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A Research Application
for Leeds Adult Social Services
Thank you for enquiring about undertaking a research project within Leeds Adult Social Services (ASS).  

As a social care organisation, any research projects within our Service that involve collecting, or using information concerning our service users, carers or employees need to be approved and monitored under the Department of Health’s Research Governance Framework.  

What is the Research Governance Framework?

The Research Governance Framework was published by the Department of Health in 2001.  It provides a clear structure for social care organisations to follow when research projects are carried out which involve social care service users, carers or employees. As such it includes research projects internal and external to the Adult Social Service, examples of which could be surveys, interviews, evaluation of services, national studies and student projects.  It does not include the use of routine management or performance information.

The framework ensures research is of a high quality and that the rights of any research subjects are appropriately safeguarded.  In particular the framework requires the ASS to:

· Maintain records and publicise all research projects being undertaken

· Provide a clear structure to assess proposed research projects before granting access to service users, carers and employees, or any information relating to them

· Ensure that there is an appropriate organisation assuming responsibility for the management of the project (the ‘sponsor’)

· Ensure that written agreements are made between any parties involved in the research project and  ASS.
· Publish findings of research projects

Additionally, the introduction of the Research Governance Framework will ensure individual areas of service are not over-researched, that researchers are suitably qualified to carry out research projects and that the findings of research projects are made available in line with information sharing legislation.

LEEDS ADULT SOCIAL SERVICE’S APPROACH TO THE RESEARCH GOVERNANCE FRAMEWORK

The ASs is committed to continuously improving outcomes for our service users and carers.  To achieve this, robust policies and procedures are in place to listen to the views of our service users, carers and employees to identify areas for improvement and to use this information to become a learning organisation.

Research forms a vital part of this process and the Research Governance Framework has provided a clear structure within which to raise awareness of the benefits research can bring, and to promote the use of evidence based practice wherever possible.

The enclosed application form will provide all the information we need to approve your proposed research project.  Should you require any guidance before, during or after your application is submitted please contact the Research Co-ordinator on 0113 2476536.

WHAT IS ‘RESEARCH’?

For the purpose of RGF research is ‘the attempt to derive generalisable new knowledge by addressing clearly defined questions with systematic and rigorous method’. This includes questionnaires, interviews, surveys, observation etc. and may involve Family Services employees and/or service users (or carers).

What is not considered ‘research’ for RGF purposes?   

· Focus groups which are part of the general management of service delivery. 

· Other forms of consultation purely about the quality or need for a service.

· Routine course evaluation.  

· Any small research project involving only colleagues within your Team.

Do I need to fill in this form?

If your project includes research – as defined above, you will need to fill in this form.  See below for guidance.

Glossary of Terms

Ethics

Ensuring the dignity, rights, safety and well being of research subjects is given appropriate consideration throughout the duration of the research project.

Ethical Approval

The scrutiny and approval of a research project by a suitably qualified person, or board/panel, prior to the commencement of the project.

Funding Organisation

The person/organisation providing the necessary funding to undertake the research project.

Research Governance Board

The Research Governance Board (RGB) is a group of people with different areas of knowledge and expertise, who meet regularly to assess risk level 2 research projects. The RGB is likely to include a combination of staff, managers, service users/carers and colleagues from academic partnership organisations.

Research Governance Framework

The Department of Health’s guidance for all care organisations to monitor the quality of research in social care and ensure the protection of any research subjects.

Research Leader

The researcher with overall responsibility for the co-ordination of the research project.

Research Leader’s Supervisor

Person responsible for the line-management of the Research Leader.

Research Project Staff

Any researchers additional to the Research Leader with involvement in the research project.

Research Subjects

Any Adult Social Services staff, service users, carers whose information is being used in the research project.

Sponsor The organisation responsible for ensuring the research project is carried out in line with the approved application.

THE APPLICATION PROCESS 

	
	Question
	
	Action
	Risk Level


	
A
	Have you gained your line-manager’s approval for the research?

(If external organisation – Risk level 2)
	Yes
	Go to B
	

	
	
	No
	Seek approval before completing this form
	


	B
	Does the research involve contact (either by questionnaire or interview etc.) with staff, service users or carers?
	Yes
	Go to C
	

	
	
	No
	Complete all sections of the form
	1



	C
	Does the research involve contact (either by questionnaire or interview etc.) with staff outside your Team?
	Yes
	Seek Head of Service Approval

Complete all sections of the form
	2

	
	
	No
	Complete all sections of the form
	2


After your application has been submitted it will enter into the assessment process.  If your application is assessed at risk level 1 it will be reviewed by the Research Co-ordinator.  The reviewing process for level 1 risk applications should take approximately 5 working days.  If your application is assessed at risk level 2 it will need to be reviewed by the Research Governance Board. The reviewing process for level 2 risk applications should take approximately 20 working days.
Please note that approval from the Research Coordinator or the Research Governance Board does NOT automatically mean that your project can go ahead. You also need to get permission from the relevant Head of Service (and the Directorate Management Team if required). 

