


[bookmark: _Toc508527613]QUESTIONNAIRES: DRAFT COVERING LETTER

Date: 


Research into  ……… 

You are invited to take part in a research study to explore …... 
Before you decide whether you wish to participate it is important that you understand why the research is being undertaken and what it entails. You should therefore read the attached information carefully and discuss it with others if you wish. 

You are asked to complete the attached consent form and questionnaire and return these to me, either via email or post, whichever you prefer. 

This MA research is supervised by Dr Beverly Cole [UWTSD] and has been approved by the ethical processes of UWTSD.  The research is also bound by the ethical guidelines of the British Association for Counselling and Psychology and it is hoped that this research will enhance understanding of ………………..

Taking part in this study is voluntary and the attached information should clarify any questions you may have. If you still have any concerns, please feel free to contact me using the contact details provided within the information sheet. 

Thank you for taking the time to read this information. 





NAME OF RESEARCHER
[bookmark: _Toc478013931][bookmark: _Toc508527614]

QUESTIONNAIRES: DRAFT INFORMATION SHEET 

Researcher: ……… 

You are invited to take part in a research study. Before you decide whether you wish to participate it is important that you understand why the research is being undertaken and what it entails.  Please take the time to read the following information carefully and discuss it with others if you wish.
 
Part One
 
What is the purpose of the study?
 
· The aim of the study is to explore …………… 
· ……………….will take part. 

Do I have to take part in the study? 

· Taking part in the study is voluntary; it is up to you to decide whether to participate. 

· If you take part you are free to withdraw at any time and without giving a reason. 


What will happen if I take part in the study? 

· If, after reading the information provided, you decide to take part you will need to: 

1. Sign the consent form [your information will not be used without this signed form] 
2. Complete the attached questionnaire 
3. Return these to me by [dd/mm/yy] 

· This should take about #### of your time. 

· Upon receipt of your consent form and your questionnaire, no further communication will be made with you except to acknowledge receipt of the forms, thank you for your contribution and ensure that you understand and are happy with all aspects of the research.  *****
How do I return the questionnaire to you?

· You can return the questionnaire either by email or via the postal system, whichever you prefer. If you wish to use the postal system you can contact me and a stamped addressed envelope will be forwarded to you. 
What are the benefits of taking part? 

· There could be no direct benefit to you in taking part. However, you may find that reflecting upon ……………. could enhance your work, teaching and/or practice. Your input will also make an important contribution to understanding and enhancing this important topic. 

What are the possible disadvantages and risks of taking part? 

· It is highly unlikely that anything should go wrong. However, if taking part in this study does raise any concerns you can contact the researcher or the project supervisor [see below]. 

Will my taking part be confidential? 

· The fact that you are taking part and your contributions will be confidential. It is likely that some actual words used by you may be quoted in the presentation of the research, although these extracts and any other personal information will be made anonymous by altering any identifiable information. It will not be possible to link any data to any participant. 

What will happen if I don’t want to participate? 

· Nothing. Just ignore this correspondence. 

What if I take part and there is a problem? 

· If you have a problem with any aspect of the research these can be addressed either to the researcher at email ################## or to my supervisor, Doctor Beverly Cole at email: beverly.cole@uwtas.ac.uk or telephone: 07786 332338

What will happen to the information I provide and the results of the study? 

· Information you provide will be collated and stored securely. Data will immediately be made anonymous and destroyed once research is finalised. 

· If you use email to communicate with me you need to be comfortable with the electronic exchange, storage and retrieval of information. 

· The completed dissertation will be presented to Swansea Metropolitan University and will be available in the libraries of this organisation. Findings will be used for journal articles/conference presentations and collected data could be used for training purposes. 

· Should any malpractice become evident this will be addressed in accordance with the university and BACP guidelines 

Who has reviewed this study? 

· This study has been approved by the ethical processes of UWTSD.  
 


[bookmark: _Toc508527619]QUESTIONNAIRES: CONSENT FORM  
  

Consent Form: Research Project:  ………………………………………

Please read this form carefully, initialling each box to indicate agreement as appropriate. 

I have read and understand the information sheet about this research, I have a copy for future reference [dated ######] and I have no reservations regarding the content of the information pack. 

I have had the opportunity to consider the information, ask questions and have had these answered satisfactorily. 

I have an email address where I can contact the researcher, and contact details of the main project supervisor should I have any concerns. 

I understand that actual quotations from my contributions may be used to support the research. My involvement in the study will, however, be confidential and any data collected will be made anonymous. I understand that findings may be the subject of journal articles/conference presentations, training seminars and that actual data collected will be destroyed once the research project is completed. 

