
Guidelines for Producing a Project Information Sheet 

You should provide participants with a Project Information Sheet, which they 

should be free to take away. This information sheet should provide details of the 

following: 

 Contact details for the project PI, School Ethics Officer and 

supervisor/module convenor (if appropriate) 

 Which methodologies the research involves (this does not need to provide 

details of research questions, but participants should be aware of what 

they are being asked to do) 

 Any third parties that may be involved in the research (e.g. any third-

party servers that may hold digital data, professional transcription services 

etc.) 

 Some indication of dissemination and knowledge exchange plans 

This information sheet must also confirm the following: 

 That participation is voluntary 

 That participants are free to opt out of the research at any time without 

prejudice 

 That all data will be stored securely 

 Whether participants will be identified in research dissemination or 

whether their anonymity will be protected (participants should only be 

publically identified if there is a clear justification – such as when they are 

interviewed in a professional capacity) 

Guidelines for Producing an Informed Consent Form 

An informed consent form must include your project title and a brief description 

of the study for participants. You should then include a series of questions, as 

indicated below, and then provide a space for both the participant’s signature and 

your own.  

 

For projects using verbal consent, the relevant questions must be asked to 

research participants and their verbal agreement to each question must be 

recorded by the researcher. 

Informed Consent Questions (excluding Questionnaires) 

Part One 

Include all of the following questions on the Consent Form. The starred (**) 

questions may also be included as the first or last page of any online survey. 

 

Yes  No  I confirm that the purpose of the study has been explained 

and that I have understood it 

Yes  No  I have had the opportunity to ask questions and they have 

been successfully answered 

Yes  No  I understand that my participation in this study is voluntary 

and that I am free to withdraw from the study at any time, 

without giving a reason and without consequence ** 

Yes  No  I understand that all data are anonymous and that there will 

not be any connection between the personal information 

provided and the data ** 

Yes  No  I understand that there are no known risks or hazards 

associated with participating in this study ** 



Yes  No  I confirm that I have read and understood the above 

information and that I agree to participate in this study ** 

Yes  No  I confirm that I am over 16 years of age ** 

Part Two 

Choose from the following depending on your project, anonymity requirements 

and potential dissemination plans  

Yes  No  I consent to my data being transcribed and wish to be 

referred to anonymously in written forms of dissemination 

Yes  No  I consent to my data being transcribed and to be identified 

by name and job title in written forms of dissemination 

Yes  No  I consent to an audio file of my participation to be used, but 

would like identifying factors (e.g. my name to be removed) 

from any presentation of my data including research 

dissemination [and knowledge exchange activities with non-

academic partners]*  

Yes  No  I consent to a video file of my participation to be used, but 

would like identifying factors (e.g. face covered and name 

removed) from any presentation of my data including 

research dissemination [and knowledge exchange activities 

with non-academic partners]* 

Yes  No  I consent to an audio/video file of my participation to be 

used with any available identifying factors from any 

presentation of my data including research dissemination 

[and knowledge exchange activities with non-academic 

partners]* 

 

* Include if planning any knowledge exchange or impact activities using 
the subject’s data 

 

Informed Consent (Questionnaires) 

For hard copy questionnaires the following text should be included at the 

end of the questionnaire: 

By submitting this questionnaire I agree that my answers, which I 

have given voluntarily, can be used anonymously for research 
purposes. 

For online questionnaires researchers may either use the starred consent 

questions listed above as the first or last page of the questionnaire, or 
they may include the below text as a YES/NO question: 

I confirm that: (a) I am over 16, (b) I have understood the purpose 
of this study, (c) that all data are anonymous and that there will 

not be any connection between the personal information provided 
and the data, (d) there are no known risks or hazards associated 
participating in this study. By submitting this questionnaire I agree 

that my answers, which I have given voluntarily, can be used 
anonymously for research purposes.   



Any participant who selects ‘No’ to this question should be excluded from 
the dataset. If the research is with under-16s (and so has been approved 

via full review) then part a may be excluded. 


