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The research governance arrangements for Children’s Services are managed by the Research and Evaluation Unit. Contact details:

Dr Roger Norgate

Consultant educational psychologist (Research)

Research & Evaluation Unit

Clarendon House
Monarch Way 
WINCHESTER
SO22 5PW

E-mail: HEPS.research@hants.gov.uk 

Telephone: 01962-876217 

Note: Despite modifications to the appearance of this guidance it does not represent a significant change to the existing policy as it applies to Social Care. It does, however, extend that policy to other departments within Children’s Services.

Acknowledgements: Much of the groundwork in establishing research governance arrangements within Hampshire County Council has been undertaken by Adult Services. This document draws heavily on their work. 

RESEARCH GOVERNANCE - external applicants

This document clarifies the process that anyone who is not an employee of Hampshire County Council’s (HCC) Children’s Services Department
 is required to follow in order to obtain approval for research which involves access to service users (i.e. children and young people), their families, carers, staff (including volunteers), or the use of data relating to them. This includes joint studies undertaken by external organisations in conjunction with HCC employees and those commissioned by the department.

A requirement is that governance approval is sought prior to the start of any study. 

Background

HCC is a learning organisation which actively encourages research and promotes evidence informed practice as a mechanism for improving services to children, young people and their families.  Nevertheless, the council has a duty of care to ensure research is conducted ethically and to the highest possible standards. Whilst this policy introduces an element of bureaucracy, to safeguard these interests, its ultimate aim is to stimulate and support good quality research, rather than inhibit such activity.
The Department of Health’s (2005) publication Research Governance Framework for Health and Social Care set out to foster a research culture that both promoted excellence and reduced unacceptable variations in practice. Its central tenet was to protect participants by ensuring that arrangements were in place to identify and manage any risks associated with a study. The framework set out five core elements and associated principles as the basis of research governance:

· Ethics: ensuring the dignity, rights and well being of participants

· Methodology: ensuring that the design and methodology are able to address the research questions and are subject to an independent review by relevant experts

· Information: ensuring full and free public access to information about the findings

· Health and Safety: ensuring the safety of research participants, researchers and other staff

· Legality: ensuring financial probity and compliance with the law in the conduct of research.

Whilst these regulations apply only to Adult Services, they have been adopted within Children’s Services and it is against these criteria that applications will be judged.  

Identifying activity that is subject to these arrangements

Research, in this context, constitutes any activity involving the collection and analysis of information from or about children and young people (in their capacity as service users), their families or employees of Children’s Services. This applies whether the data collection occurs through face-to-face contact or from case records that are held on them. It consequently includes studies involving questionnaires, focus groups, interviews, surveys and documentary analysis.  

Research requires approval before the work can commence.  To help identify whether an activity constitutes research in respect to these governance arrangements, the flow diagram below has been developed. Anyone who remains unsure can contact the Research & Evaluation Unit
 for further guidance. 

Diagram for clarifying whether external research requires research governance approval



























* No need for approval as long as a manager, or member of staff with designated responsibility, agrees to the data being released.

Approval Process

For the purpose of transparency this section outlines the procedures that follow, as part of the Governance process. 

On determining that the research requires approval the individual or agency should contact the Research and Evaluation unit
 via email or telephone
 for an informal discussion prior to submitting a project plan. This is to ensure that the research meets basic requirements. At this point the applicant may be asked to explain why the research needs to be done, the research questions being addressed, the methodology, and the intended participants (including estimated numbers). If the research seems viable, the applicant will be sent a project plan to be completed. A note that the discussion has taken place will be recorded on the governance database. [NOTE: Any applications submitted without first having been discussed will not be considered].
Researchers should read the guidance supplied on the form. The plan being submitted must take into account the comments and suggestions provided at the discussion stage. Less experienced researchers may need to seek advice on the ethical implications of their research. The following references may help in this respect: 

· Leathard, A. and McLaren, S. (Eds.) (2007) Ethics: contemporary challenges in health and social care, Bristol: Policy Press

· McLaughlin, H. (2006) Understanding social work research, London: Sage

· Adams, R., Dominelli, L, and Payne, M. (Eds.) (2005) Social work futures: crossing boundaries, transforming practice, Basingstoke: Palgrave Macmillan. 

