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PARTICIPANT INFORMATION SHEET



	Project title
	TYPE PROJECT TITLE HERE

	Ethics Committee Approval Number
	Type Ethics approval number here

	Principal investigator/s
	Name/s of principal investigator/s




Dear Participant,

Greetings. You are invited to participate in the research project described below.


What is the project about?

This research project seeks to [Write here the overall research objective]. The project aims to ask the research question [Write here your research question/s]. 

Who is undertaking the project?

This project is being conducted by [Name of Researcher/s] of the University of Santo Tomas in Manila.  


Why am I being invited to participate?

You are being invited given your [Explain here your respondent criteria].  


What am I being invited to do?

You are being requested to [Describe here the forms of participation required, the instruments to be used to collect data, and the mode for data collection, e.g., face-to-face, online via a specific videoconferencing tool.]





1. To start off the interview, you will be asked to accomplish a demographic profile sheet.
2. After accomplishing the said profile sheet, the researcher/s will ask you structured and semi-structed questions during a formal interview. These structured and semi-structured questions contain the following themes:

a. Theme 1
b. Theme 2, etc.


How much time will my involvement in the project take?

The interview will be for at least XX minutes. If necessary, the researcher will then conduct one follow-up interview —at a time of your convenience— if there are unclear or missing answers from the first interview. 


Are there any risks associated with participating in this project?

We understand that the time you will be granting us to conduct this key informant interview may be an inconvenience from your end, and we humbly appreciate your generosity should you agree to this request. 
Be assured there are minimal risks for your participation in this study. Nevertheless, you may be asked questions that are sensitive, that could upset you, or that may discomfort you.  
	Should you feel too concerned about these minimal risks, the respondent is free to say these concerns to the researcher. In the event of an incident or adverse event, the researcher/s will address the situation and report the case to the University of Santo Tomas – Specific name of the Research Ethics Committee. 


What are the potential benefits of the research project?

There are no direct benefits to you and to other prospective research interviewees and subjects, except that the question-and-answer session will [Write here the benefit/s of the project to your respondents].


Can I withdraw from the project?

Participation in this research is voluntary. You have the right to withdraw anytime or refuse to participate entirely without jeopardy to your standing in the community. Should you decide to withdraw your participation after or in the middle of the interview, the researcher will not include your answers to the survey questionnaire we used on you. 


What will happen to my information I shared?

Confidentiality and anonymity: All personal information you will be providing in the demographic profile sheet and during the actual interviews will be made confidential. Please be assured that any identifying information about you will not be revealed in written reports (anonymity). 
All interview materials (audio, video [if agreed upon, written]) will be kept in a secure location and only those directly involved with the research will have access to them. After this research is completed, the accomplished interview data will be securely kept.  

Storage: Printed interview answers and demographic profile sheets, where your answers are found, will be stored in a secure filing cabinet in our residences. We will also store data in [Specify online storage protocols to be observed]. We will never share files via Google Drive. 

Once your answers are encoded in a computer, the computer files of all interview respondents will be kept in a secure computer owned by the researchers. These records will be kept for a maximum of five years. 

Publishing: Individual research papers to identified publications will be the outputs of our research project. Only summary data, with answers coming from all interview respondents, will be published. Participants like you, as well as your affiliation with [Specify participant’s affiliation that is part of the selection criteria], will not be identified in these publications.

Sharing: You are given access to know your answers to our study upon your request. If you like a summary of our study's findings when our research project is completed, kindly put your email address / mobile number in the questionnaire.

Your information will only be used as described in this participant information sheet and it will only be disclosed according to the consent provided, except as required by law.  


Future use of research data that contains your answers

When this research project is finished, the researchers may use data in future research papers outside of the theme of this project. Nevertheless, your identification and answers will be kept confidential in these succeeding uses of data as future research papers. 


Who do I contact if I have questions about the project?

