Template for Information Letter and Consent Form 
If your thesis work involves personal data, Dalarna University, as the personal data controller, is obliged, under the General Data Protection Regulation (GDPR), to inform the study participants about how we process and handle their personal data. Deficiencies in this area may result in the illegal processing of personal data. Study participants must have full information about the project and what participation entails, and must therefore receive an information letter. Participants must also consent in writing to being part of the study. 
On pages 2 and 3, there is a template for an information letter that you should use to inform participants. On page 6, there is a consent template confirming that the study participants have read the information letter. Note: this first page, page 1, should not be sent to the study participants as it is only meant to help you design/write the information letter and consent template. 
Keep the following in mind when drafting the letter: 
· Adapt the information to the person’s age and circumstances. 
· Write in a neutral tone and in simple, understandable language. Do not include language that might coerce or encourage participation.
· Different information letters may, for example, be necessary for guardians and children. When it comes to studies with children, information must be directed to both the guardians and the child (if the child is literate and this is considered appropriate). It may be more appropriate to give information to the child orally. 
· Try to think about how the respondents might think and feel. What would you like to know if you were to receive a similar request? Read the letter carefully and make sure the language is understandable and correct. 
As a student, you must always check the information letter and the content of the consent form with your supervisor before you start recruiting participants and collecting personal data. 
In the templates that follow (information letter and consent form), there is text that is highlighted in yellow that provides information you need to adapt based on your study. Once the template has been customised, the text, parentheses, and comments highlighted in yellow should be removed. Keep in mind that you may sometimes need to choose which information to include and that the text may need to be adapted so that it reflects the conditions of your particular study: for example, if you plan to have children as respondents and the information letter is addressed to the guardians instead of to the participant (child). 	Comment by Information: It is important that the finalised information letter is completely free from comments, coloured highlighting, etc. If you are unsure,  contact your supervisor.
Always consult your supervisor first if you have questions about your thesis and how to proceed with the processing of personal data. If you have any questions regarding data protection and the processing of personal data, you can contact dataskydd@du.se. 
Questions about research ethics can be directed to the Research Ethics Council (FER): fer@du.se. 
This page with instructions should be removed before you hand out or send the following information to participants.


Title of the degree project/student project

Information for participants
We would like to ask if you would be interested in participating in a thesis project at Dalarna University. The study is being carried out as part of the name of the course/programme at the School of (specify the university school) at Dalarna University. 	Comment by Information: Remember that certain parts of the text may need to be reworded if there are two students working together.
In this letter, you will receive information about the study and what it means for you to participate. According to the General Data Protection Regulation (GDPR, 2016/679), Dalarna University is the data controller for personal data processing in student projects. This document provides you with information about how your personal data will be processed within the framework of this study. 
What kind of study is it, and what is the purpose of participation? 
(Give a short but clear description of what the thesis work is about. Inform the person why they are being asked to participate and how you gained access to information about them that led to you contacting them.) 
What will be involved in the study?
Briefly describe from the participant’s perspective what participation means. What is required of the participants? What methods will be used? Number of visits, interviews, surveys, and how much time?	Comment by Information: Example wording for an interview:
This study involves conducting an interview in which you will be asked to answer several questions. The interview will be conducted face‑to‑face/using the tool X. It will take approximately X minutes. (The interview will be recorded and subsequently transcribed, that is, written down in text form.)

Example wording for a web-based survey:
This study involves a survey where you will be asked to respond to a series of questions. The survey will be conducted using SunetSurvey and will take approximately X minutes to complete. 
Personal data that will be processed 
For the study, the following personal data about you will be collected and processed:
· Name
· Phone number 
· Address 
· Email address
· Survey responses/ interview answers/ observation notes
· …. 

Some of the personal data that will be collected and processed is termed sensitive personal data. Below is a list of sensitive personal data that will be collected and processed within the framework of this study: 	Comment by Information: This section of text should only be used if sensitive personal data is processed in your thesis (otherwise, remove it). 

Note that, as a general rule, Dalarna University does not permit the processing of sensitive personal data in student projects at the first cycle. See decision C 2024/1334. 

Contact your supervisor if there is any uncertainty as to whether your project involves the processing of sensitive personal data. You can always contact the university’s data protection staff.

If your project is conducted at first cycle and you nevertheless wish to process sensitive personal data, you must discuss this with your supervisor, who in turn must contact the examiner to discuss the appropriateness of this in the individual case. This requires, among other things, a written assessment and an opinion from the university’s Research Ethics Council.

If you are conducting your project at second cycle and will be processing sensitive personal data, you must maintain close dialogue with your supervisor to ensure that the data is processed in accordance with the General Data Protection Regulation and internal guidelines.

Read more here: Studentarbeten - Högskolan Dalarna (du.se).
 
You are also encouraged to consult the university’s ”Checklista för studentarbeten som behandlar personuppgifter” that can be found on the webpage above. 
· Information about ethnic origin 
· Information about political views 
· Information about religious or philosophical beliefs 
· Information about trade union membership 
· Information about health 
· Information about sex life or sexual orientation
Please indicate why it is necessary to process sensitive personal data in order to achieve the purpose of the study.	Comment by Information: The recommendation is that FER conduct a research ethics review of student projects/theses that involve the processing of sensitive personal data.

