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Ethics Online: Using the Ethical Approval
Online System

Ethical approval must be obtained for all research projects prior to the commencement of the research.

Northumbria University upholds the highest standards of academic integrity and ethical practise in research.
Making sure our research complies with ethical standards is an important part of assuring its quality and our
reputation. Staff and students are expected to ensure that their conduct is driven by:

e the ethical imperative of respect;

e theintention to do no harm; and

e theintention to contribute to society’s knowledge and practise through engagement in research that has
beneficial intent.

The online ethics system enables staff and students to submit their project for ethics approval at any time, from
any campus, as well as track their application through the process.
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Submitting an application

To access Ethics Online go to Ethics and Governance webpage https://www.northumbria.ac.uk/research/ethics-and-
governance/ or the Staff or Student portals.

You may have to enter your university login details the first time you access the system.

From o - ] Show e subrmssions enty
To ar03/2017 t @

Create a New Submission
reated by me

br me as Coordinator

If you’re unsure how to complete any of the fields, use

the ‘Help’ feature.

Hoduto Tutor (o Submission Coordinasor) =l S ==

Ethical Risk Level

Risk Level Conditions:

@)Iete the fields and click ‘Create and Save’. j

Ensure the risk level is correct using the conditions that
appear.

Ethical Risk Level Madiun

Risk Level Conditions:  Veur st of ane or mare f the flloving

e
-1
-5

&

cal implications and vl be revievied by one independent reviewer appointed by your Facuty Research Ethics Commitiee, Sorme factors to be a organisatons or people involved, permission t Use data from the Data Comraller, 25 wel as confdentily/ anonymicy ssues:

Risk Level Conditions:  Your ethical risk is medium. Your research should only consist of one or maore of the following: I
- Mon-vulnerable adults
- Mon-sensitive personal data referring to a living individual
- Secondary data not in the public domain
- Ervironmental issues
- Commersially sensitive information

Submission Created X

e .
. Submission Created You’ll find your submission reference number here.

The Submission Reference is: 639
fou can now complete the remmW . . . ‘ ,
will be natified wha has been assigned to coardinate the review process. When this dialog box appears, click ‘OK’.

(Hote: Coordination is not applicable to Horthumbria Staff member low risk submissions. )

Please wait while full ethics form loads. ..

@>


https://www.northumbria.ac.uk/research/ethics-and-governance/
https://www.northumbria.ac.uk/research/ethics-and-governance/

The form will now load.

Complete the relevant fields. Note that some fields are
mandatory while others may be necessary depending

on the nature of your research.

Co-investigators

G1: General Aims and Research Design (Mandatory)

G2: Research Activities (Mandatory)

M1: People and/or Personal Data

"M2: DBS Clearances Required

M3: Sccondary Data

M4: Commercial Data

M5: Environmental Data

G3: Research Data Management Plan (Mandatory)
G4: Research Project Timescale (Mandatory)

G5: Adtional Information

G7: Health and Safety (Mandatory)

G8: Insurance (Mandatory)

G9: Electronic Signature (Manda

save sszeszed the fovel of my. above

LI+ confirm my supervisor h ents of this document

Click on the bars to open and close each section of the
form.

You can attach documents to support your application

under DBS Clearance, Health and Safety and Insurance. .
If you wish to complete the form at a later date you

can click ‘Save Draft’.

G9: Electronic Signature (Mandatary)

a tely as possible.

I confirm I have: risk level of my. he. as fully.

Full Name
Date 07 Mareh 2017 13:92:06

1 confirm my supervisor has reviewed the contents of this document

PWNRRRRR (ot POF creation s not possible on iPad and some mobile devices)

Once the form is complete click ‘Save and Submit’j

If you are a PGR, UG or PGT you should have discussed
the project with your supervisor. You can click ‘Create
a PDF’ to email to your supervisor before submitting.

