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Template of information sheet + consent form

Section 5.2.15 of the National Statement on Ethical Conduct in Human Research (2023) specifies that all participant information and consent materials must be approved by an appropriate ethical review body prior to their use.
The template set out below are suggested layouts for presenting the information required to demonstrate that potential participants in your research have given voluntary, informed consent consistent with the National Statement.  
They are not standard or required layouts.  
The wording below is intended to prompt and assist you regarding core content to be included (i.e. as set out in section 7.0 in Booklet 22 of the Griffith University Research Ethics Manual) but it is not necessarily the format or form of words that must appear in your final informed consent materials.  
Informed consent mechanisms need to be prepared and presented in a form that is appropriate for the project aims and potential participant pool.  The content of an informed consent mechanism needs to be relevant and appropriate to the specific research project and context.  The templates below can be adapted by you to meet the particular setting and circumstances of your research.
This template, in addition to including the university logo and cover, also provides:

· general information about participants consent;

· hard copy questionnaire information with both implicit and explicit consent options;
· verbal informed consent; and
· online survey information with consent form.
There are other valid mechanisms for providing participants with relevant information and seeking informed consent and it is possible to use a mix of informed consent mechanisms.  For further information please refer to section 6.0 in Booklet 22 of the Griffith University Research Ethics Manual.
If you have any concerns or questions about adapting these templates to suit your research, or about using other informed consent options, then please contact the Office for Research at any time on 3735 2069 or via email to research-ethics@griffith.edu.au.

Title of research project

INFORMATION SHEET
GU Ref No:
	Who is conducting the research
	Name(s)

School(s) / Centre(s)

Contact Phone

Contact Email
Note: If the research is student research, the primary supervisor should be listed first as the senior investigator and the student as a member of the research team.


Why is the research being conducted?

Include here a succinct description of why the research project is being conducted, using language appropriate to the potential participant pool.  This section should also explain the Griffith University involvement in the research.  If the research is student research, this should also be explained.
What you will be asked to do

Include here a succinct description of what participation in the research project will involve, using language appropriate to the potential participant pool.

The basis by which participants will be selected or screened

If appropriate, and relevant, include an overview of the criteria used for screening, sampling and exclusion purposes.  This section may also need to discuss how the individual was identified as a potential participant and how the information about the project has been provided/forwarded to them.
The expected benefits of the research

Include here an appropriately presented summary of the expected benefits of the research, including some indication of who will benefit.  It is extremely important that the expected benefits are not overstated or otherwise misrepresented, as this would compromise the degree to which an individual’s consent can be considered informed.

Risks to you

This section of the information sheet should include a brief summary of the risks associated with participation in the research project, even if these risks have been negated or minimised, or appropriate management strategies are in place.  The description of the risks should explain, in lay terms, the likelihood of the risk factor occurring, the possible outcomes and what has been done to negate / minimise, or in the event the risk factor does occur, manage the risks.  If support services have been arranged to manage a risk factor if it presents, the details of this service should be provided.

Your Privacy
What is Personal Information

Personal information is defined as information or an opinion, including information or an opinion forming part of a database, whether true or not, and whether recorded in a material form or not, about an individual whose identity is apparent, or can reasonably be ascertained, from the information or opinion.  Personal Information can be almost any information that is associated with an identifiable living individual.  It can include a name, address, date of birth, gender, correspondence, audio recordings, images, alpha-numerical identifiers and combinations of these.
How are we going to use your Personal Information

This section should indicate whether or not identifiable data will be collected and if so, how it will be used.  Please note:

· “Identified” data means the identity of specific individual participants is known or can readily be ascertained.

· “Re-identifiable” data means identifiers have been removed and replaced by a code, but it remains possible to identify a specific individual (e.g. using a code to match data to identifying details). 
· “De-identified” data means that all identifiers will be removed from the data prior to any publication of the data, re-use of the data (e.g. in related research) or sharing of the data (e.g. with other researchers).  De-identified data can include information that has been coded so that it is possible to know that data relate to the same person, but it does not identify them.

· “Anonymous” means that the data is collected in such a way that it cannot be known or ascertained who has participated (e.g. online survey which does not collect names or contact details).  

If data is collected in anonymous or de-identified form then this section should explain to the participant that data collected from or about them will be presented in research publications in a way that will not identify them or allow them to be identified by third parties.

If data is collected in an identified or re-identifiable form this section should explain to participants whether a research publication will identify them (e.g. direct quoting of their comments) or if there is a reasonable probability they could be identifiable from the published material (e.g. quotes will include personal details such as occupation, workplace, job title).  They should be informed that identification and/or inclusion of their personal information in research publications will occur only if they give specific consent. 

If data collection will involve photography, audio recording or audio-visual recording of participants then this section should summarise if participants will be identifiable in the photographs/recordings and how the photographs/recordings will be created, stored and used.  Participants should be informed that use of their voice, image or opinion in research publications will occur only if they give specific consent.

