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Research Involving Very Low Risk Form
	
	
	


This Form is for research projects meeting all the following criteria. If you have any doubt about whether your study may use this form, or questions about its completion, please contact the Research Ethics Office preferably at ethics@carleton.ca, or by phone at 613 520 2600 ext. 2517 (CUREB A/B).
1. The risks to participants are very low.
2. No research procedures involve any physically invasive intervention. Instruments of similar intrusiveness to a heart rate monitor or a smart watch may be used. 
3. Participants are legally capable of consenting on their own behalf and are free from coercion or undue influence. 
4. Any accidental or intentional disclosure of the participants’ responses would not reasonably place participants at risk of criminal or civil liability, harmful retaliation, or be damaging to the participants’ emotional or financial well-being, employability, or reputation. 
5. The study does not involve deception; and
6. The study does not primarily involve direct interactions with Indigenous Peoples or Communities.
Please be advised that the Office reserves the right to utilize their discretion and return any project submitted using this form. In such cases, completion of the Main Protocol Form may be required.
Please submit the Very Low Risk form as a new application in cuResearch. If this form is to replace a Release of Funds, it should be submitted as an "Event" in cuResearch under the same study file. See our cuResearch User Manual for directions on how to submit a new application or an event.
For some sections, further instructions can be accessed at the bottom of the form, by clicking the instructions hyperlink.


Bottom of Form

	1. 
	Title and Date 

	[bookmark: _1A_1]1A 
	Project Title
	Title of Research Project [instructions]
	      




	

	[bookmark: _1B]1B 
	Submission Date
	Date of submission of this form. Update each time the form is revised. [instructions]
	Click or tap to enter a date.



	

	[bookmark: _1C]1C 
	Is Carleton the Primary 
REB for the Study?
	☐
	Yes

	☐
	No 



	If this is a multi-site study, for which Carleton is not the primary REB, check No and identify what institution gave the first REB approval for the project here. [instructions]
	     





	

	1D
	Attachments
	List all documents included in this application (e.g., recruitment invitation, consent form, data collection instrument(s), debriefing form, permission letter, TCPS certificates).
	     




	2. 
	Project Team and Funding

	[bookmark: _2A]2A 
	Lead Researcher
	☐
	Academic Faculty or Staff 

	☐
	Post-doctoral Fellow 

	☐
	Doctoral Student 

	☐
	Master’s Student

	☐
	Undergraduate 

	☐
	Other 



	Last name/First name [instructions]
	     




Official university (or other institution) email address 
	     


Department, faculty and institution  
	     




	

	[bookmark: _2B]2B 
	Academic Supervisor
	☐
	No Supervisor 



	Academic supervisor(s) Last name/First name. The supervisor is responsible for the student researcher and the project.  The supervisor must be copied on all correspondence with CUREB. [instructions]
	     


Official university (or other institutional) email address: 
	     


Department, faculty and institution   
	     




	

	[bookmark: _2C]2C 
	Project Team Members
	☐
	No other team members 



	List the project team members: 1) Last name/First name, 2) Institutional Email address, 3) Department and institution, 4) Level (e.g., undergrad, MA, PhD, Post-Doc, Professor), 5) If a Carleton Faculty or student, include employee/student number, and 6) Role in project. [instructions]
	     




	

	[bookmark: _2D]2D 
	Project Funding
	☐
	Unfunded 

	☐
	Tri-Council Funded 

	☐
	Other Award/Grant 

	☐
	Contract Funded 

	☐
	Personal Consulting or Personal Work 

	☐
	Scholarship 



	Who is funding this project? If applicable, include the funding source/agency/company, program, award name, and number (from cuResearch). Note: if the researcher applied for a release of funds for this project funding, please include the REB approval # for the release. [instructions]
	     




	

	[bookmark: _2E]2E
	Researcher Funding (for research contracts and personal consulting only)
	☐
	Not contract-funded research 

	☐
	No funds are paid directly to the researcher as personal income 

	☐
	The researcher will receive a portion of the funds as personal income 

	☐
	A copy of the contract/agreement has been submitted to the Research Compliance Office 



	If any researcher has or will receive personal income or other in-kind contributions from sponsors, commercial interests, consultative relationships, or any other relevant sources that could affect the project, how will any resulting conflicts of interest be managed?   How much funding (dollar amount and the percentage of the total) will the researcher(s) receive as income? Provide the title and date of any contracts. (The REB may review the contract.) 

