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Victoria Police Human Research Ethics Committee (VPHREC)
INSTRUCTIONS

· Before you start this application, please read the following:

· The National Statement on Ethical Conduct in Human Research (2023);
· The Research Protocols (for Internal or External Researchers); and 
· The Guidelines for VPHREC Application form.
These documents are available via the Victoria Police Intranet and Victoria Police webpage:
https://www.police.vic.gov.au/research.
· Where external research projects involve 'human research', external researchers are required to obtain organisational approval from the Research Coordinating Committee (RCC) before submitting their application to the VPHREC.  Please provide evidence of approval with your application.
· This application must be completed electronically. Applicants can submit the application via email. 

· All questions must be answered. Note that the attached form has been set up in table format so that each of the fields will expand as required.  Please select the tick boxes and double click with the left side of your mouse, then click on ‘checked’.
· Research which is the subject of this application must not commence until written approval has been granted by the VPHREC. 
Applications should be submitted to:

Secretariat

Victoria Police Human Research Ethics Committee
Capability Department
Email:
RESEARCHETHICSCOMMITTEE-MGR@police.vic.gov.au 
[image: image2]
Victoria Police Human Research Ethics Committee

APPLICATION FORM
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	SECTION 1: ADMINISTRATION

	1.1 Principal researcher

	Name:      

	Qualifications/Experience:      

	Faculty/Department:      

	Institution:      

	Address:      

	Phone:      

	Fax:      

	Email:      

	1.2 Other researcher/s (if applicable)

	Name:      

	Qualifications/Experience:      

	Faculty/Department:      

	Institution:      

	Address:      

	Phone:      

	Fax:      

	Email:      

	1.3 Other researcher/s (if applicable)

	Name:      

	Qualifications/Experience:      

	Faculty/Department:      

	Institution:      

	Address:      

	Phone:      

	Fax:      

	Email:      

	1.4 Person to whom VPHREC should direct correspondence

	Name:      

	Qualifications/Experience:      

	Faculty/Department:      

	Institution:      

	Address:      

	Phone:      

	Fax:      

	Email:      


	1.5 Does this project involve any affiliated Department of Justice (Victoria) Business Areas? (e.g. Corrections Victoria, Coroners Court of Victoria, Courts and Tribunals Unit, Victims Support Agency etc)
 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Yes
If you have answered YES, please contact the Secretary of the VPHREC for further advice regarding possible streamlining before completing this application form.



	1.5a Has this project already been submitted to any other HREC(s)?

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Pending

 FORMCHECKBOX 
 Yes

	1.5b Will this project be submitted to any other HREC(s)?
 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Pending

 FORMCHECKBOX 
 Yes



	If you answered YES to 1.5(a) or 1.5(b), give the name of the HREC(s), and indicate the status of the application at each (i.e., submitted, approved, deferred or rejected). Attach copies of the correspondence with each of the other HREC(s).

	     


	1.6 Indicate the proposed date of commencement of the project: 
(Note projects may not commence without the prior written approval of the VPHREC)

	     

	1.7 Indicate the proposed completion date of the project:

	     

	

	1.8 Has this project sought funding? 
 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Pending

 FORMCHECKBOX 
 Yes

	1.9 Has this project received funding? 
 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Pending

 FORMCHECKBOX 
 Yes

	If you answered YES to 1.8 or 1.9, list the funding bodies to which you have submitted, or intend to submit, this project. Attach a copy of the grant application(s) (Note may relate to Section 7)

	Funding body 1:
	     
	     
	Amount of funding

	Funding body 2:
	     
	     
	Amount of funding

	Funding body 3:
	     
	     
	Amount of funding

	Explain what proportion of funding relates to the current research project:

	     


	1.10 Research title: 
     

	1.11 Brief summary of research (no more than 300 words and in plain English):

	     

	1.12 Outline the values and benefits of the project (e.g. to the participants, to the organisation, the community etc): 

	     


	SECTION 2. NATURE OF RESEARCH

	2.1 The nature of this project is most appropriately described as research involving (more than one may apply):

	Use of questionnaires/survey designed by the researcher (attach a copy)
	 FORMCHECKBOX 


	Use of standard survey instruments 
	 FORMCHECKBOX 


	Use of psychological instruments
	 FORMCHECKBOX 


	Use of on-line surveys (attach printout of screen information)
	 FORMCHECKBOX 


	Use of interviews (attach the list of interview questions)
	 FORMCHECKBOX 


	Use of focus groups (attach the list of focus group topics/questions)
	 FORMCHECKBOX 


