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Arts and Humanities Ethics Committee(AHEC)
RESEARCH ETHICS CHECKLIST

This Research Ethics Checklist is to be used by staff and postgraduate students in the following academic units:
York School of Architecture
English and Related Literature
History
History of Art
Norwegian Study Centre
Philosophy
If you are in: 
Archaeology
Language and Linguistic Science
School of Arts and Creative Technologies 
You should apply to your departmental/school ethics committee for approval as we are not able to review applications from those academic units and they have their own forms and processes.
This Checklist is to be used for projects that are considered ‘low risk’, if your project involves sensitive topics, working with groups that might be considered vulnerable, and/or deception, please use the Clearance Form instead. If you are unsure whether your project is low or high risk you can consult the chair of the committee at hrc-ethics@york.ac.uk.
Completed Research Checklists should be submitted to the Arts and Humanities Ethics Committee for review, by emailing hrc-ethics@york.ac.uk at least A MONTH before the commencement of the research work for which ethics approval is being sought, unless an alternative deadline has been agreed, in advance, in writing with the Committee Chair. Please note that you should always factor in plenty of time to gain ethics approval, we aim to respond to reviews within 10 working days but there are often changes that need to be made and every time a new version of the application needs to be checked it resets the timeframe to a further 10 days. Also please note that in periods of heavy workload and leave it might not be possible to review your application in that timeframe, so we recommend always being generous with the time you allocate to this process. 
All student applications MUST be first discussed, reviewed and approved by their supervisor prior to their submission. Student applications should also copy their supervisor on the email submission.
Before completing this form, please consult the Arts and Humanities Ethics Committee pages. We recommend looking into the FAQs (please note that these sometimes need updating as regulations/policies change). 
SECTION 1: APPLICANT AND PROJECT DETAILS 
Box 1A: Applicant Details
	ALL applicants must complete this box.

	Applicant Name
	

	E-mail address
	

	Academic unit
	

	Staff or Student
	



Box 1B: Programme Details
	STUDENT applicants must complete this box.

	Degree Programme of Study
	

	Supervisor name(s) and Email address(es)
	



Box 1C: Research Details
	ALL applicants must complete this box.

	Research Project Title
	

	Project Start Date
(no data to be collected until ethical approval has been granted)
	 

	Project Duration 
	

	Collaborator details
(if applicable, names, email addresses and institutions)
If you are delegating any parts of the research to collaborators/organisations please do indicate this clearly in this box.
More details will be required in Box 2A, question 4. 
	

	Funding source
(if applicable)
	



Box 1D: Other Ethics Reviews
	ALL applicants must complete this box.
	YES
	NO

	Has this project been submitted to any other ethics or compliance procedures? For example, an ethics review by an external organisation you are collaborating with?
Or is this part of a larger project that you have already submitted for an ethics review to us?
	
	

	If YES, please provide details 

	



Box 1E: Conflicts of Interest
	STAFF applicants must complete this box.
	YES
	NO

	1
	Are any ethical concerns / conflicts of interest likely to arise as a consequence of funding source (with respect to your own work or that of other individuals/departments within the University e.g. perceived or actual with respect to direct payments, research funding, indirect sponsorship, board or organisational memberships, past associations, future potential benefits, etc.)
	
	

	2
	Does the Principal Investigator or any other key investigators or collaborators have any direct personal involvement in the organisation sponsoring or funding the research that may give rise to a possible conflict of interest?
	
	

	IF YES to either question please describe these possible ethical concerns or conflicts of interest.

	


SECTION 2: RESEARCH SUMMARY  
Box 2A: Research Outline
	ALL applicants must complete this box.

	1
	Aims and objectives of the research
Please provide the aims and objectives of the research, including the questions or hypotheses that will be examined.

	
	

	2
	Methods of data collection and types of data
Please outline how the data will be collected from or about human participants (e.g. face to face audio recorded interviews, anonymous online surveys hosted by Google Forms, telephone surveys etc.) Please give details of all proposed research activities and specify exactly what types of data will be collected for each activity (e.g. paper-based notes, photographs, audio recordings etc.).
NB: Data may only be used for the project(s) named in this document. You will need to submit a subsequent application if you plan to re-use data for another project.

