Example of a Participant Information Sheet (PIS), NB this is NOT a template	Comment by Author: THIS IS NOT A TEMPLATE. THIS DOCUMENT MUST BE TAILORED TO YOUR RESEARCH STUDY.

Please read these comments carefully. These comments should be deleted in your final version. PLEASE NOTE: the Participant Information Sheet and Consent Form are TWO SEPARATE DOCUMENTS. The Participant Information Sheet is a brief one-page letter that is given in hard copy or electronically to potential participants to keep. It outlines what it is that you want from them.
If you have multiple participant groups or different research activities, you may need to draft separate Participant Information Sheets for each group and/or activity. Please label your documentation very clearly, using the nomenclature provided, according to your participant groups and/or different research activities.
Consider your audience when preparing the Participant Information Sheet.
Use everyday language appropriate to the level of the participants.

Wits letterhead (optional)	Comment by Author: It is good practice to use the Wits address/logo at the top. If your participants are professionals or in government or industry, you should use a professional and official Participant Information Sheet. If your participants are in (for example) rural communities or may be potentially vulnerable, do NOT use an official-looking letterhead, because it may put people off.


Dear Sir / Madam       or     Good day  (or similar)	Comment by Author: You need to start the Participant Information Sheet as you would a letter. DO NOT say ‘dear participant’ because they haven’t yet agreed to participate

My name is XXXX. I am a Masters/PhD student/staff member in XXXXX at the University of the Witwatersrand, Johannesburg. My supervisor is Dr / Prof. XXXXX. I am conducting a research study about XXXXX. The study title is XXXXX.	Comment by Author: This paragraph states who you are and what you are doing	Comment by Author: Your name	Comment by Author: As appropriate	Comment by Author: Name your discipline area	Comment by Author: Include supervisor’s name	Comment by Author: Insert a brief, general description of the study

I am inviting you to take part in an interview/focus group/answer a questionnaire/XXXXX. If you decide to take part, your participation in this research study will last about XXXXX hours/minutes. The interview/research activity will take place at [this place] at [this time].	Comment by Author: This paragraph states what you are wanting from the participant	Comment by Author: Make sure that you delete all of the elements that are not applicable here. You should only include the one element that this information sheet refers to	Comment by Author: Give clear details of what you want participants to do. If you want them to undertake (say) two things, state what these are and whether one is related to the other – e.g., if you want a questionnaire completed followed by an interview, or whether they could opt only to do one of these activities, not both. 	Comment by Author: Be clear about what this activity will entail – answering questions, completing some kind of activity? Also be clear whether this is a one-off activity (e.g. a single interview), or if you require multiple interviews etc. 	Comment by Author: State in hours, days, months as relevant. Be honest about how long participation will take (you may need to test this out).	Comment by Author: Specify the activity/activities 	Comment by Author: Specify: state where – e.g. online? In person? At a convenient place? At their workplace?	Comment by Author: Specify: state when - e.g. during work hours? After school? 

With your permission, I would like to audio/video record the interview/focus group/other activity. This data will be stored in XXXXX for XXX years and/or deleted after XXX years. Only the researcher and the supervisor will have access to the raw data from this study.	Comment by Author: Stick to audio recording for interviews and focus group discussions unless there is a strong rationale for using video. If you are using video or photography, be clear about exactly what or who you will be photographing or videoing and why.	Comment by Author: Remove the items that are not relevant here	Comment by Author: State how and where recordings will be stored and who will have access to these recordings. If you are not making any recordings, delete this sentence. 	Comment by Author: Add details here.	Comment by Author: This must match what you say on the application form.	Comment by Author: Specify who will have access	Comment by Author: This is appropriate where the researcher is a student.


During the research activity, I will need to ask for some personal information about you, including XXXXX.	Comment by Author: Delete this sentence if not applicable. If you need to ask for personal information, please consult the POPIA act. Specify clearly what personal information will be collected, how it will be stored and for how long.

