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RESEARCH ETHICS COMMITTEE APPLICATION FORM

DEPARTMENT OF CORRECTIONAL SERVICES

             NEW PROTOCOL APPLICATION
Application to the Department of Correctional Services’ Research Ethics Committee for Ethics Review of Research Project(s)



INSTRUCTIONS:

1. This form caters for research carried out by a team or an individual, non-governmental organisation, government departments, Chapter 9 institutions, civil society and all who are interested in conducting research in the Department of Correctional Centres
2. Please complete in PRINT-Using black ink

3. Mark with an X where applicable

4. Please attach the following documents to your application: 

(i)  . A detailed research proposal and proposed method

(ii)   Certified copies of your ID Book(s)/ Passport(s)

(iii)  Current proof of registration from the institution where you are studying (Students only)

SECTION 1: 
PERSONAL INFORMATION

1: A.  For research conducted by an individual (Note: If it is a research by a team of individuals details of the team leader should also be included here)

1.1 Applicant’s Surname ___________1.2   Applicant’s First names ______________________________________________
1.3 Title _________________1.4 Applicant’s gender ________________ 1.5 Applicant’s ID Number____________________
1.6 Country of Origin ___________________________________________________________________________________


If not a S.A. Citizen: Passport No  

1.7 Existing qualification ________________________________________________________________________________

1.8 Experience in research ethics, (YES/NO). If YES please specify ____________________________________________________________________________________________________
____________________________________________________________________________________
B  For research conducted by a team of individuals

Details of team members must be completed in the table below (If more than five include others on the separate sheet
	
	Surname
	Initials
	ID/ Passport Number
	Highest Qualification Obtained



	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	


	1.10 Postal Address: 

                                                     Code:
	 Residential Address: 

                                                       Code:

	1.11 [H] Telephone No: Area Code: 
	[W] Telephone No: Area Code: 

	                                            Number: 

	                                   Number: 

	1.12 Fax Number: Area Code: 
	Cellular Phone Number: 

	 Number: 

	

	1.13 E-Mail Address: 
	


2.  Academic Qualifications

	Diploma / Degree/Certificate


	Institution
	Date obtained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3. Present Employer __________________________________________________________________________________

4. Position Occupied __________________________________________________________________________________


5. If you are a member of the Department of Correctional Services: Persal Number


6. Station ___________________________________________________________________________________________

SECTION 2:
INDIVIDUAL/GROUP’S PREVIOUS RESEARCH AND/OR PUBLICATIONS

	Title


	Publisher
	Magazine
	     Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SECTION 3:
PROJECT DESCRIPTION
Please provide a short project description of not more than two pages , under the following headings, project title, field of study, management areas and Correctional Centre’s where the research will be conducted, aims/purposes, objectives of the study, value of research, research approach/methods, sample and data collection instruments
7. Project Title ___________________________________________________________________________________________
_______________________________________________________________________________________________________

8. Rationale and background________________________________________________________________________________
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________
9. Management Areas and Correctional Centres where you plan to conduct your research 

_______________________________________________________________________________________________________
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________

10. Aim/s of the research___________________________________________________________________________________
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________
.______________________________________________________________________________________________________

_______________________________________________________________________________________________________

11. Objectives of the research_______________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________ 
________________________________________________________________________________________________________
________________________________________________________________________________________________________
12. Value of research _____________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
13. Research method(s)____________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
14. Sampling ____________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
15. Data collection instruments _____________________________________________________________________________
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________
16. Data analysis__________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
17. Is your planned research required to obtain a qualification? YES/NO If Yes please specify ________________________________________________________________________________________________________ 
________________________________________________________________________________________________________

________________________________________________________________________________________________________
________________________________________________________________________________________________________

If no, please stipulate purpose of research  
________________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

18. Does your planned research have any connection with your present field of work?

*

19. Subject to the conditions that may be set in this regard, do you intend to publish or orally present 

the findings of your research/ dissertation/ thesis or parts thereof during lectures/ seminars?
If yes, in which way, and at what stage? ______________________________________________________________________
________________________________________________________________________________________________________
SECTION 4:
 SUPPLEMENTARY INFORMATION

20. For which tertiary institution/ Organisation/ Company are you conducting the research? __________________________

_____________________________________Department/ Division/ Section/ Component/ Unit  __________________________
________________________________________________Project or Group Leader/ Promoter/ Lecturer: Title______________
Surname ____________________________________________ Initials __________

21.  What value is your planned research to the Department of Correctional Services? ________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________

________________________________________________________________________________________________________
22. How and by whom will the research be funded? Please TICK all appropriate boxes
	Contract
	Grant
	Self
	Other
	If other, please specify

