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I. INTRODUCTION 

Students who wish to pursue primary data collection (quantitative or qualitative) on human subjects 
should take special care to observe ethical standards. Primary data collection may include lab/field 
experiments, surveys, interviews, focus groups, and/or observation. The LUC has developed an 
ethical protocol for students to adhere to if they pursue primary data collection on human subjects.  
Ethics Review Board is set up at LUC to oversee and consult on ethics issues in Capstone research. 
In addition, this guide also contains a number of useful tools and templates designed to help 
students and their supervisors address ethical concerns in Capstone research: 

1. Ethics Self-Assessment Form 

2. Informed Consent Form 

3. Ethics Workplan Template 

 

II. ETHICS REVIEW BOARD AT LUC 

The Ethics Review Board comprises of faculty representing all majors whose primary task is to 
oversee and consult on ethical concerns in Capstone research at LUC. The ERB advises supervisors 
on particular strategies for meeting ethical standards, for example, on how best to secure informed 
consent in a given situation.  Students who conduct primary data collection on human subjects 
should submit their Ethics workplan to the ERB.  Ethics Workplans are designed to ensure that 
Capstone research meets LUC’s ethical standards in Capstone research.  
 
Questions to the board can be sent to: lucethicsboard@luc.leidenuniv.nl 
 
Ethics advisory board consists of the following members: 
 
Caroline Archambault (GED) 
David Ehrhardt (GED) 
Jessica Kiefte (GPH) 
Josien de Klerk (GPH) 
Ingrid Samset (WP/IJ) 
Dan Saxon (IJ) 
Daniela Vicherat Mattar (HD) 
Brid Walsh (EES) 
Lucie Zicha (Capstone Coordinator)  

 

III. ETHICS PROTOCOL  

In order to ensure that ethical standards are upheld in Capstone research at LUC, students should 
carefully adhere to the following protocol.  
 
 

mailto:lucethicsboard@luc.leidenuniv.nl
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1. Ethics Self-Assessment:  
All students are expected to complete a standard Ethics Self-Assessment Flow Chart. This form 
helps students determine whether or not their project plans require an Ethics Workplan to be 
submitted to the Ethics Review Board (ERB).  
 
This self-assessment ensures that students have reflected carefully on the ethical soundness of the 
proposed research even if it is deemed exempt. If the project does include working with human 
subjects in any form (even occasional interviews) then students should prepare an Ethics Workplan 
to be approved by their supervisor and submitted to the ERB.  
 

2. Informed Consent Form  
Collection data on human subjects requires that subjects be sufficiently informed on how their 
private how their data is confidentially stored and used in the Capstone research.  

 
3. Ethics Workplan 

All students intending to work with human subjects for their Capstone research should complete an 
Ethics Workplan (template available for download on BB and Capstone website) and submit this to 
their supervisor and to the Ethics Review Board (ERB) for clearance. Students who do not submit 
the Ethics workplan risk that their Capstone research will be deemed unethical. The workplan is a 2-
3 page document that asks students to identify their research topic and main questions, the setting 
and research population targeted, the methods of data collection envisioned, and specific ethical 
considerations (including: legality and embeddedness in the country of research, the vulnerability or 
protected status of research participants, data protection measures, and personal safety procedures). 
Students must also append their Informed Consent form to the Ethics Workplan. If this workplan is 
approved, students are required to include and develop it in their final Capstone proposals. There 
are 3 possible deadlines for submitting the Ethics Workplan to the Ethics Review Board (ERB). The 
ERB will take 5 working days to review all Work Plans. The ERB may require an amendment if the 
Workplan is deemed insufficient.  Student may re-submit once within 5 working days of the original 
decision to obtain final consultation. 
 
Deadlines: 
June 1st 
Sept 1st 
Nov 1st 
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IV. ETHICS GUIDELINES FOR STUDENTS AND SUPERVISORS 

In order to conduct ethically sound research, the following issues must be carefully considered in the 
Capstone research.  

