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This document complements the Human Participants Research Ethics Handbook. You 

need that handbook in one hand, and this document in the other!  

 

As you become familiar with the principles of and practices for responsible research 

detailed in the Handbook, you will be able to determine what forms and other 

documents you will need for your unique research project. 

 

Here you will find a range of templates and examples to help you prepare your 

research ethics application, by helping you create the necessary forms, letters, etc. 

required for a complete ethics application – and, most of all, for an ethically sound 

research project. 

 

Don’t simply ‘cut and paste’ from here into your ethics application documents. You will 

need to adapt these documents for your specific research project. Be a thinking 

researcher! 

 

Best wishes as you navigate your research ethics process. 

 
 
The HPEP team 
 
 

 

 

 

 

 

 

 

 

Version: 2026-02  

Contact details 
 

AGST Alliance Human Participants Ethics Panel 

Email ethics@agstalliance.org 

 

AGST Alliance administration:    

Email admin@agstalliance.org 

 

AGST Alliance,   

c/o 40 A-D, MK 17  

Batu Ferringhi, 11100, Penang 

Malaysia.      

Tel. +60-12-5217043 

mailto:ethics@agstalliance.org
mailto:admin@agstalliance.org
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Your ethics application goal: Ethics approval 
 

As you prepare your ethics application and accompanying documents, keep in mind that your goal 

is to receive a letter like the one below: approval to move into the data-gathering phase of your 

research.  

 

Paying good attention to what is required for ethics approval will enhance your competence and 

confidence as a responsible researcher, and so is well worth the effort to ‘get it right’! 
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HPEP application form (example) 
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Participant information sheet (PIS) 
 

The PIS is an essential element in the process of obtaining informed consent from participants. 

The purpose of the PIS is to give enough detail so that prospective participants can make an 

informed decision about taking part, or not taking part, in the research.  

 

• The PIS needs to be a stand-alone document that potential participants can take away to 

share with others and consider in their own time and place.  

• Use language in the PIS that is easy-to-understand (non-technical) and appropriate to the 

participants (for example, to their age and expected knowledge of the subject). 

• Avoid jargon and academic terms as much as possible. 

• The PIS needs to contain sufficient information for potential participants to understand the 

key aspects of what the research is about and what it will entail for them. 

• Write the PIS in the first and second person (that is, ‘I’ and ‘you’), as if you (the 

researcher) are addressing prospective participants.  

• Where consent is required from participants whose main language is not English, the PIS 

should be translated into a language that the participants can readily understand.  

 

PIS (template) 
 

Information to include in the participant information sheet includes these elements: 

 

1. Heading information 

Include ‘Participant Information Sheet’ and the project title. 

 

Participant Information Sheet 

[Project title] 

 

2. Who is carrying out the research project? 

Include the name of the researcher and appropriate identifying information. If you are a student, 

include the name of the degree for which the research is being undertaken and the name and 

position of your supervisor(s) 

 

This research project is being conducted by [your name and position] and will form the basis 

for the degree of [degree undertaken] through AGST Alliance under the supervision of [name 

of supervisor and position]. 

 
3. What is the research about? 

Invite potential participants to be involved in your research. State the rationale and aims for the 

project, in non-technical language appropriate for the readers. Explain why (the criteria they need 

to meet) and how (the selection method) they have been selected to be invited. Emphasise that 

their participation is voluntary. 

 

4. What does participation involve? 

Describe, in lay terms, the procedures the participants will undertake if they participate in your 

research (e.g. questionnaires, surveys, focus groups, interviews). Give the location of 

interviews/focus groups. Indicate whether any of the procedures may reasonably be expected to 

cause distress or discomfort.  

 

If appropriate (e.g. if participants are students in a course or staff of an organisation are 

participants), state that a person in authority in the school/college or organisation has given an 

assurance that participation or non-participation in the research will not affect participants’ grades, 

employment or relationships. 
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[Name of leader] has given an assurance that your participation or non-participation in this 

research will not affect your [relationships, role, employment, grades, etc. as appropriate] in 

[name of institution/organisation/church]. 

 

5. How much time will participation take? 

Explain the length of time involvement for participants in the research, e.g. the time to complete 

questionnaire/surveys, time allocated for interviews/focus groups. 

 

6. Can I withdraw from the research? 

Participants have the right to withdraw from participation at any time without giving a reason. They 

also have the right to withdraw their data from the research up to a specified date or period of 

time. (Note: Participants cannot withdraw their data from focus groups or anonymous 

questionnaires/surveys.) 

 

Being in this research is completely voluntary. You are not under any obligation to consent and, 

if you do consent, you can withdraw from the research at any time without needing to give a 

reason. You also have the right to withdraw your responses from the research up to [a date or 

period of time, e.g. ‘up to two weeks after the interview’, or ‘up to two weeks after you receive 

the transcript of the interview.’]. 

 

[Additional paragraph for interviews] 

You may stop the interview at any time if you do not wish to continue, without giving a reason, 

and the information you have provided will not be included in the research. 

 

[Paragraph for focus groups] 

You may refuse to answer any questions, and are free to leave the focus group at any time, 

without giving a reason. However, because of the nature of the group situation, information 

you have contributed up to that point cannot be withdrawn, because to do so will affect the 

meaning of the contribution of the other participants. 

 

[Paragraph for named/identifiable questionnaires/surveys if there is no consent form] 

Being in this research is completely voluntary and you are not under any obligation to consent 

to complete the [questionnaire/survey]. Submitting a completed [questionnaire/survey] is an 

indication of your consent to participate in the research. You can withdraw any time prior to 

submitting your completed [questionnaire/survey]. 

 

[Paragraph for anonymous questionnaires/surveys] 

Being in this research is completely voluntary and you are not under any obligation to consent 

to complete the [questionnaire/survey]. Submitting a completed [questionnaire/survey] is an 

indication of your consent to participate in the research. You can withdraw any time prior to 

submitting your completed [questionnaire/survey]. Once you have submitted your 

[questionnaire/survey], your response cannot be withdrawn because I won’t know which your 

response is. 