	
	

	3
	Research Outside of the UK
Will you be conducting research outside of the UK? If so, specify where. Have you checked whether local ethical approval is required? Are there any different civil, legal, financial or cultural conditions that you need to be aware of? If so, please provide details of how you will ensure compliance with these conditions and/or regulations. 
See the University’s guidance on conducting research outside the UK for further details: https://www.york.ac.uk/staff/research/governance/research-policies/guidanceoutsideuk/

	
	


	4
	Collaborative Research
i. If your research is collaborative, provide details of collaborators (names and institutions, Co- or Principal Investigator etc., countries in which they are based)
ii. Where you are working collaboratively, explain how you will document data flows between the various research partners (e.g. in a basic data flow diagram) and how you will retain a copy of this document with your ethics application.
iii. Where you are working collaboratively, explain how you will ensure the Research and Knowledge Exchange Contracts Team are consulted before any data is gathered or shared to ensure appropriate contracts and/or data sharing arrangements are in place.
iv. Where you are looking to engage third party services such as a transcription service, explain how you will ensure the Research and Knowledge Exchange Contracts Team are consulted before any data is gathered or shared to ensure appropriate contracts and/or data sharing arrangements are in place.
v. Where you are working collaboratively, will you ensure data transfers to the collaborators are undertaken in accordance with IT guidance?

	[bookmark: _heading=h.gjdgxs]
	i.
ii.
iii.
iv.
v.
When answering, consider each question. ‘N/A’ is a valid response where appropriate.


SECTION 3: PARTICIPANTS
Box 3A: Participant Summary
	ALL applicants must complete this box.

	1
	Recruitment of Participants
How many participants will take part in the research? How will they be identified and invited to take part in the study? Please give details for all activities. It is sufficient to provide estimated numbers. Please provide details for each of the research activities.

	
	

	2
	Anonymity
Will the data you collect from participants be treated anonymously or non-anonymously in any outputs (e.g. reports, assessments, research papers etc.)? 
If you intend to treat your data anonymously in the outputs, how will you ensure that anonymity is maintained? If you intend to treat the data non-anonymously, please explain and justify why a non-anonymous approach is appropriate in this work? 
Note that a “privacy by design” approach is required for research activities, whereby data is always treated anonymously in outputs unless there is a good reason to identify the participants. Please visit our website, including checking our FAQs for more information.

	
	

	3
	Right to withdraw
Participants have the right to withdraw their data. 
This right can always be supported, you just need to adapt your mode of withdrawal to the type of work you are doing. Please check our FAQs for more information on this. Please note that, “they aren’t able to withdraw” isn’t an acceptable answer. Instead, please visit our pages for more information on methods, for example, when data is ‘truly anonymous’. 
Participants are always able to withdraw raw data (for example, audio recordings, survey responses, transcripts) but there are times in which you might need to give them a timeframe after which they can withdraw their raw data but they won’t be able to have it removed from outputs. Please explain if this is the case and what that timeframe is and why.  

	
	

	4
	Payments, reimbursements and incentives
If research participants are to receive any payments, reimbursement of expenses, or any other incentives or benefits for taking part in your research, please give details, indicating what and how much they will receive and the basis on which this was decided. 
Payment must follow the University’s policy. Please note that the policy includes maximum limits and researchers should note that they may pay less than these, as appropriate.

	
	

	5
	Obtaining Consent
Please explain how voluntary informed consent to participate will be elicited from participants. If different groups are involved in the study (e.g. parents, children, staff), please describe the sequence of consent. Please give details for all activities.

	
	

	6
	Information Sheets
	YES
	NO

	
	Please confirm that you will provide all participants with a Participant Project Information Sheet that is based on the template provided on the Arts and Humanities Ethics Committee website.
	
	

	7
	Consent Forms
	YES
	NO

	
	Please confirm that you will take written Informed Consent from all participants using a form that is based on the template provided on the Arts and Humanities Ethics Committee website.
Note that it is expected that explicit written Informed Consent is taken from all participants, unless there is a good reason to use verbal consent.
	
	

	
	If NO, please explain in what situations and contexts you will take verbal consent and how you will manage and record that verbal consent has been taken. 

	
	

	8
	Feedback
	YES
	NO

	
	Will you be providing the participants with any feedback on their involvement? E.g. providing them with access to the report or research papers? 
Note that it is generally expected that participants will have the option to receive some form of feedback on the work.
	
	

	
	If YES, please explain how you will provide the relevant parties with feedback and when, e.g. by giving them access to the completed journal paper based on their data once published, by emailing a summary, sending them a link to the doctoral thesis, etc.
If NO, please explain why not.

	
	

	9
	Dissemination and Distribution
	YES
	NO

	
	Do you intend to disseminate or distribute your finished work anywhere?
	
