Guide for drawing up the Information SHEET and Informed Consent FORM FOR PARTICIPANTS
When research projects involve the collection of personal data or where people are the subject of the studies, they must be duly informed through an information sheet and give their informed consent. This guide will show you what elements should be included. 
These documents should clearly and comprehensively explain the research study to potential participants, ensuring that they understand the purpose, procedures, risks, benefits and their rights before agreeing to participate. They should be written in plain language, avoiding jargon, and include information about the research team, data collection, confidentiality and the voluntary nature of participation. 
The CACEDIT-URL not only evaluates the format of these documents but also assesses the procedure for obtaining informed consent and confidentiality guarantees for the subjects taking part in the studies. 
When there are plans to use a sample of people belonging to an institution (whether staff or students), permission must be obtained from the management of the school or faculty.

	Information Form vs Consent Form


Information Form
Information sheet or information form is a document that explains the study. It helps participants understand:
· What the study is about
· Why they are being invited to participate
· What they will be asked to do
· Any risks/ discomforts
· Any benefits
· How data will be treated
· Their rights
· Who to contact for questions
The information form is exclusively an informative document: it doesn’t require a signature and is therefore not a form of consent.  
Informed Consent Form
The informed consent form is a written confirmation that the participant:
· Has read and understood the Information Sheet
· Voluntarily agrees to take part in the study
· Knows they can withdraw from the study
· Allows use of their data. 
The consent form clearly states that participation is voluntary and that the person has clearly understood the information provided.  

	Steps to redact an Information Sheet


A good Information Sheet includes clear sections written in simple, non-technical language. You want participants to understand everything without specialized knowledge.
Below is the recommended structure:
A. Title of the study
Clear, concise, and non-misleading. 
B. Invitation to Participate
Explain why the participant has been invited and that participation is voluntary.
C. Purpose of the study
Describe what the study investigates, why it is important and who is conducting it. 
D. What participation involves
Provide details such as:
· Procedures (interviews, surveys, observations, etc.)
· Time required
· Location/ mode (online, in person)
· Types of questions asked
· Whether sessions are recorded (audio/video)
Be specific but clear. 
E. Risks or discomforts
Be honest about:
· Sensitive questions
· Emotional or psychological discomfort
· Physical risks (if relevant)
· Confidentiality limits
If risks are minimal, state so. 
F. Benefits
Describe:
· Possible personal benefits of participation (if any)
· Broader societal or academic benefit. 
Avoid overstating benefits.
G. Confidentiality and Data Protection
Explain:
· What data is collected
· How it will be stored (e.g. encrypted, password-protected)
· Who will have access
· How long it will be retained
· Whether it will be anonymised or pseudonymised 
· Compliance with GDPR and Spanish law
H. Voluntary participation and right to withdraw
Explain:
· Participants can withdraw at any time. 
· They can request their data to be deleted (if applicable).
If the data is anonymous from the start, it can’t be eliminated and this must be stated. 
I. Contact information
Provide:
· Researcher’s name and contact
· Data protection officer’s contact for treatment of data. 

	Steps to redact an Informed Consent Form


The Informed Consent Form is shorter and usually includes checkboxes or statements for participants to approve. 
A. Identify the study
Repeat:
· Study title
· Researcher’s name
· Institution/ department

B. Confirmation Statements
Normally participants confirm that:
1. They have read and understood the Information Sheet
2. They have had the chance to ask questions
3. They understand that participation is voluntary
4. They can withdraw without consequence
5. They agree to procedures (e.g. recordings)
6. They allow data to be used for research purposes
7. They agree to anonymised data being published (if applicable). 
It is recommended that the participant can confirm every aspect individually (for example with a checkbox ☐). 
C. Signatures
Include:
[image: ] CACEDIT-URL

· 
Committee for Ensuring Ethical Behaviour in the Development of Research and Transfer – Ramon Llull University (CACEDIT-URL)	1 of 1


· Printed name of participant
· Signature
· Date
· Printed name of researcher
· Signature of researcher
· Date

If the research is online, you can replace handwriting with typed name, digital checkbox and electronic timestamp. 
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