Completed forms should be returned to the Research & Evaluation Unit. On receiving a completed form the details will be recorded on the governance database for monitoring purposes, and the applicant will receive acknowledgment of receipt by email. A copy of the form will be sent to the relevant manager to seek their views, enable them to assess the potential impact on the operation of their team and to obtain their permission for the researcher to access staff, children and young people, records etc. 
We would aim to provide feedback to the applicant within two weeks if the proposal required modification or amendment to make it more feasible from an operational perspective.

University students

University students must first gain approval from their university’s research ethics committee and send a copy of the feedback they receive from that committee with their completed project plan.  University of Southampton students should submit their applications via their Central Research Governance Office. The Office will take approximately two weeks to process the forms before they are sent to HCC and consequently the applicant will need to factor this into their timescale.  Students from other institutions should submit their applications via their equivalent office or their supervisor's email account.  This is to ensure that the quality of the proposal has been checked by a member of staff at the University prior to being sent to Hampshire.

Please note:  Applications will normally be processed within approximately 30 days of the relevant manager agreeing to the department’s involvement in the research. We would stress that the onus is on the student to accommodate our timescales and ensure we are given sufficient time to review their proposal. In particular, it is the student’s responsibility to submit their proposal with sufficient time to allow them to complete their studies. 

Any applications put forward by students without first having discussed the issue with the Research manager will be rejected.

Undertaking the risk assessment: How much of a risk does the proposed research present?

Studies pose different levels of risk to participants. The governance group will focus its time on the proposals that present the most risk and hence deserve the greatest scrutiny.  To determine the risks associated with a piece of work, and the subsequent level of review required, everyone making an application will be asked to complete a risk assessment (this can be found in Appendix 2) that will measure the potential risk of the research against the following issues:
1. Competence of researcher

2. Characteristics of participants

3. Nature of information being sought

4. Methods/nature of data collection

5. Appropriateness of method and quality of research design

6. Relationship between researcher and participants

7. Level of privacy for participants

8. Sensitivity of the topic

All proposals will normally be discussed at the full panel meeting, which takes place every other month. One member will present the proposal and one will advocate against it. The final decision will be that of the whole group. If a majority view cannot be established, the chair of the panel will have the casting vote. The panel reserve the right to seek further advice and guidance, as is deemed appropriate. The panel has had representation from:

· Hampshire Inspection & Advisory Service

· Special Educational Needs (SEN) team

· Social Care

· Hampshire Educational Psychology service

· Research & Evaluation Unit

· Performance and Resources
· Local Universities

Under exceptional circumstances views may be sought electronically via email or through comments being added to an electronic document stored on the shared drive. If there are justifiable time scale problems the decision may be made by the manager of Research & Evaluation Unit, or nominated panel member, but only if the study is deemed to be LOW risk. The outcome will then be shared retrospectively with the panel in order to justify the decision and to allow further discussion.

Project plan form

Once the Risk Assessment Tool has been used to identify areas of potential risk, the Project Plan Form (Appendix 3) needs to be completed using the results from the assessment to identify where additional detail may be required (to minimise those risks). These papers need to be sent to the Research & Evaluation Unit. The proposal will be considered in relation to the core elements and associated principles discussed earlier. In addition, checks will be made to ensure:

1. A sponsor has been identified who will take responsibility for co-ordinating the research

2. The proposal has been independently reviewed for ethics and methodological standards, where possible

3. There are clear arrangements between any organisations involved

4. Ownership of the findings and any intellectual properties are clearly defined

5. The proposal satisfies the legal requirements of the:

· Data Protection Act 1998

· Health and Safety Act 1987

· Human Rights Act 1998

· Freedom of Information Act 2000

· Mental Capacity Act 2005

· The Children Act 2004
Outcomes

There are three possible outcomes for a proposal: approved, approved subject to amendments or rejected.  Where approval, subject to amendments, has been granted, the applicant will be contacted and advised of this. Once they have satisfactorily demonstrated how the amendments will be incorporated into the research, approval will be granted. If major amendments are recommended as part of the reviewing process the applicant may have to re-submit a revised proposal. If a project is rejected the reasons for the decision will be explained. The applicant can appeal against a decision to the Assistant Director (Performance and Resources) but their decision will be final. 

If a researcher wishes to complain about how their proposal has been dealt with they should first contact the manager of the Research & Evaluation Unit and if they are unable to resolve the issue, they may then contact Children’s Services’ Complaints Manager.

