Annex 1 to Research Ethics Policy of International School of Economics, MNU

ISE Committee for Scientific Research

Application for approval of a research project 
(primary data collection)

How to:
1. Send the completed application form to the Chair of ISE Committee for Scientific Research via the designated email address provided on the university website.
2. Answer each question by typing your response into the white answer box provided.
3. Complete all questions on the form. If a question does not apply to your project, enter "Not Applicable" or "N/A" in the answer box. 
4. If you are an undergraduate, master’s, or doctoral student, please review your responses with your supervisor before submitting the form.

	[bookmark: _Hlk181382769]Name and Surname
	

	Institutional mailing address
	

	Status/Position
	Faculty member/ Researcher/ Undergraduate Student/Master's Student/Doctoral Student

	Title of the research project
	

	Name and Surname of the supervisor
	(specify the School)

	Collaborator/s
	(indicate the names and surnames, as well as the place of work of the co-author/s)




DESIGN OF A RESEARCH PROJECT

	1. Project Description
Provide a brief description of your project (approximately 250-350 words), including its purpose, research questions and/or hypotheses, and scientific significance. Use clear and accessible language so that researchers from other fields can understand your project. There is no need to include references to literature in this section.

	Provide your answer here



	2. Methodology
Describe the methodology of your project, including the types of data you will collect and how you will collect them. Specify whether you are using quantitative (e.g., questionnaires, experiments), qualitative (e.g., interviews, focus groups), or mixed methods. Provide sufficient detail for the Committee members to understand the tasks and procedures participants will engage in. Indicate any software or online tools you will use (e.g., Microsoft Forms). Outline the types of data you will collect (e.g., variables) and explain how you will analyse it. Please note that any specific questions for questionnaires or interviews, as well as incentives, photos, or other materials, should be attached at the end of this document in Appendix 3.

	Provide your answer here



	3. Timeline for Data Collection
Specify the planned start and end dates for data collection.

	Provide your answer here






PARTICIPANTS

	4. Participant Recruitment
Describe who will participate in your research and how you intend to recruit them. Also, specify the estimated number of participants you plan to recruit. Please remember to attach recruitment materials, including posters, recruitment letters, and other texts, in Appendix 2 at the end of this document.

	


	5. Criteria for inclusion and exclusion 
Please specify the characteristics or criteria that will determine which participants are eligible to be included in your study and which will be excluded (e.g., excluding participants under the age of 18).

	


	6. Will your study involve recruiting participants who are minors or individuals in vulnerable situations?

	
|_| YES

|_| NO


	7. If you answered “YES” to question 6, please provide the following details:
(a) Explain why it is necessary to recruit participants who are minors or in vulnerable      
situations; and
          (b) Describe the measures you will take to ensure their safety and well-being.

	


	8. Compensation and Incentives
If you plan to offer participants compensation or other incentives to participate in the study, please specify the type and amount of compensation, as well as the source of funding.

	





RISKS OF THE STUDY

	9. Does your research involve any element with more than minimal risk of harm or discomfort to participants?
Consider potential risks, such as physical, psychological, social, reputational, work-related, financial, or political risks. For example, questions or procedures that could cause more than minimal psychological distress; or risks due to the political situation or context in which the research is conducted.

	
|_| YES

|_| NO


	10. If you answered "YES" to question 9, explain why it is necessary to include these element(s) in your research.

	


	11. If you answered "YES" to question 9, describe the measures you will take to minimize potential harm or discomfort to participants.

	


	12. Does your research include deception or incomplete disclosure of information about any element of the study?

	
|_| YES

|_| NO


	13. If you answered "YES" to question 12, please provide the following details:
(a) Explain the necessity of using deception or incomplete disclosure; and
(b) Describe when and how you will provide full disclosure to participants (debriefing).

	


	14. Does your research involve any element with more than minimal risk of harm to the investigator?

	
|_| YES

|_| NO


	15. If you answered "YES" to question 14, please provide the following details:
(a) Describe these risks; and
(b) Explain the measures you will take to minimize these risks.

	





INFORMED CONSENT

	16. How will informed consent be obtained from study participants?
Describe when (at what stage) and how participants will be presented with the informed consent form, as well as the method for obtaining their consent. If children are participating, specify who will provide consent on their behalf.
Please remember to attach the informed consent form for this study in Appendix 1 at the end of this document.

	


	17. How can study participants withdraw from the study?


	








DATA COLLECTION, USE AND STORAGE

	18. Will you collect any personal data (e.g., ethnicity, marital status, or place of work) and/or sensitive data (e.g., gender, sexual orientation, or medication use) from participants?

	
|_| YES

|_| NO


	19. If you answered "YES" to question 18, please provide the following details:
(a) Describe the type of data you will collect; and
(b) Explain why it is necessary to collect this data.

	


	20. If you answered "YES" to question 18, please confirm both of the following:
- You will not make these questions mandatory in an online questionnaire (i.e., participants can skip these questions without being prevented from completing the remaining questions).
- You will provide an "I prefer not to answer" option for these questions.

	
|_| CONFIRM


	21. If you answered "YES" to question 18, explain how you will ensure the confidentiality of this data.
Describe the steps and stages at which you will anonymize or de-identify data to maintain confidentiality.

	


	22. Will you make audio or video recordings at any stage of the project?

	
|_| YES

|_| NO


	23. If you answered yes to question number 22, then confirm the following:

	
|_| I CONFIRM THAT I WILL OBTAIN INFORMED CONSENT FROM PARTICIPANTS BEFORE ANY AUDIO OR VIDEO RECORDINGS ARE MADE.