 

[Paragraph for parents/guardians in research with children] 

If you decide to permit your child to participate, you are free to withdraw your consent and to 

discontinue your child’s participation at any time.  

 

7. Is recording involved? 

If recording (audio and/or video) is involved, this should be indicated. For interviews, include a 

statement that the participant has the right to have the device turned off at any point. If being 

recording is optional, say so.  

 

The interview will be [audio/video] recorded. You can stop the interview at any time if you do 

not wish to continue, the [audio/video] recording will be erased and the information provided 

will not be included in the research. 
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[For focus groups]  

The focus group discussion will be [audio/video] recorded. The recording can’t be stopped 

during the discussion, as it is recording a conversation with a number of participants. 

 

8. Will anyone else know the results? 

Ensure participants are clear which of these options apply: 

• The participants’ identity is anonymous – the researcher does not know who the 

participants are. 

• The participants are known to the researchers and their supervisors, but their data is 

anonymised so that no one can link data back to the participants. 

• The names and details of the participants are known to the researchers and their 

supervisors, but the participants’ identity and their data won’t be known by others. 

• The names and details of the participants are known to the researchers and their 

supervisors, as well as to others (e.g. in a focus group). 

 

If the research involves focus groups, interviews with a small number of participants from a 

particular setting, or interviews with well-known leaders or members of a community, indicate that 

confidentiality with respect to the identity of the participants cannot be guaranteed.  

 

Possible statements include these: 

 

All aspects of the research, including results, will be strictly confidential and only me and my 

supervisor will have access to information on participants [If applicable to your study, insert 

the phrase ‘except as required by law’ (without the ‘...’)].  

 

A report of the research may be submitted for publication, but you will not be named and none 

of the information you give will identify you in the report. 

 

Confidentiality of any data you give in the focus group cannot be guaranteed. However, any 

data you provide will be kept in confidence by me and my supervisor, and participants in the 

focus group will be asked not to talk about the content of the focus group. 

 

All aspects of the research, including results, will be kept confidential by me and my supervisor. 

However, due to [the small numbers of participants, and/or from a particular setting, etc.] it 

may be possible for some people to guess the source of comments and quotations in my 

written reports.  

 

9. What will happen to the data collected? 

Explain here how long, where and in what format the collected data will be stored and (later) 

destroyed. State if the data is to be retained beyond the end of the research, and give a reason 

why. 

  

10. Will the research benefit me? (if so, in what way?) 

State objectively the likely benefit of participation in the research. Avoid overstating possible 

benefits. 

 

11. Do I receive any reimbursement for my participation? 

Give details of any compensation or reimbursements offered to participants. Include any 

refreshments offered during an interview or focus grojup. 

 

12. Can I tell other people about the research? 

State if you prefer that participants not talk about the research and their participation to others, 

and until what time period. 

 

13. What if I require further information? 

Include an invitation to the participant to contact you (and/or your supervisor) if they have 

questions or concerns about participating and/or about aspects of the research. Include names and 

contact email and phone number. 
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To protect you as a researcher, it may be appropriate for you to set up a new, dedicated email 

account and/or mobile phone/WhatsApp number for your research rather than using your personal 

email address and phone number. 

 

If you would like more information or have any questions answered before you make your 

decision whether to participate, please contact me at [contact telephone number] and/or email 

me at [email address].  

 

14. What if I have any concerns? 

Provide details of the Human Participants Ethics Panel so that participants can contact someone 

independent of your research if they have concerns or complaints. 

 

If you would like to discuss your participation in this research with someone not directly 
involved, please email the Chair, AGST Alliance Human Participants Ethics Panel 

(ethics@agstalliance.org), which is responsible for reviewing and approving this research 

project. 

 
15. Sign off 

 
[INSERT your full name and address.] 

16. Add approval wording 

At the bottom of the PIS (and on all documents made available to participants), add this text: 

 

Approved by the AGST Alliance Human Participants Ethics Panel on [date].  

 

17. Final sentence 

Finally, add this sentence to the bottom of the PIS: 

 

This information sheet is for you to keep. 

 
* * * * * * * 

 

mailto:ethics@agstalliance.org


AGST Alliance HPEP | Ethics Templates & Examples | 18 

 

PIS for interview (example) 
 

Participant Information Sheet 
 

Project Title:  

Spiritual formation for resilience in the orientation courses for new mission partners of World 

Challenge Fellowship. 

 

Who is carrying out this research project? 

This project is being conducted by me, Charis Shallum, as part of my Doctor of Ministry degree 

through Eirene Seminary, under the supervision of Dr Luke Cospell. 

 

What is the research about? 

The objective of the research is to review the effectiveness of the orientation courses for new 

mission partners of the World Challenge Fellowship (WCF) for spiritual formation which helps 

resilience for them on the field. You are invited to participate in the research because, as a 

member of WCF, you completed one of the orientation courses in the past five years. 

 

Your participation will be voluntary. You don’t have to participate if you don’t want to.  

 

What does participation involve? 

If you choose to participate, you will be interviewed about your experience when you undertook 

your WCF orientation course. The interview will take about one hour, and will be at a time and in a 

place to suit each participant. If a face-to-face interview is difficult, it may be conducted by an 

internet medium (e.g. WhatsApp or Zoom). You will be given the opportunity to review and edit the 

transcript of your interview. 

 

The interview will relate to aspects of the way the orientation course was run. The questions are 

unlikely to cause you discomfort. But if any of the questions do distress you, the interview can be 

paused. Also, I will be able to refer you to someone competent to help you work through the 

thoughts and feelings aroused. 

 

Can you withdraw from the research? 

Being in this research is completely voluntary. You are not under any obligation to consent to 

participate. If you do consent, you can withdraw from the research at any time without needing to 

give a reason.  

 

You may stop the interview at any time if you do not wish to continue, and the information you 

have provided will not be included in the research.  

 

Will participation affect your relationships/role in WCF? 

Dr Will Blessing, the International Director of WCF, has given an assurance that your participation 

or non-participation will not affect your relationships and role in WCF. 

 

Will the interview be recorded? 