	Access to personal and/or confidential data (including LEAP) without the participant’s specific consent
	 FORMCHECKBOX 


	Observation of participants without their knowledge
	 FORMCHECKBOX 


	Observation of participants with their consent
	 FORMCHECKBOX 


	Audio recording of interviewees or events
	 FORMCHECKBOX 


	Video recording of interviewees or events
	 FORMCHECKBOX 


	Administration of any stimuli, tasks, investigations or procedures which may be experienced by participants as physically or mentally painful, stressful or unpleasant during or after the research process
	 FORMCHECKBOX 


	Performance of any acts which might diminish the self-esteem of participants or cause them to experience embarrassment, regret or depression
	 FORMCHECKBOX 


	Research about participants involved in illegal activities
	 FORMCHECKBOX 


	Collection and/or testing of DNA samples
	 FORMCHECKBOX 


	Collection of biological material and/or drug administration
	 FORMCHECKBOX 


	Other (please explain below)
	 FORMCHECKBOX 


	     
	

	2.2 Research question or purpose of project :

	     

	2.3 Outline the research design and/or the nature of the project:

	     

	

	SECTION 3. PARTICIPANTS AND RECRUITMENT

	3.1  Are the participants (more than one may apply):

	3.1.1 Adults (over the age of 18 years and competent to give consent)
	 FORMCHECKBOX 


	3.1.2 In a manager–employee relationship? 
	 FORMCHECKBOX 


	3.1.3 In any other dependent/unequal relationship?
	 FORMCHECKBOX 


	3.1.4 Wards of the state?
	 FORMCHECKBOX 


	3.1.5 Prisoners or parolees? 
	 FORMCHECKBOX 


	3.1.6 Members of the police service?
	 FORMCHECKBOX 


	3.1.7 Intellectually or mentally impaired? 
	 FORMCHECKBOX 


	3.1.8 Children or young people under the age of 18? 
	 FORMCHECKBOX 


	3.1.9 Any other person whose capacity to give informed consent may be compromised?
	 FORMCHECKBOX 


	If you answered YES to 3.1.2 - 3.1.9, please explain the dependent/unequal relationship and the steps to be taken by the researchers to ensure that participation is purely voluntary and not influenced by relationships in any way.

	     

	3.2 Does this research project include participants from Aboriginal and/or Torres Strait Islander or non-English speaking background?

 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 It is not practical or material to ascertain whether persons from Aboriginal or Torres Strait Islander background are involved in the study and the research being undertaken does not impact on areas of any greater concern to members of Aboriginal or Torres Strait Islander communities than to any other members of the community.

	If you answered YES, please provide details of how the research participants’ rights will be protected and if applicable, how you will be sensitive to their cultural backgrounds. 
(The VPHREC considers that there may be specific issues related to the inclusion of participants from Aboriginal and/or Torres Strait Islander or non-English speaking backgrounds and considers that while some projects may not be specifically targeting these groups, they may still be included in the participant group and may require careful consideration on the part of the researcher).

	     


	3.3 If you answered YES to 3.2, has this project been planned in consultation with a representative of this group?
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If you answered YES, who have you consulted and how do they represent this group and do they agree with proposed research?

	     

	If you answered NO, give reasons why you have not consulted.

	     

	3.4 What is the number, type and age of all participants involved in this study? Comment on how this sample will allow the aims of the study to be achieved. 

	     

	3.5 How will the participants be recruited? (more than one may apply)

	Mail out (see below)
	 FORMCHECKBOX 


	Advertisement
 (see below)
	 FORMCHECKBOX 


	Electronic media (see below)
	 FORMCHECKBOX 


	Contact details obtained from public documents (e.g. phone book)
	 FORMCHECKBOX 


	Participants from a previous study
	 FORMCHECKBOX 


	Telephone
	 FORMCHECKBOX 


	Recruitment carried out by third party or another organisation)(see below)
	 FORMCHECKBOX 


	Contact details obtained from private source (eg. employee list or database)(see below)
	 FORMCHECKBOX 


	Snowball (participants suggests other potential participants)
	 FORMCHECKBOX 


	Recruitment carried out by researcher/s
	 FORMCHECKBOX 


	Personal Contacts 
	 FORMCHECKBOX 
 

	Other (please explain below in no more than 50 words)
	 FORMCHECKBOX 


	     
	

	· If using a mail out who will be distributing it?