The interview/XXXX will be confidential and anonymous. When I share the results of the research study, I will not include your name or anything else that could identify you. With your permission, other researchers may use the data collected from this research study, but your name and any personal information will not be used or passed on.	Comment by Author: State what it is	Comment by Author: Confidentiality and anonymity are very important ethical issues that you have to reflect upon. CONFIDENTIALITY = that you will not tell anyone what the participant tells you. ANONYMITY = that the identity of the participant is not disclosed. NOTE: anonymity can be guaranteed for some activities like surveys because you simply don’t need to know participant names. If you are interviewing known "experts", then they might not want their name to be withheld, so you might want to give them the option on the Consent Form to be anonymous, or not anonymous. Note that if participants are speaking in an official capacity, as Director of XXXX or CEO of YYYY, then they may be identifiable based on their official role even if their name is not mentioned in the write up. If this is the case, please add this information here. NOTE: if you are doing group activities such as a focus group discussion or workshop, then neither confidentiality nor anonymity can be guaranteed. If this is the case, please explain this here.	Comment by Author: Delete if not applicable	Comment by Author: Specify if the data will be used for teaching purposes

If you decide to take part in the research study, it should be because you want to volunteer. You do not have to take part. You can stop being in the study at any time. You do not have to answer any questions if you do not want to. You will not get any direct benefits if you choose to join the research study. You will not lose any services, benefits or rights you would normally have if you decide not to join. Taking part in the research study will not cost you anything. You will not be paid for being in this research study. Your travel/data costs to attend the interview/XXXX will be reimbursed to a maximum of R150.	Comment by Author: Consider whether there may be data costs or travel costs. If so, indicate what costs and to what extent these will be reimbursed.	Comment by Author: Specify 	Comment by Author: Delete this sentence if not applicable. Specify the amount you will reimburse.

The risks for this research study are no more than what happens in everyday life.	Comment by Author: Please align this section with the risk level of your study and the potential vulnerability of participants. In general: 
Minimal risk = The risks… are no more than what happens in everyday life
Low/Medium/High risk = Some of the questions asked may make you feel sad or upset…

Please carefully consider the specific counselling/ support/ informational needs of the community and/or participant groups involved in your research project, in relation to the risk level, topic and research process of your study. 
If required, you MUST provide appropriate support service and/or referral information. PLEASE CONSULT THE HREC'S DISTRESS PROTOCOL GUIDELINE.
For Medium/High Risk studies, you should provide the name and contact details of a particular person (at an organisation) who has agreed to provide support to participants if required. The researcher should arrange with and inform this person of the nature and duration of the research project. Ensure that the nominated person is located in close proximity to the participants. Where possible, avoid making referrals to a generic support hotline like Lifeline or SADAG. 
For Low Risk studies, it may be appropriate to refer participants to more general community-based or NGO support structures. 
Please note, something like CCDU is only going to be available to Wits staff/students, not members of the general public. 
**OR**
Some of the questions asked may make you feel sad or upset. 

If any distress arises, I will stop the interview/XXXX and continue another time. If you need some support or counselling services following the interview/XXXX, these are available free of charge at XXXX. The name of the counsellor is XXXX and the contact details for the counselling service are XXXX.	Comment by Author: specify

This research study will be written up as a research report. The report will be available on the university library website. If you would like to receive a summary of this report, I will be happy to send it to you.	Comment by Author: And/or publication – specify here	Comment by Author: This is optional – all Masters by Research and PhD theses are available online, coursework Masters and Honours reports are not available online.

This research study has received ethical clearance from the University of the Witwatersrand [insert ethics clearance number here once received].

If you have any questions during or afterwards about this research study, feel free to contact me or my supervisor on the details listed below. If you have any concerns or complaints about the ethical procedures of this research study, you are welcome to contact the University Human Research Ethics Committee (Non-Medical), telephone +27(0) 11 717 1408, email hrecnon-medical@wits.ac.za.	Comment by Author: Delete if not applicable

Yours sincerely, 
XXXX	Comment by Author: Your full name; a signature and date is not necessary

Researcher:
Your full name, Wits email, your phone number	Comment by Author: Do not put your address here	Comment by Author: This is optional, you do not have to include your cell phone number if you do not want to, for safety reasons

Supervisor:	Comment by Author: Supervisor details are needed if you are a student. Do not include the supervisor's cell phone number. Please list both/all supervisors if there is more than one.
Their full name, Wits email, Wits phone number
