box should expand as you type)





	Information for participants:
	
YES
	NO
	
N/A

	Will you describe the main research procedures to participants in advance, so that they are informed about what to expect?
	☐
	☐
	☐

	Will you tell participants that their participation is voluntary?
	☐
	☐
	☐

	Will you obtain written consent for participation?
	☐
	☐
	☐

	Will you explain to participants that refusal to participate in the research will not affect their treatment or education (if relevant)?
	☐
	☐
	☐

	If the research is observational, will you ask participants for their consent to being observed?
	☐
	☐
	☐

	Will you tell participants that they may withdraw from the research at any time and for any reason?
	☐
	☐
	☐

	With questionnaires, will you give participants the option of omitting questions they do not want to answer?
	☐
	☐
	☐

	Will you tell participants that their data will be treated with full confidentiality and that, if published, it will not be identifiable as theirs?
	☐
	☐
	☐

	Will you debrief participants at the end of their participation, in a way appropriate to the type of research undertaken?
	☐
	☐
	☐

	If NO to any of above questions, please give an explanation 

	


(this box should expand as you type)



	Information for participants:
	
YES
	NO
	
N/A

	Will participants be paid?
	☐
	☐
	☐

	Is specialist electrical or other equipment to be used with participants?
	☐
	☐
	☐

	Are there any financial or other interests to the investigator or University arising from this study?
	☐
	☐
	☐

	Will the research activity involve deliberately misleading participants in any way, or the partial or full concealment of the specific study aims?
	☐
	☐
	☐

	If YES to any question, please provide full details 

	


(this box should expand as you type)





SECTION H: Anticipated Risks
	
Outline any anticipated risks that may adversely affect any of the participants, the researchers and/or the University, and the steps that will be taken to address them. 

If you have completed a full risk assessment (for example as required by a laboratory, or external research collaborator) you may append that to this form.  

	Full risk assessment completed and appended? 

	Yes 
	☐

	
	No
	☐

	Risks to participants
For example: emotional distress, financial disclosure, physical harm, transfer of personal data, sensitive organisational information

	Risk to Participant:



(this box should expand as you type)
	How will you mitigate the Risk to Participant



(this box should expand as you type)

	If research activity may include sensitive, embarrassing or upsetting topics (e.g. sexual activity, drug use) or issues likely to disclose information requiring further action (e.g. criminal activity), give details of the procedures to deal with these issues, including any support/advice (e.g. helpline numbers) to be offered to participants. Note that where applicable, consent procedures should make it clear that if something potentially or actually illegal is discovered in the course of a project, it may need to be disclosed to the proper authorities

	


(this box should expand as you type)

	Risks to investigator
For example: personal safety, physical harm, emotional distress, risk of accusation of harm/impropriety, conflict of interest

	Risk to Investigator:



(this box should expand as you type)
	How will you mitigate the Risk to Investigator:



(this box should expand as you type)

	University/institutional risks
For example: adverse publicity, financial loss, data protection

	Risk to University:



(this box should expand as you type)
	How will you mitigate the Risk to University:



(this box should expand as you type)



	Disclosure and Barring Service

	If the research activity involves children or vulnerable adults, a Disclosure and Barring Service (DBS) certificate must be obtained before any contact with such participants.
	YES

	NO

	N/A


	Does your research require you to hold a current DBS Certificate?
	☐
	☐
	☐





SECTION I: Feedback, Consent and Confidentiality
	Feedback
What de-briefing and feedback will be provided to participants, how will this be done and when? 

	


(this box should expand as you type)

	Informed consent
Describe the arrangements to inform potential participants, before providing consent, of what is involved in participating. Describe the arrangements for participants to provide full consent before data collection begins. If gaining consent in this way is inappropriate, explain how consent will be obtained and recorded in accordance with prevailing data protection legislation.

	


(this box should expand as you type)

	Confidentiality / Anonymity
Set out how anonymity of participants and confidentiality will be ensured in any outputs. If anonymity is not being offered, explain why this is the case. 

