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This document is a guide for submitting your ethics application to the Faculty of Science Research Ethics Committee (FSREC). The FSREC reviews human subjects research conducted in the Faculty of Science. In some cases, we will be required to refer applicants to the Faculty of Health Sciences Research Ethics Committee (HREC) or the Inter-faculty Research Ethics Committee (IF-REC).  This includes all health-related research. 
For applicants using anonymized third-party data, please use the Pre-Screening Questionnaire to generate a letter of exemption, also accessible on eRA.
Applications should be submitted to eRA (https://eraonline.uct.ac.za) by the lead investigator. Student applications will also need to seek Supervisor approval of the application before it can be submitted to the REC. As part of your application you are also expected to upload the following documents:
· Research Proposal: depending on your department, this does not need to have been formally defended or approved yet, but should clearly indicate your proposed research methods. If these change significantly after your application you will need to submit an amendment.
· Research Instruments: this includes survey questions, interview guides, or other artefacts used to support your research activities.
· Consent Forms: please make sure your consent forms are worded in a way that will be accessible to your participants, and that everything in your consent form aligns with details in your application.
· Any other supporting documents: this may include letters of support or permission from collaborators or third parties who must approve your research.
In addition, the form itself has several questions to aid in risk-based evaluation of your proposed research. Details on the questions that will be asked are included in these instructions. You may find it helpful to draft your answers here and copy them into the form.  
There is currently no option to request expedited review of the application; however, the committee will review each application and direct it for expedited or full committee review as appropriate.
Currently, submissions on eRA are being piloted for applicants in the EGS department. Please be aware that while we expect applications to be reviewed in the same time-frame as the normal process, there may be technical issues along the way.  Please bear with us and use the sci-rec@uct.ac.za email address to report any issues.  You are also encouraged to contact Khalied Hanslo (khalied.hanslo@uct.ac.za) directly for technical assistance.
Questions?
Please send queries to sci-rec@uct.ac.za
Chair: A/Prof Melissa Densmore, melissa.densmore@uct.ac.za 
Servicing Officer: Portia Sithole sci-rec@uct.ac.za 
Computer Science Subcommittee: csethics@cs.uct.ac.za 
Environmental and Geographical Science Subcommittee: egsethics@uct.ac.za




Accessing the Application
To access the application:
1. From any web browser, navigate to https://eraonline.uct.ac.za
2. Click “Login” in the top right corner of the web page, log in using your UCT credentials. 
3. Once you are logged in, look for the “Add new Content” button in the top right corner of the page:
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4. Click on “> Ethics Management” to open up further options:
[image: ]
5. Click on “Ethics Application”:
[image: A screenshot of a computer screen
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6. This will open up an “Add new Ethics Application” page. From here, click “Research Ethics Committees” to expand the options, then select “Science Faculty Application”:
[image: ]
7. This will open up the “New Ethics Application” page.
[image: ]
8. Congratulations! You have successfully started your ethics application.  From here you will need to complete the information

 