With your permission, the interview will be audio recorded. If you stop the interview the recording 

will be erased and the information will not be included in the research.  

 

Will anyone else know the results? 

Your participation and insights will be kept confidential. Only me, my supervisor and the person 

who will transcribe the recordings will have access to your information. My research will appear in 

my DMin dissertation, in a report to the WCF Board, and possibly other reports and presentations, 

but you will not be named and none of the information you give will identify you.  

 

What will happen to the data collected? 

The audio recording and soft-copy transcripts will be kept on my password protected and encrypted 

computer. The recording will be deleted two years after I complete my DMin program The interview 

transcripts will be stored indefinitely but interviewees will be given pseudonyms.  
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How will the research benefit me? 

You will not benefit directly from participating. However, your insights are likely to contribute to 

recommendations for enhancing the quality of the WCF orientation courses, and so better equip 

new mission partners for their service. 

 

Do I receive any compensation/reimbursement for my participation? 

You won’t receive any financial benefit from your participation. As an expression of my gratitiude 

for your participation I will offer you a copy of Hwa Yung’s Leadership or Servanthood. I will 

provide refreshments during the interview if we have it in a cafe. If you are interested, I will send 

you a summary of my research and/or a link to the full dissertation after it is passed.  

 

Can I tell other people about the research? 

You may talk with others about your participation in this research. 

 

What if I require further information? 

If you would like more information or have any questions answered to help you make your decision 

whether to participate, please contact me at 012-3456789, and/or email me 

Charis.Shallum@EireneSeminary.edu.  

 

What if I have concerns about my participation? 

If you would like to discuss your participation in this research with someone not directly involved, 

please email the Chair, AGST Alliance Human Participants Ethics Panel (ethics@agstalliance.org), 

which is responsible for reviewing and approving this research project. 
 

 

Thank you for considering participating in my research. 

 

Charis Shallum 

34 Burny Drive 

Khomsai, 3423 

 

 

Approved by the AGST Alliance Human Participants Ethics Panel on 08 May 2023. 

 

 

This information sheet is for you to keep. 

 

 

* * * * * * * 
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PIS for on-line anonymous questionnaire (example) 
 

Note: no separate consent form is required for an on-line questionnaire/survey like this,  

as consent is implied when the completed questionnaire/survey is submitted. 

This information appears at the start of the questionnaire/survey. 
 

Before you complete this questionnaire please read this information about it. 

 

Project Title: An investigation into the continuing learning experiences of Manchani State Baptist 

pastors, with particular reference to their use of andragogical practices. 

Thank you for your willingness to consider participating in this on-line questionnaire. 

This project is being conducted by me, Samson Neeson, as part of my Doctor of Ministry degree 

through Eirene Seminary, under the supervision of Dr Paul Winsome. 

The aim of this research is to investigate how Baptist pastors in Manchani State continue to learn 

after their seminary training, especially if they use ways adults especially learn. You are invited to 

participate in this project because you are an actively serving Manchani State Baptist pastor. 

This questionnaire will take about 30 minutes to complete. 

Your participation is completely voluntary. You can stop filling in the questionnaire at any question, 

and not submit it. Clicking SUBMIT at the end of the questionnaire implies your consent to 

participate. If you complete and submit the questionnaire, you will not be able to withdraw your 

data as it is anonymous, and I won’t know which one is your response. 

All aspects of my study will be strictly confidential and only my supervisor and I will have access to 

information given by the participants. Because the questionnaire responses are anonymous, none 

of the information you give will identify you in any reports. 

The data collected from the questionnaires will be analysed and used in my dissertation and other 

reports or presentations. The data will be kept in my computer, which is password protected and 

encrypted, and will be deleted from my computer after five years. 

You may not benefit immediately from participating in this project. However, your insights are 

likely to contribute to recommendations for enhancing ongoing pastoral development among 

Baptist pastors. You may talk to others about your participation in this research. 

There is no direct reimbursement to you for your participation. But I am happy to send you a 

summary of my research if you indicate your interest in receiving it. Please email your request for 

a copy to me at Samson.Neeson@EireneSeminary.edu. 

Dr Garos Woodsman, President of the Baptist Union, has given an assurance that your participation 

or non-participation in my research project will not affect your relationships and role in the Union. 

If you would like more information or have any questions answered before you make your decision 

whether to participate, please contact me at 012-345-6789, or email me 

Samson.Neeson@EireneSeminary.edu.  

If you would like to discuss your participation in this research with someone not directly involved, 

please email the Chair, AGST Alliance Human Participants Ethics Panel (ethics@agstalliance.org), 

which is responsible for reviewing and approving this study. 

Thank you for considering participating in my research. 

Samson Neeson 

 

Approved by the AGST Alliance Human Participants Ethics Panel on 08 March 2024. 

 

* * * * * * * 

mailto:Samson.Neeson@EireneSeminary.edu
mailto:Samson.Neeson@EireneSeminary.edu
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Consent form for research participants (CF) 
 

Usually written consent is required from potential participants before they provide data.  

 

• The consent form includes acknowledgement by the participants that they have read and 

understood the PIS, and a specific statement of agreement to participate.  

• It also states any other issues requiring specific consent. It may include statements 

explicitly acknowledging understanding of significant aspects of the research. 

• No information should appear in the CF which is not included in the PIS.  

• Simplified versions of a CF are used (titled ‘Assent Form’) for recording children’s assent to 

participate. 

• Try to keep the CF to one page. 

 

The signed consent form is retained by the researcher and safely stored (separate from the 

research data) for the stated duration of the research and its data. 

 

Anonymous questionnaires/surveys do not require signing of a consent form, as the submission 

of the questionnaire/survey is taken as consent to participate. 

 

If verbal consent is sought, this must be explained in the application. In this case, there must 

be a procedure for documenting that consent has been obtained. 

 

CF (template) 
 

Consent Form 
 

Project title: 

 

Name of Researcher:  

 

I have read the Participant Information Sheet. I understand the nature of the research, why I have 

been invited to participate, and what my participation will require. I have had the opportunity to 

ask questions and have had them answered to my satisfaction. 