Note:  No disclosure is required for research team members receiving normal and usual compensation or support for taking part in research activities.    
[instructions]
	     






	

	[bookmark: _2F]2F
	Request to Release Funds
	☐
	Yes

	☐
	No



	Have you submitted a request to release funds for this project? If so, check the “Yes” box and provide the 6-digit release of funds protocol number, found on cuResearch or within the clearance certificate for the release of funds file. Indicate whether the release of funds file should be closed following clearance, or if the funds are tied to other projects and must stay open. [instructions]
	     




	

	[bookmark: _2G]2G
	Conflict of Interest
	☐
	No conflicts 

	☐
	Financial benefit to researcher or family member

	☐
	Financial benefit to corporation associated with researcher or family member

	☐
	Other 



	Describe any conflicts of interest and indicate how they will be managed. [instructions]
	     




	
	

	3. 
	Study Overview 

	3A 
	Study Objectives
	Briefly summarize the specific goals of the project. The REB uses this information to ensure that the study methods and procedures are reasonable, considering its goals (2-3 sentences).
	     




	

	3B 
	Overview of Participant Interactions 
	Give a brief overview of the interactions with participants from the initial contact to the end of their study participation. This is to provide reviewers with a sense of the study activities. If there are multiple methods of data collection, please clearly separate each (e.g., interview and focus groups).
	     




	

	

	[bookmark: _3C]3C 
	Dates of Recruitment and Participant Interaction
	Estimated date when you plan to start recruiting participants. (YYYY-MM-DD) [instructions]
	Click or tap to enter a date.

Estimated date when you will end participant interactions? (YYYY-MM-DD) 
	Click or tap to enter a date.



	

	[bookmark: _3D]3D 
	Additional Reviews
	☐
	No additional review 

	☐
	Departmental review 

	☐
	Grant council review 

	☐
	Other (please specify) 



	If this project has been reviewed for academic merit, please include information about who has reviewed this (i.e., a Tri Council grant or other funding application, or a thesis committee). [instructions]
	     






	

	4. 
	Methods: Participants 

	[bookmark: _4A]4A 
	Description of Participants
	Describe each group of participants and their inclusion and exclusion criteria. If using a separate sample of control participants, describe this group. [instructions]
	     




	

	[bookmark: _4B]4B 
	Number of Participants (Sample size)
	What is your target for how many participants will be recruited? If multiple groups of participants are involved, break down the planned recruitment levels by participant type. [instructions]
	     




	

	

	[bookmark: _4C]4C
	Benefits to Participants
	Describe any potential direct benefits to the research participants as opposed to society or knowledge. [instructions]
	     




	

	[bookmark: _4D]4D 
	Participant Relationship to Researcher
	☐
	No previous or existing relationship 

	☐
	Some previous or existing relationship 



	Describe any relationship that exists between the participants and the research team or any recruiting party or sponsor, including any relationship in which there is a real or perceived power differential between the researcher and the participants. Explain the mitigation strategies in place to prevent feelings of obligation, coercion or conflict. [instructions]
	     




	

	[bookmark: _4E]4E 
	Researcher Training with Participant Group
	☐
	Not applicable 



	In addition to the TCPS2 training (see s. 10D below), describe any additional training the researcher(s) have (or will receive) to work with the proposed participants. [instructions]
	     




	
	
	

	5. 
	Methods: Recruitment 

	[bookmark: _5A]5A 
	Recruitment Methods
	☐
	Not applicable 

	☐
	Posters 

	☐
	Social media 

	☐
	Online Panels (e.g., Qualtrics) 

	☐
	Student Participant Pool (e.g., SONA) 

	☐
	Emails 

	☐
	Letters 

	☐
	Telephone 

	☐
	Snowballing 

	☐
	Other (please specify)



	Describe each step of how each participant group will be recruited. This includes how prospective participants will be identified, how contact information will be obtained, how participants will be made aware of the study, and how participants can express their interest. Provide a copy of all the recruitment material(s) including any oral scripts, recruitment posters, recruitment emails, social media postings etc. If there are multiple methods of data collection, please clearly separate each (e.g., interview and focus groups). [instructions]
	     




