Template version 1-22-2019
Information Sheet Template for Exempt Studies: Remove this red instruction text and the instructional text below from the final document submitted to the IRB and used with participants.
General instructions:

1. The information should be provided to subjects in language that they will understand, meaning lay language generally at the 6-8th-grade reading level. Depending upon the target population (for example, children or the educationally disadvantaged), the language level may need to be simplified further. 
2. The information sheet should provide complete information about the study so that the subject has enough information to decide whether or not they want to participate. This includes the requirement under the revised regulations that when the research involves deception, non-full disclosure, or manipulation, the information process must provide enough details about that portion of the research so that a reasonable person can provide an affirmative agreement to participate in the research. 
3. The revised regulations allow for research with individually identifiable information and identifiable biospecimens to be exempt, when specific criteria are met. This means that the information sheet template has been revised to include more information about privacy and confidentiality and what specific protections might be in place to protect the confidentiality of the information. There needs to be enough information for the person to understand how the confidentiality of their information will be maintained.
4. Remove the brackets around sample text in the final document, if you use our sample text. Convert all text to black print.
5. Be sure to complete the title for the research. The title should match the one on the application unless there is a specific reason for an altered title (i.e., deception/incomplete disclosure will be used in the research).

6. If you are conducting research in a foreign country or with non-English speaking participants, you should consider what will be the best method for a participant to contact you, especially as most research questions will arise during the actual conduct of the research (e.g., when you  are in that foreign location). Considerations may include presence of technology in that area of the world, the economic cost of making an international phone call, or what is affordable for your target population. For phone numbers, be sure to include the international code. 
7. The document submitted to the IRB should have a footer, with a version date and page numbers in the x of y format. When the document is revised either in response to the IRB’s request for changes or via an amendment at a later date, the version date should also be revised to reflect this is a different version of the document. Ensure that the auto-update function for dates is turned off in the document so that the date will not change to the current date every time you open the document. Having a version date helps to ensure that only the most current and approved information sheet is used in the study.
8. For research subject to the new exempt categories 7 or 8, see the separate new guidance document pertaining to broad consent. Broad consent has specific content requirements that will not be met with this exempt information sheet document. 
9. Do not use Dr. for persons with a PhD, because people in the general public equate Dr. with a medical doctor. This is in compliance with the DePaul Style guide.
Information Sheet for Participation in Research Study
[Title of the Study]
Principal Investigator: [Insert the PI’s name and Department/College/School. If the PI is a student, indicate undergraduate student or graduate student.]
Institution: DePaul University, USA

[For students or fellows] Faculty Advisor: [Insert faculty sponsor’s name, Degree and Department]
[If applicable- delete if not applicable] Research Team: [Insert the names of other DePaul personnel who will be helping to conduct the research and who may have contact with the subjects.]
[If applicable- delete if not applicable] Collaborators: [Insert the names and affiliations (i.e., organization or institution) of collaborating investigators]
We are conducting a research study because we are trying to learn more about [insert a simple description of the study’s purpose, aims and goals]. 
We are asking you to be in the research because [insert a short explanation of what qualifies them to be in the research, i.e., inclusion/exclusion criteria. Note: This should agree with the inclusion criteria in the exempt application].   [If the study involves surveys and interviews and is being conducted in a setting such as a college class or the psychology subject pool or online in a population where some of the people may be minors, include this language: “You must be age 18 or older to be in this study. This study is not approved for the enrollment of people under the age of 18.”]
[Provide a detailed and meaningful description of what being in the research involves for the subject, including any interactions, interventions, artifacts that will be collected, or records you may be requesting access to for the purposes of the research.] 

