
Public Task: Participant Information Sheet 
Qualitative Face to Face or Online via, e.g. MS Teams 

Identification Code: XXXX –as personal data IS collected
Blue = amend according to project

Title of Research Study:
You are invited to participate in a research project that I am conducting as part of my [Delete as appropriate:  Undergraduate/Post Graduate/PhD include the name of degree programme OR for Staff: State: as part of our research activities] at Leeds Beckett University. 


Data for this research project/consultancy project is being collected via [delete as appropriate in-depth interviews/focus groups] and will take XX minutes/hours to complete.  Before you decide whether or not you would like to participate, it is essential that you understand why the research study is being undertaken and what it will involve. Therefore, please read the details below, which provides you with that information.  Contact details are provided at the bottom of this sheet if you have any questions. 

Why is this research study being conducted?
State: the background, purpose and aims of the research study [Note: keep simple but state the primary purpose of the project and give it a short (1 or 2 sentence(s)) description see Note*].

State: the legal basis under which the research will be undertaken e.g. The legal basis under which this research project is bein undertaken is public task; the research, therefore,  is of public interest and is part of the learning process which forms part of my degree programme at Leeds Beckett University.

OR for Staff State: the legal basis under which the research will be undertaken e.g. The legal basis under which this research project is being undertaken is public task; the research, therefore,  is of public interest and is part of the our research activities at Leeds Beckett University.

[Note: PhD students who are receiving funding please state who is funding – if commercially funded the legal basis may be Legitimate Interest].

Why have I been invited? And how long will the it take?
You; and other people like you, have been invited because [State: e.g. include age range and inclusion/exclusion criteria; or … you will have knowledge or experience in the area of my study etc.] and your thoughts and opinions are important.

[Delete as appropriate: You will be invited to take part in a research session that will last approximately XX minutes/hours. [State: location] on[ State: dates and times] (for Face to Face research sessions)/OR You will be asked to take part in an online research session on [State: dates, times and platform (e.g. MS Teams, phone)] for online research sessions].

[Note: Research Sessions Face to Face] When you arrive at the research session, I will outline the research session, and give you the chance to ask questions. Participation in this research project is voluntary.  I will also ask you to:

· confirm you have read this Participant Information Sheet and that you 
· give your consent for the research session be audio recorded, so an accurate record of our conversation can be taken.

[bookmark: _Hlk64205370]OR [Note: Research Sessions Online] When you join the research session online, I will outline the research session and give you the chance to ask questions.  I will then ask you to:

· confirm you have read the Participant Information Sheet and 
· give consent for the research session to be audio recorded so an accurate record of our conversation can be taken.  

I will then ask you to verbally agree to participate in the research project based on the information in the Participant Information Sheet and Consent Form that I will [Delete as appropriate: read out to you because the research session is online OR I will email you the Participant Information Sheet and Consent Form and ask you to send a return email stating you have read the Participant Information Sheet and Consent Form and agree to take part in the research project (preferable to provide an audit trail)].

What do I have to do?
 [Note: outline what the participant has to do e.g. You will be asked to answer questions about….]

[Note: If you think some people may find some of the questions may be about sensitive issues (e.g., about stress levels, mental health, self-harm, problematic eating, substance use, protected characteristics such as those identified in the Equality Act 2010 etc.).  If you do, please advise at the beginning of the research session that there may be some questions about sensitive issues and give an example or two of the most sensitive questions – this means there will be no surprises.  

In this Participant information sheet State e.g. I may ask you some sensitive questions such as [insert sensitive questions] . 

Ensure all elements of the study are described and remember: your explanation needs to be understood by a layperson see *Note below.

Do I have to take part?
No, participation in this research project is voluntary.  If you do agree to take part and confirm you are aged 18 years or over.  You may withdraw yourself from the research study, without giving a reason. This can be done without detriment and without your legal rights being affected; simply advise me of this decision and I will no longer continue with the research session; all information provided to me will be deleted from [State name of device(s) [laptop, tablet etc.]

If you want to withdraw from the research project after the research session has taken place, please do so no later than [Delete as appropriate date/ within … days/weeks (suggestion is 2 weeks)].  

During the 2 weeks following the research session, the audio recording will be transcribed; names pseudonymised and identifying information would be changed.  For example: participants that state their age as 28 years old will be recorded as aged 21 to 30 years, a customer of the Double Tree Hilton Hotel in Leeds will be changed to Customer X of a luxury hotel in the UK.

To withdraw, simply contact me (see contact details below) advise me of the Identification Code (seen at the top of this sheet) and all your research data, recordings and any personal data will be deleted from [State: name of device(s) [laptop, tablet etc.].

