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UWG Institutional Review Board
ORSP Office – 316 Ingram Library
1601 Maple Street
Carrollton, GA 30118
Phone: 678/839-6119 / irb@westga.edu

Exempt Study Information Sheet Template

The following Information Sheet may be used for Minimal Risk studies meeting Exempt study criteria. Follow the instructions below. Delete this page before submitting to IRB.

1. Include information specific to your project in the bracketed areas below [].
2. Text in black should not be changed.
3. Instructions are in red and guidelines. Be sure to complete with the appropriate information and delete brackets, instructions, and notes before submitting to the IRB.
4. Change font color to black upon completion of the template.
5. If collecting surveys face-to-face, researchers should present a copy of the information sheet for participants to keep. 
6. If collecting data online via Qualtrics, provide participants a downloadable copy or print instructions. Review Qualtrics help for adding information sheet as a downloadable file linked here. 
7. If collecting data online via Qualtrics, include signature lines for the participant and person obtaining consent using the information sheet. Review Qualtrics help for building a consent form and adding a signature line linked here.

NOTE:  	If you are obtaining identifiable student records, FERPA regulations apply. For the use of identifiable student records (grades, scores, homework, etc.) you must either obtain the direct, written consent (if adults) or the student’s parent permission (if minors), or you must obtain an exception from the local educational agency who holds the records, forward this exception to the IRB.

NOTE: 	Confidentiality vs Anonymity 
Confidentiality: the individual can be identified directly (including by the researcher if interviewed) or through identifiers, but the researchers promise not to divulge that information. If data is to be collected via a confidential survey, use the Confidential Survey Information Sheet Template.
Anonymity: the individuals cannot be identified by anyone, including researchers (interviews, by their nature cannot be anonymous). If data is to be collected via an anonymous survey, use the Anonymous Survey Information Sheet Template.

Text for the Exempt study information sheets follows on the next page:


Study Title: [include the title of your project here].

You are invited to participate in a research study being done by [list researcher(s)’s name(s)] at the University of West Georgia. The IRB approval ID for this study is [insert IRB approval ID here]. I/We would like to learn more about [briefly describe the research in simple language]. If you choose to participate in this study, you will [briefly identify what the subject will do, e.g., participate in an interview, participate in a focus group, complete a pre-test and post-test, etc.]. Your participation will last about [xx minutes or hours].

Being in this study is optional. You may decide to stop at any time with no penalty. You may skip question that you do not want to answer (remove if they will not be able to skip questions).

I/We will keep the data we collect [confidential or anonymous] and I/we will not share your personal information with anyone outside the research team. Include for confidential data if using AI: I/we will use [insert technology], a Generative AI platform, to [analyze, transcribe, etc.] your data. There is an additional risk of a loss of confidentiality, integrity, and availability of your data when using [GenAI platform name].

Include as applicable for Interviews or Focus Groups: The [interview or focus group] will be [audio recorded or video recorded] and transcribed, but your name will not be included in the transcription.

Include as applicable for Focus Groups: I/We will ask you and the other people in the group to use only first names during the focus group. Please do not to tell anyone outside the group what any particular person said. However, I/we cannot guarantee that each participant will keep the discussions private.

The risks associated with this study are minimal. The benefits associated with this study are [describe any benefits to the participant (if there are no direct benefits, state such) or society]. 

Choose the statement that applies to your study. De-identified data (all identifying information removed) will be saved and may be shared with other researchers. You will not be told specific details about these future research studies as the researchers will not be able to identify you to contact you regarding future research. OR De-identified data will not be used or shared for any future research studies.

Questions? Please contact [insert faculty PI name, title, and contact information at a minimum or both instructor and student contact information if you prefer the student to be the primary point of contact]. If you would like to discuss concerns about the study with someone other than the researchers, you can contact the University of West Georgia Institutional Review Board at irb@westga.edu or 678/839-6119. 

If you want to participate in the study, sign below:


Participant Name			Participant Signature				Date


Researcher Name			Researcher Signature				Date


Include if this is online consent: Remember to print or save a copy of this consent for your records.
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