DASS ETHICAL REVIEW PROCEDURES 
Please note – this document refers to the ESRC Research Ethics Framework, which should be read alongside it.

DASS Ethics Committee – Remit

· Oversee ethics of research in DASS in accordance with the ESRC Research Ethics Framework (REF), protecting the dignity, rights and welfare of research participants and the safety of researchers (REF 1.6.2);

· Conduct ethical scrutiny of research proposals from staff and students in DASS;

· Monitor ethical conduct of research in DASS;

· Consider, as appropriate, ethical issues arising in connection with DASS research;

· Consider, as appropriate, ethical issues referred by the DASS Learning and Teaching Committee;

· Consider, as appropriate, issues referred by the University and the HOD;

· Report to the University Ethics Committee.

Membership (see REF 1.5.2)

· An independent Chair from elsewhere in the University (currently Professor Len Dalgleish, Nursing and Midwifery)
· An Internal Chair from DASS - Iain Ferguson.
· Lay members who reflect research topics and the local community 

· Two members of DASS staff from each Research Group, with a range of methodological expertise (qualitative, quantitative, work with vulnerable groups) 
· The Committee may co-opt other participants if it requires particular expertise or advice;
· The Committee may invite Principal Investigators to attend a meeting at which their research is being considered, but this is not normally expected;
· The inclusion of a student member will be kept under review. 
NB To be quorate, a meeting must include a Chair (the independent Chair is essential for ESRC funded work); a lay member; three DASS staff with relevant expertise.  A meeting must include both male and female committee members.  Members are required to receive training.  Members must declare any conflicts of interest at the start of the meeting, and may be requested to withdraw as relevant.
Meetings (REF 1.7)

· Monthly dates will be set on an annual basis, to allow for timely review of research projects, and reconsideration of revised protocols as necessary.

· Papers to be received by the Committee ten working days before the meeting (different levels of review involve different papers – see below).
· ESRC funded research requires the Independent Chair to officiate. The Internal Chair may otherwise officiate, provided this meets funders’ requirements.

· All meetings to be Minuted, with decisions recorded.

· Decisions and the reasons for them to be communicated to PIs in writing, signed by the Chair (this does not apply for student work – see detail below).

· Chair’s action permitted for undergraduate and taught Masters level projects. All such action to be formally reported to the Committee at the next meeting.

· Appeals against decisions can be considered – the Committee will consider revised proposals as needed.  In the event of an irresolvable issue, matters may be referred to the University Ethics Committee.
· Any conflicts of interest to be declared at the start of the meeting – members may be asked to withdraw from consideration of projects in which they have an interest.
· The agenda may also include ethical issues which have arisen in DASS, matters raised via the HOD, or issues which the University requests are discussed for report to the University Ethics Committee.

· Annually, the committee will review its own work.

Procedures for staff research

NOTE: except for papers requiring signatures, electronic submission is preferred. All forms are available on the DASS website at http://www.dass.stir.ac.uk/ethics/
At funding application stage
· All proposals to be read by a member of DASS not directly involved in the proposal to help identify ethical issues at an early stage – the independent reader signs the Research Grant/Contract Application summary and Ethics Declaration to indicate that they have read the proposal and offered advice as appropriate.  It is sensible to identify at this stage what level of ethical review may be needed if funding is awarded, and when this should take place;

· The proposal for funding should include a comment to the effect that the research is subject to ethical approval by the DASS Ethics Committee;
· Rarely, a funding body will request ethical approval at the application stage.  If this is needed, the post-funding procedure should be followed.

Research which is not externally funded

· Such research also requires ethical scrutiny, and the procedure should be followed.

After funding is awarded:

A key principle is that timing and level of ethical review should be appropriate to the project concerned.

Timing

The appropriate timing for ethical review depends on the nature of the project – some projects may proceed through several stages, each dependent on the last, and, therefore, require address to ethical issues several times; others may work for a period developing research instruments or conducting literature review until their design is finalised and ready for ethical scrutiny; others may be ready for ethical scrutiny as soon as funding is awarded. 
The timing of ethical review will be determined according to the nature of the project. This should be done as soon as funding is awarded, following recommendations made at the application stage, if necessary in consultation with the Internal Chair.

Principal Investigators should ensure that Jennifer Gordon is informed of the funding awarded, and liaise with her about the level and timing of the review.

Level

Other external scrutiny

· Researchers are responsible for notifying the Committee of the completion of relevant external procedures.

· External review should be COMPLIANT with the REF.  Whilst Research Advisory Groups may discuss ethical issues, they are not accepted as providing compliant ethical review.

