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PLEASE NOTE THIS IS A GUIDELINE AND YOUR LETTER SHOULD BE TAILOR-MADE 

ACCORDING TO YOUR RESEARCH 
 

COVER LETTER/INFORMATION LEAFLET – SURVEY QUESTIONNAIRE 

 

PROJECT TITLE:  

 

Primary investigator: your name, eg Ms/Mr/ Mrs/ Dr xxxxx, BTech (qualification) 

Study leader: Prof W Expert, DTech, Department of XYZ, Vaal University of Technology, 

Vanderbijlpark 

Dear Research participant, 

You are invited to complete a survey questionnaire that forms part of my formal/non- degree xxxxx. 
Please take some time to read the information below, which will explain the details of this project. 
This study was approved by the Research Ethics Committee of the Vaal University of Technology 
(FMS .............). Permission was also granted by the gatekeepers of ABC Company.  All parts of the 
study will be conducted according to internationally accepted ethical principles. 
 
(Paragraph 1: Provide some background information regarding the main theme of the study and the 
specific problem that it will address. It needs to provide enough background information to potential 
research participants to enable them to make an informed decision to  participate or not.  The 
“Background and Justification” in the proposal will  provide the needed information for this section.  
You may also include the study objectives in this section.  Do not use more than 1 paragraph in this 
section.  Use easily understandable language and do not cite any references.)   

 
For example, “This study will be conducted at ...................and will involve............. Approximately X 
participants will be included in this study.  The objectives of this research are. . . .” 
 
(Paragraph 2: 
Indicate why the participants have been invited to contribute. 
For Example: “You have been invited to participate because you are . . .”  
You have also complied with the following inclusion criteria . . .” 
 

What are the participants’ responsibilities? 

For example: ”If you decide to take part in the study, you will be required to complete the paper-

based / on-line questionnaire / answer the questions posed to you by the fieldworker. You will be 

asked to respond to questions regarding xxxxxxxxxxxxxxx.  It should not take more than xxxxx 

minutes to complete the questionnaire.” 

 
Will participants benefit from taking part in this research? 
You need to describe the direct benefits for the participant in terms of personal benefits; for the 
scientific community and benefit to the institution, community or society. Remember to be brief and 
to the point. Do not make outrageous claims, only scientifically sound and researched claims should 
be referred to. 
 

Commented [F1]: Type in your title 

Commented [F2]: Fill in your details 

Commented [F3]: Fill in your supervisor’s details or co-
author 

Commented [F4]: Fill in your qualifications or, for NDP, 
locate the study 

Commented [F5]: Add your ethics number here  

Commented [F6]: Indicate that you have received 
permission from other bodies involved and the 
organisation you are approaching. If this is not 
necessary you can leave it out. 

Commented [F7]: Indicate where  

Commented [F8]: What is the purpose of your study? It 
must be the same as in your proposal (if necessary, 
adjust the language so that non-academics will 
understand the aim of the study). 

Commented [F9]: Explain why they are included and 
which recruitment process led you to inviting this 
participant's contribution 
 

Commented [F10]: State your inclusion criteria, as 
applicable 

Commented [F11]: Give all the direct benefits for the 
participant. If there are no direct benefits then write: 
“Your participation will hold no direct benefits for you.”. 

Commented [F12]: Give the benefits for the research 
community or science etc In other words the indirect 
benefits or ones that won't be immediately useful to the 
participant 
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Example: “The results of the questionnaire will have no direct personal benefit to you, but you will 

contribute to a better understanding of what it is like to be the only HIV positive person in your 

family.” 

 

 

(Paragraph 3:  

Indicate all potential and/or foreseeable risks, if any.  This should enable the research participants to 

make an informed decision regarding their participation in the study.  No known risks may be 

withheld from the participants for whatever reason.  Three examples are provided below. All parties 

have signed confidentiality agreements.  

 

Example 1: “Completion of the questionnaire involves no foreseeable emotional discomfort or 

inconvenience to you or your family, although, due to the personal nature of the questions, you may 

experience some embarrassment.” 

