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HREC Application Form Instructions 

1. Note that the University of Divinity no longer has separate forms for 
Expedited or Full HREC Applications. The single form is dynamic and will 
determine the application type. 

2. Answers must be sufficiently comprehensive to address issues specific to 
each application. Long-form answers may be 50-500 words. Applicant 
judgement is required. 

3. Forms submitted by HDR Students will automatically proceed to 
Supervisors for approval, before further processing. 

4. Some fields are required only on the basis of previous answers. These 
fields are preceded with the ‘therefore’ sign ∴ in these instructions. 

5. These instructions list every field on the University of Divinity HREC 
Application Form. 

6. Additional instructions and advice are provided in purple.  

7. You must read and understand this document before filling out the 
University of Divinity HREC Application Form. 

8. For more help, refer to the University’s HREC Policy and the National 
Statement on Ethical Conduct in Human Research, available on the 
University website. 

 

1. Surname  

2. Other Names In Full  

3. Applicant Email  

4. Applicant Type 

• UD Staff (including Honoraries) 

• HDR Student - Minor Thesis 

• HDR Student - PHD 

5. ∴ Supervisor Email  

6. Project Title  

7. Project Description  

• Explain the nature and aims of your research project in <250 words. 

8. Methods  

• Briefly outline your methods for collecting data and analysing data. 



9. Timeline  

• Outline a brief timeline for planning, recruitment, start and end of data collection, 

data analysis, writing and completion of your project. 

• It is recognised that small changes may be made to surveys or interview schedules 

after approval is given.  

10. Research Team  

• List names of all other researchers involved in the project, and their institutional 

affiliation 

11. Prior HREC Approval YES/NO 

12. ∴ Prior HREC Approval Details  

• Please provide details including details of relationship to that HREC and/or co-

research organisation. 

13. ∴ Prior HREC Approval Evidence  

• Attach evidence of prior HREC approval 

14. External Funding YES/NO 

• Have you received or applied for external funding for the research project? YES/NO 

15. ∴ External Funding Details  

• Please provide details, including name of funding body, status of funding and other 

involvement/requirements of the funding body, and areas the funding covers. 

16. Funding Conflicts  

• Do you have any financial involvement in the research (apart from your research 

role)? YES/NO 

17. ∴ Funding Conflicts Details  

18. Higher Risk Checklist  

• Tick if any of your participants: 

• ARE NOT 18 years or older  

• ARE NOT in a state of sound health or capacity (This means any physical or 

mental illness, disability or impairment that may affect the participant’s 

ability to consent to, understand, or participate in the research) 

• DO belong to a vulnerable cultural group (This means you are deliberately 

selecting members of a culturally or ethnically vulnerable group, including 

Aboriginal and Torres Strait Islanders and those detailed in Section 4 of the 

National Statement) 

• ARE women who are pregnant 

• MAY suffer a foreseeable level of harm (Harm means ‘beyond discomfort or 

inconvenience’. See National Statement Section 2 for guidance on assessing 

harm to participants, including the levels of likelihood and of potential 

severity) 

• WILL be subject to disguised or covert practises (This means observation, 

recording, or any other practise done without consent) 

• WILL be subject to counselling/psychological practices (This means practices, 

interventions or treatments usually performed by qualified practitioners) 



• WILL be subject to physical stimulus 

• Any other Higher risks (describe below) 

19. ∴ Higher Risk Management  

• Explain how you will manage the higher risks checked above. Please provide a clear 

description of risk management strategy for each selected risk item.  

• Explain how you will decide on people's capacity to participate in the research, how 

you will explain the research to them, how you will obtain consent for participation, 

and how you will protect their rights, and ensure their participation is truly 

voluntary. 

• What steps will you take to ensure that each participant feels safe during the 

research process, and confident in the research process, in particular regarding their 

involvement? 

• Should a serious event or emergency occur during the conduct of your research, do 

you have an appropriate plan with emergency contacts etc, or resources to assist or 

provide support? 

• What criteria will you use to assess when participants in your research project 

produce results or responses indicating that they or others are ‘at risk’? 

• Are any of the research measures you will use liable to detect any medical or clinical 

condition, or other situation of concern? 

• Is there likelihood that your research will raise issues challenging to faith or other 

beliefs, causing distress? 

• What debriefing or support will be provided or recommended? 

