DIVISION OF ARTS, LAW, PSYCHOLOGY & SOCIAL SCIENCES
HUMAN ETHICS RESEARCH  

GUIDELINES 
INFORMATION SHEET CONTENT AND FORMAT
Where the Information Sheet is sent to participants prior to an interview, for example, a separate Consent Form, containing an abbreviated form of the following information, may be signed by all parties just prior to the interview. Otherwise, the Information Sheet may include a space at the end for signatures. For self-completion questionnaires, this information should be provided at the start of the questionnaire, and signatures are usually not required to signify consent.

General notes: 

Use clear and simple language.

Technical terms should be avoided wherever possible.

A copy of the information sheet should be retained by each participant.
Refer to the ‘Ethics Application Form – Sample’, which provides a customised Information Sheet in the appendices as an example.
Copy and paste this ‘Approval Statement’ on to your Information Sheet:
"This research project has been approved by the Human Research Ethics Committee of the Division of Arts, Law, Psychology and Social Sciences. Any questions about the ethical conduct of this research may be sent to the Secretary of the Committee, email alpss-ethics@waikato.ac.nz . 

Cover these points in your Information Sheet:
· Who the researchers are

· How they can be contacted

· The topic of the research

· Who is paying for it or sponsoring it

· What the participant/s have to do and how long it will take

· What the researcher expects the major outcomes of the research will be, including where findings will be published/disseminated

· The degrees and kinds of confidentiality and anonymity that are promised in this research, and how these will be achieved

· How the collected information will be stored, for how long, and who (if anyone) will have access to it under what conditions

· Whether participants will be provided with access to findings/publications

· Participants may also be promised one or more of the following, depending on the methodology of the research:

· To decline to answer any particular question, and to withdraw from the project up until [a suitable time before significant analysis of their information takes place 
e.g. “two or three weeks after the interview”].
· To ask any further questions about the research that occur to them during their participation.
It is recommended that when participants are given choices about such matters as viewing the transcript of an interview or being sent a summary of the research findings, these be stated at the end of the Information Sheet or Consent Form where the choice may be clearly indicated e.g.

“I wish to receive a copy of the findings”
YES | NO (Please circle your choice)”