	

	[bookmark: _5B]5B 
	Location of Recruitment
	☐
	Not applicable 

	☐
	Carleton 

	☐
	Other Canadian School/University 

	☐
	Elsewhere in Canada 

	☐
	Online or social media 

	☐
	Other 



	List all recruitment locations. If some locations require prior permission to recruit, indicate if permission has been secured and provide a letter or other message of support/agreement from the organizational authority. If using social media, specify the type of account being used for recruitment (i.e., personal with existing ties, research group page etc.) [instructions]
	     




	

	[bookmark: _5C]5C 
	Third Parties in Recruitment
	☐
	Not applicable 



	If using third parties to assist with recruitment, indicate who is doing the recruiting and how it will be done. What contact information about prospective participants does the third-party recruiter have? Describe and submit copies of any recruiting materials or invitation messages that you propose to be sent out by the third party on your behalf. [instructions]
	     




	

	[bookmark: _5D]5D 
	Recruitment Risks to Participants
	☐
	No risks 



	Describe any risks to participants during the recruitment phase, including risks to privacy. [instructions]
	     




	

	[bookmark: _5E]5E 
	Recruitment Risks to Researcher
	☐
	No risks 



	Describe any risks to the research team during the recruitment phase. [instructions]
	     




	

	[bookmark: _5F]5F 
	Compensation
	☐
	No Compensation 

	☐
	Money / Gift Card 

	☐
	Reimbursement of Travel Expenses or parking

	☐
	Refreshments 

	☐
	Course Credit 

	☐
	Other 



	Describe all participant compensation and remuneration (including its monetary value) and indicate when and how participants will receive the compensation. What happens to the compensation if a participant withdraws during or after participating? [instructions]
	     




	

	[bookmark: _5G]5G
	Personal Data (subject to FIPPA)
Does your research involve the use of personal data held by Carleton?  If yes, you must complete a security and confidentiality agreement with the Carleton University Privacy Office prior to starting your research. The agreement is a contract between you and the university as to how you will manage the personal data throughout your research. If you have questions about the completion of this agreement or best practices around privacy management for research, please contact the Carleton University Privacy Office by e-mail at university_privacy_office@carleton.ca. [instructions]
Yes ☐ No ☐
If yes, please describe the personal information you will be collecting.
	     




	

	6. 
	Methods: Informed Consent 

	[bookmark: _6A]6A 
	Obtaining informed consent
	☐
	Signed consent 

	☐
	Online consent 

	☐
	Oral consent 

	☐
	Implied consent 

	☐
	Parent/Guardian consent 

	☐
	Assent 

	☐
	Other 



	Describe the process for obtaining informed consent from the participants (or assent from the guardians/legal representatives). If written consent is not used, explain the alternative method chosen. Include a copy of all consent forms, scripts and other materials. [instructions]
	     




	

	

	[bookmark: _6B]6B 
	Withdrawal Procedures
	☐
	Not applicable 

	☐
	Participants can withdraw 

	☐
	Participants can only withdraw during the study 

	☐
	Special withdrawal procedures 



	Describe the procedures for a participant to withdraw their data from the study after the study interactions are completed. When and how can a participant withdraw? What will happen to data from participants who withdraw? Describe any deadlines and limitations on withdrawal and explain if compensation is affected by withdrawing. [instructions]
	     




	

	7. 
	Methods: Data Collection 

	[bookmark: _7A]7A 
	Data Collection Methods
	☐
	Questionnaires / Surveys 

	☐
	Interviews 

	☐
	Focus Groups 

	☐
	Oral and/or Visual Stimuli 

	☐
	Equipment and/or software testing 

	☐
	Other 



	Describe in detail the method of data collection being used and provide details of each instrument used. Breakdown by phases, participant groups, or types if required. Complete the section on "online data collection" (8F, below) if relevant. Describe and include a copy of any questionnaires, surveys, interview guides, or other data collection instruments. [instructions]
	     




	

	[bookmark: _7B]7B 
	Location of Participant Interactions
	☐	In person

	☐	Online



	Where will the research procedures involving participants take place? [instructions]
	     




	

	7C 
	Frequency and Duration of Participant Interactions
	How many times will you interact with participants? How long will each interaction take?
	     