	


(this box should expand as you type)





SECTION J: Data Protection and Storage
In completing this section refer to the University’s Research Data Management Policy and the extensive resources on the University’s Research Data Management web pages (http://uwtsd.ac.uk/library/research-data-management/).
	Does the research activity involve personal data (as defined by the General Data Protection Regulation 2016 “GDPR” and the Data Protection Act 2018 “DPA”)?
	YES
	NO

	“Personal data” means any information relating to an identified or identifiable natural person (‘data subject’). An identifiable natural person is one who can be identified, directly or indirectly, in particular by reference to an identifier such as a name, an identification number, location data, an online identifier or to one or more factors specific to the physical, physiological, genetic, mental, economic, cultural or social identity of that natural person.
	☐
	☐

	If YES, provide a description of the data and explain why this data needs to be collected:

	


(this box should expand as you type)

	Does it involve special category data (as defined by the GDPR)?
	YES
	NO

	“Special category data” means sensitive personal data consisting of information as to the data subjects’ –
(a) racial or ethnic origin,
(b) political opinions,
(c ) religious beliefs or other beliefs of a similar nature,
(d) membership of a trade union (within the meaning of the Trade Union and Labour Relations (Consolidation) Act 1992),
(e) physical or mental health or condition,
(f) sexual life,
(g) genetics,
(h) biometric data (as used for ID purposes),
	
☐
	
☐

	If YES, provide a description of the special category data and explain why this data needs to be collected:

	


(this box should expand as you type)


	
Will the research activity involve storing personal data and/or special category data on one of the following:
	YES
	NO

	Manual files (i.e. in paper form)?
	☐
	☐

	University computers?
	☐
	☐

	Private company computers?
	☐
	☐

	Home or other personal computers?
	☐
	☐

	Laptop computers/ CDs/ Portable disk-drives/ memory sticks?
	☐
	☐

	“Cloud” storage or websites?
	☐
	☐

	Other – specify:

	☐
	☐

	For all stored data, explain the measures in place to ensure the security of the data collected, data confidentiality, including details of password protection, encryption, anonymisation and pseudonymisation:

	

(this box should expand as you type)

	All Data Storage

	Will the research activity involve any of the following activities:
	YES
	NO

	Electronic transfer of data in any form?
	☐
	☐

	Sharing of data with others at the University?
	☐
	☐

	Sharing of data with other organisations?
	☐
	☐

	Export of data outside the European Union or importing of data from outside the UK?
	☐
	☐

	Use of personal addresses, postcodes, faxes, emails or telephone numbers?
	☐
	☐

	Publication of data that might allow identification of individuals?
	☐
	☐

	Use of data management system?
	☐
	☐

	Data archiving?
	☐
	☐

	If YES to any question, please provide full details, explaining how this will be conducted in accordance with the GDPR and DPA (and/or any international equivalent):

	


(this box should expand as you type)

	List all who will have access to the data generated by the research activity:

	


(this box should expand as you type)

	List who will have control of, and act as custodian(s) for, data generated by the research activity:

	


(this box should expand as you type)

	Give details of data storage arrangements, including security measures in place to protect the data, where data will be stored, how long for, and in what form. Will data be archived – if so how and if not why not.  

	


(this box should expand as you type)

	Please indicate if your data will be stored in the UWTSD Research Data Repository (see https://researchdata.uwtsd.ac.uk/ ).   If so please explain. (Most relevant to academic staff) 

	


(this box should expand as you type)

	Confirm that you have read the UWTSD guidance on data management (see https://www.uwtsd.ac.uk/library/research-data-management/)

	YES
	☐

	
	NO
	☐

	Confirm that you are aware that you need to keep all data until after your research has completed or the end of your funding
	YES
	☐

	
	NO
	☐





SECTION K: Declaration
	The information which I have provided is correct and complete to the best of my knowledge. I have attempted to identify any risks and issues related to the research activity and acknowledge my obligations and the rights of the participants.

In submitting this application I hereby confirm that I undertake to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice which is published on the website: https://www.uwtsd.ac.uk/research/research-ethics/ 

	Signature of applicant:
	
	Date:




For STUDENT Submissions:
	Director of Studies/Supervisor:
	
	Date:

	Signature:
	

	



For STAFF Submissions:
	Academic Director/ Assistant Dean:
	
	Date:

	Signature:
	

	



Checklist: Please complete the checklist below to ensure that you have completed the form according to the guidelines and attached any required documentation:
	☐
	I have read the guidance notes supplied before completing the form.

	☐
	I have completed ALL RELEVANT sections of the form in full.