When a project is approved it will be formally signed off.  A copy of the signed approval will be sent to the applicant (and the supervisor or research governance office in the case of university students) and the research can commence.
Review and approval flow diagram


























Research Monitoring

The details and outcome of every proposal submitted to the panel will be recorded on the governance spreadsheet. The spreadsheet will be used to help monitor where an individual proposal is within the process. 

Note: It is essential that the panel are informed of any changes or adaptations that are made to a project once it has been approved. Approval would have been based on the method submitted; any changes may require additional approval.
Dissemination of Findings

Details of how the completed research will be disseminated have to be included as part of the project plan (e.g. report, journal article or dissertation). Copies of the final report must also be made available to the Children’s Services Department (together with a 100 word summary). Access to the report will be provided to staff via the Intranet. Where appropriate, hard copies may also be requested and held by Hampshire Social Care Information and Library.

Discriminatory Practices
Some groups are disadvantaged because people are reluctant to allow them to participate in research. The Research Governance Group will guide researchers towards inclusive practices and encourage research to be carried out that will involve and benefit all. The panel will ensure that designs of studies do not discriminate against participants, or research workers, on the basis of age, gender, race, ethnic origin, religion, sexual orientation or disability. 

Some groups are disadvantaged because they have specific needs that must be met to enable them to take part in the research in an informed way. For example they may need research documentation to be produced in an alternative format or language, or they may need to be given payment for alternative care arrangements to ensure they can participate in a focus group. To treat people fairly, and minimise potential harm, the panel will ensure that researchers give consideration to issues likely to act as barriers to participation and take reasonable steps to address these.
Safeguarding

The research governance panel will advise the researcher to ensure that they minimise the risk of harm to participants and research workers by appropriate means, which include:

· Ensuring that the researchers request and record only personal information that is necessary for the study (as required by the Data Protection Act).

· Ensuring that researchers will keep this personal data, as confidential as possible. 

· Ensuring the researchers keep the identity of participants securely stored and do not identify participants in the analysis or report. 

· Ensuring the researcher makes it clear to the participants what the research involves, explains how their data will be used (e.g. whether anonymous quotes will be put in the report) and makes it plain that the participant can withdraw themselves and their data at any time without repercussion or need for explanation, so that the participant can make an informed decision about whether or not to take part (informed consent). 

· Ensuring that researchers who are going to people’s homes are aware of and follow lone-working procedures.

· Ensuring that the researchers are insured.

· Encouraging the researcher to report the limitations of their study accurately so that harm arising from people acting on the findings due to the researchers overstating the validity of the data is minimised. 

The research sponsors are responsible for ensuring that researchers have had CRB checks. 
Complaints Procedure

It is the responsibility of the research sponsor to ensure that a procedure is in place whereby participants can complain or express concerns over the conduct of the research, or their involvement in it. If any complaints cannot be resolved they must be reported to the Research & Evaluation Unit. 

Performance and Evaluation

The research governance panel will normally meet on alternate months, with additional meetings being arranged as required. The agenda will contain a standing item relating to the progress of approved projects. The procedures and emerging issues will also be reviewed at these meetings. The research governance panel will report to the Research Steering Group on the research currently in progress and any issues arising.

Children's Services                                                       Appendix 1

Research Governance – External Researchers


Please complete the Research Governance Project Plan (fill in the column on the left) and return to the address at the bottom of the form. Anyone wishing to undertake research with Children's Services must contact the Research & Evaluation Unit for an informal discussion prior to submitting this form. 

Student researchers must send the form via their supervisor or Research Governance Office. If you have any queries, or require any assistance in completing the form, then please contact the Research & Evaluation Unit.  

Main Researcher’s Responsibilities:

· Develop proposals that are scientifically sound and ethical.

· Conduct research to the agreed protocol (or proposal), in accordance with legal requirements and guidance.

· Ensure participants’ welfare while in the study.

· Comply with the requirements of the Mental Capacity Act 2005 if the research involves people who lack capacity.

· Feed back results of research to participants.

· Agree that a summary of the research proposal and the findings can be published on the internet research pages of the Hampshire County Council’s Hantsweb and that the full report can be published on the Council’s Intranet.

· Supply electronic copies of the summary and full report promptly.

Main Responsibilities of Sponsor:

To take overall responsibility for confirming that everything is ready for the research to begin, including:

· Putting and keeping in place arrangements for the initiation, management and funding of the study (and for clinical trials involving medicines, applying for authorisation and making appropriate arrangements for investigative medicinal products for the trial).

