
Dear 
  
Thank you for taking the time to submit your application for ethics clearance. The Faculty Ethics 
Screening Committee (FESC) has been appointed by the Research Ethics Committee: Social, 

Behavioural, and Education Research (REC: SBE) to ensure that your application meets all the 

necessary requirements. 
  
Kindly note that the REC: SBE applies a rigorous review process to ethics applications.  If the REC: 
SBE returns your application to you with modification requests, it can lead to significant delays. To 

help avoid this, the FESC is adopting a cautious and thorough approach in reviewing our Faculty’s 
applications to ensure they meet REC requirements before submission.  

 
  RESPONSE TO FESC FEEDBACK     

 
To help us process your application efficiently, please follow these steps before resubmitting your 
application: 

• Please copy the changes requested below (starting from the section on “Grammar, Spelling & 

Punctuation” and ending with Section 9) into a Microsoft Word document and add the word 

“Done” next to each change you’ve completed.  Please do this for each individual bullet point, 
rather than for an entire section.  Please avoid using the “comment box” feature, as these 

comments are not visible in the PDF version that I download from Infonetica.  Infonetica is 
the online ethics application and review system used to manage the entire ethics process for 

research projects involving human participants. 
• For any changes that are not fully addressed, please add the words “Not done” or “Partially 

done” next to it, and provide a brief explanation of why the change could not be made or was 

only partially completed. Providing this context helps us understand your situation and 

ensures that your application can move forward smoothly.  Please do this for each individual 
bullet point, rather than for an entire section.   

• Highlight the words “Done” or “Not done” in yellow, and upload this document under 

Question 9.2 of the application form before resubmitting your application. 
• Once you and your supervisor have resubmitted the application, it will take approximately five 

working days for one of our academic FESC members to review it. 

  HOW TO EDIT YOUR APPLICATION     
• Please click HERE to download the REC: SBE manual on how to revise and edit your online 

application form. You may also find the instruction videos and how-to manuals available on 
the REC: SBE webpage helpful.  There appears to be an error when clicking on the instruction 

videos (see below screenshot) – however, just click on the “Watch video on YouTube” link in 
order to access the video: 

 
• Please make all the necessary changes to your online application form and update any 

supporting documents, such as your research proposal, recruitment materials, consent forms, 
and data collection documents. 

• Please remove any outdated supporting documents affected by these changes and replace 

them with the updated versions. 
• You should now be able to make the required changes to your application form. If you 

encounter any issues, you may first need to unlock your application form. Once unlocked, 
please proceed with making the requested changes. 

  

https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffiles.su.ac.za%2Fpublic%2Fdocuments%2F2025-09%2Fhow-do-i-edit-my-application-form.pdf%3Futm_source%3Dchatgpt.com&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707049961907%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=bzS%2B12V6r9dMVdUdUw06bveb5GlQpzFl9jNxZ%2F%2BLhMk%3D&reserved=0
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  RESUBMITTING YOUR APPLICATION    
• Please run the “Completeness Check” on your application form to identify any incomplete 

sections, including unsigned fields. 

• Two electronic signatures are required for auto-submission – your own and your supervisor’s: 

o First, sign the application form yourself (click HERE for guidance). 

o Then, click the “Request Signature” button to prompt your supervisor to sign the 

form. 

o Once both signatures are in place, the system will automatically submit your 
application. 

• Please follow up with your supervisor to ensure they’ve signed the form. If you encounter any 

technical issues, contact Ms Jennifer de Beer at jad@sun.ac.za. 

• Once your supervisor has signed, I will receive your application and send a confirmation email 
within 48 hours. If you don’t hear from me within that time, please contact me. 

• It will take approximately 7 days for me to review your resubmission and, if all required 

changes have been addressed, your application will be forwarded to an academic member of 
the FESC. The academic FESC member will take approximately 7 days to complete their 

review. If no further revisions are requested, I will then submit your application to the REC. 

• If your application is classified as low risk, you will receive an email shortly after REC 

submission confirming that you may begin data collection. If your application is medium 
risk, please wait for formal approval via email from the REC: SBE before commencing data 

collection. 
  
  GRAMMAR, SPELLING & PUNCTUATION    

• Please be aware that our FESC members are likely to reject an ethics application if it hasn't 
been carefully proofread for grammar, punctuation, abbreviations/acronyms, sentence 

construction, and spelling. This review should be applied to your application form, as well as 
all supporting documents – i.e. your research proposal, consent form, application letter, and 

data collection materials.   

• To help ensure your documents are polished and professional, we recommend using the free 
application "Grammarly". Here’s how you can use it: 

1) Download and install Grammarly on your desktop or laptop.  2) Sign up for a free 

account.  3) Start a new document by either clicking "New" or "Upload”.  4) If you 
click "New," you can copy and paste your text directly into Grammarly.  5) If you click 

"Upload," you can upload any MS Word document from your device.  6) Grammarly 
will automatically check your text and suggest improvements.  7) If your document is 

in PDF format, you can use the "Save As" option to convert it to an MS Word 
document, then follow step 3.  We hope you find this tool helpful in preparing your 

application for resubmission. 
    
  SECTION 2 [Project information]   

• Question 2.2:   
o Please provide a summary of the background and rationale for your research project. 

In particular, include details about your research design and methodology (i.e. a brief 

summary of your responses to Questions 5.2 and 5.3).  
• Question 2.3:   

o Please download Template 10 - Research Proposal and use it to draft your research 

proposal.  Please note that the REC: SBE has a strict 7,500-word limit for research 
proposals.  As such, if your proposal exceeds this limit, the REC: SBE will return your 
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application for modifications.  Once completed, please upload the final version of 
Template 10 in response to this question. 

o Please incorporate your detailed responses to these nine methodology questions in 
sections 4.7a – 4.7l of Template 10.  

o Please ensure that detailed information is included under the “Ethical Considerations 

and Risks” section of Template 10, referencing the information provided in THIS 
example.  

o Your six-digit code is perfectly acceptable. However, it was recently noted that with a 
six-digit code, there is a possibility that two participants could unintentionally create 

the same code. As such, could you kindly change this to an eight-digit code to reduce 
the likelihood of duplicate codes?   

o The REC: SBE understands an "interview" to be a one-on-one discussion between a 

researcher and a participant, typically guided by a list of semi-structured, 
unstructured, or structured questions, with responses often recorded verbally. 

Interviews allow for a more interactive and in-depth exploration of topics. In contrast, 
a "survey" or "questionnaire" refers to a set of written questions administered to 

individuals to gather information, which can be done in person, by mail, over the 

phone, or online. Surveys or questionnaires are more standardised, requesting the 
same data from a larger group. Please ensure the correct terminology is used 

throughout your application form, research proposal, and supporting documents. 
Additionally, select the appropriate option in response to Question 7.2. 

o In the methodology section, please include details regarding the expected or 
minimum sample size, as the participating company will need to know how many 

employees may be approached. 
o You’ve added “n/a” under Section 4.6 of your research proposal.  However, seeing as 

you are currently employed by ___, which is also one of the participating institutions, 

please consider the following:  acknowledge and mitigate power dynamics in the 
workplace (e.g. perceived pressure to participate), clarify how you will avoid 

introducing bias from your insider knowledge, explain how participant anonymity will 

be protected in a small organisation, describe where and how data will be securely 
stored (independent from your company’s systems), and provide detail about the 

independent reviewer's role and confirm confidentiality protections.  
Below is more detailed guidance on this matter – please be sure, though, to rephrase 

it in your own words when incorporating it into your research proposal, rather than 

copying it directly: 
• Power dynamics and perceived pressure: 

• Even if not in a managerial role, the researcher is a colleague at your 

company. Participants might feel subtle pressure to participate or 

give favourable answers, especially if they report to or work closely 
with the researcher. 

