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INTRODUCTION
1.

This Researcher’s Manual outlines the instruction manual and code of ethics for

conducting research in the Singapore Prison Service (SPS). It is applicable to all research
conducted within SPS.
2.

Currently, research requests are handled by the Correctional Research Branch (CRB)

of SPS. If you have any enquiries regarding the research procedure, please contact us at
SPS_research_requests@pris.gov.sg.
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GENERAL GUIDELINES
3.

This Researcher’s Manual provides clear guidance and understanding of ethical

research in SPS. Researchers are held to the highest ethical standards to protect the dignity,
rights, safety, and well-being of all research participants. Research in SPS is guided by four
basic ethical principles1:
a. Beneficence & Non-Maleficence – to bring about good and prevent harm.
b. Responsibility – to uphold professional standards of conduct, committed to
increasing the understanding of human behaviour and experience based on
objectivity and integrity.
c. Integrity – to promote honesty and truth, avoid deception, unclear research
objectives, exploitation or any other unfavourable consequences that might bring to
question the integrity of the organisation as well as research as a profession.
d. Respect for Autonomy – to respect individuals’ rights and dignity to selfdetermination.
Dealing with Inmates
4.

Research in prisons may differ from research in a non-correctional environment.

Exceptional considerations have to be undertaken in ensuring the rights and welfare of
inmates.2
a. The researcher is aware of the latent constraints attached to doing research in a
prison/forensic setting.
b. The researcher has to be aware of and respect individual differences including
differences based on age, gender, gender identity, race, ethnicity, culture, national
origin, religion, sexual orientation, disability, role, language, and socioeconomic
status.
c. Illegal and unwarranted disclosures of confidential information to inmates is to be
avoided.

1

Based on American Psychological Association (APA) and Singapore Psychological Society (SPS) guidelines
The incarcerated sample falls in the category of ‘marginalized persons’ or persons with diminished autonomy
and possessing either very little or no rights at all.
2
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d. Researchers must understand the limits of confidentiality. The researcher’s
disclosure of official information may be mandated to prevent known danger to
participants or to others or due to legal requirements (subpoena from the Courts, or
new information that could assist ongoing investigation).
e. The researcher is committed to respect inmates’ rights to cease participation at any
point in time.
f. The researcher does not offer excessive and inappropriate inducements for research
participation (if any) when such inducements are likely to result in coercion.
Safeguarding Official Information
5.

Researchers are to abide by the Official Secrets Act (OSA). In accordance with the

Official Secrets’ Act (Chapter 213, 1985 Revised Edition; Section 5), researchers are obliged
to maintain the confidentiality of all information acquired through the course of research with
SPS. This includes, but is not limited to, data gathered from inmates and prison staff,
information acquired through interactions with inmates and prison staff, any observations about
the structure and operational processes of SPS.
6.

Releasing confidential information without the prior approval of SPS is considered a

breach of the OSA and is a chargeable offence.
7.

All data (both raw and scored) acquired through research in prison legally belongs to

the SPS.
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INSTRUCTIONS AND CODE OF ETHICS
8.

The subsequent sections outline the instructions and code of ethics that an external

researcher should adhere to while conducting research in prison. The sections are structured
according to the phases of conducting a research, starting from research request application to
submission to organisation/university. First, the researcher emails a research request to
SPS_research_requests@pris.gov.sg. Second, upon approval of the topic, the researcher
submits a full research proposal. Third, upon approval of the proposal, the researcher is
required to attend a briefing session prior to the data collection. An assigned SPS research
coordinator facilitates the researcher’s data collection within prisons. Fourth, upon completion
of the research paper, the researcher submits the completed research paper for vetting by SPS
prior to submission or publications. The research process flow can be found on the Annex A.
Online Research Request
9.

All

prospective

researchers

are

to

email

a

research

request

to

SPS_research_requests@pris.gov.sg consisting of a brief overview (max 500 words) of their
research study (background, research question, methodology, sample) and their contact details
(name, institution). Sensitive topics involving religion, race, and gang involvement will not be
considered for research within SPS.
10.

