Template version 7-13-17
Information Sheet Template for Exempt Studies: Remove this text and the instruction text below from the final document submitted to the IRB and used with participants.

Note:  We no longer want this document to be printed on letterhead. The IRB requires that the new format below is used and that the documents are printed on normal paper, not letterhead.

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, 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.

3. Remove the brackets around text from the final document. Convert all text to black print.

4. 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 will be used in the research).

5. 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. 

6. 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 or via an amendment at a later date, the version date should also be revised. 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 currently approved information sheet is used in the study.

Información para Participación en Investigación

[Título del Estudio]
Investigador Principal: [Insert the PI’s name and department. If the PI is a student, indicate undergraduate student or graduate student.]
Instituto: Universidad DePaul, EE.UU.
[For students or fellows] Consejero de la Facultad:  [Insert faculty sponsor’s name, Degree and Department]

[If applicable] Equipo de Investigación: [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] Colaboradores de Investigación: [Insert the names and affiliations (i.e. organization or institution) of collaborating investigators]

Estamos llevando a cabo una investigación porque estamos tratando de conocer más acerca de [insert a simple description of the study’s purpose, aims and goals].  Estamos solicitando su participación en este estudio porque [insert a short explanation of what qualifies them to be in the research, i.e. inclusion/exclusion criteria]. Si acepta participar en este estudio, se le pedirá que [insert specific information; for example, fill out a survey, complete an interview, provide examples of your work]. La [encuesta, cuestionario, entrevista] incluye preguntas sobre [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 (“También le pediremos alguna información personal, tal como”)…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.” (Si hay cualquier pregunta que no desee contestar, puede dejarla sin repuesta)] [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.] 

Este estudio tomará [insert an estimate of the time it will take to complete the activity in minutes and/or hours] de su tiempo. [If the study involves multiple activities include the time for each activity separately and the total time involvement]. Sus datos adquiridos para la investigación será [anonymous (anónimos) or kept confidential (confidenciales) ---indicate which one applies to your 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 (para asegurarnos que todo lo que usted nos ha dicho estará correctamente escrito en nuestras notas), and what will happen to the recordings once they are transcribed.]  
Su participación es voluntaria usted puede optar a no participar. No habrá consecuencias negativas si decide no participar o cambia de opinión después de empezar el estudio. [For anonymous surveys indicate: 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 the survey (Usted puede retirar su participación en cualquier momento antes de entregar su encuesta. Si cambia de opinión mientras que esta contestando la encuesta, puede simplemente abandonar la encuesta.) [For anonymous surveys and other research where the data is recorded anonymously insert language that explains that they can remove the data up until the data is collected and combined with other people’s data. For example, “Once you submit your responses, we will be unable to remove your data later from the study because all data is anonymous and we will not know which data belongs to you.” (“Después de haber entregado sus respuestas, nosotros no podemos eliminar sus datos del estudio porque todos los datos son anónimos y por lo tanto, no tendremos manera de saber cuáles son sus datos.”) [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] (“Su decisión de participar o no en este estudio no afectara…[sus calificaciones , su posición, su empleo] en…[su escuela, su trabajo, su agencia]
[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.” (“Usted recibirá XXX por su participación en esta investigación.” 
[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 (http://financialaffairs.depaul.edu/payment/voucher.htm).  

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.” (Siendo usted empleado de la universidad de DePaul, cada pago hecho a usted tiene que estar documentado por razones fiscales en su formulario de empleado W-2 e impuestos pertinente debe ser retenida.  Para que esto suceda tenemos que colectar su nombre, dirección, y su número de empleado de DePaul antes que podemos pagarle por participar en la investigación.”)
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.” (Para pagarle por esta investigación tenemos que colectar su nombre, dirección, y su número de empleado de DePaul antes que podemos pagarle por esta investigación. Como resultado de participar en esta investigación, usted recibirá un pago que puede ser sujeto a declaración de impuestos por la universidad.)
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. (“Para pagarle por esta investigación tenemos que colectar su nombre, dirección, y numero de seguro social.”)
“Payments received, as a result of participating in the study, may be tax reportable by the University.” (Pagos recibidos como resultado de participar en este investigación, pueden ser sujetos a declaración de impuestos por la universidad.”)
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.”] (“La política de la universidad de DePaul no nos permite que podemos pagar a extranjeros no residentes por razones fiscales.” Por razones fiscales un extranjero no residente típicamente es alguien que no es sujeto a declaración de impuestos en la misma manera como un ciudadano. Usted puede escoger participar en la investigación, pero no va a recibir un pago.”)
[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. (“Después de terminar la encuesta, usted será dirigido a una página separada donde puede poner su número asignado por el departamento de psicología para recibir crédito por este estudio. El número no estará relacionado directamente con sus repuestas de la encuesta.”)]

[If you are recruiting subjects and collecting data utilizing the Amazon MTURK website, then include the following statement: Porque usted está inscribiéndose en esta investigación a través de el Amazon Mechanical Turk (MTurk) página web, nosotros tenemos que informarle que  la información adquirida por Amazon MTurk no es complemente anónima. Cualquier trabajo llevado a cabo en Amazon MTurk posiblemente puede conectar con información de usted en su perfil público en Amazon depende en la configuración que usted tiene en su perfil de Amazon. Cualquier información conectada en MTurk a su identificación (ID) de MTurk está fuera del control del investigador de este estudio. No vamos acceder ninguna información identificable suya que usted puedo poner en su perfil público en Amazon. Nosotros vamos a guardar su trabajador identificación (ID) de MTurk separado de la otra información que usted nos ha provisto. Amazon Mechanical Turk tiene su propia política de privacidad que esta resumido para usted en el acuerdo de privacidad de Amazon. Si tiene preocupación de como su información va hacer utilizada por Amazon, usted debe consulta con ellos directamente.]

[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.” (“Usted debe ser mayor de 18 años para participar en este estudio. Este estudio no está aprobado para menores de 18 años.)
Si usted tiene alguna pregunta, inquietud, o queja sobre este estudio o si quiere más información o quizás tiene comentarios sobre esta investigación, por favor contacte a [insert your name, phone number and email, and if appropriate the faculty sponsors name and contact information].  
Si usted tiene alguna pregunta sobre sus derechos como sujeto de investigación puede ponerse en contacto con Susan Loess-Perez, la Directora de Conformidad e Investigación de la Universidad DePaul, Oficina de Servicios en Investigación, al 312-362-7593 o por correo electrónico a sloesspe@depaul.edu. Es posible que la persona en este número y correo electrónico no lea o entienda español en ese caso puede ser necesario que usted solicite a alguien que hable inglés para ayudarlo/a con la llamada o con la traducción del correo electrónico. También puede ponerse en contacto con la Oficina de Servicios en Investigación en la Universidad DePaul si:
· Sus preguntas, inquietudes, o quejas no son contestadas por el equipo de investigaciones. 
· No puede localizar a miembros del equipo de investigaciones. 

· Quiere hablar con alguien aparte del equipo de investigaciones. 

[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.” (Usted recibirá una copia de esta información para sus archivos]
Si desea, usted puede guardar [o imprimir] esta información para sus archivos.
[If this is an online study, such as completion of a survey online, you should include this language: “By completing the survey you are indicating your agreement to be in the research.” (“Completando la encuesta usted está indicando su acuerdo para esta en este investigación.”]
Firma: ________________________________________________________

Imprima su nombre: _____________________________________________________

Fecha: ____________________________________________________________

[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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