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RESEARCH ETHICS HANDBOOK

1.0 Research Ethics

Research projects may require you to undertake some original or primary research. If this
research involves human participants (for example, through interviews, questionnaires, focus
groups, or experiments) or their personal data or information, you will need approval from
the City University Malaysia Research Ethics Committee (CUM-REC).

Most student research projects can be undertaken under the auspices of a pre-approved
protocol. There are approved protocols for projects involving interviews or focus groups;
projects involving surveys; and projects on behalf of a company. Further protocols may be
added during the year. These protocol documents contain details of the kinds of project that
they may and may not be used for, and a template for a research participant information
sheet. If your project does not fit any of the pre-approved protocols, you need to submit a
formal application to the CUM-REC for ethical approval. The relevant dissertation supervisor
will let you know about any such requirements.

The latest version of these protocols and templates can be requested from CUM-REC at
rd.centre@city.edu.my.

The University encourages students to undertake independent research where appropriate,
normally as part of a project paper or thesis. The intention of these procedures is not to
discourage students from undertaking imaginative and original research, but to safeguard the
interests, rights, and dignity of research participants. This is just as important for student
projects as for cutting-edge academic research led by world class researchers.

The process of ethical review and approval is an important part of safeguarding participants,
but at least as important is for researchers to be aware of ethical issues when planning and
carrying out their research.

There are six key principles of ethical research that expects to be addressed whenever
applicable:

The six key principles:

1. Research should be designed, reviewed, and undertaken to ensure integrity, quality,
and transparency.

2. Research staff [including students undertaking research] and participants must normally be
informed fully about the purpose, methods and intended possible uses of the research, what
their participation in the research entails and what risks, if any, are involved.

3. The confidentiality of information supplied by research participants and the anonymity of
respondents must be respected.

4. Research participants must take part voluntarily, free from any coercion.

5. Harm to research participants must be avoided in all instances.

6. The independence of research must be clear, and any conflicts of interest or partiality
must be explicit.
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To implement these principles:

» The responsibility for conduct of the research in line with relevant principles rests with

the principal investigator and the research/employing organisation.

* Risks should be minimised.

» Research should be designed in a way that the dignity and autonomy of research
participants is always protected and respected.

1.1 Points to Consider When Planning Research

» Have you considered risks to:
o the research teams?
o the participants? (harm, deception, impact of outcomes)
o the data collected? (storage, considerations of privacy, quality)
o the university?

* Might anyone else be put at risk as a consequence of this research?
« What might these risks be?
« How will you protect your data at the research site and away from the research site?

« Details and recruitment of participants:

o What types of people will be recruited?

o How will the competence of participants to give informed consent be determined?

o How, where, and by whom will participants be identified, approached, and
recruited?

o Will any unequal relationships exist between anyone involved in the recruitment
and the potential participants?

o Are there any benefits to participants?

o Is there a need for participants to be de-briefed? By whom?

- What information will participants be given about the research?
» Who will benefit from this research?

» Have you considered anonymity and confidentiality?

» How will you store your collected data?

- How will data be disposed of and after how long?

« Are there any conflicts of interest in undertaking this research?

» Have you considered consent?
o Does your information sheet (or equivalent) contain all the information participants
need?
o If your research changes, how will consent be renegotiated?

» Are you conducting research outside Malaysia? Are there any additional issues that need to
be considered as a result? (eg. local customs, local 'gatekeepers’, political sensitivities)

- How will the ethics aspects of the project be monitored throughout its course? « How

will unforeseen or adverse events in the course of research be managed?
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2.0 Ethics Review Process

The City University Malaysia Research Ethics Committee may need as long as fourteen (14)
working days to review your application. Please submit your application documents as early as
possible.

Staff members and PhD students:
1. If your research projects use primary data, you need to get an approval from the CUM
RECbefore you start collecting the data; while if you use secondary data, an approval is

not required.

2. If approval is needed, please complete the “Ethics Review Checklist” and the
“Informationfor Research Participants” forms (Appendix 1 & 2, respectively).

3. Email them along with your questionnaire, interview or focus group questions etc. to the
CUM-REC (rd.centre@city.edu.my).

4. The Committee has the application registered and sent it two or more members.
5. The Committee members will review and comment the application.

6. Email notification is sent to the researchers and/or PhD students on the outcome and
minor changes needed, if there are any.

