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Examples of informed consent forms to address the potential conflict as educator and researcher for data collection linked to teaching-learning process (English, in a letter format)

[1] Consent form – staff

THE UNIVERSITY OF HONG KONG

[Name of Department]
 [date]

[Title of Research Project]

Dear [individual staff member’s name],

I am [Name of Principal Investigator, Name of Department] at the University of Hong Kong.  I will conduct a research project on [title of project] and would like to invite [to address target participant] to participate.  The purpose of the research is to [explain in layman terms the purpose of study and why they are asked to participate]. 
For the purposes of this research I want to ask you to complete a questionnaire which I will send you after the course has finished.  The purpose of the questionnaire is to get your views about [state the matter concerned].  [Explain how long will the data containing personal identifiers be kept after publication of first paper, and whether personal identifiers will be removed for long term retention of the research data.  Please delete this paragraph if the data to be collected does not contain personal identifier.].
I will not send you the questionnaire until after the grades for the course have been confirmed [by the concerned Board of Examiners or authority].  This means that whether you decide to participate in my research or not will have no effect on the grades of your students. 

Even if you agree to participate now you can change your mind later and withdraw.  If you inform me that you have changed your mind I will delete the questionnaire data you send me.

Please complete the reply slip below to indicate whether you agree to participate in this research. Please be assured that all information obtained will be used for research purposes only.  You will not be identified by name in any report of the completed study. 
Participation is entirely voluntary.  This means that you can choose to stop at any time without negative consequences.  If you have any questions about the research, please feel free to contact [Title & Name of the principal investigator (telephone number (for studies conducted in Hong Kong)/email address (for overseas studies))].  If you want to know more about the rights as a research participant, please contact the Human Research Ethics Committee, the University of Hong Kong (2241-5267).

If you understand the contents described above and agree to participate in this research, please sign below.  Your help is very much appreciated.
Yours sincerely,

[Name & Department of PI] 
The University of Hong Kong

----------------------------------------------------------------------------------------------------------------

Reply Slip

Name of Participant: 










I  ** will / will not participate in the research. (** Please delete as inappropriate.)

Signature: 







Date: 




HREC Reference Number: [The reference number is indicated in the letter of approval for ethical clearance issued by the Human Research Ethics Committee (HREC).]

[2] Consent Form –students
THE UNIVERSITY OF HONG KONG

[Name of Department]
 [date]

[Title of Research Project]

Dear [individual student’s name],

I am [Name of Principal Investigator, Name of Department] at the University of Hong Kong.  I will conduct a research project on [title of project] and would like to invite [to address target participants and name of the courses concerned] to participate.  The purpose of the research is to [explain in layman terms the purpose of study and why they are asked to participate]. 
For the purposes of this research I want to ask you to do [two] things:

1. Give me permission to use the information [explain whether the information is currently available in a system or to be collected directly through channels other than the participants themselves].
2. Complete a questionnaire which I will send you after the course has finished.  The purpose of the questionnaire is to get your views about [state the matters concerned]. 
[Explain how long will the data containing personal identifiers be kept after publication of first paper, and whether personal identifiers will be removed for long term retention of the research data.  Please delete this paragraph if the data to be collected does not contain personal identifier.].
I will not access information unless you give me permission.  And I will not look at that information until after the grades for the course have already been confirmed by [the concerned Board of Examiners or authority].  I will also not send you the questionnaire until after the grades have been confirmed by [the concerned Board of Examiners or authority].  This means that whether you decide to participate in my research or not will have no effect on your grades. 

Even if you agree to participate now you can change your mind later and withdraw.  If you inform me that you have changed your mind I will delete the data relating to you from my research project.

Please complete the reply slip below to indicate whether you agree to participate in this research. Please be assured that all information obtained will be used for research purposes only.  You will not be identified by name in any report of the completed study. 
Participation is entirely voluntary.  This means that you can choose to stop at any time without negative consequences.  If you have any questions about the research, please feel free to contact [Title & Name of the principal investigator (telephone number (for studies conducted in Hong Kong)/email address (for overseas studies))].  If you want to know more about the rights as a research participant, please contact the Human Research Ethics Committee, the University of Hong Kong (2241-5267).

If you understand the contents described above and agree to participate in this research, please sign below.  Your help is very much appreciated.
Yours sincerely,

[PI’s name & Department] 
The University of Hong Kong

----------------------------------------------------------------------------------------------------------------

Reply Slip

Name of Participant: 










I  ** will / will not participate in the research. (** Please delete as inappropriate.)

Signature: 







Date: 




HREC Reference Number: [The reference number is indicated in the letter of approval for ethical clearance issued by the Human Research Ethics Committee (HREC).]
