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PARTICIPANT INFORMATION SHEET GUIDANCE
The form must be on Anglia Ruskin University headed notepaper or have the Anglia Ruskin University logo as the header.

Undergraduates and Masters students are strongly advised to use this as a template.  You need to consider the best way of informing research participants about your research study and also take into account inclusivity for participants who may require the information in alternative formats and any cultural differences if doing the research outside the UK.  
You are advised to show your participant information sheet to someone outside of your field to see if they are able to understand it and also to carry out a readability analysis, for example the Flesch Reading Ease Readability Formula, which is available at:

http://www.readabilityformulas.com/flesch-reading-ease-readability-formula.php
It is important to remember to use only clear and accessible language and only the most necessary technical terms.  Try and avoid the use of abbreviations, but if you do use them make sure you write the term in full in the first instance.  
You also need to adapt your participant information sheet for different participants, for example children of varying age groups.
Participants should be given a copy of the participant information sheet and consent form to keep.  Consent must be viewed as a process, during which you discuss the research with the participant.  Participants should usually be given as long as they need to decide whether to take part in the research, within the time-frame of recruitment for your study.  If there is any doubt that a participant can give fully informed, voluntary consent you must not proceed with the research.

If you are planning research with any participants aged 16 years of age and over where there is any doubt about their ability to give consent, you must ensure that you are familiar with the Mental Capacity Act (2005).  For further information regarding this, please see Section 6.3 of the Code of Practice for Applying for Ethical Approval at Anglia Ruskin University, available at:
www.anglia.ac.uk/researchethics
PARTICIPANT INFORMATION SHEET
Section A:  The Research Project

1. Title of project
2. Brief summary of research.

Provide a brief summary of your research, in order to help participants decide whether they are interested in taking part in the study.  You will provide more details about the research later on.
3. Purpose of the study 
You need to state whether this is part of your:

· Undergraduate degree at Anglia Ruskin University
· Masters degree at Anglia Ruskin University

· PhD/DProf at Anglia Ruskin University 

or in your capacity as a member of staff at Anglia Ruskin University
or for Associate Colleges give the name of the college and state that it is for an Anglia Ruskin award (please specify which type of award e.g. Undergraduate degree) if this is the case.

4. Name of your Supervisor (student research only).
5. Why have I been asked to participate?
For example, are people bring approached because they are members of a particular group or organisation or have a certain condition or illness?
6. How many people will be asked to participate?
7. What are the likely benefits of taking part?  
It is unlikely that there will be any direct benefits to participants and this must be made clear.  The study may yield some useful information, but be careful not to make claims that the research is very important or may lead to changes in the field (unless this is the case).  For Undergraduate/Masters research the main benefit is likely to be educational.
8. Can I refuse to take part?

It must be made clear to participants that they can refuse to take part without giving a reason.  Under no circumstances should participants feel coerced into taking part.
9. Has the study got ethical approval? 

You need to say that the study has ethical approval from an ethics committee at Anglia Ruskin University.  If you are carrying out research outside the UK and were also required to obtain ethical approval from that country, you must also provide the name of that ethics committee.
10. Has the organisation where you are carrying out the research given permission?
If you are carrying out research in an organisation, you must clarify that permission from them was obtained for your research.  You need to make it clear, though, that 
this constituted general permission to approach participants and it is the decision of each person whether they would like to take part in your research.

11. If your research falls under specific legislation e.g. the Human Tissue Act (2004), you need to state that your research complies with it. 
12. Source of funding for the research, if applicable.
If the research is funded you must name the organisation/funding body.
13. What will happen to the results of the study? 

You need to state where your research will be disseminated e.g. written up for your degree/thesis/published in journals/presented at conferences.
14. Contact for further information 
Only an Anglia email address must be given.  If possible, also provide an Anglia telephone number, but if this is not feasible a personal mobile number (but not a landline number) is permissible.
Section B:  Your Participation in the Research Project