	If you have questions about the research project, you can contact:

	Name
	Principal Investigator
	Email

	Name
	Co-Investigator
	Email

	Name
	Co-Investigator
	Email




What if I have a complaint or any concerns?

The study has been approved by the Research Ethics Committee of the University of Santo Tomas – Name of Research Ethics Committee (Approval number XXXXXX). If you have questions or problems associated with the practical aspects of your participation in the project or wish to raise a concern or complaint about the project, then you should consult the co-investigators. 
If you wish to speak with an independent person regarding concerns or a complaint, policies on research involving human participants, or your rights as a participant, please contact the Ethics Committee’s Secretariat at: 

Phone: 	Telephone number of the UST research ethics committee concerned
Email:		Email address of the UST research ethics committee concerned
Post:		Address of the UST research ethics committee concerned

Any complaint or concern will be treated in confidence and fully investigated. You will be informed of the outcome.
	

If I want to participate, what do I do?

	If you want to participate in this interview, just give your consent and the key informant interview will be conducted through online / digital means. The interview will be done at a date and time of your convenience —upon you being first approached personally; if the date and time will be on another day, arrangements will be made with you via a mobile phone or electronic mail correspondence.

	If you say yes to participating, kindly return the signed Informed Consent Form to the researchers and their collaborators. You will get one signed copy of the Informed Consent Form while you keep a copy of this Participant Information Sheet. 

Thank you very much! Please, stay safe!
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INFORMED CONSENT FORM



1. I have read the attached Participant Information Sheet and agree to take part in the following research project:

	Project title
	TYPE PROJECT TITLE HERE

	Ethics Committee Approval Number
	Type Ethics approval number here

	Principal investigator/s
	Name/s of principal investigator/s

	Co-Investigators
	Name/s of co-investigator/s



2. I have had the project, so far as it affects me, fully explained to my satisfaction by the researcher/s. My consent is given freely.

3. Although I understand the purpose of the research project it has also been explained that involvement may not be of any benefit to me.

4. I have been informed that, while information gained during the study may be published, I will not be identified and my personal results will not be divulged.



5. I understand that I am free to withdraw from the project at any time.

6. I have been informed that the interview will be conducted in two modes of my preference: in person and/or online.



7. Provided that researchers strictly abide by the confidentiality of this interview, I agree to the interview being recorded via... (please choose one only)

__ In-person interview, with full recording of audio only and using an external recorder 
__ Videoconferencing app, with full recording of video and audio (e.g., Zoom, Google Meet or Microsoft Teams)
__ Videoconferencing app, with full recording of audio only (Zoom, Google Meet or Microsoft Teams)
__ Social media app (e.g., Facebook Messenger, Viber, Whatsapp, etc.), with full recording of audio only and using an external recorder      
__ Mobile phone or landline phone, with full recording of audio only and using an external recorder 







I give my consent that the researchers will use data from the interview conducted unto me in future research projects and papers (please check).            __ Yes  __ No

I am aware that I should keep a copy of this Consent Form, when completed, and the attached Information Sheet.


Participant to complete:
In general, I agree to be a participant of this research.

Name: _______________________________________  

E-Signature: ___________________________________                           Date: __________


Researcher/Witness to complete:
I have described the nature of the research to _______________________ (print name of participant) and, in my opinion, she/he understood the explanation.


E-Signature: ___________________________________                           Date: __________


Participant to complete:
In general, I agree to be a participant of this research.

Name: _______________________________________  

E-Signature: ___________________________________                           Date: __________


Researcher/Witness to complete:
I have described the nature of the research to _______________________ (print name of participant) and, in my opinion, she/he understood the explanation.


E-Signature: ___________________________________                           Date: __________














APPENDIX C. TRANSCRIPT CONFIDENTIALY AGREEMENT SAMPLE 
(QUALITATIVE STUDIES)
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TRANSCRIPT CONFIDENTIALITY AGREEMENT



	Project title
	TYPE PROJECT TITLE HERE

	Ethics Committee Approval Number
	Type Ethics approval number here

	Principal investigator/s
	Name/s of principal investigator/s





Thank you for agreeing to transcribe audio files of key informant interviews for the research project mentioned above. This form outlines the purpose of the research and provides a description of expectations about your involvement.


