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	1.Responsibility for approval of policy
	(Board, management committee or senior officer)

	2.Responsibility for implementation
	Staff role

	3.Responsibility for ensuring review
	Staff role


1. Policy Statement 

1.1. ___________________ (name of organisation) values the role of research in clearly defining the issues facing drug users and contributing to an understanding of how these issues can be best addressed.  As such, the service is open to being involved in research which it deems to be useful to increasing the evidence base for good practice or informing social policy, provided it is done so in a way that is ethical and respectful. 
2. Purpose

2.1. To ensure that any research conducted within the organisation, either through internal or external sources, is of a professional standard.
2.2. To support quality research that benefits the service user group.
2.3. To ensure research is transparent, participative and committed to principles of equality.
2.4. To protect service users from undue intrusion.
3. Scope

3.1. This policy applies to all staff, volunteers, and locums and is consistent with the processing and movement of data outlined in the Data Protection Acts 1999 and 2003.  It is concerned with independent research projects rather than ongoing outcome reporting.

4. Principles

4.1. _______________ (name of organisation) supports the following principles regarding research:

4.1.1. Respect for persons, including their autonomy and right to self-determination;
4.1.2. The maximisation of benefits and minimisation risk to participants and the community: known as principles of beneficence and non-maleficence;
4.1.3. Justice, both legally and morally, in the treatment of those involved in research and in the treatment of the communities to which participants belong.
5. Glossary of Terms and Definitions 
5.1. Research: the systematic design, collection, interpretation, reporting and/or publishing of any such information relating directly or indirectly to any activity involving service users.  This may include theoretical studies, experimental work and surveys, evaluation of a service or programme, interviews with service users, observation, and analysis.
6. Roles and Responsibilities
6.1. Manager:

6.1.1. To oversee any research proposals, and in consultation with staff and service users approve the organisations involvement in those that are deemed to meet the requirements of the organisation and the service users who attend it.

6.1.2. To ensure that a research agreement has been read and signed by external researchers.

6.1.3. To ensure that researchers are inducted into the aims, mission and practices of the organisation. 
6.1.4. To ensure that the needs of the service and the service users are best protected.

6.1.5. To ensure that the researcher has access to relevant organisational policies and procedures.
6.1.6. To ensure that any issues are raised as soon as possible and dealt with appropriately.

6.1.7. To ensure that ethical approval has been obtained from an appropriate body: where there are queries as to the ethics of the research, this should be done prior to any interviews taking place.  The researchers should be requested to supply ethical committee approval in a letter.  Ethical approval can be provided from the any ethical committee, each university will have one, as does the National Drug Treatment Centre Board. 
6.2. Researchers:
6.2.1. To maintain research to the ethical standard outlined in this policy.  Researchers must demonstrate honesty at all times, observe rules of plagiarism, and avoid breaches of confidentiality and falsification of data. 
6.2.2. Must work in line with the Code of Conduct and Confidentiality Policies of the organisation.

6.2.3. Provide a copy of the letter of ethical approval to the organisation before data collection commences.
6.2.4. Provide a detailed research protocol (see section 7 below). 

6.2.5. Must make research accessible to those who are being researched, their families and advocates. Good accessibility will be determined by the following factors:
6.2.5.1. Results of research project must be made available to the service and to any participants of the study after the research project has finished.
6.2.5.2. Research must be written to a standard that ensures it is understandable to the service and research participants.
6.2.5.3. The researcher should have a dissemination plan in their research protocol; this dissemination plan should include how the research will be presented to the media.  If there is an option for the project to be involved in this process this should also be stated.
6.2.6. Ensure information (data and records) is securely stored and encrypted where necessary.

6.3. Staff:

6.3.1. Staff should support researchers in achieving their goals, while ensuring that the needs and concerns of service users are heard.

7. Procedures for Approval of Engagement in Research
7.1. All research requests must come to the (name senior role) in writing.  The research proposal should outline in clear and unambiguous terms the aim, materials, methods and time scales involved.  
7.2. A copy of the final research protocol, along with the study tools etc, should be given to the organisation.  If changes are subsequently made to the original protocol, the organisation will be provided with a revised document, highlighting where and why changes have been made. 