• Please explicitly state in the consent form that participation (or 

refusal) will have no impact on the participant’s job, evaluation, or 
work relationship, and that their manager will not be informed of 

who participated. 
• Access to internal information: 

• As an employee, you may have pre-existing knowledge of your 

company’s internal systems, strategies, or operations, which could 
introduce bias in interpretation or affect how questions are framed or 

probed. 

https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffiles.su.ac.za%2Fpublic%2Ffaculty-engineering%2Fdocuments%2F2026-02%2Fmethodology.pdf&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707050126615%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=SNqqnlGgvJWp5%2BvDbVHG3WHDESARiVfQdoawpPZmMUM%3D&reserved=0
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• Please mention that you will rely solely on interview data, not 

personal knowledge, during analysis and reporting, and state this 
clearly in the ethics application. 

• Participant anonymity within a small work environment: 
• Your company may have a relatively small or specialised team, which 

increases the chance that participants may be identifiable, even if 
names and titles are removed. 

• Please include a strategy for protecting anonymity in small teams 

(e.g. avoiding quotes or examples that could unintentionally identify 
someone) and avoid using role-specific language that could make 

someone identifiable by inference. 
• Data security and access: 

• There’s a risk that work computers or shared internal systems may 

be used to store identifiable data, especially given the dual role as 
employee and researcher. 

• Please confirm that all identifiable data (e.g. interview recordings) 

will be stored on secure, private, password-protected drives not 
linked to your company’s infrastructure, and not shared with the 

institution. 
• Clarity on reviewer role (internal verification): 

• If a “trusted manager” will verify internal findings, this introduces 

another layer of risk: if the manager is not fully independent, it could 
influence the tone of reporting. 

• Clarify that the manager is not a participant, not involved in 

supervision, and that they will only review non-confidential, 
anonymised, aggregated findings to help confirm interpretations – 

not to approve or influence conclusions. 
o Please incorporate all the information in your amended consent form (refer to 

Questions 5.16 and/or 5.17), and in your amended responses to Questions 5.2 and 

5.3 of the application form, into the methodology section of your research proposal. 
o Please review and, if necessary, update the information in your research proposal 

and supporting documents to ensure consistency with your amended responses in 
the application form. 

o If applicable, please state here, as well as in response to Question 9.2, that this 

application is considered a "phased" application, as the project will be executed in 
various phases, with data collected in the first phase influencing subsequent phases. 

• Question 2.4:   
o Question 2.4.1:  Please indicate whether the funder has any specific requirements 

regarding the ethics review and approval of your project. If there are any special 

requirements, please list them. 
• Question 2.6:  Based on your feedback in response to Question 5.2, it appears that you 

may have had preliminary discussions with prospective participants (which is perfectly 

acceptable). If so, please select "yes" for this question. 
o Question 2.6.1:  To clarify, please also state that no formal recruitment has taken 

place and that no data has been collected for this research project as of yet. 
  
  SECTION 3 [SU Principal Investigator (PI/applicant details]   

• Question 3.3: 



o Question 3.3.2:  Please clarify whether you will collect data from individuals who 
may be in an unequal power relationship with you as the main researcher. For 

instance, if you intend to interview employees who hold positions lower than yours in 
the organisational hierarchy, this impacts how these individuals should be invited to 

participate in your study. The goal is to ensure that prospective participants do not 

feel any pressure or obligation to take part due to your position of authority. 
o Question 3.3.3: 

• It is essential that your colleagues do not feel under any pressure to 

participate in your research.  Please describe how you plan to address and 
mitigate any of the potential concerns outlined below: 

• Awareness of Positionality: Reflect on your dual role as a researcher 

and employee, recognising how your position within the organisation 
might influence participant responses or your interpretations of the 

data. 
• Neutral Framing: Design research questions and communication 

materials to minimise leading or biased language. 
• Blind Data Analysis: Anonymise data before analysis to reduce 

unconscious bias during interpretation. 
• Peer Review: Involve external reviewers or colleagues who are not 

part of the study to check for bias in research design, data collection, 
and interpretation. 

• Voluntary Participation: Ensure participants understand there are no 

consequences for declining to participate or for their responses. 
• Third-Party Facilitation: The FESC requests that you use a neutral 

third party to invite participants to participate in your research to 

reduce power imbalances. 
• Separate Work Relationships: Avoid including direct reports or 

supervisors in the study to prevent coercion or undue influence. 
• Please include your response to this question in the “ethical considerations” 

section in your research proposal. 
• Question 3.4:   

o Infonetica usually auto-populates this section with information from the SU database. 
However, it seems this didn’t happen with your application. To resolve this, please 

click HERE and follow the steps to update your personal details. 
o If you would like to change your email address, as displayed under Question 3.4, 

please click HERE and follow the steps to update your email address. 
• Question 3.6:   

o If you are unable to add your SU-affiliated supervisor(s) – for instance, if no results 
appear when entering their name, surname, or email address – it is likely that your 

supervisor does not yet have a profile on Infonetica. To resolve this, kindly ask your 
supervisor to log in at https://applyethics.sun.ac.za. Logging in once will 

automatically generate their profile, after which you will be able to add them to your 

application. 
o If your SU-affiliated supervisor wishes to update the email address reflected under 

Question 3.6, please request them to click HERE and follow the instructions provided 
to update their email address accordingly. 

  
  SECTION 3 [Research assistants / Field workers]   

• Question 3.8:   
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https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffiles.su.ac.za%2Fpublic%2Ffaculty-engineering%2Fdocuments%2F2026-02%2Fhow-do-i-update-my-personal-details-displayed-under-question-34-application-form.pdf&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707050185634%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=t8ghIht4hCvewb1%2BPOqcPDVHNg%2Bq8vE%2B6qd9raN41t4%3D&reserved=0
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o If research assistants, fieldworkers, and/or external research companies will be 
involved in participant recruitment, please select "yes" for this question. In such 

cases, kindly use Template 9 as a basis for preparing a confidentiality/non-disclosure 
agreement (NDA) to be signed by the third party. Please ensure that all relevant 

sections of the template are completed, and upload the final signed document under 

this section of the application form. 
o Please state in both your consent form and application letter for institutional 

permission that the third party will be required to sign a non-disclosure agreement. 
o If you are using an external third party (i.e. someone outside of Stellenbosch 

University) to assist with the translation and/or transcription of your research data, 
please select "no" for this question. However, please consult with the SU Contracts 

Office (contracts@sun.ac.za) for guidance on whether a Data Transfer Agreement 

(DTA) is required. If the Contracts Office confirms that a DTA is needed, please select 
"yes" for Question 6.8. 

o Please also state in both your consent form and Application Letter for Institutional 
Permission that a Data Transfer Agreement (DTA) will be completed. 