· [bookmark: _heading=h.gjdgxs]Purpose of the research and of the key informant interviews. This research aims to write your research objective here. 

· Clauses of this Agreement. The following govern the roles and responsibilities of the person/s transcribing (an) audio file/s:


1. The researchers under this project have promised key informant interviewees that their real names (and the real names of anyone they refer to) will not be used at any point in the final written report. This is unless we have their written approval to use their real names. All participants will be assigned codes (or pseudonyms) that will be used in all verbal and written records and reports.

2. We have also promised them that audio and/or video files of interviews will be used only for this study. These files will not be used for any reason other than this study.

3. The ability of researchers under this research project to accurately convey the statements/answers of our interviewee/s depends largely on your ability to accurately transcribe the audio recordings. If you have any questions about what is being said, kindly indicate it in the transcript by typing '???' (three question marks).

4. You will transcribe their answers said in Tagalog and in English.

5. In agreeing to transcribe the interviews conducted, you agree to strictly abide by this Agreement —most especially to not reveal the contents of the interview/s to anyone.


6. Finally, after the transcription is finished, the transcriber must: a) Email a soft copy of the transcribed file to project investigator name of researcher (email address of the researcher) and keep that copy until the project co-investigator instructs to delete the said file; and b) Delete the audio and/or video recording file from your desktop/laptop computer and your electronic/mobile device after submitting the written transcript.


	Name 
	

	Residence address
	

	Mobile number and email address
	

	Signature and date
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WITH INFORMED CONSENT TICKBOX (QUANTITATIVE STUDIES)
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PARTICIPANT INFORMATION SHEET - SURVEY


	Project title
	TYPE PROJECT TITLE HERE

	Ethics Committee Approval Number
	Type Ethics approval number here

	Principal investigator/s
	Name/s of principal investigator/s





We invite you to participate in a research study aimed at write your research objective/s here.

Your participation is voluntary. Thus, you are free to choose whether to participate or not without consequence. Your responses will also remain confidential and will also be used solely for the research project. However, future research projects that will reference our paper may also utilize your responses. If you have any inquiries regarding our study or the survey proper, you are free to contact any or all the principal investigators listed above. You will also receive a copy of this form once you have completed the survey. 

If you still wish to participate in the survey, please check the informed consent box at the end to confirm that you consent to these terms.

***

What is the purpose of the study?
This research project aims to write your research objective here.

Why am I being asked to participate in the study?
You are being asked to join this study because you mention here why the person being invited may be eligible to answer your survey

What will I be asked to do?
You will be asked to answer a survey through Google Forms. The survey will consist of questions on mention the general items in your questionnaire. The survey includes write here the types of questions in your survey instrument.





How long will I be in the study?
Data collection will occur within the span of xx months, from xxxx to xxxx. However, you are only required to answer the survey once. The survey should take approximately xx-xx minutes to complete.

Where will the study take place?
The survey will be conducted in a hybrid setup (in-person and online through Google Forms). It may be answered any time from xxxx to xxxx, 2023. 

Are there any risks and what are they?
There is a minimal risk of confidentiality and anonymity breach when participating in this study. However, the necessary steps will be taken to reduce this risk. The information gathered will be coded and organized to protect the participants' privacy and identities. It's also possible that the survey will consume time that would otherwise be spent working on your regular tasks at work or home. Rest assured that the survey will be conducted during your free time.

What are the benefits of participating in the study? 
Participating in the study offers the opportunity to contribute to the understanding of digital news consumption and paywall-related behaviors, ultimately helping shape the future of online journalism.