Key Information
The following information will requested in the key information tab.
Student or Researcher application
Drop-down options: Student; Researcher
Select “student” if you are conducting this research as an honours, masters, or PhD student. If you are a postdoctoral fellow, academic or other researcher, select “Researcher”.
Is this specifically for degree or any other qualification purposes?
Drop-down options: Yes; No
If you answer yes, and you are both a staff member and a student, please ensure that you are logged in using your student profile.
If yes, please state level of degree
Drop-down options: various degree programs 
Other degree not listed above
Specify
Type of ethics application
Drop-down options: Science Faculty Application
Do not change this.
System ID Number
This is a system-generated number used to identify this application.
For proposal reference number (protocol)
This is a system-generated number used for approvals.
Is this application for an individual (i.e. you are the researcher) or is it for a Research Group or Unit?
NB: Only a Lead/Principal Investigator or Supervisor is allowed to submit Unit Applications
Drop-down options: Individual; Group
Student applicants should please select “Individual”, even if you are doing this as a project with a group of students. “Group” refers to large projects being undertaken by URC-accredited units. 
Is this study linked in any way to an approved or existing study e.g. a sub-study or nested study?
Drop-down options: Yes; No;
If yes, please type in the previous proposal number here.
Fill in the approval number(s) of any related proposals.
If you previously submitted an Ethics Pre-Screening Questionnaire (PSQ) please link it below
Completing this section is only necessary if you completed a PSQ and were advised to complete a full ethics application. If you skipped the PSQ then please skip this question. Use the title of your PSQ project to search in the field below.  Click on the “+” to search for your PSQ.
Link this application to a related UCT ethics approval by uploading the approval letter here. (only if applicable)
There will be an opportunity to upload supporting documentation for this related application on the attachments tab. 
This says you should upload the approval letter, but the interface will allow you to only select applications that were completed in eRA. If you have a related approval not in the system, please upload it on the “4. Attachments” tab, later in the application. Click on the “+” to add an application previously approved on eRA.
Is this a re-submission of a previous study that was not approved by the Research Ethics Committee?
Drop-down options: Yes; No;
If yes, please type in the previous proposal number here. (protocol)
Short text
For FSREC applications prior to eRA you will not have a proposal number if your proposal was not approved. Please note the title of your application and the year it was submitted.
If this is a resubmission of an application that was not approved, link to that initial application
There will be an opportunity to upload supporting documentation for this related application on the attachments tab. 
If you have a related application not in the system, please upload it on the “4. Attachments” tab, later in the application. Click on the “+” to add an application previously submitted on eRA.
If applicable, briefly explain changes you have made in this application from your previous application.
Long Text, up to 3950 characters.
Principal Investigators
Please select the name of the local, UCT Principal Investigator. Make sure the correct work affiliation is attached to this record. If you are a student, ensure that your affiliation relates to your academic programme.  
This is the applicant. If you are undertaking this research as a group (e.g. for an honours project), please add all of your names here.
Once you select a person, it will ask you to specify Current Qualification, Proposed Qualification, and Membership Number. Current is the last degree you completed. Proposed is the qualification currently being studied for, and in general please leave the membership number blank. Use the scroll bar at the bottom to scroll to the right if you want to delete any entries.
Note that the search on this is a bit finicky – you may have to search by letter and page through the options. Make sure to pick the version of the name with an active affiliation in the correct department. Do report any problems to Khalied Hanslo.
Co-Investigators
Please select all co-investigators by clicking on the + below.
Please add staff from UCT working on the project. This does not include the student applicant’s supervisors, since this will be specified later.
If you are collaborating with co-investigators who are note based at UCT, please list their name and institutional affiliation in the text box below.
Long text box, up to 1024 characters.
Student Investigators

Please select student investigators by clicking on the + below. If the project is a collaboration of multiple students, please list the full group of students.
The student names will be displayed in a table – use the scroll bar at the bottom to scroll to the right if you want to delete any entries.
Supervisor(s) if applicable
ATTENTION STUDENT APPLICANTS: Click on the "+" button below and add your supervisor(s) onto this application form. If this is not done, the application will not be sent to your supervisor(s) for review. The Main supervisor should be listed first.
Please add your supervisor(s) here, with your primary/lead supervisor listed first.  Once added you will need to specify the “type of supervisor” in the table, with the following options: Sole Supervisor, Co-Supervisor, Lead Supervisor, Advising, Mentoring.
Has this study been submitted to another ethics committee for approval?
Drop-down options: Yes; No.
If yes, please name the committee(s) and/or institution and give the outcome - eg. pending, approved, rejected. Please attach the relevant letter via the Attachments Tab (under other supporting documents)
Long text, up to 3950 characters.


Project Details
Full title of research project (No abbreviations to be used) *
Long text, up to 3950 characters.


Research proposal summary (Max 500 words)
Long text, up to 3950 characters.


Please describe the research site(s) where the project will be carried out, including how you will secure research access for these research sites
Research site(s) where project will be carried out.
Long text, up to 3950 characters.


Research questions
Specify the research question(s) being evaluated in the project.
Long text, up to 3950 characters.


Aim/s (what you hope to achieve) and Objective/s (how you will achieve your aim/s) of study. Please list:
Long text, up to 3950 characters.


Set out your intended plan of work for the research, indicating important target dates necessary to meet your proposed deadline. Please indicate month and year for the study activity.
Long text, up to 3950 characters.



Research Methodology
Does your study cover research involving:
This section assesses whether you are working with vulnerable participants. For each of the following, specify Yes, No or Maybe/Unknown.
· Children
· Persons who are intellectually or mentally impaired
· Persons who are HIV positive
· Persons in captivity
· Other vulnerable groups
Vulnerable groups include persons who may not be able to provide valid informed consent for whatever reason (poor literacy levels, poor understanding of research-related concepts, undue influence etc) or could be vulnerable to exploitation. There are many examples such as those highly dependent on medical care, persons living with HIV, stigmatized groups, illegal immigrants and many more. In the text box below please identify which vulnerable participant groups that will be recruited into your study and indicate steps taken to minimize risk of harm.
Please detail steps that will be taken to protect vulnerable participants
Long text, up to 3950 characters.


