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DVA HUMAN RESEARCH ETHICS COMMITTEE

Proposal for Departmental Research

Note 1:  When to Use This Form

This form is used for application for consideration of proposed research involving contact with the veteran community and/or access to personal information and/or data held by DVA when the research is being conducted by or on behalf of the Department.  For research conducted by external researchers that has not been commissioned by the Department, the Proposal for Non-Departmental Research Form should be used.

Note 2:  Definition of Personal Information

Personal information is information by which individuals can be identified.  DVA held personal information includes names, contact details such as address and telephone numbers, and data on usage of services by individual members of the veteran community.

Note 3:  Access to Personal Information Not Automatic

DVA HREC approval of an applicant’s proposal does not of itself guarantee access to the DVA information requested.  Such access is a matter for the appropriate section of DVA, and the researcher remains responsible for negotiating directly with the section owning the data about the requirements for release.

Note 4:  Submission of Application

Please submit applications electronically by typing in the proforma.  Handwritten applications will not be accepted.  Part D: AGREEMENT must be submitted in hard copy as it has the signature of the Principal Researcher.

Part A:  DETAILS OF PROJECT

	A1.
	Reason for Application (Tick one box)

	
	Study will involve contact with members of the veteran community

	
	Access is being sought to DVA owned personal information and/or data

	
	Both of the above


	A2.
	Study title (short title preferred)

	


	A3.
	Principal researcher 

Title, Given Name, Surname

Address (including postcode)

Telephone number

Fax Number

e-mail address
	


	A4.
	Other Investigator(s)

Title, Given Name, Surname

Address (including postcode)

Telephone number

Fax Number

e-mail address
	


	A5.
	Name of DVA Project Sponsor (if applicable.)

	


	A6.
	DVA Project Manager (if applicable.)

	


	A7.
	What are the study aims and objectives? (Please be brief.)

	


	A8.
	Give details of study methodology.

	


	A9.
	Summarise sample size and selection details  Must include, if relevant:

· sample frame/eligibility for selection;

· sample size; and

· method of selection.

	


	A10.
	Does the project involve approaching members of the veteran community directly (face to face, by telephone, by mail, etc)?  (Tick Yes or No.)  If yes, explain and provide details of:

· how potential participants will be identified and recruited;

· how initial contact will be made;

· who will make contact; and

· how consent will be obtained.

	· Yes

· No


	


	A11.
	Have you attached copies of proposed introductory letters, consent forms, survey instruments and other pertinent documentation? (Tick Yes or No or N/A.) If no, state why not, and when they will be provided.

	· Yes

· No

· N/A


	


	A12.
	Does the research involve possible physical risk (eg new medications, vigorous exercise program)?  (Tick Yes or No:  If yes, explain and provide details of protective measures to be taken.)

	· Yes

· No


	


	A13.
	Does the research involve possible emotional stress for the participant?  

(Tick Yes or No:  If yes, explain and provide details of protective measures to be taken.)

	· Yes

· No


	


	A14.
	Is there any risk of social, legal or financial harm to the participant?  (Tick Yes or No:  If yes, explain and provide details of protective measures to be taken.)

	· Yes

· No


	


	A15.
	Does the research involve invasive procedures, the administration of foreign substances or the withdrawal of medication or medical treatment? 

(Tick Yes or No:  If yes, clarify who will administer these procedures.)

	· Yes

· No


	


	A16.
	Does the research involve access to DVA owned personal information? (Tick Yes or No:  If yes, explain and provide explicit details of what DVA owned information and/or data is required.  If yes, you must also complete the Privacy Considerations section of this proforma.)

	· Yes

· No


	


	A17.
	What is the projected timetable?

	


	A18.
	What are the particular benefits in the study for the veteran community?

	


	A19.
	Details of funding sources for this research proposal (amount and source).

	


	A20.
	Does the source of funding entail any potential conflict of interest for the researcher or DVA?  (Tick Yes or No:  If yes, explain and provide details of protective measures to be taken.)

