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For Researchers: General Information on the «Participant Information Sheet and Consent Form»

· Before people can participate in a research project, they usually must give their informed consent to participate, that is, they must be fully informed about the research project (as well as about their rights and obligations during participation) and then give their documented consent to participate.

· Below you will find a template[footnoteRef:1] for a suitable participant information sheet and consent form with parts for you to fill out. Adapt it to your research project. The places where you need to formulate the text yourself or make a selection are marked in green. [1:  The template is based on the informed-consent and voluntary-participation document for a study at the University of St. Gallen, the application form of the Ethics Commission of ETH Zurich, and the sample consent form for field research of Qualiservice, a center for qualitative research data in the social sciences.] 


· Language: The participant information sheet and consent form should be written in a language which participants understand. For the Research Ethics Committee of the University of Basel (KFE), the documents must be written in German or English.

· Written form: Whenever possible, the participant information sheet and consent form should be provided in a written (paper or digital) form (one copy for each participant and researcher). In exceptional cases, the information and consent can be given orally (in person, by telephone, or on a video call).

· Digital: If informed consent is obtained digitally (through email, the web, or an app), the consent must be saved for documentation purposes.

· Who can give consent according to the data protection law? Please consult the Fact Sheet on «Informed Consent».

On the capacity of children to make their own decisions, see the Fact Sheet on Consent in Research Projects Involving Children and Young People.

· If it is impossible to obtain prior informed consent in a research project – especially in cases of deception studies or participant observation (see the KFE Guide to Participant Observation) – the information must be provided retrospectively. The participants should then be informed that (1) the information provided was incomplete or deceptive, (2) what information was withheld or falsified, and (3) why it was necessary to provide information that was incomplete or deceptive. In addition, (4) participants must be given the opportunity to ask questions, and (5) they must be made aware of their rights to access, correct, and delete the data.

· The participant information sheet and consent form are an emblem of the University of Basel. Please check its grammar, spelling, and layout before distributing it.


Participant Information Sheet and Consent Form for the Research Project

Title of the Research Project (abbreviated form of the project’s name)


Unit conducting the project:	Institute, chair
Project leader:	Person responsible for the project, full name,
	full address, e-mail/telephone
Venue and time:				Address, room, date
Contact person for questions: 	Full name, full address, 
	E-Mail/Phone

Research Ethics Committee (KFE)	KFE Office, Petersgraben 35, 4001 Basel
of the University of Basel:	kfe@unibas.ch
	
Data protection officer	Data Protection Office, Petersgraben 35, 4001 Basel
of the University of Basel:	datenschutz@unibas.ch



We ask that you consent to participating in the research project insert abbreviated form of the name of the research project and to the processing of your personal data.

This document will inform you about the content and procedure of the research project and about the intended use of your data. Please read the following information carefully and ask us if you would like to know anything more or if anything is unclear to you.

[bookmark: _Hlk148000117]If you want to participate in the research project, please read and sign the consent form. The original of the consent form will be stored by insert the name of the institution where the original of the consent form will be deposited. You will receive a copy of the signed consent form. You can also keep the participant information sheet about the research project.



Participant Information Sheet

I General information on the research project

Brief description of the research project with information on its purpose, benefits, and timeline
Insert

What will be investigated and how?
What / method / design (e.g., interviews, surveys, observation by researchers). Explain how you will conduct the research in easily comprehensible language.

Who can participate? 
Explain the inclusion and exclusion criteria.

What do I have to do to participate?
Explain the activities/procedure and obligations (e.g., maintaining confidentiality toward third parties) of the participants: e.g., participating in an interview, filling out a questionnaire, looking at and evaluating photos, writing a text, etc.

How much time will I have to I invest to participate?
E.g., time required for participation, travel time, etc.

How could I benefit from participating in the study?
Description of a possible personal benefit, or state that participants should not expect any personal benefits.

What are the possible disadvantages and risks of participating in the study?
Explain possible disadvantages and risks and how you plan to minimize them. If appropriate, indicate if any support our counseling is offered during and after participation

Will I be compensated for my participation? 
Explain the type and extent of compensation, or state that participants will not be compensated. State how the compensation will be distributed, e.g., as an online voucher to an e-mail address, a money transfer to bank account, etc.

Can I refuse to participate or stop participating?
Participating in this research project is voluntary. You do not have to participate, and you can stop at any time without giving reasons and without incurring any disadvantages. No one will be allowed to force you to do something you don’t want to do or to answer a question that you don’t want to answer at any point in the course of the study.

Whom can I contact if I want to stop participating?
If you want to leave the study, please contact the following person in writing, by telephone, or in person: Full name and contact details.

Who is funding the study? 
Disclosure of all funding sources.


II Data protection information: What data will be collected from me and what will be done with my data?

What data will be collected from me?
The following data will be collected from you as part of the research project:

· Contact data for administrative purposes: specify all personal data, e.g., name, address, telephone number, email address.

· Research data, that is, the information about you that will be generated in the research project, such as:
· audio recordings of an interview,
· video recordings,
· textual transcript of an interview,
· personal data from a questionnaire,
· texts you write,
· etc.

