	Research planning template 2024


 
You are invited to use the following template to assist in the planning of your research.  The template will take you through aspects of your research plan so you can:
· Be specific about the reasons for the research and what you need to find out
· Give thought to whether your methodology is robust and you will successfully address the questions you are seeking to answer
· Consider whether there any risks for those associated with your research project, that you are adopting proper processes when working with research participants
· Think about whether all aspects of the research are ethically sound
· Think about the end products of your research and the intended audience
 
The questions shown below are intended as prompts and it may not be appropriate or proportionate for you to cover all issues flagged up in this template, and you are encouraged to focus on those where the risk is greatest.  Having scanned through the contents of this template, you may wish to have a conversation with a member of the research governance group prior to completing the template in detail.
 
	Iteration (version control)

	Date
	Key changes
	By whom

	 
	 
	 

	 
	 
	 


 
	Section 1: Research proposal[1], ownership and responsibility

	Title of research proposal: 
 
 

	Which Corporate Plan priority or priorities does this support?
 
 

	Does the research relate to a statutory function?
 
 

	Name of organisation: Brighton & Hove City Council
 

	Name of research sponsor with overall responsibility: (normally senior manager or DMT level)
 

	Name of DMT member, if different to the above: 
 

	Name and contact details of lead researcher: 
 

	Who is resourcing the project?  
 

	Who has given the initial go ahead? (normally researcher’s manager)
 


 
	Section 2: Key dates (provide estimates if not confirmed)

	Starting date of whole project: 

	Starting date of active research phase: 

	End of active research phase:

	Report/ final results due:

	Key reporting/committee dates: 


	Section 3: Your plans

	A. Background and context
 
	Points to consider:
· Why are you doing the research?
· Is the research statutory?
· How will the work be funded?
· Why is this topic important?
· What other projects/studies have been carried out on this subject already (if any)?
· How will your research add to any previous work?
· Do you need people’s views?

	B. Aims and objectives
(What do you want to find out?)
 
	Points to consider:
· What is the purpose of this project?
· What are the overall questions you are seeking to answer (research questions)?
· How will the findings be used?  By whom?
· Have you considered who else needs to know about the research, eg. other council depts.? Communications team?

	C. Research methods and data collection
(The NHS Health Research Authority provides useful information to assist)
 
	Points to consider
· What is your target population?
· Are you going to involve your participants in planning the research?
· How are you going to ensure that your sample is representative of the overall target population?
· How are you going to recruit your participants and how many people will be involved?
· Have you considered whether the Accessible Information Standard might be relevant on a best practice basis and if so how to meet it? 
· How will you ensure people with protected characteristics are considered in the study design and in other aspects of the research (incl. dissemination)?
· Where will you carry out the research?
· What are your proposed research methods?
· Who will carry out the research?
· Are DBS checks required[2]?
· Do you need to test/pilot whether the research method you choose works as intended?  If so, how will you do this?
· What specific questions are you thinking of asking?
· What demographic data will you collect?[3]
· What sort of data will be collected, ie. quantitative or qualitative, or is it a mixture of both?
· How exactly are you going to collect your data, eg. questionnaire, interview, etc.?
· Will you be collecting data which will identify individuals?  If so, what?  
· Will you be using audio or video equipment, eg. for recording interviews, public meetings, focus groups?

	D. Data analysis and report writing 
 
	Points to consider
· How are you going to analyse your data?  Who will do this?
· Who will write the report?
· Have diverse perspectives been incorporated to support the interpretation of the results?

	E. Information management
(See the GDPR section of the Wave for corporate policies and guidance on information security, records management, etc.)
 
	Points to consider
· Are you familiar with the requirements of the General Data Protection Regulations (GDPR)?
· Have you consulted your GDPR Team to identify whether a Data Privacy Impact Assessment (DPIA) is required?  If so, have you completed this and had it signed off by the GDPR team?  This will cover aspects such as:
· Will your research involve any personal data? Eg name, address, dob, gender, marital status, telephone/email, IP address, location based data, financial information, photographs…
· Have you identified the legal basis for you obtaining this personal data?
· Will your research involve any special category data (eg ethnicity, sexuality, physical or mental health, political opinions, religious beliefs, trade union membership, criminal offences, genetic data, biometric data)? If yes, have you identified the legal basis for you obtaining this special category data?
· When using explicit consent as your legal basis, will you be using privacy notices?
· Are you aware of the new right to erasure?
· Does the information collected result in high risk to the data subjects?
· Who will be the data controller? 
· Will you be adding the information to your information asset register?
· Will you be using any automated decision making?
· Will your data be used for any purposes other than this work?
· In what format do you propose to store your data, eg. electronic database, paper files, etc.
· How will you ensure confidentiality and/or anonymity of the data? 
· How will you ensure that the data is stored securely and accessed appropriately? Who will have access to it?  Have they received training and/or guidance on ensuring information compliance?
· Who will have ultimate ownership of the data?
· Will you need to transfer/transport data?  How will this be managed securely and effectively?
· How long will you keep the data and how will the information be disposed of securely?