1. Is the student properly embedded in the research environment?  
 

The Ethics Review Board highly recommends students who wish to pursue primary data 
collection on human subjects in countries that are not their own (or are not here in the Netherlands) 
to find ways to embed themselves and their research plans into an already existing entity (a larger 
research initiative and/or a NGO/CBO, and/or a local academic supervisor). We take 
embeddedness to mean: 

1. s/he has been officially invited to participate in this organization for the specified period of 
time; and 

2. s/he follows official country guidelines on internships or research placements within such 
organizations of the host country; and 

3. the host organization works on (or has worked on) the ‘population’ of the students’ study 
and the proposed capstone research falls broadly in the scope of activities of the host 
organization and is of interest to them; and  

4. the organization supports the proposed research officially and the student can produce a 
letter of commitment and a supervision agreement outlining regularity of supervision 
meetings and other forms of support (such as translators, transport, access etc); and 

5. the organization has approved (a revised) Ethics Workplan. 

 
2. Can the student officially and legally pursue this research project in the host country? 

 
Each country has its own rules and procedures concerning undergraduate student research. It is the 
responsibility of the student to determine the regulations of the host country and whether they meet 
eligibility. Students who are “embedded” locally in the host country may be exempt from these 
regulations. However, in such circumstances the student must determine whether a special VISA or 
other entry requirements are necessary to join the activities of the host organization or institution.  
Additional information on the specific rules of Leiden University College and Leiden University on 
conducting research abroad, see LUC website and Regulations of Leiden University. 
 

3. Will the student be directly working with “vulnerable” research participants?   
 

Working from US federal regulations, vulnerable populations include: 
 
Children 
Pregnant women 
Prisoners 
Refugees or Internally displaced persons 
Cognitively impaired persons 
Terminally ill 
Persons living with trauma 
Persons living with AIDS/HIV 

https://www.student.universiteitleiden.nl/en/study--studying/studying-abroad/youre-going-what-to-arrange-now/health-and-safety/governance-and-global-affairs/liberal-arts-and-sciences-global-challenges-ba-bsc?cf=governance-and-global-affairs&cd=liberal-arts-and-sciences-global-challenges-ba-bsc
http://media.leidenuniv.nl/legacy/studeren-in-het-buitenland-engels.pdf
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With possible exceptions, capstone projects directly engaging with vulnerable populations will not 
be permitted unless the research is embedded in a larger research program or is part of the work of 
an organization within which the student is properly embedded. The assumption here is that these 
larger initiatives have successfully sought out all the necessary (when necessary) ethical approvals 
and have considerable experience working with these populations. 
 

4. Is the student pursuing research in a context with elevated risk to their personal 
safety or the safety of their participants? 
 

All travel, local or abroad, has certain elements of risk. However, LUC students should not be 
exposing themselves knowingly to high-elevated risk. A first obvious step to ensure the safety of the 
research is for the student to identify and respect the issuance of travel advisories to the host 
country. Having the student embedded with a larger initiative can also help off-set certain risks. It 
will not be the responsibility of the Ethics Review Board to assess the personal safety risks of 
students. However, the ERB will consider the extent to which the Capstone research project places 
research participants (informants or assistants) in high-risk situations. 
  

5. Has the student put into place a procedure that will ensure the voluntary consent of 
research participants and the protection of data? 
 

Students must demonstrate a contextually appropriate informed consent procedure and must also 
indicate all the measures that will be taken to maintain data protection and confidentiality. Resources 
on data confidentiality procedures are forthcoming. 
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Ethics Self-Assessment Form 
 

 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

Will the research involve  
collecting primary data? 

No need to submit ethics 
workplan to LUC’s ERB. 

No need to 
submit ethics 
workplan to 
LUC’s ERB. 

Will the research 
involve animals? 

Will the research involve 
human subjects? 

Contact Dr. Thijs Bosker for 
specific rules for animal 

research. 

Ethics Workplan should be 
submitted to LUC’s ERB 

YES 

NO 

NO 

YES 

YES 

NO 

QUICK CAPSTONE ETHICS SELF-ASSESSMENT  
Capstone ethics self-assessment aims to help students to navigate the ethics requirements 
of primary data collection.  Please, fill out the form below to find out whether you should 
submit an Ethics Workplan to the LUC’s Ethics Review Board.  
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Ethics Workplan Template 

Please follow the structure below to submit your Ethics Workplan for review to your Capstone 
Supervisor and the Ethics Review Board. Please note: the plan below does not have to exceed two 
pages. It is NOT a proposal but a preliminary plan that shows you are aware of ethical issues 
regarding your research.  
 