Data Storage
Please be advised research and personal data from my research project will be stored on Leeds Beckett University Servers; it is made secure through the Multi Factor Authentication (MFA) provided by Leeds Beckett University.  Personal data be pseudonymised; therefore, participants will be known as Participant 1F; for example, in the final report and any other research study outputs.

All information shared with me will be destroyed once it has met the purpose [Delete as appropriate: which will be at the confirmation of my final award at my Examination Board which is expected to be…  State: date of exam board + 6 months OR PhD Submission Date and add additional time such as e.g. 2- 5 years for write-up period, post examination requirements and or academic publications OR for staff consider an appropriate time e.g. 2- 5 years].    

Will taking part in this research project help me in any way?
You may not directly benefit from this research; however, your participation in the research project may improve the general understanding of [State: the research topic].

Will my identity be kept confidential?
Personal data will be coded at the start of the study by the principal researcher who will be the only person able to trace data back to any participant. The principal researcher will store this coded information on a password protected computer. Data will not be presented at any point with real names. 

It will not be possible to identify you in the final report for this research study or any other research study outputs.  For further information on how we ensure Confidentiality and Data Protection compliance including General Data Protection (GDPR) and Data Protection (DPA) please click this link Confidentiality and Data Protection compliance. 

Are there any potential safety risks in being part of this research study?
There are no anticipated safety risks as the research session.  It will take place at State: insert details of location], as it is a public space that is a safe and open space where you, the participant and me, the researcher, can be seen and see others; but we are far enough away from others so that they will not overhear our conversation (Face to Face research session).

OR There are no anticipated safety risks as the research session.  It will take place online where you; the participant, and me, the researcher, will be at a location that is convenient and safe.  As well as a place where no other people will be able to overhear our conversation (online research session). 

Note: If there are risks, state them and include a Risk Assessment Form. 

Note*: Delete as appropriate – if you feel participants may need support and guidance following the research session e.g., the research session is about occupational stress, add the following: 

State: Taking part in this study is not expected to cause any discomfort or distress, but if such feelings do arise, after the research session, you can access advice or support at (State: provide details of where participants can access advice or help). 

Note: These should be relevant, free, confidential, and preferably local. National charities or organisations are a good start. Try to include the most pertinent source of advice or support, for example, NHS (National Health Service)). 

Delete as appropriate: Due to Covid-19 all interviews will be held using video conferencing software to ensure research participants do not have to leave their home.

What happens to the information provided? 
The information you provide during the research study is called research data. Any research data from which you can be identified (Delete as appropriate: please list here the personal data you are collecting from participants, e.g., name, date of birth, audio recording etc.) is known as personal data, and as stated above, this will be pseudonymised using unique participant codes instead of names and other identifying information. Additional identifying information (as stated above) will be changed.  We may use quotations from our conversation; again, identifying information in the quotes will be changed. 

[Delete as appropriate: Paper-based Consent Forms will be scanned and held on Leeds Beckett University Secure Servers, and the paper-based Consent Forms will be destroyed. 

The information collected during this study will be used to produce my [Delete as appropriate:  undergraduate research project, OR postgraduate research project/part of my PhD thesis OR for staff a report/academic papers etc.] and shared via my University’s Secure Servers with [Delete as appropriate: State:  e.g. project supervisor(s) and other authorised personnel such as other members of staff in my School and the external examiner OR the research team and add names].  Responsible members of Leeds Beckett University may be given access to data for monitoring and/or audit of the research.

Will the research be published?
The findings based on this research study will be shared and shown in a final report and may be shown in research outputs State as appropriate: e.g., such as academic publications and conferences, webpages].  You will not be identifiable in any way through these activities. 

Leeds Beckett University is committed to disseminating its research for the benefit of society and the economy.  In support of this commitment, Leeds Beckett University has established an online archive of research materials including [State as appropriate: e.g. Undergraduate, Postgraduate and PhD research projects, journal articles and industry reports].  Disseminated research outputs can be shared with students and the academic community in digital or as hard copies.

Who has reviewed this study?
This study has been reviewed by, the researcher’s supervisor and the Local Research Ethics Coordinator. 

Who do I contact if I have a question, a concern about the study or I wish to complain?
If you have any questions concerns about any aspect of this study or wish to complain, the contact details are below, and we will do our best to answer.

[insert name of principal researcher (and other names if there is a research team) and Leeds Beckett University email address] and 

[insert supervisor name and Leeds Beckett University email address]

If you would like to discuss the research project confidentially please contact:
[insert Local Research Ethics Co-ordinator’s name and Leeds Beckett University email address]

*Note: Please include a title, text and questions which are understandable to a layperson; titles that include technical/scholarly terms may be difficult for a layperson to understand.  However, do no mislead participants. 
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