 

 I agree to take part in this research. 

 

 I understand that my participation is completely voluntary, and that I can stop being part of 

the research at any time, without needing to give a reason. 

 

 I am free to withdraw my contribution up to [date /period of time]  

 

 [If recordings are made] I agree to [audio/video] recording of the interview. I understand that I 

can stop the interview at any time if I do not wish to continue, the [audio/video] recording will 

be erased and the information provided will not be included in the research. 

 

 [For focus groups] I understand that I can stop my participation in the focus group at any time 

if I do not wish to continue. But recording of the discussion cannot be stopped and information 

I have contributed cannot be withdrawn. 

 

 [For focus groups] I agree to not disclose anything discussed in the focus group.  

 

 I understand that everything I say is confidential. The only people who will know what I have 

said will be the researcher and the supervisor [and the person transcribing the data].  
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 [Name of leader] has given an assurance that my participation or non-participation in this 

study will not affect my [relationships, role, employment, grades, etc.] in [name of 

institution/organisation/church]. 

 

 I wish / do not wish (circle one) to receive a transcript of my interview for editing. [Include if 

appropriate, and include a space below to provide an email or postal address. Note that it is not 

usual for focus group participants to be offered a transcript for editing.] 

 

 I wish / do not wish (circle one) to receive the summary of findings of the research. [Include if 

appropriate, and include a space below to provide an email or postal address.] 

 

 

Name:           

 

Signature:         

 

Date: 

 

 

[If appropriate] Email/postal address of participant, if a transcript and/or summary is requested:  

 

 

Approved by the AGST Alliance Human Participants Ethics Panel on [date]. 

 

* * * * * * * 
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 CF for interview (example) 
 

Consent form 
 

Project Title: Spiritual formation for resilience in the orientation courses for new mission partners of 

World Challenge Fellowship 

 

Name of Researcher: Charis Shallum 

 

I have read the Participant Information Sheet. I understand the nature of the research, why I 

have been invited to participate, and what my participation will require. I have had the 

opportunity to ask questions and have had them answered to my satisfaction. 

 

 I agree to take part in this research. 

 

 I understand that my participation is completely voluntary, and that I can stop being part of 

the research if I don’t want to be involved further without needing to give a reason. 

 

 I agree to audio or video (if internet-based) recording of the interview. I understand that I can 

stop the interview at any time if I do not wish to continue, the recording will be erased and the 

information provided will not be included in the research. 

 

 I understand that everything I say is confidential. The only people who will know what I have 

said will be the researcher, her supervisor and the person transcribing the interview. 

 

 I am free to withdraw my contribution up to two weeks after the interview or two weeks after I 

receive the transcript, without needing to give a reason. 

 

 I have been given an assurance by the WCF International Director that my participation or non-

participation in this research will not affect my role and relationships in WCF. 

 

 I wish / do not wish (circle one) to receive a transcript of my interview for editing. 

 

 I wish / do not wish (circle one) to receive the summary of findings of the research. 

 

 

Name: 

 

Signature: 

 

Date: 

 

Email of Participant (if you wish to receive a summary of the research findings): 

 

 

Approved by the AGST Alliance Human Participants Ethics Panel on 08 May 2023. 
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Invitation and request letters 
 

Invitation from researcher to potential participants (template) 
 

Date: 

 

Dear …, 

 

May I request your assistance, by [completing a short [anonymous] survey, being interviewed, 

participating in a focus group]. 

 

I am a participant in the [name of program] program of AGST Alliance. My supervisor is [name]. As 

part of my program, I am undertaking [a research project entitled “[name of research]”; or: a 

research project exploring [a brief description of the focus of the research].] 

 

My research requires the views of participants who are [list the criteria for participation]. 

 

[If a paper-based survey] Because you are in this category, I invite you to participate in my 

research, by completing the attached survey. Read the survey carefully and answer all the 

questions with as much detail as possible. Then, return your completed survey to me in the 

envelope provided before [date]. [or: Then, please place your completed survey in the sealed box 

at the administrator’s office before [date].]  

 

[If an on-line survey] Because you are in this category, I invite you to participate in my research 

by completing an on-line survey. Please go to this link: [link]. Read the survey carefully and 

answer all the questions in as much detail as possible. Please complete the survey by [date].  

 

[If an interview] Because you are in this category, I invite you to participate in my research by 

being interviewed by me. The interview will take [time involved], and will be conducted [location, 

on-line, …]. 

 

[If a focus group] Because you are in this category, I invite you to participate in a focus group 

discussion. The focus group will take [time involved], and will be conducted [location, on-line, …].  

 

[If names and identifying details of respondents are known to the researcher] Your participation in 

my research is completely voluntary, and you will be able to withdraw at any time. The information 

you give will be kept confidential to me and my supervisor: Your name and personal details will not 

be revealed in any of my research writing. [For a focus group: Members of the focus group will be 

asked not to talk with others about the discussion.] 

 

[If the survey is anonymous] Your participation in my research is completely voluntary. Once you 

have submitted your form you will not be able to withdraw your data, because we will not know 

which is your survey form. 

 

[Name of leader] has given an assurance that your participation or non-participation in my 

research will not affect your [relationships, employment, etc.] in [name of institution/church].  

 

A detailed participation information sheet is attached to this [email, letter]. If you would like more 

information to help you decide whether to participate, or if you have questions about this request, 

please contact me at [phone no.] or email [xx@yyyy.zzz].  

 

I am grateful for your valuable time, and hope that you will agree to participate. 

 

Yours faithfully, 

[Researcher’s signature] 

 

[Researcher’s name] 

 

Approved by the AGST Alliance Human Participants Ethics Panel on [date].  
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Invitation from organisational leader/administrator to potential 
participants (template) 

 

Date: 

 

Dear …, 

 

May I request your assistance, by considering participating in a research project. 

 

[name of researcher] is a participant in the [name of program] program of AGST Alliance. As part 

of [his/her] program, [he/she] is undertaking [a research project entitled “[name of research]”; or: 

a research project exploring [a brief description of the focus of the research].] 