	
	
	
	
	


If contract, grant or other, do your sponsor have any copyrights to the study?
If yes, please specify_______________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
SECTION 5 :
TARGETED GROUP

The Department of Correctional Services Research Policy applies to all DCS employees, undergraduates and postgraduates, Non-Governmental Organisation, Governmental Departments, Chapter 9 Institutions, civil society and all who are interested in conducting research in Correctional Centres. In addition, each DCS employee is responsible for implementing this policy in relation to scholarly work with which she or he is associated and avoid any activity which might be considered to be in violation of the DCS Research Ethics. 
5.1

	Does your study cover research involving the following, please tick all appropriate boxes

	Yes
	No
	Unsure

	
	
	
	

	· Inmates/Offenders
	
	
	

	· DCS personnel
	
	
	

	· Children
	
	
	

	· Persons who are intellectually or mental impaired
	
	
	

	· Persons who have experienced traumatic or stressful life circumstances
	
	
	

	· Persons who are HIV positive
	
	
	

	· Persons who have Tuberculosis
	
	
	

	· Persons highly dependent on medical care
	
	
	

	· Persons living in particular vulnerable life circumstances
	
	
	

	· Persons confined to Correctional Centres
	
	
	


If “Yes”, indicate what measures you will take to protect the autonomy of respondents and (where indicated) to prevent social stigmatization and /or secondary victimization of respondents. If you are unsure about any of these concepts, please consult your supervisor / project leader.
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
_________________________________________________________________________________________________________
5.2 
	Responsibility of the researcher


	Yes
	No
	Unsure

	· Academically qualified to undertake the study
	
	
	

	· Necessary experience and expertise to undertake the study
	
	
	

	· Familiar with the proposed methodology to undertake the study
	
	
	

	· Familiar with research ethics codes as propagated by the Department of Health 2015  ethics
	
	
	


5.3 
	Will data collection involve any of the following? Please TICK  all appropriate boxes

	Yes
	No
	Unsure

	· Access to confidential information without prior consent of participants
	
	
	

	· Participants being required to commit an act which might diminish self-respect or cause them to experience shame, embarrassment or regret
	
	
	

	· Participants being exposed to questions which may be experienced as stressful or upsetting or to procedures which may have unpleasant or harmful side effects
	
	
	

	· The use of stimuli, tasks or procedures which may be experienced as stressful, noxious or unpleasant
	
	
	

	· Any form of deception
	
	
	


If “Yes”, explain and justify. If appropriate, indicate what steps will be taken to minimise any potential stress/harm. If you are unsure about any of these concepts, please consult your supervisor / project leader
5.4

	Will any of the following instruments be used for purposes of data collection? Please TICK all appropriate boxes
	Yes
	No

	· Official documents of the Department of Correctional Services
	
	

	· Anonymous information to be collected from available records
	
	

	· Identifiable information to be collected about offenders or officials from available records
	
	

	· Personal and social information to be collected directly from the participants or respondents
	
	

	· Archival materials to be collected on offenders or officials
	
	

	· Questionnaires
	
	

	· Participatory observations
	
	

	· Non-participatory observation
	
	

	· Survey schedule
	
	

	· Interview schedule

	
	

	· Psychometric test
	
	

	· Technical devices
	
	

	· Photographs
	
	

	· Audio recordings

	
	

	· Video recording/film
	
	

	· Learner Achievement Tests
	
	

	· Medical Tests including the following:
a. Physical assessment

b. Laboratory tests (blood, sperm, urine)

c. X-ray examination

d. Arterial

e. Venous
	
	

	· Other/equivalent assessment instrument
	
	


If “Yes”, attach a copy of the research instrument. If data collection involves the use of a psychometric test or equivalent assessment instrument, you are required to provide evidence here that the measure is likely to provide a valid, reliable and unbiased estimate of the conduct being measured, if data collection involves interviews and or focus groups, please provide a list of the topics to be covered / kinds of questions to be asked.
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

	Is the informed Consent Form attached?

a. Is it a written consent?
b. Is it a verbal consent?

c. Is informed consent not necessary?  If so, then STATE the reason
	Yes
	No

	· Does it specify the nature and purposes of the research?
	
	

	· Does it identify and institutional association of the researcher and supervisor/project leader and their contact details?
	
	

	· The fact that participation is voluntary
	
	

	· The fact that responses will be treated in a confidential manner
	
	

	· Any limits on confidentiality which may apply
· The fact that researcher/s commit to honest reporting and establish trust with participants
	
	

	· That, anonymity will be ensured where appropriate (e.g. coded/ disguised names of participants/ respondents/institutions)
	
	

	· The fact that participants are free to withdraw from the research at any time without any negative or undesirable consequences to themselves
	
	

	· The nature and limits of any benefits participants may receive as a result of their participation in the research
	
	

	· Is a copy of the informed consent form attached?
	