	

	[bookmark: _7D]7D 
	Photography or Recordings
	☐
	Not applicable 

	☐
	Photographs 

	☐
	Audio Recording 

	☐
	Video Recording 

	☐
	Other (Please describe)



	If the participant will be photographed, video-recorded or audio-recorded, indicate how the data will be acquired and protected. How will consent for recordings be obtained? If other (e.g., fingerprints or eye-tracking) please describe. Can participants opt out of recordings and still participate? [instructions]
	     




	

	[bookmark: _7E]7E 
	Translation or Transcription
	☐
	Not applicable 

	☐
	Translation 

	☐
	Transcription 

	☐
	Researcher will translate or transcribe 



	Where data will be translated and/or transcribed, whether by a member of the research team or by an outside service or software, describe who will complete these tasks, and what steps will be taken to ensure the privacy and confidentiality of participants in the process. If a confidentiality agreement will be used, include a copy. [instructions]
	     




	

	[bookmark: _7F]7F 
	Online data collection
	☐
	Not applicable 

	☐
	Carleton-based server 

	☐
	Commercial server (based in Canada) 

	☐
	Commercial server (outside Canada) 

	☐
	Other 



	If you are collecting survey and/or interview data online, describe the software platform used for online data collection (e.g., Qualtrics, Zoom), and the security of data storage. Where will data be stored? Will participant IP addresses be recorded? Are there any special limitations on privacy? [instructions]
	     




	

	

		

	7G 
	Use of Artificial Intelligence
	☐
	Not applicable 

	☐
	For Transcription

	☐
	For Analyses

	☐
	Other 



	If you are planning to use artificial intelligence (AI) in your study, please see our guidelines for disclosure to participants. Please provide information here and in the consent form about what program(s) use AI, what the AI will do with the data (within and outside of study use), and any associated risks.
	     








	[bookmark: _7H]7H 
	Risk of Psychological, Physical, Social and/or Economic Harm
	☐
	No risks 



	Explain the nature, magnitude and likelihood of psychological, physical, social and/or economic harm and how these risks will be mitigated and/or managed. [instructions]
	     




	
	
	

	

	8. 
	Methods: Data Storage and Analysis 

	[bookmark: _8A]8A 
	Identifiability of collected data
	☐
	Identifiable 

	☐
	Coded (pseudonyms) 

	☐
	Anonymized/De-Identified

	☐
	Anonymous 

	☐
	Other 



	Describe the identifiability of research data at the point of data collection. If there are different levels of anonymity for different groups, describe. See the TCPS-2 for a definition of the identifiability of information. [instructions]

	     




	

	8B 
	Identifiability of stored data
	☐
	Identifiable 

	☐
	Coded (pseudonyms) 

	☐
	Anonymized/De-Identified 

	☐
	Anonymous

	☐
	Other 



	Describe the identifiability of stored research data. If a link to participant identities is retained (e.g., to permit compensation or withdrawal), also explain storage of linking data. Describe the process of anonymization if applicable. 
	     




	

	[bookmark: _8C]8C 
	Identifiability of published data
	☐
	Anonymous or Anonymized

	☐
	Aggregate data only 

	☐
	Pseudonyms/Coded 

	☐
	Real participant names with data attributable 

	☐
	Other (please explain)



	Describe the identifiability of data that will appear in publications, including how pseudonyms will be assigned, if applicable. If there are different levels of anonymity/deidentification for different groups, describe each level here. [instructions]
	     




	

	[bookmark: _8D]8D 
	Data Storage (during the project)
	☐
	Encrypted 

	☐
	Password-protected 

	☐
	Physical documents securely stored under lock

	☐
	Other (please explain)



	How will data be stored and kept safe? Provide details for each type of data (e.g., raw data, contact lists, consent documents, anonymized data, recordings and images, electronic data and paper documents). [instructions]
	     




	

	[bookmark: _8E]8E 
	Data Disposition (after the project)
	☐
	Stored 

	☐
	De-identified data shared publicly 

	☐
	Identifiable data shared publicly 

	☐
	All identifiers/codes will be permanently deleted 

	☐
	Returned to participants 

	☐
	Destroyed 



	After project completion, describe whether and how the data will be stored for future use, and for how long. If shared, with whom? If made public, how (e.g., online)? If archived, provide details. Describe any restrictions on access. Will personal identifiers be deleted and when? If data will be destroyed, when? Will participant contact information be kept for future recruitment? Include data disposition plans in the consent materials. [instructions] 
	     