	     

	· If using an advertisement:

	Explain where it will be placed (eg. tea room wall, newsletter, newspaper)

	     

	Have you attached a copy?

 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes (If NO, please explain)

     

	· If using electronic media (eg. email):

	Have you attached a copy?

 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes (If NO, please explain)

     

	· If recruitment is to be conducted by a third party or another organisation, have you attached approval:

     

	Requesting their assistance?

 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes  (If NO, please explain)

	     

	Confirming their willingness to assist?

 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes  (If NO, please explain)

	     

	That has been drafted for the third party to send to potential participants?
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes  (If NO, please explain)

	     

	· If contact details are to be obtained from private sources, have you attached an approval letter?

	 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes  (If NO, please explain)

	     

	3.6 Will the true purpose of the research, or the collection of data itself, be concealed from participants or will participants in any way be deceived? (Deception or concealment is not considered ethical unless there are compelling reasons given for its use) 

	 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes  (If YES, please explain)

	     

	3.7 Will participants receive any reimbursement of out-of-pocket expenses, or financial or other “rewards” as a result of participation?

 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If you answered YES, what is the amount or nature of the reward and the justification for this?

	     


	SECTION 4: RISKS AND BENEFITS

	4.1 Please estimate the level of risk for participants in this study

	
	 FORMCHECKBOX 

	R (At Risk):  Physical, psychological, social, or legal risk to participants above the everyday norm (e.g.  interviews with minors or offenders)

	
	 FORMCHECKBOX 

	MR (Minimal Risk):  Research involving a slight risk to participants but which is non-invasive (e.g.  interviews with normal subjects on topics not usually regarded as sensitive or controversial) .

	
	 FORMCHECKBOX 

	P (Procedural):  Non-invasive research on normal participants who are not identified in any way (e.g.  observational research or use of official records or publicly available data which do not identify participants).


	4.2 Could participation in the research adversely affect (e.g. psychological/mental distress, invasion of privacy, possible embarrassment, anxiety, discomfort, unpleasant procedures) the participants?

 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes


	If you answered YES, describe the possible adverse effects and what procedures are in place to manage, monitor and report adverse and unforeseen events.  Indicate what counseling/debriefing facilities and trained personnel are available to deal with such problems.

	     


	4.3 Could the research cause any physical harm to the participants? (e.g. from physically invasive procedures or from drug administration, etc)

 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If you answered YES, describe the aspect(s) of the research and all the risks involved. Indicate also the rate at which these risks are expected to occur. Indicate what counseling/debriefing facilities and trained personnel are available to deal with such problems

	     



	SECTION 5: PLAIN LANGUAGE STATEMENT AND CONSENT FORM 


	Before research is undertaken, the informed and voluntary consent of participants (and other properly interested parties) is usually required. Information needs to be provided to participants at their level of comprehension about the purpose, methods, demands, risks, inconveniences, discomforts and possible outcomes of the research. Such information is often provided in a written Plain Language Statement.  Each participant’s consent needs to be clearly established (e.g. by using a signed Consent Form or returning an anonymous survey or recording an agreement for interview). 
See Attachment A for a Plain Language Statement Template.
See Attachment B for a Consent Form Template.


	5.1 Will a Plain Language Statement be provided?
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If you answered NO, give reasons why not.

	     

	5.2 Will written consent be obtained?
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If you answered NO, give reasons why not.

	     

	5.3 In the case of participants who may not be fluent in English or who have difficulty understanding English, will arrangements be made to ensure comprehension of the Plain Language Statement and Consent Form?
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 Not Applicable


	If you answered NO, give reasons. If you answered YES, what arrangements have been made?