	24. If you answered "YES" to question 22, please provide the following details:
(a) Describe what will be recorded;
(b) State how long the recordings will be retained; and
(c) Explain how and where the recordings will be securely stored.

	


	25. What software, platforms, applications, or online services will you use for data collection?

	


	26. Where will the research data be stored, in what format, who will have access to it, and for how long will it be stored?
Specify all relevant details, including the format in which data will be stored, access permissions, and the planned duration of storage. Indicate who will be responsible for securely storing and safely deleting the data once it is no longer needed. Be sure to include information about all types of data involved in your research, such as consent forms, recordings, and participant responses.
Note: Non-anonymized research data should not be stored in unprotected locations, such as unsecured personal devices, external storage media, or personal cloud storage outside of Maqsut Narikbayev University’s authorized systems

	





FUNDING AND PUBLICATIONS (IF APPLICABLE)

	27. If your research is funded, please provide the following details:
- Source of funding
- Name of the funding organization or sponsor
- Contact email address of the organization/sponsor
- Duration of the funding period

	


	28. If you plan to publish an article based on the results of your research, specify the following:
- Who will be the author(s) of the article?
- What criteria will you use to attribute authorship?

	





OTHER INFORMATION (IF APPLICABLE)

	29. Please provide any additional information relevant to research ethics that may be important for the Committee to consider.

	






[bookmark: _Hlk181383303]DECLARATION

Please read and mark each statement below to confirm your understanding and agreement 
Note: If you are a student, the completed application must be reviewed and approved by your supervisor before submission to the Chair of ISE Committee for Scientific Research
1. [bookmark: Check27]I have read and understood ISE Research Ethics Policy |_|
2. [bookmark: Check25]I understand that I must not begin my research without full approval from ISE Committee for Scientific Research |_|
3. [bookmark: Check26]I understand that any proposed changes to this study after receiving approval may require additional review. Such changes must be submitted to the Chair of ISE Committee for Scientific Research and may only be implemented following full approval.  |_|

Researcher’s Full Name: ____________________________________
Researcher’s Signature: ____________________________________
Date: ____________________________________
Supervisor’s Full Name (if applicable): ____________________________________
Supervisor’s Signature: ____________________________________
Date: ____________________________________



Appendix 1. Informed Consent Form

[bookmark: Text4]
Research Project Title

Researcher/s: List the full names of all individuals involved in the research project, including supervisors. If you are a student, indicate your level (e.g., Master’s Student in [Program Name]).

Thank you for your participation in our research! This study aims to [briefly state the purpose in accessible language].
In this study, you will [describe, in simple terms, what participants will be doing, such as “answer a set of questions about your experience in managing teams”]. This process will take approximately [insert estimated duration, e.g., 15 minutes]. If compensation is provided, specify it here.

Your participation is entirely voluntary, and you may withdraw at any time, for any reason, by [describe the withdrawal process, e.g., “closing your browser” or “informing the researcher”]. You are also free to skip any questions you prefer not to answer. (Note: Mandatory questions must be pre-approved by the Committee.)

If the study involves any risks (e.g., topics that may cause discomfort), please describe them here, along with any measures in place to minimize them.

Data Privacy:	
Please select one of the following options for data privacy and use it in the consent form to explain how data will be stored and deleted:
1. Fully Anonymous Data	
This study is fully anonymous. Once you submit your responses, they cannot be identified or deleted if you wish to withdraw them at a later date.
2. De-identified Data with Option for Deletion upon Request
All personal information will be removed from your data as soon as possible. You may request deletion of your data and personal information before the study concludes on [insert date: day/month/year], or within a week of completing the questionnaire/experiment. To make this request, please contact the researcher at [institutional email address] and include your unique participant code or the date and time of your participation. After this date, all personal data will be deleted, and your responses will no longer be identifiable or deletable.
3. Coded Data with Confidential Storage
Any personal information that could directly or indirectly identify you will be separated from your data and replaced with a unique participant code. This code and personal information will be securely stored in a separate location accessible only to the researcher(s). You may request deletion of your data before the study concludes on [insert date: day/month/year], by contacting the researcher at [corporate email address] and providing your unique participant code or the date and time of participation. After this date, all personal information will be permanently deleted, and your responses will no longer be identifiable.

Data Storage and Access:	
Research data will be securely stored on [password-protected computer/University server/specify location] and used solely for scientific analysis. Only the researcher(s) will have access to this data.

This study has been reviewed and approved by ISE Committee for Scientific Research at Maqsut Narikbayev University.

If you have any questions, please contact [Researcher’s Full Name] at [institutional email address].
If you have any complaints regarding the study, you may contact the Chair of ISE Committee for Scientific Research at [institutional email address].

Thank you for reviewing this information.


Consent Form

I have read and understood the information provided and:

· I agree to participate in this study   

· I don't want to participate in this study








Appendix 2: Recruitment Materials
Include any recruitment texts, posters, invitation letters, or other materials used to recruit participants.






Appendix 3. Interview questions, questionnaires, stimuli materials in the study (if applicable)

Attach any questions, questionnaires, interview protocols, or visual/auditory stimuli that will be used in the study. Be sure these materials are finalized and formatted as they will appear to participants to ensure accuracy during the Committee review.





Appendix 4. Additional materials
Include any other relevant materials related to the study that are not covered in the previous appendices