  
  SECTION 3 [Conflict of interest statement]    

• Question 3.9:   
o Since your study involves participants who may be your colleagues, please clarify the 

following: 
• Are any of the participants part of your immediate team, or do they report to 

you directly or indirectly? 
• How do you plan to manage any perceived pressure to participate, given 

your insider role? 
• What steps will you take to minimise potential bias during both participant 

recruitment and data interpretation? 
o Please reflect on your dual role and explain how you intend to manage the risk of 

insider bias. For example, will you involve external reviewers, anonymise data prior to 

analysis, or include peer oversight to promote objectivity? 
o You have indicated that the company funding your research is also actively involved, 

either by providing data for analysis or through the participation of its employees. 

Kindly confirm the following: 
• Will the funder have access to any identifiable data or preliminary results? 
• What safeguards are in place to ensure that the funder does not influence 

the research findings? 
• Will you include a conflict of interest declaration in your final report or any 

resulting publications? 
o A non-disclosure agreement (NDA) is not required unless the participating institution 

specifically requests it. If such a request is made, please contact the Division for 

Research Development (DRD) at contracts@sun.ac.za to ensure the correct legal 
procedures are followed. 

  
  SECTION 4 [Does this project require ethics review?]   

• Question 4.1 - Option 1:   
o Please select the tick box for the following option: “I will collect data from (or interact 

with) one or more individuals through interviews, surveys, focus groups, 

observations, video recording, etc.” 
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o This option applies even if participation is anonymous, voluntary, low risk, or focused 
only on professional/work-related experiences.   

o This option should be selected whenever researchers will directly interact with human 
participants for research purposes, including: 

• structured or unstructured interviews (in-person or online) 

• surveys or questionnaires (in-person or online); 

• focus groups; 

• MS Teams/Zoom/telephone/email interactions; 

• observations of participants; or 

• audio/video recordings or collection of personal opinions, experiences, or 

perceptions. 

• Question 4.1 - Option 2:   

o Please select the tick box for the following option:  I need access to confidential data 

or information (or archival data, contact lists or reports), of an organisation (or 
institution or company) where the data is not available in the public domain (i.e. not 
available to the general public). The data can be linked to individuals (or clients or 
employees, etc.). 

o This option should be selected if the data can be linked to identifiable individuals, 
even if researchers intend to anonymise or de-identify the data during analysis. 

o This option should be selected whenever researchers require access to non-public 

organisational or institutional information, including: 

• employee, client, student, or customer information; 

• internal databases, reports, records, or archival material; 

• contact lists or mailing lists; 

• workplace documents, policies, procedures, or operational information;  

• performance, financial, demographic, HR, or statistical data; or 

• any information that is only accessible because of organisational affiliation, 
employment, collaboration, or permission granted by the 

institution/company. 

o A non-disclosure agreement (NDA) is not required unless the participating institution 

requests one. If such a request is made, you are strongly advised to contact the 

Division for Research Development (DRD) at contracts@sun.ac.za to ensure the 
appropriate legal procedures are followed. 

• Question 4.1 - Option 3:   

o Please select the tick box for the following option:  I am collaborating with an 

institution (or organisation or company) that is giving me access to physical data (or 
financial data) that is NOT linked to individuals or any personal accounts (or 
information). I have been granted access to this data by an authorised representative 
of the organisation (or institution or company). 

o This option should be selected whenever researchers will receive access to non-

personal organisational or institutional data that cannot in any way be linked to 
identifiable individuals (i.e. the data can not be anonymised), including: 

• aggregated datasets;  

• operational or financial data; 

• infrastructure, engineering, production, environmental, or technical datasets; 

• institutional performance statistics; 

• equipment, process, or systems data; or 

• other organisational records that do not contain any personal, employee, 

client, patient, or student information. 

o This option typically applies where: 
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• the organisation/institution is formally collaborating on the study; 

• access to the data has been authorised by a designated representative; and 

• NB:  the dataset does not contain any identifiable or anonymised personal 

information. 

o A non-disclosure agreement (NDA) is not required unless the participating institution 

requests one. If such a request is made, you are strongly advised to contact the 
Division for Research Development (DRD) at contracts@sun.ac.za to ensure the 

appropriate legal procedures are followed. 
• Question 4.1 - Option 4:   

o Please select the tick box for the following option:  I will have access to a 

database/archive that holds information linked to personal identifiers (e.g. names, ID 
numbers, account numbers, student numbers); AND/OR the database contains coded 
information but I have access to the codes that link the information to personal 
identifiers. 

o A non-disclosure agreement (NDA) is not required unless the participating institution 
requests one. If such a request is made, you are strongly advised to contact the 

Division for Research Development (DRD) at contracts@sun.ac.za to ensure the 

appropriate legal procedures are followed. 
• Question 4.1 - Option 5:   

o Please select the tick box for the following option:  I will gather information/data that 

is available in the public domain, but that could be regarded as sensitive or 
potentially sensitive information (e.g. you will collect data via social media networks 
or public profiles such as Twitter, LinkedIn, Facebook). 

o Option 5 relates to data collection rather than participant recruitment. This option 

should be selected when researchers intend to access, collect, or analyse data from 
social media platforms or public online profiles (for example posts, comments, or 

profile information used as research data). 
• Question 4.2:  Please incorporate your response to this question into the methodology 

section of your research proposal. 
  
  SECTION 5 [Participants requiring special/careful consideration by the REC: SBE]   

• Question 5.1:   
o Please select the tick box for the following participant category:  Stellenbosch 

University staff, students,or alumni 

o Please select the tick box for the following participant category:  Persons functioning 

or operating in dependent or unequal relationships that could influence their 
voluntary participation in this study 

o If you plan to invite students, staff, or alumni of Stellenbosch University (SU) to 

participate in your research, you must apply for institutional permission as soon as 
possible from SU’s Division for Information Governance (IG). Institutional permission 

is required solely because the participants are affiliated with SU, even if your 

research topic is unrelated to SU or its processes. 
o The approval process can take up to 12 weeks during peak periods. 

o Submitting an ethics application does not automatically include an application for 
institutional permission – you need to apply separately via the IG Service Desk: 

www.sun.ac.za/permission. 

o A letter of institutional permission from IG is required before you may start your data 
collection (e.g., before inviting students or staff to participate). 

• Urgent queries about institutional permission: permission@sun.ac.za 
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• Urgent queries about privacy: privacy@sun.ac.za 

• General information: www.sun.ac.za/paia and www.sun.ac.za/privacy 

o The ethics application form requires proof of institutional permission, while the 
institutional permission application form requires proof of ethics clearance.  To 

ensure that delays in one process will not automatically affect the outcome of the 
other, follow these tips to avoid delays:   

• When completing your ethics application, upload a screenshot of the IG 

confirmation email (click HERE to view an example) showing you have 
applied for institutional permission. 

