Information Sheet & Consent Form Template

Use these templates to adapt your project information into an information sheet and consent form for survey respondents. Include a completed information sheet at the start of your survey before your consent form.

DO NOT EDIT THIS DOCUMENT - PLEASE DOWNLOAD OR MAKE A COPY.

	Information Sheet Template

	
Introduction 
Example: “Thank you for your interest in completing this survey.
Please read this information carefully before deciding whether to complete the survey. If you have any questions about taking part, please contact [insert name and contact details of main project contact].”

Purpose of the survey
Briefly explain why you are doing this survey and how the information will be used (e.g., “to inform service improvement” or “to evaluate a programme”).

What is this project about?
Provide a brief outline of the purpose of your study in lay language that is easy to understand. 
· Explain your project, its purpose, and who is doing it.
· Explain why you would like to hear from who you are reaching out to
· Explain how you will use the information from this survey in your project

Why have I been invited to complete this survey?
Explain why the person has been invited to take part (e.g., “You are being invited because you use X service” or “You work in X setting”)

What will happen if I take part?
Explain what taking part will involve from a participant’s point of view, and in the order that they will experience it.
If you will be asking participants to complete another survey, or take part in another activity (e.g., focus group) later on, use this section to describe what will happen. 
Explain how long the survey (roughly) will take them to complete. 

Will what I say in this survey be kept private?
State whether responses are anonymous or anonymised. Explain what measures are in place to ensure that information is kept private. Explain how data will be stored, who will have access, and how results will be shared. 


Include a data security or privacy statement, and a link to Camden’s data policy. Example: “To see how Camden Council uses your personal data please see our Privacy Notice at www.camden.gov.uk/privacy”


Are there any risks or benefits of taking part?
Briefly describe any foreseeable risks (if any). Provide a fair and honest evaluation of the possible consequences (e.g., if you are asking respondents to discuss sensitive topics, this could cause distress). Highlight any benefits of taking part, such as shaping local policy or services.

Example: “The information we collect from this survey will contribute to improving services for Camden residents.”

Do I have to take part? 
Explain that taking part is entirely voluntary and potential respondents do not have to take part.  Include withdrawal information (e.g., “You can stop at any point”).

Example: “No, it is up to you whether you complete this survey. Your participation is entirely voluntary. It is up to you what information you share with us, and you can stop at any point. If you choose not to complete this survey it will not impact your (e.g., access to a service).”

Further information
Include any further information you would like respondents to know. 
Include any resources or additional information useful for respondents to access before they begin the survey.

Contact details
Include a named contact, email address, and role for participants to reach out with queries.






	Consent Form Template

	
Copy and paste the consent form/statements into your survey, and adapt any statements as needed.

Either use a single-answer (e.g., ‘YES’) mandatory/required response option for each statement OR clearly state that by completing the survey, the respondent confirms that they have read the information provided and are happy for their responses to be used.

Please refer to the Survey ‘How To’ Guide for more detailed information and instructions on collecting informed consent in surveys.


	
Please read the statements below carefully. 

I confirm I have read and understand the information above. 

I have had enough time to consider whether or not I want to take part.

I understand that my name, personal information, and any identifiable details collected during this project will be kept confidential (private) and will only be looked at by the project team. 

I understand that any reports or presentations may include anonymised quotes (without my name or details) of the information I provide. 

I understand that taking part is voluntary (my choice) and that I can choose to not take part or stop taking part at any time.

[ONLY if appropriate] I understand that for taking part I will receive [Incentive type and value] 

[ONLY if appropriate] I agree to be contacted about future surveys or activities as part of this project. [Note: asking respondents to add their contact details will invalidate anonymity.]

[ONLY if appropriate] I agree to be contacted about the findings of this survey/project. Note: asking respondents to add their contact details will invalidate anonymity.

At this stage, I agree to take part in this survey. 

	
Yes / 
I agree
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