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PARTICIPANT INFORMATION SHEET

This Participant Information Sheet Template includes essential information that you are obliged to provide to research participants. The template is shared by several universities of applied sciences and is used as the basis for participant information sheets in both theses and research projects. Adapt the template so that it is appropriate for your own research/thesis and its terminology. For a thesis, you may substitute the word "research" throughout the document with terms that better suit your work, such as "thesis author", "participant", etc. Remove any terms and content not relevant to your own thesis. Finally, remove the yellow guidance texts.

The recipient forms their understanding of the research/thesis and gives their consent to participate based on how they have been informed. The information must always be worded in a way that the recipient will clearly understand its content. The recipient's age and level of language proficiency must be taken into account when drafting the information text: consider, for example, whether it is more appropriate to use formal or informal address, or whether the text needs to be simplified.
The information provided is binding. Draft it carefully and make sure you have described all the methods and materials you may potentially use in your work.

If the research involves the processing of personal data, also complete the "Privacy Notice: Processing of Personal Data in Research" section at the end of this form.

This information sheet describes the topic and purpose of the study/thesis mentioned below. It explains why you in particular have been asked to participate, what participation means in practice, what kind of information is collected about you, and how the information is protected.

Study title: 
One consistent title should appear on all your study documents.

Invitation to Participate in a Research Study [Going forward, adapt every instance of the word "research" in this information sheet to suit your own work]
You are invited to participate in a study that examines [insert a brief and accessible description of the purpose of the study here]. We have assessed that you are suitable for the study because [insert an explanation of the grounds on which the participant would be suitable for the study here]. This information sheet describes the study and your part in it. After familiarising yourself with this information sheet, you will be given the opportunity to ask questions about the study, after which your consent to participate will be requested.

Voluntary Nature of Participation
Participation in the study is entirely voluntary. Refusal to participate will not affect your rights / treatment / care / etc. as a client / employee / member of [name of organisation/community]. Modify to reflect the specific situation of this study if the participants are, for example, employees, members, or clients of a particular organisation or community.

You may also withdraw from the study at any time without giving a reason. If you withdraw from the study, the data collected about you up to the point of withdrawal may be used as part of the research data. If you withdraw your consent, any personal data and other information already collected about you will no longer be processed as part of the study and will be deleted, provided that their removal from the data is still possible.

Purpose of the Study
The purpose of this study is… Write the purpose of your study/thesis here in a few sentences, but DO NOT state that the purpose is to complete a thesis. Completing a thesis cannot be the primary purpose of the study; rather, its purpose is to produce research knowledge and to apply it.

Who is Organising and Funding the Research?
In the case of a thesis, the implementor(s) is/are the student(s). The commissioning party of the thesis must also be mentioned. The role of HUMAK UAS is to supervise and evaluate the thesis. If this is an RDI project, state which organisation is responsible for the study and who is the principal investigator. Who are the partners? Which organisation/institution is providing the funding?

What Will the Participation Involve?
Write a concise, general description of what is required of the participant. For example: participation in an interview, group interview, or workshop; duration; location; etc. Describe the methods used in the study, the research arrangements, etc. State whether the data will be pseudonymised or anonymised and explain how this will be done. State whether a recording will be made and whether a personal data register will be created. If a personal data register is created, state that the privacy notice is at the end of this form. State whether you intend to have the interview quotes included in the thesis approved by the interviewees before the work is published.
Participation in the study takes approximately X hours/days/weeks/months.
The interview/workshop/observation, etc. will be conducted as follows:…

Possible Benefits of Taking Part [Only if applicable]
Write here if the study is expected to bring direct benefits to the participant. Otherwise, remove the heading and instructional text. At HUMAK, it is not customary to pay individuals who contribute to the data collection of a thesis, so no financial benefit should be promised.

Possible Disadvantages and Risks of Taking Part [Only if applicable] 
Write here if the study may cause harm or discomfort to the participant. Otherwise, remove the heading and instructional text.

Financial Information
State here whether research subjects will be compensated for expenses such as travel costs, and how such compensation will be provided. This section may also mention whether activities such as interviews, workshops, or similar procedures are included within working hours.

Insurance Policies [only if applicable]
Write here how participants are insured if the study involves, for example, measurements, physical exertion, or other physical risk. Otherwise, remove the heading and instructional text. In HUMAK theses, data is not usually collected in this way, with the exception of cases where data is collected through functional methods in which, for example, a physical accident may occur.