	

	[bookmark: _8F]8F 
	Sharing Study Results
	☐
	Results will be shared 



	Do you intend to share a report (or summary) of the research findings with participants once the study is complete? If yes, include this option in the consent form. [instructions]
	     




	

	[bookmark: _8G]8G 
	Risk of Data Breach

	Describe the likelihood of a data breach and the resulting risks to participants. If risks are significant, how will they be mitigated? [instructions]
	     




	

	9. 
	Approvals 

	[bookmark: _9A]9A 
	Supervisor Approval
	☐
	No Supervisor required 

	☐
	Supervisor Approval Form Attached



	For student projects, including projects by graduate students and post-doctoral fellows, please attach the completed and signed Supervisor Approval Form as part of your submission. [instructions]

	     




	

	[bookmark: _9B]9B 
	Additional Approvals Required
	☐
	No other approvals required 

	☐
	Organizational Permission 

	☐
	Visa/Travel Permits 

	☐
	Other REBs or Institutional Approvals 

	☐
	Biohazards 

	☐
	Animal Care Committee 

	☐
	Permission letters attached 

	☐
	Letters to follow 

	☐
	Other (please specify) 



	Is outside organizational permission required to conduct research (e.g., schools or school boards, government or other employers, other universities, correctional services, or other data collection locations)? If conducting research in another country, is local permission, including local ethics review, required? Indicate if permission/approval has been secured and provide a copy of any written approval, agreement or similar. Research with biohazards or animals must also secure approval from the appropriate committee at Carleton University – contact AccBio@carleton.ca.

Where Carleton's REB must first approve the project, before the outside organization grants their approval, please submit the written approval/agreement or similar via email to ethics@carleton.ca once received. [instructions]

	     




	

	[bookmark: _9C]9C 
	TCPS-2 Tutorial
	☐
	All researchers have completed the online TCPS tutorial 

	☐
	Some researchers have not completed the online TCPS tutorial 




	TCPS CORE Tutorial training is required for all researchers listed on the protocol. Certification must have been completed in the past 5 years. Justify any cases where researchers not affiliated with Carleton have not completed the TCPS tutorial. [instructions]

	     








	10. 
	[bookmark: _Declarations]Declarations 

	[bookmark: _10A]10A 
	Declaration #1
	☐
	I agree 



	This ethics application accurately describes the research project or scholarly activity that I plan to conduct. [instructions]

	

	10B 
	Declaration #2
	☐
	I agree 



	No recruitment or data collection for this protocol will commence before ethics clearance.

	

	10C
	Declaration #3
	☐
	I agree 



	No changes will be made to the research project as described in this protocol without receiving clearance from the Research Ethics Board, except for measures necessary to avoid serious harm to any participant or other person(s). 

	

	

	[bookmark: _10D]10D 
	Declaration #4
	☐
	I agree 



	I will notify the Research Ethics Board immediately of any alleged or real ethical breaches or concerns, adverse events, protocol deviations, material incidental findings or other unanticipated problems, or participant complaints that arise during or after the course of this research project using the CUREB’s Adverse Events and Unanticipated Problems Form. [instructions]

	
	



[Detailed instructions on next page]
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**Note: Please delete these instruction pages before submitting your completed protocol form.

	Section
	Section Heading
	Instructions

	1A
	Project Title
	The Project Title should match the title shown on all study-related documents.

	1B
	Submission Date
	Renew this submission date whenever you submit a revised Form. CUREB uses this version date to identify the order of revised submissions.

	1C
	Is Carleton the Primary REB?
	For projects in which Carleton is not the primary REB, the CUREB review is expedited. Include the outside REB's approval letter with associated documents (consent and recruitment materials, study data collection instruments, debriefing forms, etc.). If the main protocol from the outside institution differs substantially from CUREB’s form, you must submit the completed CUREB form as well. If changes are approved by the primary REB, the change application and approval letter for the change should also be submitted to CUREB.