· Ensuring the research protocol, research team and research environment have passed appropriate scientific quality assurance.

· Satisfying his/her self that the study has ethical approval before it begins.

· Satisfying his/her self that arrangements will be kept in place for monitoring and reporting of suspected serious adverse incidents.

· Ensuring the research complies with the law.

· Ensuring that they are in a position to compensate anyone harmed as a result of negligence by the researcher.

· Ensuring that anyone requiring unsupervised contact with children or young people in order to conduct the research has a current enhanced Criminal Records Bureau (CRB) check.
* =mandatory field

	1.Title of Research
	Guidance notes

	*Title of Research: 
	Title of research study

	*Start Date:

*Estimated End Date:
	Intended start date

Anticipated completion date

	2. Main Researcher
	

	*Name: 
	Contact details of person responsible for undertaking, leading or managing the project

	*Organisation: 
	If you are a student, this is your university

	*Address: 
	

	*Telephone No: 
	

	*Email: 
	

	Course studied:
	If you are a student, please state what course you are on e.g. BSc. 

	*Research Experience: 
	Outline of previous research experience, with examples (including publications if possible). If you are inexperienced the research proposal should acknowledge where lack of experience may be an issue and what remedies will be applied.

 If you lack knowledge of the service user group (which will be the focus of the research) you need to demonstrate that you have access to appropriate support to compensate for this knowledge gap. 

	3. Co-Researchers
	

	Name: 
	Contact details of any research assistants or research fellows involved in the study, if applicable

	Organisation: 
	

	Address: 
	

	Telephone No: 
	

	Email: 
	

	4. Research Supervisor
	

	*Name: 
	Contact details of the project supervisor e.g. university tutor, line manager etc.

	*Organisation: 
	

	*Address: 
	

	*Telephone No: 
	

	*Email: 
	

	Are there any members of staff in Hampshire County Council that are supporting you in your proposal?: 


	Please list any members of staff, if applicable. Members of staff can facilitate the research but cannot otherwise be involved e.g. with data collection.

	5. Funding
	

	Name of Funding Organisation:
	Name and address of organisation funding the research, if applicable

	Address:
	

	Amount:
	Amount of funding for research

	6. Sponsor
	

	*Name of organisation acting as Sponsor:


	Name and address of organisation acting as sponsor. If you are a student, this is likely to be your university

	*Address:
	Role of Sponsor is to ensure:

The scientific quality of the research. All the necessary approvals are in place, e.g. CRB checks. Arrangements are in place for the management and monitoring of the research.


	7. Ethics and Governance Reviews
	

	*Please provide details of any ethics reviews the research has been subject to, if any:

If you are a student, you must obtain approval for your research from your school's research ethics committee prior to submitting this application. Please attach it to your application. 

Where the research relates to children and young people provide details of how informed consent obtained, and attach it to your application: 


	Details of any ethic reviews or bodies that the proposal may have gone to, including the outcome.

	*What was the outcome?:
	

	Please provide details of any other research governance processes the research has been subject to, if any:


	Details of any other research governance panels the proposal may have gone to, including the outcome.

	What was the outcome?:
	

	8. Aims and Objectives
	

	*Aims:


	Points to cover

What is the central research question?

Which principal areas are you planning to research?

How will the research benefit participants? 

	*Objectives:


	Points to cover

What are the main objectives of the research?

What specific questions or issues will the research address?

	9. Methodology
	

	*Overview: 


	Please provide details of the methods and techniques you plan to use within the research. 

Students should make sure that proposals are within their competence.  The methodology must be appropriate to the research question. For example, if the research relates to people's perceptions then a qualitative, unstructured interview might be appropriate. If the research aims to identify the scale of a problem or need then a more quantitative, randomised, statistical sample survey might be more appropriate.

	*Who are you targeting?: 


	Students should not propose to undertake research involving face-to-face interaction with service users (children and young people) on sensitive topics such as sexuality, health status, etc, if they have no previous experience of working with such service users.

	*How are you going to select your sample?


	

	*What is your total research sample and how representative is it? 


	

	*How many people are you planning to involve?


	

	*Where will your study take place?


	

	*What sort of data or information will you be collecting?


	If the data or information to be collected is highly sensitive or personal, such as data relating to criminal records, health or sexuality, the researcher must explain and justify the need to collect it. If it is necessary to collect such data, to what extent is the research in the interests of the participants? 