 

This research requires the views of participants who are [list the criteria for participation]. Because 

you are in this category, you are invited to participate in [name of researcher’s] research. 

 

Your participation in the survey will entail [interview, survey, focus group, etc.]. It is completely 

voluntary and your participation and the views you express [will be kept confidential by the 

researcher; or, will be anonymous]. 

 

[I give my assurance; or: [leader’s name] has given an assurance] that your participation or non-

participation in this research will not affect your [relationships, roles, ministry] in [name of 

church/organisation]. 

 

A detailed participation information sheet is attached to this [email, letter]. If you would like to 

participate or if you would like further information to help you decide, please contact [name of 

researcher] directly. [Her/his] contact details are: [email, mobile, whatsapp, etc.]. 

 

[Alternatively, for an on-line survey:  

If you would like to participate, go to this link for further details and to complete the survey. If you 

would like further information to help you decide, please contact [name of researcher] directly. 

[Her/his] contact details are: [email, mobile, whatsapp, etc.].]  

 

Thank you for considering participating in this research. 

 

Yours faithfully, 

 

[Name of pastor/church leader, or administrator] 

 

Approved by the AGST Alliance Human Participants Ethics Panel on [date]. 
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Invitation from organisation administrator to potential participants 
(example) 

 

02 August 2023 

Dear WCF member, 

I am writing this email to inform you about a research project, and to invite you to consider 

participating in it. 

Charis Shallum, our Orientation Course supervisor, is undertaking a DMin at Eirene 

Seminary. Her supervisor is Dr Luke Cospell. As part of her program, she is working on a 

research project entitled ‘Spiritual formation for resilience in the orientation courses for new 

mission partners of World Challenge Fellowship.’ 

This project requires the views of members who participated in the WCF orientation course 

over the last five years. As you are one of those members, you are invited to be interviewed 

by Charis about your experience when you went through the course. Interviews will last 

about one hour, and will be either in person or on-line. 

Your participation will be totally voluntary. Dr Will Blessing, our International Director, has 

given his assurance that your participation or non-participation in Charis’ research will not 

affect your relationships and roles in WCF. 

I have attached a copy of the research Participant Information Sheet and Consent Form 

which gives further details about what participation will entail. 

If you are interested to participate, or to find out more, please contact Charis directly: 

C.Shallum@eirene.edu (Tel. +69-123-456-79).  

Thank you for your consideration of this request. 

In Christian Fellowship, 

 

[Name] 

 

WCF Administrator 

 

Approved by the AGST Alliance Human Participants Ethics Panel on 08 May 2023. 
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Letter of request to use organisation members as participants 

(template) 
 

Date: 

 

Dear …, 

 

May I request your permission to invite [the members of (name of the group, e.g. two of the adult 

education classes)] [or those holding particular roles, e.g. elders, staff] in [church/organisation] to 

participate in a research project I am conducting. 

 

I am a participant in the [name of program] program of AGST Alliance. My supervisor is [name]. As 

part of my program, I am working on a research project entitled “[name of project].” This project 

requires the views of participants in [setting, e.g. local church adult education classes or 

congregation; and other selection criteria]. 

 

Participants will be required to [complete a survey, be interviewed, participate in a focus group, 

etc.]  

 

Participation will be voluntary. At any time up until [date or marker point] they may withdraw from 

the research and ask that their contribution not be included in my research. The information 

participants give will be kept confidential [or anonymous]: their names and personal details will not 

be revealed in any of my research writing.  

 

[If appropriate, include a request that someone from the church e.g. the pastor or administrator 

make the initial contact with potential participants.] 

 

If you allow your members to participate in my research, I would appreciate an assurance that 

their participation or non-participation in my research will not affect their [relationships, 

employment, etc. as appropriate] in [name of institution/church].  

 

The attached Participant Information Sheet gives fuller details about participation. If you would like 

more information before you make your decision about whether to allow your members to 

participate, or you have questions about this request, please contact me at [phone no.] or email 

[xx@yyyy.zzz].  

 

If you would like to discuss participation in this research with someone not directly involved, please 

email the Chair, AGST Alliance Human Participants Ethics Panel (ethics@agstalliance.org), which is 

responsible for reviewing and approving this research project. 

 

If you are interested to receive a summary of the results of my research [and/or, receive a copy of 

my dissertation], I will send it to you at the conclusion of my research.  

 

I am grateful for your consideration of this request, and I look forward to your response. 

 

In Christian fellowship, 

 

 

[Researcher’s signature] 

 

[Researcher’s name] 

 

 

Approved by the AGST Alliance Human Participants Ethics Panel on [date]. 

 

 

mailto:ethics@agstalliance.org
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Letter of request to use organisation members as participants 

(example) 
 

25 July 2023 

Dear Dr Blessing, 

May I request your permission to invite members of WCF to participate in a research project I am 

conducting. 

As you know, I am undertaking my DMin at Eirene Seminary. My supervisor is Dr Luke Cospell. 

As part of my program, I am working on a research project entitled ‘Spiritual formation for 

resilience in the orientation courses for new mission partners of World Challenge Fellowship.’ 

This project requires the views of WCF members who participated in the WCF orientation course 

over the last five years. I plan to interview up  to 15 of them about their experience when they 

went through the course. Interviews will last about one hour, and will be either in person or on-

line. 

Participation by any member will be voluntary. To lessen any sense of coercion, I will ask a senior 

administrator to send an email of invitation to the WCF members who fit the criteria for my 

study, asking them to respond back to me if they are interested in participating. 

At any time up until I have processed the data participants may request that their data not be 

used. The information participants give in their interview will be kept confidential to me, my 

supervisor and the transcriber of the interview recordings: their names and personal details will 

not be revealed in any of my research writing.  

If you allow WCF members to participate in my research, I would appreciate an assurance that 

their participation or non-participation in my research will not affect their relationships and roles 

in WCF.  

At the end of my research, I will send it to you a summary, and a copy of my dissertation. 

If you would like more information before you make your decision about my request please 

contact me at 0123-456-79.  

