Online Ethics System Documentation
Student Guide

Link to system on our home page - https://www.psy.plymouth.ac.uk/home/

Login to the School Ethics system now uses the University Single Sign-On system.

The guidelines for completing the form are split over 3 sections, please make sure you read them,
they contain essential information for completing your submission.
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Ethics forms can be edited as many times as needed. However once the “Submit to Supervisor”
button on the Submit page (see page 11) has been clicked - the form becomes locked and you are
unable to make changes, unless your supervisor unlocks it by “Not Approving” the form. Then
you can edit and resubmit.
On the next page enter your project title, select your supervisor and then click on “Start
Application” to save.
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The title can be changed later, but please enter a working title for now even if you don’t know what
the final one will be.

The progress bar at the top of each screen will give you information about how far through the
process your application is. Once you have completed a section the button will go green, if it is
partially completed the button will be yellow, any section not yet started remains blue. You can
also click on these buttons to go to that section, on any other page than this one.

The grey boxes and green title bar will give your progress outside of the ‘filling in’ process, so you
can log back in at any time and see how far through the system your submission, and DBS check,
is. You do not have to complete the application in a particular order but all the buttons must be
green before you can submit to your supervisor, see page 10.

The “Aims” page consists of
three text boxes detailing the
aims of the study, identifying
participants and what will
happen to them.

You must fill in each box on
this page and answer the
questions at the bottom of the
page.
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The next page is “Ethics”

Again, please ensure you put something in each box and answer the question at the bottom of the
page.
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The safety page specifies location for the experiment and allows the submission of a risk
assessment if the answer is “yes” to the risk question.

The Technical Page - You must answer each question on this page.
If you answer “Yes” to Q1
you will then be told that
the Researcher account
will be created for you and
how many points you
have available. You will
receive an email with the
Researcher Guide once
your account has been
created, after your
supervisor has approved
your application.
If you answer “Yes” to Q2,
then you must select
something from the drop
down list.
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Q3 asks about computer programmes – this does not refer to software normally available like a
web browser.
Please complete the
Technical
Specification
document (the link
will enable you to
download the form)
as soon as you can,
you do not have to
wait for ethical clearance to send it to your supervisor, who will forward it to the technical office,
please do not send it directly to the technical office yourself, it needs your supervisor’s approval
first.
If you tell us your supervisor is going to provide your software, please tell us what software
package they will be using, in the box that appears when you select that option, so we can ensure
the lab computers are ready for your experiment. Please note you will NOT have rights to
install software on the lab computers, you must come and check with the Technical Office
(Link 109) that the software you want to use is ready for you to test your programme.
For Q4, if you are not sure if we have what you will need or not please come and talk to us

Attaching documents.
In the guidelines it states that the Brief, Debrief and the consent form must be attached to the
form and the “Files” page is the page to do this.

Once files have been
attached they will be listed on
the page. Please make sure
you click on the three check
boxes – these only serve as a
reminder to you to attach the
files, they do not check the
contents!
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Once your progress bar has gone all green – you will be able to go to the Submit page and submit
to your supervisor. Please read the text on the page carefully, once you have submitted you will
no longer be able to edit your form.

To prevent the “Submit” button being clicked too early (as this will lock you out from editing) this
check button must be clicked to reveal the “Submit to Supervisor” button.

Clicking the submit button, sends an email to your supervisor so that they can login and check the
form contents

Once your supervisor has approved your form you will receive an email letting you know that your
application is now with the Ethics Committee. If your supervisor puts you into a group for working
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together, you may have to wait for the other members of your group to catch up and submit their
forms.
Once the ethics committee have approved your ethics, the form is then visible to the Faculty office,
where your DBS status will be checked and you will receive an email from them, once you are
allowed to proceed with your project.
If the Ethics committee do not accept your form you will get an email to that effect and your form
will become unlocked for editing. When you next login to the system, an extra box will appear
which will show you why your form has been returned, on the first page of the form.
Once you have edited the form appropriately, you will need to go to the “Submit” page again and
submit to your Supervisor again.
If you have any problems with the form please feel free to visit the technical office – Link 109.
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