
 

  

HOPWOOD HALL COLLEGE 

UNDERGRADUATE 
STUDENT 
RESEARCH ETHICS 
POLICY AND 
PROCEDURES  
2024-2027 

 

 
 



 Page | 2 

Policy Cover Sheet  

Please fill in the following details: 

Policy Name Undergraduate Student Research Ethics Policy and Procedures 
2024-2027 

Version Number V1 
Policy Owner Simon Farrar  
Release Date 05/08/2024 
Policy valid for 3 years 

 

Documents included: 

Completed Checklist (below) X 
Policy text X 
Filled in EIA X 

 

Where should this policy be shared? All policies will be shared on the HUB.  

The HUB X 
Net Consent X 
Website X 

 

Policy Checklist 

Have you completed the following tasks: 

Used the Microsoft Accessibility Checker X 
Used formatted headings X 
Used Arial 12pt font X 
Included numbered paragraphs X 
Included page numbers X 
Included alternative text for all images which accurately describe what’s in the 
picture X 

Checked for gender neutral language e.g. remove dinner ladies, workmen, he/she 
and replaced with servers, contractors, they. X 

Used the full phrase instead of the acronym at least the first time X 
Used the spelling and grammar check X 
Gained feedback from colleagues to ensure the policy is clear and accurate X 
Included any legal, social or organisational changes since the last policy review X 
Reviewed the connected policies to ensure they are still active X 
Filled in the change log X 
Listened to the policy using the accessible reader X 
Reviewed the policy flowchart X 
Informed the EDI Manager of upcoming policy deadlines X 

 

Sign Off: To be filled in by the named person only 

 Name Date 
SLT   Liz Duncan 05/08/2024 
Corporation (if required)   
Trade Union   
EIA Adam Carney 05/08/2024 

  



 Page | 3 

Change log 

Version 
number 

Changes 
description 

Major 
changes? 

Y/N 
Initiator Rationale Date of 

completion 

New 
version 
number 

N/A Policy 
created N Simon 

Farrar 

Policy 
created for 

2023-26 
 V1 

 

CONTENTS 

1. INTRODUCTION .............................................................................................................................. 4 

2. SCOPE ...................................................................................................................... 4 
3. POLICY STATEMENT ............................................................................................... 5 

4. AIM ............................................................................................................................ 5 

5. PROCEDURE ............................................................................................................ 6 
6. DATA PROTECTION, CONFIDENTIALITY, AND INFORMATION PROVIDED ........ 8 

7. MONITORING & EVALUATION ................................................................................ 9 

8. DOCUMENTS ASSOCIATED WITH THIS POLICY .................................................. 9 
9. APPENDIX A: UNDERGRADUATE RESEARCH PROJECT RESEARCH ETHICS 
RISK ASSESSMENT ..................................................................................................... 10 

10.   APPENDIX B: UNDERGRADUATE RESEARCH PROJECT ETHICS PROPOSAL
 12 
11.   APPENDIX C: INDICITIVE TIMELINE FOR UNDERGRADUATE PROJECT 
ETHICAL APPROVAL .................................................................................................... 14 
 

  



 Page | 4 

1. INTRODUCTION 

1.1. Hopwood Hall College is committed to providing our students with a wide variety 

of learning opportunities. On occasion this may include supporting engagement 

including the inclusion of research activity involving humans or animals. This 

policy sets out the principles and procedure a student must follow to undertake 

such research. 

 

1.2. Research ethics are a set of moral principles underpinning the planning and 

conduct of research, and collection and storage of data.  

 

2. SCOPE 

2.1. The College does not require staff to undertake personal research as part of their 

conditions of service, nor does it routinely provide physical resources for staff 

personal research.  

 

2.2. Whilst teaching staff may be supported to undertake a higher degree as part of 

their  staff development, any research-based elements of their study would be 

supervised  and approved under the auspices of the awarding body for the 

higher degree. Therefore, research ethics considerations for staff research will 

be the responsibility of the supervising institution. 

 

2.3. This policy applies only for research undertaken in undergraduate programmes 

where students might undertake individual or group research within a taught 

module, under the supervision of College teaching staff. 

 

2.4. This procedure below will help staff and students to identify and address ethical 

issues. 

 

2.5. All staff and students should read through the policy, follow the procedure, and 

contact the Centre Director for Higher Education and Access to Higher Education 

for further information if required. 