Informing About the Research Results
For a thesis, state that it will be published openly in the Theseus database. If you intend to send the Theseus link to the participant personally, mention this here. Also state if the results will be communicated in any other way, for example, if you will write a blog post about them, if the commissioning party will communicate them, or if they will be published in some other form. This section should also mention whether participants will be provided separately with research results concerning their own results, any incidental findings [primarily relating to medical results], other information of significance to the participant, or the study in general. If participants will not be informed of [medical] results, the procedure must be justified appropriately.

Termination of the Study
The study will end upon its completion. The study may also be discontinued by the person conducting it. Write here the anticipated reasons for this; in the case of a thesis, for example, a change of research topic.

Potential Reuse / Preserving / Opening of Research Data (if necessary)
If none of the above measures are planned, write here that the data will not be used for further purposes, archived, or made openly available, and remove the yellow instructional text below.

If the data will be used for further purposes, archived, or made openly available, describe here what will happen to your research data after the study has ended.
· Will the data be retained in anonymised or pseudonymised form for further use? Where will it be stored? For what purpose?
· Will the data be made openly available in anonymised form? In which data repository? For example, CSC's Fairdata services, Zenodo, or the Finnish Social Science Data Archive.
· Will the data be transferred for archiving, and if so, where? Will the data to be transferred be anonymous? To whom may the data be released from the archive, and for what purpose?

Destruction of Research Data
Describe when and how the data will be destroyed and who will carry it out. Note that consent forms must be retained for one year after the completion of your thesis. Please estimate the retention and destruction timeline accordingly.

Further Information
Should you have any questions regarding the study/thesis, please direct them to the thesis author / researcher / person responsible for the study / thesis supervisor.

Contact Details 
In the case of a thesis, remove the items highlighted in yellow.
Researcher / Student 
Name: 
Tel. number: 
Email:

Person in Charge of the Study / Supervisor 
Name: 
Name of the organisation / Faculty: 
Tel. number: 
Email:

If your research/thesis involves the processing of personal data, add the following notice at the bottom of this page: The Privacy Notice for this study begins on the next page. If the research/thesis does not involve the processing of personal data, no Privacy Notice is required.



Privacy Notice: Processing of Personal Data in Research 

[Location, Date]

Within this study, Your personal data will be processed according to the European Union General Data Protection Regulation (679/2016, Articles 13 and 14) and current national regulation. The processing of personal data will be described in the following items.

Data Controller of the Study
The data controller is the natural or legal person, public authority, agency or other body which, alone or jointly with others, determines the purposes and means of the processing of personal data. In practice, the thesis author(s) is/are themselves the data controller(s) for personal data collected as part of their thesis. In some cases, the data controller may be the commissioning organisation, another partner, or some of the above jointly. From a research ethics perspective, it is important that only the thesis author(s) act as data controllers. Sharing the register with the commissioning organisation is not recommended unless there are particularly compelling reasons to do so.
In this research/thesis, the data controller is:
☐ The thesis author(s) / researcher(s) [name(s)] 
☐ The commissioning organisation [name] 
☐ HUMAK University of Applied Sciences 
☐ Other [name]

Responsibilities of Joint Controllers [only if applicable]
If there are two or more controllers who jointly determine the purposes and means of processing personal data, they are joint controllers. If there is more than one thesis author, they are joint controllers. They jointly determine the purpose and means of personal data processing and agree on this in writing. If there are joint controllers other than the thesis authors (e.g. the commissioning organisation), a separate joint controller agreement must be drawn up. Describe the roles and the division of responsibilities between the parties here.

The division of responsibilities must cover at least the following:
· Who is responsible for the processing of personal data throughout its entire lifecycle? (e.g. who decides on the retention period and who deletes the data when that period expires?)
· Who selects/decides on the tools used to process personal data (information systems/software)? Who is responsible for the information security of the tools and/or storage platforms? Who concludes data processing agreements with system providers? (Other appropriate technical and organisational measures?)
· Who is responsible for fulfilling data subjects' rights?
· Who is responsible for informing data subjects?
· Who is responsible for informing data subjects in accordance with Article 14 of the GDPR if/when personal data has not been obtained directly from the data subject? (If data is obtained only from the data subject themselves, this point does not need to be addressed. However, if contact details of persons to be invited for interview are collected online or from other sources, it is appropriate to inform the person why they were selected.)

