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Staff & PGR Template
Participant Information Sheet
Delete all advisory text and optional questions that do not apply – these are designed to make you consider lots of different scenarios and not all will be relevant to your research. 
Your Participant Information Sheet should be concise and encourage potential participants to read it in full. Participants should be given a copy to take away.
1. Research Project Title
2. Background, aims of project
Briefly describe who you are and what you are doing.
SUGGESTED TEXT: We would like to invite you to take part…
3. Why have I been invited to take part?
SUGGESTED TEXT: You have been invited because…
4. Do I have to take part?
SUGGESTED TEXT: No. You do not have to take part. 
SUGGESTED TEXT: If you do decide to take part, you can withdraw your participation at any time without needing to explain and without penalty by advising the researcher of this decision. 
Please consider what will happen to data if a participant withdraws and justify your choice in your application form 
SUGGESTED TEXT:  If you withdraw we will not collect any more data from you. However, any data collected up until the point that you withdraw will be kept and used in the data analysis.
[OR]
You can also withdraw your data within [ADD AS APPROPRIATE: timeframe]. To withdraw your data email [X University email address of researcher] with [X this number] that identifies your data.
SUGGESTED TEXT: You will be given this information sheet to keep and be asked to [DELETE AS APPLICABLE: sign a consent form/confirm your consent orally/complete an electronic consent form].
5. What will happen if I take part?
Make sure the participant knows what is expected of them.
SUGGESTED TEXT: You will need to complete [x] questionnaires/interviews
SUGGESTED TEXT: The [DELETE AS APPROPRIATE: questionnaire/interview/sampling] should take approximately [minutes/hours].
SUGGESTED TEXT: You will be asked to return [x] number of times
Where will the study take place?
Will/Will not be follow up visits?
6. Are there any potential risks in taking part?
SUGGESTED TEXT: There are no foreseeable risks in taking part.
SUGGESTED TEXT: The following risks are involved in taking part….
SUGGESTED TEXT: To help prevent these risks the researchers will…..
7. Are there any benefits in taking part?
SUGGESTED TEXT: There will be no direct benefit to you from taking part in this research OR There will be no payment for taking part in this project.
SUGGESTED TEXT: The benefits of taking part are:   List benefits
OR SUGGESTED TEXT: You will receive [x amount/voucher/token/gift] for [taking part/reasonable travel costs/meals/childcare]
8. OPTIONAL What will happen to any samples I give? [dependent on the nature of your study]
We will use your samples to…..
9. ESSENTIAL IF COLLECTING PERSONAL INFORMATION: Legal basis for processing personal data
REQUIRED TEXT: As part of the project we will be recording personal data relating to you.  This will be processed in accordance with the General Data Protection Regulation (GDPR).  Under GDPR the legal basis for processing your personal data will be public interest/the official authority of the University.
[REQUIRED TEXT/IF APPLICABLE]: We will also be processing your sensitive/special categories of personal information relating to your [health/political/religious beliefs/sexual life/genetic data] for research purposes in the public interest. 
These are the most likely legal justifications under GDPR but if in doubt these should be checked with the data protection team data.protection@stir.ac.uk. Note that the legal justification under GDPR should not be consent.
10. What happens to the data I provide? [examples of text – pick the most applicable]
SUGGESTED TEXT: The research data will be kept anonymous using….
SUGGESTED TEXT: Personal/confidential information will be stored anonymously using….
SUGGESTED TEXT: The [researcher/research team/ supervisor/ collaborators/ translators/ transcribers] will have access to personal/sensitive data/research data (but will have signed a confidentiality agreement – for assistance with confidentiality agreements please contact the Contracts Team contracts@stir.ac.uk). If personal details are being shared with third parties their details MUST be included.
[REQUIRED/IF APPLICABLE]: Your personal data will be transferred to a country outside the EU, the following safeguards are in place to ensure your personal data is protected in accordance with the General Data Protection Regulation (GDPR).
REQUIRED TEXT: Your personal data will be kept for [x length of time] on [Research Drive – a secure data centre on the Stirling campus] and then will be [e.g. securely destroyed/lodged in DataSTORRE].
[OPTIONAL/IF APPLICABLE] We will ask all participants for their permission to use direct quotes.
Where, due to the nature of the research, it may not be possible to safeguard the confidentiality of the data – reasons should be stated and the consequences for the participant should be explained. 
Be clear with participants the circumstances under it would be necessary to break confidentiality. Within UK law, obligations to disclose exist in relation to child protection offences, the physical abuse of vulnerable adults, money laundering and crimes covered by the prevention of terrorism legislation. 
11. [OPTIONAL/IF APPLICABLE] Recorded media
Participant’s permission must be obtained to record their activities on audio or video media. You must provide a clear explanation of how these will be used. 
If the recordings will form part of a publication/broadcast or be deposited in an archive a separate release form should be prepared for each item used. [Sample release forms are available here]
12. [OPTIONAL/IF APPLICABLE] Future uses of the data
SUGGESTED TEXT: Due to the nature of this research, it is very likely that other researchers may find the data to be useful in answering other research questions. We will ask for your explicit consent for your data to be shared in this way and, if you agree, we will ensure that the data collected is untraceable back to you before letting others use it. (Consider whether you are able to make this guarantee)
13. Will the research be published?
SUGGESTED TEXT: The research may/will be published in [insert journal/website etc]. You will/will not be identifiable in any report/publication
Where will the participants be able to access a copy of the published results?
Where will the results be presented? At conferences/in journal articles/workshops/mass media?
SUGGESTED TEXT: The University of Stirling is committed to making the outputs of research publically accessible and supports this commitment through our online open access repository STORRE. Unless funder/publisher requirements prevent us this research will be publicly disseminated through our open access repository. 

14. [OPTIONAL/IF APPLICABLE]: Who is organising and funding the research?
SUGGESTED TEXT: [x] is sponsoring/funding this research
15. Who has reviewed this research project?
SUGGESTED TEXT: The ethical approaches of this project have been approved via The University of Stirling [Delete as appropriate: General University Ethics Panel/NHS, Invasive & Clinical Research Ethics Committee/ Animal Welfare and Ethics Review Body].
16. ESSENTIAL IF COLLECTING PERSONAL INFORMATION: Your rights
REQUIRED TEXT: You have the right to request to see a copy of the information we hold about you and to request corrections or deletions of the information that is no longer required.  
[bookmark: _GoBack]You have the right to withdraw from this project at any time without giving reasons and without consequences to you.  You also have the right to object to us processing relevant personal data however, please note that once the data are being analysed and/or results published it may not be possible to remove your data from the study.
17. Who do I contact if I have concerns about this study or I wish to complain?
SUGGESTED TEXT: If you would like to discuss the research with someone……
You must give the participants your contact details (i.e. your University email address), and if applicable, those of your supervisor. You must include the name and University email address of somebody not directly involved with the study (e.g. Head of Division) in case of complaint. 
ESSENTIAL IF COLLECTING PERSONAL INFORMATION: REQUIRED TEXT: You have the right to lodge a complaint against the University regarding data protection issues with the Information Commissioner’s Office (https://ico.org.uk/concerns/).
The University’s Data Protection Officer is Joanna Morrow, Deputy Secretary.  If you have any questions relating to data protection these can be addressed to data.protection@stir.ac.uk in the first instance.
SUGGESTED TEXT: You will be given a copy of this information sheet to keep.
SUGGESTED TEXT: Thank you for your participation.
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