Template for information letter 
Important: This template will help you meet information requirements in data protection legislation.
· [bookmark: _Int_gjLIU2mq]Black text is mandatory information that may be reformulated but not deleted.
· [bookmark: _Int_1wSa8B71]Blue text should be deleted or replaced with your own text that corresponds with information in your Notification Form. You may also add relevant information about, for example, research ethics and benefits of the project.
Use clear and simple language that is appropriate for the reader.

Would you like to participate in the research project [Title of project]?

Purpose 
· Briefly describe the purpose of the project.
· If the collected personal data will be used for other purposes (e.g. teaching, other research, archiving for future research), describe this here.

Why are we asking you to participate?
We are asking you to participate because [briefly explain how participants are selected, how you have contacted them, and how you have obtained their contact details.]

Who is responsible?
[Institution] is responsible for the personal data processed in the project (data controller).
Here you must state which institution is the data controller (or which institutions are joint controllers). This is often the institution where you are employed / where you study.
What does participation involve?
· [bookmark: _Int_ra3nIwnu][bookmark: _Int_ElycGuVV][bookmark: _Int_lLxIu6fU][bookmark: _Int_Bd1MiAKB]Describe the methods you will use to collect data (e.g. interview with audio recording, online questionnaire). State the scope of the data collection. 
· Specify what kinds of information will be collected (e.g. name, health information/special categories of data).
· [bookmark: _Int_3epHG26S]If you will obtain data from others (e.g. registries, records), provide information about this.
· [bookmark: _Int_fbksED0B]If children will participate, state that parents may see the questions in advance.
· If you are going to publish personally identifiable information that will make participants recognisable, specify which information (e.g. workplace and position).	

Voluntary participation
Your participation in the project is voluntary. There will be no negative consequences if you choose not to participate, or if you later ask for your personal data to be deleted.

If relevant: Describe how the project ensures voluntary participation and voluntary processing of personal data. For example, if the project involves filming/audio recording in classrooms, you should explain what will happen if a child does not participate in the project. 

Your rights
So long as you can be identified, you have the right to request access to data about you, and request that we correct or delete your personal data. You also have the right to lodge a complaint with the Norwegian Data Protection Authority (Datatilsynet). Read more here: https://commission.europa.eu/law/law-topic/data-protection/information-individuals_en

Use of personal data
We will only use your personal data for the purposes described in this information. We will process your personal data confidentially and in accordance with data protection legislation. 
· Describe who will have access to the personal data (e.g. the project group at the institution responsible, external collaborators, online survey provider).
· [bookmark: _Int_Ao7cbbCh][bookmark: _Int_afnAukrl]If personal data will be made available outside the EU, provide information about this and state the legal basis for the transfer.

Legal basis for processing personal data 
Choose one of these, and delete the other:
· Recommended for research projects: We process your personal data for research purposes in the public interest.
· Recommended for student projects in direct contact with research participants: We process your personal data based on your consent. You are free to withdraw your consent at any time.

What happens to your personal data at the end of the project?
Your personal data will be anonymised/deleted/stored further/archived for future research when the project is completed, according to plan in [year].

If the collected personal data will be further stored/archived, you must describe which data will be stored, where they will be stored, why, and for how long. 

Contact information
· Project leader: [Name and contact information, if relevant both student and supervisor].
· Data Protection Officer at the data controller: [Contact information].
· Sikt – Norwegian Agency for Shared Services in Education and Research has assessed that the processing of personal data in this project is in accordance with data protection legislation. For questions about the assessment: personverntjenester@sikt.no

----------------------------------------------------------------------------------------------------------------------
If the legal basis is consent, or if you want to use a written consent form:
Consent to participate

I have received information about the project [Title] and consent to participate. 
If relevant:
· I agree to be recognisable in publications.  

Signature: ______________________ Date: _______________