If you would like to discuss aspects of this research with someone not directly involved, please 

email the Chair, AGST Alliance Human Participants Ethics Panel (ethics@agstalliance.org), which 

is responsible for reviewing and approving my study. 

I am grateful for your consideration of this request, and I look forward to your response. 

In Christian Fellowship, 

Charis  
Charis Shallum 

(C.Shallum@eirene.edu) 

 

Approved by the AGST Alliance Human Participants Ethics Panel on 08 May 2023. 

mailto:ethics@agstalliance.org
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Confidentiality agreement  
 

Confidentiality agreement (template) 
 

[For someone other than the researcher/supervisor who has access to the research data,  

e.g. to transcribe a recorded interview, collate questionnaire data, etc.] 

 

 

Project title: 

Researcher: 

 

 I agree to [transcribe the audio/video recordings; collate the data; etc.] for this research 

project. 

 
 I understand that all the research material that I have access to is confidential, and I will not 

discuss it with anyone other than the researcher and [his/her] supervisor. 

 

 When I have completed my task I will delete any copies I have made as part of my work for 

this research.  
 

 

Name: 

Signature: 

Date: 

 

Approved by the AGST Alliance Human Participants Ethics Panel on [date]. 

 

* * * * * * * 
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Confidentiality agreement (example) 

 
Confidentiality agreement 

 

Project Title: Spiritual formation for resilience in the orientation courses 
for new mission partners of World Challenge Fellowship 

 
Researcher: Charis Shallum 

 

 

 

 I agree to transcribe the interview recordings for this research project. 
 
 I understand that all the research material that I have access to is confidential, and I must 

not discuss it with anyone other than the researcher and her supervisor. 
 

 When I have completed my task I will delete any copies I have made as part of the 
process.  

 
 

Name of transcriber: 

Signature: 

Date: 

 

 

Approved by the AGST Alliance Human Participants Ethics Panel on 08 May 2023. 
 

* * * * * * * 
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Interview/focus group question guides 
 

Semi-structured interview question guide (example) 
 

Semi-structured Interview Process & Questions 

Introductions 

• Welcome & thanks for participation. 

• Use consent form points to highlight key elements of the interview process (same as the 
PIS).  

• Any questions? 

• Get consent form signed 
 
 
Key indicative questions 
 
1. What has been your experience on the field in terms of having the resources and energy 

to ‘keep going’ in your role and relationships (i.e. resilience)? 
a. What strategies have you adopted to build resilience? 
b. Focus in on spiritual formation aspects. 

 
2. Think back to your time on the orientation course… 

a. What elements of the OC process and content helped you ‘keep going’ as you 
settled into, and established, your field role? 

b. What elements of the OC process and content actually made it more difficult for 
you to settle into your field role and ‘keep going’.  

 
3. What suggestions do you have about how the OC process and content might maximise 

potential for resilience in new WCF members as they head to their field placements? 
a. Focus in on spiritual formation aspects. 

 
4. Is there anything else you would like to share on the topic? 

 
 

Prompts/probing questions if needed: 

• Can you describe this a little more to me? 

• What are your thoughts about this? 

• How does it make you feel? 

• Why do you think it made you feel that way? 

 
 
Rounding off 

• Thanks for your valuable contribution. 

• Reminder about being able to withdraw participation and data within 2 weeks (or within 
2 weeks after receiving the transcript, if requested). 

 
 

* * * * * * * 
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Focus group question guide (template) 
 

Introduction 

• Welcome & statement of thanks for participation. 

• Introduction of researcher. 

• Brief introduction of participants to one another. 

• Brief overview of the research in context of the AGST Alliance program (same as PIS). 

• Procedural information: 

• Time: 60 minute session. 

• Respect for one another throughout the discussion. 

• Agreement not to talk over one another. 

• Agreement that the focus group discussion is to remain confidential. 

• Reiterate permission to withdraw from the focus group at any time, but note it will not be 
possible to exclude individual contributions once the session has commenced because to do 
so will affect the meaning of the contribution of the other participants. 

• Refer to audio recording, process of transcription, and safe data storage. 

• Ask if participants have any questions about the process. 

• Confirm consent and collect signed consent forms. 

• Begin focus group questions. 
 

Discussion questions  
 
[List the proposed main questions and sub-questions] 
 
Prompts/probing questions if needed: 

• Can you describe this a little more to me? 
• What are your thoughts about this? 
• How does it make you feel? 

• Why do you think it made you feel that way?  
 
Is there anything else you would like to share at this time? 
 
 
Conclusion 
• Thank all participants for taking part. 

• Reminder that the focus group discussion is to remain confidential. 

• Mention when a summary of the research will be available. 

• Ask if participants have any questions about the process. 

• Thank all participants again. 
 
 

* * * * * * * 
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Research involving children: Templates and examples 
 

PIS for parent/guardian (template) 
 

 

Project title:  

 

I am a participant in the [name of program] program of AGST Alliance. [Name] is my supervisor. 

As part of my program, I am working on a research project which requires the views of children on 

[state what is being studied, in what setting, e.g. Sunday school classes, after school club]. [State 

also any other selection criteria, e.g. gender, age.] 

 

Your child/children is invited to participate in my study because they fit the selection criteria. 

 

If you permit your child to participate, I will [describe in simple language the procedures, to be 

followed, their purposes, how long they will take, and their frequency. Include an estimate of the 

total time required]. 

 

Your child will also be asked if they are willing to participate, and they will need to give their 

assent. 

 

[Describe the possible risks reasonably to be expected. Describe any benefits to the child 

reasonably to be expected. If benefits are mentioned, add: ‘We cannot promise that your child will 

receive any benefits from the study’.] 

 

Any information that is obtained in connection with this study and that can be identified with your 

child will remain confidential and will be disclosed only with your permission. We plan to 

[discuss/publish] the results [where and how e.g. in my dissertation, journal articles, conference 

presentations]. In any publication, your child will not be able to be identified.  

 

[Paragraph for interviews] 

Your child may stop the interview at any time if they do not wish to continue, the audio recording 

will be erased and the information provided will not be included in the study. 