	☐
	I confirm that the research activity has received approval in principle

	☐
	I have attached a copy of final/interim approval from external organisation (where appropriate)

	☐
	I have attached a full risk assessment (and have NOT completed Section H of this form) (where appropriate)  ONLY TICK IF YOU HAVE ATTACHED A FULL RISK ASSESSMENT

	☐
	I understand that it is my responsibility to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice.

	☐
	I understand that before commencing data collection all documents aimed at respondents (including information sheets, consent forms, questionnaires, interview schedules etc.) must be confirmed by the DoS/Supervisor, module tutor or Academic Director.

	☐

	I have deleted the guidance notes before submitting the PG2 for consideration






	RESEARCH STUDENTS AND STAFF ONLY
All communications relating to this application during its processing must be in writing and emailed to pgresearch@uwtsd.ac.uk , with the title ‘Ethical Approval’ followed by your name.
You will be informed of the outcome of your claim by email; therefore it is important that you check your University and personal email accounts regularly.



STUDENTS ON UNDERGRADUATE OR TAUGHT MASTERS PROGRAMMES should submit  this form (and receive the outcome) via systems explained to you by the supervisor/module leader.

This form is available electronically from the Academic Office web pages: https://www.uwtsd.ac.uk/academic-office/appendices-and-forms/ 



Application Process

All staff research projects and all research students must submit the Ethical Approval Form to the University Research Ethics Committee via the Academic Office (pgresearch@uwtsd.ac.uk).   Staff research directly in relation to personal study for taught undergraduate or Masters programmes should be submitted via the Institute procedures explained below.

Taught masters and taught undergraduate research Ethical Approval Forms are considered within Institutes.  Institutes will provide details of the specific processes for this.  Where the Ethical issues within any single ethical application are of particular concern the Institute will refer these to the University Research Ethics Committee.   Any student activity that involves the collection of primary data needs to undergo Ethical approval, this includes assignment work as well as dissertations.   



Notes for guidance in completion of this form

Section A:  About You
Please complete all relevant sections

Section B:  Approval for research activity
Research proposals must be approved in principle before applying for Ethical Approval.  The proposal approval only becomes final when the ethical approval is received.  

The process for proposal approval varies according the individual and programme of study:
· Research students, by application on form PG1 to the Research Degrees Committee
· Taught students by review of research proposal within Institutes (Institutes provide specific details of these processes)
· Staff, by agreement by the Academic Director/Assistant Dean

Section C:  External Ethical Guidance materials
Many discipline areas are required to operate with the discipline specific codes of research ethics (for example health, psychology, education etc.), any such codes must be listed and you must tick to confirm that you have consulted with these.

Section D:  External Collaborative Research Activity
Provide details of the external collaborative partners, where appropriate you might want to submit a copy of the external collaboration agreement with the Ethical Approval Form.  If the partner requires the research to be subject to its own internal Ethical approval process then please provide details of that process and a copy of any final (or interim) approvals received from the organisation.

Section E:  Details of Research Activity
Remember that the individuals reviewing this Ethical Approval Form may not have seen your research proposal, and also may not be experts in the specific area of your research.  The information provided should therefore be jargon free and clearly stated.
Indicative Title:  please use the same title as used on the research proposal.
Purpose:  the Ethical approval process will want to ensure that the methods you propose are adequate and appropriate to address the research aims and objectives.  Excessive additional data collection can be seen as unethical.
Proposed Methods:  the Ethical approval process seeks to ensure that you understand the methods that are intended, and that the implementation of those methods will be appropriate and without unnecessary impact on respondents.  This section must explain how the methods described will lead to the collection of necessary and sufficient data, but not excessive data.  Please be specific.
Location:  this needs to mention geographical location and also local situation (for example, within Local Authority Offices in Cardiff, using a private room but close to other individuals).  If you are collecting data within an organisational setting then you need to explain the permissions that you have obtained to do this.
Research Activity outside of the UK:  please complete this section in detail, and note any guidance you have received.  Also describe your own familiarity (or not) with the location that you will be utilising.

Section F:  Scope of Research Activity
Please tick ALL of the research activities that might be undertaken.   If any additional types of activity are intended then please add an extra box and describe these.
If you have answered no to all questions in F then sections G and J do not need to be completed.  Section H should be considered, and may be completed.  Signatures are still required in section K.