Contact Person for Matters Related to the Processing of Personal Data
For further information on the processing of your personal data, please contact the following:
Controller's contact person: 
Organisation: [only if different from the thesis author(s)] 
Tel.: 
Email:

Data Protection Officer of the educational institution: 
Christa Sairio: security@humak.fi

Types of Personal Data That Will Be Collected
Personal data must be minimised; it must not be collected unnecessarily or as a precaution. State what personal data will be collected (the types of data to be collected about the participant). All processing of personal data, including for example transcription, is subject to data protection legislation and must be listed here.

Write all of the personal data and personal data types that you will process. If necessary, you can use a separate appendix. Personal data can be e.g. a name, a personal identity code, an email address that contains a real name, facial data, voice data, fingerprints, the iris of an eye, the shape of a palm, a traditional signature, an address, a phone number, an IP address, a student number, an insurance number, an account number, detailed income information, a given title such as a chairmanship, gender, age, home municipality, profession, place of study, specific dates (date born, date died, time of an event) as well as sensitive data (race, ethnic origin, political opinions, religious or philosophical beliefs, trade union membership, genetic or biometric data, health data, sexual orientation).

☐ Name — specify where (e.g. on the consent form, in the key linking codes to pseudonymised data, in an agreement, in a mailing list compiled for sending a survey link by email) 
☐ Audio or video recording — specify from what (e.g. an interview, workshop or observation session) 
☐ Transcription of recording — NOTE: the act of transcription constitutes the processing of personal data, even if the transcription itself is pseudonymised or anonymised. 
☐ Other, specify: [e.g. indirect identification — describe how] 
☐ Other, specify:

There is no statutory or contractual requirement to provide Your personal data; participation is entirely voluntary.

Personal Data Will Be Collected Also from Other Sources
Write here if data is collected from other sources, such as other registers; what data and from where, and on what basis (e.g. client and authority registers), or leave the following text here: No personal data concerning you will be collected from other sources for this study.

Personal Data Protection Principles
PLEASE NOTE: The tool used for a survey collecting personal data must be chosen carefully, with attention paid to the data security features of the tool. Many cloud-based survey tools are not suitable for collecting personal data, as the data is stored on servers located outside the EU/EEA. It is the responsibility of the thesis author to determine which tools are data-secure. If you are unsure, first consult your thesis supervisor and/or contact your university's IT administration and/or data protection officer as necessary.

☐ The email system of the university/commissioning organisation/employer organisation for handling consent forms and/or sending survey links 
☐ Webropol software for conducting the survey 
☐ The Office 365 service provided by the university (e.g. Word, Excel, Teams) for storing, retaining, processing, and analysing data
☐ A locked cabinet accessible only to the controller(s) 
☐ Other, please specify [write here] 
☐ Other, please specify [write here]

Materials containing personal data are stored in a secure environment provided by the educational institution and the other parties mentioned above, where access is restricted solely to the researchers and, where necessary, the thesis supervisor, and upon request, to the environment administrators in the event of technical issues. The programs provided by the educational institution are protected by the institution's firewall, and no data is transferred to servers outside the EU/EEA area. The data is secured with a username and password. The research subject consent forms are held by the student/researcher. They are stored in a secure environment and will be disposed of one year after the completion of the thesis/research. Please supplement the text if there is anything to add. For example: physical location (locked and access-controlled space).

For What Purpose Will Personal Data Be Processed?
The purpose of processing your personal data is… describe clearly here the purpose for which the data is being collected. That is, briefly explain the purpose of the research/project/thesis.

Legal Basis for Processing Personal Data
In a thesis, the legal basis for processing is almost always consent. For scientific research, the legal basis can also be a task in the public interest. The legal basis affects which rights are available to the research subject as a data subject. See section "Your rights as a data subject".

☒ Consent 
☐ Task carried out in the public interest

Nature and Duration of the Research (How Long Will Personal Data Be Processed?)
☐ One-time research 	☐ Follow-up research
[HUMAK theses are almost always one-time studies.]

Duration of the research (from — to):
Write here how long the research will last. As you will be holding consent forms in your possession, you must retain them for one year from the completion of the thesis. Therefore, add one year after the date by which you expect your thesis to be completed at the latest. Estimate the timeframe realistically.