	     


	5.4 Does the Plain Language Statement and Consent Form:
	
	

	Have a printed organisational letterhead?
	 FORMCHECKBOX 
Y
	

	Include the title of the project and names of researcher?
	 FORMCHECKBOX 
Y
	

	State that the project is for research purposes?
	 FORMCHECKBOX 
Y
	

	Include an assurance that participation is voluntary and participants are permitted to withdraw from the project at any time without penalty or prejudice?
	 FORMCHECKBOX 
Y
	

	Outline particular requirements of participants, including for example, whether interviews are to be audio and/or video recorded?
	 FORMCHECKBOX 
Y
	 FORMCHECKBOX 
NA

	Include arrangements to protect the confidentiality of data?
	 FORMCHECKBOX 
Y
	

	Include advice that there are legal limitations to data confidentiality (if you are mandated by law as a member of your profession, for example sworn police members to report certain information you must inform you participants in the Plain Language Statement)
	 FORMCHECKBOX 
Y
	 FORMCHECKBOX 
NA

	Provide the name and telephone number of the principal researcher?
	 FORMCHECKBOX 
Y
	

	(If the sample size is small) confirm that this may have implications for protecting the identity of the participants?
	 FORMCHECKBOX 
Y
	 FORMCHECKBOX 
NA

	Provide a telephone number and e-mail address for the VPHREC, should a participant wish to make a complaint about the conduct of the research project?
	 FORMCHECKBOX 
Y
	

	Provide the name and telephone details of counseling/debriefing facilities and trained personnel
	 FORMCHECKBOX 
Y
	


	SECTION 6: CONFLICT OF INTEREST AND OTHER ETHICAL ISSUES


	6.1 Are any ‘conflict of interest’ issues likely to arise in relation to this research?

 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If you answered YES, provide details.

	     

	6.2 Do the researchers have any affiliation with, or financial involvement in, any organisation or entity with direct or indirect interests in the participant matter or materials of this research? (Note that such benefits must be declared in the Plain Language Statement.)
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If you answered YES, provide details.

	     

	6.3 Do the researchers expect to obtain any direct or indirect financial or other benefits from conducting this research? (Note that such benefits must be declared in the Plain Language Statement.)
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If you answered YES, provide details.

	     

	


	SECTION 7:
COMPLIANCE WITH PRIVACY LEGISLATION AND CONFIDENTALITY

	PLEASE READ THE FOLLOWING CLOSELY TO ANSWER THE NEXT SECTION
Definition of COLLECTING INFORMATION

COLLECTION of information is when you gather or acquire or obtain information from any source and by any means.  For example, questionnaires, surveys, interviews, focus groups, database information, data sets, institutional records collecting data, tissue samples.
Examples of COLLECTION include, but are not limited to:

· Using a consent form 

· Interview – recordings or notes

· Focus group – recordings or notes

· Identifiable questionnaire / survey (including coded when linked to a name)

	Definition of USING INFORMATION

USE of information is when an organisation or individual handles the information in any way. Use of information includes any form of quantitative or qualitative analysis and any inclusion of the information in any form of publication. Note that contacting a person based on contact details is considered to be use of that information.
Examples of USE include, but are not limited to:

· Reading files / records

· Contacting participants using contact details

· Analysing the information

· Publishing, including a thesis, journal article, report, summary

· Handling of information in any way

	Definition of DISCLOSING INFORMATION

DISCLOSURE of information is when an organisation or individual releases information to other organisations or individuals (that is, outside of that which collected the information in the first instance). Giving individuals information about themselves does not constitute disclosure.
· Disclosure is about handing control of information to someone else or another organisation
· Disclosure is when an organisation or someone else is handing control of information to you
· If you ask someone or an organisation for information about someone else, they are disclosing information TO you


	PERSONAL INFORMATION includes names, addresses, or information /opinion about an individual whose identity is apparent, or can reasonable be ascertained, from the information/opinion.
Please note that personal information includes HEALTH INFORMATION and SENSITIVE INFORMATION (see below):



	According to the Victorian Health Records Act 2001 HEALTH INFORMATION means:


a)
information or an opinion about—


(i)
 the physical, mental or psychological health (at any time) of an individual; or


(ii)
 a disability (at any time) of an individual; or


(iii) 
an individual's expressed wishes about the future provision of health services to him or her; or


(iv)
a health service provided, or to be provided, to an individual


b)
other personal information collected to provide, or in providing, a health service; or


c)
other personal information about an individual collected in connection with the donation, or intended donation, by the individual of his or her body parts, organs or body substances; or


d)
other personal information that is genetic information about an individual in a form which is or could be predictive of the health (at any time) of the individual or of any of his or her descendants—
that is also personal information (i.e. identifiable)
According to the Information Privacy Act 2000 SENSITIVE INFORMATION means information or opinion about an individuals: 

a) racial or ethnic origin; or

b) political opinions; or

c) membership of a political association; or

d) religious beliefs or affiliations; or

e) philosophical beliefs; or

f) membership of a professional or trade association; or

g) membership of a trade union; or

h) sexual preferences or practices; or

i) criminal record—

that is also personal information (i.e. identifiable)


	7.1 From the above information is there a requirement for the researcher/s to collect, use or disclose PERSONAL INFORMATION?
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If you answered YES, state what information will be sought and how any records will be accessed? Justify why personal identifiable (or potentially identifiable) data is necessary and why written consent will not be obtained from individual participants. Justify how the public interest in this research outweighs to a substantial degree, the public interest in privacy

	     


	If you answered NO, why? 

