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Participant Information Sheet & GDPR Privacy Notice

Section 1 - Participant Information Sheet

Date: 
[image: image2.jpg][Researchers PLEASE read the guidance notes in blue and replace with your own text in black. Replace any green text with the information requested in black or delete if not applicable. Then delete these instructions].  Please also read the additional guidance provided to help you complete this form.
Title of Study: 

Name of Researcher(s):


We would like to invite you to take part in our research study. Before you decide we would like you to understand why the research is being done and what it would involve for you. One of our team will go through the information sheet with you and answer any questions you have. Talk to others about the study if you wish. Ask us if there is anything that is not clear.
What is the purpose of the study?
Present the purpose and aims of the research clearly and succinctly, in context of other work in your field. 

Why have I been invited?
You are being invited to take part because you have/are *******. We are inviting enter sample size participants like you to take part.
Do I have to take part?
It is up to you to decide whether or not to take part.  If you do decide to take part you will be given this information sheet to keep and be asked to sign a consent form (completion and return of a Questionnaire can be taken as implied consent).  If you decide to take part you are still free to withdraw at any time and without giving a reason. This would not affect your legal rights.

What will happen to me if I take part?
To answer this question, try to ‘put yourself in the subject’s shoes.’ Set down briefly and clearly what you will expect of your research subjects. This section should include: how long the participant will be involved in the research; how long the research will last (if this is different); how often they will need to attend, meet a researcher, visit the University or other location (if this is appropriate); how long these visits will be; what exactly will happen e.g. access to personal information, questionnaire, interview, discussion group, tasks etc.

Explain essential study requirements, e.g. attendance at all scheduled visits, keeping diaries, filling questionnaires, etc. Use the most appropriate format (tables, diagrams, photos etc). The detail required will depend on the complexity of the study. It may help if the information is displayed in a simple flowchart or grid indicating what will happen at each visit rather than lengthy lists in the text.

Expenses and payments
You should explain if expenses (e.g. travel, meals, child-care, compensation for loss of earnings, vouchers etc.) are available. Edit statement below accordingly.

Participants will not be paid an allowance to participate in the study. Travel expenses will be offered for any visits incurred as a result of participation.
What are the possible disadvantages and risks of taking part? 
Any risks, discomfort or inconvenience should be briefly outlined. However, explanation of risk is notoriously difficult, and researchers should consider carefully how to explain any risk in their study. The published literature should be consulted and material presented to likely participant groups to assess its value. 
What are the possible benefits of taking part?
We cannot promise the study will help you but the information we get from this study may help explain how it may help in the future
What if there is a problem?
If you have a concern about any aspect of this study, you should ask to speak to the researchers who will do their best to answer your questions.  If you remain unhappy and wish to complain formally, you can do this by contacting the School Research Ethics Officer. All contact details are given at the end of this information sheet. 
Will my taking part in the study be kept confidential?
We will follow ethical and legal practice and all information about you will be handled in confidence.

If you join the study, the data collected for the study will be looked at by authorised persons from the University of Nottingham who are organising the research. They may also be looked at by authorised people to check that the study is being carried out correctly. All will have a duty of confidentiality to you as a research participant and we will do our best to meet this duty. 

All information which is collected about you during the course of the research will be kept strictly confidential, secured within the University of Nottingham.  Any information about you which leaves the University will have your name and address removed (anonymised) and a unique code will be used so that you cannot be recognised from it. Anonymised data may also be stored in data archives for future researchers interested in this area. 

UG/PGT Reminder – please delete before submission re data retention of identifiable data: UG/PGT research is not intended for publication. All student research data will be deleted upon completion of studies and graduation as email/OneDrive account will end for students. Note. PGT with the intention to publish should follow the guidance for staff and PGR found below and here. 
For PGR and staff – please delete before submission the recommendation for retention is 7 years for identifiable data when publishing (PHD theses are added to a thesis repository so is open to public view) – please delete this box before submission. Thank you

Please delete as appropriate

For UG and PGT students who do not intend to publish or take their research further please retain this option
Your personal data (address, telephone number) will be kept until shortly after graduation after the end of the study so that we are able to contact you about the findings of the study and possible follow-up studies (unless you advise us that you do not wish to be contacted).  After this time your data will be disposed of securely.  During this time all precautions will be taken by all those involved to maintain your confidentiality, only members of the research team will have access to your personal data.

For staff, PGRs and PGTs who intend to publish or undertake further research with this data.

Your personal data (address, telephone number) will be kept for (length of time) after the end of the study so that we are able to contact you about the findings of the study and possible follow-up studies (unless you advise us that you do not wish to be contacted).  All identifiable research data will be kept securely for 7 years.  After this time your data will be disposed of securely.  During this time all precautions will be taken by all those involved to maintain your confidentiality, only members of the research team will have access to your personal data.

Although what you say in the interview is confidential, should you disclose anything to us which we feel puts you or anyone else at any risk, we may feel it necessary to report this to the appropriate persons. 

What will happen if I don’t want to carry on with the study? 
Your participation is voluntary and you are free to withdraw at any time, without giving any reason, and without your legal rights being affected. If you withdraw then the information collected so far may not be possible to extract and erase after (agreed length of time) and this information may still be used in the project analysis.