1. Research topic & research question 

Describe in max. 100 words what your research subject and preliminary research 
question/objective are. 
 

2. Setting & Research population 
Describe in max. 100-200 words: 

a. In which country will your research take place and why there; 
b. What is the more precise setting where you intend to conduct the research (i.e. 

workplace, shelters, a clinic, people’s homes, streets); and  
c. What categories of people will you be seeking to interview (characterized by e.g. 

professional/occupational identity, gender, socio-economic status, etc.).  
 
3. Summary of proposed methods and brief work-plan 

Describe in max. 200 words: 
a. What methods you are intending to use to answer your research question (survey, 

qualitative interviews, observations, group-discussions, life-histories, other); and 
b. How you plan to get access to your research group, whether you have assistance in this, 

if so from what kinds of organisation. 
 
4. Ethical considerations 

Describe in max. 500 words: 
a. Official permission in host country and embeddedness 

What are the official requirements around student research in the country where you 
want to conduct the research? I.e. do you have to apply for specific visa, and/or do you 
have to be an intern in an organisation?  
If you embedded in an organization, how will this organisation supervise you? If you are 
not embedded, is there the possibility for some form of on-site supervision?  
 

b. Vulnerability and Protection of research participants 
Are the people you intend to collect data from or on part of a group that can be 
considered vulnerable, in their setting. Even if not, will your research participants 
potentially be made vulnerable by your research in any way? In general, how will you 
ensure that your research will not cause harm to the people you involve? 
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c. Privacy, confidentiality, consent and data-protection 

• What are your procedures for ensuring consent of your research participants?  
• Do you intend to keep the information your research participants will provide for 

your project confidential in your resulting capstone thesis; if so why?  
• If you opt for not revealing the identity of your participants and/or of the 

organisation or place where the research was conducted, what practical measures do 
you intend to adopt to protect their privacy – during your process of collecting the 
data, and in your writing and analysis? 
 

d. Personal safety procedures 
Are there any concerns for your personal safety, or for the safety and security of persons 
whom you may contact during your research, due to the particular setting in which you 
work? Do you have measures in place to ensure your personal safety and the safety of 
others? 

 
 
Note: You must append your personalized Informed Consent Form to this Workplan. 
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Sample Informed Consent Form 
 
Note. All LUC students of social sciences and law who will conduct interviews as part of their 
Capstone research should use a form of the type given below during collection of interview data.  
You can easily customize the informed consent form to fit your type of a study – experiment, survey 
etc.. 
 
Introduction. Students intending to conduct one or more interview(s) as part of your capstone 
research should bring the form below to every interview you intend to carry out; two copies for 
every person you intend to interview. Prior to printing them out, you should fill in the text marked 
in yellow. 
 
If your interviews will be conducted in a language other than English, and the interviewee(s) can be 
assumed not to understand English well; you should translate the form into the language to be used, 
prior to the interview. If you have questions in the process of translating, please consult your 
supervisor for guidance. 
 
During the interview, the procedure you, as the interviewer, should adopt is the following.  
 
First, as the interviewer you should inform the research participant(s) or interviewee(s) present about 
your Capstone project, its context and its goals.  
 
Second, you should allow the interviewee(s) to read the form below carefully and, having done so, 
raise any questions he/she/they may have. You should emphasize that the form is intended to make 
sure that the interviewee is fully informed about the implications of being interviewed.  
 
Third, having allowed sufficient time for this, you should ask the interviewee(s) if he/she/they are 
ready to provide their consent to being interviewed.  
 

A. If he/she/they decline this request, you should not put any pressure on them to proceed. 
Instead, you should thank them for having considered your request, and allow them to 
withdraw from the interview situation. 
 

B. If he/she/they do consent to being interviewed, by contrast, you should ask them to sign 
the form below. If the interviewee(s) are not comfortable with signing, you can ask them 
whether they are willing to state their consent orally instead, and have you record that 
statement. – Before the interview can start, you and each interviewee should sign two copies 
of the form, and you should give each interviewee one copy of the signed form for him/her 
to keep. If the consent is registered as a recorded statement, you should make sure that the 
interviewee(s) receive a copy of this recording for their record (e.g. by sending them the 
audio file on email or per post after the interview). 

