Template Information letter
Download from www.maastrichtuniversity.nl/fpn/ercpn.
Mandatory to Use as a Template:
· Construct the letter by including all specified textual headings, ensuring the order matches the template.
· Carefully tailor the letter to the target audience, considering the appropriate form of address (‘you’ vs. ‘thou’), educational level, age group, etc., and maintain consistency throughout.
· Examples are italicized and in blue; use these and adjust them as desired.
· Mandatory text is in red; minimal changes for the target audience are permitted.
· Use this model for all types of research.
· If ‘deception’ is applied, please check the online application form for additional conditions.


Information Letter
Requirements:
1. Always include the University Maastricht logo.
[image: Afbeelding met Lettertype, Graphics, tekst, wit

Door AI gegenereerde inhoud is mogelijk onjuist.]
2. Add the title of the study + Faculty.
3. ERCPN-Reference Code.
4. Purpose:
Provide a brief description of the purpose in layman’s terms, typically general to avoid bias.
For example: “This research is about the relationship between anxiety and reaction times.”
5. Participant selection:
· Provide an explanation of the target group of participants and the reason for their invitation.
For example: “You are invited because you are a client at the clinic.” or “This is a study involving students from Maastricht University.”
· ERCPN adopts the adult age of 16 years or older.
· If selecting a different starting age For example 18 years or older:
· Please explain the reason in the application form.
· Adjust the age in the informed consent template accordingly.
6. Voluntary Participation and Time to Decide:
The following text may be adjusted for the target audience:
This letter provides information to assist you in making an informed decision regarding your participation. It is important to understand that participation is entirely voluntary. You may choose not to participate or to withdraw your participation at any time, without any negative consequences for you. Please take your time to read everything carefully and consider whether you wish to participate.
7. Procedure:
· Explain all relevant steps of the research to the participants so that they can make an informed decision about their participation.
· Indicate when and where the research will take place, as well as its duration.
For example: If you decide to participate, the study consists of several steps. You will complete two questionnaires and perform a computer task in which you respond quickly to dots appearing on a screen by pressing a button. The entire study lasts approximately 50 minutes. The research will take place on [insert location and date], and you may stop at any time.
8. Risks and Discomforts:
Specify if there are any risks or discomforts associated with participation.
For example: “One questionnaire concerns traumatic experiences from childhood. The questions may evoke memories that you may find difficult to handle. If you believe this applies to you, please do not participate in the study.”
For example: “There are no risks or discomforts associated with participating in this research.”
9. Benefits:
· Specify any benefits for the participant, the community, or any potential future benefits that may arise from the research.
· Mention any monetary/non-monetary/no reward.
For example: “For participation, you will receive 1 SONA/STAR credit or a voucher of 10 euros.”
For example: “There are no direct benefits or rewards for participating in this research.”
· LOTTERY: In case of a lottery, provide details about the prize, the method for selecting winners, and the chance of winning. Also, explain how winners will be notified.
For example: “By participating, you have a chance to win one of three Amazon vouchers worth 15 euros (approximately 10% chance of winning). Winners will be randomly selected from all participants after all research data has been collected and will be notified by e-mail”.
· For Dutch Participants Only: Include the following text regarding monetary rewards, including vouchers:
Based on Dutch national law, Dutch research participants fall under a tax free volunteering reward. For this reward to remain tax free, research participants are not allowed to earn more than € 210,- per month or € 2.100,- per year. If you do earn more than € 210,- per month or € 2.100,- per year, it could be that you will be asked for additional personal information on request of the Dutch tax agency. The additional information that we need to provide the Dutch tax agency in that case is the amount you received and your name, address, date of birth and BSN number. We do not provide the Dutch tax agency with any information about the research you participated in or research data.