	*How are you collecting the data or information? E.g. survey/interview/consultation/case file audit/focus group:


	If the data are to be collected from case files, the data would usually be anonymised before they are supplied to the researcher in order to comply with the Data Protection Act 1998. If the researcher wishes to look at case files that have not been anonymised they must justify this.

	*How are you going to check whether the method you choose works?


	

	*Will recording or video equipment be used?


	

	*What are the implications of your intended methods on the validity of your research and how will you minimise bias (e.g. will the relationship you have with participants affect responses)?: 


	Is your method appropriate to the subject? E.g. using focus groups to obtain information on the use service users make of services will not reliably reflect the pattern of use of services where there are hundreds of service users. A postal survey would provide more reliable results. If you are assessing the effectiveness of an intervention by evaluating participants’ moods, 5 visits to gather data on changes in mood could provide more reliable data than 2. 

If you know any of the participants of your proposed study (e.g. you have worked with them whilst on placement) various issues may arise, including:

An imbalance in power between the researcher and the participants may make it difficult for consent to be withheld or may skew the participants’ responses out of fear that services to them may be affected.

‘Audience effect’ in which the participant’s opinions of the researcher affects their behaviour to the researcher or their responses to questions.

There may be a conflict of interest on the part of the researcher arising from vested interest in securing a particular outcome from the study. 

A researcher’s prior knowledge of the participants may affect what data are or are not collected.

To address these concerns any pre-existing relationship between investigator and participants should be described and remedies for potential bias that might occur be offered. For example you could ensure that:

Consent is obtained by someone not known to the participants

A third party is used to conduct random ‘re-tests’ to ensure consistency in data collected. 

	Please include copies of any questionnaires/interview schedules or surveys that you will be using with your application form.


	

	
	
	
	

	
	10. Analysis and dissemination of findings
	
	

	
	*How are you going to make sense of the data? (include details of any statistical tests planned and approaches to interpretation):


	Please provide details of the analysis to be used, how the findings will be presented and disseminated.
	

	
	*How will you present the findings of your research? e.g. report/journal/presentation:


	
	

	
	*Will participants have the opportunity to contribute to the writing of the report?


	
	

	
	*Will the way in which you present the findings be appropriate to your audience, i.e. simple language, Braille etc.?


	
	

	
	*Who will have ultimate ownership of the data and reports?


	
	

	
	*How are you going to communicate your findings to the research participants?


	
	


	11. Ethics
	Please provide details of the ethical issues related to the research and how they will be addressed.

	*How are you going to recruit your participants?:
	

	*How will participants personally benefit from being involved?

 
	

	*Are you going to involve your participants in planning the way in which the study will be carried out?


	


	*How will you obtain informed consent? Please send with this form copies of the information sheets and consent forms you intend to give participants (and their legal guardian). Where participants have communication difficulties, please explain fully the methods you will use to ensure that they are fully informed: 

 
	The issue of informed consent does not apply if data are collected through anonymous questionnaires (though participants in this case should still be provided with information sheets) or if data supplied to the researcher have been anonymised prior to supply.

Informed consent must be freely given and based on a full understanding of the purpose of the research and what is required of the participant.

Information given to potential participants should include: 

Purpose of the research, potential benefits and intended outcomes. 

The participant’s rights and limits to their participation (e.g. location, time involved, how data will be used, stored and disposed of etc.).

Clear statement that they can choose not to take part or withdraw at any stage without suffering any effect on their right of access to services.

Any potential harm/risk to the participant in taking part. Where the topic is sensitive, information must be given on the possibility of some distress being caused and the support that will be offered as well as a reminder that they can choose not to take part or withdraw at any stage.

Steps that will be taken to assure confidentiality and anonymity.

Contact details.

Arrangements for insurance indemnity relating to the research.

How participants can influence the analysis of the findings (such as contributing to the report).

How and when the participant will receive the research findings.

Some participants may experience particular difficulties in giving informed consent or withholding consent due to their age (e.g. children and young people) or communication difficulties. The likelihood of harm will be greater to these participants unless communication barriers can be overcome. Researchers must acknowledge the issue and state how identified barriers will be surmounted. For example, if the study involves children and young people the provision of information about the project should be made available to the parent or carer as well as the child, and the information provided to the child should be written in an accessible style.