 

[Paragraph for focus groups] 

If your child takes part in a focus group and wishes to withdraw, it will not be possible to exclude 

their individual data once the focus group has commenced, because that would affect the meaning 

of the contribution of the other children. 

 

If you allow your child to participate, you are free to withdraw your consent and to discontinue 

your child's participation at any time without giving a reason. Your child is also free to discontinue 

their participation at any time and without giving a reason. 

 

This study is unlikely to cause your child distress. However, if your child experiences any undue 

anxiety or stress as a result of participation, I will inform you. Your child will be offered [state what 

referral strategy is in place and offered for it to be addressed]. 

 

[Name of leader] has given an assurance that the participation or non-participation of your child in 

my research will not affect their or your [relationships, roles, etc.] in [name of institution/church].  

 

[If appropriate] At the end of the interview I will give your child a small gift of [state what] to show 

my gratitude for their participation. [State also whether you will provide drinks and/or nibbles – 

this may need parental approval for allergy/dietary reasons.] 

 

If you would like more information before you make your decision about whether to allow your 

child to participate, or if you have questions about this request, please contact me at [phone no.] 

or email [xx@yyyy.zzz].  
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If you would like to discuss aspects of this research with someone not directly involved, please 

email the Chair, AGST Alliance Human Participants Ethics Panel (ethics@agstalliance.org), which is 

responsible for reviewing and approving my study. 

 

If you are interested to receive a summary of the results of my research, I will send it to you at the 

conclusion of my research. 

 

I am grateful for your consideration of this request, and I look forward to your response. 

 

[Researcher’s signature] 

 

[Researcher’s name] 

 

 

Approved by the AGST Alliance Human Participants Ethics Panel on [date]. 

 

A copy of this information sheet is for you to keep  

 

 

* * * * * * * 
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PIS/Invitation for parent/guardian (example) 
 

Project Title: Appropriate Parental Participation in the Faith Nurture of Primary School-Aged 

Children in Singapore Presbyterian Churches. 

Researcher: Sheena Lim 

Dear Mr. and Mrs. Yeo, 

I have been given you names by your pastor, Rev. Wong Shee Woon. 

I am a candidate in the EdD program of Eirene Seminary. Dr Joseph Lee is my supervisor. As part 

of my program, I am working on a research project entitled “Appropriate Parental Participation in 

the Faith Nurture of Primary School-Aged Children in Singapore Presbyterian Churches”. This 

project requires that I get the views of children from three Presbyterian congregations in Singapore 

about what they think about how their faith is nurtured. 

Rev. Wong has suggested your children because fit the criteria for my research: children aged 9-12 

years old, whose family have been attending church consistently for at least two years.  

If you permit your children to participate, they will be part of a 45-60 minutes focus group 

discussion with some other children from your church. The focus group session will be held at the 

church at a suitable time for the children and you. You are also invited to be an observer of the 

focus group, if you wish. 

If your child participates, you are free to withdraw your consent and to discontinue your child's 

participation at any time. At any time your children are also free to say that they don’t want to 

participate any more either. 

Your children’s participation in the focus groups is completely voluntary. The information you 

children give will be kept confidential: their names and personal details will not be revealed in any 

of my research writing. 

I cannot promise that you or your children will benefit directly from being in this study. But I hope 

that my research will help your church help its families more effectively. 

Your pastor-in-charge has given an assurance that participation or non-participation by your 

children will not affect your and your children’s relationships in your church. 

We will have some drinks and nibbles during the focus group session. Please let me know if there 

are any food/drink items your child should not be offered. At the end of the session, I will give your 

child a small book gift as an expression of my gratitude for their participation. 

If you are interested to receive a summary of the results of my research, I will send it to you at the 

conclusion of my research. 

If you would like more information, or you have questions about this request, please contact me at 

tel. 123-456-789 or email sheenalim@gmail.com.  

If you would like to discuss aspects of this research with someone not directly involved, please 

email the Chair, AGST Alliance Human Participants Ethics Panel (ethics@agstalliance.org), which is 

responsible for reviewing and approving my study. 

I am grateful for your consideration of this request, and I look forward to your response. 

In Christian Fellowship, 

 

[signature] 

Sheena Lim 

 

Approved by the AGST Alliance Human Participants Ethics Panel on 14 May 2024. 

* * * * * * * 

mailto:ethics@agstalliance.org
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PIS for children for a focus group (example) 
 

 

Hi, Anna. 

How are you? 

I would like your help. I want to learn some more about how children like you relate to God. 

Would you be willing to talk to me about this? 

If you would like to help me, I will chat with you and some other children about your age for 

45-60 minutes. 

In our chat, if you feel uncomfortable, you can choose to not answer a question. It is even 

OK if you don’t want to continue talking in the group. If you want to leave the group you can 

too, without having to tell me why. 

What we talk about will be between us. I’m not going to report your ideas back to your mum 

and dad, or any other person.  

Afterwards, I will write a report, but your name will not be used.  

If you want to ask me any questions you can call me on my handphone 012345678. I will be 

happy to answer them. 

Thank you for thinking about helping me in this way. If you say yes, I will be grateful. If you 

say you don’t want to help, that’s OK too. 

God bless! 

Auntie Sheen Lim  

 

 

 

Approved by the AGST Alliance Human Participants Ethics Panel on 14 May 2024. 

 

* * * * * * * 
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Assent form for children (template) 

 

Assent form 

 

Project title [simple]: 

Child's name: 

Parent's/Guardian's name: 

• I would like to participate in the research project that [name of researcher] has told me about. 

No one has made me participate. 

 

• I understand that I will be asked some questions about [topic of interview]. 

 

• I can choose not to answer any of the questions., and I can stop the interview at any time if I 

feel uncomfortable. 

 

• I understand that [name of researcher] will write a report, but my name will not be used, so 

nobody else will know which of the ideas are mine. 

 

• I won’t talk about what is said to other people except to my parents. 

 

Signature of participant:  

Date: 

 

Approved by the AGST Alliance Human Participants Ethics Panel on [date]. 

 

* * * * * * * 
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 Assent form for children (example) 
 

 

Child's name: 

 

Parent's name: 

 

 I would like to participate in the research project that Aunty Sheena Lim is conducting. 