I understand that I can withdraw from this study at any time up to the cut-off point, without giving any reason, and that if I do so the data collected relating to me will be destroyed and not used in the study. 

I consent to take part in this study by completing the attached questionnaire. 

Signature: ___________________________________  
Date: ___________________________________ 
Contact Details: (Please write clearly) 
Full Name:_____________________________________ 
Contact Email: _________________________________ 
Contact Tel Number: ____________________________ 
Postal Address: ____________________________________________________________________________________________________________________________________________________________
If you return this form via email, you may be able to sign it electronically. If this is not the case please note that receipt of this form via your email address will be taken as informed consent: 

I would like to have sight of the dissertation findings when these are produced Yes/No
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INTERVIEWS COVERING LETTER AND INFORMATION FOR PARTICIPATION IN RESEARCH INTERVIEWS


Researcher:  ##############

You are invited to take part in a research study. Before you decide whether you wish to participate it is important that you understand why the research is being undertaken and what it entails. You should therefore read this information carefully and discuss it with others if you wish. This MA research is supervised by Dr Beverly Cole [UWTSD] and has been approved by the ethical processes at UWTSD. It is also bound by the ethical guidelines of the British Association for Psychology and Counselling. 

Please note that: 

· As the aim of the study is to explore the experiences of ………           ………. will take part; 

· Communication with me as the researcher can take place either by email or via the postal system, whichever you prefer. If you wish to use the postal system you can contact me and a stamped addressed envelope will be forwarded to you. Participating in this research would necessitate completion of a questionnaire which should take about an hour of your time; 

· If, after reading the information provided, you decide to take part, you will need to sign the consent form and return this to me no later than ######. Upon receipt of your consent form I will contact you to arrange a date for the interview which will be conducted via Zoom or Microsoft Teams. The interview will take no longer than one hour overall. 

· If you indicate on the consent form that you are willing to take part in an interview, you can still change your mind and withdraw from the study at any time by deleting the email and/or breaking communication. No further contact will then be made with you; 

· Where interviews take place, these will be arranged at a time o suit you and an interview protocol and interview schedule will be sent to you prior to attendance. I will contact you to make the necessary arrangements and explain the process involved more fully. 

· A copy of the interview schedule and a debriefing sheet are attached so that you have as much information as possible about what the research will entail before agreeing to take part. 

· Information you provide will be collated and stored in accordance with the guidelines outlined in the BACP Ethical Framework for Research [2004] and relevant legislation. Data will immediately be made anonymous, kept securely and destroyed once the research is completed. If you use email to communicate with me you need to be comfortable with the electronic exchange, storage and retrieval of information. 

· It is likely that some actual quotations used by you during interview may be used in the presentation of the research, although these extracts and any other identifiable information will be anonymised. The completed dissertation will be presented to UWTSD and will be available in the libraries of this organisation. Further to this, findings will be used for journal articles/conference presentations and collected data could be used for training purposes. Should any malpractice become evident this will be addressed in accordance with the university and BACP guidelines 

· Taking part in the study is voluntary, it is up to you to decide whether to participate. If at any time you wish to withdraw from the research you will be able to do so immediately without giving a reason simply by not responding. The cut-off date for withdrawal will be one month before the final research is presented for award of MA and you will be advised of this date a few weeks prior to the deadline when a short debriefing will take place. Should you withdraw at, or before, this point, no data supplied by you will be used; 

· Following preliminary research no known risks have been identified as likely as the result of participation in this, or any similar, research. You may find that reflecting upon …….. benefits you by …….. and your input will make an important contribution to understanding and enhancing this important part of ………... It is therefore highly unlikely that this research might disturb anyone taking part. However, if participation brings up upsetting material which you would like to discuss with someone, you are free to discuss this with your counselling supervisor or contact the researcher for signposting towards appropriate support. 

· Should you require any additional information or have any questions now or at any stage of the research, please do not hesitate to contact me by telephone ( …………….) or email (……………). 




· If you have a problem with any aspect of the research these can be addressed to Dr Beverly Cole at UWTSD, email: beverly.cole@uwtsd.ac.uk.

Thank you for taking time to read this information sheet. 

 NAME OF RESEARCHER
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You will have received the date for your interview. Boundaries will be maintained in a similar format to counselling relationships, with open ended, general questions asked which identify and explore your views and perceptions. Discussion will flow from these and all interviews will be recorded and transcribed. 