	*How you are going to ensure that the study meets the Hampshire Equalities policy (http://www3.hants.gov.uk/equality)?:


	

	*How will you manage confidentiality and anonymity during and after the research project, and in publications and in the storage of data?:


	If your data were not anonymised at source, what attempts will you make to minimise the possibility that individuals might be identified, e.g. changing names? Data which include postcodes or other geographical data identifiers could lead to identification. Ensuring privacy is of the utmost importance with relation to sensitive and personal data supplied by participants. 

	*If service users are involved, will they have the opportunity to contribute equally to the research? What measures will you take to ensure this (e.g., considering caring issues, transport, using appropriate methods of communication)?


	Where methods of data collection involve high levels of face-to-face contact between the researcher and the participant, one of those concerned may be placed in a vulnerable position.  For example, there could be:

Physical risks to the researcher if the research involves visits to the homes of people who are to be interviewed or the participants have exhibited challenging behaviour in the past. All researchers should carry identification and ensure that a system is in place so that their whereabouts are known.

An accusation of misconduct against the researcher. How will you deal with this?

Stress, loss of self-esteem, psychological damage and other side effects may be caused to those from whom the information is being sought - for example through the length of an interview, the personal or sensitive nature of subjects discussed, the timing or location of observations, the number of contacts between the researcher and participant, and who else is present at the time of contact. Requiring participants to be interviewed in their homes, for instance, means increased levels of disclosure of personal information and potential risk. 

To address potential difficulties you must demonstrate how the safety of participants and yourself will be ensured.

Research into topics such as bereavement or sexuality is likely to require a greater level of expertise and professional knowledge than research on a topic such as meals on wheels. Proposals from inexperienced students involving direct work with vulnerable service users or staff on highly sensitive topics are thus likely to be deemed too high risk and rejected.

	*How will you ensure that participants feel that they are listened to? How will you acknowledge and demonstrate respect for their contribution?


	

	How are you going to manage any payments to participants?


	

	*What is the potential risk of harm to your participants or to yourself and how are you going to manage it (include emotional and physical risks relating to place, times, who is present, subject covered, method, relationship to participant, and recording methods)?


	

	*What follow-up support will be available to participants should they require it? 


	

	*How and to whom will your participants be given an opportunity to complain if they feel the need to do so?


	

	*What will you do if the focus of your research project shifts or changes substantially from the proposal? 


	

	12. Data Protection
	

	*Will your data be used for any purposes other than your study?:


	Please provide details of how you intend to apply the principles of the Data Protection Act 1998 in your research if you are not anonymising your data at the point of collection or working with data that has been anonymised prior to supply. You must explain how you will preserve the privacy of participants’ data in the consent form for participants as well as on this form

	*How do you propose to store your data, e.g. on database/hard files etc., and how secure will it be?:


	

	*How long will you keep the data for and how will you dispose of it when it is no longer needed?:


	

	*Who will have access to the data?:


	

	13. Appended Information
	

	Please detail any additional or supporting information being included in the application e.g. questionnaires, interview schedule, consent forms.


	

	Signatures
	

	Main Researcher:

By signing, or returning this form electronically, I confirm that the information supplied is correct and that I understand the responsibilities placed upon me, as outlined below, and they have been satisfied.

*Signature:

(Please fill in email address if sending electronically)

*Date:


	

	Sponsor (or on behalf of sponsoring organisation):
By signing, or returning this form electronically, I confirm that the information supplied is correct and that I understand the responsibilities placed upon me, as outlined below, and they have been satisfied.

*Signature:

(Please fill in email address if sending electronically)

*Date:


	


Please return the completed form, with any supporting documentation, as an email attachment to HEPS.research@hants.gov.uk or post to the address shown at the start of the document.


	Area
	Potential Risk

Low                                                                                                                                            High
                 

	Competence of researcher


	Researcher(s) well qualified with experience and knowledge of all three of the following factors – topic of investigation, the participants/data and the methods to be used.  E.g. formal research training, qualifications, experience and knowledge gained from involvement in similar projects or working in the environment.


	Researcher(s) reasonably well qualified with experience and knowledge of two of the following three factors - topic of investigation, the participants/data and the methods to be used.
	Researcher(s) has little or no experience or knowledge of the topic being researched, the participants/data or the methods being used.