Undergraduate, Masters, Masters by Research and MBA students:

1. Go through the CUM-REC documents and see whether your research fits one of the pre-
approved protocols.

2. If your research does not fit one of the pre-approved protocols, you need to go through the
Individual Project Review—follow the procedure of ethics review for staff members and
PhD students above.

3. Please also refer to the FAQs in Appendix 3.

2.1 Role of the City University Malaysia Research Ethics Committee (CUM-REC)

1. Protect the dignity, rights, and welfare of human participants of research carried out under
the auspices of the City University Malaysia.

2. Establish, operate, and review procedures for the ethical review of staff and student
research projects involving human participants and/or their data, including:

Procedures for expedited review for research projects judged to be of minimal risk;
Procedures for more detailed review of projects judged to be of more than minimal risk;
Procedures for the pre-approval of research protocols for minimal risk student projects;
Guidance on good practice on issues related to research ethics for staff and students.

O O O O
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3. Make all decisions and judgements in accordance with the standards and key ethical
principles laid down by the CUM-REC and by the University.

4. Undertake reviews in a timely and proportionate manner, relative to the risk of the project
(see Appendix 4 for the "CUM-REC Review” form).

5. Maintain records of decisions made and approvals given.

6. Make arrangement for the post-approval monitoring of projects and for reporting and
recording of changes, revisions, or problems.

3.0 Pre-Approved Protocols

Any student projects that meet the conditions below and which follow the protocol set out
need not apply for further ethical approval. The responsibility for ensuring that the project
meets the conditions and uses the protocol that has been pre-approved rests with the
student carrying out the research and the supervisor as appropriate.

Student projects which do not fit the conditions of this or one of the other pre-approved
protocols may still be undertaken but will need individual ethical approval from the CUM REC
before the project starts.

The following are the approved protocols for projects involving interviews or focus groups;
projects involving Internet surveys; and projects on behalf of a company.

3.1 Interviews or focus groups

Interviews or focus groups with research participants conducted with the aim of collecting
data for a student project.

“Information for Research Participants” form (template attached in Appendix 2) must be
completed and given to each research participant in advance of the interview and a copy left
with them afterwards. You should translate the participant information form into the
appropriate language if research participants are not fluent in English. You must store the
data securely (password protection for electronic files) and anonymise the data as much as
possible.

The research may not:
- Involve payment or other compensation to interviewees
- Involve the data being used for any other purpose not specified in the consent form

Permitted Topics:

This approval only covers research on non-sensitive topics. Topics considered sensitive
include sexuality, drug use, illegal activities, and any other personal topics with the potential
to cause offence or upset. If your research is commercially sensitive, you must complete a
confidentiality agreement.
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Permitted Research Participants:

This approval does not cover the participation of the following groups:

« Hospital/healthcare staff
« Children (under 18s)

* Adults with learning disabilities whose ability to consent is impaired

3.2 Projects Involving Internet Surveys

An internet survey conducted with the aim of collecting data for a student project.

“Information for Research Participants” form (template attached in Appendix 2) must be
included on the front page of the questionnaire/survey.

You should translate the participant information form into the appropriate language if
research participants are not fluent in English.

You must store the data securely (password protection for electronic files) and anonymise the
data as much as possible.The research may not involve the data being used for any other
purpose not specified in the “Information for Research Participants” form.
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3.3 Projects on Behalf of a Company
Working on a particular task or project on behalf of a company!

(a) where the company has defined a project and offered it as an opportunity for a
student to undertake; or

(b) where the student is already employed by the company and agreed a project with a
relevant manager.

The project will be of value to the company, while at the same time creating the opportunity
for the student to meet the requirements of their academic programme. The project will be
undertaken under the auspices of the company, which may or may not include a full or part
time placement at the company’s premises. The company will provide access to the people
and data necessary for the successful completion of the project.

This approval only covers projects which raise no particular ethical issues in terms of their
aims, outcomes, and methods.

Permitted Methods:

Discussions with company employees and a smaller number of people external to the
company as required to successful complete the project. These interactions will be similar in
nature to normal interactions between work colleagues, and not similar to formal interviews
or focus groups undertaken as part of a research project. Conventional research projects
typically involve participant information sheets and consent forms prior to interviews, but you
are not required to use them if the conventions underpinning your conversations are those of
work or project colleagues rather than of researcher and research participant/interviewee.

If the company project requires extensive interviewing of people who are external to the
company, you should consider using the ‘interviews’ student project protocol (see section
3.1).

1 The term ‘company’ should be understood throughout this document to also include charitable organisations,
social enterprises, public sector bodies etc.

