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PARTICIPANT INFORMATION SHEET TEMPLATE

**The participant information sheet, covering letter or leaflet should be printed/ or provided on  paper featuring the University of Sussex logo, with full contact details of the lead researcher and should normally contain the following information:
** 

**PLEASE DELETE THE SECTIONS OF THIS TEMPLATE WHICH ARE NOT RELEVANT TO YOUR STUDY**
Study title

**The title should be simple and self-explanatory to a lay person.
**
Invitation paragraph

**This should explain that the individual is being asked to take part in a research study. The following is an example of how this may be phrased:**
'You are being invited to take part in a research study. Before you decide whether or not to take part, it is important for you to understand why the research is being done and what it will involve. Please take time to read the following information carefully'.

What is the purpose of the study?

**The background and the aim of the study should be given here. You should say how long the study will run and outline the overall design of the study.**
Why have I been invited to participate?

**You should explain how the individual was chosen to take part in the study and how many other people will be asked to participate.**
Do I have to take part?

**You should explain that taking part in the research is entirely voluntary. For example, you could say: -

'It is up to you to decide whether or not to take part. If you do decide to take part you will be given this information sheet to keep and be asked to sign a consent form. If you decide to take part you are still free to withdraw at any time and without giving a reason'. **
**If your study involves the recruitment of students or pupils you must explain that by choosing to either take part or not take part in the study will have no impact on their marks, assessments or future studies.**
What will happen to me if I take part?

**You should explain your methods of data collection, including what the individual will be asked to do and how much time will be involved.**
What are the possible disadvantages and risks of taking part? (where appropriate)

**You should describe any disadvantages or 'costs' involved in taking part in the study, including the time involved.**
What are the possible benefits of taking part?

**You should outline any direct benefits for the individual and any other beneficial outcomes of the study, including furthering our understanding of the topic.**
Will my information in this study be kept confidential?

**You should explain that all information that enables the individual to be identified (‘personal data’) will be kept strictly confidential (subject to legal limitations) and describe how confidentiality, privacy and anonymity will be ensured in the collection, storage and publication of research material.
If you will be processing any personal data, the participant should be informed about how their data will be used, who it will be shared with, how long it will be kept for and what safeguards will be in place to ensure it is secure. You will need to provide as much detail as possible if you are processing special category personal data
 

Even where the outputs of the research will be anonymous (i.e. any personal data will be removed), this information must still be provided to participants and all the requirements of the data protection legislation will apply to the processing of their personal data.** 

If your research project involves the use of a UoS approved video conferencing platform then you need to include the following statement – ‘This research project involves the use of UoS MS Teams and/or UoS Zoom. Details of the platform’s privacy notice can be found here: MS Teams Privacy Policy/Zoom Privacy Policy [*delete as appropriate.]  All data collected will be stored securely on a University of Sussex managed system’.
**If it is a condition of your research funding that the research data must be shared and stored in a repository, you must explain how the data will be stored (for example with the Economic and Social Data Service or the UK Data Archive) and explain it will be anonymised.**
What should I do if I want to take part?

**Explain exactly how the participant should provide their consent to participate in  the study.** 

What will happen to the results of the research study?

**You should tell the individual what will happen to the results of the research. Will they be used in your dissertation or thesis? For what degree? Will they be published? How can they obtain a copy of the published research? How long will any data be retained after collection?

[If not defined by the funder or other relevant stakeholder, the University’s Records Management Policy and Master Records Retention Schedule should be used for reference.] **
Who is organising and funding the research?

**You should explain that you are conducting the research as a student or member of staff at University of Sussex and also provide the name of your School. You should also state the organisation that is funding the research (e.g. Economic and Social Research Council, Nuffield Foundation, Wellcome Trust, etc) if appropriate.**
Who has approved this study?

**You may state that the research has been approved by the [Social Sciences & Arts OR Sciences & Technology] Cross-Schools Research Ethics Committee (C-REC) or through the School of [insert your School name here] ethical review process (whichever is applicable). Please also indicate the ethical review application number of the study (e.g. ER/AA01/1)**
Contact for Further Information

Add the following text and adapt accordingly – ‘If you have any concerns relating to this project please contact (add your name and UoS email and your supervisors name and UoS email) and/or the Chair of the Science and Technology Cross Schools Research Ethics Committee, (crecscitec@sussex.ac.uk or the Chair of the Social Sciences and Arts Cross Schools Research Ethics Committee (c-recss@sussex.ac.uk)’ *delete as appropriate
Insurance

** Please also add the following sentence to inform research participants about our insurance provision “The University of Sussex has insurance in place to cover its legal liabilities in respect of this study.”**

Thank you

**Remember to thank the individual for taking time to read the information sheet.**
Date

**The information sheet should be dated. The title, version number and date should also feature in the footer of this document**
� If the lead researcher is a student, contact details of the supervisor shall be provided. Staff applicants should either give contact details of the Research Governance Officer (� HYPERLINK "mailto:rgoffice@sussex.ac.uk" �rgoffice@sussex.ac.uk�) of the Chair of the approving C-REC (� HYPERLINK "http://www.sussex.ac.uk/staff/research/governance/contacts_sreos_committees" ��http://www.sussex.ac.uk/staff/research/governance/contacts_sreos_committees�)


� The Participant Information Sheet should be clear and unambiguous and written in jargon-free language appropriate for all potential participants


� As a researcher, two principles are important here. Firstly the ‘Common law duty of confidentiality’ by which all participants, unless specifically informed otherwise can expect that the researcher will treat what they have received with confidentiality. Secondly, the requirements of � HYPERLINK "http://www.sussex.ac.uk/ogs/policies/information/dpa" ��data protection legislation� that apply to all types of personal data that are processed. Failure to act in accordance with the principles and requirements of either may be considered research misconduct.


� ‘Special category data’ includes information about an individual’s racial or ethnic origin, political opinions, religious or philosophical beliefs, trade union membership, and the processing of genetic data, biometric data (where used for ID purposes), data concerning health, or data concerning a person’s sex life or sexual orientation.
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