[The Consent Form template provides for separate consent to participation, recording and identification]

Who are we going to give this Personal Information to

This section should outline who will have access to personal information in terms of research/project partners (i.e. external to Griffith) and what they will be receiving (i.e. De-identified data with Griffith maintaining control over the mechanisms to reidentify).

How will this Personal Information be stored
This section should also provide information in relation to the storage of research data and control of access to that data, and any steps to confirm the accuracy of any attributed comments (e.g. opportunity to review after transcription of recorded comments and/or prior to publication).  
It is important to understand that if personal information, at any point in time, is to be transmitted via the internet (i.e. Collected by online survey or passed between research partners or email between Griffith employees or stored in Griffith staff O365 services) participants must be advised that the University’s email system and document management system involves the storage of emails/documents within the cloud (i.e. sometimes outside of Australia) and as a result personal information may be stored overseas.  The University has entered into arrangements which protect the privacy of this data, any data stored outside of Australia may be subject to compulsory access through process of law, under the relevant jurisdiction in which it is stored.

Privacy Statement – non disclosure
Where the data will be collected or generated in an identified form and applies to human research conducted under the auspices of the University, the information sheet must include a legal privacy statement.  There are two forms of this statement that can be used.

For situations where personal information will be collected but not used in publications or reporting of research results, or used only in de-identified form, there is a recommended non-disclosure form of statement (see also section 7.10 of the in Booklet 22 of the Griffith University Research Ethics Manual:

“The conduct of this research involves the collection, access, storage and/or use of your identified personal information. The information collected is confidential and will not be disclosed to third parties without your consent, except to meet government, legal or other regulatory authority requirements.   A de-identified copy of this data may be used for other research purposes, including publishing openly (eg. in an open access repository).   However, your anonymity will at all times be safeguarded.   For further information consult the University’s Privacy Plan at   https://www.griffith.edu.au/about-griffith/corporate-governance/plans-publications/griffith-university-privacy-plan or telephone (07) 3735 4375.”
Privacy Statement – disclosure
For situations where personal information will be collected and will be used in publications or reporting of research results in a form which will mean participants can be identified, there is a recommended disclosure form of statement (see also section 7.10 of the in Booklet 22 of the Griffith University Research Ethics Manual:

“The conduct of this research involves the collection, access, storage and/or use of your identified personal information. As outlined elsewhere in this information sheet, your identified personal information may appear in the publications/reports arising from this research. This is occurring with your consent. Any additional personal information collected is confidential and will not be disclosed to third parties without your consent, except to meet government, legal or other regulatory authority requirements. A de-identified copy of this data may be used for other research purposes, including publishing openly (eg. in an open access repository). However, your anonymity will at all times be safeguarded, except where you have consented otherwise. For further information consult the University’s Privacy Plan at https://www.griffith.edu.au/about-griffith/corporate-governance/plans-publications/griffith-university-privacy-plan or telephone (07) 3735 4375.”
Privacy Statement – disclosure - overseas
For situations where personal information will be collected, accessed and/or stored outside of Australia (including being transmitted by Griffith email and stored within O365 systems) and will be used in publications or reporting of research results in a form which will mean participants can be identified, there is a recommended disclosure form of statement (see also section 7.10 of the in Booklet 22 of the Griffith University Research Ethics Manual:

“The conduct of this research involves the collection, access, storage and/or use of your identified personal information. As outlined elsewhere in this information sheet, your identified personal information may be transmitted, stored or appear in the publications/reports arising from this research that may be available to overseas recipients. This is occurring with your consent. Any additional personal information collected is confidential and will not be disclosed to third parties without your consent, except to meet government, legal or other regulatory authority requirements. A de-identified copy of this data may be used for other research purposes, including publishing openly (eg. in an open access repository). However, your anonymity will at all times be safeguarded, except where you have consented otherwise. For further information consult the University’s Privacy Plan at https://www.griffith.edu.au/about-griffith/corporate-governance/plans-publications/griffith-university-privacy-plan or telephone (07) 3735 4375.”

Your participation is voluntary

Potential participants must be advised that their participation is voluntary.  If undertaking surveys (whether hard copy or online) ordinarily potential participants should be advised that they do not need to answer every question unless they wish to do so.  

If the potential participants are in some form of dependent or captive relationship (including Griffith University students, or users of a service or members of an organisation which could be perceived to be supportive of the research) the potential participants must receive an assurance that their decision will in no way impact upon their relationship with that organisation.  Potential participants must also be told that they are free to withdraw from the study at any time.

Questions / further information

This section of the information sheet should indicate who potential participants can contact (e.g. members of the research team) for additional information about the project.

The ethical conduct of this research

The information sheet should indicate that Griffith University conducts research in accordance with the National Statement on Ethical Conduct in Human Research.  If potential participants have any concerns or complaints about the ethical conduct of the research project they should contact the Manager, Research Ethics on 3735 4375 or research-ethics@griffith.edu.au.