The research request is evaluated based on the following criteria:
a. The suitability of the topic to be conducted in prison and any duplication of research
topic.
b. Surface ambiguities and potential concerns regarding sensitive and confidential
matters.

11.

The researcher may be contacted for clarification and will be notified of the outcome

within 14 working days from the last email correspondence. Successful applicants will be asked
to submit a full research proposal for a thorough evaluation.
Full Research Proposal
12.

The research proposal details the research topic and how the topic will be addressed. A

good research proposal must be systematic, coherent, and achievable by the researcher. The
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researcher can refer to his/her home university or any other academic institutions for details on
writing a research proposal.
13.

For a thorough evaluation, the applicant’s research proposal must include the following:
a. Title
b. Purpose of the study
c. Literature review including knowledge gap and statement of research topic
d. Clear and appropriate methodology including sections on Participants,
Measurements used, Procedure, Data storage and protection
e. Analysis plans
f. Potential benefits and implications
g. Proposed Timeline for data collection and thesis completion
h. References and Bibliography
i.

Samples of all questionnaires/interview questions, information sheet, consent
form to be used in the study (applies to quantitative and qualitative studies)

14.

If data will be collected, the researcher should submit a copy of the information sheet

and informed consent with the following information for approval:
Information sheet should include:

The consent form should include:

1.
2.
3.
4.
5.

1. Study title
2. Researcher’s name and organisation
3. Acknowledgement of voluntary consent,
right to withdraw, and limitations of
confidentiality
4. Acknowledgement of consent for
audio/video recording (if needed)
5. Acknowledgement of allowing
researcher to use collected data for
current research purpose and future
publication if any
6. Signed consent with name and date

Study title
Objectives of the research study
Expected duration
Procedures involved
Participant’s rights to decline and
withdraw at any point
6. Foreseeable consequences of declining
or withdrawing
7. Research implications and prospective
benefits
8. Limits of confidentiality
9. Compensation and incentives for
participation (if any)
10. Contact person for any questions about
the research
15.

In the course of research, the researcher should adhere to the following ethical practices

and institutional guidelines:
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a. The researcher should refrain from using deception unless it is absolutely necessary to
maintain the integrity of the research.
b. The use of audio and/or visual recording devices is prohibited in institutions. The
researcher must justify the need for audio and/or visual recording during the course of
the research. Requests will be reviewed on a case-by-case basis. If permitted, the use
of audio and/or visual recording devices in the data collection process requires
participants’ signed consent.
c. The researcher should provide participants with an information sheet and informed
consent before any data collection. Informed consent consists of informing the
participants about the study and obtaining consent after participants have been
sufficiently informed. The information sheet and informed consent, however, cannot be
retained by the incarcerated sample and will need to be collected back after the data
collection.
d. Researchers should consider the circumstances in which he might be required to divulge
information to legal or other authorities, and make such circumstances clear to his
participants when seeking their informed consent.
e. Researchers should store all data securely and ensure that data is de-identified in a way
that maintains the confidentiality and anonymity of participants.
f. Researchers should state the length of time that research data will be stored. Data should
be destroyed securely as soon as practicable.
g. Approved researchers can refer to the Personal Data Protection Act (2012) 3 and
Guidelines on the Collection and Use of Personal Data by SPS for more information on
data use, security, and storage.
Proposal Evaluation
16.

Proposals will be evaluated based on the following criteria:
a. Sound and coherent research design and methodology
b. Security concern – the research topic and data collection requirements adhere
to existing security protocols and do not endanger the safety and security of staff
and inmates
c. Logistics – the data collection schedule and requirements is reasonable and will
not interfere with existing prison institution operations

3

Personal Data Protection Act (2012): https://www.pdpc.gov.sg/legislation-and-guidelines/overview
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d. Benefits of the research – the findings can inform existing practices or fill gaps
in current knowledge
e. Non-duplication of past studies conducted in SPS – the research area has not
been covered in previous studies
17.

Proposals that do not fulfil the criteria will either face rejection or be referred back to

the researcher for rectification before another around of evaluation. Applicants will be
informed of the outcome within 14 working days from the last correspondence.
Proposal Approval
18.