	

	
	If YES, please explain what you intend to do with the finished work. E.g. put on YouTube, submit to conferences, write a book, etc.  It’s best to say ‘yes’ and plan for a comprehensive dissemination process and let participants know, than saying ‘no’ and then changing your mind, as the latter might mean you cannot do any dissemination afterwards. We recommend a general phrase that is all encompassing of all types of written and oral dissemination.

	
	


SECTION 4: RESEARCH ETHICS CONCERNS  
Box 4A: Checklist of Research Ethics Questions
	ALL applicants must complete this box
	YES
	NO

	1
	Will the project involve conducting work that would typically require NHS Ethics approval?
That is, will you be working with any of the following as participants, if recruited specifically due to their involvement with the NHS: 
· Patients and Users of the NHS,
· Relatives or carers of patients and users of the NHS,
· NHS staff?
OR will you be using or accessing NHS premises or facilities as part of the work?
	
	

	2
	Will the project involve conducting work that would typically require His Majesty’s Prison & Probation Service Ethics approval?
That is, will you be conducting research with staff and/or offenders in prison establishments, National Probation Service (NPS)/Community Rehabilitation Companies (CRC) regions or within His Majesty’s Prison and Probation Service (HMPPS) Headquarters?
OR will you be conducting research on HMPPS premises?
	
	

	3
	Will you be working with vulnerable participants (e.g. those under 18, people with learning disabilities, people with mental impairment due to health or lifestyle, people who are terminally ill or recently bereaved etc.)?
Note that if you are unsure whether someone you would like to work with could be considered vulnerable under the circumstances, you are required to discuss your concerns with your supervisor and/or Ethics Chair. It is generally expected that any staff member or student working with vulnerable groups would submit a Full Research Ethics Clearance form. 
	
	

	4
	Will you be discussing sensitive or potentially upsetting or distressing topics with participants?
	
	

	5
	Is it reasonably foreseeable that the work could involve causing physical or emotional distress to participants or researchers?
	
	

	6
	Is it reasonably foreseeable that the participants could disclose or discuss participation in illegal activities (e.g. drug use)?
	
	

	7
	Is it reasonably foreseeable that the participants could disclose confidential or sensitive information (e.g. financial data, sensitive organisational data)?
	
	

	8
	Will you be deliberately misleading the participants in any way?
	
	

	9
	Will you be filming or making recordings of people without their knowledge and consent (e.g. covert filming of people in non-public places)?
	
	

	10
	Will you be researching or discussing issues relating to terrorism or political extremism as part of your work?
	
	

	11
	Will you be collecting online data that has been generated by human participants (e.g. social media data) from closed, restricted forums (i.e. from closed communities or those that require approved membership to view, e.g. restricted Facebook groups)?
	
	

	12
	Will you be identifying anyone from online data that has been generated by human participants (e.g. social media data) from either open or closed forums (i.e. by including information that could make the individual identifiable, such as direct quotes or usernames)?
Please note that we typically only permit the use of online data from open, non-restricted forums (i.e. not from closed communities or those that require approved membership to view, e.g. restricted Facebook groups) AND that all data is used and reported anonymously (i.e. with no identifiable information, including usernames). Please note that you will need to complete a DPIA to use social media data without individual consent and that includes the creation of a Privacy Notice. Please refer to our FAQs for more information. The outcome of the DPIA (that is, in its signed off status) needs to be submitted alongside this form.
	
	

	13
	Could the work involve potentially damaging property and/or the natural environment?
	
	

	14
	Will the work involve animals?
	
	

	15
	Is it reasonably foreseeable that the work could result in any anticipated university/institutional risk (e.g. adverse publicity or financial loss)?
	
	



If you have answered “YES” to ANY of the questions in Box 4A, this Research Ethics Checklist may be insufficient to accommodate the ethical risks of your proposed work. IF there is a suitable procedure to manage this ethics issue, please complete Box 4B to provide further details of how you intend to manage the ethical issues associated with your proposed work. 
Box 4B: Further Details
	Complete this box if you answered “Yes” to any question in Box 4A AND there is an identified procedure to manage the ethical risks in this situation.

	Provide details of the nature of the ethical risks that you identified by answering YES to questions in Box 4A and describe the process that you will follow to minimise the risks. 