	 FORMCHECKBOX 

	I am obtaining participants names from a public domain source AND I am using an anonymous survey AND I am not using a consent form or collecting their names in other way

	 FORMCHECKBOX 

	I am using a fully de-identified data from a database. I will never be able to reasonably ascertain the identity of any individual

	 FORMCHECKBOX 

	Other, please explain

	     


	7.2 Will any part of the study involve recordings using audio, film/video, or other electronic medium?

	 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If you answered YES, what is the medium and how it will be used?

	     

	7.3 How will the confidentiality of data collected/disseminated, including the identity of participants, be ensured?

	     

	7.4 Will the research involve:

	Complete anonymity of participants? (i.e. researchers will not know the identity of participants as participants are part of a random sample and are required to return responses with no form of personal identification)
	 FORMCHECKBOX 


	De-identified samples or data? (i.e. an irreversible process whereby identifiers are removed from data and replaced by a code, with no record retained of how the code relates to the identifiers.  It is then impossible to identify the individual to whom the sample of information relates)?
	 FORMCHECKBOX 


	Potentially identifiable samples or data? (i.e. a reversible process in which the identifiers are removed and replaced by a code.  Those handling the data subsequently do so using the code. If necessary, it is possible to link the code to the original identifiers and identify the individual to whom the sample or information relates)
	 FORMCHECKBOX 


	Participants having the option of being identified in any publication arising from the research?
	 FORMCHECKBOX 


	Participants being referred to by pseudonym in any publication arising from the research?
	 FORMCHECKBOX 


	Any other method of protecting the privacy of participants?
	 FORMCHECKBOX 


	(Please describe):      
	

	(Note that where the sample size is very small, it may be impossible to guarantee anonymity/confidentiality of participant identity.  Participants involved in such projects need to be clearly advised of this limitation in the Plain Language Statement)



	SECTION 8: PUBLICATION AND REPORTING OF RESULTS

	8.1 Are there any limitations or restrictions on the publication of results by researchers? 

 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If you answered YES, please explain the nature of the limitations or restrictions.

	     

	8.2 Will the project outcomes be made publicly accessible at the end of the project?
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes

	If YES, give details of how the results will be made public (eg. journal article, book, conference paper, the media). If NO, explain why not. 

	     

	8.3 Provide details of how feedback of the results of the study will be made available to participants.
     


	SECTION 9: DATA STORAGE, SECURITY AND DISPOSAL

	Research data and records should be maintained for as long as they are of continuing value to the researcher and as long as recordkeeping requirements such as patent requirements, legislative and other regulatory requirements exist.  
Please refer to the Australian Code for the Responsible Conduct of Research (2018) for further information:Australian Code for the Responsible Conduct of Research, 2018 | NHMRC


	9.1 Does data storage comply with the provisions of the Victoria Police Retention and Disposal Authority? (see General Retention & Disposal Authority for Records of Victoria Police, 2006)
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes


	If NO, explain why not. 

	     

	9.2 What is the proposed for storage, location, and access to, materials collected (including files, audio recordings, questionnaires, video recordings, photographs and electronic information) during the study? (Note the VPHREC recommends that the data should be kept in a secure locked filing cabinet).

	     

	9.3 Specify how long materials collected (including files, audio recordings, questionnaires, video recordings, photographs and electronic information) during the study will be retained after the study and how they will ultimately be disposed of (Note the VPHREC recommends that the data should be kept for 5 years from the date of publication).