 

2.6. This policy and procedure are inclusive of all Hopwood Hall College students, 

regardless of age, civil status, dependency or caring status, care experience, 
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disability, family status, gender, gender identity, gender reassignment, marital 

status, marriage and civil partnerships, membership of the Traveller community, 

political opinion, pregnancy and maternity, race, religion or  belief, socio-

economic background, sex, sexual orientation, or trades union membership 

status. 
 

3. POLICY STATEMENT  

3.1. While undertaking research staff and students are expected to uphold the 

highest standards of conduct in line with the College Vision and Values. 

 

3.2. The College requires that those supervising or conducting research during their 

academic duties or studies adhere to the following principles: 

3.2.1. demonstrate integrity, professionalism, honesty, rigour, transparency and 

open communication. 

3.2.2. observe fairness and equity.  

3.2.3. avoid, or declare and manage, actual or potential conflicts of interest. 

3.2.4. show care and respect for all participants, subjects, users and beneficiaries 

of research including humans, animals, the environment and cultural 

objects. 

3.2.5. observe all legal, regulatory and ethical requirements laid down by the 

awarding body or other statutory bodies. 

3.2.6. appropriate briefing and training on research ethics will be provided by 

supervisors for their researchers. 

 

4. AIM 

4.1. Students and their teacher acting as research supervisor will conduct a risk 

assessment (Appendix A) of the planned research before any research takes 

place to determine whether there are any ethical issues. If so, they should detail 

in the Undergraduate Research Project Ethics Proposal Form:  

4.1.1. the potential for risks to the college, the research, or the health, safety and 

well-being of researchers and research participants; and 

4.1.2. what legal or regulatory requirements govern the research. 

 

https://www.hopwood.ac.uk/about/jobs/our-vision-values/
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4.2. At undergraduate level, ethics review and approval will always be required if the 

proposed research includes engagement with human or animal participants. 

 

4.3. Formal approval will not generally be required in other cases, but the risk 

assessment must always take place to confirm this, and the supervisor’s 

confirmation recorded. 

 

4.4. Examples of where approval is not required includes: 

4.4.1. Applied Science practical work, 

4.4.2. Creative practice, 

4.4.3. Exhibition or performance with no audience, 

4.4.4. Library/desk-based research, 

4.4.5. Programming, 

4.4.6. Review of data held publicly (excluding collecting data from social media 

when ethics application is required), and 

4.4.7. Review of published literature. 

 

4.5. The College requires that research projects conducted by staff and students 

within the institution and in wider community align with the wider principles in line 

with the Equality Act 2010. 

 

5. PROCEDURE 

5.1. Process for gaining ethics approval 
5.1.1. If the risk assessment identifies the need for ethics approval, the student 

 must complete the Undergraduate Research Project Ethics Proposal Form 

(Appendix B), briefly describing (in no more than 600 words) what form the 

research will take, identifying the various risk factors, and explaining what 

form the mitigation will take. 

 

5.1.2. The completed form must be considered and approved by the supervisor 

and programme manager before any primary research commences. The 

form and formal approval must be kept on record for five years following 

the student graduation (in accordance with the Office for Students 

requirement for the retention of student work). The supervisor will inform 
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the student if the proposal has been approved or referred for further 

consideration, by college email, within 10 working term time days of 

submission. 

 

5.1.3. The Programme Manager will inform the student of the final decision (by 

college email) within 20 working term time days of receipt of the form. The 

student will be advised why the proposal was not successful and will be 

directed to consult their supervisor to revise or recreate their proposal. 

 
5.2. Misconduct in research 

5.2.1. Students must not engage in any activity that can be classified as 

misconduct in research. 

 

5.2.2. The College defines misconduct in research as including, but not limited 

to: 

5.2.2.1. Fabrication; 

5.2.2.2. Falsification; 

5.2.2.3. Misrepresentation of data and/or interests and/or involvement; 

5.2.2.4. Plagiarism; and 

5.2.2.5. Failures to follow accepted procedures or to exercise due care 

in carrying out responsibilities for: 

5.2.2.5.1. avoiding unreasonable risk or harm to humans or the 

environment; and 

5.2.2.5.2. the proper handling of privileged or private information 

on individuals collected during the research. 

 
5.2.3. Allegations of misconduct will be investigated and addressed using the 

College’s procedures for HE Academic Misconduct Policy. 
 

5.3. Intellectual Property 
5.3.1. Intellectual property concerns creations of the mind and in the context of 

research may include, an invention, a design, research data and other 

findings of research, ideas, processes, software, hardware, apparatus 

https://www.hopwood.ac.uk/university-centre/legal/
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and equipment, substances and materials as well as artistic and literary 

works (including academic and scientific publications). 