Vahdation Warnings o

A The fallowing vahdation warnings must be corrected tn order ta
submitt the form:

If you have forgotten to fill in any mandatory fields, a
- [G9: Electroni Sgnature | Confirmation of Supervisor review - 2

dialog box will appear pointing you to the sections you vakue is required

still have to complete. You can then go back and add — - (B Insursncs} Insurances confirmation snd Risk level - 2 valus is

this information before submitting again. - [G9: Electront Stgnature ) Pleass chick to sign your submissan. =
value i required

o< 1




Confirmation

vou work will be submitted. Press OK to continue or
Cancel if you wish to make further changes.

When this dialog box appears click ‘OK’.

Welcome,

[ snow e susmssons onty

From osr0312016 =]

N e

Created by me

35 st

For me as Coordinator

Once you have saved an application it will appear
under ‘Created by me’ on your dashboard.

mission Received - Message (HTML)

= - o
Belgrore P Greenlmpact €3 To Manager o Rules [ |> a’%} @ Q
e | o ey rer || T oo e o SIS N
&g unke- i Ei- |SReply&Delete ¥ CreateNew =] M7 Dadionse | e e =N
5 Move Tags 5 Edtng | Zoom | &

Delete Respond Quick Steps
Tue 07/03/2017 1317

system@kz.local

Research Ethics: Submission Received

You will receive an automated email telling you the . R
coordinator has been notified of your submission. -

Many thanks for your ethics application. It has been allocated submission reference: 639

Please refer to this refarence number on any subsequent corraspondence in relation to this submission. T will coordinate the review of your
submission, requesting reviewer feedback where applicable, and get back to you as soon as possible. If you have not received a response within 20
working days from the date of this email please contact me.

teststudento3 (test. acuk)

Use this link to review the submission: View Submission

Research Ethics Home: Research Ethics Home




Revising an application

Research Ethics: Revision Required - Message (HTI

NP E—— . - | ¢ a o
. e ~y B [ Gentmpaa 3 ToManoger Vo Brue N > 4
Smoe X (21 S &[S Som Bonaiae | - P oas g Q
Delete  Reply Reply Forward Move Mark Categorize Follow Translate Zoom
e ¥ o 2 :
& o BR- | |[SReply&Deiete ¥ CreateNew > EPAdtions” | Unrea Up E
eons e o e wp ol g | seon |

Tue 070372017 1516
system@k2.local

Research Ethics: Revision Required

Occasionally ethics reviewers will ask that you make

changes to your form. You'll be notified by an email

I | ke t h iS Coordinator: 2@northumbria.ac.uk)

Submission Ref: 641

You have been requested to make revisions to your submission before it can be approved. Please review the submission to check on any comments
added by the Coordinator or independent reviewers, make the requested revisions, and resubmit it. Note: you can add comments under those made

Click “Click to open worklist item’ to view the by the revewers o i atenton t reviions you have rmace.

reviewers comments. /\¥selhls link to view the submission:
lick to open worklst tem

Research Ethics Home: Research Ethics Home

You’ll now see two panes. Your application is on the
left and reviewer comments on the right. There are
also instructions in the yellow box at the top.

Review Comments, Conditions and Outcomes

You have been requested to make revisions to your submission before it can be approved. General Comments (see Help) v

Please review the submission to check on any comments added by the Coordinator or independent reviewers, make the requested revisions, and resubmit it.
Note: you can add comments under those made by the reviewers to draw attention to revisions you have made. o add B save m

What do | need to do!
_ e BTy JLTIE L e
et 641 Title and Objectives (see G1) ©

Status Waiting for Revision ol B sme
Submission Coordinator 1@northumbria.ac.uk)
Reviewer A: v Reviewer B: v
Name €.5. Are the research question and/or study aims clear?
" . COMMENT BY DATE ROLE COMMENT
Email 'northumbria.ac.uk
Facult,
== 4800 v Proposed Methodology and Analysis (see G2)

Department DCBA o o add [ save

. Reviewer A: v Reviewer B: v
Submitting As Seaff o

e.. Is the desion appropriate to the research question?
Module Approval [ Tick this box if staff and this submission refers to an entire modue. T A T S I 0 2 e i

Module Code m MMENT BY DATE ROLE COMMENT
Module Tuter (sr Submission Nd Recruitment (see M1)
Coordinater)

Title:

Scroll through the reviewer pane on the right to find
where you have been asked to make changes.

ature (Mandator

+ Add [ save

Reviewer A: v Reviewer B: v
/I confirm I have assessed the ethical risk level of my work correctly and answered the above sections as fully and accurately as possible.

e.g. Are the research question and/or study aims clear?
Full Name - “ v

COMMENT BY DATE ROLE COMMENT
Dt 07 March 2017 15:00:33 (=]

Proposed Methodology and Analysis (see G2)

/| confirm my supervizor has reviewed the contents of this document

+ add [ save

Make the change in the corresponding section on the
left and click ‘Save and Submit’ at the bottom of the
page.

m (note: PDF creation is not possible on iPad and some mobile devices)

Another dialog box will appear - click ‘OK’.




Getting approval

v e ——— LW

Message (IR

s X R S5 B Tor [ WS @ 1
Ssunce Dl | Reply Remty rormd oy (T Grmeen || M Do | M, S T Zoom
Detete Respond Quid steps 5 Move Tags 5 Edtng | Zoom | &
Tue 0703017 15245
system@k2.local
Research Ethics: Your submission has been approved
o ~

Dear

Submission Ref: 641

On ce yo ur revi ewer(s) Is sati Sf‘l ed Wlth yO ur eth ICS Following independent peer review of the above proposal, I am pleased to inform you that APPROVAL has been granted on the basis of this
proposal and subject to continued compliance with the University policies on ethics, informed consent, and any other policies applicable to your
individual research. You should also have current Disclosure & Barring Service (DBS) clearance if your research involves working with children and/or

application they will approve it on the online system. winerable adls
The University’s Policies and Procedures are here

You will then get an email notifying you that is has Al rsearchers st o oty i ffceof e foloning

b d «  Any significant changes to the study design, by submitting an ‘Ethics Amendment Form”
een approved. « Anyincidents which have an adverse effect on participants, researchers or study outcomes, by submitting an ‘Ethical incident Form’
« Anysuspension or abandonment of the study.

Please check your approved proposal for any Approval Conditions upon which approval has been made.
Use this link to view the submission: View Submission

Research Ethics Home: Research Ethics Home




Assigning reviewers

AS Depa rtmental Eth|cs Lead/coordinator of a © : : : VRseanhEtmn;P\aaxenhm\xemdepandentvmawev(x)rMsxaga(HTML)
department you will receive an email notifying you B X Qi T [Frm TS g ey i P2 Q

. . Ssmnkv Delete  Reply Reply Forward - QRep\y&De\ete % Create New . MiWE B Actions u?rir:d Catagonu Fz\::u Tvanf\ata N~ Zoom
when a submission has been made and you need to et o um ol cang | geen | o
aSSign a reviewer(s). system@k2.local

Research Ethics: Please choose independent reviewer(s)
To

Click ‘Click to open worklist item’ in the body of the -

Submission Ref: 642

email.
Ethical Risk Level: Medium
You may have to enter your University login details the " @norumbrazcyo

You are the Coordinator for this subrmission. Please review this submission and assign independent reviewer(s) to progress it

first time you use the system.

Use this link to view the submission:
Click to open worklist item

Research Ethics Home: Research Ethics Home

If you access the application through the ‘Research Departmental Ethics Leads/Coordinators will be able to
Ethics Home’ link in the email or your web browser view all submissions for their Departments in the My
you'll find the application under ‘For me as Department screen, including low risk self-certified
Coordinator’ on your dashboard. submissions.

Tasks which are waiting for your attention are

To

0810372017 =]
Create a New Submission

Created by me

highlighted in pink. Double click to open the task.

For me as Coordinator

UBWSSION 1D TATUS REATED DATE TIE DUE DATE TIAE DISPLAY NAME ETHCALRSKLEVEL  TmLE
€42 Under Reviews - ith Document Coninstor a2 o Medim
50 Approved 607 ar1ar207 Medim
5 Rejected 262017 ar1arz0n7 Medium
3 spproved 272007 ar197207 High

For me as Reviewer

You will now see two panes, the application on the left
and the coordinator/reviewer pane on the right.
Instructions appear in the yellow box at the top.