1. What will I be asked to do?

This is where you describe your research in more detail.  Participants need to know what they will be required to do if they take part.  You need to ensure that you describe this in sufficient detail.  You should include the number of times you will need to see participants, where this will be and for what duration.  Describe what participants will be asked to do e.g. complete tests or procedures, give details about what these will involve and how long they will last.  
2. Will my participation in the study be kept confidential?  
It is important to be clear about the distinction between confidentiality and anonymity.  If something is confidential it is given in confidence i.e. it is secret or private and is usually marked ‘confidential’.  If something is anonymous, it means that an individual cannot be identified from the information.  Statistical data is an example of anonymous information.
You need to give details about who will have access to participant data (e.g. your Supervisor) and whether or not this will be in anonymised format (it should be wherever possible).
Participants’ personal data or sensitive personal data would usually not be included in dissemination. If you are using data that can identify anyone, such as photographs, special care must be taken and you would need to obtain the consent of all individuals that may be identified and retain a record of this. 
The results will be written up in anonymised format.  You need to make it clear that every attempt will be made to ensure anonymity, but be clear that it may not be possible to guarantee complete anonymity.  It is possible that participants may be identified by their colleagues or peers if not by the general public.  The likelihood of this may increase if you are writing your research up as a series of case studies.
Please refer to Sections 3.2 and 6.1 in the Code of Practice for Applying for Ethical Approval at Anglia Ruskin University for further information about consent and the Data Protection Act (1998).

3. Use of quotes.  If you are planning to use quotes from participants in dissemination, this increases the likelihood that participants could be identified and therefore you need to let them know that you plan to do this.  You also need to include this as a separate statement on the consent form.
4. Use of recording equipment.  If you are carrying out interviews and planning to record them, you must include this in both the participant information sheet and consent details, including details of how the transcripts will be kept secure (refer to Section 12 below).

5. Will I be reimbursed travel expenses? 
If participants are required to travel will they be reimbursed expenses?  If not, you need to make participants aware that it is not possible to do this.  If participants will be reimbursed expenses, you need to explain the process via which this will happen verbally.
6. If participants will be offered incentives to take part in the research, state this here.  If using incentives, take care to ensure that this is appropriate for the type of research you are carrying out and your intended participant group and that the incentive does not invalidate consent. 
7. Are there any possible disadvantages or risks to taking part?  
You should include any possible disadvantages or risks.  This includes risk of boredom, fatigue or participants becoming distressed, as well as risks to confidentiality (e.g. the chance of participants being identified from dissemination) and that of physical harm.  What will be done to ensure participant’s well-being/safety? (e.g. rest breaks or in the case of serious effects, the study must be stopped immediately).  You should also state that agreement to participate in the study does not affect participant’s legal rights.
8. Whether I can withdraw at any time, and how.  
Participants need to be informed that they can withdraw from the study at any time and without giving a reason.  You need to take into account that participants may not feel comfortable telling you directly that they would no longer like to take part in your research and give them other options (e.g. emailing you) to let you know.  Also, will the data you have collected from the participant up to that point be useful?  If so, you must have permission from participants to use this data.  Therefore, you can give participants the option to withdraw from the study and have their data removed or to withdraw, but still be happy for you to use any anonymised data that you have collected up to that point.  You should also make it clear to participants the last approximate time it will be possible to withdraw their data, given it will not be possible once you have written the research up for your degree or published findings.
It must also be made clear to participants that they do not have to answer any questionnaire or interview questions they do not wish to.
9. Whether there are any special precautions you must take before, during or after taking part in the study.
10. If there is any information that participants may tell you that you would need to disclose to someone else (e.g. if you feel they are at risk, if they reveal anything of an illegal nature or if you are researching in an organisation and they reveal anything of an unprofessional nature) you need to state this on the participant information sheet.  For further information, please refer to Section 3.14 of the Code of Practice for Applying for Ethical Approval at Anglia Ruskin University.
11. What will happen to any information/data/samples (delete as applicable) that are collected from you?
You must ensure that data is securely held and state this on your participant information sheet.  You also need to state how long the data will be held for and when it will be destroyed.  Personal identifiable information (e.g. consent forms) should be kept separately from the data.  Participants must be assigned a code number and identifying information separated from the data at the earliest opportunity.
12. If carrying out qualitative interviews with participants, will they be shown a copy of the transcript?  If so, state this and the process via which this will happen.

13. Summary of research findings.  It is good practice to send participants a summary of research findings wherever possible.  This would be a summary rather than their individual results.  If you will do this, explain the process via which this will happen.
14. Contact details for complaints.

If participants have any complaints about the study, they should be encouraged to speak to you or your Supervisor (for students) in the first instance.  They should also, however, be given access to details about Anglia Ruskin University’s complaints procedure.
Email address: complaints@anglia.ac.uk
Postal address: Office of the Secretary and Clerk, Anglia Ruskin University, Bishop Hall Lane, Chelmsford, Essex, CM1 1SQ.
Students from Associate Colleges need to check what their procedures for complaints are and provide details to participants.
Version control
Your participant information sheet, consent form and other documents should have a version number and date.  This is in order that should any changes be required by the ethics committee, it is clear which documentation has ethical approval.

PARTICIPANTS SHOULD BE GIVEN A COPY OF THIS TO KEEP,

TOGETHER WITH A COPY OF THE CONSENT FORM.
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