Approval is valid only for the design and methodology as stated in the proposal. Any

changes to the design and methodology must be made known to CRB and may require a new
approval before proceeding.
19.

Successful applicants will be assigned a SPS research coordinator to facilitate their

research.
Researcher’s Briefing
20.

The researcher’s briefing session at SPS is to familiarise successful applicants on the

instructions and ethical principles which guides research in SPS. This session covers topics
within the Researcher’s Manual such as ethical issues relating to confidentiality of potential
participants, appropriate behaviour and attire when conducting research in prison, security of
data and information obtained during research, and publication restrictions.
21.

The researcher should bring the personal ID for exchange of visit pass for entry into

prison and a copy of their respective organisation/university ethical clearance for record
purposes.
22.

In the session, the researcher will be required to sign the following documents:
a. A Letter of Undertaking (LOU), which briefly states the expected rules of
conduct, terms and conditions of doing research in Prisons (Annex B).
b. The Official Secrets Act (OSA), which states the legal responsibilities of
working with sensitive information (Annex C). The researcher acknowledges
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his obligations to safeguard and maintain the confidentiality of official
information acquired through his research with SPS.
23.

Applicants will receive the following documents after signing both the LOA and OSA:
a. A copy of the signed LOU and OSA.
b. A Letter of Approval (LOA), which shows the official approval from SPS to
conduct research within the institutions (Annex D & E). Researchers are to bring
the LOA with them whenever they enter the institutions.

Data Collection
24.

The SPS research coordinator will liaise between the researcher and institutions to

arrange for data collection sessions. Should there be a team of researchers involved in the study,
the principal researcher will be the point of contact and assumes responsibility for the actions
of all researchers under his or her charge.
25.

For all data collection sessions within institutions, permission to enter and collect data

depends on the institution’s ability to facilitate. Data collection sessions may be postponed
indefinitely or cancelled should operational or security concerns arise.
26.

The researcher is to declare if he/she knows any family members, relatives or friends

who are incarcerated (and in which institution, if known). SPS prohibits the researcher from
interviewing participants whom he or she is related to, or is familiar with on a personal level.
This is to promote impartiality and maintain the integrity of the research.
27.

All data (both raw and scored) acquired through research in prisons legally belongs to

the Singapore Prison Service. All data (both raw and scored) acquired through research in
prisons can only be used for purposes as stated in the submitted proposal.
Entry into Institutions
28.

For initial data collection sessions, the SPS research coordinator will supervise

researchers on the acceptable data collection protocols within the prison institution.
29.

The researcher should bring the following when entering institutions:
a. NRIC or Passport – to exchange for visitor pass and locker keys if needed
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b. Data collection materials
c. Letter of Approval – to show approval from SPS to conduct research within prison
d. Approval email from institution – provided by the SPS research coordinator, the
approval email shows approval from institution to conduct data collection sessions
30.

The researcher should take note of the following guidelines regarding the entry into

institutions:
a. The researcher is not allowed to bring anything into the institutions apart from
materials essential for data collection. Any other personal belongings (e.g. phones,
wallet, bag, etc.) must be left in lockers provided.
b. The researcher is to declare all data collection materials (e.g. stationery,
questionnaires, approval emails, etc.) at entry.
c. The researcher must exit the institutions with the same type and number of materials.
d. The researcher will be held accountable for keeping count of all materials brought
into institutions.
Dress Code in Prisons
31.

Researchers of both genders are to be professionally and decently dressed for entry into

institutions. They may be denied entry or asked to leave if they fail to abide by the mandated
dress code. Prior approval must be sought if the research involves unconventional dressing.
Male Researchers
a. Should wear shirts with pants or slacks, and wear comfortable walking shoes
b. Should not wear singlets, sandals, slippers, bermudas or t-shirts
Female Researchers
a. Should wear blouses and shirts that are long enough to cover the waist and chest area
b. Should wear comfortable walking shoes
c. Should tie up any long hair before entering institutions
d. Should remove all accessories (e.g. earrings, bracelets, bangles, rings) before entering
institutions
e. Should not wear dresses and skirts of any lengths
f. Should not bring in wrap-arounds, shawls or scarves. A cardigan is advised
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g. Should not wear revealing clothes such as tank tops, halter tops, low-cut, sleeveless
tops, see-through tops, or any light coloured clothing that is translucent
h. Should not wear high-heels, platform shoes, sandals, or slippers
i.