Advice to Students: Managing conflicts of role and conflicts of interest

Projects of this kind require the student to undertake something of a balancing act, and
students and supervisors need to think in advance about the most appropriate way to handle
potential conflicts and confusions of role and of interest. You must always be clear about your
role, your relationship to the company, and the uses to which you and the company plan to
put your work.

You must not - through act or omission - allow yourself to be thought of as an employee or
representative of the company if that is not the case. This is the case whether you are talking
to someone within or outside the company. It is easy to be careless and give this impression
by accident.

You must not - through act or omission - allow the project to be thought of as a student
project undertaken for educational purposes only if another use is intended by you or the
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company. You must be clear about who will see your work, and what it will be used for. If you
are an employee of the company concerned, and/or if you will be producing a report for the
company as well as for your degree, you must make this clear to everyone you have contact
with for the purposes of the project — whether internal or external to the company.

Please remember that many people will go out of their way to help students with their
research and with their projects because they believe in the value of education and self-
improvement. Some will recall the cooperation they received as students and will want to
return the favour or will consider it their duty to play their part in developing and training the
next generation of professionals in their field. Please remember that student projects are
possible because of this goodwill.

One way in which confusion may be avoided is through the use of a project information
sheet. This can be used by you or by the project supervisor within the company as a quick
way to explain the project and your role. If you do not work for the company, you must
produce and use a suitable document which must be agreed with your academic supervisor
and with the project supervisor. If you are employed by the company concerned, you should
give serious consideration to using an information sheet if the project is not part of your
usual role (template attached in Appendix 5).

Confidentiality and Anonymity

For assessment and verification reasons, the company with which you undertake the project
must be named in your dissertation. However, if the company requests it, you can apply to
have your dissertation kept confidential for a certain length of time and not be made available
online. You - and perhaps your supervisor as well - may be asked to sign a confidentiality
agreement. It is the responsibility of the student to find out if the company requires any of
these additional confidentiality measures to be taken before the project starts.

Interviewees. A report prepared for the company may need to name employed individuals
(but not others). However, there is normally no need to name individuals in the academic
work - referring to them as ‘Person A’ etc is fine. You will need to be clear (in advance) to
people that you talk to in the course of your project about what will happen to the
information that they give you, and whether or not they will be named.



ll

CITY UNIVERSITY
MALAYSIA

Research Management Centre

4.0 Timeline and Submission Guideline

Timeline: After Proposal Defense students may start to apply. This must be done before data
collection phase.

Submission Guideline:

Student complete the APPENDIX 1
‘ > and APPENDIX 2 form

Email to RMC
rd.centre@city.edu.my

No

Form
Complete?

REC will review using
Appendix 4 form

"2
Email to RMC

rd.centre@city.edu.my

|

RMC informs student on decision

!

Finish
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Appendix 1:

CITY UNIVERSITY MALAYSIA
RESEARCH ETHICS REVIEW CHECKLIST - STAFF AND DOCTORAL RESEARCH

Research ethics approval is required for every research project that involves human
participants or their data, whether that project is externally funded or not. Research projects
may not start without ethical approval.

Please complete this form electronically and email it to CUM-REC (rd.centre@city.edu.my),
along with questionnaire, interview or focus group questions etc.

Research Project Title:

Doctoral students should name their supervisors under “Co-Supervisor” and add [PhD] before
the project title.

Main Supervisor

Co-Supervisor
(and affiliation)

Project Funder(s)

Project start/finish Date of Ethics
dates Application

Questions about need to review the application:

Does the study involve participants age 16 or over who are unable to give Y N
informed consent? (e.g. people with learning disabilities)

Questions about involvement of researchers from outside City University
Malaysia:

Are colleagues from another institution involved in the research? Y| N
If you are leading the project, does this application cover their involvement? Y| N
If they are leading, have they obtained ethical approval for your involvement? Y| N

If a project is led from outside City University Malaysia, ethical approval by his/her institution
will normally be accepted in lieu of a CUM-REC review. In such cases, please complete this
page only and attach a letter confirming ethical review. Similarly, CUM-REC will normally be
willing to write to external project partners to confirm that we have reviewed the project. It
would be up to their respective institutions to decide whether to accept our review or to carry
out their own - you should not assume agreement.
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Any significant change in the question, design or conduct over the course of the research
should be notified to the CUM-REC (rd.centre@city.edu.my) and may require a new
application.

