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Dear Head Teacher

Title: <Enter Project title>
Further to our telephone conversation I am writing to confirm the details of the project that I wish to undertake in your School.

< Describe yourself and the project> I am a Undergraduate Psychology student at the University of St Andrews and my dissertation project involves examining the influence of contextual factors (such as perception of jobs) on children’s perception of emotional facial expressions.   The children will see with a series of faces and be asked to match them with an emotion (e.g. surprise) and a job (e.g. doctor).
<Detail any requirements> To examine the effect of context as children develop, I would like to contrast children of different ages.   Ideally I would therefore like to involve 20 children from Year 1 and 20 children from Year 7 if this is possible.   Each child would be seen individually in school for approximately 10 minutes each.   I hope to video/tape the project but can assure you that these will be erased at the end of the project.   I will also seek approval from parents to present the videotape data at any future academic conferences.
<Advise that Ethical clearance and Disclosure Scotland has been obtained> The project has been approved by the School of XXXXXX Ethics Committee and its carried out under the supervision of xxxxxxxxx.   In addition I have gone through the Enhanced Disclosure Scotland procedure to be able to carry out this project.
If it is suitable to you, I would like to carry out the study in the week commencing <enter date>.   Please find enclosed letters to parents with a tear-off consent slip.   I would be grateful if the school could distribute these to the appropriate classes.   Only children whose parents consent will be approached to take part in the study.

I am very grateful for your help with this project and will contact you again via telephone to confirm that these arrangements are suitable.   If you need any further information, I can be contacted at <University contact telephone number – postgraduate students only> or you can contact my supervisor <entre name of supervisor and contact details>
Yours sincerely
Date Parent/Guardian 

Title: <enter project title>
I am an <Undergraduate/Postgraduate> student at the University of St Andrews and am writing to ask for your consent to the involvement of your child in my dissertation project.   This study seeks to investigate the role of contextual factors (e.g. perceptions of a person’s job) on how children label emotional facial expressions (e.g. anger).

The study will involve a 10 minute session with your child in school in which he/she will be presented with a series of faces and asked to match them with an emotion and a job.   Responses will be tape-recorded, (tapes will be destroyed at the end of the project) and all information will be kept in accordance with the confidentiality rules of the British Psychological Society.   Only my project supervisor and myself will have access to the information collected.   Approval for this research has been obtained from <enter School/Department> the Local Education Authority and the Ethics Committee of the School of Psychology at the University of St Andrews.  In addition I have gone through the Enhanced Disclosure Scotland procedure to be able to carry out this project.     At no point will any information be written or published that could identify your child.

I would very much appreciate your child’s involvement in this study and would therefore be grateful if you could complete and return the following consent slip to the school.   If you require any more information regarding this project I can be contacted on <enter University contact details – unless your are an undergraduate student> or you may wish to contact my supervisor <enter name and contact details>
Yours sincerely

Please complete and return

Title: <enter project title>
I give my consent to ____________________________________ (name of child) taking part in this study.

My child’s date of birth ________________________________________________________

Name of Parent/Guardian _____________________________________________________

Signature __________________________________  Date ____________________________
Template Sample Letter to Schools & Parent/Guardian


General Information 


This template can be tailored and added to in order to meet the specific requirements of the researcher(s), however it is recommended the format be retained.��N.B. This box should be deleted once the form has been adapted to the researcher’s specific requirements.


Red Text:  Please insert and expand on the details as necessary


Blue Text: Sample Text, please edit as necessary or delete if irrelevant to your research 