7.3. At the first instance the applicant should be sent the organisations research policy and told they will be contacted with a decision.  The time frame for this decision will be stated.

7.4. The organisations involvement in the research proposal will be decided (by the manager / at name meeting level: board, staff meeting, management meeting, etc.).  The following may be reasons that lead to a refusal to participate in the research:
7.4.1. Researchers must be aware of the tendency for some people or groups of people to be an over-researched group, particularly those with good communication skills and a willingness to participate.  The organisation may consider reducing the number of times a group can be researched within a time frame e.g. researchers will not be granted approval for a project to be conducted if the intended group/individuals have been ‘researched’ twice in the past five years. 
7.4.2. The organisation will also consider the ‘beneficence and non- maleficence’ of the research proposal.  If the organisation can not see what benefit it would have for their service users or their services taking into account the need for the ‘public good’ and the importance of the question, then the research will be turned down.
7.4.3. The organisation may not have the resources to assist the researchers’ access to service users.
7.5. If the research proposal is refused, then the organisation should inform the researchers as to the reasons why.  At the discretion of the _____________ (name role) the researcher may be given an opportunity to address any issues or concerns in relation to the proposal and resubmit this for consideration.
8. Procedures for Research
8.1. The service manager should draw up a research contract in partnership with the researcher (appendix).  The following points provide guidance items to be included in the contract:

8.1.1. Contact details: 

8.1.1.1. Primary contact for the researcher

8.1.1.2. The researcher, or primary contact if there is a research team

8.1.1.3. The researchers supervisor or line manager (as appropriate)

8.1.1.4. Outline of the research project 

8.1.1.5. Summary of the research

8.1.2. Voluntary Agreement: 

8.1.2.1.  Engagement of service users must be based on their freely given and informed written consent. Service users should not be under the impression that they are required to participate. They should be aware of their entitlement to refuse at any stage for whatever reason and to withdraw data supplied at any time prior to publishing.
8.1.2.2.  Consent to participate must be informed and take into consideration an individual’s level of understanding, awareness, and capacity to give consent.  Efforts must be made to be open and ensure unintentional deceit or misunderstandings.  
8.1.2.3. In projects involving children (persons under 18 years of age) consent should also always be sought and agreed by parents/guardians. 
8.1.2.4. Service users should not be offered financial inducement to persuade them to participate in the research project.  However service user’s expenses should be covered as appropriate.  This can be done through the payment of an amount to cover childcare and transport or other related costs.  The researcher may also wish to provide the service user with a token of appreciation following the interview.
8.1.3. Storage of Information
8.1.3.1. Information about service users must be handled and stored under conditions of the highest possible confidentiality.  Raw data (Questionnaires, interview transcripts etc) must be kept on file for a period of one year after completion of the research study. Following this period all files must be destroyed in an appropriate manner.
8.1.3.2. Electronic information should be password protected or when dealing with sensitive information which has a personal identifier (i.e. names) all laptops and electronic storage devices should be encrypted.  The researcher takes responsibility of the security of the data.  

8.1.4. Anonymisation

8.1.4.1. Where identifiable data is not required, service user data will be anonymised. Ideally such anonymisation of data for research purposes should be an automatic process performed as data is processed through IT or manual systems, whichever is the case. 
8.1.4.2. In instances where research data needs to be matched across sources and anonymisation will not be appropriate, pseudonyms or identifiers other than names should be used (e.g. coding, used of initials etc.).  In this instance ethical approval must be granted prior to the research being started.
8.1.5. General 

8.1.5.1. Where there is an open call for participants, all services should be offered the chance to participate.  

8.1.5.2. If services users uptake on the offer to be involved in a piece of research, this should be managed in a way which keeps their involvement private in relation to other service users where desirable, i.e. the research is connection with a sensitive topic.