	· Yes

· No


	


Part B:  PRIVACY CONSIDERATIONS
As the Department is bound to comply with the requirements of the Privacy Act 1988 it must comply with the Information Privacy Principles.

	B1.
	State the specific uses to which the personal information acquired or developed during the study will be put (refer IPP 1,2 3, 9 and IPP 10).

	


	B2.
	If additional personal information is to be collected will it be used for any other purpose? If yes, please specify purpose (refer IPP 1,2 and 3).

	


	B3.
	If personal information already in the possession of DVA is to be used, is the use for the purpose that it was originally collected (yes/no)? (Refer IPP 1,2 and 10).

	


	B4.
	If the use is for another purpose, is the use permitted by one of the five exceptions in IPP10?  Please state which exception and explain why.

	


	B5.
	State the estimated time of retention of the personal information so acquired (if the research is health and medical research it should be kept for a minimum of 5 years).

	


	B6.
	State the security procedures that will be applied to the personal information so acquired (data should be protected against loss, unauthorised access, use, modification and disclosure and against other misuse including unauthorised use or disclosure of information by a third party) (IPP4 refers).

	


	B7.
	State how the data so acquired will be stored and controlled 
(Departmental procedures and Archives requirements are to be followed).

	


	B8.
	List the personnel who will have access to the personal information. 



	
	


	B9.
	If sub contractors are to have access does their contract include appropriate privacy clauses?

	


	B10.
	If any of the personal information is to be disclosed to outside DVA, which exception in IPP11 permits the disclosure?  State which exception.

	


	B11.
	State what will be done with the personal information on completion of the study  (include the proposed method of disposal of the personal information having regard to the Archives Act 1983 for Commonwealth records).

	


	B12.
	Will the final results be published (include details of intended publications if known)?  If so, in what form, that is de‑identified case studies, statistical table or other.  Please specify.

	


	B13.
	Will the final results be made available to other researchers and if so, in what form?



	


Part C: FINAL CHECKLIST

	C1.
	Final Checklist (Tick Yes or No for each item: If yes to any item, see also Item C2.)

	A
	· Yes

· No
	Is deception of any kind used?

	B
	· Yes

· No
	Does the research involve collection, use or disclosure of personal, sensitive or health information, without the prior consent of the subjects of that information?

	C
	· Yes

· No
	Will the research involve access to data stores subject to privacy legislation?

	D
	· Yes

· No
	Will any data be preserved for possible future use by yourself or other researchers?

	E
	· Yes

· No
	Will participants have pictures taken of them (e.g. photographs, video recordings)?

	F
	· Yes

· No
	If interviews are conducted, will they be tape-recorded or videotaped?

	G
	· Yes

· No
	Will participants be asked to perform any acts or make any statements which might diminish their self-esteem or cause them to experience embarrassment or regret?

	H
	· Yes

· No
	Will any procedures be used with potentially unpleasant or harmful effects either of a physical, psychological, social, legal or financial nature, to the participant?

	I
	· Yes

· No
	Does the research involve any stimuli, tasks, investigations or procedures which may be experienced by participants as stressful, noxious, aversive or unpleasant during or after the research procedures?

	J
	· Yes

· No
	Will the research involve the use of no-treatment or placebo control conditions?

	K
	· Yes

· No
	Will any samples of body fluids or body tissue be obtained specifically for the research?

	L
	· Yes

· No
	Will participants be fingerprinted, DNA ‘fingerprinted’, or have any kind of uniquely identifying biological marker recorded?

	M
	· Yes

· No
	Is there any risk of criminal or civil liability to the participant or researcher as a result of the research?

	N
	· Yes

· No
	Does the source of funding cause any potential conflict of interest for the researcher?

	O
	· Yes

· No
	Are there any other ethical issues involved in the research?


	C2.
	If the answer to any of the questions in Item C1 is yes, please explain and justify your response (or state where in this application the explanation and justification is provided).

	


	C3.
	General supporting comments (include here any information that might assist the DVA HREC to better assess your application).

