	University of Cambridge Faculty of Architecture and History of Art Ethical Approval Form* –                      Questionnaire Research with Adults


	Type of Project (delete as necessary)
	STAFF
	POSTGRADUATE
	UNDERGRADUATE

	Title of Project:
	

	Funding body:
	

	Name(s) of Researcher(s):
	
	email:

	Supervisor(s)

(for student research):
	
	email:

	Date:
	


	
	Mark with X in box
	YES
	NO
	N/A

	1
	Will you describe the purpose of the research at the outset, so that respondents are informed as to what to expect and how long the questionnaire will take to complete?
	
	
	

	2
	Will you tell respondents that their participation is voluntary?
	
	
	

	3
	Will you tell respondents that by completing and submitting their responses they are giving their informed consent?
	
	
	

	5
	Will you tell respondents that they have the option of omitting certain questions if they do not want to answer them?
	
	
	

	6
	Will you tell respondents that they can stop completing the questionnaire at any point for any reason?
	
	
	

	7
	Will you tell respondents that their data will be treated with full confidentiality and that, if published, it will not be identifiable as theirs?
	
	
	

	8
	Will you thank respondents at the end of the questionnaire?
	
	
	

	9 
	Will you provide contact details for the researchers?
	
	
	


If you have marked No to any of Q1-9, but have marked Box A overleaf, please give an explanation on a separate sheet.  (Note: N/A = not applicable). 

	
	Mark with X in box
	YES
	NO
	N/A

	10
	Will your questionnaire involve deliberately misleading respondents in any way?
	
	
	

	11
	Is there any realistic risk of any respondents experiencing psychological distress or discomfort? If Yes, give details on a separate sheet and state what you will tell them to do if they should experience any problems (e.g. who they can contact for help).
	
	
	


If you have marked Yes to Q10 or 11 you should normally mark Box B overleaf; if not, please give a full explanation on a separate sheet.

	
	Mark with X in box
	YES
	NO
	N/A

	12
	Do respondents fall into any of the following special groups? If they do, please refer to BPS guidelines, and mark Box B overleaf.

Your application will be referred to a School- level Ethics Committee.

You should ensure that you have CRB clearance (the Faculty’s Outreach Officer can advise).
	School children (under 18 years of age)
	
	
	

	
	
	People with learning or communication difficulties
	
	
	

	
	
	Patients
	
	
	

	
	
	People in custody
	
	
	

	
	
	People engaged in illegal activities (e.g. drug-taking)
	
	
	


If you are conducting research with children, parental consent must be given. Please use the Ethical Approval Form for Conducting Research with Human Participants and follow the guidance notes attached. 

There is an obligation on the lead researcher to bring to the attention of the Architecture and History of Art Faculty’s Research Ethics Subcommittee any issues with ethical implications not clearly covered by the above checklist.

*Should you wish to undertake research at other institutions in addition to the University of Cambridge, please apply to the relevant institutional Research Ethics Committee(s) and keep the Architecture and History of Art Faculty’s Research Ethics Subcommittee informed.
PLEASE MARK EITHER BOX A OR BOX B BELOW AND PROVIDE THE DETAILS REQUIRED IN SUPPORT OF YOUR APPLICATION. THEN PRINT OFF AND SIGN THE FORM.  

Mark with X

	A. I consider that this project has no significant ethical implications to be brought before the Architecture and History of Art Faculty’s Research Ethics Subcommittee.
	

	Give a brief description of the purpose of the research, the questionnaire itself and the respondents who will complete the questionnaire (max. 150 words).


	


OR

Mark with X
	B. I consider that this project may have ethical implications that should be brought before the Architecture and History of Art Faculty’s Research Ethics Subcommittee, and/or it will be carried out with children or other vulnerable populations.
	

	Please provide all the further information listed below in a separate attachment.

1. Title of project

2. Purpose of project and its academic rationale

3. Brief description of questionnaire

4. Respondents: recruitment methods, number, age, sex, exclusion/inclusion criteria

5. The information you will provide at the start of the questionnaire 

6. A clear and concise statement of the ethical considerations raised by the project and how you intend to deal with them
	


I have read and am familiar with the webpage Research in the Faculty of Architecture and History of Art: Management of ethical issues and the BPS Code of Human Research Ethics and (if appropriate) have discussed it with the other researchers involved in the project.
	Signed:  …………………………………….....

(UG or PG researcher, if applicable)
	Print Name:  …………………………………..
	Date:  ……………….

	Signed:  …………………………………….….

(Lead Researcher or Supervisor, if applicable)
	Print Name:  …………………………………..
	Date:  ……………….


This form and any attachments, along with your Consent Form and Participation Information Sheet, should be submitted to the Chair of the Faculty of Architecture and History of Art Research Ethics Subcommittee ethicschair@aha.cam.ac.uk. If any required information is missing, your application will be returned to you. Please ensure that your name and title of the project is on each separate attachment.  

	STATEMENT OF ETHICAL APPROVAL
This project has been considered using agreed Faculty of Architecture and History of Art institutional procedures and is now approved.



	Signed:  ………………………………………..

(on behalf of the Research Ethics Subcommittee)
	Print Name:  ………………………………......


	Date:  ….…………...