The research data may also include sensitive personal data, such as data about your ethnic origins, political opinions, religious or ideological beliefs, or trade-union membership, or genetic data, biometric data, health data, or data concerning your sex life or sexual orientation [please delete as appropriate from this list].

What will my data be used for?
Brief description of how the data will be used. Any use of contact details, e.g., for long-term studies.
If applicable: e.g., for publications, conferences, etc.
In all scientific publications and at any congresses or conferences, the research results will be published without reference to you personally. Interviews will only be quoted in excerpts, so it will not be possible for third parties to identify you. 

What will happen to my data? Where will my data be securely stored and for how long?
Explain what will happen to the data: pseudonymization, anonymization, etc., so that it will no longer be possible to figure out who the participant is.
Provide information about the storage location, especially the location of the server, and, e.g., the key management and separate storage for pseudonymized data.
Information about how long the data will be stored.

Who will have access to my data? And will my data be made known or be given to third parties?
Employees of the research project and authorized researchers will have access to your data. They will all be obliged to comply with data protection requirements. The data will be protected against unauthorized access.

The members of the Research Ethics Committee of the University of Basel will be able to view the original data for the purpose of reviewing and checking them, but only under strict confidentiality obligations.

Description of any external people and/or services (e.g., AI tools, transcription tools, clouds, etc.) that will have access to the data or be able to view it (e.g., survey institutes).
Explanation of how the data processing complies with the Information and Data Protection Act (of the Canton of Basel-Stadt, of the contractual obligations with third parties, etc.).

Will my personal data be deleted?
Insert what applies: e.g., personal data will be deleted as soon as they are no longer required for the research project. 

If applicable, state any legal exceptions or other requirements (e.g., from sponsors, institutions, etc.) that may oppose deletion. State what the subsequent purpose of the research project is (e.g., publications, archiving, etc.).

Will my data be made available to other researchers in a public data repository or data archive? For what purposes?
Explain whether this is the case. If so, provide the name of the repository or archive and briefly explain what the purpose of the repository or archive is, in what form (anonymized or not) the data will be stored, and what the conditions will be for accessing the data.

What are my rights to my data?
If the data will not be anonymized: You can request information about the personal data collected from you at any time and without giving any reasons. You can also request that your data be corrected, handed over to you, blocked for processing, or deleted. To do so, please contact the following person: full contact details.

If the data will be anonymized: Before your data is anonymized, you can request information about the personal data collected from you at any time and without giving any reasons. You can also request that your data be corrected, handed over to you, blocked for processing, or deleted. To do so, please contact the following person: full contact details.

Confirmation that the applicable data protection laws – such as the Information and Data Protection Act of the Canton of Basel-Stadt, the Federal Act on Data Protection, and the EU General Data Protection Regulation (GDPR) – will be complied with when collecting and processing personal data.

Can I revoke my consent?
If the data will not be anonymized: You can revoke your consent and demand that your data be deleted at any time. Revoking your consent will not result in any penalties for you. To revoke your consent, please contact the following person: full contact details.

If the data will be anonymized: You can revoke your consent and demand that your data be deleted before your data are anonymized. Please note that we will not be able to delete your anonymized data because it will no longer be possible to identify which data are yours.
Withdrawing your consent will not result in any penalties for you. To revoke your consent, please contact the following person: full contact details.

Who reviewed the research project? 
This research project was reviewed and approved by the Committee for Research Ethics of the University of Basel.
Or: Due to the ethical acceptability of this research project, it was not necessary for the Research Ethics Committee of the University of Basel to review it.

Consent Form

As a participant, I confirm with my signature that:

· I have read and understood the information about the research project Title of the research project. Any questions I had were fully answered to my satisfaction.

· I am well informed about the objectives of the research project, the procedure, the expected effects, possible advantages and disadvantages, possible risks, and my rights and obligations.

· I had enough time to decide whether to participate.

· I fulfill the stated conditions for participation and am aware that the stated requirements must be met.

· I am participating in the study voluntarily and do not feel pressured to do so; not participating would not affect me negatively in any way. I agree that my personal data and the information I provide may be processed and used as described above.

· I know that I can revoke my consent to participate at any time and without giving any reasons and that I will not incur any disadvantages for doing so.


I hereby consent to participating in the research project [insert abbreviated form of the name of the research project]. 

☐   Yes 		☐    No


I hereby consent to being contacted again.

☐   Yes 		☐   No


I hereby consent to the storage of my anonymized data in the public data repository name a data repository or archive and to making it available if applicable to other researchers for research purposes. 
[Note to researchers: if non-anonymized data are to be stored on a repository, data protection must be ensured; please contact the Research Data Management Network or datenschutz@unibas.ch.]

☐   Yes		☐   No







	Name of participant
	

	......................................................

	

	Place, date
	Signature of participant

	......................................................


	......................................................


	Name of contact person from the research project
	

	......................................................

	

	Place, date
	Signature of contact person

	......................................................

	......................................................
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