Brief summary of project goals:

Brief description of research methods to be employed:
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Questions about consent

Does the research involve vulnerable groups: children, those with cognitive
impairment, or those in unequal power relationships (e.g. students)

Will the study require the co-operation of a gatekeeper for initial access to
the groups or individuals to be recruited? (e.g. students at school, members
of self-help group, residents of nursing home, employees)

Will it be necessary for participants to take part in the study without their
knowledge and/or full informed consent at the time? (e.g. covert
observation)?

Questions about confidentiality

Will research involve the sharing of data or confidential information beyond
the initial consent given? Will data collected be (or potentially be) used for
any other purpose?

Will the research involve administrative or secure data that requires
permission from the appropriate authorities before use?

Will any payments, compensation, expenses, or incentives be offered to
participants?

Questions about the potential for harm

Will the study involve discussion of personal or sensitive topics (e.g. sexual
activity, drug use, commercially or legally sensitive topics)?

Could the study induce psychological stress or anxiety or cause harm or
negative consequences beyond the risks encountered in normal life?

Will the study involve prolonged or repetitive testing?

Is there a possibility that the safety of the researcher may be in question
beyond everyday risks (e.g. in some international research in trouble spots)?

Location of the research

Will any of the research take place outside Malaysia?

11




ll

CITY UNIVERSITY
MALAYSIA

Research Management Centre

If you have answered ‘yes’ to any of the questions above, please explain your reasons
below, and any steps you will take to deal with the ethical issues raised. Please note that
answering ‘yes’ will not in itself adversely affect the chances of approval. For guidance
on completing this section of the form, please contact CUM-REC (rd.centre@city.edu.my).

To what degree will individual research participants and organisations be anonymised in the
research outputs? Please list any potential characteristics that you may wish to use. Please
attach a copy of your participant information sheet and/or consent form (where appropriate).
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Appendix 2:

CITY UNIVERSITY MALAYSIA
INFORMATION FOR RESEARCH PARTICIPANTS

Thank you for agreeing to participate in the research project. Your participation in this
research is voluntary, and you may change your mind about being involved in the research at
any time, and without giving a reason.

This information sheet is designed to give you full details of the research project, its goals,
the research team, the research funder, and what you will be asked to do as part of the
research. If you have any questions that are not answered by this information sheet, please
ask.

What is the research project title?

Who is carrying out the research?

[If student research, please include details of the course/subject/final qualification. If staff

research, include details of the research funder and other institutions involved, PI, and the name

of the co researchers. If there is no external funder (for example if your PhD is self-funded, or the

research is funded by an internal university scheme) you should state this — participants will
enerally want to know this.

What is the research about?

[Please include a brief, lay summary of the objectives of the research. Remember that this
document is aimed at research participants and should be written in an accessible way. Don’t
forget that many people participate in research if they find the questions interesting. Your aim
here should be to explain your project briefly and in an interesting and accessible way.

What groups of people have been asked to take part, and why?
Please include information about how participants have been identified / chosen]
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What will research participants be asked to do?

[include any potential for benefits and risk of harm. You should give an indication of the nature of
the task and how long you expect it to take. Please remember that you’'re writing this for
participants (not to the ethics committee) so address participants directly. Please also mention any
prizes/expenses/payments for participation in this section]

What will happen to the information I provide?

[include information about data storage/retention, as well as how the information provided will be
used in the research - extent of anonymity, will direct quotes be used, how will participants be
referred to etc]

What will be the outputs of the research?

[Book chapters, peer reviewed publications, conference papers etc. Please remember that
participants may not be familiar with academic conventions. If this is student research, please give
details of the assignment you will write as a result of the research as well as any other purpose for
which it may be used.]
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Contact details
Researcher: [Name, phone, email, postal address]

[Main Supervisor or supervisor: Name, phone email, postal address]

Complaint procedure

If you wish to complain about the way in which the research is being conducted or have any
concerns about the research, then in the first instance please contact the [Main Supervisor or
supervisor].

Or contact the City University Malaysia Research Ethics Committee: Level 5, U No, Menara
City, 8, Jalan 51a/223, Seksyen 51a, 46100 Petaling Jaya, Selangor Email:
rd.centre@city.edu.my

Notes: (Please delete before using):

This document is intended as a guide for producing a research participant information sheet,
including being included into the cover page of your questionnaire, letter to seek participants’
consent for interview or document to provide information to your participants to seek their
consent/approval for participating in research. The exact format used here is not compulsory.
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Appendix 3:

Research Ethics Review for Student Projects:
A Frequently Asked Questions (FAQ) list for supervisors

1. What kinds of student project need ethical review?

The same rules apply as for staff and doctoral research. Any project that involves primary
research involving human participants or their data - for example interviews, focus groups,
and web surveys. ‘Desk-based’ research involving pre-existing datasets, conceptual work etc.
does not normally require ethical review.