 

5.3.2. Intellectual property created by its researchers is automatically owned by 

the College unless previously agreed otherwise, for example, in a 

research or funding agreement with the student’s employer. As such, the 

College and its researchers will ensure that any agreements relating to 

research include a provision for ownership and use of intellectual 

property.  

 

5.3.3. There are situations where the College routinely waives its rights to 

intellectual property created by its students, such as copyright in books, 

publications, articles or other scholarly works produced by the student. 

 
5.3.4. The College upholds the general presumption that any intellectual 

property discovered or developed using public or charitable funds should 

be used in line with the funder’s terms, for example, disseminated in order 

to have a beneficial effect on society. The College and its researchers will 

comply with any additional conditions relating to intellectual property 

required by student employers or funding bodies.  
 

5.4. Methods of Appeal 
5.4.1. If you wish to appeal the decision given you may do so within 10 days of 

the decision following the process in OU Academic Regulations for 

Validated Awards. 
 

6. DATA PROTECTION, CONFIDENTIALITY, AND INFORMATION 

PROVIDED 

6.1. We are committed to ensuring that we comply with the requirements of the Data 

Protection Act 2018 during this process. Confidentiality of the process is linked to 

our Safeguarding Policy. 

 

https://www.hopwood.ac.uk/university-centre/legal/
https://www.hopwood.ac.uk/university-centre/legal/
https://www.legislation.gov.uk/ukpga/2018/12/contents/enacted
https://www.legislation.gov.uk/ukpga/2018/12/contents/enacted
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6.2. All research undertaken is managed and stored in accordance with our Data 

Retention Policy. 

 

7. MONITORING & EVALUATION 

7.1. The Centre Director for Higher Education and Access to Higher Education will 

maintain a record of all research ethics risk assessments and any subsequent 

requests for ethical approval. Monitoring will inform the annual monitoring 

process for both dissertation modules and associated programmes. It will also 

inform the periodic review of the College’s Undergraduate Student Research 

Ethics Policy and Procedures. 

 

7.2. This policy with be shared through the following methods: 

7.2.1. All employees (via NetConsent) 

7.2.2. Research supervisors and Programme Managers (via briefing on research 

ethics procedures on first appointment to the role and following major 

changes to this policy) 

7.2.3. All undergraduate students (via induction sessions) 

7.2.4. All customers and visitors (via college website and Student & College 

Services) 

 

8. DOCUMENTS ASSOCIATED WITH THIS POLICY 

Available at our University Centre Policy page: 

8.1. HE Positive Behaviour Policy  

8.2. HE Equality, Diversity & Inclusion (EDI) Policy 

8.3. HE Safeguarding Policy 

8.4. OU Academic Regulations for Validated Awards 

8.5. HE Student Charter  

8.6. HE Academic Misconduct Policy 

 
If this document is required in an alternative format, please contact  

equiries@hopwood.ac.uk 

  

https://www.hopwood.ac.uk/university-centre/legal/
mailto:equiries@hopwood.ac.uk
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9. APPENDIX A: UNDERGRADUATE RESEARCH PROJECT RESEARCH 

ETHICS RISK ASSESSMENT 

 

Research Ethics Risk Assessment 
 
Student name: ……………………………………………………………….. 
 
Proposed project title: ……………………………………………………… 
 
Date of completion: …………………………………………………………. 
 
 
Please indicate if your proposed research project falls into any of the following 
categories: 
 
 YES NO 
Research involving potentially vulnerable groups (for example, 
children and young people, those with a learning disability or 
cognitive impairment, individuals in a dependent or unequal 
relationship). 

☐ ☐ 

Research involving those who lack decision-making capacity, 
and who may thus be unable to give informed consent. In the 
case of animals, the animal’s owner is considered an 
appropriate proxy and must therefore hold decision-making 
capacity. 

☐ ☐ 

Research involving human or animal body parts, tissues and/or 
cells. 

☐ ☐ 

Research using administrative data not in the public domain or 
secure data. 

☐ ☐ 

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

☐ ☐ 

Research involving collection of or access to records of personal 
or sensitive confidential information (including gender and/or 
genetic or other biological information concerning identifiable 
individual people or animals). 

☐ ☐ 

Research which would or might induce psychological stress, 
anxiety or humiliation or cause more than minimal pain or 
distress to either participants or researchers. 

☐ ☐ 

Research involving intrusive interventions or data collection 
methods. This applies to both human and animal studies (for 
example, the administration of substances, maximum physical 
exercise or techniques such as hypnotism. In particular where 
participants are persuaded to reveal information which they 
would not otherwise disclose in the course of their everyday life 
or public forums).  