	2A
	Lead Researcher
	The Lead Researcher must, except in unusual circumstances, be a member of the Carleton research community. Email ethics@carleton.ca if you propose an outside person.

	2B
	Academic Supervisor
	All students and postdocs must have an academic supervisor who is a current Carleton faculty member. If there is more than one supervisor, identify the primary supervisor and include other(s) in 2C: Project Team Members. The REB must have a signed REB Supervisor Approval Form, found on Carleton’s Human Ethics Forms and Templates page.

	2C
	Project Team Member
	List the project team members (co-Investigators, collaborators, research assistants, etc.) and requested details. The REB will normally correspond with the Lead Researcher and the Academic Supervisor, if any. If other team members should receive messages, indicate which one(s).

	2D
	Project Funding
	The REB requires information on study funding to communicate with the Carleton Office for Research Initiatives & Services (CORIS) or IPS, or in case there is an appearance of conflict of interest.

	2E
	Researcher Funding (for research contracts and personal consulting only)
	List who will be receiving funds as personal income, how much they will receive, and the percentage of the total funding awarded.

	2F
	Request to Release Funds
	A request to release funds is submitted when a research team needs to access funding prior to any involvement of human participants.

	2G
	Conflict of Interest
	Conflicts of interest occur when there are conflicting motivations between the researcher’s obligation to conduct the study and personal or family interests. E.g., the researcher and/or a company they have an ownership stake in benefits financially from the success of the research or personally by achieving participant recruitment targets. Such relationships are not unethical; however, they must be disclosed. It may be sufficient to inform participants in consent materials, but other strategies may be needed. Email ethics@carleton.ca early to discuss conflicts.

	3C
	Dates of Recruitment and Participant Interaction
	The estimated start date should be after the submission date and give a reasonable time for the study to be reviewed by the REB. The end date should be a realistic estimate of when all aspects of participant interactions will be completed.

	3D
	Additional Reviews
	Note: The REB uses this information to consider the scientific or scholarly background of a protocol and its methods to give reassurance that the study is worthwhile. For example, determining whether the potential benefits of the proposed study outweigh the associated risks.

	4A
	Description of Participants
	Indicate pertinent details about all the samples you plan to recruit, including controls. Describe relevant participant characteristics such as age group, gender, language, race, ethnicity, or medical conditions. If applicable, describe exclusion criteria that would make prospective participants ineligible for the study.

	4B
	Number of Participants (Sample size)
	Your sample size should be sufficient to yield meaningful results but not greater than needed, including a provision for predicted withdrawals. For studies in which participant numbers were calculated using statistical methods (e.g., power analysis), briefly explain. If your sample numbers change substantially during your research, you must submit a Change to Protocol Form to justify the change.

	4C
	Benefits to Participants
	Examples include to participants’ health or well-being, or informing them on a topic of interest, but do not include compensation.

	4D
	Participant Relationship to Researcher
	Examples include professors recruiting their students and researchers recruiting friends and family members.

	4E
	Researcher Training with Participant Group
	Researchers working with certain participant groups, such as those with special needs or vulnerabilities, may benefit from specific training or experiences that qualify them to work closely with these individuals. Describe any specialized training or qualifications here. For student projects, supervisors must be satisfied that the student(s) are fully prepared to carry out the study with these participants.

	5A
	Recruitment Methods
	In general, we discourage "cold" or uninvited calls or emails to prospective participants, except where contact information is publicly available, such as on a website. With snowball recruiting, researchers generally should ask existing participants to give study information to others but not give others' information to the researcher without explicit consent. Researchers planning to recruit participants online must specify which platform (e.g., forums, Facebook) they will use.

	5B
	Location of Recruitment
	Be aware that some recruitment sites have their own ethics review process or require special permissions to access (e.g., schools, hospitals and correctional facilities). It is the researcher's responsibility to satisfy any such requirements.

	5C
	Third Parties in Recruitment
	"Third parties" are people or organizations other than the research team who assist with recruitment e.g., community or advocacy groups, clinics or other institutions with relevant mailing lists or where staff may identify participants. Third parties should not be asked to give researchers contact information for their members. Rather, researchers should prepare a study invitation message for the third party to send to members on researchers’ behalf.