• When completing your institutional permission application, include your ethics 

application reference number (e.g., ING-2026-29040) as proof you have 

applied for ethics clearance. 

o Question 5.1.3:  Once you have submitted your application to the IG Service Desk, 

you will receive a confirmation email. Please upload a copy of this email to your 
ethics application. The email should resemble THIS example. 

  
  SECTION 5 [Participant recruitment and selection]   

• Question 5.2:   
o Please provide a detailed description of your inclusion and exclusion criteria for 

prospective participants. Indicate the specific background requirements (e.g. 

minimum education level, years of experience in a particular field) and the screening 

questions you will use to determine eligibility. 
o Incorporate a brief summary (1 – 2 sentences) of your inclusion criteria in the 

following templates: 
• Section 4 (“Why do we invite you to participate”) of Template 1 (written 

consent for in-person interviews) 
• Section 4 (“Why do we invite you to participate”) of Template 2 (electronic 

consent for online interviews) 
• In the appropriate section of Template 3 (electronic consent for 

surveys/questionnaires) 
o Insert your full list of screening questions (i.e. inclusion criteria) at the beginning of 

your Data Collection document (interview or survey), to ensure only eligible 
individuals proceed with participation. 

o Please include your complete response to this question in the methodology section of 
your research proposal. 

o If your study will be classified as low risk, participants under the age of 18 may not 
be included in the research. Kindly state this clearly in both your ethics application 
form and your research proposal. 

o If your study will be classified as medium risk, participants under the age of 18 may 
indeed be included in the study. 

• Question 5.3:   
o Kindly ensure that your response to this question covers a detailed response to each 

of these nine methodology questions, available HERE. 
o For ease of review, please number your responses from 1 to 9 so that reviewers can 

verify that each question has been addressed. Please only use this numbering system 
in response to Question 5.3. 

mailto:privacy@sun.ac.za
http://www.sun.ac.za/paia
http://www.sun.ac.za/privacy
https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.su.ac.za%2Fen%2Ffaculties%2Fengineering%2Fmedia%2F87605&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707050369263%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=znWzADj2zhCMJWUSygCllFLt%2Bcgm4OZLbVDa5rfKquA%3D&reserved=0
https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.su.ac.za%2Fen%2Ffaculties%2Fengineering%2Fmedia%2F87605&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707050392742%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=8ezDMPVudrsk%2F1%2Fi7WCIm1nEmqijD5UE6%2BV3XbFHb8Q%3D&reserved=0
https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffiles.su.ac.za%2Fpublic%2Ffaculty-engineering%2Fdocuments%2F2026-02%2Fwhere-can-i-download-various-templates_0.pdf&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707050407956%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=sbML6ZjslDEuDYNAHPhEQlXRTZ3oj8zPVorMGmbFMC8%3D&reserved=0
https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffiles.su.ac.za%2Fpublic%2Ffaculty-engineering%2Fdocuments%2F2026-02%2Fwhere-can-i-download-various-templates_0.pdf&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707050773483%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=%2BfQItZq6zyWkm1VTC%2FkLw2PdgRHhCYWKw%2B1tAUEBhd8%3D&reserved=0
https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffiles.su.ac.za%2Fpublic%2Ffaculty-engineering%2Fdocuments%2F2026-02%2Fwhere-can-i-download-various-templates_0.pdf&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707050796786%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=kngf44edWG0Vd8y6o0LNViw1TQ46xT1Ls1j7w%2Fd15dc%3D&reserved=0
https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffiles.su.ac.za%2Fpublic%2Ffaculty-engineering%2Fdocuments%2F2026-02%2Fmethodology.pdf&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707050816345%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=Boc9M38bmWGMQVqFylAJprKLg0FrZpXg7dWzvIMA3pM%3D&reserved=0


o Although most of these nine questions are already covered by sections 4.7a – 4.7l in 
Template 10, kindly ensure that your full response to this question is incorporated 

into the methodology section of your research proposal.  

• Question 5.4:   
o Since participants will be invited via email, advertisement, social media post, or 

flyer/poster, please select "yes" for this question. 
o When preparing your recruitment letter, please include the following information: 

• Use the first person (e.g. “I am a Master’s student at Stellenbosch University, 
currently conducting research for my Master’s project…”). 

• Keep the letter to one A4 page in length. 
• Insert the following sentence:  “The Research Ethics Committee: Social, 

Behavioural and Education Research at Stellenbosch University has approved 
this study (project ID: ING-2026-____).” 

• A brief summary (one to two sentences) of your research. 
• A short explanation (one to two sentences) of why participants are being 

invited, based on the inclusion criteria (refer to your response to Question 
5.2). 

• A concise description of how data will be collected (e.g. in-person interviews, 

online interviews, surveys). 
• A summary of what type of information participants will be asked to share 

(e.g. personal opinions, work-related experiences). 
• A conservative estimate of the time commitment required (e.g. “The survey 

will take approximately 20 minutes to complete.”). Please note that the REC: 

SBE may query applications where participation time appears to be 
underestimated. 

• A sentence or two explaining that participants will be asked to complete a 

consent form before participating, and whether this will be provided in 
written and/or electronic format. 

o If the recruitment material is in the form of a letter attached to an email, please add 

the latest Stellenbosch University logo at the top of the letter. The Snipping Tool can 
be used to capture and insert the logo if needed. 

o To protect the confidentiality of prospective participants, please make use of the 
Blind Carbon Copy (BCC) field when sending the email invitation, rather than asking 

recipients not to “reply all.” 
  

  SECTION 5 [Informed consent process]   

• Question 5.11:  The REC: SBE requires that a consent form be used for all forms of data 
collection, regardless of whether the data is anonymous or whether personal or 

organisational information is collected. Obtaining informed consent is essential before 

conducting any interviews, surveys, questionnaires, or focus groups. 
• Consent must be obtained through one of the following processes – please select the relevant 

tick box(es) based on your study design: 
o Option 1 (only for face-to-face or in-person interviews):  I will obtain written consent 

from prospective participants/respondents (e.g. my participants will be asked to sign 
the informed consent form before data collection commences). 

o Option 2 (only for online interviews or online surveys/questionnaires):  I will obtain 
consent from participants/respondents by means of an electronic consent process 
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(e.g. for electronic surveys – participants will click a tick box or link to confirm 
consent). 

o Option 3:  I will use a verbal informed consent process (Note that a verbal consent 
process can only be approved with sufficient justification as to why a written or 
electronic consent process is not appropriate). 

o Question 5.11a:  Although your research is fully anonymous, it would normally be 
required to obtain written or electronic consent from prospective participants. 

However, given that you are inviting commuters to participate, and their level of 
literacy is uncertain, the use of verbal consent is acceptable in this instance.    

• Question 5.13:  Please select “yes” for this question (will participants be allowed to refuse 
to answer questions during the data collection process). 

• Question 5.14:  Please select “yes” for this question (will participants be given the right to 
withdraw from participating in the study at any given time during the project). 

o Question 5.14.1:   
▪ Please state that participants have the right to withdraw from the interview 

or survey at any time – either before or during the process – without any 

obligation or pressure to continue. 

▪ Please confirm that, should a participant choose to withdraw, any related 

data (e.g. written notes or electronic responses) will be disregarded or 

destroyed. 