	Risk Level 
	1
	2
	3

	Characteristics of participants 


	The participant is capable of making a decision on consenting to partake in the research and has the ability to withdraw from the study fully.
	Informed consent and the ability to withdraw from the study is possible with support to overcome communication barriers e.g. advocates, translators/interpreters, signers or technology.


	Informed consent and ability to withdraw from the study not possible or unlikely due to age of the child. There are communication issues arising from language or literacy issues, sensory or speech impairment.

	Risk Level
	1
	2
	3

	Nature of information being sought


	The topic and information being sought does not focus on personal information at all e.g. opinions about a received service.
	The topic or information being sought includes items likely to be considered slightly personal or sensitive by some e.g. age, ethnicity, income.
	Information is likely to be regarded as highly personal or sensitive by the individuals that it is being collected from or about 

	Risk Level 
	1
	2
	3

	Methods/nature of data collection


	No face-to-face interaction between researcher and participant.
	Some face-to-face contact and interaction for limited amounts of time.


	High level of face-to-face contact and/or interaction between investigator and participant (e.g. a participant observation study).

	Risk Level
	1
	2
	3

	Appropriateness of method and quality of research design


	The methods are fully appropriate as they have been used successfully on similar, or the same, project(s) previously and/or advice has been sought with regards to the methods.  The necessary resources are available to undertake the research.
	It is believed that the methods are the most appropriate for the study, although it is not known whether they have been used successfully in a similar project.  Advice has been sought and resource implications considered.
	It is not known whether the methods are appropriate for the study and no advice has been sought concerning the methods.  No additional resources have been made available to undertake the research.

	Risk Level
	1
	2
	3

	Relationship between researcher and subject/participants


	The participants are unknown to the researcher.
	Limited information about the participants will be available to the researcher to ensure participants cannot be identified.
	Participants are personally known to the researcher and the researcher may have other duties or responsibilities towards all or some of the participants which may create a potential conflict of interest.

	Risk Level
	1
	2
	3

	Level of privacy for participants


	Participants are anonymous and no identifiable information will be used or collected as part of the project, or participants have the option to remain anonymous if they so wish.
	All the information collected will remain confidential, although identifiable information will be collected as part of the study.
	Details of the information collected and participants involved will not remain confidential.

	Risk Level
	1
	2
	3

	Sensitivity of the topic


	The study is not considered to be sensitive..
	Parts of the study may be sensitive.
	Study is likely to be extremely sensitive.

	Risk Level
	1
	2
	3


Appendix 3: Guidance Notes for Determining Risk Levels

Social science raises a range of risks that need to be considered. These include risk to a subject’s personal social standing, privacy, personal values and beliefs, their links to family and the wider community, and their position within occupational settings, as well as the adverse effects of revealing information that relates to illegal, sexual or deviant behaviour. Even research which carries no physical risk can be disruptive and damaging to research subjects either as individuals or as whole communities or categories of people. Once risks have been identified, researchers should ensure that these are discussed with research participants in order to secure proper informed consent.

Young people involved in risky or illegal activities, who are incarcerated or have run away from home or care may have heightened concerns over privacy and may be mistrustful of the confidentiality of their participation. In this context:

· Ethical dilemmas should be anticipated and advice sought from those working with the relevant population of young people.

· A fact sheet detailing additional support services should be prepared

· Where participation is likely to be stressful, young people should be asked if they would like to have a friend or advocate with them

· Limits to confidentiality should be explicitly communicated. 
Young people over 13 who do not wish to involve their parents are able to give their full consent providing they have been fully informed and they have sufficient maturity to understand the nature, purpose and likely outcome of the proposed research. The expectation is that younger children will require parental consent.
Questions to consider:
· What are the risks to the researcher, and/or participants in having face-to-face contact?

· What are the risks in seeking sensitive information? Why is it necessary to collect this information?

· How will you ensure that informed consent is appropriate as some participants may not be able to give informed consent? Is there someone else who has the legal authority to consent on his or her behalf?

The following research would normally be considered as involving more than minimal risk: 
· Research involving vulnerable groups – for example, those with a learning disability or cognitive impairment, or individuals in a dependent or unequal relationship

· Research involving sensitive topics – for example participants’ sexual behaviour, their illegal or political behaviour, their experience of violence, their abuse or exploitation, their mental health, or their gender or ethnic status

· Research involving deception or which is conducted without participants’ full and informed consent at the time the study is carried out

· Research involving access to records of personal or confidential information, concerning identifiable individuals

· Research which would induce psychological stress, anxiety or humiliation or cause more than minimal pain

Appendix 4

Children’s Services Internal Research Governance         

Project Plan Form


Please complete the Project Plan Form in conjunction with the Risk Assessment Tool and return to HEPS.Research@hants.gov.uk or call 01962 876217 if you have any queries or require assistance.

