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Note to applicants:

· This sample statement is NOT a prescribed statement, but gives an indication of the kind of information which should be included in a Plain Language Statement.

· The project discussed is fictional and is intended to give an idea about how you could word your plain language statement and how to include all the required information. The essential points for inclusion can be found in the checklist on the previous page.

· If your project takes a different approach to confidentiality and anonymity. You can view example alternate descriptions of confidentiality arrangements at http://www.research.unimelb.edu.au/humanethics/external/
· The letterhead for Plain Language Statements can be found at: http://www.education.unimelb.edu.au/research/ethics/Letterhead%20for%20Ethics%20PLS%20&%20Consent%20Forms.doc

PLAIN LANGUAGE STATEMENT [Sample Letter Model]

"Explaining the ethics process: communicating procedures to applicants"

Dear Participant,

You are invited to participate in the above research project, which is being conducted by Dr Jane Doe (supervisor) and Mr John Smith (Honours student) of the Department of Communications at The University of Melbourne. Your name and contact details have been drawn at random from a database of former applicants for ethics approval, with the permission of the General Manager of the Melbourne Research Office. This project will form part of Mr Smiths honours thesis, and has been approved by the Human Research Ethics Committee.

The aim of this study is to investigate whether the instructions and information provided by the ethics web page regarding consent forms needs to be improved, and if so, in what ways. Should you agree to participate, you would be asked to contribute to this in two ways. First we would ask you to look at the ethics web site and complete a 5 minute questionnaire, at a time convenient to you. This questionnaire would ask you to indicate your reactions to the web site, and your opinion of its efficacy in conveying information. Second, we would ask you to participate in a brief interview of about 15 minutes, so that we can get a more detailed picture of what improvements could be made. With your permission, the interview would be tape-recorded so that we can ensure that we make an accurate record of what you say. When the tape has been transcribed, you would be provided with a copy of the transcript, so that you can verify that the information is correct and/or request deletions. We estimate that the time commitment required of you would not exceed 30 minutes.

We intend to protect your anonymity and the confidentiality of your responses to the fullest possible extent, within the limits of the law. Your name and contact details will be kept in a separate, password-protected computer file from any data that you supply. This will only be able to be linked to your responses by the researchers, for example, in order to know where to send your interview transcript for checking. In the final report, you will be referred to by a pseudonym. We will remove any references to personal information that might allow someone to guess your identity; however, you should note that as the number of people we seek to interview is very small, it is possible that someone may still be able to identify you.

Once the thesis arising from this research has been completed, a brief summary of the findings will be available to you on application at the Department of Communications. It is also possible that the results will be presented at academic conferences. The data will be kept securely in the Department of Communications for five years from the date of publication, before being destroyed.

Please be advised that your participation in this study is completely voluntary. Should you wish to withdraw at any stage, or to withdraw any unprocessed data you have supplied, you are free to do so without prejudice.
If you would like to participate, please indicate that you have read and understood this information by signing the accompanying consent form and returning it in the envelope provided. The researchers will then contact you to arrange a mutually convenient time for you to view the web site and to complete the questionnaire and interview.

Should you require any further information, or have any concerns, please do not hesitate to contact either of the researchers; Dr Doe: 8344 0000, Mr Smith: 6546 4564. Should you have any concerns about the conduct of the project, you are welcome to contact the Executive Officer, Human Research Ethics, The University of Melbourne, on ph: 8344 2073, or fax: 9347 6739.

Yours … etc.

Dr Jane Doe (Supervisor)
Mr. John Smith (Honours Student)
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