Will data collection involve any of the following:
Access to confidential information without prior consent of participants
Drop-down options: 	Yes 	No
Participants being required to commit an act which might diminish self-respect or cause them to experience shame, embarrassment, or regret
Drop-down options: 	Yes 	No
Participants being exposed to questions which may be experienced as stressful or upsetting, or to procedures which may have unpleasant or harmful side effects
Drop-down options: 	Yes 	No
The use of stimuli, tasks or procedures which may be experienced as stressful, noxious, or unpleasant
Drop-down options: 	Yes 	No
Any form of deception
Drop-down options: 	Yes 	No

Will data collection involve any of the following:
Questionnaire
A questionnaire requires the respondents to read, understand and fill out the answers themselves.
Drop-down options: 	Yes 	No
Survey schedule
A schedule is a set of questions that the interviewer asks and records the answers personally. While the order and language of the questions nor the arrangements of the sections of the schedule may not be changed, the interviewer is allowed to explain the questions if the respondent requires clarity.
Drop-down options: 	Yes 	No
Interview schedule
An interview schedule is a guideline for topics and themes to be discussed during an interview or focus group.
Drop-down options: 	Yes 	No
Observation schedule
This is a plan for qualitative observations; any guidelines for what you will take note of, and your overall plan for timing and place of planned observations.
Drop-down options: 	Yes 	No
Psychometric test
Drop-down options: 	Yes 	No
Other/ equivalent assessment instrument
Drop-down options: 	Yes 	No

Will the autonomy of participants be protected through the use of an informed consent form, which specifies (in language that respondents will understand).
The nature and purpose/s of the research
Drop-down options: 	Yes 	No
The identity and institutional association of the researcher and supervisor/project leader and their contact details
Drop-down options: 	Yes 	No
The fact that participation is voluntary
Drop-down options: 	Yes 	No
That responses will be treated in a confidential manner
Drop-down options: 	Yes 	No
Any limits on confidentiality which may apply
Drop-down options: 	Yes 	No
That anonymity will be ensured where appropriate (e.g. coded/ disguised names of participants/ respondents/ institutions)
Drop-down options: 	Yes 	No
The fact that participants are free to withdraw from the research at any time without any negative or undesirable consequences to themselves
Drop-down options: 	Yes 	No
The nature and limits of any benefits participants may receive as a result of their participation in the research
Drop-down options: 	Yes 	No
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.
Long text, up to 3950 characters.


Please describe whether the study will use translated informed consent documents (for example, in community-based research or where the participants will be interviewed in a different language). Where/how will these be translated? What quality assurance mechanisms will be used to ensure rigour?
Long text, up to 3950 characters.

Data Management: How will data security be ensured? How will your supervisor have access to the stored data? How will the data be stored and disposed of?
NB A separate Data management Plan is advisable and might in some instances be required. The plan should be added on the attachments tab. A template DMP can be found here.
Long text, up to 3950 characters.



How will the research participant's anonymity or confidentiality be maintained?
Long text, up to 3950 characters.


How will you give feedback to your research participants once the study has been completed?
Long text, up to 3950 characters.


Is this research supported by funding that is likely to inform or impact in any way on the design, outcome and dissemination of the research?
Drop-down options: 	Yes 	No

If yes, please explain and provide justification.
Long text, up to 3950 characters.


Has any organization/company participating in the research or funding the project, imposed any conditions to the research?
Drop-down options: 	Yes 	No

If yes, please indicate what the conditions are.
Long text, up to 3950 characters.


Research projects ideally result in the publication of the results. What is the agreement with your supervisor regarding authorship?
Long text, up to 3950 characters.


How do you plan to disseminate your research findings to the research participants and/or community?
Long text, up to 3950 characters.



Attachments
To access this tab, click on the last tab (probably “More”), which will show the remaining tabs:
[image: ]
Upload the following
· Full Research Proposal
· Informed Consent Documents: Attach Participant Informed Consent documents here. For participants from the ages of 6 up to 17, parental documents and child assent forms are required. Translated participant informed consent documents are required where necessary. English versions are to be uploaded initially. Translated versions must be uploaded at a later stage when responding to queries, once the English version has been approved.
· All research instruments: such as questionnaires, interview schedules, data capturing sheets etc. 
Does your project require gatekeeper permission for example from an organization, business, government department, Health Care Facility or school, etc.?
Do you require permission from a 3rd party stakeholder before being able/permitted to access a research population?
Please note: You may require permission from multiple stakeholders, depending on your study.
Drop-down options: 	Yes 	No
If yes, please provide details, and once available, attach gatekeeper permission
Long text, up to 3950 characters.