If it is determined during the assessment process that your proposed research project cannot progress to the approval stage you will be notified in writing what further considerations you might want to make in order that your application can be re-submitted.

Following approval your research project will be registered and agreements will be signed.  Agreements may include the provision of monitoring reports throughout the duration of the research project.  Your findings will also need to be recorded for RGF purposes.

There may be occasions when research projects cannot be approved within the timescales described above.  If this is the case you will be notified at the earliest opportunity with an anticipated date of approval.

Should you have any queries about the application process at any time please contact the Research Co-ordinator on 0113 2476536.

	Research Application Form



	SECTION 1 - PROJECT SUMMARY

	Title of the research project

	Proposed research project start date 
	Proposed research project end date 

Please provide a brief project timetable on a separate sheet.

	Aim(s) of the research project



	Main question(s) to be answered by the research

	Have you obtained prior ethical approval for the research?   Yes / No

	If yes please give details of approving committee

	Date approved (If applicable)

	Have service users or members of the public been involved in developing this proposal?     Yes / No 

Please give details.



	SECTION 2 - BACKGROUND INFORMATION

	Research Leader details

	Name
	Designation

	Address
	Telephone

	
	Fax

	
	Email

	Summary of Research Leader’s experience / qualifications 

If the research leader lacks relevant experience / qualifications, please provide a summary of the supervisor’s experience / qualifications on a separate sheet.

	Research Project Staff details

	Name(s) 
	Designation(s)

	Research Leader’s Supervisor’s details

	Name 
	Designation

	Address
	Telephone

	
	Fax

	
	Email

	Do any of the research staff have current Criminal Records Bureau (CRB) checks?

Yes / No   Please give details.



	Details of organisation acting as sponsor (if different from employing organisation)

If you are a student, then your University is likely to be the sponsor, but please check with them to be sure.

	Name
	Telephone

	Address
	Fax

	
	Email

	Please give the following details if applicable to the proposed research project

	Name of person who has commissioned the research
	Telephone

	Commissioner’s address
	Fax

	
	Email

	Details of the organisation funding the research project

	Name of organisation
	Telephone

	Address
	Fax

	
	Email

	Please give a breakdown of the funding approved for the research project

	Have adequate insurance arrangements been made in the event of a claim being made by a participant? Please give details, and attach a copy of your employers indemnity insurance if appropriate.


	SECTION 3 - PROJECT RESEARCH PARTICIPANTS 

	Who are the research participants? 

Please include details of the service area and site of the proposed participants.



	How will the participants of the research be selected and recruited? 

How will you identify participants? How will this comply with Equal Opportunities policy?



	How will the informed consent of the research participants be obtained?

How will you describe the research to potential participants? Will you tell them about any inconvenience or discomfort that they may experience, or any harm or risk that they may incur? Will participants be given the opportunity to complain or to withdraw their consent? How will you assess ongoing agreement to participate? 



	What potential benefits or risks are there for the research subjects? What potential risks are there for the researchers?

How will you minimise these risks? You may find it useful to provide a separate risk assessment.




	SECTION 4 PROJECT METHODOLOGY

	What methods will be used to collect data for the research project?

Please include an example of your questionnaire etc if appropriate.

	Has the proposal been reviewed by relevant experts (i.e. peer review)? 

If you are a student, then your academic supervisor / tutor will usually provide an adequate level of review.

	How will findings of the research be presented?

In reports or journals? Will a summary be produced for participants? Will this summary be in accessible formats? Who will ‘own’ these findings?




	SECTION 5 - QUALITY 

	What steps have been taken to ensure that this project is not duplicating existing research?

Have you undertaken a literature review? What existing sources of evidence have you consulted?



	What arrangements will be in place to ensure that data protection issues are addressed and that personal information is safeguarded during and after the research project?

How will the data be stored? How will the data be disposed of? Please see enclosed leaflet for guidance. 



	What arrangements will be put in place to monitor the project and ensure compliance with RGF at all times?


	SECTION 6 - OTHER INFORMATION

	Please use this space to provide any further information



	Have you included with this form…..

□  A timetable for your project

□ A risk assessment (if appropriate)

□ A copy of any Indemnity Insurance from your employer (if appropriate)

□  A summary of your supervisor’s experience / skills (if appropriate)

□ An example of your questionnaire (if appropriate) 



	SECTION 7 - AUTHORISATION

	Research Leader’s signature
	Research Leader’s Supervisor’s signature 

	Print name
	Print name

	Date
	Date 

	Thank you for enquiring about undertaking a research project within Leeds Adult Social Services.

We are committed to being a learning organisation.  As such we encourage research as a way of improving our services, daily practices and outcomes for service users and carers.

This application can be accessed electronically at

http://www.leeds.gov.uk/Health_and_social_care/Research_Governance.aspx 
Should you require this application in any other format, or should you have any queries throughout the application process please contact the 

Research Co-ordinator on 0113 2476536
Please return the completed application form and all relevant documents to 

Mussarat Khan 

Performance and Quality Assurance Team

Merrion House 

110 Merrion Centre

Leeds

LS2 8QB
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