	     


	10. DECLARATION BY RESEARHERS

	Declaration by researcher(s)

I/WE, the researcher(s) agree:

· To only start this research project after obtaining final approval from the Victoria Police Human Research Ethics Committee (VPHREC);

· To only carry out this research project where adequate funding is available to enable the project to be carried out according to good research practice and in an ethical manner;

· To provide additional information as requested by VPHREC;

· To provide progress reports to VPHREC annually (due 31 December) for the duration of the research project; 
· To provide the VPHREC with a final report and a copy of any published material at the end of the research project;

· To maintain the confidentiality of all data collected from or about project participants;

· To notify VPHREC in writing immediately if any change to the project is proposed and await approval before proceeding with the proposed change;

· To notify VPHREC in writing immediately if any adverse event occurs after the approval of Victoria Police HREC has been obtained; 

· To agree to an audit if requested by VPHREC; and

· To maintain security procedures for the protection of privacy, including (but not restricted to): removal of identifying information from data collection forms and computer files, storage of linkage codes in a locked cabinet and password control for access to identified data on computer files. 
I/we have read the National Statement on Ethical Conduct in Human Research (2023). 

	Name of principal researcher:      

	Signature:

	Date:      

	Name of researcher:      

	Signature:

	Date:      

	Name of researcher:      

	Signature:

	Date:      

	11. CERTIFICATION BY PRINCIPAL RESEARCHER AND HEAD OF DEPARTMENT

	Full Project Title: 

	Certification By Principal Researcher

I accept responsibility for the conduct of this research project according to the principles of the National Statement on Ethical Conduct in Human Research (2023).
I certify that all researchers and other personnel involved in this project are appropriately qualified and experienced or will undergo appropriate training and supervision to fulfil their role in this project.

As principal researcher, I will take responsibility for the confidential maintenance of records for 5 years from the date of publication.



	Name of Principal Researcher:      

	Signature:

	Date:      

	Acceptance by Head of Department

I certify that I have read the research project application named above. 

My signature indicates that I support this research project.



	Name of Head of Department:      

	Signature:

	Date:      


	12. CHECKLIST

	I have attached the following documents:
	YES
	NO
	NA

	Plain Language Statement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Consent Form
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Survey/Questionnaire
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	List of interview/focus group topics/questions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Recruitment advertisement, approvals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Evidence of approval/rejection by other HREC(s), including comments and requested alterations to the protocol
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



ATTACHMENT A – PLAIN LANGUAGE STATEMENT TEMPLATE
[image: image3]
PLAIN LANGUAGE STATEMENT 

This information sheet is for you to keep.

Principal Researcher: <insert researcher’s name>
Project Title: <insert project title exactly as it appears on your VPHREC Application Form >
The aim/purpose of the research  

The aim of this study is to…  

I/we am conducting this research to find out……

Why did you choose this particular person/group as participants?
Describe how (from whom?) you obtained the participants’ contact details and why you chose this particular person/group of participants.

Possible benefits

Describe the presence or absence of possible benefits for participants and/or society. 

What does the research involve?  

The study involves <audio/video recordings / questionnaires / surveys / focus groups / semi-structured interviews etc>
How much time will the research take?  

Describe the time to complete the activity i.e. questionnaire, focus group or interview etc.

Describe the time allocated to conduct interviews/focus groups – be realistic in your approximation.

Inconvenience/discomfort

Describe any potential level of inconvenience and/or discomfort to the participant.

List all possible or reasonably foreseeable risks of harm or side-effects to the potential participants (outlining likely incidence and severity). Include any risk that may come from others identifying the person’s participation in the research.

Payment

Describe any payment or reward offered, financial or otherwise.

Can I withdraw from the research?  

Being in this study is completely voluntary - you are under no obligation to consent to participation. If you do decide to participate you may withdraw at any stage (if applicable to your research i.e. if survey is anonymous, this does not apply) or avoid answering questions which you feel are too personal or intrusive.

Confidentiality

Describe here how you will manage confidentiality or anonymity of the data you have collected and how you will mange the information when published.  If applicable, mention use of pseudonyms/codes etc.

Storage of data

Describe how the data will be stored.  A report of the study may be submitted for publication, but individual participants will not be identifiable in such a report.  
Use of data for other purposes 

If applicable, please create a sentence informing participants that their anonymous data may be used for other purposes and that because it is anonymous data, nobody will be named and they will not be identified in any way.  Please keep in mind that it is sometimes impossible to make an absolute guarantee of confidentiality/anonymity.

Additional Information for Participants
When interviewing employees of Victoria Police the following must be included in the Plain Language Statement:

Participants should be aware of confidentiality of police information provisions under the Victoria Police Act 2013, and in particular the following Sections 227 and 228.  