After transcription and processing interview notes, a copy of the transcript of your interview, plus derived meanings will be returned to you [unless you indicate that you do not want sight of these]. You will be asked to check the content, censor anything you are not happy to be included and to confirm that your meaning remains intact. 

Format for the interviews will be as follows: 

· Interviews will be relaxed and open in nature and will be conducted at a time and location most convenient to you; 

· Interviews will last for approximately [up to] one hour and will take the form of a one-to-one conversation over Zoom or MS Teams. If at any time you wish to draw the interview to a close you will be able to do so without giving a reason. No data supplied by you will then be used; 

· You will be reminded at the start of the interview of the consent form you signed, the anonymity of information you share, the fact that the interview is being recorded and that the interview and participation in the study can be terminated at any time up to the cut-off point. 

· Although the interview will be recorded, the interviewer will take notes of the most relevant points. Only the researcher will hear the recording and have sight of the notes; recorded and written material will be kept securely and destroyed once research is complete. Involvement in the study will be confidential, data collected will be made anonymous and no comment or circumstance which could be directly connected to any participant will be identifiable; 

· Topics for discussion will give some structure to the interview; however the interview will be ‘participant led’ and go where you lead; you will not have to answer any questions which make you feel uncomfortable; 

· The interview will close with the researcher thanking you for your time and participation, and reminding you of the procedures should you feel distressed by taking part or have any concerns about the conduct or process of the research. You will be reminded that a copy of the interview transcript and derived meanings will be sent to you along with a copy of the signed consent form for your records [you can decide at this time whether you want to receive these]. 

· There will be a short ‘cool down’, or debriefing, period immediately following the interview where you will have the opportunity to reflect upon and discuss the research process. 
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Project: Research into ………………………….



Date: __________ Time of interview: Start: ___________ Finish: __________ 

MEDIUM: ZOOM OR MS TEAMS 

Interview with participant [insert code] recorded on [insert recording ref. no.] 

{Introductions. Briefly describe project and interview protocol [including purpose of study, recording, dissemination and withdrawal], ensure interviewee is comfortable, has copy of the information sheet and has signed consent form} 


Topic 1: Tell me about your experience of  ... 
[This opening could be sufficient for the participant to fully describe their placement experiences] 

Topic 2:  

Topic 3:   

Topic 4:  

Topic 5:   

Topic 6: [We have ------- left] Is there anything you would like to add? [Please use this time to continue until you have discussed your thoughts/feelings as completely as possible] 


Subsidiary questions for all topics, if necessary: What meaning do you make of this? Further prompts will be derived, e.g. participant’s meaning – concreteness – asking for examples, etc. and more specific follow on questions used as necessary   

[Thank interviewee for participating, assure them of anonymity of responses and advise what will happen next. Ask whether participant has any questions, wants sight of notes/meaning, etc.
Cool down period, debriefing chat. Remind of the procedures in place should any participant feel concerned about any issue which has arisen during research and the timescale for activating this]
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Consent Form: Research Project:  ………….

Please read this form carefully, initialling each box to indicate agreement as appropriate. 


I have read and I understand the information provided about this research, I have a copy of the information sheet for future reference [dated: ######] and I have no reservations regarding content. 


I have had the opportunity to consider the information and ask questions. I have had these answered satisfactorily and I understand that there will be a further opportunity to address any questions at the end of the research period, just prior to the point where I am able to withdraw. 


I have a telephone number and an email address for the researcher, and contact details of the main project supervisor should I have any concerns. 


I understand that if email is the mode of communication, data will be exchanged, stored and retrieved, electronically. I also understand that actual quotations from my contributions may be used to support the research. My involvement in the study will be confidential and any data collected will be anonymised. Findings may be the subject of journal articles/conference presentations and/or any other related educational or research work. Data collected will be destroyed once the research project is finalised. 


I understand that I can withdraw from this study at any time up to the designated cut-off point, without giving any reason, if I do so data collected relating to me will be destroyed and not used in the study. 


I consent to participate in a face-to-face interview and to this being recorded. 













Signature: ____________________ Date: _____________________ Tel Number: _________________ 

Print Name:___________________ Email: ______________________________ 

Postal Address:

 ______________________________
_______________________________
_______________________________
______________________________

If you return this form via email, you may be able to sign it electronically. If this is not the case please note that receipt of this form via your email address will be taken as informed consent 

I would like to have sight of the research findings when these are produced Yes/No
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Date: ________________ 


Thank you for participating in this study. Your time and effort are appreciated. 

This research explored …….. To date ………. has been under-researched and under-represented within academic literature and by taking part in this study you have contributed to the growing body of knowledge concerning this important topic. 

