
Study Title: (insert study title)

Recruitment Email Script sent on Behalf of the Researcher
by the Holder of the Participants’ Contact Information 


Note to Researcher:  If you plan to link to or attach the Letter of Information to your Recruitment Email, our Letter of Information template can be found here: https://macrem.mcmaster.ca/Personalisation/DownloadTemplate/11 

Note to Researcher: Please adapt this sample email script to match your specific study. Add wording as necessary and delete and/or revise sample wording that does not apply to your study. Remember to delete the blue text “notes to researcher”, before saving as a PDF and submitting to MREB.

Note to Researcher: For privacy reasons, the organization cannot release their employees’/members’/clients’ contact info to the researcher. But they can send out this short, plainly worded email to all their employees/members/clients. Then interested participants can contact the researcher directly or simply click on the survey link if an online survey.

Email subject line: [e.g., study title]

[bookmark: _Hlk77329007]Dear [employees/members/clients],

[bookmark: _Hlk86842318][Researcher name], a McMaster student, has contacted [name of organization] asking us to tell our [employees/members/clients] about a study they are doing on [study topic]. [Researcher name] is conducting research about [insert topic(s)]. The research is part of their [Masters/PhD studies, faculty research, etc.] at McMaster University’s [department, school, or program] in Hamilton, Ontario [Canada, if necessary] under the supervision of [Supervisor’s name(s)] of McMaster’s department of [insert department or program name here].

If you are interested in getting more information about taking part in [researcher name’s] study, please read the brief description below and or CONTACT [researcher name] DIRECTLY by using their McMaster telephone number or email address. Tel: [researcher’s telephone number, and extension if applicable] or Email: [researcher email]. [Researcher name] will not tell anyone at [name of organization] who participated. Taking part or not taking part in this study will not affect your status or any services you receive through [name of organization]. 

The following is a brief description of the study. 

[Researcher’s name] inviting you to participate in a [survey, interview, focus group, experiment] that will take approximately [number of minutes/hours] for which you will [receive money, gift card, be entered into a draw for X amount or prize].  The study will take place [in which lab, location, online survey software, online videoconferencing platform]. 

To be eligible to participate in this study [insert inclusion and/or exclusion criteria as described in Section 9 of your application].
Note to Researcher:  If you will be screening participants for eligibility, describe how/when they will be screened.

Note to Researcher: If attaching or linking to the Letter of Information from this email, include the following line:
For the full details of the study, please [read the attached Letter of Information OR click on this link to the Letter of Information.]

Note to Researcher: If not attaching or linking to the Letter of Information, the recruitment email should include a disclosure of any substantial risks or burdensome procedures, so participants are aware of these details before signing-up or contacting the researcher. Examples include, but are not limited to,

· Sensitive questions (e.g., drug and alcohol use, criminal activity, mental health, etc.)
· Strenuous exercise
· Limits to confidential participation
· A data breach would pose significant risk to one’s status at work/within a community
· Attaching or wearing monitoring devices (e.g., EMG/ECG electrodes, EEG cap)
· Requires the removal of certain clothing (including headwear)

[If linking directly to an online survey/experiment] 
You can access the survey by clicking on the following link: [study link] You will be presented with a Letter of Information followed by a consent button before the survey/experiment begins.

[Researcher’s name] would like to thank you in advance for your time and consideration. 

[If applicable]  
You will receive a one-time follow-up reminder [in a week]. 

[If you are interested in participating or] if you have any questions, please contact:

Student PI name			Faculty PI name
Contact Information			Contact Information

[insert: company sign off]

This study has been reviewed and received ethics clearance from the McMaster Research Ethics Board (Project # [Insert Project # from application]).

Email to the holder of participant contact information– Version date: November 2021