▪ While optional, it is recommended that you provide participants with the 

opportunity to create a unique eight-digit ID code at the start of your 
survey/questionnaire. If they later wish to withdraw after submission (within 

a reasonable time frame), they may contact you using this code to request 
the removal of their data. 

▪ Design your questionnaire to allow submission even if some questions are 

left unanswered. To avoid discouraging participation, consider including a 
"Prefer not to answer" option for sensitive questions and ensure that not all 

questions are mandatory. Incomplete responses can be managed during 
analysis, and missing data may still yield useful insights.  

• Question 5.15:  Please select either the "copy of informed consent form" option or, if not 

applicable to your study, select the "not applicable" option. 
  
  SECTION 5 [Informed consent form(s)]   

• Question 5.16 (written consent):   
o Please complete a written consent form if you intend to: 

• conduct face-to-face or in-person interviews, or 

• administer face-to-face or in-person surveys/questionnaires. 

o Thank you for uploading your written consent form. Please note that the Research 

Ethics Committee (REC: SBE) updated all consent form templates in May 2025 to 
ensure POPIA compliance. You are therefore kindly requested to copy the content of 

your current form into the updated REC-approved template (Template 1). 

o When completing Template 1, please ensure the following: 

• Add detailed information under each sub-section heading before uploading 

your form to Question 5.16 of the application. 

• Do not delete or modify any of the sub-headings (e.g. "Who is conducting 
this study?", "Why do we invite you to participate?", etc.). 

• Delete the instruction box at the top and any text marked in red. 
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o Please refer to your response to Question 5.2 and incorporate the relevant 
information under Section 4 (“Why do we invite you to participate?”) of Template 1. 

o Include a brief, conservative estimate of the time required for participation (e.g. “The 
interview will take approximately 20 minutes to complete”) under Section 4 (“What 

will be asked of me?”). The REC: SBE may return applications where the estimated 

time appears to be underestimated. 

o Please include the following information:  The Research Ethics Committee: Social, 

Behavioural and Education Research at Stellenbosch University has approved this 
study (Project ID: ING-2026-_____). 

• Question 5.17 (electronic consent):    
o Please complete an electronic consent form if you plan to: 

• conduct online interviews, or 

• administer online surveys/questionnaires. 

o Thank you for uploading your electronic consent form. Please note that the Research 

Ethics Committee updated all consent form templates in May 2025 to ensure POPIA 

compliance. You are therefore kindly requested to copy the content of your current 
form into the updated REC-approved template – Template 2 for online interviews and 

Template 3 for online surveys/questionnaires. 

o If your study includes both online interviews and online surveys/questionnaires, 

please complete both templates. To upload both forms under Question 5.17, click the 

blue "Upload Document" icon a second time after uploading the first form. 

o When completing Template 2 or Template 3, please ensure the following: 

• Add detailed information under each sub-section heading before uploading 

your form to Question 5.17 of the application. 

• Do not delete or modify any of the sub-headings (e.g. "This study aims to", 
"You are being asked to participate because", etc.). 

• Delete the instruction box at the top and any text marked in red. 

o Please refer to your response to Question 5.2 and incorporate the relevant 
information under Section 4 of Template 2 ("Why do we invite you to participate?") 

or the equivalent section in Template 3 ("You are being asked to participate because 

…"). 

o Include a brief, conservative estimate of the time required for participation (e.g. “The 

survey will take approximately 20 minutes to complete”) under Section 4 ("What will 
be asked of me?"). The REC: SBE may return applications where the estimated time 

appears underestimated. 

o Optional: You may wish to combine your electronic consent form and survey into a 
single document by inserting the questionnaire/survey questions directly below the 

completed consent form. This allows participants to review and "sign" the consent 
form (e.g. by selecting an "X") before proceeding to the questionnaire. 

o Please include the following information:  The Research Ethics Committee: Social, 
Behavioural and Education Research at Stellenbosch University has approved this 

study (Project ID: ING-2026-_____). 

• Question 5.16 / 5.17:  You have already included some of the necessary confidentiality 

details; however, please expand on this section in your consent form by incorporating the 
applicable examples below (or appropriate variations thereof): 

o The information collected during this interview/questionnaire will be used solely for 
research purposes related to my thesis. 
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o You will not be asked to provide any personal information that could identify you as 
an individual. 

o Your identity will not be disclosed or published. The only personal information 
requested may include general descriptors (e.g. job title or area of expertise), but 

your name and the name of your employer will not be recorded. 

o Your name will be replaced with an ID code in the research report. 

o The research report will not include direct quotes or any content that can be linked to 

personal identifiers. 

o All correspondence between you and the researcher will be treated as confidential 

and accessible only to my supervisor and me. 

o Your responses will be assigned a unique reference number, which will be used to 

manage and identify the data in the thesis. 

• Question 5.20:   

o If English may be a second or third language for some of your prospective 
participants, you are encouraged to complete both Template 7 (English/Xhosa for 

printed forms) and Template 8 (English/Xhosa for electronic forms), allowing 
participants to choose the version they prefer to sign. 

o You may add information under each sub-section in Template 7 or Template 8, but 

please do not delete or modify any of the sub-headings. Once all missing sections 
(marked in yellow) have been completed in English, please upload the amended 

bilingual consent form under Question 5 of the application form. 

o Guidance on template use: 

• Use Template 7 if the consent form will be handed to participants during a 

face-to-face interview. 

• Use Template 8 if the consent form will be emailed or integrated into a 
questionnaire/survey. 

  
  SECTION 5 [Assessment of the potential risks and benefits]   

• Question 5.21:   
o Applicable to all ethics applicatons:  Please select the “minimal inconvenience of time 

commitment or travel” option.  
o If your interview or survey questions relate to the organisational processes or 

procedures of a participant’s employer, please select the "potential 
stigmatisation/reputational risks/embarrassment" option. 

o If your interview or survey questions relate to the organisational processes or 
procedures of a participant’s employer, please select the “loss or breach of 

confidentiality” option. 
o If your interview or survey questions relate to sensitive topics or issues that may 

evoke a strong emotional response, please select the "emotional 

distress/psychological trauma" option. 
o If any part of your data collection process could potentially result in accidental injury, 

please select the "physical injury or harm" option. 
• Question 5.22:   

o Question 5.22.1:  Please provide a detailed description of the steps you will take to 

ensure the safety of both yourself and the participants during the data collection 

process. Your response should address the following: 
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• Measures to protect participants’ reputational safety, particularly if interview 

questions involve feedback on organisational processes. Given the potential 
risk of stigmatisation, reputational harm, or embarrassment, explain how you 

will safeguard participants' identities and ensure confidentiality throughout. 

• Physical safety measures for in-person interviews, including any precautions 
based on the crime rate in the specific community or area where data 

collection will occur. If the risk is negligible, please state so; otherwise, 

outline the steps you will implement. 

• Any challenges you anticipate when working in unfamiliar settings or areas 

with potential cultural or language barriers, and how you will address them. 