	




Alternatively, the associated risks of your proposed work may be sufficiently low risk that an appropriate approach can be agreed with the AHEC Chair without requiring submission of the AHEC Research Ethics Clearance form. Yourself, or your supervisor (if a research student), may contact the AHEC Chair to identify an agreed process on a case-by-case basis. If this process has occurred, please complete Box 4C: Case-By-Case Agreed Process.
Box 4C: Case-By-Case Agreed Process
	Applicants must complete this box IF they have answered “YES” to any questions in Box 4A AND there is no identified procedure to manage the ethical risks of the proposed work.
Most applicants will need to submit a Clearance form and this case-by-case process approach is ONLY suitable for work that can be considered low risk.
	YES
	NO

	1
	Have you or your project supervisor discussed the proposed work and associated ethical risks with the AHEC Chair via email?
	
	

	2
	Were you or your project supervisor able to agree a process to manage the low risks associated with your proposed work?
	
	

	IF YES to BOTH questions please provide further details of the anticipated risks of the proposed work and the process that was agreed with the AHEC Chair. Please include dates of the email correspondence AND the name and email address of people involved.

	




SECTION 5: RESPONSIBLE USE OF AI
The university’s Responsible AI Use in Research Policy and Best Practice Document for Researchers provides Policy and Guidance on the responsible use of AI in research. This concerns the use of AI tools to support research and does not apply to developing or building AI models as part of the research. For more information, see the University’s Code of Practice on Research Integrity. You may also find practical guidance for researchers published by the UK Research Integrity Office (UKRIO) useful.
	ALL applicants must complete this box

	Please complete the following statements
	YES
	NO

	1
	I confirm that I have read The Responsible AI Use in Research Policy and Best Practice Document for Researchers.
	
	

	2
	I confirm that I will ensure any use of AI is transparent at all stages of the research process to all those involved or impacted by the research and that I will use the prompt record to record my AI use where it relates to the research process as outlined in the document.
	
	

	3
	I confirm that I will follow the University's information classification scheme by either:

Using tools that never send information outside of University of York systems

OR

Using only tools that have been approved by the University of York for the type of data I am storing or processing
	
	



Further Details
	Please provide further information in this box if you answered “No” to any questions on AI.

	




SECTION 6: DATA PROTECTION
Box 6A: Data Management
	[bookmark: _heading=h.30j0zll]All applicants must complete this box

	Please detail who will have control of, and act as custodian(s) for, data generated by the study.

	


Box 6B: Checklist of Data Security Questions
	[bookmark: _heading=h.1fob9te]ALL applicants must complete this box
	YES
	NO

	1
	Will you guarantee that you will inform all people whose personal and/or special category data you are using:
· What data you will be collecting and why;
· How you will be storing the data;
· The legal basis under which you are storing the data;
· When/if/how the data will be destroyed?
Please note that using a GDPR Compliant Project Information Sheet will ensure you meet these requirements.
	
	

	2
	Will you guarantee that IF you use a portable device to collect electronic data you will transfer that data to your University Google Drive account or University Filestore as soon as possible after the data collection point AND delete it from your personal device? 
	
	

	3
	Will you guarantee that the data will ONLY be accessible to the project team AND that IF the project team extends beyond the University of York that you have consulted the University’s IP and Legal team to ensure appropriate data protection safeguards are in place? 
	
	

	4
	Will you guarantee that you will ONLY use Google Forms OR Qualtrics to host online surveys that collect personal and/or special category data? 
	
	

	5
	Will you guarantee that you are collecting the MINIMUM amount of data necessary for the intended project? 
	
	

	6
	Will you guarantee that IF you are storing or accessing data from OUTSIDE the European Economic Area (EEA) you will access the data through your University of York Google Account connected to the University of York Virtual Private Network (VPN)? 
	
	

	7
	Will you guarantee to destroy all physical AND electronic data EITHER after your degree outcome has been confirmed OR after it is no longer needed? [The timeframe used needs to be explained in 6C below and to participants in the information sheet – make sure you are consistent!]
	
	

	8
	Will you guarantee to EITHER use a University Google Drive account OR an approved data repository service to store the data?
	
	

	9
	Have you screened your project against the Data Protection Impact Assessment (DPIA) screening questions AND if required conducted a DPIA and submitted a copy to the Data Protection Officer for review? 
[You will need to submit evidence that you completed the screening questions alongside this form. Please download the response received as a pdf and attach it to the email with this form.]
	
	

	10
	If capturing audio, will you use an encrypted device for  recording (e.g. an Apple iOS device or encrypted voice recorder)?
	
	

	11
	Where data is held on an encrypted portable device (e.g. laptop, tablet) will you back it up to a University approved service as soon as possible and perform periodic checks to ensure data is being backed up appropriately?
	
