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1. Policy 

The Canterbury Institute of Management’s (‘the Institute’) Academic Board has established clear 

guidelines for dealing with ethics clearance matters. The Board has formed an Ethics Committee, 

which has the responsibility of ensuring that the ethical implications of any project research 

meets the appropriate standards of behaviour and all legislative, statutory and industry 

requirements. 

 

2. Purpose 

2.1 This Policy serves as a guide to staff and students at the Institute who wish to engage in 

negligible or low-risk human research to ensure that such research is conducted in an 

ethical manner. Every student enrolled in a course with a project involving human subjects 

and every staff member conducting human research is expected to behave ethically at all 

times while collecting data, analysing it and dealing with information about the human 

subjects. 

2.2 Ethics clearance must be gained from the Ethics Committee, prior to collecting data for 

projects involving human subjects. 

2.3 The Ethics Committee consists of the following members: 

a. Campus Director & Dean (Chair); 

b. Nominated member of the Academic Board; 

c. Program Director. 

2.4 In assessing applications, the major principles to be followed by the Ethics Committee 

are: 

a. that the rights of any subjects involved in the research is respected; 

b. that the design of the research is abided by; 

c. that all results are reported as they are found; 

d. that timely approval from Ethics Committee has been sought; 

e. that anonymity is offered to the respondents; 

f. that due process is maintained to ensure that there is no adverse impact on 

participants 

g. that accepted national guidelines about ethical conduct in research are adhered 

to. 

 

3. Principles of Ethical Research 

3.1 The National Statement on Ethical Conduct of Human Research outlines the following 

values and principles for the ethical conduct of human research: respect for human beings, 

research merit and integrity, justice, and beneficence. 

3.1.1 Respect for research participants involves the conduct of research that empowers 

people and either ensures their autonomy or protects those with diminished capacity. 

3.1.2 Merit and integrity are achieved where research contributes to beneficial outcomes for 

participants and the general community without compromising the wellbeing of 

participants and that it is conducted with honesty and full disclosure. 

3.1.3 Justice research is considered in relation to equity: a fair process for engaging research 

applicants; no unfair burden of participation on certain groups; and fair distribution of, 
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and access to, the benefits of participation in research. It also involves ensuring that all 

relevant social groups are actively included in research and that attempts are made to 

avoid further criticism, discrimination, and exclusion of diminished social groups. 

3.1.4 Beneficial research requires that any risk of harm or discomfort for participants is 

minimized, justified and clearly understood. It implies that the expected benefit to 

participants or the wider community justifies any risks of harm or discomfort to 

participants. To fulfil this, research must be of value to participants, their community or 

development practice more broadly, be designed to minimise risks and that participants 

are duly informed of potential benefits and risks of the research. 

3.2 Researchers are required to determine the existence, likelihood and severity of any risks 

involved in a proposed research study based on the research methodology and design, 

participant population and research activity. 

3.3 The National Statement notes that human research may lead to harm, discomfort and/or 

inconvenience for participants. The most serious impact on participants is research with the 

potential to cause harm. Research which causes no harm, no discomfort and which does 

not inconvenience participants has the least serious impact on participants and involves the 

least risk. 

3.4 It is beyond the capacity of the Institute to support human research that is deemed to pose 

a risk of harm to participants. However, the Institute welcomes applications from staff or 

students for human research that involves participants in low or negligible risk studies (i.e. 

research which, at most, involves inconvenience and does not lead to discomfort or harm 

for participants). 

3.5 All parties involved in the ethics clearance must sign a Conflict of Interest form prior to 

commencement of the research work. 

3.6 Consent of participants under 18 years of age 

3.6.1 The Institute’s staff and students are to avoid designing a project involving underaged 

participants as involvement of underaged participants is likely to make the project of 

higher risk. 

3.6.2 The consent of the participant should be sought from a parent or guardian, who should 

complete the Consent Form (refer to Appendix 1). 

3.6.3 In such cases, it would be typical for the parent or guardian to discuss the research 

project with the participant and for the participant to indicate their consent on the 

consent form. 

 

4. Procedure 

4.1 All staff and students seeking approval to conduct a project involving human subjects need 

to apply for approval before commencing the project and at least two (2) weeks before the 

meeting of Ethics Committee. 

4.2 Such application for approval from the Ethics Committee is submitted jointly by the 

stakeholder parties of the research project, namely the staff and/or student(s) and the 

primary supervising lecturer or Program Director to enable the supervisors to mentor the 

students through the process and to share responsibility for compliance. 

4.3 Applications for ethics clearance must include a plan or proposal (and, for students also, 

assessment requirements of the project), interview questionnaire (if applicable) and a sample 

draft of the questionnaire. 
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4.4 The decisions of the Ethics Committee on ethics clearance applications are communicated 

to the applicants within five (5) days of the Committee’s meeting, either approving the 

project or requiring amendments within a prescribed time period. 