	Details of Researcher

	Name: 

	Job Title:

	Team: 

	Location: 

	Telephone No: 

	Email: 

	Title of Research

	Title of Research: 



	Start Date:

Estimated End Date:

	Details of Research

	What do you want to identify/achieve with the research?



	How are you going to do the research?



	What are you going to do with the findings?



	Risk Assessment - Please highlight the score you gave each potential risk category and where it is graded higher than 1 please outline how the risks will be minimised in the research, where possible.

	Competence of researcher                                          1          2          3

	Characteristics of participants                                     1          2          3

	Nature of information being sought                             1          2          3

	Methods/nature of data collection                               1          2          3

	Appropriateness of method and 

quality of research design                                           1          2          3

	Relationship between researcher

and subject/participants                                              1          2          3

	Level of privacy for participants                                  1          2         3

	Sensitivity of the topic                                                    1          2         3

	To be Completed by Line Manager

I confirm that I have read the project plan form and the associated risk assessment form. I believe that with the measures proposed the project is a level:

 1 (low)                                      2                              3 (high) 

risk project. I would support this work being undertaken.

Name: 

Job Title: 

Signature:                                                            Date: 

By signing this form I also confirmed that the conditions below have been satisfied as part of this project.

	· Consent has been obtained from the relevant managers for the researcher(s) to access, or contact, the participants.
· Anyone requiring unsupervised contact with users in order to conduct the research has undergone a satisfactory enhanced Criminal Records Bureau (CRB) check in the last 3 years.
· Agree to the report being published on the research pages of Hantsnet. 



Appendix 5

Additional Guidance for Online Research 

Online questionnaires:
One of the most effective ways of conducting research is through an online questionnaire. This is posted onto a specially designed webpage that respondents can then be directed to. The webpage should detail:

· the purpose of the study 

· practical arrangements 

· information about the researchers 

· where the findings will be posted 

· e-mail address for queries

It is difficult to obtain the same level of informed consent from an online questionnaire as a face-to-face meeting. It is possible to attach a consent form to an email, and ask respondents to fill it in and email it back.

Confidentiality and risks:

The internet does allow researchers to send out questionnaires anonymously, but this means that the researcher is less aware of the potential adverse effects of the study upon individuals taking part. Similarly, while researchers can promise that they will use the data confidentially, they cannot guarantee that emails will not be intercepted and used by others.

Participants need to be aware of these risks before they hand over personal data, and researchers can explore this through the research governance process.
Instant messaging and chat rooms:
Researchers are beginning to see the benefits of using chatrooms and instant messaging as methods to target young people as participants. However, this has its own problems that governance procedures should address:

· It is unethical for the researcher to "spy" on a chatroom conversation and use what is said in their findings without first informing the participants. 

· You can never tell exactly who you are speaking to. If participants are not who they say they are, this could adversely affect the results, and, more importantly, put other vulnerable people in the group at risk. 

· The young people with a 'voice' in such synchronous (real-time) discussions, are the ones who can type the fastest. This could put  some groups at a disadvantage. 

During such conversations, researchers need to be aware of the people that are not participating as much, and encourage them to come forward with their own views.
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APPENDIX 2 – Research Risk Assessment Tool


Title of Proposal…………………………………………………………………………………………………………………………………..


Name of Research……………………………………………………Date……………….Telephone No………………………………..





Pass to appropriate manager or organisation





Request to undertake research involving Children's Services users or staff received















































� There are separate arrangements for those who are employed by Children’s Services.


� See contact details at the front of this document.


� For Adult Services contact the Research manager � HYPERLINK "mailto:rachel.dittrich@hants.gov.uk"��rachel.dittrich@hants.gov.uk�


� E-mail: Telephone: 01962-876217 � HYPERLINK "mailto:HEPS.research@hants.gov.uk" ��HEPS.research@hants.gov.uk� 





� Coloured arrows are for clarification purposes only, and are not related to outcomes or approval.


� See additional guidance notes on determining risk levels available in Appendix 3
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