  
  SECTION 6 [Collecting personal information]   

• Question 6.2:   
o Question 6.2.1:  Please select the "Add Another" option (marked in green), and 

then select all other applicable options that reflect the types of personal information 

you will access during your study:  
▪ Background information (e.g. academic qualifications, field of study, years of 

professional experience, occupation, job title, employment sector, managerial 
level, professional certifications, technical expertise, experience relevant to 

research topic) 

▪ Biometric information (e.g. fingerprints, facial recognition data) 

▪ Contact details (e.g. email address, phone number) 

▪ Correspondence (e.g. email communications, letters) 

▪ Demographic information (e.g. age, gender, race/ethnicity, marital status, 

home language, nationality, geographic location, household size) 

▪ Financial information (e.g. income bracket, bank account details) 

▪ Identifiers (e.g. ID numbers, employee numbers) 

▪ Personal opinions (e.g. views on organisational policies, perspectives on 
industry practices) 

o Question 6.2.2:   
• Please list the specific types of personal information you will access, and 

respond separately for each option selected in Question 6.2.1. 

• For example, if you selected "background information", specify the exact type 

of information you will collect (e.g. educational qualifications, work history) 

and explain why it is necessary.  

• If you selected "identifiers", describe in detail how participant anonymity will 
be protected. You may copy and paste relevant details from your consent 

forms, or include statements such as: 

• “Participants’ names will be replaced with ID codes in the research 
report.” 

• “The research report will contain no direct quotes or links to personal 

identifiers.” 

• Please ensure this confidentiality information is reflected in your written 

and/or electronic consent forms. Once updated, upload the revised forms 
under Questions 5.16 and/or 5.17. 



• Please ensure that related questions appear at the top of your interview or 

survey, as these can serve as screening questions to confirm participant 
eligibility.   

o Question 6.2.3:  Please provide a separate explanation for each option selected in 
response to Question 6.2.1, clearly outlining why access to that specific type of 

information is necessary to achieve the aims and objectives of your study. 
• Question 6.3:  Please select “yes” for this question.  

o Question 6.3.1:   
• Please select the “De-identification” option for this question. 
• Please include this information in the methodology section of your research 

proposal. 
• Question 6.4:  Please select “yes” for this question. 

  
  SECTION 6 [Data security and storage]   

• Question 6.5:  Please use only one of the approved tools for secure data storage. If you 
select the "another storage space approved by Stellenbosch University Research ICT 

Services" option, you must upload proof of approval from ICT Services. 
• Question 6.6:  As you will have access to signed written consent forms, please select "yes" 

for this question. 
  

  SECTION 6 [Data sharing and preservation for future use]   

• NB:  If the participating institution requires you to sign a non-disclosure agreement (NDA), it 

is strongly recommended that you first contact the Division for Research Development (DRD) 

at contracts@sun.ac.za to ensure the correct legal processes are followed. An NDA is only 
necessary if initiated by the institution; if no such request is made, there is no obligation on 

the researcher’s part to pursue one. 
• Question 6.7:  Please select the "Add Another" option (marked in green), and then select all 

other applicable options indicating who else will have access to the data. 
• Question 6.8:   

o Please select “yes” for this question if you intend to share any of the following with 

external individuals or organisations (not affiliated with Stellenbosch University) – 
including translators, transcribers, or external supervisors: 

• Raw, unprocessed data collected during the study 

• Any data that could potentially identify participants (even if coded) 

• Data shared for the purposes of processing, transcription, or analysis 

o Important exceptions – please select “no” for this question: 

• If your external supervisor holds an official appointment at SU as an 
extraordinary professor, extraordinary associate professor, extraordinary 

senior lecturer, or extraordinary lecturer. 

• Rationale: While not employed by SU, these individuals have official 
status and secure access to SU’s systems, so they are treated as 

internal staff for data handling purposes. 

• If you are using the services of SU Language Centre staff for transcription or 

translation of your raw, unprocessed data. 

o Please select “no” for this question if you will share the following with external 
individuals or organisations: 
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• Final research reports or publications 

• Fully anonymised, aggregated data presented in findings 

• Summary statistics or conclusions 

o The REC: SBE recommends that you contact: 

• The SU Contracts Office (contracts@sun.ac.za) for guidance on completing a 
Data Transfer Agreement (DTA). 

• Mr Sizwe Ngcobo at the SU Library (Research Data Management Services) for 

advice on suitable data-sharing platforms. The SU Library provides valuable 
resources on data management, secure storage and preparing research data 

for publication. 

o If your study requires institutional permission (see Section 8 below), please include a 

statement in your Application Letter for Institutional Permission confirming that a 

DTA will be completed. 

o Question 6.8.1:   
▪ If research data will be shared with external individuals or organisations (as 

defined above), the conditions for doing so must be formally outlined in a 

Data Transfer Agreement (DTA). This agreement must be signed by 

authorised representatives of all relevant parties to ensure compliance with 
applicable legislation and regulatory requirements. 

▪ To complete the DTA, visit the HREC Forms and Instructions page, and scroll 
down to the “Material/Data Transfer Agreement (MTA/DTA) Term Sheet” 

section. There you will find the following documents: 

❖ DTA Requirements and Processes 

❖ DTA Guidance to Researchers 

❖ DTA Term Sheet 

• Question 6.9:  Please select "yes" for this question if the data will be stored for future use 
beyond the current project (e.g. for follow-up research at a later stage). 

   
  SECTION 7 [Identification of research methods]   

• Question 7.2:   
o Please add the following screening questions at the top of your survey:  

• “Please create a unique eight-digit ID code before proceeding with the 
survey. This code will be used only if you later wish to request withdrawal of 

your survey responses within the specified withdrawal period. Please keep a 
record of your code, as the researcher will not be able to retrieve it for you.” 

o Interview or Survey/Questionnaire: 

• The Research Ethics Committee (REC: SBE) defines an interview as a one-on-

one discussion between a researcher and a participant, guided by a semi-
structured, unstructured, or structured list of questions. These are typically 

recorded and allow for in-depth, open-ended responses. 

• A survey or questionnaire as a written set of standardised questions used to 
collect data from a larger group, either in person, online, by phone, or by 

mail. 

• Please select the correct option in response to this question and also ensure 

that you use these terms consistently and correctly throughout your 
application form, research proposal, and supporting documents.  
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• Please upload a separate document for each method of data collection (e.g. 

interviews, surveys, observations, focus groups, or institutional data). Each 
document should include detailed, method-specific questions. 

o Institutional Permission: 

• If your data collection questions refer to a participant’s employer, 
organisation, company, or institution, you will need to apply for institutional 

permission (see Section 8). To avoid this requirement, consider rephrasing 

terms such as “your company” or “your organisation” to “your industry,” 
which does not trigger the need for institutional approval. 

• If you need to apply for institutional permission, please include your 

interview/survey questions directly below your Application Letter for 
Institutional Permission.  Please add the following sentence to your 

letter:  “For your information, please refer to the company-related questions 
outlined below, which will form part of the interview and/or questionnaire.” 

• If you are collecting data from subject matter experts and wish to avoid 

applying for institutional permission, include the following statement (in 

quotes) as a tick-box option at the start of your online 
survey/questionnaire.  For interviews, participants may be asked to confirm 

this statement verbally. If they are unable to do so, institutional permission 
must be obtained before proceeding.   