You are reminded, however, that you still have the right to withdraw at this point. Should you decide to do so you will not have to give any reason and collected data will not be used and will be destroyed.  You will be aware that this study has received ethics approval from UWTSD. However, if you have any questions or concerns about your participation in this study, you can contact Dr Beverly Cole by telephone at 07786 332338 or by email at beverly.cole@uwtsd.ac.uk. 

Although this study did not focus on any issues which would normally invoke emotionally sensitive reflection, sometimes the process of reflecting can prove to be disturbing. If answering any of these questions led you to feel distressed, you are free to discuss associated issues with your counselling supervisor and if you would like to speak to someone else about your thoughts, arrangements can be made for you to be provided with a list of helpful organisations so that you can talk about any aspect of the research which has caused you distress. Should this be the case, you will need to contact the researcher within seven days of the date of this form. 

If you would like to learn more about …….. you will find some excellent Information Sheets on  …………………..


BEVERLY COLE MPhil, MA, MBACP [Accred], UKRP
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DATE: 


“ TITLE OF RESEARCH” 

You are invited to take part in a research study to explore  ………..

Before you decide whether you wish to participate it is important that you understand why the research is being undertaken and what it entails. You should therefore read the attached information carefully and discuss it with others if you wish. 

This MA research is supervised by Dr Beverly Cole [UWTSD] and has been approved by UWTSD’s ethical processes. The research is also bound by the British Association for Psychology and Counselling ethical framework and it is hoped that this research will enhance understanding of  ……………….

Taking part in this study is voluntary and the attached information should clarify any questions you may have. If you still have concerns, please feel free to contact me using the contact details given in the information sheet. 

Thank you for taking the time to read this information. 




 Name of researcher
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Information Sheet for participation in MA Research into …….

 
Researcher:  ##############

You are invited to take part in a focus group as part of a research study. Before you decide whether you wish to participate it is important that you understand why the research is being undertaken and what it entails. 

Please take the time to read this information carefully and discuss it with others if you wish. 

What is the purpose of the study? 

· The aim of this part of the research is to explore the experiences of  ……………….

Do I have to take part in the study? 

· Participating in the study is voluntary, it is up to you to decide whether to participate and if or when to withdraw. 

· If you wish to withdraw from the research at any time you will be able to do so without giving a reason. The cut-off date for withdrawal will be one week after the focus group has taken place. Should you withdraw at, or before, this point, no data supplied by you will be used. 

What will happen if I take part in the study? 

· If, after reading the information provided, you decide to take part you will need to: 

1. Sign the consent form [no information will be used without this signed form] 
2. Return this form to me by #####. 

· Where consent forms are returned by email, with an indication of intent to participate, this will be taken as informed consent. 
 

· Upon receipt of your consent form, you will be invited to attend a focus group via ZOOM or MS Teams which will take about one hour of your time. The focus group will consist of  ……………….. who will discuss the issues outlined on the Focus Group Schedule attached. 

What if I need to contact you? 

· You can contact me via the email address and telephone number provided below. 

What are the benefits of taking part? 

· You may find that reflecting upon ………… benefits your work and/or practice and your input will make an important contribution to understanding and enhancing this important  topic
What are the possible disadvantages and risks of taking part? 

· It is highly unlikely that this research could disturb anyone taking part, but should the facilitator feel at any time during the course of the focus group that the conversation is beginning to create distress or stress for anyone the discussion will be stopped at that point and a short break will take place before returning to more general topics of discussion. If participation brings up upsetting material which you would like to discuss with someone, you are free to discuss this with your counselling supervisor, or you can contact the researcher or the project supervisor [see contact details provided] for signposting to relevant support. Should any unsafe or unethical practice be identified, this will be addressed in accordance with the BACP Ethical Framework (2010). 

Will my taking part be confidential? 

· Although the researcher will take every precaution to maintain confidentiality, the nature of focus groups prevents a guarantee of confidentiality. The researcher will, however, remind participants to respect the privacy of fellow participants and not repeat what is said in the focus group to others. A section of the consent form also requires participants to agree to keep information appertaining to the focus group confidential. 

Will my taking part be anonymous? 

· Your contributions will be anonymised. It is likely that some actual quotations used by you may be used in the presentation of the research, although these extracts and any other personal information will be made anonymous by modification of any identifiable information. It will not be possible to link any data to any participant. 

What will happen if I don’t want to participate? 

· Nothing. Just ignore this correspondence. 
 
What if there is a problem? 