	5D
	Recruitment Risks to Participants
	Could any prospective participant suffer harm by communicating with the researcher or being identified as a member of the sample target group? Describe foreseeable risks here.

	5E
	Recruitment Risks to Researchers
	Researchers may face risks due to unstable politics/violence in the recruitment region, or participants with a history of violent behaviours. Discuss such situations with Carleton's risk manager with respect to risk mitigation strategies, insurance and other safeguards, particularly when travelling to other countries by emailing risk@carleton.ca.

	5F
	Compensation
	Note: The REB has no formal policy on compensation—it should be reasonable, but not excessive. Participants should be compensated equally for the same tasks, but a draw or lottery scheme is acceptable so long as each participant has a similar likelihood of winning. The TCPS provides advice on the use of incentives in research in Article 3.1.

	5G
	Personal Data (subject to FIPPA)
	Researchers may seek to use personal information from Carleton’s records to analyze the information itself or to aid in recruiting individuals for the study. FIPPA requirements apply only to records held by the university, but not to records of university-affiliated clubs or groups.

	6A
	Obtaining Informed Consent
	If you are recruiting participants to do different tasks, consider using separate consent forms to avoid confusion.  Written consent is expected, aside from when it is impractical to obtain, and other forms of consent are more suitable. If submitted materials, including recruitment, consent, or study interactions, are not in English, the researcher is attesting that translations are accurate. Contact ethics@carleton.ca with any questions.

	6B
	Withdrawal Procedures
	Participants must be fully informed of study and data withdrawal procedures. Under the principle of ongoing consent, participants must know how to withdraw participation during the study and implications for compensation. They should also have time to reconsider their decision to take part and to have their data withdrawn. An exception may be made if the data collection is completely anonymous (i.e., no identifying data ever collected). Include the withdrawal deadline here and in the Consent Form.

	7A
	Data Collection Methods
	Clearly list and describe all forms of data collection (e.g., survey/questionnaire, interviews, focus groups, eye-tracker) to be used at each stage of the project (as applicable) and for different participant groups (as applicable).
For each method used, include a copy of the survey instrument/interview questions/focus group questions or other materials. Researchers using specialized equipment should provide descriptions and attach images as needed to help reviewers clearly understand what is being asked of research participants.

	7B
	Location of Participant Interactions
	Include building room or lab number if applicable. Indicate if the location has special requirements or permissions for entry or use. Provide a copy of all documentation and approvals.

	7D
	Photography or Recordings
	Note: Participants must give specific and separate consent to audio, video, or photography, usually in the signature area of the Consent Form. Inform participants whether recording/photography is mandatory and if alternatives will be offered. Also, clarify ownership of the images or recordings, once taken. If any images will appear in reports, articles or presentations of the study, describe, justify, and say if the participants will be identifiable. Ask participants to complete the Photo-Video Permission Form when images will contain identifiers and will be shared or distributed.

	7E
	Translation or Transcription
	Describe what steps will be taken to ensure the privacy and confidentiality of the participants in the translation and transcription processes. Provide a copy of the confidentiality agreement to be used. A confidentiality form template can be found on our website. 

Note: Include information on the destruction of any audio recordings or transcripts related to the transcription or translation process. If you are not destroying these materials, explain why. If you are using AI for translation or transcription, ensure participants are aware of the use of AI, whether there are any associated risks (e.g., privacy), and whether the AI provider will use data for any other purposes (e.g., training its models).

	7F
	Online Data Collection
	When researchers select an online survey tool or service, it is important for them to know and describe in their proposal the geographical location of the servers that host the survey and store participants’ data. The location of their server is often listed on the survey program main page. If not, researchers should contact the platform administrator directly for this information. 

When data are stored outside of Canada, the researcher has less control over data protection. For example, data on servers based in the US may be subject to security legislation that permits law enforcement officials to access personal records without that person’s knowledge. Given this, if the risk to participants of such a data breach is significant, explain the data storage in the informed consent. This requirement differs depending on whether the study is anonymous and/or the study topic is sensitive.

Provide details on the software and the hosting setup/configuration.

Note: Some companies do not delete data from their servers even after it is transferred to the researchers. Data should be deleted once it is transferred to researchers.