20. Low Risk Checklist  

• Tick if any of your participants: 

• ARE in unequal power relationship with the researcher (this means 

dependants, students, etc) 

• DO NOT live in Australia  

• MAY suffer a foreseeable level of inconvenience or discomfort 

21. Low Risk Management  

• Please explain how you will manage the low risks checked above. Identify any other 

low risks, discomfort or inconvenience to participants that may occur as a result of 

participation in your research project, and explain how you will manage those risks. 

22. Participant Criteria  

• Specify any criteria for the inclusion of participants AND any criteria for the 

exclusion of participants 

23. Recruitment  

• How will you recruit participants? 

• Advertising through a partner organisation 

• Advertising to the general public 

• Approaching individuals in specific positions e.g. church pastors 

• Recruitment of participants must take place in such a way that people feel under no 

obligation to participate. It is also important to respect the privacy laws in 

recruitment. Thus, you cannot use a church directory, for example, to contact 

people. However, you can ask the leaders of the organisation to publicise the 

research. You cannot ask individuals for the names and addresses of people you 



might contact to participate in the research, but you can ask them to give an 

advertisement to other people who may then get in touch with you. 

24. Recruitment Materials  

• Attach any advertising materials, flyers, emails etc that you will circulate to 

prospective participants. 

25. Participant Benefits  

• Are there benefits for the participants?  

• NOTE: The National Statement does not allow payment to participants. 

Reimbursement may be offered for travel costs.  Benefits may include being 

sent research results in an appropriate format. 

26. Participant Information and Consent Form  

• How and by whom will the PICF be made available to participants? 

27. PICF Attachment  

• Attach your PICF here. 

• A basic ethical principle is that people make a truly voluntary decision as to whether 

to participate or not in your research project.  

• If you are conducting a survey, you must provide information in introduction to the 

survey. In an anonymous survey, the completion of the survey indicates consent. If 

you are conducting non-anonymous surveys, interviews or focus groups, you need 

to provide people with written information about the project and a consent form. 

•  The information sheet needs to be in plain, non-technical language. It 

should contain the following elements: 

1. The nature of your project and its aims, the degree for which you are 

studying, the institution, and who is supervising you. 

2. How the person was chosen for the research and contact details 

obtained. 

3. What you will be requested of those who participate in the research, 

both in terms of what information you will be seeking from them and 

how long interviews or the completion of surveys will take. Also note how 

you will protect participants' confidentiality. 

4. Tell people if you are planning to record the interview or focus group and 

how you will protect the confidentiality of what you record. 

5. How you will be using the information gathered and whether you will be 

providing the church with a report. (It is usually desirable to indicate that 

a report will be available.) 

6. How further information about the research can be obtained and how a 

complaint about the ethics of the project can be made. 

7. Limits to confidentiality under the Child Protection legislation. 

8. That participants may withdraw at any time without giving a reason. 

9. That parents or guardians may be present if they, or the children, wish. 

• The consent form needs to contain the following elements: 

1. A statement indicating that the participant has read the information 

about the study and what is required of the participant. 

2. A statement agreeing to any listed recording of the interview or focus 

group. 



3. A statement indicating that the researcher may use the information in 

writing a thesis or other published material. It should state that the 

identity of the participant will not be revealed. If you cannot protect their 

identity, that must be stated on the consent form. 

4. If a person under the age of 18, or of limited capacity, is being 

interviewed, then there should be a separate space for the parent or 

guardian to sign. 

• Does the research involves the administration of tests that can only be used by 

people with particular qualifications? (e.g. the Myers Briggs Type Indicator, or the 

Enneagram). Do you have the qualifications required? Your PICF should include 

reference to use of the proposed test, your qualifications and experience with this 

technique, or not qualified, justification for its use. 

• If you are a person mandated by law to report certain findings, and if such reporting 

may be relevant to your research project, this information must be included in the 

PICF. (Refer to Mandatory Reporting information on UD HREC webpage and also 

consider requirements of any partner organisation/s) 

28. Other Organisations  

• Does your research require permission to access data from an organisation other 

than the University of Divinity? YES/NO 

• If you are doing surveys, interviews or focus groups with people who are associated 

with a particular organisation such as a company, school or church, you will need to 

get permission from the organisation as such. For example, if you are examining an 

aspect of a church's ministry, you will probably need permission from the senior 

pastor.  