· If you have a problem with any aspect of the research these can be addressed either to the researcher at email [………], telephone […….] or to Dr Beverly Cole [email: beverly.cole@uwtsd.ac.uk. Telephone 077 863 32338] 

What will happen to the information I provide and the results of the study? 

· The focus group session will be recorded and transcribed to facilitate analysis of content. The recording and the transcription will be stored separately and securely and destroyed once the research process is completed. 

· The completed dissertation will be presented to UWTSD and will be available in the libraries of this organisation. Further to this, findings will be used for journal articles/conference presentations and collected data could be used for training purposes. Should any malpractice become evident this will be addressed in accordance with BACP guidelines 

Who has reviewed this study? 

· This study has been approved by UWTSD Ethical processes, and is also bound by the ethical guidelines of the British Psychological Society and the British Association for Counsellors and Psychotherapists 

What if I have any other questions? 

· Reading the information sheets provided should answer many of your questions. However, you may require additional information, or have a query, now or at a future stage of the research. Should this be the case please do not hesitate to contact me by telephone ( …..) or email ( …………………). 

Thank you for taking time to read this information sheet. 





 NAME OF RESEARCHER
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Consent Form [Focus Group]: Research Project:  …………..

Please read this form carefully, initialling each box to indicate agreement as appropriate. 

I have read and I understand the information provided about this research, I have a copy for future reference [dated ######] and I have no reservations regarding content. 


I have had the opportunity to consider the information and ask questions. I have had these answered satisfactorily and I understand that there will be a further opportunity to address any questions at the end of data collection, just prior to the point where I am able to withdraw. 


I have a telephone number and an email address for the researcher, and contact details of the main project supervisor should I have any concerns. 


I understand that although the researcher will take every precaution to maintain confidentiality, the nature of focus groups prevents a guarantee of confidentiality. The researcher will remind participants to respect the privacy of participants and not repeat what is said in the focus group. I agree not to divulge any information regarding the focus group to others. 


I understand that the focus group session is to be recorded and transcribed and data will be stored securely. I also understand that actual quotations from my contributions may be used to support the research, although any data collected will be anonymised. Findings may be the subject of journal articles/conference presentations and/or any other related educational or research work. Data collected will be destroyed once the research process is finalised. 


I understand that I can withdraw from this study at any time up to the cut-off point, without giving any reason, if I do so data relating to me will not be used in the study. 


I consent to take part in the focus group. 




Signature: ____________________    Date: _____________________ Tel Number: _____________ 


Print Name:___________________      Email: _________________________________   


If you return this form via email, you may be able to sign it electronically. If this is not the case please note that receipt of this form via your email address will be taken as informed consent 


I would like to have sight of the research findings when these are produced Yes/No
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	Project: Research into  ……………………..

Date: __________ Time of Group: Start: ___________ Finish: __________ 

MEDIUM:____ZOOM OR TEAMS____ 


[Introductions. Briefly describe project and focus group protocol [including purpose of study, recording, dissemination and withdrawal], ensure participants have copies of the information sheet and focus group schedule and have signed the consent form}. Revisit informed consent. 


Topic 1:  

Topic 2:  

Topic 3:  

Topic 4:  

Topic 5: [We have ------- left] Is there anything anyone would like to add? 


[Thank participants for participating, assure them of anonymity and advise what will happen next. Ask whether participants have any questions, want sight of notes/themes, etc. Cool down period, debriefing chat. 
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Date: ________________ 


Thank you for participating in this study. Your time and effort are appreciated. 
This research explored ……….. To date …………has been under-researched and under-represented within academic literature and by taking part in this study you have contributed to the growing body of knowledge concerning this important topic.
You are reminded, however, that you still have the right to withdraw at this point. Should you decide to do so you will not have to give any reason and collected data will not be used and will be destroyed.  You will be aware that this study has received ethics approval from the UWTSD. However, if you have any questions or concerns about your participation in this study, you can contact Dr Beverly Cole by telephone at 077 863 323 38 or by email at beverly.cole @uwtsd.ac.uk. 
Although this study did not focus on any issues which would normally invoke emotionally sensitive reflection, sometimes the process of reflecting can prove to be disturbing. If answering any of these questions led you to feel distressed, you are free to discuss associated issues with your counselling supervisor and if you would like to speak to someone else about your thoughts, arrangements can be made for you to be provided with a list of helpful organisations so that you can talk about any aspect of the research which has caused you distress. Should this be the case, you will need to contact the researcher within seven days of the date of this form. 
If you would like to learn more about …………… you will find some excellent Information Sheets 

 NAME OF RESEARCHER









 


2