In student projects/theses that are complex in terms of research ethics, additional information may need to be included in the information letter. For example, you may need to provide more detailed information about possible consequences and risks associated with participating in the project. Read more here: Forskningsetiska rådet Högskolan Dalarna
Some of the personal data that is collected and processed may constitute personal data worthy of protection. Below is a list of the types of personal data worthy of protection that may be collected and processed within the framework of this study: 	Comment by Information: Data that is sensitive in terms of personal integrity may require a higher level of security than less sensitive data and may also be relevant to the risk assessment in a data protection impact assessment.
· Social security number (personnummer) or coordination number 
· Data relating to economic conditions 
· Private communication data 
· Information relating to an individual’s residential address or family circumstances 
· Other information that, if shared, may involve a risk to the data subject’s personal integrity or security
Please state why it is necessary to process personal data worthy of protection in order to achieve the purpose of the study.
Legal basis and arrangements for your participation 
The legal basis for the processing of your personal data is your informed consent. You can withdraw your consent at any time without giving a reason. If you choose not to participate or wish to cancel your participation, you do not need to say why. However, a decision to no longer participate does not affect the processing that took place beforehand. 	Comment by Information: Sometimes, it may be appropriate to add that if the person who is asked to participate chooses not to or chooses to withdraw their participation, this will not affect any continued treatment (when, for example, it’s a question of patients) or grading (when, for example, it’s a question of pupils/students).

In such cases, write “The care you receive will be the same regardless of whether you participate in the study” or “The teaching will be the same regardless of whether you participate in the study.”  
If you wish to cancel your participation, please contact the person responsible for the study (see below).
What will happen to my data?
The study will collect and record information about you as described above.   
(State how you will store personal data (for example, on paper or in the university’s home directory, H:). Indicate what safeguards you will apply to protect the personal data (for example, pseudonymisation). 	Comment by Information: Note that you should not promise confidentiality in data. This is because we are a government organisation and in the event of a request for access to public documents, we must, in each individual case, assess whether specific information can be disclosed or not.

Here, for example, you can state how personal data will be pseudonymised during the processing of the material and in the presentation of the thesis. Alternatively, you can indicate that the results will be reported only at an aggregated (“group”) level so that no individual can be identified.	Comment by Information: How will the information be stored and protected against unauthorised access during the study (password, locked up, encrypted, etc.)?
Personal data must be protected and stored in such a way that unauthorised persons cannot access it.

Sensitive personal data is subject to a higher security classification. Read more about secure storage locations and the university’s regulations on this webpage: Studentarbeten - Högskolan Dalarna (du.se)

Contact support@du.se if you need instructions on how to use H:
Your answers and your results will be processed so that unauthorised people cannot access them. The student’s supervisor and examiner will always be able to access the documentation. The data will be retained until the thesis work is completed, after which it will be destroyed. 	Comment by Information: The data will be saved until the thesis has been examined and approved, after which time it will be deleted. 

Note that, in accordance with internal guidelines at the university, there is an upper time limit: for example, in the case of a failed exam, the data may be saved for up to three years, calculated from the date when the data collection began.
Your rights 

Dalarna University is the personal data controller of your personal data. Personal data may also be processed by personal data processors, such as cloud service providers. 

According to the General Data Protection Regulation, you have the right to access the data about you that is processed in the study (request a register extract), and if necessary, have any errors corrected. You can also request that data about you be deleted and that the processing of your personal data be restricted. If you want to access the information, you should contact the person responsible for the study (see below). 
If you have any concerns or complaints regarding how your personal data has been processed, you can contact the university’s data protection officer by email frida.sjökvist@arkivit.se or by phone (switchboard): 054-700 10 00. 
For more information about how Dalarna University processes personal data, see https://www.du.se/sv/hjalp/personuppgifter/ (Swedish webpage).
The results of the study will be presented in essay form at Dalarna University.
The study has been reviewed from a research ethics perspective by the Research Ethics Council at Dalarna University.	Comment by Information: This is, of course, only provided when the study has been reviewed by FER, the Research Ethics Council, at Dalarna University.

Responsible for the study
The responsible supervisor for the study is (state the supervisor’s name, title, and contact details).
The study is carried out by (state the student’s/students’ name(s) and contact information @du.se)	Comment by Information: Always include your email address and your supervisor’s email address.
Telephone numbers can be removed when it is time to archive the final work. 
Contact information for Dalarna University: 
You can always contact Dalarna University via e-mail registrator@du.se or phone 023-77 80 00. 






Consent to participate in the study 	Comment by Information: Note 1: For clear documentation and in accordance with good research practice, the consent form should be presented as a separate document from the information letter because it constitutes the formal consent.

Note 2: The completed form must be handled with confidentiality and stored/saved securely. It must not be forwarded and should be deleted once the work has been graded. 

I have received information about the study (both in writing and in spoken form) and have had the opportunity to ask questions. I hereby agree to participate in the study (insert name of study). I am able to keep the written information. 
I am aware that my participation is completely voluntary and that I can discontinue my participation in the study without giving a reason. By signing, I am choosing to participate in the study and agreeing that Dalarna University (which is the personal data controller) processes my personal data in accordance with current data protection legislation and the information provided.

Date and place 

_________________________________________________

Signature

 _________________________________________________

Name in capital letters

 ________________________________________________


Responsible for the study
Contact information for Dalarna University: 
You can always contact Dalarna University by e-mail registrator@du.se or phone 023-77 80 00.
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