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Important Information for Course Coordinators

This form is to be used by Course Coordinators when students will be required to conduct a research activity as part of teaching or assessment of a course.  
Complete the Course Clearance checklist first, to determine if your proposed course research activity is eligible for a Course Clearance. 
Download a new application form from ethics application forms to ensure that you are using the most current version of this form.
Refer to the following documents for important information:

Human Research Ethics - Policies and Procedures
Australian Code for the Responsible Conduct of Research (2018) (Aust.Code)

National Statement on Ethical Conduct in Human Research (2007, updated 2018) (NS)

Other important National guidelines and useful Information - Useful Links. 
Please Note:

· The SRC may decide the course research activity cannot be deemed Low Risk and will therefore require a Full HREC Review application or may find the course requires substantial changes prior to the commencement of the course. 
· If you are using a PC, ensure Macros is ‘enabled’ to allow use of checkboxes.
· Include this form with your completed Course Clearance application.
· The research activity must not commence until written approval has been provided by the School Research Committee (SRC).
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Course Clearance Application Form
Reference Number (School use only)    FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

1.
Course Code and Title

2.
Period of Research Activity
Commencement date: 
     
Completion date:
     
3. 
Course Coordinator Details:  
(UNDA staff member that takes overall responsibility for the course)
	Name:
	     

	School:
	     

	UNDA Email:
	     


4.
Course Summary
Provide a brief summary of the course outlining the broad aims.

	     


5.
Research Activity Details
a) 
Which of the following data collection tools / techniques and/or procedures will be used in this research project?  (Tick all that apply)
	Questionnaire / Survey
	 

	One-on-one Interview
	 

	Focus group Interview 
	 

	Observation of participants 
	 

	Audio- and/or Video-recording (of interviews or observations etc)

Collection of blood, body fluid, tissue or DNA sample

Other [Please give brief details below. Max 50 words)
	 
 FORMCHECKBOX 


	Other (Provide details below in b)
	 


b) 
Provide detailed information for each of the data collection methods to be used in this research project as indicated in section a).

Attach a copy of each of the data collection tools indicated e.g. questionnaire, interview/focus group questions, exercise regime, diary etc. 

	· Describe each procedure/s or task/s participants will be asked to take part in.

· Outline the information that will be collected about each individual.

· Describe how the data will be analysed in order to draw conclusions and meet the aim/s of the research activity.




c)
Describe where the research activity will take place.
	     


6.
Participant Details

a)
State the number of participants that each student will be required to recruit and from where they will be sourced.
	     


b)
Describe how participants be invited to participate.
	     


7.
Participant Information

                       
           (Refer to NS 2.2, 3.1 Element 3, 5.2.17]  
Will students be providing participants with information in a written Participant Information Sheet? 

	  YES
	  NO
	If YES, attach a copy of your Participant Information Sheet.

If NO, provide details of the protocol students will use to explain the research project to participants and invite their participation?


	     


8.      Participant Consent                                                                             [Refer to NS 2.2, 3.1 Element 3]

a)  
How will each participant’s consent be established? (Type X to all options that apply)
	Signing a Consent Form 
	 

	Verbal agreement
	 

	Recorded agreement
	 

	By a person with lawful authority to consent (e.g. Parent/Guardian)
	 

	Returning an anonymous survey
	 


b)  
Describe the plan for obtaining participant consent.                                 [Refer to NS 2.2.12, 4.4, 4.5]

	· Attach a copy of the Consent Form is relevant.


9.
Data Management                                         [Refer to NS 3.1 Element 4, 7 and Australian Code R22]

a) 
How will the identity of participants be protected during the research activity and when assessed by the Course Coordinator?
	     


b) 
How and where will data be stored securely during the research activity? 

	     


c)
Will data be stored following completion of the research activity by the Course Coordinator? 

	  YES
	  NO
	If YES, provide details of how, where, how long and in what format the data will be stored.


	     


10.
Declaration by the Course Coordinator 

As Course Coordinator, I agree to:

· Commence the activity after obtaining final approval from the School Research Committee (SRC);

· Accept responsibility for monitoring the conduct of the research activity to ensure that it remains within the scope of the Course Clearance and complies with UNDA policy, the National Statement (where relevant), and/or other relevant legislative and/or regulatory requirements.

· Maintain privacy, confidentiality and security of all data collected from or about the participants;

· Immediately notify the SRC if any change to the research activity is proposed and await approval before proceeding with the proposed change;

· Immediately notify the SRC if any adverse or unexpected event occurs; 

· To only use data collected for the research activity for which approval has been given.
	Name of Course Coordinator
	     


	Signature 
	     


	Date
	     



11.
Declaration by the School Research Committee (SRC) 
· The SRC has reviewed this research activity and considers the methodological/technical and ethical aspects of the proposal to be appropriate to the tasks proposed.

· The SRC considers that the Course Coordinator has the necessary qualifications, experience and facilities to supervise the research activity set out in the attached application, and will be able to deal with any issues that may arise.
SRC Comments/Conditions: 

	     



	Name of SRC Chair 
	     


	Signature 
	     


	Date
	     



Note: If the SRC Chair is also the Course Coordinator named in this application, the declaration must be signed by another authorised member of the SRC.
The SRC must forward the original application, including attachments to the Research Ethics Officer for record keeping. 
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