Should not wear excessive make up and perfume

Data Collection Procedure
32.

The researcher is to ensure participants have sufficient information about the study

before informed consent is obtained. Only after consent has been obtained can any data be
collected. All signed consent forms are to be submitted to SPS when the study is completed.
33.

The researcher will be responsible for ensuring that all participants understand the

information sheet, consent form, and data collection materials. Simple language or dialect
should be used if necessary. For participants who have a diminished capacity to consent (either
illiterate, on medication, or possibly a lower IQ level) which are unknown during the sampling
phase, the researcher should exclude them from the study. The researcher is to provide
opportunities at all times, for participants to ask and seek clarifications about the research study.
34.

The researcher is to only collect information necessary for the approved research

questions, and must not elicit unnecessary added information.
Information Disclosures and Ethical Violations
35.

The researcher is to avoid illegal and unwarranted disclosures of confidential

information to participants.
36.

The researcher is obliged to report and seek advice from SPS if he/she has engaged in

actions that has substantially harmed or is likely to harm the inmates, SPS personnel, or SPS.
The researcher must promptly report any unexpected or serious adverse events, unanticipated
problems, or incidents that may occur in the course of the research.
Physical Proximity with Inmate Participants in Institutions
37.

The researcher should avoid unnecessary physical contact with the inmate/participants.

The researcher is obligated to alert an officer on duty and SPS if any forms of unwanted
physical contacts have been initiated. For data collection sessions taking place in an enclosed
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room with the inmates, the researcher is advised to position himself or herself nearest to the
exit, or to press the emergency duress button for help.
Circulation of Research Findings
38

Approval must be granted by SPS before the research is circulated in any form

(submission to organisations/university, published, and/or presented to the public).
39

To obtain approval, the researcher is to submit to SPS a soft-copy of the final

report/article/presentation for clearance before any circulation. The report will be vetted for
sensitive information and takes at least a month.
40.

If found to contain sensitive information and removal/rectification of such information

is not possible or affects the intellectual contribution of the researcher, SPS holds the right to
restrict circulation of the final report by placing an embargo on the paper. Under the embargo,
the researcher must not publish or circulate the research paper in any platform without the
expressed approval of SPS. Thesis under embargo can be approved for circulation only for
grading purposes.
41.

The researcher may be requested to present the findings to the Singapore Prison Service

or relevant stakeholders.
Authorship & Integrity
42.

The researcher does not fabricate data or manipulate research findings.

43.

If the researcher discovers significant errors in his published data, he or she must take

reasonable steps to correct such errors in a correction, retraction, erratum, or other appropriate
publication means.44. The researcher takes responsibility and credit, including authorship
credit, only for work he has actually performed or to which he has substantially contributed.
Principal authorship and other publication credits accurately reflect the relative scientific or
professional contributions of the individuals involved, regardless of their relative status.
Confidentiality and Anonymity
45.

The researcher should observe the following practices to ensure the confidentiality of

the information gathered and anonymity of the responses from the participants:
12
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a. The researcher is to ensure safekeeping of all acquired confidential information.
b. The researcher is responsible in maintaining participants’ anonymity.
c. When there is a need for the researcher to consult with other research associates, or
professionals, researchers are to disclose information only to the extent that is necessary
to achieve the purpose(s) of the consultation.
d. Disclosure of confidential information without consent of the participant is only
permitted for valid circumstances such as:
i. when an inmate discloses information that could endanger himself or
others;
ii. when the information disclosed by an inmate might breach prison
security or cause hurt to himself or other inmates;
iii. when the inmate discloses information that could assist in an ongoing
investigation;
iv. when the information is subpoenaed by the Court of Law.
Withdrawal and Termination of Research
46.

SPS reserves the right to terminate the study by the researcher if he/she is found to have

violated code of ethics or institutional rules.
47.