What Happens to the Personal Data After the Research Has Ended?
☐ Any research materials containing personal data will be destroyed 
☐ Any research materials containing personal data will be archived 
[If so, where, in what form, and for how long. NOTE: Archiving means that the data is archived for research use. In practice, it is not customary to archive materials in the case of theses.]
NOTE: In practice, it is not customary for thesis materials to be archived.

Data Transfer Outside the Research Registry
☐ Data will not be disclosed outside the research group 
☐ Data will be disclosed outside the research group
State to whom, what data, and for what purpose. For example, if the material is handed over to the commissioning party, this must be disclosed here. Also note any disclosures to personal data processors, if someone other than you/your thesis partner is processing the data. The thesis author owns their own material, meaning they are not obligated to hand it over to, for example, the commissioning party. Data should never be disclosed to third parties without a specific and carefully considered reason.

Possible Transfer of Personal Data Outside the EU or the EEA
☐ Data will not be transferred outside the EU or EEA 
☐ Data will be transferred outside the EU or EEA
If data is transferred, specify the data to be transferred, the purposes and destinations of the transfer, and the legal basis under the data protection regulation on which the transfer is made.

Your Rights as a Data Subject
Since your personal data is being processed in this research, you are registered in the personal data register formed during the research. As a data subject, you have the right
Select the more appropriate of the following two options based on your legal basis for processing personal data, and remove the extra texts. A list of rights and information on how to exercise them is sufficient.

If the legal basis is consent, as is almost always the case in theses, keep these and remove the lower list: 
· to receive information about the processing of personal data 
· to access the data concerning you
· to rectify your data 
· to have your data erased (e.g. if you withdraw your given consent) 
· to withdraw your consent to the processing of personal data 
· to restrict the processing of your data 
· the data controller's obligation to notify of rectification, erasure or restriction of processing of personal data 
· to transfer your data from one system to another 
· to allow automated decision-making with your explicit consent 
· to lodge a complaint with the Office of the Data Protection Ombudsman if you consider that your personal data has been processed in violation of data protection legislation

If the legal basis is a task in the public interest, keep these and remove the upper list: 
· to receive information about the processing of personal data 
· to access the data concerning you 
· to rectify your data 
· to restrict the processing of your data 
· the data controller's obligation to notify of rectification or restriction of processing of personal data 
· the right to object to the processing of data 
· the right not to be subject to automated decision-making without a lawful basis 
· to lodge a complaint with the Office of the Data Protection Ombudsman if you consider that your personal data has been processed in violation of data protection legislation

If the data collected in the research cannot be linked to an individual respondent, the respondent cannot be identified. In that case, the rights of the data subject, such as the right to access or erasure of data, cannot be applied. 

You may exercise your rights by contacting the data controller. 

Personal data collected in the research will not be used for profiling or automated decision-making.

Pseudonymisation and Anonymisation
Describe how the material will be pseudonymised and/or anonymised in your own research. For example, as follows:
The information collected about you and the research material will be treated confidentially in the manner required by legislation. Each research subject will be assigned an identification code and the data concerning them will be stored in coded form in the research material. The material will be analysed in coded form and the results will be reported at group level, so that no individual can be identified without the code key. The code key, by means of which the data and results of an individual research subject can be identified, will be kept by [who/which parties, for how long] and the information will not be disclosed to persons outside the research. The final research results will be reported at group level and it will not be possible to identify individual research subjects.

Note! Do not promise anonymity unless it is absolutely and completely achievable. An obstacle to anonymisation may be, for example, the small size of the material, direct quotes from interviews, or indirect identification through the public role of the research subjects.

The research material will be stored at [location] for [duration], after which it will be destroyed by [method of destruction]. (Or an alternative course of action, e.g. archiving.)
Clarify to the research subject whether the collected data will be used in research at a later date. For example: The data collected in this research may be used later in (other) theses. Research subjects have the right, if they wish, to be informed of who has been granted access to the material.

If the legal basis is consent and the material is intended to be used in further research, explicit consent must be sought for such further use. This is done at the time of requesting consent and there is a separate section for this in the consent form. If the intention is to engage in international cooperation, mention this and clarify the confidentiality and protection of the data as well as any agreements on data processing.

	
	
	
	
	

	
	
	
	
	



