[image: image2.png]





[image: image1.png]




Insert Academic or Administrative Unit
Insert location address
GPO Box 2100
Adelaide SA 5001

Tel:
08 xxxx xxxx
Fax:
08 xxxx xxxx
Insert your email address
Insert web address
CRICOS Provider No. 00114A
Date
	Important Notes for Applicant
1. A Letter of Introduction is only required for student research projects (i.e, letter not required for staff research projects); and

2. Letters of Introduction for student projects must be written by, and signed by, the supervisor.




LETTER OF INTRODUCTION 
(for staff; students, children, members of public etc – list intended recipient of letter)

(delete all sections / items not applicable to your research)
Dear Sir/Madam/Name

(If researcher is staff member use the introductory sentence below)
I hold the position of ……………….. in the ………………….. Department/Discipline/
School at Flinders University.

OR

(If researcher is student use the introductory sentence below)
This letter is to introduce ………..................  who is a …………………. student in the Department/Discipline/School at Flinders University.  (He/She) will produce (his/her) student card, which carries a photograph, as proof of identity. (if recruitment will not be undertaken face-to-face by a student researcher; then delete the sentence about producing student card)
(I/He/She) (am/is) undertaking research leading to the production of a thesis or other publications on the subject of …………………………..(give title and an ordinary-language description of the project).

(I/He/She) would like to invite you to assist with this project by ……………………… (e.g. agreeing to be involved in an interview; completing a questionnaire; agreeing to being observed in the classroom or workplace etc) which covers certain aspects of this topic.  No more than …… hours on …… occasion(s) would be required.

Be assured that any information provided will be treated in the strictest confidence and none of the participants will be individually identifiable in the resulting thesis, report or other publications. (Note: if participant anonymity and/or confidentiality cannot be assured please explain why (e.g., anonymity cannot be guaranteed due to the nature of focus groups).  You are, of course, entirely free to discontinue your participation at any time or to decline to answer particular questions.
(Delete all or part of the following paragraph if it is not applicable to your research)
Since (I/he/she) intend(s) to make a tape recording of the interview, (I/he/she) will seek your consent, on the attached form, to record the interview, to use the recording or a transcription in preparing the thesis, report or other publications, on condition that your name or identity is not revealed, and to make the recording available to other researchers on the same conditions (or that the recording will not be made available to any other person). It may be necessary to make the recording available to secretarial assistants (or a transcription service) for transcription, in which case you may be assured that such persons will be asked to sign a confidentiality agreement which outlines the requirement that your name or identity not be revealed and that the confidentiality of the material is respected and maintained.

Any enquiries you may have concerning this project should be directed to me at the address given above or by telephone on (………), fax (………..) or e-mail (…………)

Thank you for your attention and assistance.

Yours sincerely

(Sign with full title, name and academic position, department/discipline/school. For student projects, this letter must be written and signed by the Supervisor.)
This research project has been approved by the Flinders University Social and Behavioural Research Ethics Committee (Project number INSERT PROJECT No. here following approval).  For more information regarding ethical approval of the project the Executive Officer of the Committee can be contacted by telephone on 8201 3116, by fax on 8201 2035 or by email human.researchethics@flinders.edu.au
      LETTER OF INTRODUCTION

(for parents / guardians of primary school children)

(Example only)
Dear Parent/Guardian
I hold the position of Lecturer in the School of Education at Flinders University. This letter is to introduce Ms Jane Brown who is an Honours student in the School of Education at Flinders University.  She will produce her student card, which carries a photograph, as proof of identity.


She is undertaking research leading to the production of a thesis or other publications on the subject of Factors that affect children's attendance at school.

She would like to invite you to assist in this project by consenting to your child completing a questionnaire which covers certain aspects of this topic.  No more than 20 minutes on one occasion would be required. 

School of Education
GPO Box 2100
Adelaide SA 5001

Tel:
08 xxxx xxxx
Fax:
08 xxxx xxxx
Insert your email address
Insert web address
CRICOS Provider No. 00114A
Be assured that any information provided will be treated in the strictest confidence and none of the participants will be individually identifiable in the resulting thesis, report or other publications.  Your child is, of course, free to discontinue participation at any time or to decline to answer particular questions.
If you would like to consent to your child being involved please sign the consent form attached and return it to me using the pre-paid self-addressed envelope.
Any enquiries you may have concerning this project should be directed to me at the address given above or by telephone on 8201 xxxx, by fax on 8201 xxxx or by email (john.brown@flinders.edu.au). 
Thank you for your attention and assistance.

Yours sincerely

xxxxxx
Lecturer

School of Education
This research project has been approved by the Flinders University Social and Behavioural Research Ethics Committee (Project Number INSERT PROJECT No. here following approval).  For more information regarding ethical approval of the project the Executive Officer of the Committee can be contacted by telephone on 8201 3116, by fax on 8201 2035 or by email human.researchethics@flinders.edu.au.
Department of Archaeology
Room xxx, Humanities Building

GPO Box 2100
Adelaide SA 5001

Tel:
08 xxxx xxxx
Fax:
08 xxxx xxxx
Insert your email address
Insert web address
CRICOS Provider No. 00114A
LETTER OF INTRODUCTION

(for staff participants)
(Example only)
Dear Sir,
This letter is to introduce Ms Jane Brown who is an Honours student in the Department of Archaeology at Flinders University.  She will produce her student card, which carries a photograph, as proof of identity.

She is undertaking research leading to the production of a thesis or other publications on the subject of "How climate affects the decomposition of human remains and how this affects the techniques that are used to locate graves?"
She would like to invite you to assist in this project, by granting an interview which covers certain aspects of this topic.  No more than one hour on two occasions would be required.

Be assured that any information provided will be treated in the strictest confidence and none of the participants will be individually identifiable in the resulting thesis, report or other publications.  You are, of course, entirely free to discontinue your participation at any time or to decline to answer particular questions.

Since she intends to make a tape recording of the interview, she will seek your consent, on the attached form, to record the interview, to use the recording or a transcription in preparing the thesis, report or other publications, on condition that your name or identity is not revealed, and to make the recording available to other researchers on the same conditions.  It may be necessary to make the recording available to secretarial assistants (or a transcription service) for transcription, in which case you may be assured that such persons will be asked to sign a confidentiality agreement which outlines the requirement that your name or identity not be revealed and that the confidentiality of the material is respected and maintained.
Any enquiries you may have concerning this project should be directed to me at the address given above or by telephone on 8201 xxxx, by fax on 8201 xxxx or by email (joe.bloggs@flinders.edu.au). 
Thank you for your attention and assistance.

Yours sincerely

xxxxxxx
Senior Lecturer

Department of Archaeology
This research project has been approved by the Flinders University Social and Behavioural Research Ethics Committee (Project Number INSERT PROJECT No. here following approval).  For more information regarding ethical approval of the project the Executive Officer of the Committee can be contacted by telephone on 8201 3116, by fax on 8201 2035 or by email human.researchethics@flinders.edu.au.. 
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