	

	12
	Will you ensure confidential information is encrypted before it is transmitted/shared digitally?
	
	

	13
	Please detail what other protections will be used for digital data (e.g. access/edit permissions, procedural safeguards re downloads/making copies, remote access via VDS/VPN, 2 factor authentication)?

	
	Give answer here:


	14
	Confirm you have reviewed the user commitments under the Policy for the safe use of University information on devices. 
Detail anything in the user commitments that will pose a challenge in carrying out your proposed research.
	
	

	
	Give answer to the second element of question 14 here:


	15
	Will you ensure that personal data or confidential data held on paper are stored in a lockable filing cabinet or container, and/or a locked room in secure premises?
	
	

	16
	How will devices be physically protected (e.g. in transit, when not in use or left unattended)?

	
	Give answer here:


	[bookmark: _heading=h.3znysh7]17
	Will you ensure the device(s), accounts, or storage area(s) used to store data are not accessible to any unauthorised parties?
	
	


Box 6C: Further Details
	Complete this box if you answered “No” to any question in Box 6B.

	Provide details of the nature of the data protection risks that you identified by answering NO to questions in Box 6B and describe the process that you will follow to minimise the risks. Please note that if you are not compliant with the agreed procedures above, this application will be referred to the University Data Protection Officer for advice. 

	







Box 6D: Checklist of Data Retention Questions
	[bookmark: _heading=h.2et92p0]ALL applicants must complete this box

	1
	How long will you keep personal data after the project, in what form and for what reason? 
Useful page on data sharing.

	
	Give answer here:


	2
	When will the research data be destroyed, by whom, and how? 
Useful page on data sharing.

	
	Give answer here:


	3
	Will any personal or special category data (i.e. data that is not truly and irrevocably anonymised) be deposited in an archive or external repository? 
Move on to Question 5 if you have answered ‘no’
	Yes
	No

	
	
	
	

	4
	Where personal data are to be transferred to an archive or repository, please confirm that your Information Sheet will: 
(i) cover the archiving and reuse of any personal data and participant agreement to this, 
(ii) explain to participants the benefits of any data sharing, 
(iii) indicate where possible whether research data will be deposited in a named, recognised repository (e.g. Archaeology Data Service, UK Data Service, York’s institutional repository, etc.)
	
	

	5
	Where you have special category personal data or criminal data, will it be destroyed in line with an agreed retention policy (set by the University, the data provider, or approved by this ethics committee)?
You may enter ‘N/A’ if you are not collecting this type of data
	
	



SECTION 7: APPLICANT AGREEMENT
Please note that you MUST NOT begin contacting participants UNITL you have received a response from the Ethics committee. 
If you are a research student, please also have your supervisor complete Box 7B: Supervisor Agreement and provide their signature. 
Once completed, submit the checklist for review by emailing hrc-ethics@york.ac.uk from the applicant’s University of York account. The Ethics Committee will accept a typed/digital signature from the applicant if the form is returned by email from the applicant’s University of York account, and similarly a typed/digital signature and responses to the supervisor questions if the supervisor is cc’d to that email.
Box 7A: Applicant Agreement
	ALL applicants must complete this box.
	YES
	NO

	1
	I will ensure that the research conducted for the above project will meet all the statements as expressed in this Research Ethics Checklist.
	
	

	2
	I will ensure that all work related to the research will be guided by the University’s ethical rules and regulations.
	
	

	3
	I understand that I must not progress with this project until I have received confirmation from AHEC that this work is approved.
	
	

	4
	I have included the Project Information Sheet and Participant Informed Consent Form, as part of this Ethics application, if appropriate.
	
	

	5
	I understand that I must adhere to the AHEC requirements for storing and using personal and special category data in compliance with the General Data Protection Regulation.
	
	

	6
	I agree to ensure that all payments made to personnel in relation to this project will comply with financial regulations.
	
	

	7
	I agree to report any changes to the above as soon as is feasible to the Chair of AHEC.
	
	



	Applicant Name
	

	Signed
	

	Date
	



Box 7B: Supervisor Agreement
	STUDENT applicants must have their supervisor complete this box.
	YES
	NO

	1
	I have reviewed this checklist in discussion with the student.
	
	

	2
	I believe the Research Ethics Checklist is appropriate for this work and that no further Ethics approval is required.
	
	

	3
	IF you have selected “No” in response to statement 2:
I confirm that the student will submit the Research Ethics Clearance Form for further ethics approval.  
	
	



	Supervisor Name
	

	Signed
	

	Date
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