• “I confirm that I will avoid disclosing the identity of my employer, 
confidential organisational information, internal operational 
procedures, or institution-specific policies during this 
survey/questionnaire/interview.” 

o Approved Survey Platforms: 

• The REC: SBE discourages the use of third-party platforms like Google Forms 
or SurveyMonkey, due to data security and server location concerns. Please 

use one of the following approved platforms:  Compusense, MS Forms, 
Qualtrics, REDCap, SUNsurveys (register HERE) 

• For support, log a request via the SU Research ICT Helpdesk. If alternative 

software is essential, first consult with Ms Melody Shana at the REC: SBE and 

Ms Hilda Kruger at SU IT services to confirm data security compliance. 

o Protecting Participant Identity: 

• Open-ended questions may unintentionally reveal identifying information. 

Please use drop-down menus, where applicable, to limit disclosure (e.g. role 
descriptions). 

• Your data collection document must: 

• Include all screening questions (refer to Question 5.2 and Question 

6.1) at the top. 

• Be detailed enough for the FESC to assess whether institutional 
permission is required. 

• Avoid requesting participants’ names or surnames. 

• Preferably replace open-ended screening questions with restricted-

format alternatives to minimise identifiability. 

• Examples of good screening questions: 

• “I confirm that I currently occupy a middle or senior management 

position in my organisation and have at least ten years’ experience in 
the construction industry.” 
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• “The highest academic qualification I have obtained is:” (with tick-
box options such as Bachelor’s, Master’s, etc.) 

• “My current role in the construction industry is:” (with tick-box 
options for roles) 

• If demographic or background data (refer to Question 6.1) is required, 

include this information in a structured format (e.g. tick-boxes or predefined 
brackets such as age ranges: 18 - 23, 24 - 29, etc.). 

o Personal Opinions: 

• To align with the “personal opinions” category in Question 6.1, please 
reframe relevant questions using phrases like:  “In your opinion…”, “Do you 

think that…”, “Would you say that…”, “Based on your experience…” 

o Consent Form Integration: 

• If using a survey/questionnaire, you may combine your electronic consent 
form and questionnaire into a single document. Paste the consent form at 

the beginning, allowing participants to read and “sign” it before proceeding 
to the questions. Upload the final version under the relevant section of your 

application. 

o Multiple Research Phases: 

• If your project includes multiple phases (e.g. initial and validation 
interviews), and the follow-up questions have already been finalised, please 

state this in both your research proposal and your response to Question 2.2. 

• NB:  If follow-up questions are significantly revised or newly created after the 
initial submission, an amendment form will be required – this may cause 

delays, as the risk level will need to be re-evaluated. To avoid this, ensure 
that questions for all phases are included from the outset where possible. 

  
  SECTION 8 [Gatekeeper permission]   

• Obtaining Institutional Permission from Stellenbosch University: 
o If you plan to invite students, staff, or alumni of Stellenbosch University (SU) to 

participate in your research, you must apply for institutional permission as soon as 
possible from SU’s Division for Information Governance (IG). Institutional permission 

is required solely because the participants are affiliated with SU, even if your 
research topic is unrelated to SU or its processes. 

o The approval process can take up to 12 weeks during peak periods. 

o Submitting an ethics application does not automatically include an application for 

institutional permission – you need to apply separately via the IG Service Desk: 

www.su.ac.za/permission 
o A letter of institutional permission from IG is required before you may start your data 

collection (e.g., before inviting students or staff to participate). 

• Urgent queries about institutional permission: permission@sun.ac.za 

• Urgent queries about privacy: privacy@sun.ac.za 

o The ethics application form requires proof of institutional permission, while the 

institutional permission application form requires proof of ethics clearance.  To 

ensure that delays in one process will not automatically affect the outcome of the 
other, follow these tips to avoid delays:   

• When completing your ethics application, upload a screenshot of the IG 

confirmation email showing you have applied for institutional permission. 
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• When completing your institutional permission application, include your ethics 

application reference number (e.g., ING-2026-29040) as proof you have 
applied for ethics clearance. 

• Obtaining Institutional Permission from the Western Cape Education Department 

(WCED):  
o If you plan to invite public schools in the Western Cape to participate in your 

research, you must first obtain institutional permission from the Western Cape 

Education Department (WCED). This requirement does not apply to private schools. 
o A separate online application must be submitted to the WCED to obtain this 

permission. You may begin data collection only after WCED approval has been 
granted. 

• Processing time: Approximately 2 - 4 weeks 

• Queries: Contact Mr Meshack Kanzi at Meshack.Kanzi@westerncape.gov.za 

or 021 467 9272. 

• Obtaining Institutional Permission from the National Department of Health 
(NDoH):   

o If you plan to invite provincial, public, or state hospitals or clinics to participate in 

your research, you must obtain institutional permission from the National Department 
of Health (NDoH) before starting data collection. This requirement does not apply to 

private hospitals or clinics – please notify me immediately if you intend to involve a 
private facility, as the procedure differs. 

o The NHRD application requires an ethics approval number (e.g., ING-2026-11011) 

before submission.  As such, submit your ethics application first via the REC: SBE 
Application Portal and obtain ethics clearance from the REC: SBE. 

o Once ethics clearance is granted, complete the NDoH institutional permission 
application via the National Health Research Database (NHRD). 

• Processing time: Approximately 4 - 6 weeks 

o After NDoH approval, you will receive a written Permission Letter on official NDoH 
letterhead. Upload this letter to your ethics application: 

• Create a “Documentation Form” (see manual, but select Documentation Form 

instead of Amendment Form). 

• Upload the signed permission letter. 

• Both you and your supervisor must sign the updated ethics application so it 

can be resubmitted to the REC: SBE. 

o You may only begin data collection (e.g., interviews, online questionnaires, or collect 

company data at participating facilities) after receiving the written NDoH Permission 
Letter. 

• Obtaining Institutional Permission from various external institutions:   
o You must obtain written and signed institutional (gatekeeper) permission on official 

letterhead from an institution if any of the following apply: 

• Access to non-public quantitative data – e.g. financial records, consumer 

demographics, statistical datasets. 

• Collection of institution-related information from participants – i.e. any 

question in your data collection document (e.g., interview, survey, 
questionnaire) which requires the participant to share: 

• The institution’s name 

• Number of employees 
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• Information on its processes, procedures, or policies (i.e. how the 

institution performs specific tasks) 

• Information relevant only to that institution 

• Information that would only be accessible to someone employed by 
the organisation 

• You have targeted a specific institution and plan to conduct research (e.g. 

interviews, surveys, observations, etc) with its members, employees, 
customers, staff, or students – even if all questions focus solely on personal 

opinions, unrelated to the institution. 

• argeted research within a specific institution, i.e. conducting interviews, 
surveys, or observations with that institution’s employees, members, 

customers, staff, or students – even if all questions relate solely to personal 

opinions unrelated to the institution. 

o Exceptions – institutional permission is not required if any of the following apply: 

• The owner or CEO of an institution participates in your research.  This applies 

exclusively to the owner or CEO (not managers or any other employees). 