2. Does every single project require its own individual review?

No. University rules allow us to establish pre-approved research protocols that students can
follow. If their project meets the criteria for one of the pre-approved protocols, then it does
not have to be reviewed individually. The student must, however, follow the protocol and use
the participant information sheet template.

3. What are the pre-approved research protocols?

There are currently three - one for interviews and/or focus groups, one for internet surveys,
one for student projects based in companies. The protocols are designed to exclude any type
of project that is not straightforward (in terms of ethics) and which should therefore have an
individual review. But they are also drawn as broadly as possible to allow as much
straightforward, ethically unproblematic research to be done under the auspices of the
protocols. We will be adding further pre-approved protocols in the future to cover other
common project types, and both existing templates are likely to evolve in response to
experience of their use in practice.

4. Who is responsible for deciding whether the project fits one of the existing pre-approved
protocols?

For Undergraduate and Master projects, the responsibility lies with the student and the
project supervisor. The protocols are written to be fairly clear about what project
characteristics are not covered. However, advice and guidance are available from the Chair of
CUM-REC.

5. What if the student project does not fit with one of the pre-approved templates? Can it still
go ahead?

The creation of pre-approved protocols is not intended to restrict the choice of project, but to
allow only the most straightforward projects to be approved without individual review. Not
meeting the terms of a protocol does not in itself make a project unethical. If a project does
not fit, then it’s possible to apply for individual approval for that project. This can take up to
ten working days for approval, so this should be factored into the planning. Again, advice and
guidance are available from the Chair of CUM-REC.

6. Who is responsible for ensuring that the protocol/individual review rules and conditions are
followed?

Ultimately it is the responsibility of the student to follow the protocol - whether it was
preapproved or individually approved - and a declaration to this effect has been added to the
final dissertation submission form. Although it will be impossible for the supervisor to
proactively ‘police’ this, we do expect that the supervisor will keep ethical considerations in
mind during the supervision of the project; and will remind students as and when appropriate
about the conditions of the protocol.
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Appendix 4:

CITY UNIVERSITY MALAYSIA
RESEARCH ETHICS COMMITTEE REVIEW FORM - STAFF AND DOCTORAL

RESEARCH
Please complete and return this form electronically to CUM-REC (rd.centre@city.edu.my).
Project title:
PI: Date:

1. In your professional judgement, is the proposed research project of minimal risk or more
than minimal risk as defined by the CUM-REC Handbook for Research Ethics? Please enter

(X) in the appropriate box.

Minimal Risk More than minimal risk More info needed

A project is regarded as “minimal risk” if:

- the applicant has answered ‘no’ to all the questions on the checklist; and

- thatyou are satisfied that these answers are correct; and

- that you are satisfied that the proposal is complete and raises no other ethical
issues

Projects judged to be minimal risk require independent review by two members of the
committee. Many projects judged to be more than minimal risk will still be approved, but
they will require greater scrutiny and may be reviewed by more than two members of the
committee at the Chair of CUM-REC's discretion.

2. Regardless of the risk status of the project, please indicate your view (X) below:

Approve (unconditional) Revise and Resubmit
Approve (unconditional, non-binding Further information
suggestions) required

Approve (conditional on minor changes) Reject

- Conditional approval is for minor amendments (e.g., changes to participant
information sheets) which are straightforward enough not to require a full
resubmission.

« Recommendations for minor amendments/revise and resubmit will be shared with the
second reviewer so that a consensus may be reached where possible. - If you
request further information, this will be requested from the applicant and then
forwarded to both/all the project reviewers.

- The Chair of CUM-REC may invite other committee members to review an
application in the event of disagreement.
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3. Please complete below full details of the changes you recommend, details of the
further information you require, or your reasons for rejecting the application.

Acknowledged by:
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Appendix 5:

Student Project Information Sheet

This information sheet is designed to give you full details of my project and its goals. If you
have any questions that are not answered by this information sheet, please ask.

[project title]
[paragraph about your course]
[paragraph about you and your relationship with the company]

[project details - including purpose, goals, and outputs]

Contact details
[Your name and contact details]

[Supervisor/module coordinator’s name and contact details]
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