Additional Uploads
· Please attach the gatekeeper permission letter(s) here. Preferably scan and upload multiple letters as a single file.
· Attach information about any previous applications that are related to this one as indicated below
· If the previous study is not in the system, attach it here:
· Where a re-submission is required for a current study, please attach a file highlighting the changes made:
· If your study was not approved please attach your report here:
· Signatures
· Data Management Plan
· Please attach any other supporting documents that may be required:


Declaration and Faculty Review
To access these statements, click on the last tab (More, or Attachments), which will show additional tabs.
[image: ]

Declaration by applicant:
I have read and understood UCT’s Responsible Conduct of Research Policy, UCT’s Research Ethics Code for Research Involving Human Participants, UCT’s Authorship Practices policy, and the relevant research ethics codes in my faculty and/or department. 

I will conduct this research according to all ethical, regulatory and legal requirements as well as national and international codes and guidelines in my discipline.


I undertake to carry out my research in such a way that:
The research will not compromise staff or students or the interests of the university and, will not compromise the participants or the community being studied

The findings could be subject to peer review and will be publicly available

I will respect intellectual property rights and avoid any practice that would constitute plagiarism


I am satisfied that:
I have the time, training, expertise (or supervision from a supervisor with adequate expertise), and resources required to conduct this research in an ethical and responsible manner


The research The research methodology is ethically sound and that where human participants or communities are concerned, that attention has been given to issues of privacy and dignity of the participants and the communities from which they are drawn

Ethical issues and processes regarding data collection, storage, ownership, and protection have been suitably addressed


Conflict of Interest:
Researchers are expected to declare the presence of any potential or existing conflict of interest or commitment that may potentially pose a threat to the scientific integrity and ethical conduct of this research. The committee will decide whether such conflicts are sufficient as to warrant consideration of their impact on the ethical conduct of the study. UCT’s Conflicts of Interest policy is available here.
Disclosure of conflict of interest or commitment does not imply that a study will be deemed unethical, as the mere existence of a conflict does not mean that a study cannot be conducted ethically. However, failure to declare a conflict of interest or commitment known to the researcher at the outset of the study will be deemed to be unethical conduct.
Note, please tick either A or B but not both to specify if there are conflicts of interests for your study.
A) As the principal researcher in this study, I hereby declare that I am not aware of any current or future conflicts of interests

OR
B) As the principal researcher in this study, I hereby declare that I am aware of any current or future conflicts of interest which may influence my ethical conduct of this study

If you, or any collaborators on this research project, have or foresee any potential conflicts of interest or commitment, please provide details here:
Long text, up to 3950 characters.


I expect the project to be completed by:
Enter Calendar Date




Submitting Your Application
You can save your application and come back any time to do additional edits. Click “Save and Close” when you are done with your edits for a given session.
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This will open a status window.  If you are ready to submit and you are a student select “Supervisor Review” to submit this to your supervisor. You will have an opportunity to add a comment (up to 1024 characters) about the submission.  Please follow up with your supervisor.  They will need to approve the application. If you are a researcher or supervisor, please send it to the Committee Admin.
[image: ]


Supervisor Approval 
To approve applications, first log into eRA.  You should see a list of applications that require supervisory review on your Dashboard.
[image: ]

When you log in, your name should be in the upper right corner. Click on your name to switch your role to “Supervisor”. 
If you view the application right away, you won’t be able to do anything with it. First change your role to “Supervisor”.  Click on your name in the upper right corner, click on “Switch Role” and select “Supervisor”.

[image: ]

Open the application, you should see three buttons at the bottom of the screen:
[image: ]

Review the application for completeness and accuracy. You will not be able to edit anything. Then click on “Save & close” to update the status. You can either return it for clarification, keep it in “Supervisor review”, or send it to the committee admin.  Please enter a comment.  If you send it back for clarification, you may need to discuss the application with your student(s) directly.
[image: A screenshot of a computer
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Click “Done” to save the status and submit the application.
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Please note that you will not be able to proceed with a full ethics application while a pre-screening questionnaire is in progress.

NB: All Researcher sections (Tabs 1-5) must be completed. If N/A please indicate so. If any section is left blank, your application will be sent back for
completion.

Student or Researcher application *

Please indicate if your application is in your capacity as a student or as a researcher/post-doctoral fellow. All student

applications need to be approved by their supervisor(s). If you choose the incorrect option, this will delay the processing of
your application.
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