	


Part D:  AGREEMENT

This agreement relates to a study titled -----------------------------------(Insert short title)-----------------------------------------
I, ------------------------------------------------------------------------------------------------------------------------------------ acknowledge that the information contained in this form is true and accurate, and I undertake to ensure the security and privacy of the personal information entrusted to me in accordance with the arrangements described in this form.

-------------------------------------------------------------------------------------------------------------

--------------------------------------------------------------

Principal Researcher





Date

Privacy Act 1988

INFORMATION PRIVACY PRINCIPLES

Principle 1 ‑ Manner and purpose of collection of personal information

1. Personal information shall not be collected by a collector for inclusion in a record or in a generally available publication unless:

(a) the information is collected for a purpose that is a lawful purpose directly related to a function or activity of the collector; and

(b) the collection of the information is necessary for or directly related to that purpose.

2. Personal information shall not be collected by a collector by unlawful or unfair means.

Principle 2 ‑ Solicitation of personal in formation from individual concerned

Where:

(a) a collector collects personal information for inclusion in a record or in a generally available publication; and

(b) the information is solicited by the collector from the individual concerned;

the collector shall take such steps (if any) as are, in the circumstances, reasonable to ensure that, before the information is collected or, if that is not practicable, as soon as practicable after the information is collected, the individual concerned is generally aware of:

(c) the purpose for which the information is being collected;

(d) if the collection of the information is authorised or required by or under law ‑ the fact that the collection of the information is so authorised or required; and

(e) any person to whom, or any body or agency to which, it is the collector's usual practice to disclose personal information of the kind so collected, and (if known by the collector) any person to whom, or any body or agency to which, it is the usual practice of that first mentioned person, body or agency to pass on that information.

Principle 3 ‑ Solicitation of personal information generally

Where:

(a) a collector collects personal information for inclusion in a record or in a generally available publication; and

(b) the information is solicited by the collector;

the collector shall take such steps (if any) as are, in the circumstances, reasonable to ensure that, having regard to the purpose for which the information is collected:

(c) the information collected is relevant to that purpose and is up to date and complete; and

(d) the collection of the information does not intrude to an unreasonable extent upon the personal affairs of the individual concerned.

Principle 4 ‑ Storage and security of personal information

A record‑keeper who has possession or control of a record that contains personal information shall ensure:

(a) that the record is protected, by such security safeguards as it is reasonable in the circumstances to take, against loss, against unauthorised access, use, modification or disclosure, and against other misuse, and

(b) that if it is necessary for the record to be given to a person in connection with the provision of a service to the record‑keeper, everything reasonably within the power of the record‑keeper is done to prevent unauthorised use or disclosure of information contained in the record

Principle 5 ‑ Information relating to records kept by record‑keeper

1. A record‑keeper who has possession or control of records that contain personal information shall, subject to clause 2 of this Principle, take such steps as are, in the circumstances, reasonable to enable any person to ascertain:

(a) whether the record‑keeper has possession or control of any records that contain personal information; and

(b) if the record‑keeper has possession or control of a record that contains such information:

(i) the nature of that information;

(ii) the main purposes for which that information is used; and

(iii) the steps that the person should take if the person wishes to obtain access to the record.

2. A record‑keeper is not required under clause I of this Principle to give a person information if the record‑keeper is required or authorised to refuse to give that information to the person under the applicable provisions of any law of the Commonwealth that provides for access by persons to documents.

3. A record‑keeper shall maintain a record setting out:

(a) the nature of the records of personal information kept by or on behalf of the record‑keeper;

(b) the purpose for which each type of record is kept;

(c) the classes of individuals about whom records are kept;

(d) the period for which each type of record is kept;

(e) the persons who are entitled to have access to personal information contained in the records and the conditions under which they are entitled to have that access; and

(f) the steps that should be taken by persons wishing to obtain access to that information.

4. A record‑keeper shall:

(a) make the record maintained under clause 3 of this Principle available for inspection by members of the public; and

(b)  give the Commissioner, in the month of June in each year, a copy of the record so maintained.