Example 1- A simple survey or interview study:  If you agree to be in this study, you will be asked to [insert specific information; for example, fill out a survey, complete an interview, provide examples of your work].  The [survey, questionnaire, interview] will include questions about [provide a simple summary of the topic areas that will be covered. If you will collect demographic information, specifically indicate, “We will also collect some personal information about you such as …and then include examples of the types of demographic data you plan on collecting.]. [If applicable, include information such as whether the research activity is completed online, in-person, over the phone, at a specific location.] [If applicable, add, “If there is a question you do not want to answer, you may skip it. “] [If there is more than one activity involved in being in the research or subjects will be asked for permission to access records, or use documents created for non-research purposes, include an explanation of that part of the research.] The study should take about X number of minutes to complete.
Example 2- When the research involves an intervention. [Note: In this instance, a detailed and meaningful description of the intervention must be provided]. If you agree to be in the research study, you will be asked to complete a survey about your basic knowledge of (X). You will be asked questions about, (summarize the topics here). This will take about x minutes. Then you will be asked to watch a video (read a story, participate in a workshop, etc.)- The activity will involve (summarize the topics covered in the intervention or what will happen during the intervention). This should take about X minutes. Finally, you will be asked to take another survey. This survey will ask you about (summarize the topics here). This will take about X minutes. We cannot provide you with the full details about participating now before you do so, because that may alter our research results.  The full details about the research and why we did it this way will be explained to you after you finish participating. We do not believe that the research will be embarrassing or offensive to you. 
Example 3- When the research involves deception, non-full disclosure, or manipulations. [Note: In this instance, the subject must be told about the deception, non-full disclosure, or manipulations in a meaningful way in order to provide an affirmative agreement to be in the research study.]  If you agree to be in the research, you will be asked to complete some surveys in our research lab. We will ask you about your opinions related to (x, y, z) and we will collect some demographic information, such as (x, y, z) about you. This should take about X minutes. Then, you will be asked to play a game with another person, online. (Or you will be asked to play a game in which you can earn money, or you will be asked to do something, etc.). This activity will take about X minutes. Finally, you will be asked to complete another survey about (x, y, and z).  This should take about x minutes. We are not able to tell you the complete details about the research and why we are doing what we are doing (or we cannot tell you the true purpose of our research right now, etc.), because we would not get good results if we did. The full details about the research and why we did it this way and what we hope to find will be explained to you after you complete the research.
[If the activity will be audio or video recorded, indicate that fact, the purpose of the recording (i.e., in order to make accurate written notes of what you have said), and what will happen to the recordings once they are transcribed.]
This study will take a total of about [insert an estimate of the time it will take to complete the activity in minutes and/or hours] of your time.    
Research data collected from you will be [anonymous, collected in an identifiable way and then be de-identified later, collected in an individually identifiable way and will remain individually identifiable]. 
[Provide a discussion of the measures in place to protect the privacy of the subject and the confidentiality of the information or biospecimens collected.] 
Example 1- Data collected anonymously- adjust the language as needed to apply to your research plan: Since your information is collected online in an anonymous way, we will not be able to link your responses back to you.  So, your responses will remain confidential. Or Since I will not record identifiers with your information, your information will remain confidential. I will not try to re-identify the information or contact you.
Example 2 – When data is collected with identifiers, but will be de-identified later. Adjust the language as needed to apply to your research plan: When you first give us your information it will be linked to you with a code number and we will have a key that tells us who that code number belongs to. So for a period of time, it is possible to link this information to you. However, we have put some protections in place, such as storing the information in a secured computer under password protection and with encrypted files. After the study is completed (in about x months), we will remove all the identifiers and make the data de-identified. The data will be kept for an undetermined period of time in the de-identified way, since there should be no risk to you should someone gain access to the data.

Example 3- When data is collected in an identifiable manner and will remain identifiable- Adjust the language as needed to apply to your research plan: When we collect the information from you, your name and other direct identifiers will be with the information. We will keep those identifiers on the data because (explain why). We have put protections in place to prevent people from getting access to the information, such as (explain your protections, such as password protected computers, encrypted data files, locked private rooms, etc.).   We think our protections will keep your information confidential. We plan to keep the information for (indicate a time frame, i.e., a number of years). [If applicable: You may find some of the information we collect sensitive in nature.]. 
Your participation is voluntary, which means you can choose not to participate.  There will be no negative consequences if you decide not to participate or change your mind later after you begin the study.  
[For anonymous surveys only:  You can withdraw your participation at any time prior to submitting your survey. If you change your mind later while answering the survey, you may simply exit (or not hand in) the survey].  [For anonymous surveys and other research where the data is recorded anonymously, insert language that explains that they can remove their data up until the time the data is collected and combined with other people’s data. For example, “Once you submit your responses to me directly (or online), I will be unable to remove your data later from the study because all data is anonymous and I will not know which survey response belongs to you.”]  [If the survey is not anonymous, alter the text to explain how the subject may withdraw or when they may withdraw their data, if they wish to.] 
[For when data is recorded in an identifiable manner: You can withdraw your participation at any time, by contacting me at: (include your name and contact information). Since the information you gave me is still identifiable and linked to your name (or other direct identifier), I can remove your data from the research at any time.]
[If the research is conducted at or with a school, agency, employer, or other entity where there might be the perception or potential for coercion, include this language, “Your decision whether or not to be in the research will not affect…[your grades, your status, your employment] at…[your school, your job, your agency].]
[If the study is conducted during class time and there are alternative activities (e.g., leaving class early, working on a different activity) please describe.]  
[If the study involves extra credit, payment, a drawing, or psychology subject pool credit, indicate that fact, i.e., “You will be given XXX for your participation in the research.] 
[When subjects will be paid (cash, check, or tangible property) using University funds, the payment must be in accordance with the “Payments to Research Participant Guidelines” found on the VP for Finance website.  
Example 1 text for University employees (including students) when the payment is for services similar or connected to the employee’s job requirements or duties, or for a study specifically targeting University employees, “Since you are a DePaul employee all payments made to you must be recorded for tax purposes on your employee W-2 form and applicable taxes must be withheld. In order for this to happen, we must collect your name, mailing address, and employee ID# (EMPLID) before we can pay you for being in the research.”
Example 2 text for University employees (including students) when the payment is not for services similar or connected to the employee’s job requirements or duties, or for a research study specifically targeting University employees, “In order to pay you for being in the research, we must collect your name, mailing address, and employee ID# (EMPLID) before we can pay you for being in the research. Payments received, as a result of participating in the study, may be subject to tax reporting by the University.”
Example 3 text for payments to non-employees (including students) when the anticipated total payment in a calendar year is expected to be $75 or more, “In order for you to receive payment for being in the study, we must collect your name, mailing address, and social security number. 
Payments received, as a result of participating in the study, may be tax reportable by the University.”
Example 4 text for nonresident aliens for tax purposes (including persons who are not legally in the US or are undocumented), “DePaul University policy does not allow payments to be made to a nonresident alien for tax purposes.  A nonresident alien for tax purposes is generally someone who is not taxed in a manner similar to a U.S. citizen. You may choose to be in the research, but will not be able to receive payment.”]
[An explanation of how subject pool students receive credit is helpful. For example: After you have completed the survey, you will be taken to a separate page where you will enter your psychology subject pool number so that you can get credit for being in the study. The number will not be directly linked to your survey responses.]
[If you are recruiting subjects and collecting data utilizing the Amazon MTURK or other similar sites, then include the following statement: Since you are enrolling in this research study through the Amazon Mechanical Turk (MTurk) (or name of similar site) site, we need to let you know that information gathered through Amazon MTurk (or name of similar site) is not completely anonymous. Any work performed on Amazon MTurk (or name of similar site) can potentially be linked to information about you on your Amazon public profile page, depending on the settings you have for your Amazon profile. Any linking of data by MTurk (name of similar site) to your ID is outside of the control of the researcher for this study. We will not be accessing any identifiable information about you that you may have put on your Amazon (name of similar site) public profile page. We will store your MTurk (name of similar site) worker ID separately from the other information you provide to us. Amazon Mechanical Turk (name of similar site) has privacy policies of its own outlined for you in Amazon’s (name of similar site if this statement applies to that site) privacy agreement. If you have concerns about how your information will be used by Amazon (or name of similar site), you should consult them directly.]