Review Comments, Conditions and Outcomes

o e [ i S What do | to do?
Please review this submission and assign inde reviewer(s) to progress it.

Reviewer A

Submision w [ =]

Status Under Review - With Document Coordinator

Submission Coordinator

V1 would like a moderation stage after the reviewers have submitted their responses
Name

& £
LD Select an item v
Email
Department T .
e General Comments (see Help) v
Submitting As UGT - Undergraduate Taught student v _

N — trn e (D

Module Code m

L (e S e COMMENT BY DATE ROLE COMMENT

Coordinator)

Title:  Research Ethics Administrator Title and Objectives (see G1) v
Dept:  Research and Business Services

Email:

Medule Approval




As Departmental Ethics Lead/Coordinator you can Review Comments, Conditions and Outcomes

review the application before assigning reviewers.

Depending on the Faculty/Department and ethical risk
level of the application you will have to assign one or ﬁ“’“

two reviewers. // /

+ | would like a moderation stage after the reviewers have submitted their responses

Action Select an item N

To assign reviewers click ‘Find’ under the text box. T

Type in the reviewers name and click ‘Search’.

Click on the correct name from the list provided .

Please confirm selection A X

Click ‘Yes’ to confirm you have chosen the correct

Do you wish to select this user (please check Title and Department are correct)?
reviewer. e

Title: Research Ethics Administrator

Department: Research and Business Services

N‘TMW

merchoosing reviewers you can tick or untick ‘I m

like a moderation stage after the reviewers have
Review Comments, Conditions and Outcomes

smited thfr resposes o ot ek

moderation box the reviewers comments and decision
=3

Reviewer A

will go straight back to the PI. If two reviewers
disagree with one another regarding an application

WII be asked to moderate. /\ = 3

+ | would like a moderation stage after the reviewers have submitted their responses

AT Select an item v
Next select ‘Route on to assigned reviewers’ from the ]

Route on to assigned Reviewers

drop-down list.

Revision Required - Route back to PI

Reject Submission

Othrcptons fom the rop doun men r

‘Revisions required—Route back to PI’ and 'Reject
.. a ) + add A Save m
submission’

+/ | would like a moderation stage after the reviewers have submitted their responses

C”Ck ‘Save and Submit’. \l\ Action Route on to assigned Reviewers v

Please note - Where a Reviewer needs to be replaced e.g. they’ve left NU or are on sabbatical, the DEL/Coordinator
should contact their Faculty Ethics Director confirming the new Reviewer. The Ethics Director is responsible for
confirming to ethicssupport@northumbria.ac.uk that the Reviewer should be changed .
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Moderating a review

Research Ethics: Please decide outcome - Message (HTML)

/ \ B X QR GE BEm, Shee (WSS S B P52 Q
After the reviewer(s) has submitted their review, you Bk Dokt eply Foly Forerd gy | v ipmte S crometw (o] 4 Eactons- | (o, CHegee Pl Torsie | Zoom

ER >
Delete Respond Quick Steps [ Move Tags n Ediing Zoom | A

will be notified by email, if you ticked the box to

system@k2.local

moderate the review(s), or two reviewers disagree Research Ethics: Please declde outcome

To

with one another.

Dear

Follow the link ‘Click to open worklist item’ in the menter e

Title: Training

email. Ethical Risk Level: Medium
PL (@northumbria.acuk)

You are the coordinator for this submission. Please check the submission and decide the outcome.

Use this link to view the submission:
Click to open worklist item

Research Ethics Home: Research Ethics Home

You can now see the reviewers comments and their
recommendation in the column on the right. As
moderator you can now choose to Approve, to Reject
or ask the Pl Revise the application, or to override the
reviewers(s) decision, if you deem necessary.

[You are the inator for this submission. Please check the submission and decide the outcome | [NV o dor

Reviewer A
Submission Ref 642 Reviewer A Recommendation:Approve
Status Under Review - With Document Coordinator
e Gttt mnt o EinEEac |
R Combined Recommendation: Approve.