8.1.5.3. If the research involves under 18s, the researcher will need to have been Garda   vetted.

8.1.5.4. If there will be collaboration between the project staff and the researcher in relation to: interviews, data collection, analysis and/or writing then the issues of co-authorship could be considered.  It is important to note though that there are strict standards for authorship, which are to ensure that all authors have genuinely contributed to the work.  However if staff are involved authorship may be worth discussing.
Research Agreement

1. Parties Involved
1.1. This agreement is between the ___________________ (name of organisation) and ________________ (researcher) and in relation to the piece of research entitled ________________________________.
2. Aims of the Research
2.1. ________________________________________________________________________________________________________________________________________________________________________
2.2. ________________________________________________________________________________________________________________________________________________________________________
3. Research Methodology (including materials, methods and time scales)
3.1. E.g. research conducted will involve interviews with 10 service users, research will involve observation of the drop in, observation will involve anonymised questionnaires etc ________________________________________________________________________________________________________________________________________________________________________
3.2. ________________________________________________________________________________________________________________________________________________________________________
4. Ethical Approval

4.1. Is required / not required

4.2. Will be provided by___________________________ prior to data being collected.

5. Contact Information

5.1. The point of contact within ________________________ (name of organisation) for the researcher(s) is _____________________ (role).  This role will involve the following:
5.1.1. Ensuring that any researcher has access to relevant organisational policies and procedures, notably the Code of Conduct, Confidentiality and Complaints Policies prior to any research being conducted.

5.1.2. Ensuring that the researcher/s have read and signed the Research Agreement and are aware of the Research Policy.
5.1.3. Ensuring that research staff are inducted into the aims, mission and practices of the organisation.  The depth of induction will depend on the research that will be conducted, and the nature of the workplace.  For example researchers may need to be inducted into a drop-in prior to the first working visit.
5.1.4. Ensuring that this agreement is signed, and that the researchers have been given an opportunity to discuss outstanding questions / concerns.

5.1.5. Ensuring that any service issues are raised as soon as possible.
5.2. The point of contact within the researcher organisation is _____________________ (role).  This role will involve the following:
5.2.1. Ensuring that research staff operate as described in this agreement and research policy.
5.2.2. Ensure that all research staff work in strict adherence to the confidentiality and information sharing guidelines.
5.2.3. Ensuring that’s any issues are raised as soon as possible with the ______________________ (name of organisation) point of contact.
5.2.4. Ensuring that self-regulation of practices by researchers are maintained at all times to ensure the highest ethical and professional standards.
5.3. The researcher’s supervisor or line manager is _____________________________ (role). 
5.3.1. Any issues in relation to the project should be resolved between the two named points of contact.  If any issues can not be resolved at this point, then the issues can be discussed with the researcher’s supervisor or line manager and other organisational representatives as appropriate.
6. Process of Engagement 

6.1. ___________________ (name of organisation) will facilitate ________________ (research team) staff to attend between (number of sessions, or timeframe).
6.2. Interviews will be conducted as follows: ______________________________________________.  Formal interviews will be held in a confidential space, as is available.  This will be organised through ___________________ (name of organisation) staff.  
6.3. While onsite, research staff will be supported by ___________________ (name of staff members).  
7. Confidentiality and Information Sharing
7.1. No information regarding any individual will be shared between ________________________ (name of organisation) and the researcher without the prior written consent of the individual concerned.
7.2. Where the researcher meets with service users in an informal capacity (e.g. in the drop-in / as part of ____________________ (name of organisation)’s open access services), they will work to ____________________ (name of organisation)’s policies and procedures.  No personal information will be used without the voluntary written consent of the service user.
7.3. Outside of the service, staff conducting the research will be careful that through acknowledgement of people they do not indirectly inform others as to their work based relation to the service user involved in the research.
7.4. Where identifiable data is not required, service user data will be anonymised.  Where research data needs to be matched across sources pseudonyms (e.g. coding, used of initials etc.) should be used. 

7.5. If there are personal identifiers then electronic information should be encrypted.

8. Complaints
8.1. In the event of a complaint being made to ________________________ (name of organisation) in relation to a researcher, their supervisor or line manager will be informed of the nature and substance of this complaint by ________________________ (name of organisation) management. 
8.2. ________________________ (name of organisation) reserves the right to cease the research project at any time if they consider that unethical practices are being used, or that the service users are experiencing undue stress as a result of the research.
We agree to work in the way described by this agreement:

Signed_____________________________________  Agency___________________  Date___________

Signed_____________________________________  Agency___________________  Date___________

� Council for International Organisations of Medical Science (2002) (CIOMS)