 

Example 2: “In the questionnaire, you will be requested to share emotionally sensitive and intimate 

details about yourself.  This process of self-revelation means that you will have to recall emotions, 

thoughts and actions regarding your experiences that could be traumatic for you.” 

 

Example 3: “In the questionnaire you will be requested to share sensitive financial information 

regarding your company/business.  This information will be treated with strict confidentiality to 

avoid the loss of any trade advantage by your company/business.” 

 

Paragraph 4: Clearly indicate the basic rights of the participant and how the data will be handled. An 

example is provided below for anonymous studies (where one cannot be identified); the formulation 

of the paragraph should be adapted to suit the context of each specific questionnaire. 

 

Example 1: “Your participation in this study is entirely voluntary and anonymous.  You have the right 

to withdraw at any stage without any penalty or future disadvantage whatsoever. You have the right 

to refuse to answer any questions.  You don’t have to provide the reason/s for your decision.  Your 

withdrawal will in no way influence your continued relationship with the research team. Note that 

you are not waiving any legal claims, rights or remedies because of your participation in this research 

study.  All information obtained from the questionnaire is strictly confidential as far as the law 

allows.”  

 

Furthermore, explain who will have access to the data, what will happen to the data and whether 

there is any remuneration/compensation involved and lastly how the participant will get to know 

about the findings (will it be published? etc)  

 

An example is provided below for those cases when the identity or identifying demographic 

information of the respondent is required in the questionnaire; the formulation of the paragraph 

should be adapted to suit the context of each specific questionnaire. 

 

Example 2: “All the data that you provide in the questionnaire will be handled confidentially.  This 

means that access to your data will be strictly limited to the researcher, the supervisors of the study 
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and the designated examiners (appointed by Vaal University of Technology). Any others will be 

required to sign confidentiality agreements. Also, your questionnaire responses and personal 

information will be kept and stored in a confidential format that will only be accessible to the 

researcher.  Any information that is obtained in connection with this study and that can be identified 

with you will remain confidential and will be disclosed only with your permission or as instructed by 

law.  The results of this study might be published in a scientific journal and/or presented at scientific 

meetings / conferences / workshops etc. again without revealing the identity of any research 

participant.  The original questionnaires will be stored in a safe place for five years, after which they 

will be destroyed. 

 

Paragraph 5: Clearly indicate contact information for the researcher, study leader and ethics 

committee. An example is provided below; the formulation of the paragraph should be adapted to 

suit the context of each specific questionnaire. 

Example: “The primary investigator, Ms E Somebody, may be contacted during office hours at Tel 

(016) XXXXXXX, or on her cellular phone at XXXXXXX.  The study leader, Prof W Expert, may be 

contacted during office hours at Tel (012) XXXXXXXX.   

 

Paragraph 6: The researcher and/or study leaders need to explicitly declare any conflict of interest (if 

any) that may influence the study procedures, data collection, data analysis and publication of 

results.  This includes any financial compensation from a sponsoring company, any financial or other 

significant relation of the researcher with companies that may gain/lose financially from the results 

in the study, and the provision of any test instruments and/or test products by any external company.  

Financial support from recognised funding agencies (e.g. NRF and MRC) need not be declared.  

Indicate any prohibitions or conditions set by funding or sponsoring agents on the publication of the 

research results. An example is provided below. 

 

Example: “Company Z has allocated a sponsorship to the value of R10 000-00 to the study.  

Additionally, the primary investigator will receive R100-00 for every research participant that 

completes a questionnaire.  The results of the study will only be published after the Director of 

Company Z has given written approval of the research report.” 

 

Paragraph 7: The researcher should express a word of appreciation at the end of the covering letter.  

An example is provided below. 

 

Example: “Your participation in the study will be greatly appreciated, and by agreeing to answer the 

questions, you declare that you fully understand and accept the information that has been shared 

with you.” 

 

 

(The guidance and expertise of the Tshwane University of Technology and North-West University is 
gratefully acknowledged. The final decisions in this document, however, are those of the Vaal University of 
Technology.) 

 

Commented [F13]: This paragraph is OPTIONAL, only 
add it if there is anything to declare. 