☐ ☐ 
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Research undertaken outside the UK where there may be issues 
of local practice and political sensitivities. 

☐ ☐ 

Research involving respondents through social media where 
sensitive issues are discussed. 

☐ ☐ 

Research which may involve data sharing of confidential 
information beyond the initial consent given (e.g. where the 
research topic or data gathering involves a risk of information 
being disclosed that would require the researchers to breach 
confidentiality conditions agreed with participants). 

☐ ☐ 

Research involving any modification to an animal’s environment 
or husbandry, particularly those with the potential to negatively 
impact upon welfare (e.g. changes to social dynamic, diet, 
training, biomechanical loading, materials used in environment, 
inducing stress etc.) 

☐ ☐ 

If you have ticked ‘yes’ for any of these statements then your project will require 
ethical scrutiny by your programme manager in addition to your supervisor, and  
this may take up to four weeks to obtain. 

 

Certification by research supervisor: 

I have discussed the proposed approach to research in this project and believe that the 
above assessment is an appropriate and valid reflection of the risks involved. 

Decision Tick as 
appropriate 

Permission is thus granted for the project to proceed.  

Further ethical considerations are required by the programme manager.1  

 

Signature: ……………………………………...... 

 

Date: ……………………………………………... 

  

 
1 Appendix B (Undergraduate Research Project Ethics Proposal) must be completed and submitted to the 
programme manager for approval to proceed. 
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10. APPENDIX B: UNDERGRADUATE RESEARCH PROJECT ETHICS 

PROPOSAL 

 

Ethical Consideration and 
Mitigating Proposals 

Please complete all sections. If a section is not applicable, write N/A.  

Name of student 

 

 

Proposed research 
title 

 

 

Background to 
proposed project. 

 

Briefly explain: 

1. Background to the research enquiry 
2. Study design (ie what do you propose to do) 
3. Participants – who (inclusion and exclusion criteria), how many, how potential 

participants are identified and recruited 
4. Potentially vulnerable groups 
5. Methods of data collection 
6. Methods of data analysis 
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Statement of 
potential ethical 
issues and how 
they will be 
addressed and 
managed 
responsibly. 

This section should 
be completed so 
that a dispassionate 
party can judge 
whether 
consideration of 
ethical issues has 
been undertaken 
reasonably 
thoroughly. 

 

 

1. To what extent is participation in your research “voluntary”?  Explain, and discuss 
mitigation.  

 

 

2. Do you have informed consent from participants? Are the participants capable of 
giving consent2?  Are any of the participants under the age of 18?  Is there any 
deception or coercion? Explain, and discuss mitigation.  

 

 

3. Is there any risk of your participants being harmed psychologically (including 
taking offence or being embarrassed) or physically? If the subjects of research 
are animals, the risk of the subject being exposed to elevated levels of stress 
should also be considered. What is the risk of any harm becoming dangerous/ 
permanent?  How has the likelihood and the harm been minimised?   Will the 
College face potential embarrassment/complaint? Explain, and discuss 
mitigation.  

 

 

4. Can participants (or if animal, their owners) withdraw their consent at any stage?  
Explain, and discuss mitigation.  

 

 

5. Will you need to debrief participants (or if animal, their owners)? Explain, and 
discuss mitigation.  

 

 

6. How is the anonymity of the participants maintained? Explain, and discuss 
mitigation.  

 

 

7. How will you maintain confidentiality? Explain, and discuss mitigation.  

 

 

8. How will information/data be stored during, and will it be destroyed after, the 
project is completed? Explain, and discuss mitigation.  

 

 

9. Are there any personal risks (to you) in the undertaking of this project? Explain, 
and discuss mitigation.  

 

 

10. Are there any regulatory or legal requirements to address? Explain, and discuss 
mitigation. 

 

 

 

 
2 If the subjects of research are animals, then informed consent must be obtained from their owner(s) 



 

11. APPENDIX C: INDICITIVE TIMELINE FOR UNDERGRADUATE PROJECT ETHICAL APPROVAL 

 

Timeline Task 

– 5 weeks Project selection agreed between supervisor and student. 
 

– 4 weeks 

Supervisor and student conduct risk assessment. 
 
If assessment indicates need for formal ethical approval, Undergraduate Research Project Ethics 
Proposal form is completed. 
 
Completed form submitted to programme manager for consideration 

By ‘start – 1 week’ 
Ethical approval granted, or if refused guidance given regarding enhanced ethics arrangements 
required. 
 

Project start  
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