If you have questions, concerns, or complaints about this study or you want to get additional information or provide input about this research, please contact [insert your name, phone number and email, and if appropriate the faculty sponsor’s name and contact information].  
If you have questions about your rights as a research subject, you may contact Susan Loess-Perez, DePaul University’s Director of Research Compliance, in the Office of Research Services at 312-362-7593 or by email at sloesspe@depaul.edu.  You may also contact DePaul’s Office of Research Services if:

· Your questions, concerns, or complaints are not being answered by the research team.
· You cannot reach the research team.
· You want to talk to someone besides the research team.
[If the research is conducted with persons who may not read or understand English, for example in another country, you should indicate the following, “The person at this number and email address may not be able to read or understand [insert language being used] so it might be necessary for you to have someone you know who speaks English to help with the call or help translate your email.”]
[If you are collecting only anonymous data (no names, identifiers, or linkable codes, not meeting the subject in-person), it is preferable to omit a signature section as noted below.  However, if your study is not anonymous and you would like to collect a signed information sheet, you should feel free to add a signature section to this form and alter the final statement to read, “You will be given a copy of this information for your records.”]
You may keep [or print] this information for your records. [Edit this statement depending upon the method of data collection, i.e., online, in-person, via email, etc.].
[If this is an online study, such as completion of a survey online, and the information sheet text is provided online, you should include this language: “By completing the survey you are indicating your agreement to be in the research.” Then include a place holder for any text that tells them to click here to go to the survey.]
[If the survey or interview is in-person, you can choose whether you want a written signature or not.  Examples of other language that can be used: 1. I have explained the study to you and you are providing your affirmative agreement verbally to be in the research. 2. I have explained the study to you, and by signing the document below, you are indicating your affirmative agreement to be in the research. For research with identifiable information, you may wish to obtain a signature to document their affirmative agreement.
Signature: ________________________________________________________

Printed Name: _____________________________________________________

Date: ____________________________________________________________
[If you are video taping as a data recording method and you will be using the videotapes for something other than a method to make accurate transcripts of what was said (for example, create a documentary or educational video or teaching tools from the research footage), you should insert the applicable recommended language from our guidance document, “Recommended consent language,” which refers to video ownership. The language has been approved by the DePaul Office of General Counsel (OGC). In this instance, it would be best to have a signature. You may alter the recommended language to include audio tapes that will be archived, such as in oral history projects.]
[If your research involves the use of multiple versions of the information sheet, for example you have more than one group of people you will have in the research, you should insert an identifier in the footer i.e. teacher, administrator, student. This helps you while you are conducting the research to be sure you are using the correct form for the individual.]

Version
 [insert the date of creation or revision]
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