	7H
	Risks of Psychological, Physical, Social and/or Economic Harm
	Note: If there are anticipated risks to participation, describe them here and in the recruitment and consent materials. These may include mild and transient physical symptoms, mild emotional distress, or benign privacy risks. If risks are greater than very low, then the Main CUREB Form must be used for study submission.

	8A
	Identifiability of Collected Data
	Directly or indirectly, identifying information should be referred to as “identifiable.” 

Anonymized/de-identified: Identifiers collected by removed at some point.

Coded: Identifiers are tied to the data via an ID code/pseudonym (e.g., use of SONA ID in SONA studies for crediting purposes).

Anonymous: Data has never had any identifying information associated with it. Anonymous information, as defined by the TCPS-2, is rare.

Note: Data should be de-identified (anonymized) as much and as soon as possible. De-identification may be delayed during the time participants are permitted to withdraw their data or for other valid study-related reasons. A list of participants may be retained, for example, to permit them to be compensated or contacted for future research with their explicit consent, although these purposes do not need data or responses associated with individual participants, so any code key may be deleted. Explain the reason for delaying the destruction of identifiers or the maintenance of a code, if applicable.

	8C
	Identifiability of Published Data
	Usually, data is published without attributing individual data points to specific identifiable persons, or data is aggregated and not identifiable.

Sometimes however, often with qualitative data, participants wish to have their responses or views quoted in dissemination materials, such as publications or presentations. This is acceptable, but the researcher must have the clear and explicit consent of such participants to use identifiable quotations or other content, usually as a specific checkbox in the signature section of the consent form.

	8D
	Data Storage
	Note: All electronic data should be stored in password-protected files. Greater security, such as higher levels of encryption, may be needed for more sensitive data that may cause harm if released.

	8E
	Data Disposition
	Note: Researchers may retain de-identified data for use by their team and other researchers seeking to replicate, check, or build upon your work. Journals often require that published data be made available. If applicable, describe how data will be de-identified, stored, protected from unauthorized disclosure and made available. If identifiers need to be maintained, please describe safeguards and disclose this plan in the consent form.

	8F
	Sharing Study Results
	Researchers are not required to communicate findings to participants; however, doing so recognizes the contribution participants made to the study, and participants may be interested in your findings.

	8G
	Risk of Data Breach
	The privacy of participants may be compromised by a breach or other unauthorized disclosure of personal information or other data. There is always some level of risk to the participant, but it will vary based on the level of psychological, physical, social, or economic harm that may result from such disclosure. Concerns include what if the server on which the data was stored became compromised? What if the data becomes searchable on the Internet or elsewhere? The likelihood of a data breach is the researcher's best guess as to the probability of unauthorized disclosure and the harm that may result.

	9A
	Supervisor Approval
	Such approval indicates that the supervisor has read the entire submission and associated documentation and is satisfied that the project meets applicable disciplinary and ethical standards.

	9B
	Additional Approvals Required
	While REB clearance is required for research projects that involve human participants, other approvals are often also needed before your study can start. Some examples include Animal Care or Biohazards approval, local School Board approval if the study takes place in a school, hospital approval, police or correctional facilities, and many others. The circumstances of your study may necessitate other requirements. The REB cannot advise on additional necessary approvals—it is the researcher's responsibility to secure all needed permissions to proceed. 

	9C
	TCPS-2 Tutorial
	Note: The TCPS Certificate requirement may be waived when a collaborator in another country has completed a similar tutorial accepted there, or where the researcher's involvement in the study is peripheral and does not involve interactions with participants or their data. All researchers must submit an up-to-date TCPS-Core Certificate with every new application. We can no longer keep certificates on file.

	10A
	Declaration #1
	The researcher(s) must carry out the research project in accordance with the cleared protocol, which includes the use of only the approved consent, recruitment, data collection and other ancillary materials. If an amendment to the study is needed, you must submit a Change to Protocol and not initiate any such change until the Change has been cleared by the REB, except if a change is initiated to avert an urgent and serious harm and you submit the Change Form as soon as reasonably possible thereafter.

	10D
	Declaration #4
	As part of its ongoing review, if problems arise in the study that may affect participants, the REB must be informed and may require changes. Required changes will depend on the circumstances but may include revisions to the study methods or consent form procedures or risks, re-consenting some or all participants or, in extreme cases, suspending or terminating the study.
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