What happens if I do not choose to join the research study? 
Can I stop or withdraw from the study even after it has started?
You have the option to withdraw from the study before, during, or after the survey proper. There are no consequences if you decide not to participate. Should you choose to withdraw from the study, you only need to get in touch with any of the lead investigators of this study. 

How will confidentiality be maintained and my privacy protected? 
Who will have access to my data?
All data that will be encoded and used in this study will be kept anonymous and confidential. Answering our survey means your answers are on record, but your name and/or other identifying information will not be mentioned in any part of our manuscript.

Will I have to pay for anything in this study?
Unlike the paywalls we seek to study, there are no costs for your participation except for the time it takes for you to answer the survey. We however deeply appreciate your voluntarism to participate in this quantitative research, and we humbly thank you for participating even in the absence of a token. 

Will I be paid for participating in this study?
There is no monetary incentive for participating in this study. The data collected from the survey will not be used for any other commercial purposes, and will solely be used for the research project. 

Who can I call for questions about the study or if I’m concerned about my rights as a research participant?
This thesis and the survey have been approved by the name of the research ethics committee of the University of Santo Tomas. If you have questions or concerns regarding the study and your participation in it, contact any of the Principal Investigators listed on page 1 of this form. If a member of the research team cannot be reached or you would like to talk to someone other than those working on the study, you may contact the name of the research ethics committee at email of research ethics committee for any question, concern, or complaint about your rights as a research subject. 

When you sign this document, you are agreeing to take part in this research study. If you have any questions or there is something you do not understand, please ask any of the principal investigators. You will receive a copy of this consent document through your email.



I have read, or had read to me, this participant information sheet. I have had the opportunity to ask questions and all my questions have been answered to my satisfaction. I freely and voluntarily agree to be part of this research project / thesis, though without prejudice to my legal and ethical rights. I understand I may withdraw from the study at any time. I have also received a copy of the researcher’s informed consent form. 
































APPENDIX E. DATA PRIVACY MEMORANDUM FOR RESEARCH PROJECTS








UST: S006-00-ME34 AY 2021-2022

TO	:	ALL ACADEMIC AND ADMINISTRATIVE UNITS 
FROM	:	OFFICE OF THE SECRETARY-GENERAL
RE	:	PROCESS, PATHWAY OF APPROVAL, AND
REQUIREMENTS FOR REQUESTED PERSONAL DATA FOR DATA-GATHERING PURPOSES

DATE	:	2 FEBRUARY 2022






In compliance with the Data Privacy Act of 2012, the University, through its Data Protection Officer (DPO) and heads of academic, research, and administrative offices as Compliance Officer for Privacy (COP), reiterates the need to protect the personal data of our data subjects (i.e., applicants, students, academic staff, support staff, and alumni).

In relation to a request for the use of personal data needed for the online deployment of data- gathering tools for research (i.e., thesis/dissertation/commissioned research) by internal or external proponents, the final approval of the DPO requires the following:

a) The clearance from an accredited UST Ethics Review Committee;
b) The review and endorsement of the Office of the Vice-Rector for Research and Innovation; and
c) The approval of the concerned COPs.

For your reference, please see the attached file that summarizes the process, pathway, and requirements for the approval by the COPs.

Thank you.


(SGD.) FR. LOUIE R. CORONEL, O.P., EHL
Secretary-General and Data Protection Officer


PROCESS, PATHWAYS, AND REQUIREMENTS

for the approval of a request for personal data needed for the online deployment of data- gathering tools for a thesis, dissertation, or commissioned research:

Legend:
AU – Academic Unit			MOA – Memorandum of Agreement
COP – Compliance Officer for Privacy	NDA – Non-disclosure Agreement
DPO – Data Privacy Officer		OVRRI – Office of the Vice-Rector for Research and Innovation	
ERC – Ethics Review Committee		UST – University of Santo Tomas
 


A. PATHWAYS OF APPROVAL FOR THE REQUESTS FROM INTERNAL PROPONENTS

	


Process
	STEP 1
Apply for UST ERC Clearance
	STEP 2
Determine the source of the personal
data
	STEP 3
Apply for review and approval from
OVRRI
	STEP 4
Apply for review and clearance
from COP1
	STEP 5
Apply for DPO

	
	Is UST Ethics Review Committee (ERC) clearance required?
	What is the source of the personal data?
	Does it need a review and approval from the OVRRI?
	Does it need a review and clearance from the COP?
	Does it have an approval from the DPO?