 
--- 
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Consent for Participation in Interview Research  
 
I hereby accept to participate in a research project in the form of being interviewed. The interview 
will be conducted by [Name of Student], from Leiden University College The Hague, of Leiden 
University. The project is supervised by [Title of Supervisor] [Name of Supervisor] from the same 
University. I understand that the project is designed to gather information about [Capstone topic], 
and that it is undertaken as part of [Name of Student]’s university degree.  
 

1. My participation in the project involves being interviewed. The interview will last 
approximately [insert] minutes.  
 

2. The interviewer will take notes during the interview. The interviewer may also ask for my 
consent to having the interview recorded; if I provide such consent, the interview will be 
recorded.     

 
3. My participation in this project is voluntary. I understand that I will not be paid or in any 

way remunerated for my participation.  
 

4. I may withdraw and discontinue participation at any time without penalty. If I decline to 
participate at the outset, or withdraw during the interview, the interviewer will not share this 
information with anyone.  

 
5. I understand that if I feel uncomfortable in any way during the interview session, I have the 

right to decline to answer any question, or to end the interview.  
 

6. Confidentiality.  
A. I understand that the researcher will ask for my consent on whether to be identified by name 

in this research and its resulting written work, including possible publication(s).  
B. If I decline to offer this consent, my confidentiality will be respected. This implies that 

subsequent uses of records and data will protect the anonymity of me as an individual and of 
institutions with which I am associated. I understand, however, that the student’s supervisor 
may have access to notes, a possible recording or a transcript from the interview, in order to 
assist the student in analysis. Beyond this, no other person will have access to the notes, 
recording or transcript.  

 
7. I understand that this study has been reviewed by the student’s supervisor and the Ethics 

Review Board (ERB) at Leiden University College The Hague, of Leiden University.  
 

8. I understand that should I have any questions subsequent to the interview regarding the 
interview process or the uses to which my statements will be put, I can contact the student 
and/or the supervisor. Their contact details are given at the bottom of this form. 

 
9. I have read and understand the explanation provided to me. I have had all my questions 

answered to my satisfaction, and I voluntarily agree to participate in this study.  
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____________________________ ________________________  
Signature of Interviewee     Date 
     
____________________________ ________________________  
Printed Name of Interviewee  Signature of the Interviewer/Student  
 
 
-- 
 
For further information subsequent to the interview, the interviewee may contact the 
interviewer/student and/or his/her supervisor. Their contact details are given below.  
 