Feedback to you

This section of the information sheet should outline whether there will be any reporting back of the potential participant’s own results (if appropriate / possible) and any reporting (in an appropriate form) of the overall findings and results of the research.  (see section 7.15 of Booklet 22).
[Some optional features]

Depending upon the project, the information sheet may also have to include a number of optional features.  These are discussed in Booklet 22 of the Griffith University Research Ethics Manual.

Express Consent – Surveys, Questionnaires or Provision of Notes

If the potential participant completes a survey/questionnaire/instrument, they will be deemed to have consented to their participation in the research

Online Participation
Depending upon whether or not the research is email or web-based, the information sheet should provide an explanation of how the instrument is distributed (to address any potential privacy concerns) and the mechanism for the return of completed questionnaires.  Alternatively, there should be an explanation of how the site will collect, store and report the responses and an indication of how the data security issues will be addressed.
In all cases where participation is via an online mechanism (email, video link or other web-based interaction) please ensure that the Privacy Statement – disclosure – overseas is used.
Copyright Consent
Where a participant provides written/verbal comments and/or opinions and these are required to be published as part of the research data or in resulting project outcomes, researchers will need to obtain a copyright consent from the participant to use these comments.
Griffith University Letterhead

Title of project

CONSENT FORM
GU Ref No:
	Research Team
	Name(s)

School(s) / Centre(s)

Contact Phone

Contact Email
If the research is student research, the primary supervisor should be listed as the senior investigator and the student as a member of the research team.


By signing below, I confirm that I have read and understood the information package and in particular:

· I understand that my involvement in this research will include (include a short summary of what their participation will involve – eg the completion of a set of four cognitive tests, on a weekly basis, for three weeks);
· I understand that the research may include photography/audio recording/audio-visual recording of my participation
;

· I have had any questions answered to my satisfaction;

· I understand the risks involved;

· I understand that there will be no direct benefit to me from my participation in this research (this may need to be modified for some projects);

· I understand that my participation in this research is voluntary (depending upon the circumstances, there might also be a reference to their decision in no way impacting upon the service they receive from X or their grades);

· I understand that if I have any additional questions I can contact the research team;
· I understand that I am free to withdraw at any time, without explanation or penalty;
· I understand that I may be identified or identifiable in publications or presentations resulting from this research;

OR

· I understand that my name and other personal information that could identify me will be removed or de-identified in publications or presentations resulting from this research;
· I understand that I can contact the Manager, Research Ethics, at Griffith University Human Research Ethics Committee on 3735 4375 (or research-ethics@griffith.edu.au

) if I have any concerns about the ethical conduct of the project; and

· I agree to participate in the project.

[Optional features]

Depending upon the research project, the consent form may also have to include optional information and features e.g. explicit, separate consent to the use of personal information that could identify the participant in publication of research results.
 FORMCHECKBOX 
  I agree to participate in the project.
 FORMCHECKBOX 
 I consent to the inclusion of my personal information in publications or presentations resulting from this research
 FORMCHECKBOX 
 
I consent to the inclusion of my recorded voice or image in publications or presentations resulting from this research

 FORMCHECKBOX 
 
I consent to the inclusion of my written and/or verbal comments/opinions in publications or presentations resulting from this research 

 FORMCHECKBOX 
 I consent to being contacted about future research

	Name
	

	Signature
	

	Date
	


Verbal Consent Process
This verbal content process assumes that participants have been provided with a written information sheet or have read/had read to them a short overview of the research aims, what activities they are being asked to undertake (e.g. from a list of dot points which covers the nature of their participation) and any potential risks associated with their participation.
Privacy Statement

Depending upon whether personal information will be collected (including the collection of coded information) a privacy statement will be required – see the “Information Sheet” template for appropriate wording of a privacy statement.

[Optional features]

Depending upon the project, the information sheet may also have to include a number of optional features (e.g. photography, audio recording).  Some of these are discussed in Booklet 22 of the Griffith University Research Ethics Manual.
Participant Consent Statement
Participants should be asked to confirm that: “By agreeing to participate, you will be confirming that:

· You understand what participation in this research entails [list of key points];

· You have had any questions answered to your satisfaction;

· You understand that if you have any additional questions you can contact the research team;

· You understand that your participation is voluntary and that you are free to withdraw at any time, without explanation or penalty; and

· You understand that you can contact the Manager, Research Ethics, at Griffith University Human Research Ethics Committee on 3735 4375 (or research-ethics@griffith.edu.au

) if you have any concerns about the ethical conduct of the project.”
Records of verbal consent 

It is advisable to keep a record of the verbal consent process but the details to be recorded can vary according to the purpose and circumstances in which verbal consent is sought.  As an example the consent may be recorded in your study notes “On [date] at [time] Participant X read/had read to him/her the participant information/verbal consent script, confirmed they understood the nature of the research and their participation, and agreed to proceed with the interview/activity.” For more information and examples see the commentary “Record keeping and verbal informed consent” in Booklet 22 of the Griffith University Research Ethics Manual.
� This item is optional as not every project will involve these kinds of recordings. 
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