4.5 When approving and monitoring projects, the Ethics Committee pays particular attention 

to: 

a. Integrity - To ensure the staff member or student carries out the work in an honest and 

ethical manner. 

b. Respect for persons - The staff member or student must consider the individual and 

collective welfare, rights, beliefs, perceptions, customs, and cultural heritage of 

participants. 

c. Dignity of participants – To ensure that respect for the dignity and wellbeing of the 

participants takes precedence over the expected benefits to knowledge. This issue is  

carefully considered when assessing proposed data collection instruments (eg. 

questionnaires). 

d. Justice - In consideration of a balance of burdens and benefits, ensure the staff member 

or student: 

i. avoid imposing on a group and creating excessive research; 

ii. design the work so that the selection, recruitment, exclusion, and inclusion of 

research participants is fair; 

iii. do not discriminate in the selection of participants on the grounds of race, age, 

disability or religious or spiritual beliefs except where the exclusion or inclusion 

of groups is essential to the purpose of the research. 

e. Consent – To ensure the consent of participants is obtained. Consent must be clearly 

established either by: 

i. a signed consent form; 

ii. return of a survey; or 

iii. recorded agreement for interview. 

Prior to giving consent, participants must be informed of the purpose, methods, 

demands, risks, inconvenience, and possible outcome of the research (including the 

likelihood and form of publication of research results). Participants must give consent 

voluntarily, without coercion or inducement. Participants should be informed that they 

are free to withdraw from a study at any time, and that they are not required to give 

any reason for such a decision 

f. Storage and Disposal of Data - The Institute ensures that the privacy, confidentiality, and 

cultural sensitivities of research participants are respected. Students must submit all of 

the collected raw data, whether in electronic or physical format. That remains the 

condition even if the collected data is no longer required by the Program Director 

and/or Course Lecturer. The Course Lecturer submits all raw data and confidential 

information of research participants to the Program Director for safe keeping for three 

(3) years. After three (3) years, the Program Director will arrange for raw data and 

other confidential information to be safely destroyed.  

4.6 Upon reviewing the Ethics Clearance Application, the Ethics Committee advises the outcomes 

of the review, which is one of the followings: 

a. Accepted without amendments: Ethics Clearance is granted, and the research project can 

begin; 

b. Accepted with minor amendments: minor revisions should be actioned, and researchers must 

obtain final approval for the revisions from the Ethics Committee; 
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c. Accepted with major amendments: researchers are required to amend the proposed project 

to accommodate ethics concerns raised by the Ethics Committee and must submit a new 

application to the Ethics Committee; 

d. Rejected: the proposal fails to meet the principles stated above hence Ethics Clearance 

cannot be granted. 

 

5. Appeals 

5.1 An appeal may be made against a decision made by the Ethics Committee under this policy, 

the grounds for which are that the decision is inconsistent with this policy. For appeals by 

students, the Program Director and/or Course Lecturer must indicate where they support 

or do not support the appeal. 

5.2 Appeals must be made in writing and lodged with the Institute within five (5) working days 

of written notification of the decision. 

5.3 The Institute responds in writing to the appeal within ten (10) working days of receipt of 

the appeal and confirms or vary the decision. 

5.4 All decisions regarding ethics clearance appeals are presented to the Academic Board. 

5.5 If a student remains dissatisfied with the process of his or her appeal, he or she may use the 

Institute’s grievance handling procedures as outlined in the Student Grievance Management 

Policy. 
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Appendix 1 – Ethics Clearance Consent Form 
 

Research Project  

The Canterbury Institute of Management (CIM) Ethics Committee has approved this research project. If you 

have any ethical concerns about this project or questions about your rights as a participant, please contact 

the Chair of this Committee or the Campus Director & Dean. Despite having signed the consent form, where 

a research participation candidate later expresses a desire not to participate in research, the researcher must 

respect their decision. 

Section 1 -  Contact and Project Details 

Researcher’s Full Name 
 

Phone 
 

Email 
 

Supervisor’s Full Name 
 

Phone 
 

Email 
 

Research Project Title 
 

Other Details: (if applicable) 
 

Section 2 - Certification 

Bu signing this form, I confirm that: 

• I have read the Research Project Information Sheet provided. I understand the nature and purpose of the 

research project that was explained to me. I understand and agree to take part in this research project. 

• I understand the purpose of the research project and the nature of my involvement in it. 

• I understand that I may withdraw from this research project at any stage and that this will not affect my 

status and/or privacy now or in the future. 

• I understand that while information gained during the study may be published, I will not be identified, and 

my personal results will remain confidential, unless required by law. [If other arrangements have been 

agreed in relation to identification of research participants, this point will require amendment to 

accurately reflect those arrangements.] 

• I understand that my responses will be recorded during the interview session (if applicable to the research 

work). 

• I understand the statement in the Information Sheet concerning payment to me for taking part in the study. 

[delete this point if not applicable to the research work.] 

NOTE: Participants under the age of 18 require the consent of a parent or guardian to be involved in the research.  

   

Participant  Name  Participant Signature Date 

Researcher Certification 

I have explained the nature and purpose of this Research Project to the participant and consider that he/she 

understands nature of their involvement in this Research Project. 
   

Researcher Name   Researcher Signature Date 

 