Explanation:
· It is not necessary to collect the BSN number from Dutch participants who receive a monetary reward (vouchers or cash).
· Only collect the name, date of birth, address, and email address of Dutch participants at https://www.maastrichtuniversity.nl/file/fpn-ercpn-form-free-volunteers-reward-fpn-research and save in the RDM’s P-folder.
· Submit an overview of the collected data regularly to um-crediteuren@maastrichtuniversity.nl (see information in the form).
· If the tax-free volunteer compensation limit for a participant (within UM) is exceeded, the BSN number may subsequently be requested.
10. Privacy:
SELECT Privacy Option 1:
· For NON-ANONYMOUS research.
· When a participant can be identified, all research data are automatically classified as Personal Data. Characterize the research, storage, or data as NON-ANONYMOUS.
· Follow the guidelines of Research Data Management (RDM) from FPN and label the data as ‘confidential.’
· If the consent form includes the participant’s name.
· If personal information is stored for the purpose of claiming monetary rewards, it must be noted even if stored separately from other research data. 
Exception for (anonymous) online research where personal information is requested for the purpose of claiming monetary rewards: Set up Qualtrics with 2 data sets:
1. For data collection
2. (Re-accessible questionnaire) for requesting the participant’s email address.
The participant’s email address will not be linked to the research data. 
Mandatory inclusion in the letter, including the Privacy Statement:
Personal Data and Research Data will be kept confidential.
The following data are involved (see “list of data” later in the document):
For example:
· Inherent personal data: name, address, email, video recordings.
· Demographic data: age, gender.
· Task performance: reaction time.
· Lifestyle information: eating behavior, alcohol consumption; EEG data.
· Health-related data: Type 1 diabetes.
Research data may be published and reused in other studies but only in such a way that they cannot be traced back to you.
For adults 16 years or older:
Privacy Statement
You can withdraw your consent to the use of your personal data at any time. In that case, they will be deleted if possible. For more information about privacy, consult the responsible researcher (see below), the website (www.maastrichtuniversity.nl/fpn/ercpn under Additional information), or the Data Protection Officer of Maastricht University at FG@Maastrichtuniversity.nl.

For children:
Privacy Statement
You may stop participating in this study at any time. We will then remove all personal information about you, such as your name and address, as far as possible. More information about your rights can be obtained from the responsible researcher (see below), on the website www.maastrichtuniversity.nl/fpn/ercpn under 'Additional information', or from the UM Data Processing Officer via FG@Maastrichtuniversity.nl, or you let your parents/guardians or someone else do it.

Select Privacy Option 2:
· For anonymous research.
· If no personal data are collected.
Mandatory inclusion in the letter:
No Personal Data will be stored. Research Data can be published and re-used in other research, but only in such a way that they cannot be traced back to you.
This concerns the following data:
List of Data (see list below):
For example:
· Demographic data: age, gender.
· Task performance: reaction time.
· Lifestyle information: eating behavior, alcohol consumption; EEG data.
· Health-related data: Type 1 diabetes.

List of Data:
Privacy legislation requires a list of all Personal Data that will be collected. Please indicate which category applies and specify each category:
· Inherent personal data (e.g., name, photo/video, address, phone number)
· Lifestyle characteristics (e.g., smoking, alcohol consumption, eating behavior, exercise, sexual life)
· Physical characteristics (e.g., height, weight, eye or hair color)
· Personality traits (e.g., Big Five, depressive feelings, anxiety)
· Demographic characteristics (e.g., age, gender, race, income, employment status)
· Health-related data (e.g., (history of) diagnoses, injuries or conditions, subjective or objective mental health)
· Task performance (e.g., accuracy, reaction times)
· Type of research data (e.g., EEG, MRI) → for this data is sufficient to mention more general categories.
11. Disclaimer (add only if it concerns an observational study with psychedelics)
We do not promote or encourage the use of psychedelics. Therefore, the University of Maastricht cannot be held liable for possible adverse effects or inconveniences arising from the use of psychedelics on your own initiative. Because not much research has yet been done into the potentially harmful effects of psychedelics, we cannot rule out that using these substances can negatively affect you in the short or long term.
12. Contact details
· Participants who, for example, have questions, comments, complaints, or side effects are always requested to first contact the responsible researcher. It is of great importance for the researcher to be informed of all matters occurring within the study.
· Always include the UM-email address of the responsible researcher and contact person(s). 
For Example:
John Doe (internship student)
Email: john.doe@student.maastrichtuniversity.nl
Jane Doe (responsible researcher)
Email: j.doe@maastrichtuniversity.nl
Tel: 043 7654321

Version 2025-08-26


image1.png
% Maastricht University