I would like a moderation stage after the reviewers have submitted their responses
Name r

(5P 5

(D Approve v
Email 1@northumbria.ae.uk
racty . ===3
Department o o

o General Comments (see Help)

Submitting As UGT - Undergraduate Taught student v

e erenl R s ) e e e e G e gl E‘“m
Module Code m

Module Tutor (r Submission ayme Fe

= ter lear COMMENT BY DATE ROLE COMMENT
Coordinator)

Title and Objectives (see G1) v B

Once you have made your decision about the

application click ‘Save and Submit’.




Reviewing an application

e X|RQ sy | M, S & e
You will receive an email notifying you that a e e S -
Departmental Ethics Lead/Coordinator has assigned e onasmsin
you to review an ethics application. .

Submission Ref: 643
To view the application click the link ‘Click to view " otz

o -@northumbria.acuk

worklist item’. /\ R — T — CTIR—-

Use this link to view the submission: Click to open worklist item

Research Ethics home: Research Ethics Home

You can access applications through the dashboard, = - m

where they will appear under ‘For me as reviewer’ T
and be highlighted in pink. e —

When you open the submission you will be prompted
to accept the submission. Select ‘Yes, | accept this

submission’ and click ‘Confirm’

Reviewer Action

Confirm
Do you accept this submission? Yes, | accept this submission Mo, | do not accept this submission

You'll now see two panes, the application on the left Notice the options to ‘Save and Submit
and the reviewer pane on the right. There are Recommendation’ as well as ‘Save for later’, if you'd

instructions in the yellow box at the top. like to work on the review over a period of time.

You have been selected as a Reviewer for this submission.

Reviewer Action

Please review this submission, add ts, and make a r¢ fon. Please complete the response within 5 working days.

Overall Recommendation:

If you cannot act as a reviewer in this instance, or require more time to do the review please contact your coordinator.

‘What do | need to do? Save and Submit Recommendation m

General Comments (see Help)

|

Submission Ref 643

Status Under Review - With Independent Reviewers oadd [ sme m
Submission Coordinater “@nerthumbria.ac.uk)
Reviewer A
Name rE 0 COMMENT BY DATE ROLE COMMENT
Email 1@northumbria.ac.uk Title and Objectives ( G1) ~
Facult;

Y — V 4 Add B Save
e DCBA v Reviewer A:  Select an item v Reviewer B: v

e e.g. Are the research question and/or study aims clear?
Submitting As . "

COMMENT BY DATE ROLE COMMENT

Module Approval ] Tick this box if staff and this submission refers to an entire module.
Module Code m Proposed Methodology and Analysis (see G2) v

10



The sections in the reviewer pane are lettered and

numbered to correspond with sections of the

application. In each section you can leave comments

and use the drop down to ‘Approve’, ‘Reject’ or ask
that the Pl ’Revise’.

Proposed Methodology and Analysis (see G2)

== Add

Re

E save

er A:  Select an item e Reviewer B: e

esien appropriate to the research question?
hods of data analysis appropriate to the research question?

DATE ROLE COMMENT

Click ‘Add’ to leave a comment and remember to
‘Save’ your review of each section.

Reviewer Action

Overall Recommendation: Approve

Save and Submit Recommendation m

Once you have reviewed each section scroll back to 7
You are Reviewer A

the top of the reviewer pane. The system will display

your Overall Recommendation.

General Comments (see Help)

|

Click ‘Save and Submit Recommendation’. o add [ sae m
COMMENT BY DATE ROLE COMMENT
fyoulre unsure of what recommendation o giv you
can discuss the application with the Departmental +add B see
Ethics Lead/Coordinator or second reviewer (if Reviewer Az Approve v Reviewer B: v

applicable) outside of the system e.g. via email. e.3. Are the research question and/or study aims clear?

COMMENT BY DATE ROLE COMMENT

Contacts

If you have any questions or queries about using the Ethics Online system please contact
ethicssupport@northumbria.ac.uk .

We welcome feedback on your experience of using the Ethics Online system; please send this to
ethicssupport@northumbria.ac.uk . All feedback will be considered in relation to future system development
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