· If a project is to receive compliant ethical scrutiny elsewhere (eg through the NHS Research Governance framework), it is not necessary to go through DASS post-award procedures.  The pre-award form requests this information. Decisions from external ethical reviews must be formally reported to the Committee. 
· If a project involves collaborators elsewhere in the UK, which may be Universities or other organisations, DASS ethical approval or other demonstrably compliant equivalent is required.  If approval is sought through another University’s procedures, this should be notified to the DASS Committee.
· If research is to be conducted outside the UK, see REF para 1.14.8 and consult with the Committee Chair to determine appropriate procedures.
Light touch review
In accordance with the REF, a ‘light touch’ review may be appropriate for certain projects.  Appropriate projects are described in the REF and include research which involves ‘minimal risk’ (see REF 1.2.2), i.e. no work with vulnerable groups, non-sensitive topics, no gatekeepers involved, full and informed consent from all participants, no access to personal or confidential records, causing no stress to participants, and involving no intrusive intervention.  PLEASE NOTE: that light touch review involves the following procedures.  IT DOES NOT mean that ANY projects are exempt from review.
· The identification of projects needing only a ‘light touch’ needs to be done through a clear procedure at an early stage.  The ESRC checklist (REF 1.2.2) should be reviewed at proposal stage by the independent reader and a recommendation made. 
· Light touch review can be authorised by the Independent Chair following submission of the research protocol, and the DASS checklist, duly completed.

· In a light touch review, the Independent Chair and one other member of the Committee must be satisfied (i) that such review is appropriate and (ii) that the researchers will comply/have complied with appropriate procedures, such as requirements of holders of large datasets with regard to access, or good practice in systematic literature review.

· Light touch review decisions made by the Independent Chair and one other committee member will be recorded, recommended to the Committee, Minuted and monitored using the same procedures as other decisions. Outcomes will be notified to Principal Investigators in writing, following the Committee meeting which receives the recommendation.
Review procedures for all other projects

· Papers should be submitted ten working days prior to the meeting at which the project will be considered.  Papers should normally include:
· Research protocol including information about recruitment, consent etc (according to the checklist at REF 1.8.1)

· Information sheets for participants

· Questionnaire, topic guides or other research instruments

· Comment on any need for further scrutiny at a later date eg where the research design is emergent

· Comment on any involvement of external contractors, and their compliance with ethical requirements (eg transcription services, interpreters, fieldworkers)

· A completed DASS cover sheet

· One committee member will take the lead in reading and commenting on each proposal.  Scrutiny will be guided by the DASS checklist of questions (in the Ethics Handbook), recognising that not every question may be relevant in every case.  If a project is especially complex, the Chair may suggest, or the identified reader request, other committee members to assist.
· However, all Committee members will read all the papers.

· Researchers are bound by the decisions of the Committee. Any significant change in the research project should be reported back to the Committee, which will decide whether further scrutiny is required.

Monitoring

The Committee is required to monitor ethical practice in DASS, and procedures will comply with those to be set in place by the University. Procedures for DASS will include:
· An annual report of all decisions to be received and reviewed by the Committee for onward transmission to the University Ethics Committee;

· ‘Dip-stick’ monitoring of a random sample of current projects.  A minimum of two projects in each category (ie staff/postgraduate and student programmes) will be selected at random every year and requested to produce a short, one page report on the conduct of the project, highlighting any ethical issues which have arisen and how these have been addressed with reference to the approval given by the committee.

This item will be reviewed once the University’s monitoring procedures are in place.
Procedures for research postgraduates

Research postgraduate students (including DASR students) will follow the same procedure as staff, with the exception of the independent reading at proposal stage if the application process does not permit this.  Applicants for postgraduate research will however be required to comment on ethical issues in their work in their proposals. The Postgraduate Research Students Coordinator will monitor this.
Procedures for student research – undergraduate and taught postgraduate dissertations
Programme directors/dissertation co-ordinators are responsible for ensuring that these ethics procedures are followed.  The approval of topics takes place at programme level.  It is anticipated that projects which raise major ethical issues will not be accepted as suitable for dissertation work at undergraduate and taught postgraduate levels.  The procedure is designed to concentrate ethical discussion at the student-supervisor level.  Supervisors are responsible for supporting students to produce ethically appropriate proposals – they should not expect the Committee to pick up problems which should have been addressed at this basic level. 
ALL student projects require to be seen by the Committee, including any which may subsequently seek external approval.

· All students completing dissertations must receive clear training in ethics (eg as part of research methods module or in specific dissertation briefings);

· A checklist of ethical issues must be used to guide processes of consideration of proposals and to assist students and supervisors in devising appropriate research strategies (see Handbook).

· Students to submit ethics forms (for example, see handbook), signed by themselves and their supervisors to the Committee – no fieldwork should be commenced until approval has been granted

· The Internal Committee Chair will approve student projects by Chair’s Action on the recommendation of the supervisor.  If the supervisor has highlighted particular issues with a project or has been unable to recommend approval, further documentation may be requested and the matter taken to the next meeting of the Committee.

· All decisions will be recorded and reported to the Committee.

· Student forms will be countersigned by the Internal Chair, originals retained and a copy returned to the Programme office;

· Decisions will be communicated to students in writing by Programme Directors.

· In cases where student projects seek external ethical approval subsequent to internal approval, this must be reported to the Committee and a copy of the written approval lodged with Jennifer Gordon. 
· Monitoring of student work will entail an annual review by the Committee of the list of topics reviewed, and requests for comment from supervisors on a randomly selected number of projects.  The Committee may also follow up any particular project identified at an earlier stage as raising particularly sensitive issues.

· Students may appeal to the Independent Chair against a decision.
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