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submitting an ethics application

This guide has been created centrally,
local processes may differ.



Creating an ethics application

Select ‘New Project’ located on the ‘Dashboard’



Submitting an ethics application

Help Records are located on most questions 
for guidance

Module code is essential to ensure the application is 
directed to the correct review process. 

• UG/PGT Students should check which module 
code they should use with module leaders

• PGR/Staff (see next slide for the ‘module code’ for 
your area)



Module Codes for PGR students
Faculty/Research Institute Module Code

Faculty of Art and Humanities (FAH) FAH-PHD

Faculty of Health and Life Sciences (HLS) PHD-HLS

Creative Cultures
>Centre for Arts, Memories and Communities (AMC)
>Centre for Dance Research (CDaRE)
>Centre for Postdigital Cultures (CPC)

AMC-PHD
CDaRE-PHD
CPC-PHD

Clean Growth & Future Mobility FTC-PHD

Global Learning GLEA-PHD

Health & Wellbeing
>Centre for Intelligent Healthcare (CIH) 
>Centre for Sport, Exercise and Life Sciences (CSELS)

PHD-CIH
PHD-SELS

Mathematical, Physical & Computational Sciences 
>Centre for Data Science (CDS)
>Centre for Fluid and Complex Systems (CFCS)

BNE
CDS
FCS

Peace, Security & Social Justice CTPSR-PHD

Responsible Business, Economies & Society
>Centre for Business in Society (CBiS)
>Centre for Financial and Corporate Integrity (CFCI)

CBIS-PHD
CFCI-PHD

Sustainability, Equity & Resilience CAWR-PHD



Module Codes for Staff

Faculty/Group/Professional Services Module Code

Faculty of Art and Humanities (FAH) FAH-STAFF

Faculty of Business and Law (FBL) FBL-STAFF

Faculty of Engineering, Environment and Computing (EEC) EECSTAFF

Faculty of Health and Life Sciences (HLS) HLS:STAFF

CU Group Coventry (CUC) CUC-Staff

Professional Services STAFF:PS



Module Codes for Staff
Research Institute Module Code

Clean Growth & Future Mobility FTC-STAFF

Creative Cultures
>Centre for Arts, Memories and Communities (AMC)
>Centre for Dance Research (CDaRE)
>Centre for Postdigital Cultures (CPC)

AMC-Staff
CDaREStaff
CPC-Staff

Global Learning GLEA-STAFF

Health & Wellbeing
>Centre for Intelligent Health (CIH)
>Centre for Sport, Exercise and Life Sciences (CSELS)

STAFF:CIH
STAFF:SELS

Mathematical, Physical & Computational Sciences 
>Centre for Data Science (CDS)
>Centre for for Fluid & Complex Systems (FCS)

CDS
FCS

Peace, Security & Social Justice CTPSR-STAF

Responsible Business, Economies & Society
>Centre for Business in Society (CBiS) 
>Centre for Financial & Corporate Integrity (CFCI)

CBIS-STAFF
CFCI-STAFF

Sustainability, Equity & Resilience CAWR-STAFF



Submitting an ethics application

Project 
Reference 
Number

Navigation 
menu for the 
application

Asterisk symbol will appear at questions which are
mandatory, the application will not progress if left
unanswered

Character limit, will countdown



Submitting an ethics application

Selecting Y/N on questions may drop down additional 
questions to address, such as the below

‘Save and Next’ to save the application progress, ‘Processing, please wait…’ 
may appear once clicked, applicants should wait for the next page to appear 
before exiting as progress may be lost. 



Submitting an ethics application

Reminders such as uploading documents to 
the Attachments section will appear 
throughout the application

Examples will be provided under some of the 
questions, these are not exhaustive lists

Some reminders will have embedded links 
for further information, or contact information 
for relevant departments within the university 
e.g. Information Governance Unit, Health and 
Safety team



Submitting an ethics application

Once the first four sections of the application have been 
completed, the ‘Areas of Study’ section will ask the 
applicant to select those areas the research will involve.

e.g. Travel away from home campus – if the research is 
taking place off campus (physically, not online).

e.g. Information gathered from human participants – if 
the research involves primary data collection from human 
participants via survey questionnaires, focus groups, 
interviews, psychological tests, photography etc.

e.g. Biological materials including organisms and 
samples (excluding humans) – if the research involves 
bacteria, viruses, cell lines, plant material etc.

If an area is selected in error, the applicant can return to the 
‘Areas of Study’ section and deselect. 



Submitting an ethics application

Questions in the ‘Project 
Detail’ and ‘Data Analysis’ 
sections of the application 
may trigger additional sections 
to be completed under the 
‘Project Checklist’



Submitting an ethics application

Once documents are uploaded they will appear here
Drop down list of document types e.g. 
Participant Information Sheet, Consent Form, 
Research Proposal, Risk Assessment etc.



Submitting an ethics application

‘Project Checklist’ will appear differently on each
application depending on how the questions have been
answered and what the research is proposing to do.

Once a section is completed it will turn green, those
pending completion will remain red. All sections must
be completed to progress to the final section.



Submitting an ethics application

 The PI Declaration requires completing before the 

application can be submitted for authorisation.

