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How do I know if INSTITUTIONAL PERMISSION is required? 
 
 
  SECTION 8 [Gatekeeper permission]   

• Obtaining Institutional Permission from Stellenbosch University:  Kindly note that, if you 
intend to obtain any type of data from Stellenbosch University (SU) or if you intend to invite SU 
students and/or staff members to participate in your research, you’ll need to apply for institutional 
permission at SU’s Division for Information Governance before you can start with your data 
collection.  You will need to submit a separate application (click HERE) in order to obtain institutional 
permission from the Division for Information Governance (IG).  The approval process takes 
approximately 2 - 6 weeks, and you can send an email to permission@sun.ac.za if you have any 
queries.   
NB:  The ethics application form will require you to submit proof of institutional permission 
clearance and, in turn, the institutional permission application form will require you to submit proof 
of ethics clearance.  When completing your ethics application form, you can upload a screenshot of 
the email that you’ve received from the Division for Information Governance, to prove that you have 
indeed applied for institutional permission.  Alternatively, when completing your institutional 
permission application form, you can include your ethics application reference number (e.g. ING-
2023-56278), to prove that you have indeed applied for ethics clearance.  By doing it this way, it will 
not affect the outcome of one application process if, for some reason, the other application 
processes is delayed.  

• Obtaining Institutional Permission from the Western Cape Education Department 
(WCED):  Kindly note that, if you intend to invite public schools in the Western Cape to participate 
in your research, you’ll need to apply for institutional permission at the Western Cape Education 
Department (WCED) before you can start with your data collection (this does not apply to private 
schools, though).  You will need to submit a separate online application in order to obtain 
institutional permission from the WCED (please click on THIS link to complete the online application 
form).  The approval process takes approximately 2 - 4 weeks, and you can send an email to Mr 
Meshack Kanzi (Meshack.Kanzi@westerncape.gov.za) or contact him at 021 021 467 9272 if you 
have any queries.  

• Obtaining Institutional Permission from the National Department of Health 
(NDoH):  Kindly note that, if you intend to invite provincial/public/state hospitals or clinics to 
participate in your research, you’ll need to apply for institutional permission at the National 
Department of Health (NDoH) before you can start with your data collection (this does not apply to 
private hospitals or clinics).  You will need to submit a separate application in order to obtain 
institutional permission from the NDoH (please click on THIS link to complete the application form 
via the National Health Research Database (NHRD) website).  This website requires an ethics 
approval number (e.g. ING-2023-11011) before the application can be submitted, which means that 
you will first need to submit your ethics application via Infonetica, then wait for ethics clearance to 
be granted by the FESC or the REC, and only then will you be able to apply for institutional 
permission via the NHRD website.  The approval process takes approximately 4 – 6 weeks, and 
you can click on THIS link to access the Researcher Manual, and on THIS link to access the FAQ 
section.   

o Once the NDoH has provided you with written letter of permission on a company letterhead, 
the signed Permission Letter needs to be uploaded to your ethics application 
form.  However, you will only be able to upload this letter to your application 
form after you’ve received a formal letter of ethics clearance from the Research Ethics 
Committee (REC).  To upload the permission letter, you’ll need to create a “Documentation 
Form” (follow the steps in THIS manual, but please select the “Documentation Form” as 
opposed to the “Amendment Form” as depicted in this manual).  Once you have created the 
“Documentation Form”, you’ll be able to upload the signed institutional permission letter, 
and thereafter both you and your supervisor will need to sign your ethics application form, 
so that the system can automatically submit your application to the REC.    

o Kindly note that you will need to wait until you receive a written Permission Letter from the 
NDoH before being able to start with your data collection (i.e. the conducting of interviews, 

https://servicedesk.sun.ac.za/jira/plugins/servlet/theme/user/login?destination=portal%2F1
http://www.sun.ac.za/english/InformationGovernance/services/access-to-information/access-to-information-for-research-and-other-purposes
mailto:permission@sun.ac.za
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwcedapps.westerncape.gov.za%2Fresearch%2Findex.php&data=05%7C01%7C%7Ceae6bfd8d43e4e58c32508db82b90f07%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C638247503560001512%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=0igPY7YJzQqiM3hiWlQHq2e%2Bt%2BsZaBgmEml72zF5oVQ%3D&reserved=0
mailto:Meshack.Kanzi@westerncape.gov.za
https://eur03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fnhrd.hst.org.za%2FProposal%2FSelectCommittee&data=05%7C01%7C%7Ceae6bfd8d43e4e58c32508db82b90f07%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C638247503560001512%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=IS5hgmu8cJjP61471tRWPDD0dVBVWXGaDn%2Bah%2F9pQaE%3D&reserved=0
http://www.sun.ac.za/english/research-innovation/Research-Development/Pages/Electronic-Application-Process.aspx
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnhrd.hst.org.za%2FDownloads%2FResearcher%2520Manual%2520(NDOH%25202017).pdf&data=05%7C01%7C%7Ceae6bfd8d43e4e58c32508db82b90f07%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C638247503560001512%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=JL7HlTneZtzp5gxVaWBP5jwcfOx3saJ35pKSWhnAGyw%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnhrd.hst.org.za%2FHome%2FFAQ&data=05%7C01%7C%7Ceae6bfd8d43e4e58c32508db82b90f07%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C638247503560001512%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Jrg9pawvPV%2B5g4IxkWtlOyG6idGatsi4WrBIRxq4BZU%3D&reserved=0
http://www.sun.ac.za/afrikaans/faculty/eng/Documents/Ethics%20Applications/MISC/How%20to%20create%20a%20sub-form%20(to%20upload%20the%20Permission%20Letter).pdf
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the distribution of online questionnaires, the collection of company data, etc) at any clinic 
and/or hospital.  However, if the clinic and/or hospital is privately owned, then the 
procedure is slightly different – as such, kindly let me know asap if you intend on inviting a 
private clinic and/or hospital to participate in your research.   

  
• Obtaining Institutional Permission from various outside institutions:  If you intend to invite 

the employees/members/customers/staff/students of a specific institution to participate in your 
research, it is absolutely vital that you apply for institutional permission at that institutional as soon 
as possible, seeing as the approval process can take a few weeks to finalise.   
Kindly note that it is necessary for written and signed gatekeeper (institutional) permission to be 
obtained (on an official letterhead) from an institution -   

o if you plan to obtain quantitative data from that institution (i.e. financial data, consumer 
demographics, statistical data, etc.) that is not in the public domain;   

o if the type of questions included in your Data Collection document require prospective 
participants to share specific institutional information (i.e. the name of the institution, how 
many employees work at that institution, what type of processes/procedures are followed by 
that institution – i.e. how they go about doing specific things, or any other information that 
is relevant to that specific institution);   

o if you have targeted a specific institution and would like to interview the 
employees/members/customers/staff/students of that specific institution (even if, for 
example, all the questions are geared towards the prospective participant’s personal opinion 
about things that are not in any way related to the institution itself), then the researcher 
would still need to apply for institutional permission in order to invite the 
employees/members/customers/staff/students of that particular institution to participate in 
the research.  

o In light of the above three points, kindly also note that there are only two instances where 
institutional permission is not required.  In both instances below, it is important to note that 
an informed consent form would still need to be signed by each participant before you start 
with your data collection.  Kindly also stipulate in your research proposal, in your application 
form, as well as in your informed consent form, that the prospective participants (as well as 
the institutions they represent) will not be identifiable in your research results.  If perhaps 
it does become necessary to identify the institutions, then institutional permission must be 
sought from these institutions before you report on, or publish, your research 
findings.  Institutional permission is not required:  

  if you plan to collect data from either the owner or the CEO of a particular institution 
(i.e. this does not apply to managers or any other employees employed by that 
institution); and/or 

  if you plan on interviewing individuals as experts in their own right (i.e. not as 
representatives of the institution they work for) and if, at the same time, you are not 
going to obtain any information about the institution they work for (i.e. their company 
processes/procedures/policies, or how they go about doing specific things, or any other 
information that is relevant to their particular institution).  PS:  Individuals as experts in 
their own right can be defined as subject-matter experts, where the institution they 
work for is completely incidental to your research – i.e. it makes no difference who their 
employer is, or which company they work for, as long as they are subject-matter 
experts. 

 NB:  Based on the section marked in green above, please follow these instructions step-by-
step (where applicable): 

• Question 8.1:  Please identify the gatekeepers (i.e. institutions/organisations) you need permission 
from. If many institutions/organisations will be approached for this study, please click on “add 
another” to add more institutions/organisations. 

o Question 8.1.1:  Please list the names of all the institutions/organisations you would need 
to obtain permission from.  NB:  Kindly note that your application can unfortunately not be 
accepted unless your “Application Letter for Institutional Permission” (see below) 
contains all the relevant contact details (i.e. name, telephone number, email address) of the 
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person in charge of granting you the necessary permission at that particular institution.  If 
you are not 100% sure which institutions will participate in your research, then you will 
need to fully complete and upload at least one “Application Letter for Institutional 
Permission” before you can sign your application form.  NB:  Where applicable, please also 
ensure that you clearly stipulate here that you’re not exactly sure at this stage which other 
institutions will participate in your research, but that you’ll most definitely obtain written 
institutional (gatekeeper) permission from the relevant institution BEFORE you start with 
your data collection at that particular institution.  

o Question 8.1.2:  Please select the “NO” option for this question (would seeking permission 
from gatekeepers jeopardise access to data/participants). 

o Question 8.1.3:  Please select the “NO” option for this question (have you obtained 
permission from the relevant organisations/authorities). 

o Question 8.1.6:  Please attach the “Application Letter for Institutional Permission”.  In 
order to help you save time in this regard, we’ve created Template 4 (Application Letter for 
Institutional Permission) and Template 6 (Permission Letter), which you can download in 
order to create the necessary documents required for obtaining institutional 
permission.  Please refer to the “Templates” section towards the end of this email, where 
you’ll find a link for Template 4 and Template 6.  

o Template 4 (Application Letter for Institutional Permission): 
 Please refer to the “Templates” section towards the end of this email, where you’ll 

find a web link for Template 4 (i.e. the “Application Letter”).  
 Template 4 should be customised before emailing it to the relevant institution.  As 

such, please complete all the sections marked in yellow in Template 4, including the 
specific name, telephone number and email address of the person in charge of 
granting you the necessary institutional permission.  Please also let them know that 
you’ve included a copy of the survey/interview questions at the end of the 
document, or that you’ll include these interview questions as an attachment to your 
email.  NB:  Please attach all of your “Data Collection” documents, detailing the 
type of questions you’ll be asking, before sending the completed “Application Letter” 
to the relevant institution – alternatively, you can copy and paste all your interview 
questions at the end of your document, so that it forms one long combined 
document. 

 Once you’ve completed all the sections marked in yellow, you’ll then need to email 
the completed version of Template 4 (i.e. the “Application Letter”) as soon as 
possible to the person in charge of granting you institutional permission – preferably 
either the MD, CEO or owner of the company.   

 Once you’ve emailed the Application Letter to the responsible person at the relevant 
insitution, you’ll need to upload the Application Letter to this section of your 
application form.  Please note that, at this stage, you only need to upload the 
“Application Letter” to this section of your application form, i.e. you don’t need to 
upload the signed “Permission Letter” (unless, of course, you’ve already received 
it).   

 Please ensure that a separate Application Letter is created (and uploaded to this 
section of your application form) for each and every participating institution. 

 Please also add a copy of your Data Collection document/s directly below your 
Application Letter for Institutional Permission.  This means that your Application 
Letter will become quite lengthy, but it is much safer to do it this way, seeing as the 
institution will then be 100% sure of what type of company-related questions are 
included in the interview/survey with its employees.  Please also include the 
following sentence (or something to this effect) in your Application Letter for 
Institutional Permission:  “For your information, kindly refer to the company-related 
questions below, which will form part of the interview/questionnaire.”     
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o Template 6 (Permission Letter):   

 The relevant institution then needs to provide you with a signed Permission Letter 
(on an official letterhead) in order to indicate that they have read your Application 
Letter, and that they have given you permission to go ahead and start with your 
data collection at their institution. 

 Please refer to the “Templates” section towards the end of this email, where you’ll 
find a web link for Template 6 (i.e. “Permission Letter”).  

 Template 6 should be customised before emailing it to the relevant institution.  As 
such, please complete all the sections marked in yellow in Template 6, including the 
specific name, telephone number and email address of the person in charge of 
granting you the necessary institutional permission.  

 Once you’ve completed all the sections marked in yellow, you will need to email the 
customised version of Template 6 (i.e. the “Permission Letter”) as soon as possible 
to the person in charge of granting you institutional permission.  

 In your email addressed to the person in charge of granting you the institutional 
permission, ask them to complete all the sections marked in green in the 
customised version of Template 6 (i.e. the “Permission Letter). 

 It may take some time for the institution to provide you with their signed Permission 
Letter (which you’ll need before you can start with your data collection at their 
institution), so please note that you do not need to upload the customised version 
of Template 6 to this section of the application form.  You only need to upload the 
completed version of Template 4 (i.e. the “Application Letter”) to this section of the 
application form. 

 The person in charge of granting you institutional permission will need to complete 
all the sections marked in green, and thereafter he/she will need to send you an 
electronic copy of the completed and signed Permission Letter on a company 
letterhead.  

 If, by chance, you’ve been lucky and the relevant institution has already provided 
you with their signed Permission Letter by the time you’re ready to resubmit your 
application, then by all means – go ahead and upload the final Permission Letter to 
this section of your application form.  NB:  It is very important to note, however, 
that you don’t have to wait for the institution to provide you with a signed 
Permission Letter before you can resubmit your ethics application.  You can go 
ahead and resubmit your ethics application whilst you’re waiting for the institution 
to prepare their Permission Letter.  You will, however, need to wait for their signed 
Permission Letter before you can start with your data collection at that specific 
institution (i.e. the conducting of interviews, the distribution of online 
questionnaires, the collection of company data, etc).  

 If you haven’t yet received the signed Permission Letter by the time you’d like to 
resubmit your ethics application, then you’ll need to upload the signed Permission 
Letter to your application form at a later stage (further details in this regard will 
follow a bit later). 

  
  Templates   

• Click on the links below to access Template 1 to 9: 
  

o Template 1 - Written Consent 

o Template 2 - Electronic Consent 

o Template 3 – no longer applicable 

o Template 4 - Application Letter for Institutional Permission (only applicable if permission is 

sought from OUTSIDE institutions)  

http://www.sun.ac.za/english/research-innovation/Research-Development/Pages/REC-Documents.aspx
http://www.sun.ac.za/english/research-innovation/Research-Development/Pages/REC-Documents.aspx
https://eur03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.eng.sun.ac.za%2Fmedia%2Fsites%2F7%2FTemplate-4-Application-Letter-for-Institutional-Permission-SU.docx&data=05%7C01%7C%7Ceae6bfd8d43e4e58c32508db82b90f07%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C638247503560001512%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=fsf0W0QXQrpkY3GQce3MiDXUyuuYWan9eD3P2LSymCU%3D&reserved=0
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o Template 5 - Online Application for SU Institutional Permission (only applicable if permission 

is sought from Stellenbosch University) 

o Template 6 - Permission Letter (only applicable if permission is sought from OUTSIDE 

institutions) 

o Template 7 - Written Consent (Xhosa) 

o Template 8 - Electronic Consent (Xhosa) 

o Template 9 - NDA for Fieldworkers 

 

https://servicedesk.sun.ac.za/jira/plugins/servlet/theme/portal/1/create/3
http://www.sun.ac.za/afrikaans/faculty/eng/Documents/Ethics%20Applications/Templates/Template%206%20-%20Permission%20Letter.docx
http://www.sun.ac.za/afrikaans/faculty/eng/Documents/Ethics%20Applications/Templates/Template%207%20-%20Written%20Consent%20in%20Xhosa.docx
http://www.sun.ac.za/afrikaans/faculty/eng/Documents/Ethics%20Applications/Templates/Template%208%20-%20Written%20Consent%20in%20Xhosa.docx
https://eur03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.eng.sun.ac.za%2Fmedia%2Fsites%2F7%2FNDA-for-Field-Workers.docx&data=05%7C01%7C%7Ceae6bfd8d43e4e58c32508db82b90f07%7Ca6fa3b030a3c42588433a120dffcd348%7C0%7C0%7C638247503560001512%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=cUDIrG0uU75EhMCxJumlKWeFvu98agD3rt6ApTfHrko%3D&reserved=0