	

	

Pathways of Approval
	
YES, even if clearance from external ERC is presented.
	Academic Unit Level data
	Not Applicable
	YES
	YES

	
	
	

	
	
	University Level data
	YES
	YES
	YES

	

	


Requirements
	Submit the following:
a) Approved research proposal;
b) Consent
      form; and
c) Research
instruments
	Requirements for Academic Unit Level data
	Not Applicable
	Submit the clearance from ERC.
	Submit ERC clearance of UST and AU approval.

	
	
	

	
	
	Requirements for University Level data
	Submit a proposed MOA2
	Submit the clearance from OVRRI.
	Submit the approval from OVRRI
and COP.



1 The Compliance Officer for Privacy (COP) for Academic Unit level data is the head of the Academic Unit while the COP for University level data is the head of the concerned University unit.

2 The Memorandum of Agreement (MOA) must stipulate the responsibility of the researchers in terms of the different phases of the data life cycle.



B. PATHWAYS OF APPROVAL FOR THE REQUESTS FROM EXTERNAL PROPONENTS


	
	STEP 1
Apply for UST ERC Clearance
	STEP 2
Apply for review and approval from the OVRRI
	STEP 3
Apply for review and clearance from COP
	STEP 4
Apply for DPO approval

	

Process
	Is UST Ethics Review Committee (ERC) clearance required?
	
Does it need a review and approval from the OVRRI?
	
Does it need a review and Clearance from the COP?
	
Does it have an approval from the Data Privacy Officer (DPO)?

	

	
Pathway of Approval
	YES3, even if clearance from external ERC is presented.
	YES
	YES
	YES

	

	





Requirements
	Submit the following:

a) Approved research proposal;
b) Consent
      form; and
c) Research instruments
	
Submit UST ERC’s certificate of clearance.
	Third-party data sharing
	Submit the approval from OVRRI and COP.

	
	
	
	
A. If the data will be shared to a third party, submit NDA.4
	

	
	
	
	
B. If the data will NOT be shared to a third party, submit MOA.5
	




3 Whether the study requires sharing of personal data to an external party or not, the approval to the next step depends on the favorable review of the Ethics Review Committee.

4 The Non-disclosure Agreement (NDA) must stipulate the extent of responsibility of the researchers and collaborators in terms of the data life cycle, particularly on disclosure/data sharing.

5 The Memorandum of Agreement (MOA) must stipulate the responsibility of the researchers in terms of the different phases of the data life cycle.






C. GUIDE QUESTIONS TO BE CONSIDERED IN THE PREPARATION OF THE MEMORANDUM OF AGREEMENT AND NON-DISCLOSURE AGREEMENT


	COLLECTION
	
· What is the purpose of requesting the personal information or sensitive personal information?
· How will the consent be obtained?


	
STORAGE
	
· How and where will the requested data be stored? Will the storage of data be outsourced?


	USAGE
	
· How will the data be used or what is the purpose of its processing?


	RETENTION
	
· How long will the data be retained and why?
· Will the data retention process be done by the researchers or by an outsourced party?

	DISCLOSURE/ SHARING
	
· To whom will the data be disclosed to?
· Why is it being disclosed?

	DISPOSAL/ DESTRUCTION
	
· How will the data be disposed?
· Who will facilitate the destruction of the data?











Room 211, Thomas Aquinas Research Complex, UST España Boulevard, Sampaloc, Manila, Philippines 1015
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