Section 227 Victoria Police Act 2013 states: 

'Unauthorised access to, use of or disclosure of police information by members or former members of Victoria Police personnel – summary offence’::

(1) A member or former member of Victoria Police personnel must not, without reasonable excuse, access, use or disclose any police information if it is the duty of the member or former member not to access, make use of or disclose the information. 

Penalty: 240 penalty units or imprisonment for 2 years or both. 

(2) Without limiting what may be a reasonable excuse, it is a reasonable excuse if the member or former member took reasonable steps not to access, use or disclose the police information. 

Section 228 Victoria Police Act 2013 states: 

Unauthorised access to, use of or disclosure of police information by members or former members of Victoria Police personnel—indictable offence 
(1) A member or former member of Victoria Police personnel must not access, use or disclose any police information if— 

(a) it is the duty of the member or former member not to access, use or disclose the information; and 

(b) the member or former member knows or is reckless as to whether the information may be used (whether by the member or former member or any other person) to— 

(i) endanger the life or safety of any person; or 

(ii) commit, or assist in the commission of, an indictable offence; or 

(iii) impede or interfere with the administration of justice. 

Penalty: 600 penalty units or imprisonment for 5 years or both. 

(2) An offence against subsection (1) is an indictable offence. 

Section 95 of the Constitution Act 1975 provides that officers in the public service must not:
(a) publicly comment upon the administration of any department of the State of Victoria.

(b) use except in or for the discharge of this official duties, any information gained by or conveyed to him through connection with the public service; or

(c) directly or indirectly use or attempt to use any influence with respect to the remuneration or position of himself or of any person in the public service.
Results

If you would like to be informed of the aggregate research finding, please contact <insert researcher’s name> on <insert telephone number> or email <insert email address>.   If you would like counseling/debriefing facilities and trained personnel please contact <insert name> on <insert telephone number>.

	If you would like to contact the researcher about any aspect of this study, please contact the Principal Investigator:
	If you have a complaint concerning the manner in which this research <insert your project title here> is being conducted, please contact:

	<insert Principal Researcher’s contact details here, including email, and internal phone number>

	Secretariat 

Victoria Police Human Research Ethics Committee
Capability Department
Email: RESEARCHETHICSCOMMITTEE-MGR@police.vic.gov.au 



Thank you.

<insert signature>

<type your name>
ATTACHMENT B – CONSENT FORM TEMPLATE

[image: image4]
CONSENT FORM
Principal Researcher: <insert researcher’s name>
Project Title: <Exactly as it appears on your VPHREC Application Form and Plain Language Statement>
I agree to take part in the research project specified above.  I have had the project explained to me, and I have read the Plain Language Statement, which I keep for my records.  I understand that agreeing to take part means that I am willing to: 
List all procedures relevant to your data collection – delete those not applicable:
I agree to be interviewed by the researcher




 FORMCHECKBOX 
  Yes
   FORMCHECKBOX 
  No
I agree to allow the interview to be audio recorded



 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No 
I agree to allow the interview to be video recorded



 FORMCHECKBOX 
  Yes
   FORMCHECKBOX 
  No
I agree to make myself available for a further interview if required

 FORMCHECKBOX 
  Yes
   FORMCHECKBOX 
  No
I agree to complete questionnaires asking me about <insert topic>

 FORMCHECKBOX 
  Yes
   FORMCHECKBOX 
  No
	I understand that my participation is voluntary, that I can choose not to participate in part or all of the project, and that I can withdraw at any stage of the project without being penalised or disadvantaged in any way.  


	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	I understand that any data that the researcher extracts from the <interview/focus group/ questionnaire/survey> for use in reports or published findings will not, under any circumstances, contain names or identifying characteristics.  


	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	I understand that any information I provide is confidential, and that no information that could lead to the identification of any individual will be disclosed in any reports on the project, or to any other party.


	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	I understand that data from the <interview/focus group/transcript/audio recording> will be kept in a secure storage and accessible to the research team.   I also understand that the data will be destroyed after a 5 year period unless          I consent to it being used in future research.


	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	I understand that I may contact the researcher <insert researcher’s name>, on <insert telephone number> with regard to any concerns I may have about my participation in this research. Should you have any queries concerning how this research is conducted please contact the Secretariat of the Victoria Police Human Research Ethics Committee on RESEARCHETHICSCOMMITTEE-MGR@police.vic.gov.au

	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


Participant’s name:
Signature:
Signature of witness:
Date:
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