What will happen to the results of the research study?
You should be able to tell the research volunteers what will happen to the results of the research.  When are the results likely to be published?  Where can they obtain a copy of the published results? You might add that they will not be identified in any report/publication. If it is to be written up as part of an educational qualification you must tell participants that this is the case. 
Who is organising and funding the research?
This research is being organised by the University of Nottingham and is being funded by (add as appropriate).
Who has reviewed the study?
All research in the University of Nottingham is looked at by a group of people, called a Research Ethics Committee (REC), to protect your interests. This study has received a  Favourable Ethical Opinion by the School of Sociology and Social Policy Research Ethics Committee.
Further information and contact details
Researcher: 

Supervisor/PI: 

Dr Thomas Guiney, Research Ethics & Integrity Officer, REC Chair & Assistant Professor in Criminology. Email: Thomas.Guiney@nottingham.ac.uk; Telephone: 0115 84 68151
Section 2 - Research participant privacy notice for tailoring (Title to be deleted before submission)
[Researchers PLEASE read the GDPR privacy notice guidance provided in conjunction with the highlighted notes below and replace with your own text in black. Then delete these instructions].  
Privacy information for Research Participants

For information about the University’s obligations with respect to your data, who you can get in touch with and your rights as a data subject, please visit: https://www.nottingham.ac.uk/utilities/privacy.aspx.

Why we collect your personal data 

We collect personal data under the terms of the University’s Royal Charter in our capacity as a teaching and research body to advance education and learning. Specific purposes for data collection on this occasion are [enter specific purposes for which you are gathering and analysing data].
Legal basis for processing your personal data under GDPR
The legal basis for processing your personal data on this occasion is Article 6(1a) consent of the data subject OR Article 6(1e) processing is necessary for the performance of a task carried out in the public interest OR Article 6 (1b) processing is necessary for the performance of a contract OR Article 6 (1f) processing is necessary for the purposes of the legitimate interests pursued by the controller [delete to single applicable basis (or main basis if there is more than one)]. 

Where the University receives your personal data from 

[only to be included if data is not obtained from participants; delete if not applicable]. 

Specify where the personal data comes from, e.g.,
· Personal data that we collect automatically from XYZ websites
· Personal data from publicly available sources e.g. via Google, Wikipedia
· Personal data provided by third parties; identify who those third parties are

· Also identify the categories of personal data received from third parties and/or from the other sources listed above that are used in the research

Special category personal data [delete this section if not applicable]. 

In addition to the legal basis for processing your personal data, the University must meet a further basis when processing any special category data, including: personal data revealing racial or ethnic origin, political opinions, religious or philosophical beliefs, or trade union membership, and the processing of genetic data, biometric data for the purpose of uniquely identifying a natural person, data concerning health or data concerning a natural person’s sex life or sexual orientation. 

The basis for processing your sensitive personal data on this occasion is Article 9(2a) the data subject has given explicit consent to the processing, OR Article 9(2e) processing relates to personal data which are manifestly made public by the data subject, OR Article 9(2j) processing is necessary for archiving purposes in the public interest, scientific or historical research purposes or statistical purposes [delete to single applicable basis (or main basis if there is more than one)]. 

How we process your data [delete this section if not applicable]. 
If the data is to be subject to automated processing or profiling GDPR requires that meaningful information about the logic involved, as well as the significance and the envisaged consequences of such processing for the data subject be provided to the data subject, in which case you can use the following form of words and provide the necessary descriptions:

· Your data will be subject to automated processing or profiling, which operates according to the following logic [describe how the processing/profiling works in layman’s terms]. The significance of automated processing or profiling is that it enables the identification of [describe the intended output or results from the application of the automated processing/profiling logic to the data]. The intended consequence of the automated processing or profiling is [describe what the output/results of processing/profiling will allow the research to do and any consequences this may have for the participant or state that it has no consequences for the participant].
How long we keep your data (UG/PGT who do not intend to publish or use the research data in the future should replace ‘for a minimum period of 7 years’ with ‘until graduation’ and delete the rest of the paragraph.
The University may store your identifiable research data for a minimum period of 7 years after the research project finishes. The researchers who gathered or processed the data may also store the data indefinitely and reuse it in future research. Measures to safeguard your stored data include [describe measures taken to safeguard data, e.g., encryption protocol, pseudonymisation procedure, anonymisation of data, etc.]

Who we share your data with [delete this section if not applicable]. 

Extracts of your data may be disclosed in published works that are posted online for use by the scientific community. Your data may also be stored indefinitely on external data repositories (e.g., the UK Data Archive) and be further processed for archiving purposes in the public interest, or for historical, scientific or statistical purposes. It may also move with the researcher who collected your data to another institution in the future.
Transfers of your data outside Europe [delete this section if not applicable] 

If data is transferred out of the European Union state whether the country the data is being transferred to is on the EU list of adequate countries (this can be found here https://ico.org.uk/for-organisations/guide-to-data-protection/principle-8-international/#adequate) or the safeguards that apply, i.e., transfer by consent or contractual necessity, transfer subject to standard contractual clauses approved by the ICO, US’s privacy shield, etc. 

Note, this section applies if you use online services to process data (e.g., online questionnaire services or analytics). If you intend to use online services that transfer personal data to a country outside the European Union for processing and you find that they are not covered by an adequacy decision or you cannot find any binding corporate rules attached to them, *do not use them* as you will be in breach of GDPR. You can use the following form of words for data transfers.

Your data will be transferred to [state name of a third country] for processing. The European Commission has determined that [the third country your data is being transferred to] provides adequate protection for your data: [insert a link to the relevant adequacy decision; see also http://ec.europa.eu/justice/data-protection/international-transfers/adequacy/index_en.htm]
OR
Your data will be transferred for processing to [state name of international organisation and reference the binding corporate rules safeguarding the data, where there are made available, or the means by which to obtain a copy of them].

UG/PGT Reminder re data retention of identifiable data: UG/PGT research is not intended for publication. All student research data will be deleted upon completion of studies and graduation as email/OneDrive account will end for students. Note. PGT with the intention to publish should follow the guidance for staff and PGR found below and here. For PGR and staff the recommendation for retention is 7 years for identifiable data when publishing (PHD theses are added to a thesis repository so is open to public view) – please delete this box before submission. Thank you
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