	


If NO to any of the above: (a) Please justify/explain, and (b) indicate what measures will be adopted to ensure that the respondents fully understand the nature of the research and the consent that they are giving
5.5 Recruitment of the participants/respondents
a. Describe in detail the recruitment and selection process_________________________________________________
_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

b. What is the age range of the adult participants in the study?______________________________________________

c. What is the age range of the child participants if applicable in the study? ___________________________________

d. What is the demographic of the participants in terms of Gender? __________________________________________  

e.  What is the population groups of the participants

	African
	

	Coloured
	

	Indian/ Asian
	

	White
	


f. What is the language group/s of the participants? Please TICK all appropriate languages
	Afrikaans
	

	English
	

	IsiNdebele
	

	IsiXhosa
	

	IsiZulu
	

	Sepedi
	

	Sesotho
	

	SiSwati
	

	XiTsonga
	

	SeTswana
	

	TsiVenda
	


5.5 Benefits and advantages to human respondents or participants
Specify in what ways will this research benefit the respondents?_________________________________________________

________________________________________________________________________________________________________

_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
5.6 Confidentiality, anonymity and trust
How will you go about ensuring confidentiality, anonymity and trust to respondents?________________________________

_________________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
5.7 Risks and disadvantages to human respondents and participants

	


Do you think participants or respondents will risk any harm physical, psychological or socially by participating in this research?  YES/NO_______________________________________________________________________________________
 If YES, what safeguards will you take to minimise the risks? ____________________________________________________
________________________________________________________________________________________________________

________________________________________________________________________________________________________

Has any organisation/company participating in the research or funding the project, imposed any conditions to the research? YES or NO

	APPLICANT


I have familiarised myself with the Department of Correctional Services’ Code of Conduct for Research and undertake to comply with it. The information supplied above is correct to the best of my knowledge
DATE _____________________________________ SIGNATURE OF APPLICANT___________________________________
CHECK SHEET FOR APPLICATION  
PLEASE TICK 

	
	YES
	NO

	· The form has been fully completed and all questions have been answered
	
	

	· The questionnaire is attached (where applicable)
	
	

	· The informed consent document is attached (where applicable)
	
	

	· The approval letter from relevant authorities is obtained (and attached) where research that involves the utilisation of space, data and or facilities at other institutions/organisations
	
	

	· Signature of Supervisor/project leader
	
	


SUPERVISOR/PROJECT LEADER/DISCIPLINE ACADEMIC LEADER
N.B. PLEASE ENSURE THAT THE APPLICANT HAS COMPLETED THE ATTACHED CHECK SHHET AND THAT THE FORM IS FORWARDED TO YOUR INSTITUTION’S RESEARCH ETHICS COMMITTEE FOR FURTHER ATTENTION
DATE__________________SIGNATURE OF SUPERVISOR/ PROJECT LEADER____________________________________
SECTION 7 : COMMENTS/ RECOMMENDATIONS OF THE CHAIR PERSON OF THE INSTITUTION’S RESEARCH COMMITTEE  WITH REGARD TO THE APPLICATION

_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

 Title ___________ Surname __________________________________________________Initials _____________

__________________________






      _​​_________________________

                   Signature







            
              Date


SECTION 7:
DECLARATION STATEMENT BY APPLICANT
:

I/We confirm that:

1.
the particulars mentioned above are true, and

2.
if this application is favourably considered, I/ We will comply with the conditions which may be set with regard to the application.

Note: If it is a research carried by a team, the Team Leader’s signature must appear on the space provided below together with the signatures of two other members of the team as witnesses.

____________________________

______________________________
___________________________

Applicant/Team Leader’s Signature


Witness’s Signature 

Witness’s Signature

____________________________

______________________________ 
___________________________                     Date



 
Date



            Date

          












Yes





No





No





Yes





SECTION 6: FORMALISATION OF THE APPLICANT








Official stamp of the


 Institution/ Organization/ Company





        APPROVED           		  AMENDED	  	      NOT APPROVED 





FOR OFFICE USE BY HEAD OFFICE ONLY





In case of Bursary Holders of the Department of Public Service and Administration please refer to the Director: 


Policy and External Training





Referred by _______________________________________________		Date ___________________________








Application 	


                         * 








___________________________________________				         ___________________________


Chairperson: Research Ethics Committee						     Date








PAGE  
1