Section G:  Intended Participants
Please tick all categories that might apply.
Numbers & Source:  if you are using a series of different methods or research activities please list numbers for each stage/phase.  Be clear about how you will find respondents.   Will you use intermediaries, and if so how?  How will you ensure compliance with your sampling strategy?
Information for participants:  all participants should be appropriately informed about the research, what is expected of them and what will happen to the information that they provide.  The Ethical review process does not ask to see this documentation, but requires this to be reviewed and approved by the Director of Studies in the case of research students, the supervisor/module tutor in relation to students on taught programmes and the Academic Director/Assistant Dean in relation to staff research.

Section H:  Anticipate Risks
All research carries some level of risk.  The answers you provide to questions in this section will be reviewed to ensure that you have an appropriate understanding of the type of risks involved and how you can mitigate against these risks. If you have completed a full risk assessment, as required for example for laboratory work, field work, clinical tests, diving operations, or by a collaborative partner, you may append that to this form.  In that case, please tick the box indicating this has been provided.  You will not then be required to complete Section H.
Risk to participants   Think very carefully about how your actions/questions/discussions might affect the people you are involving as participants.  You might identify the risk as small but it would still be a risk.  Many types of question have the potential to make respondents less content with their life / job; you need to recognise and try to ameliorate any such effects
If these are business owners, time with you may reduce profit.  
In some locations physical risk is very real to both participants and yourself, please consider this.
Risk to you, the researcher   Think about where you will meet people, if there are any dangers involved in the location.  If you are meeting people as individuals think about using a public place.  In general do not visit people in their own homes or remote locations.  If you are talking to individuals about certain issues think about how their responses might affect you emotionally.  What about the risk of collecting insufficient data?
Risk to the University   When undertaking your research, you are acting as a member of the University (student or staff).  Professionalism is important, so it is important to be well organised and well prepared. Punctuality, clarity etc. are all part of this.  What will you do to ensure this?  You must ensure you do not harm the good name of the University in any way and do nothing to undermine the reputation of the research it conducts and sponsors.  Upholding high standards of conduct and integrity are vital in this regard. You must also conduct the research in such a way to minimise the potential for claims of negligence made against the University, its researchers and any collaborating individual or organisation. In this respect you should always comply with ethical, legal and professional frameworks, obligations and standards as required by statutory and regulatory authorities, as well as the university’s Research Integrity and Ethics Code of Practice.  Research misconduct in this respect can take many forms, including:
· fabrication: making up results or other outputs (eg, artefacts) and presenting them as if they were real
· falsification: manipulating research processes or changing or omitting data without good cause
· plagiarism: using other people’s material without giving proper credit
· failure to meet ethical, legal and professional obligations: for example failure to declare competing interests; misrepresentation of involvement or authorship; misrepresentation of interests; breach of confidentiality; lack of informed consent; misuse of personal data; and abuse of research subjects or material
· improper dealing with allegations of misconduct: failing to address possible infringements such as attempts to cover up misconduct and reprisals against whistle-blowers

Adverse Outcomes.  Think carefully about the possibilities, and cover here

Section I:  Feedback, Consent and Confidentiality
Feedback to participants:  outline your approach.   Will interview transcripts be shared with respondents to check accuracy?  Will summaries of questionnaire analysis be made available to respondents in some way?   Will an overview report be provided?  How and when?
Informed consent:   Draft letter / e-mail / or heading (or footer) section of questionnaire must be approved by DoS/supervisor (if research student), supervisor/module tutor if taught student, or Academic Director / Assistant Dean if a member of staff.
Confidentiality/Anonymity.  Explain clearly how you will ensure confidentiality and anonymity.

Section J:  Data Protection and Storage
Before completing this section it is necessary to read the University’s Research Data Management information.   The questions that follow are designed to ensure compliance with the Data Protection Act as well as established research protocols.

Many research activities will involve electronic transfer of data and use of data management systems in the summarisation and analysis of data.  You will need to explain these in relation to compliance with the Data Protection Act.
Think carefully about who will have access to your data, this will include supervisors and examiners. Also that a thesis will be made available via the University library and the British Library system.  If you are seeking an access bar for a period of time after completion then mention it here.  If you will provide a copy of your findings, or intend to give a presentation, to a facilitating/ supporting/accessing organisation then explain that in this section.  But also think about the general principle of data sharing, as explained in the Research Data Management information.
In terms of storage of data please ensure security, and also mitigate against loss of data.

Section K:  Declaration
Ensure the appropriate countersignatures have been provided
Look carefully at the checklist and ensure that you comply with and tick all that are relevant to your research.
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