Should the researcher decide to withdraw the study or is being prohibited from

conducting research in SPS, he/she should return to SPS all the collected data (raw and
analysed) and hard copy of the signed consent forms. The researcher is not allowed to use the
collected data for any purpose without seeking prior approval from the SPS. Failure to comply
with the terms and condition listed here is considered a breach of the OSA and is a chargeable
offence.
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ANNEX A: RESEARCH PROCESS FLOW
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ANNEX B: Letter of Undertaking (LOU) Template
(Title of Study)
LETTER OF UNDERTAKING
I, _____________________________________ (Name) of ______________ (NRIC),
understand and agree to abide by the following:
A. It is my responsibility as a researcher to ensure adherence to the instructions and ethical
guidelines stated in the Researcher’s Manual.
B. I declare that there is no existing or potential conflict of interest for any of the
researchers participating in this research study.
C. I acknowledge that approval of the research is given for the specific research question
and methodology listed in the submitted proposal. Any changes to the design and
methodology must be made known to CRB and may require a new approval before
proceeding.
D. I will behave appropriately at all times while conducting the study. Appropriate
behaviours of a researcher in prison include:
i.
No conveying of any messages for inmates to outside parties.
ii.
No disruption of the institution’s security, operations and smooth functioning.
iii.
Dressing and acting with decorum while conducting research.
E. Any research conducted will be subjected to the conditions specified by the institutions.
F. No video or audio recording is allowed unless prior approval is obtained.
G. I will promptly report any unexpected or serious adverse events, unanticipated
problems or incidents that may occur in the course of the research.
H. I will safeguard any official information obtained from the SPS during the course of
my research.
I. Any information or data collected through the course of the study can only be used for
the purpose(s) stated in the research proposal.
J. All data collected as part of the study belongs to SPS.
i.
One copy of all signed consent forms by participants will be returned to CRB
for storage.
ii.
A de-identified soft copy of data for analysis purposes may be retained by the
researcher and upon completion of the study.
K. At the end of the study, I may be asked to present the findings of the study.
15
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L. I will seek authorization from SPS before any findings are published or released.
Consent will be given based on the sensitivity of the findings and its implications for
SPS. Examples of publications include:
i.
Submission to the university library
ii.
Journal publications
iii.
Presentation of research findings at conferences
iv.
Use of research in a collaborative fashion
M. If research is done in fulfilment of a degree (e.g. Bachelors, Masters, PhD), approval of
this research is given on the condition that my educational institution will only grade
the thesis after vetting by SPS. Thesis will be vetted for sensitive information and to
ensure accurate reporting of any findings. Examples of sensitive information include:
i.
Information with racial and religious overtones
ii.
Information that may compromise the operations of the institution
iii.
Information that may allow identification of inmates
N. A soft copy of the final research report must be submitted to CRB at the end of the
study.
O. Should I decide to discontinue the research at any point in time, I will notify CRB in
writing. In addition, the following must be adhered to:
i.
All data gathered as part of the study will be surrendered to SPS and I will not
be allowed to retain any hard or soft copies of the data.
ii.
All resources extended must be returned immediately.
iii.
I will be prohibited from using or disseminating any findings gained from the
study.
P. I understand that failure to comply with any of these requirements may result in the
suspension or termination of the research.

Name & Signature of
Researcher

NRIC Number

Date

Name & Signature of
Researcher’s Supervisor

NRIC Number/
Staff ID Number

Date

Name and Designation of SPS
Research Coordinator

Signature

Date
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ANNEX C: Official Secrets Act (OSA) Template
UNDERTAKING TO SAFEGUARD OFFICIAL INFORMATION
My attention has been drawn to the Official Secrets Act (Chapter 213, Revised Edition,
1985) and in particular to Section 5 thereof which relates to the safekeeping of official
information.
1.

I understand and agree that all official information acquired by me in the course of my

work and consultancy with any government department, statutory board, or government-owned
company is strictly confidential in nature, and is not to be published or communicated by me
to any unauthorised person in any form at any time, without the official sanction of the relevant
Permanent Secretary or the Chief Executive Officer of the statutory board or governmentowned company.
2.