1. Interviewer/student: 
[Name]  
[Postal address] 
[Email address] 
 
2. Supervisor: 
[Title][Name] 
[Postal address] 
[Email address] 
[Office phone number] 
 
-- 
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	Ethics Workplan Template
	Please follow the structure below to submit your Ethics Workplan for review to your Capstone Supervisor and the Ethics Review Board. Please note: the plan below does not have to exceed two pages. It is NOT a proposal but a preliminary plan that shows you are aware of ethical issues regarding your research. 
	1. Research topic & research question
	Describe in max. 100 words what your research subject and preliminary research question/objective are.
	2. Setting & Research population
	Describe in max. 100-200 words:
	a. In which country will your research take place and why there;
	b. What is the more precise setting where you intend to conduct the research (i.e. workplace, shelters, a clinic, people’s homes, streets); and 
	c. What categories of people will you be seeking to interview (characterized by e.g. professional/occupational identity, gender, socio-economic status, etc.). 
	3. Summary of proposed methods and brief work-plan
	Describe in max. 200 words:
	a. What methods you are intending to use to answer your research question (survey, qualitative interviews, observations, group-discussions, life-histories, other); and
	b. How you plan to get access to your research group, whether you have assistance in this, if so from what kinds of organisation.
	4. Ethical considerations
	Describe in max. 500 words:
	a. Official permission in host country and embeddedness
	What are the official requirements around student research in the country where you want to conduct the research? I.e. do you have to apply for specific visa, and/or do you have to be an intern in an organisation? 
	If you embedded in an organization, how will this organisation supervise you? If you are not embedded, is there the possibility for some form of on-site supervision? 
	b. Vulnerability and Protection of research participants
	Are the people you intend to collect data from or on part of a group that can be considered vulnerable, in their setting. Even if not, will your research participants potentially be made vulnerable by your research in any way? In general, how will you ensure that your research will not cause harm to the people you involve?
	c. Privacy, confidentiality, consent and data-protection
	 What are your procedures for ensuring consent of your research participants? 
	 Do you intend to keep the information your research participants will provide for your project confidential in your resulting capstone thesis; if so why? 
	 If you opt for not revealing the identity of your participants and/or of the organisation or place where the research was conducted, what practical measures do you intend to adopt to protect their privacy – during your process of collecting the data, and in your writing and analysis?
	d. Personal safety procedures
	Are there any concerns for your personal safety, or for the safety and security of persons whom you may contact during your research, due to the particular setting in which you work? Do you have measures in place to ensure your personal safety and the safety of others?
	Note: You must append your personalized Informed Consent Form to this Workplan.
	Sample Informed Consent Form
	Note. All LUC students of social sciences and law who will conduct interviews as part of their Capstone research should use a form of the type given below during collection of interview data.  You can easily customize the informed consent form to fit your type of a study – experiment, survey etc..
	Introduction. Students intending to conduct one or more interview(s) as part of your capstone research should bring the form below to every interview you intend to carry out; two copies for every person you intend to interview. Prior to printing them out, you should fill in the text marked in yellow.
	If your interviews will be conducted in a language other than English, and the interviewee(s) can be assumed not to understand English well; you should translate the form into the language to be used, prior to the interview. If you have questions in the process of translating, please consult your supervisor for guidance.
	During the interview, the procedure you, as the interviewer, should adopt is the following. 
	First, as the interviewer you should inform the research participant(s) or interviewee(s) present about your Capstone project, its context and its goals. 
	Second, you should allow the interviewee(s) to read the form below carefully and, having done so, raise any questions he/she/they may have. You should emphasize that the form is intended to make sure that the interviewee is fully informed about the implications of being interviewed. 
	Third, having allowed sufficient time for this, you should ask the interviewee(s) if he/she/they are ready to provide their consent to being interviewed. 
	A. If he/she/they decline this request, you should not put any pressure on them to proceed. Instead, you should thank them for having considered your request, and allow them to withdraw from the interview situation.
	B. If he/she/they do consent to being interviewed, by contrast, you should ask them to sign the form below. If the interviewee(s) are not comfortable with signing, you can ask them whether they are willing to state their consent orally instead, and have you record that statement. – Before the interview can start, you and each interviewee should sign two copies of the form, and you should give each interviewee one copy of the signed form for him/her to keep. If the consent is registered as a recorded statement, you should make sure that the interviewee(s) receive a copy of this recording for their record (e.g. by sending them the audio file on email or per post after the interview).
	---
	Consent for Participation in Interview Research 
	I hereby accept to participate in a research project in the form of being interviewed. The interview will be conducted by [Name of Student], from Leiden University College The Hague, of Leiden University. The project is supervised by [Title of Supervisor] [Name of Supervisor] from the same University. I understand that the project is designed to gather information about [Capstone topic], and that it is undertaken as part of [Name of Student]’s university degree. 
	1. My participation in the project involves being interviewed. The interview will last approximately [insert] minutes. 
	2. The interviewer will take notes during the interview. The interviewer may also ask for my consent to having the interview recorded; if I provide such consent, the interview will be recorded.    
	3. My participation in this project is voluntary. I understand that I will not be paid or in any way remunerated for my participation. 
	4. I may withdraw and discontinue participation at any time without penalty. If I decline to participate at the outset, or withdraw during the interview, the interviewer will not share this information with anyone. 
	5. I understand that if I feel uncomfortable in any way during the interview session, I have the right to decline to answer any question, or to end the interview. 
	6. Confidentiality. 
	A. I understand that the researcher will ask for my consent on whether to be identified by name in this research and its resulting written work, including possible publication(s). 
	B. If I decline to offer this consent, my confidentiality will be respected. This implies that subsequent uses of records and data will protect the anonymity of me as an individual and of institutions with which I am associated. I understand, however, that the student’s supervisor may have access to notes, a possible recording or a transcript from the interview, in order to assist the student in analysis. Beyond this, no other person will have access to the notes, recording or transcript. 
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