• The letter seeking permission should include the following elements: 

1. The nature of your project and its aims, the degree for which you are 

studying, the institution, and who is supervising you. 

2. What is requested of those who participate in the research, both in terms 

of what information you will be seeking from them and how long 

interviews or the completion of surveys will take. Also note how you will 

protect participants' confidentiality. 

3. What you require of the organisation - for example, in inviting people to 

do interviews or to hand out surveys for you.(Note that it is illegal for a 

church to give you a list of contacts without first asking the people on the 

list if their details can be shared with you.) 

4. How you will be using the information gathered and whether you will be 

providing the church with a report. (It is usually desirable to indicate that 

a report will be available.) 

5. How further information about the research can be obtained. It would 

also be appropriate to include a form with the letter that can be 

completed indicating whether or not permission is granted which can be 

returned to you. 

29. ∴ Has permission been granted? YES/NO 

30. ∴ Other Organisation Details  

• Please give details of other organisations' involvement and provision of data. 



• Are any of the research-related organisation(s) deemed an organisation covered by 

the Privacy Act?  Does the organisation have the right to disclose to you the 

requested information for your research purposes? 

• Describe the type of records to be used (e.g. church records, minutes, cultural myths 

or stories, counselling records, personal diaries, etc.) 

• State any conditions imposed by the organisation(s) on the release of data. 

31. Identity Data  

• In your research, will you be asking for or recording the name of your participants or 

any information which could be used to identify them? YES/NO 

32. Identity Protection  

• What steps will you take to ensure that you comply with your obligations in relation 

to the use of personally identifiable and sensitive information? 

33. Data Collection  

• Attach copies of all questionnaires, interview questions, focus group outlines, etc 

that will be used to collect data. 

• The Committee recognises that interviews will flow freely to some extent, and thus 

the exact wording of questions and the order in which questions are asked may vary 

from one interview to another. Only if major changes are made, do you need to re-

submit these to the Ethics Committee 

34. Data Security  

• How will you ensure that all data is stored securely during the conduct of your 

research? 

• Explain your secure methods for storage of physical or digital data. 

• Explain how you will ensure that the information is gathered in a confidential way. 

For example, will ensure a location for the research where other people cannot hear 

what the interviewee is saying? If you are interviewing groups, how will you 

encourage all group members to maintain confidentiality? If a survey is done, will it 

be done in a private location? 

35. Data Use  

• How will the data be used and reported? How will you ensure the confidentiality of 

the participants when it is used and reported?  

36. Data Retention  

• Confirm the applicable data retention option. You are responsible for ensuring data 

is stored and deleted correctly. 

• Data to be stored permanently by the University 

• Data to be deleted after 5 years 

• Data to be deleted 15 years after child participants turn 18 

37. ∴ Eligible for Expedited Application 

• Based on your answers so far, you are eligible to submit an Expedited HREC 

Application: for low risk projects, or where a previous HREC has granted full 

approval. You are responsible for evaluating the risk level of your project. Do you 

confirm that your project is low risk (or has prior HREC approval?) 

• Yes: proceed with Expedited Application 

• No: submit for Full HREC Review 



38. Extra Attachments  

• Please attach any additional relevant documents not otherwise requested in this 

form. 

39. Declaration  

• I declare that: 
1. The information supplied in this application is true and accurate to the best of my 

knowledge;  
2. I have read the National Statement on Ethical Conduct in Human Research and 

accept responsibility for the conduct of the project in accordance with those 
guidelines; 

3. I have no other conflicts of interest other than those stated in the above application.  
4. I understand I must not commence research involving human participants until HREC 

Ethics Approval has been received in writing. 
5. I agree to report on this Research Project annually to HREC. 
6. I agree that if any changes to the approved research design or methodology are 

proposed after HREC Ethics Approval has been received, then I will immediately 
inform HREC in writing and if needed submit an HREC Amendment Form. I agree that 
no research actions varying from those approved will be undertaken until Amended 
Approval is received from the University’s HREC. 

7. I agree that should the research project be discontinued, then the University’s HREC 
will be informed in writing, with reasons, and that data collected will be retained 
securely on the same terms as if the research project has been completed. 

8. This declaration is my digital signature of submission. 

• I declare all of the above 