Notes on completing the form

PLEASE DELETE THESE NOTES PAGES ONCE YOU HAVE COMPLETED YOUR FORM – DO NOT INCLUDE THEM WITH YOUR APPLICATION

NOTE: THIS FORM SHOULD BE COMPLETED ELECTRONICALLY, AND MUST NOT GO OVER TWO SIDES.  

Research involving participants is hence defined broadly to include research that: 

(i) 
Directly involves people in the research activities, through their physical participation. 

Physical participation may signify invasive (e.g. surgery) and/or non-invasive research 

(e.g. interviews, questionnaires, surveys, observational research) and may mean the 

active or passive involvement of a person; 

(ii) 
Indirectly involves people in the research activities, through their provision of or access 

to personal data and/or tissue; 

(iii)
Involves people on behalf of others (e.g. parents/legal guardians of children and the 

psychologically and/or physically impaired, and supervisors of people under controlled 

environments [e.g. prisoners, pupils]). 
Participants in questionnaire research are more commonly known as respondents.
Some people participating in research may be more particularly vulnerable to harm than others.  Particularly vulnerable groups include: 

(i) 
Infants and children under the age of eighteen; 

(ii) 
People with physiological and/or psychological impairments and/or learning difficulties. 

(iii) 
People dependent on the protection or under the control or influence of others (e.g. 

children, pupils, people in care, young offenders, prisoners, employees/fellow staff.
(iv) 
Relatives of sick people (e.g. parents of sick children); 

(v) 
People who may have only a basic or elementary knowledge of the English language. 

Sensitive personal data consist of information as to: 

(i) 
The racial or ethnic origin of the participant, 

(ii) 
His or her political opinions, 

(iii) 
His or her religious beliefs or other beliefs of a similar nature, 

(iv) 
Whether he or she is a member of a trade union (within the meaning of the 

Trade Union and Labour Relations (Consolidation) Act 1992), 

(v) 
His or her physical or mental health or condition, 

(vi)
His or her sexual life, 

(vii) 
The commission or alleged commission by him or her of any offence, or 

(viii)
Any proceedings for any offence committed or alleged to have been committed 

by him or her, the disposal of such proceedings or the sentence of any court in 

such proceedings.

After participating in research, participants must be debriefed in a positive manner regardless of how successfully you think they have completed the task. Questionnaire respondents must be thanked.

Guidance on producing information for respondents

The introductory paragraph at the beginning of a questionnaire should be designed to assist respondents to make an informed choice as whether or not they want to complete the questionnaire and, should they take part, it should be made clear that they are free to stop at any time. Researchers should ensure that respondents understand the process in which they are to be engaged, including why their responses are necessary, how they will be used and how and to whom they will be reported.
Research Project Title 

Is the title self-explanatory? If not, a simplified title should be included. 

Introductory paragraph 

The researchers should be named, the aim of the research should be provided and the respondents who are being recruited should be described. Respondents should be invited to contact the researcher if they have any questions.
Short lines introducing sets of bullet points are normally preferable to dense text. 

Here is an example of an introductory paragraph from a real questionnaire (names and addresses anonymised):

John Doe (University of X), Jane Smith (Y Conservatoire) and Alex Brown (University of Z) are investigating the factors that determine the intelligibility of sung text. By intelligibility we mean that 

· listeners can understand the meaning of the words the singer is singing, if they are in a familiar language, or 

· make out the words, if they are in an unfamiliar language. 

This exploratory study asks for the views on this topic of 

· singers (student, professional, semi-professional and amateur)

· singing teachers 

· people who sing occasionally for pleasure, or in the course of their work

· people who listen regularly to music for the voice.  

If you fit one or more of these categories, we should like to invite you to complete this questionnaire.  You can 

· complete it on-line via the following link: 

· http://www.surveymonkey.com/s.asp?u=113882581843 
· print it, complete it by hand (as legibly as possible, please!), and give the completed questionnaire to John Doe, or send it to him at [ ].
If you have any questions please contact John Doe at [ ] or Jane Smith at [ ].

Informed consent 

You should explain that you will infer from respondents’ submission of the completed questionnaire, either electronically or by post, that they have given their consent to take part in the research.

Confidentiality and anonymity

You should explain that respondents’ contact details will be kept separate from the data they provide for the purposes of the research.  Thus all information that is collected about them during the course of the research will be kept strictly confidential. Any information about them that is disseminated will have their name and address removed so that they cannot be identified by it.

Dissemination

You should explain how and to whom the results of the research will be disseminated.  

Thanks

Finally, you should thank respondents for completing and submitting the questionnaire.

For further information and guidance, see the Faculty of Architecture and History of Art’s Ethical Guidelines for social and anthropological research .
Participant Consent Forms

The introductory paragraph described above serves as the consent form.

	Summary: Your application should consist of:

1. Your signed Ethics Approval Form (no more than 2 sides) with attachments if appropriate

2. Introductory paragraph (no more than one side of A4, and normally much less)
and sent to the Chair, Faculty of Architecture and History of Art’s Research Ethics Subcommittee: ethicschair@aha.cam.ac.uk


December 2018
ARCHITECTURE AND HISTORY OF ART FACULTY STAFF/STUDENTS MUST READ THE


 BPS Code of Human Research Ethics 


BEFORE SIGNING THE FORM. 





This document can be found at: � HYPERLINK "https://www.bps.org.uk/guideline/bps-code-human-research-ethics" ��https://www.bps.org.uk/guideline/bps-code-human-research-ethics�














