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INFORMATION SHEET FOR PARTICIPANTS  [TEMPLATE. Note to researchers: this is only a template, and you may change the wording to suit your personal style and that of the participants. However, it is important that you give participants enough information to make a properly informed decision; the bullets highlighted in yellow are intended to help you consider what information participants need to make that decision.]  
Research Ethics Committee Reference Number: [to be inserted once approval has been granted]
YOU WILL BE GIVEN A COPY OF THIS INFORMATION SHEET

[Title of Research: this can be a provisional title, in which case please state this in the heading]
I would like to invite you to participate in a research project for [WHAT].  Before you decide whether you want to take part, I would like you to understand why the research is being done and what your participation will involve.  Please do take time to read the following information carefully and discuss it with others if you wish or ask me if you would like more information.

Purpose 

· Explain here why you are undertaking the research:

· What is it FOR?

· What you plan to do with it.
Approach and Method 

· Explain here how you are collecting and analysing data, e.g. (and this list is NOT comprehensive: it will depend on the nature of your research):

· Interviewing?

· Self-administered questionnaire plus interview?

· Who will be present?

· Will you be recording (in which case you must state ‘With your permission, I would like to record our interview’)

· What will you be covering?

· Why have you approached this participant?

· How many people will you be speaking with and in how many/what kind of organisations?

· Who else will see the transcripts and/or hear the interviews?

· How long are you keeping the data for?

Maintaining Anonymity and Confidentiality
Here explain:

· How will you maintain anonymity (e.g. changing name of interviewee, employee, other identifying details?)

· To what extent can you guarantee anonymity and confidentiality (this will depend on both the approach – e.g. number of participants – and what you want to be able to do – e.g. specify ‘respondent from large building society’)

· Who will see the final report? Will it be published? If so where?

· What personal data will you be holding about the person? 
If you do decide to take part I shall give you this information sheet to keep and will ask you to sign a consent form. If you would like to discuss this or contact me please could you do so via: [e-mail]
Please do note that there is no compulsion to take part and, if you do decide to participate, you are still free to withdraw your data from the project at any time up until it is transcribed for use in the final report without giving a reason. This will be [x weeks] after the date of our interview [insert words to this effect].
Very many thanks for your interest in this project!
[insert who they can contact other than you as researcher if things go wrong: e.g. line manager, supervisor]

[Your name here]

_____________________________________________________
