

SWINBURNE RESEARCH
Human Research Project Monitoring – Self Audit
 for Research Personnel
All research personnel should reflect on their research conduct and comply with guidelines for responsible research conduct.  The project principal or chief investigator/supervisor or manager can or should use this form with each member of the research team. A record of each Self Audit undertaken should be retained in the project files.

	If I left suddenly, my project could be completed or replicated as the documentation for my projects is up to date, accessible, clearly ordered and comprehensible. The Principal Researcher/Coordinating Supervisor knows where to find all relevant documentation and has been provided with the passwords to the databases.
	True
	False
	N/A

	I am conducting the study in accordance with the protocol (procedures, documents, etc) approved by/on behalf of the Ethics Committee. Any modifications have been reported to and approved by the Committee and the relevant documents updated.
	True
	False
	N/A

	I have obtained signed consent forms from all participants (where applicable) and stored these securely. They are available for audit.
	True
	False
	N/A

	I have reported all serious and unexpected adverse incidents to Swinburne Research Ethics Office.
	True
	False
	N/A

	I have provided all study participants with a copy of the consent info statement (and, where appropriate, the consent form) approved by the ethics committee.
	True
	False
	N/A

	I have provided a translator and/or a translated copy of the consent info statement/ consent form in his/her own language to all non-English speaking participants.
	True
	False
	N/A

	I have received ethics committee approval for all publicity or advertising text or material that seeks volunteers to participate in the study.
	True
	False
	N/A

	Approaches to potential participants have been made only by individuals aware of the study protocol and of the risks and inconveniences associated with participation (& approved by the ethics committee).
	True
	False
	N/A

	All paper-based questionnaires have readily identifying information removed immediately after processing and are then matchable only with a code. The ‘code-key’ is stored separately and securely at all times.
	True
	False
	N/A

	Computer files containing study data are stored on a secure Swinburne network drive where they are regularly backed up.
	True
	False
	N/A

	All computer files/disks/USB sticks/portable devices containing study data are protected by passwords or encryption.
	True
	False
	N/A

	Participants know who to contact if they have a question, concern/complaint or (where applicable) an emergency.
	True
	False
	N/A

	There is a regular meeting of the study team including the Principal Researcher/s to discuss the progress of the study and a record of these meetings is maintained.
	True
	False
	N/A

	The team has submitted timely Progress/Final Reports.
	True
	False
	N/A


Further advice available from Swinburne Research Ethics Office, on 9214 3845 or 9214 8145.
Form completed by:…...………………………………………………………………..
Date:………………
Project CI/Supervisor/manager:…………………………………………………………………..
Date:………………
SUHREC Project No: yyyy/nnn








� Swinburne Research gratefully acknowledges permission by The Alfred Research and Ethics Unit and Department of Epidemiology and Preventive Medicine, Monash University to use/adapt the Self Audit Tool.