• Participants are interviewed solely as independent experts (not as 
representatives of their employer) and no information will be collected about 

the institution, including: 

• Processes, procedures, or policies 

• How the institution performs specific activities 

• Information unique to the institution 

• Information only accessible to employees 

• It is important to note that, if the owner or CEO participates in your research, 

an informed consent form must still be signed by each participant before 
data collection begins. 

• Please state in your research proposal, ethics application form, and consent 

form that neither participants nor the institutions they represent will be 
identifiable in your results. 

• If, at any stage, you need to identify an institution in your reporting or 

publications, you must first obtain formal institutional permission. 

NB:  Based on the green-highlighted section above, please follow these step-by-step instructions: 
• Question 8.1:  Please select “yes” for this question. 

o Question 8.1.1:   

• Please list the names of all institutions/organisations from which you will 

need to obtain permission. 

• Your application cannot be accepted unless your Application Letter for 
Institutional Permission includes full contact details of the person authorised 

to grant permission at each institution (name, telephone number, email 
address). 

• If you are unsure which institutions will participate at this stage, you must: 

• Upload at least one completed Application Letter for Institutional 
Permission before signing your application form. 

• State that the full list of participating institutions is not yet confirmed, 

and that written institutional (gatekeeper) permission will be 
obtained from each relevant institution before data collection begins. 



o Question 8.1.2:  Please select “no” for this question (would seeking permission 
from gatekeepers jeopardise access to data/participants). 

o Question 8.1.3:  Please select “no” for this question (have you obtained permission 
from the relevant organisations/authorities). 

o Question 8.1.6:  Use Template 5 (Application Letter for Institutional Permission) 

and Template 6 (Permission Letter) to prepare and upload the required documents 
for obtaining institutional permission. These templates are provided to help you save 

time and ensure all necessary information is included.  

o Template 5 (Application Letter for Institutional Permission): 

▪ Customise Template 5:  

• Complete all sections highlighted in yellow, including the name, 

telephone number, and email address of the person authorised to 

grant institutional permission. 

• Indicate that you have included the survey/interview questions at the 
end of the document, or as an attachment to your email. 

▪ Attach data collection documents: 

• Attach all interview/survey documents (with the full list of questions) 
before sending the completed Application Letter to the institution. 

• Alternatively, copy and paste the questions at the end of the 

Application Laetter so it forms a single combined document. 

▪ Email the completed letter: 

• Send the completed Application Letter to the authorised person – 

preferably the Managing Director, CEO, or owner (as soon as 

possible). 

▪ Upload to the application form: 

• Upload the completed Application Letter to this section of the 

application form. 

• NB:  At this stage, only the Application Letter needs to be uploaded. 
The signed Permission Letter can be uploaded once it has been 

received. 

▪ Prepare one Application Letter per institution: 

• Create and upload a separate Application Letter for each participating 

institution. 

▪ Include Data Collection documents in the Letter: 

• Add a copy of your interview/survey document(s) directly below the 
Application Letter to ensure the institution can review any company-

related questions in advance. 

• Include this sentence (or similar) in the letter: “Please refer to the 
company-related questions below, which will form part of the 

interview/questionnaire.” 

o Template 6 (Permission Letter):   
▪ Purpose: 

• The institution must provide a signed Permission Letter, on official 

letterhead, confirming that they have reviewed your Application 

https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffiles.su.ac.za%2Fpublic%2Ffaculty-engineering%2Fdocuments%2F2026-02%2Fwhere-can-i-download-various-templates_0.pdf&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707051565312%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=bqMvzdSda3VqA%2BdD%2BlmnCZb1NZq754vHwEP%2F4visvSA%3D&reserved=0
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Letter (Template 5) and granting approval for you to begin data 
collection at their institution. 

▪ Customising Template 6: 

• Complete all the sections highlighted in yellow in Template 6, 

including the name, telephone number, and email address of the 
authorised person. 

• Email the customised Template 6 to this person (preferably the MD, 

CEO, or owner) as soon as possible. 

• Request that they complete all the sections highlighted in green, sign 

the document, and return an electronic copy on company letterhead. 

▪ Timing considerations: 

• NB:  You do not need to wait for the signed Permission Letter 
before resubmitting your ethics application.   

• NB: You must have the signed Permission Letter before starting any 
data collection (e.g., interviews, distributing questionnaires, 

collecting company data). 

▪ If received after resubmission: 

• If the signed Permission Letter is received later, upload it to your 

application form after the FESC has submitted your ethics application 

to the REC: SBE for final review and ratification. 

• Question 8.2:  You’ve stated that “___”.  Will any of your interviews or data collection 
involve participants or organisations based outside South Africa? If so, please select “yes” for 

this question. 
  
  SECTION 9 [Additional information and documents]   

• Question 9.2:   
o Kindly ensure all requested changes have been implemented before resubmitting to 

avoid delays. 
o NB:  Consistency is essential – kindly ensure that the information contained in your 

application form, matches the information in your research proposal and supporting 

documents.  
o NB:  Please refer to the bullet points outlined in the “Response to FESC 

Feedback” section of this email – then upload your MS Word document under 
Question 9.2 of the application form. 

o Before resubmitting, please remove all outdated supporting documents. 
o If you require any additional information, please refer to FAQ # 6 (“Is there an 

APPLICATION GUIDE with standard responses for each question”) on our ethics web 

page. 
  
  Important Information   

• Before resubmitting, please remove all outdated supporting documents. Once both you and 
your supervisor have resubmitted the application form, I will confirm receipt within 48 hours 

– if perhaps you do not receive this confirmation, please follow up via email 

(tanya@sun.ac.za) as soon as possible. 

• If prompted by Infonetica to update your application form due to system or backend updates 
(see screenshots below), please complete this step before signing your application 

form (refer to number 6).   
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• NB:  Even if both you and your supervisor sign, I will not receive your application unless it 

has been updated when prompted. 

 
  

 
  
Thank you for your time and effort in implementing these changes, and I look forward to receiving 
your resubmitted application! 

  
Kind regards, 

Tanya 
 
Tanya Ficker  
Projek Koördineerder (Dekaansafdeling)  |  Project Coordinator (Dean’s Division) 
Fakulteit Ingenieurswese  |  Faculty of Engineering   
5th floor, General Engineering Building, c/o Banghoek and Joubert street, Stellenbosch, 7600 
+27 21 808 9403  |  tanya@sun.ac.za  |  Ethics Applications  |  Open Day 2026 

  
 
 

mailto:tanya@sun.ac.za
https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.su.ac.za%2Fen%2Ffaculties%2Fengineering%2Fcurrent-students%2Fethics-applications&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707051725266%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=U9bguMOrwICtpVJ6jPtj1CQLy6Sqq5rEpGO%2FiKamyQw%3D&reserved=0
https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.su.ac.za%2Fen%2Ffaculties%2Fengineering%2Fprospective-students%2Fopen-day&data=05%7C02%7C%7C22953fe7331149dc476408deab72dd8b%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C639136707051747439%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=JTDhd5bKGVEZYAZ99ZCzBNLlsETGhfFn2XhIswjJWn0%3D&reserved=0