 Once an application has been submitted it cannot be 

edited unless it is returned to the applicant for editing 

by the supervisor, reviewer or ethics 

operations/admin.



A submitted ethics application

Tabs across the top of the application for 
project details, checklist, comments and 
approval stages



A submitted ethics application

Checklist sections will appear here. Those sections that 
carry a medium or high risk (depending on the answer of 
the) will appear as a different colour to flag the 
supervisor and reviewer to those sections in particular. 



A submitted ethics application

Comments tab will display all comments added to the 
application, by the applicant, supervisor, reviewer and ethics 
operations/admin. 

Comments added here will not be anonymous and 
cannot be removed once posted.



A submitted ethics application

Approval Stages tab displays all stages and 
status of the application (expanded on next 
slide), who actioned the application and when. 
Reviewer’s will appear anonymous. 

• Any specialist reviewers notified about a 
section of the application form will 
appear here e.g. Information Security 
Manager, Chemical Safety Officer, 
Laser Safety Officer, Radiation Safety 
Officer. 

• They are not included in the review 
process but may contact applicants for 
further information or guidance.



Levels of Risk

Low Risk Typically secondary research (e.g. literature 

based reviews, systematic reviews, critical and 

service evaluations, collection and analysis of 

published data)

Students – Reviewed by Supervisor

Staff – Reviewed by Faculty/Research

Centre Reviewer/Ethics Lead

Medium Risk Typically primary research (e.g. collecting data 

from human participants – surveys, interviews, 

observations focus groups, engaging with social 

media users ​, travel off campus)

Students – Reviewed by Supervisor and 

Reviewer

Staff - Reviewed by Faculty/Research

Centre Reviewer/Ethics Lead

High Risk Typically undertaking sensitive research, research 

with a high impact of risk or submitting for ethical 

approval outside of the university (e.g. NHS, 

Social Care REC, HMPPS)

Medium Risk review process, followed

by referral to the University Research 

Ethics Committee for final approval



Approvals Process – Student Applications

Low 
Risk

Submit 
Application

Supervisor 
Review

Once approved 
by supervisor, 
application is 
automatically 

finalised

Medium 
Risk

Submit 
Application

Supervisor 
Review

2nd Review 
(carried out by 

reviewer/module 
leader/ethics lead

Once approved 
by reviewer, 
application is 

finalised by ethics 
operations

High 
Risk

Submit 
Application

Supervisor 
Review

2nd Review 
(carried out by 

reviewer/module 
leader/ethics lead

REC Sign Off 
(Chair of Ethics 

Committee 
Approval)

Once approved 
by REC, 

application is 
automatically 

finalised



Approvals Process – Staff Applications

Low 
Risk

Submit 
Application

Reviewed by 
peer reviewer/ 

ethics lead

Once approved 
by reviewer, 
application is 
automatically 

finalised

Medium 
Risk

Submit 
Application

Reviewed by 
peer reviewer/ 

ethics lead

Once approved 
by reviewer, 
application is 
finalised by 

ethics operations

High 
Risk

Submit 
Application

Reviewed by 
peer reviewer/ 

ethics lead

REC Review 
(Chair of Ethics 

Committee)

Once approved 
by REC, 

application is 
automatically 

finalised



Stage/Status of an application summary

Stage Status Action

PROJECT INCOMPLETE with applicant, not yet submitted

SUPERVISOR PENDING with supervisor to review

SUPERVISOR REVISE & RE-SUBMIT with applicant to make changes recommended by supervisor and resubmit

SUPERVISOR DECLINE application has been declined and cannot be edited, review feedback

REFERRER PENDING with ethics operations to refer to a peer reviewer/module leader/ethics lead

REVIEWER PENDING with a reviewer to review

REVIEWER REVISE & RE-SUBMIT with applicant to make changes recommended by reviewer and resubmit

REVIEWER DECLINE application has been declined and cannot be edited, review feedback

FINALIZER PENDING with ethics operations to finalise application

FINISHED COMPLETE ethical approval has been granted and applicant can begin the research project



Stage/Status of an application summary 
[high risk/external ethics]

Stage Status Action

REC PENDING with Chair of University Research Ethics Committee for review and sign off

REC REVISE & RE-SUBMIT with applicant to make changes recommended by Chair and resubmit

High risk applications or those submitting for external review (e.g. NHS), will be directed to 
the ‘REC’ stage for review, after the reviewer stage of the process.

Throughout the process applicants will 
receive e-mails when their application has 
been actioned. 



Supervisor sees…



Reviewer sees…



Approved Application



Approved Application

 Applicants can proceed with their research projects 

once ethical approval has been granted, they receive 

the below e-mail, and can download their certificate of 

ethical approval from their application.

 Certificates are located under 

‘Checklist’>’Attachments’ entitled ‘ethics-certificate’



Approved Application

 Example of e-mail of ethical approval and certificate



After ethical approval

Follow the procedures outlined in your ethics application

Use the documents you have approval for and are included in your application e.g. 

participant information sheet, consent forms, gatekeeper letter, risk assessment etc.​

Follow the data management plan

Anyone failing to comply will be subject to ethical misconduct. 



If you have any questions, 
please contact your 

local ethics administrator

https://ethics.coventry.ac.uk/pages/contact-people
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