Researcher’s institutional letterhead
Participant Information Sheet [version number] [date]
[Study title]
Please indicate here who the information sheet is for, such as parents/guardians, focus group participants, etc

Invitation
Provide participants with an introduction to your study, and introduce each of the researchers, giving each researcher’s name, position and department.
If this is student research, let participants know that this study is being conducted in partial fulfillment of a [PhD/Masters degree/Honours degree/etc] for [student researcher] under the supervision of [supervisors]. If you are a student, then regardless of any other roles you may have, you need to identify yourself as a student in the information sheet. If you are also employed by an organisation which is relevant to the research then this will need to be indicated elsewhere in the information sheet.
If the research is being funded this could also be mentioned here. 
What is the purpose of this study?
Describe the aim of your study.
Why have I been invited to participate?
Explain the basis for your selection of participants.
Please also let participants know how they have been identified. For example, a school may send an information sheet to parents on behalf of the researchers, and the researchers can reassure the parents that they do not have access to parents’ contact details.
Participants should also be informed that their involvement is voluntary, that there are no consequences if they decide not to participate and that this will not affect, for example, their relationship with the University.
What will I be asked to do?
Give a detailed description of what you will be asking participants to do, and (if applicable) examples of the sorts of questions they may be asked. As participants are volunteers, it’s a good idea to use words like “ask” rather than “require”.
Be specific about what the study involves, and ensure that the description clearly distinguishes between the research and other activities such as teaching. State where the research will take place and how long it is expected to take.
Also let participants know about any audio or video recordings that will be made, or any photographs that will be taken. If interviews are involved, this is a good place to let participants know if they will have the opportunity to review and correct a transcript.
If you would like to attribute quotes to particular people, here is a good place to mention this.
Are there any possible benefits from participation in this study?
Inform participants of any potential benefits to themselves and any potential benefits to the wider community.
Are there any possible risks from participation in this study?
Please address any potential risks of this research. For example, participants may become distressed if asked to recall particular experiences.
If participants do become distressed as a result of participation, they may wish to access counseling services without needing to contact the researcher. Therefore in this section it is a good idea to provide contact details of counseling or support services that participants can access. If there are no foreseeable risks with the study, then access to counselors is not required.
What if I change my mind during or after the study?
Let participants know that they are free to withdraw at any time, and that they can do so without providing an explanation.
Also let participants know what will happen to any data they have provided if they choose to withdraw. It may not be possible to remove their data from the study if for example they have provided it anonymously, or in a focus group.
What will happen to the information when this study is over?
Explain how long the raw data will be kept for, where it will be kept, who will have access to it, and when and how it will be destroyed. Keep in mind that it is recommended that research data be kept for 5 years from the date of first publication. If you wish to archive the data, here is a good place to mention this.  
Let participants know that the data will be treated in a confidential manner. It is also important to explain any limits on confidentiality. For example, in a focus group the researchers can ask that other participants keep discussions confidential, but cannot guarantee it.
How will the results of the study be published?
Let participants know how the researchers plan to disseminate the study findings, and how participants will be able to access these findings. For example, a summary of results could be provided on a specific website, and the address of that website given to participants in this section.
Please also let participants know if they will or will not be identifiable in the publication of the results.
What if I have questions about this study?
Provide contact details for each of the researchers. Be careful not to use any personal mobile or other phone numbers; instead use University or work numbers.
Also include the following contact details for the Ethics Committee:
“This study has been approved by the Tasmanian Social Sciences Human Research Ethics Committee. If you have concerns or complaints about the conduct of this study, please contact the Executive Officer of the HREC (Tasmania) Network on (03) 6226 7479 or email human.ethics@utas.edu.au. The Executive Officer is the person nominated to receive complaints from research participants. Please quote ethics reference number [Hxxxxx].”
Finish by letting participants know that this information sheet is for them to keep, and explain how they can consent to be involved. They may need to sign a written consent form, or for an anonymous survey for example consent may be implied by completion and submission of the survey.
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