 

 No one has made me participate. 

 

 I understand that I will be asked some questions about God and how I relate to him. 

 

 I may choose to stop talking and not to answer any of the questions. 

 

 I understand that I can leave the group at any time if I feel uncomfortable. I don’t have to give 

a reason. 

 

 I understand that Aunty Sheena will write a report about this research, but my name will not 

be used and so no one will know which of the ideas are mine. 

 

 I won’t talk about what is said in the group to other people except my parents. 

 

 

Signature of child: 

 

Date:  

 

 

 

Approved by the AGST Alliance Human Participants Ethics Panel on 14 May 2024. 
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CF for parent/guardian (template) 
 
 

 

Consent Form 

Project title: 

 
I have read the Participant Information Sheet. I understand the nature of the research, why my 

child has been invited to participate, and what my child’s participation will require. I have had the 

opportunity to ask questions and have had them answered to my satisfaction. 

 

 I agree that my child [name of child] may participate in this research project. 

 

 I understand that my child’s participation is completely voluntary, and that he/she and I are 

free to withdraw his/her participation at any time, and to withdraw data traceable to him/her 

up to [INSERT date /period of time] without needing to give a reason. 

 

 [For an interview] I agree to [audio / video] recording of the interview with my child. I 

understand that my child or I can stop the interview at any time if he/she or I do not wish it to 

continue, the [audio / video] recording will be erased and the information provided will not be 

included in the study  

 

 [For a focus group] I understand that my child or I can stop his/her participation in the focus 

group at any time if he/she or I do not wish it to continue. However, as it is a focus group 

discussion it will not be possible to erase my child’s participation to the discussion to the point 

that he/she withdraws.  

 

 I understand that the information and views my child provides will be kept confidential [or 

anonymous – include if appropriate]. His/her name and personal details will not be revealed in 

any of the research writing. 

 

 [For a focus group] My child and I have been asked to not disclose anything discussed in the 

focus group to other people.  

 

 I understand that [name of leader] has given an assurance that the participation or non-

participation of my child in will not affect their or my [relationships, employment, etc.] in 

[name of institution/church].  

 

 I wish / do not wish (circle one) to receive the summary of findings of the research. [Include if 

appropriate, and include a space below to provide an email or postal address.] 

 

Name: 

 

Signature: 

 

Date: 

 

Email/postal address of participant if a summary is requested: [include if appropriate]: 

 

 

Approved by the AGST Alliance Human Participants Ethics Panel on [date]. 

 

 

* * * * * * *  
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CF for parent/guardian (example) 
 

Project title: Appropriate Parental Participation in the Faith Nurture of Primary School-Aged 

Children in Singapore Presbyterian Churches 

Researcher: Ms Sheena Lim 

I have read the Participant Information Sheet, and I understand the nature of this research project, 

why my child Anna has been invited to participate, and what her participation will require. I have 

had opportunity to ask questions and have had them answered to my satisfaction. 

 I understand that I may stop my child/children’s participation at any time and that my 

child/children may decline to participate or stop participating at any time without giving a 

reason. 

 I understand that my child/children can stop their participation in the focus group at any time if 

they do not wish to continue. However, as it is a focus group discussion it will not be possible 

to erase their participation in the discussion to the point that they withdraw. 

 I consent to video-recording of the focus group discussion, and understand it will be used by 

the researcher only to help her transcribe the discussion. 

 I understand that the information and views my child/children provides will be kept confidential 

by the researcher and her supervisor: their names and personal details will not be revealed in 

any of the research reports. 

 My child and I have been asked to not disclose anything discussed in the focus group to other 

people. 

 I understand that Rev. Wong Shee Woon has given an assurance that the participation or non-

participation of my child will not affect their or my relationships in our church.  

 I am / am not (circle one) interested to receive a summary of the results of the research when 

it is available. 

 

Parent/Guardian’s Signature ___________________  

 

Name ______________________  

 

Date ______________________ 

 

Email address (if summary of results is requested): ______________________________ 

 

Approved by the AGST Alliance Human Participants Ethics Panel on 14 May 2024.  
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Request to church leader for research with children (example) 
 

 

Date: 24 July 2022 

Dear Rev Wong Shee Woon, 

May I please request your permission to invite the parents of four families with primary aged 

children from your congregation to allow their children to participate in a research project I am 

conducting? 

I am a candidate in the EdD program of Eirene Seminary, My research supervisor is Dr. Joseph 

Lee. As part of my program, I am working on a research project entitled “Appropriate Parental 

Participation in the Faith Nurture of Primary School-Aged Children in Singapore Presbyterian 

Churches”. This project requires that I get the views of children from three Presbyterian 

congregations in Singapore. 

I would like to invite four families from your congregation to participate. The families need to have 

at least one child aged 9-12 years old, and to have been attending church consistently for at least 

two years. I would like you to suggest the names of families I could approach. 

I will invite the parents to allow their children to participate in a 45-60 minute focus group 

discussion. 

Participation by any family and their children will be voluntary. The information the participants 

give will be kept confidential to me and my supervisor: names and personal details will not be 

revealed in any of my research writing. 

When you give permission and suggest names, may I also request you to give an assurance that 

participation or non-participation by any of the families will not affect their roles and relationships 

in your church. 

If you would like more information, or you have questions about this request, please contact me at 

tel. 123-456-789 or email sheenalim@gmail.com.  

If you would like to discuss aspects of this research with someone not directly involved, please 

email the Chair, AGST Alliance Human Participants Ethics Panel (ethics@agstalliance.org), which is 

responsible for reviewing and approving my study. 

If you are interested to receive a summary of the results of my research, I will send it to you at the 

conclusion of my research. 

I am grateful for your consideration of this request, and I look forward to your response. 

In Christian Fellowship, 

 

[signature] 

Sheena Lim 

 

Approved by the AGST Alliance Human Participants Ethics Panel on 14 May 2024. 

 

* * * * * * * 
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Amendment requests 
 

Amendment request (template) 
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Amendment request (example) 
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