I further understand and agree that any breach or neglect of this undertaking may render

me liable to prosecution under the Official Secrets Act.

…………………………..
(Signature of OFFICER)

…………………………..
(Full name in BLOCKS)

…………………………..
(Designation)

…………………………..
(Ministry/Department)

…………………………..
(Date)

…………………………..
(Signature of WITNESS)

…………………………..
(Full name in BLOCKS)

…………………………..
(Designation)

MHA / PRISONS
…………………………..
(Ministry/Department)

…………………………..
(Date)
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Official Secrets Act Section 5
Wrongful communication, etc., of information
5.—(1) If any person having in his possession or control any secret official code word,
countersign or password, or any photograph, drawing, plan, model, article, note, document or
information which —
(a) relates to or is used in a prohibited place or anything in such a place;
(b) relates to munitions of war;
(c) has been made or obtained in contravention of this Act;
(d) has been entrusted in confidence to him by any person holding office under the
Government; or
(e) he has obtained, or to which he has had access, owing to his position as a person
who holds or has held office under the Government, or as a person who holds, or has
held a contract made on behalf of the Government or any specified organisation, or as
a person who is or has been employed under a person who holds or has held such an
office or contract,
does any of the following:
(i) communicates directly or indirectly any such information or thing as aforesaid to
any foreign Power other than a foreign Power to whom he is duly authorised to
communicate it, or to any person other than a person to whom he is authorised to
communicate it or to whom it is his duty to communicate it;
(ii) uses any such information or thing as aforesaid for the benefit of any foreign Power
other than a foreign Power for whose benefit he is authorised to use it, or in any manner
prejudicial to the safety or interests of Singapore;
(iii) retains in his possession or control any such thing as aforesaid when he has no right
to retain it, or when it is contrary to his duty to retain it, or fails to comply with all
lawful directions issued by lawful authority with regard to the return or disposal thereof;
(iv) fails to take reasonable care of, or so conducts himself as to endanger the safety or
secrecy of, any such information or thing as aforesaid,
that person shall be guilty of an offence.
[27/2001]
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(2) If any person receives any secret official code word, countersign, password, or any
photograph, drawing, plan, model, article, note, document or information knowing, or having
reasonable ground to believe, at the time when he receives it, that the code word, countersign,
password, photograph, drawing, plan, model, article, note, document or information is
communicated to him in contravention of this Act, he shall be guilty of an offence unless he
proves that the communication to him of the code word, countersign, password, photograph,
drawing, plan, model, article, note, document or information was contrary to his desire.
(3) In any proceedings against a person for an offence under this section, where it is proved
that that person is or has been in the employment or service of any foreign Power or government
in breach of any undertaking which he has made with the Government or any specified
organisation, he shall be deemed to be in possession or control of such information or thing as
is referred to in subsection (1) and to have unlawfully communicated that information to a
foreign Power or to have used that information or thing in a manner prejudicial to the safety or
interests of Singapore.
[27/2001]
(4) In subsection (3), “undertaking” means any undertaking in writing which a public officer
or any other person has made with the Government or any specified organisation whereby the
officer or person undertakes not to serve or be employed by any foreign Power or government
within a specified period after his retirement or resignation from the public service or that
specified organisation or otherwise unless he has obtained the prior approval of the
Government or that specified organisation.
[27/2001]

RESTRICTED
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ANNEX D: Letter of Approval (LOA) Template (Primary Data Collection)

(SPS Research Coordinator Tel No.)
(SPS Research Coordinator Fax No.)
(SPS Research Coordinator Email)
(Date)