Principle 6 ‑ Access to records containing personal information

Where a record‑keeper has possession or control of a record that contains personal information, the individual concerned shall be entitled to have access to that record, except to the extent that the record‑keeper is required or authorised to refuse to provide the individual with access to that record under the applicable provisions of any law of the Commonwealth that provides for access by persons to documents.

Principle 7 ‑ Alteration of records containing personal information

1. A record‑keeper who has possession or control of a record that contains personal information shall take such steps (if any), by way of making appropriate corrections, deletions and additions as are, in the circumstances, reasonable to ensure that the record:

(a) is accurate; and

(b) is having regard to the purpose for which the information was collected or is to be used and to any purpose that is directly related to that purpose, relevant, up to date, complete and not misleading.

2. The obligation imposed on a record‑keeper by clause I is subject to any applicable limitation in a law of the commonwealth that provides a right to require the correction or amendment of documents.

3. Where:

(a) the record‑keeper of a record containing personal information is not willing to amend that record, by making a correction deletion or addition, in accordance with a request by the individual concerned; and

(b) no decision or recommendation to the effect that the record should be amended wholly or partly in accordance with that request has been made under the applicable provisions of a law of the Commonwealth;

the record‑keeper shall, if so requested by the individual concerned, take such steps (if any) as are reasonable in the circumstances to attach to the record any statement provided by that individual of the correction, deletion or addition sought.

Principle 8 ‑ Record‑keeper to check accuracy etc of personal information before use

A record‑keeper who has possession or control of a record that contains personal information shall not use that information without taking such steps (if any) as are, in the circumstances, reasonable to ensure that, having regard to the purpose for which the information is proposed to be used, the information is accurate, up to date and complete

Principle 9 ‑ Personal information to be used only for relevant purposes

A record‑keeper who has possession or control of a record that contains personal information shall not use the information except for a purpose for which the information is relevant.

Principle 10 ‑ Limits on use of personal information

1. A record‑keeper who has possession or control of a record that contains personal information that was obtained for a particular purpose shall not use the information for any other purpose unless:

(a) the individual concerned has consented to use of the information for that other purpose;

(b) the record‑keeper believes on reasonable grounds that use of the information for that other purpose is necessary to prevent or lessen a serious and imminent threat to the life or health of the individual concerned or another person;

(c) use of the information for that other purpose is required or authorised by or under law;

(d) use of the information for that other purpose is reasonably necessary for enforcement of the criminal law or of a law imposing a pecuniary penalty, or for the protection of the public revenue; or

(e) the purpose for which the information is used is directly related to the purpose for which the information was obtained.

Where personal information is used for enforcement of the criminal law or of a law imposing a pecuniary penalty, or for the protection of the public revenue, the record‑keeper shall include in the record containing that information a note of that use.

Principle 11 ‑ Limits on disclosure of personal information

1. A record‑keeper who has possession or control of a record that contains personal information shall not disclose the information to a person, body or agency (other than the individual concerned) unless:

(a) the individual concerned is reasonably likely to have been aware, or made aware under Principle 2, that information of that find is usually passed to that person, body or agency;

(b) the individual concerned has consented to the disclosure;

(c) the record‑keeper believes on reasonable grounds that the disclosure is necessary to prevent or lessen a serious and imminent threat to the life or health of the individual concerned or of another person;

(d) the disclosure is required or authorised by or under law; or

(e) the disclosure is reasonably necessary for the enforcement of the criminal law or of a law imposing a pecuniary penalty, or for the protection of the public revenue.

2. Where personal information is disclosed for the purposes of enforcement of the criminal law or of a law imposing a pecuniary penalty, or for the purpose of the protection of the public revenue, the record‑keeper shall include in the record containing that information a note of the disclosure.

3. A person, body or agency to whom personal information is disclosed under clause I of this Principle shall not use or disclose the information for a purpose other than the purpose for which the information was given to the person, body or agency.

PRIVACY COMMISSIONER, GPO Box 5218, SYDNEY, NSW, 2001

Privacy Hotline 1800 023 985  Telephone  (02) 9284 9600   TTY 1800 620 241   Fax (02) 281 9666
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