	F. Minimising potential risk or harm and ethical considerations.  NB. This is a particularly important section requiring full consideration.
(The Economic and Social Research Council provides guidance in this area.)
 
	Points to consider
· Are you being clear about what is being asked, how people can take part, what participants can expect will happen and that participation is voluntary?
· What mechanisms will be in place to receive and address complaints or concerns from participants or others affected by the research?
· What potential risk or harm is there to your participants, including physical/psychological harm/discomfort, social or economic harm and legal risks?
· How will confidentiality, anonymity and privacy be maintained through all stages of your study?
· If you are involving children or vulnerable people, including in online surveys, how will you protect their rights and welfare?
· Do you need to consider Explicit Consent?  Have you prepared an information sheet for participants?  Have you put in place a process to protect vulnerable participants who may not be able to provide informed consent?  (See Appendix 1 for further information.) 
· What potential risk or harm is there to the researcher/s?
· Are there considerations around minimising any harm or risk to the individuals surveyed as well as any risk to BHCC?
· Are you offering any incentives/remuneration/compensation for participating in the research? Are there any ethical/methodological problems that could arise from these incentives?
· Will you or anyone else benefit financially from this work and/or does any aspect of it create any kind of conflict of interest?
· Is there a need for insurance beyond that which is covered by the council?  Here is a link to information regarding insurance on the Wave.
· Are there ways to minimise environmental impact?

	G. PPIE (Patient and Public Involvement and Engagement)
	Points to consider 
· How are patients and/or the public involved within your research?
· Have you decided what model of public involvement is appropriate? E.g. Consultation, collaboration, participatory, co-production or user-led approaches?
· How will your public involvement strategy enable you to recruit and retain diverse public contributors?

	H. Dissemination/Feedback
(The NHS Health Research Authority provides useful information to assist)
 
 
	Points to consider
· Who will have ultimate ownership of the research outputs?
· Will the way in which you present your findings be appropriate to your audience and disseminated via accessible and inclusive formats and channels?
· How will you let people who took part know what the results are?
· Are the results likely to be of interest to the news/media?
· How will you share any learning from the work?
· Do you plan to let people know what has changed as a result?
· How will you monitor any impact or changes arising from this work over the longer term?
· How will this research be taken forward to benefit all patients/service users across all settings?
· Will the most in need be impacted by your research? 

	
Section 4: Research timetable / milestones

	What
	When
	Points to consider
· Have you allowed enough time for people to be recruited and for them to take part?
· When are the results are needed by?
· Have you allowed enough time for analysis of quantitative and qualitative data?
· Have you built in enough time for feedback and dissemination?
 

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	
	
	
	


 

 
 
	Section 5: Reviewers’ Feedback 
	 

	Comments:
 
	Recommendations:
 

	·  
 
	·  
 

	Reviewers’ names: 
 
	 

	Date of response:
	 


 
 
	Section 6: Attachment checklist  

	Please provide the following, where applicable
	attached
	N/A
	to follow

	Any research proposal/protocol
	 
	 
	 

	An example of your questionnaire or interview schedule
	 
	 
	 

	A copy of any consultation document
	 
	 
	 

	Evidence of any ethics committee application and/or approval
	 
	 
	 

	Any covering letter to research participants
	 
	 
	 

	The information sheet to be provided to participants
	 
	 
	 

	An example of your consent form
	 
	 
	 

	Other (please list)
	 
	 
	 

	 
	 
	 
	 


 

 
	Appendix 1.  Engaging participants, information sheets and consent forms


 
The Health Research Authority provides guidance around engaging participants in research. 
https://www.hra.nhs.uk/planning-and-improving-research/best-practice/public-involvement/ 
 
There is also guidance, templates for participant information sheets and consent forms, etc.
http://www.hra-decisiontools.org.uk/consent/examples.html
The Research Governance Group considers that if research participants are people who work for organisations/services and they are participating because of the role that they hold within that organisation, signing consent forms is not required.  However, a statement could be included in the information sheet to the effect that “by taking part in this research you are agreeing to the information you provide to be used as part of the research”.
 
 
 
	Appendix 2.  Research proposals/protocols


 
Guidance is available online on the kind of information that is useful to include in a research protocol/proposal.   An example of this can be found here: 

https://ovpr.uchc.edu/wp-content/uploads/sites/2568/2015/08/HSPO-Guidance_Protocol_Development.doc
 
NIHR Research Design Service has a useful toolkit to consider when embedding EDI into your research. The following sections include some of these considerations, but we recommend you read through the toolkit in full before planning your research. EDI Toolkit (rdsresources.org.uk)


[1] Further information about research proposals is provided in Appendix 2
[2] For BHCC guidance on who needs a DBS check see: http://wave.brighton-hove.gov.uk/supportingyou/HR/Pages/VettingBarringScheme.aspx
[3] Not required if contained in attached documents.