Dear (Name),
(Study Title)
1. Approval has been granted for the above mentioned research study.
2. Information gathered from the study may only be used in the partial fulfilment of the
(Degree Name) in (School). Approval has been granted for the following research activities
from (Start Date – End Date).
a. Conducting a study on (Sample).
b. Administration of the following questionnaires and collection of information.
i. Questionnaires
1.
ii. Demographic Information
1.
c. Data collection via the use of the questionnaires (Location).
d. All completed questionnaires must be returned to Correctional Research Branch for
storage purposes.
i. The researcher will retain a de-identified soft copy of data for analysis.
3. (delete as appropriate) (Data + Background of Data). Access to the following data fields
has been granted:
a. (Data Variables)
4. Please note that you are to abide strictly to the following conditions of conducting research
in prison as stated below:
a. Any deviation from the protocol specified above must be approved by the
Correctional Research Branch prior to implementation.
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b. The studies conducted will be subjected to the conditions specified by the institution
and must not disrupt the security, operations, and smooth functioning of the
institutions.
c. All participants must be briefed on the purpose and voluntary nature of the study
before its commencement.
d. Written consent must be sought from participants prior to the commencement of
data collection. Any information provided by the participant is contingent upon his
voluntary consent.
e. All completed consent forms must be returned to the Correctional Research Branch,
Psychological and Correctional Rehabilitation Division, Singapore Prison Service.
i. All written consent forms by participants must be separated from
questionnaires to ensure confidentiality of data collected.
f. The information provided and collected is strictly confidential and should be used
solely for research purposes only.
g. No video and/or audio recording is allowed unless prior approval has been obtained.
h. Should the study be terminated, all resources provided by prisons must be
immediately returned and any data derived as part of the study must be surrendered.
i.

Authorisation from the Correctional Research Branch must be sought before any
findings are published or released.
i. Prisons must be allowed to vet the contents of the final copy of the thesis
prior to submission for marking. Vetting is to ensure that information
gathered is reported accurately and used for the intended purposes outlined
in this approval.

j.

A hard and soft copy of the report must be submitted to the Correctional Research
Branch, Prisons Headquarters at the following address:
Correctional Research Branch,
Singapore Prison Service Headquarters
407 Upper Changi Road North
Singapore (507658)

5. Should you find any of the terms unclear, please do not hesitate to contact the following
for clarification:
(SPS Research Coordinator Name)
(SPS Research Coordinator Designation)
Correctional Research Branch
Singapore Prison Service
(SPS Research Coordinator Tel No.)
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(SPS Research Coordinator Email)
Yours sincerely,

(SAD CRB Name)
Senior Assistant Director
Correctional Research Branch
Singapore Prison Service
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ANNEX E: Letter of Approval (LOA) Template (Secondary Data Request)

(SPS Research Coordinator Tel No.)
(SPS Research Coordinator Fax No.)
(SPS Research Coordinator Email)
(Date)

Dear (Name),
(Study Title)
1. Approval has been granted for the data requested in the above mentioned research study.
2. The data provided was originally collected (Background of Data). Information gathered
from the study may only be used in the partial fulfilment of the (Degree Name) in (School).
Approval has been granted for the following research activities from (Start Date – End
Date).
a. Data Variables
3. Access to the data has been granted to yourself (Name) and your supervisor (Name).
4. Please note that you are to abide strictly to the following conditions associated with the use
of data:
a. You undertake to store the information in a secure manner.
b. The information provided is strictly confidential and should be used solely for
fulfilment for the above mentioned study.
c. Any findings from the study are jointly owned by and must be shared with the
Singapore Prison Service.
d. Authorisation from the Correctional Research Branch must be sought before any
findings are published or released.
i. Prisons must be allowed to vet the contents of the final copy of the thesis
prior to submission for marking. Vetting is to ensure that information
gathered is reported accurately and used for the intended purposes outlined
in this approval.
e. A hard and soft copy of the report must be submitted to the Correctional Research
Branch, Prisons Headquarters at the following address:
Correctional Research Branch,
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Singapore Prison Service Headquarters
407 Upper Changi Road North
Singapore (507658)

5. Should you find any of the terms unclear, please do not hesitate to contact the following
for clarification:
(SPS Research Coordinator Name)
(SPS Research Coordinator Designation)
Correctional Research Branch
Singapore Prison Service
(SPS Research Coordinator Tel No.)
(SPS Research Coordinator Email)
Yours sincerely,

(SAD CRB Name)
Senior Assistant Director
Correctional Research Branch
Singapore Prison Service
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