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RECRUITMENT MESSAGE  

	DELETE THIS BOX AS YOU ARE PREPARING YOUR RECRUITMENT MATERIALS – DO NOT SUBMIT YOUR RECRUITMENT DOCUMENT(S) WITH THIS BOX OF INSTRUCTIONS INCLUDED.
 
1. This document describes the basic elements that the BSU IRB requires to help researchers create an appropriate recruitment material(s).  
2. Use this template to create your own recruitment letter.  You should make changes as applicable to your study.
3. Instructions and optional language are in the red font – delete everything in red font and replace with applicable language pertinent to your study.   
4. If you use multiple platforms to advertise your study, you should upload all messages for each platform (e.g., email, social media message, etc.).
Basic Elements
The following information should be included in recruitment materials:
· Name of PI and/or other research team member(s), contact information, and institution name 
· Title and IRB number
· The purpose of the project and disclosure that the project is for research
· Inclusion/exclusion criteria in summary form
· A summary of procedures including duration of study
· Potential compensation, if applicable
· A statement that the project is IRB-approved
Tips for writing recruitment messages
· Ensure the script accurately reflects the study.
· Use proper grammar, spelling, and punctuation. 
· Should not emphasize monetary compensation (i.e., do not use visual effects or bold).
· Should not use catchy words such as “free” or “exciting” or overly enticing graphics.
  



  SAMPLE 1 – Recruitment Letter/Email

[Date]

Re: [Project Title]

Dear [Name]

My name is (insert name), and I am a [status – doctoral student, faculty member, staff, etc.] in the [School Affiliation] at Ball State University. I am writing to let you know about an opportunity to participate in a study, [study title (IRB number)]. I am conducting a research study examining [describe your study] and you are invited to participate in the study. If you agree, you will participate in [insert brief description of procedures; include time commitment and compensation, if any. You may want to consider using bullet points for studies that include multiple procedures. You can include a link to a survey or consent form or a more detailed description of your research in this section]. 
[Briefly describe inclusion/exclusion criteria]
[Explain any other relevant information, for example, will there be follow-up to this letter, are there special contact instructions, websites with additional information].  
This study is approved by the BSU IRB [IRB number].
If you would like to have additional information about this study, please contact us at [insert contact information].

Thank you for your consideration, and once again, please do not hesitate to contact us if you are interested in learning more about this Institutional Review Board approved project.  

[PI Name]
[Title]
[Department, Affiliation]
Ball State University
[Email]
[Phone number] 


SAMPLE 2 – Recruitment Letter/Email 

[Date]

Re: [Project Title]

Dear [Name]
 
We are currently conducting a study and would like to invite you to participate.

The study is looking at [describe your study purpose and rationale]. You are invited because [inclusion criteria]. We will [describe your procedures, duration, and participants’ commitment. You may want to consider using bullet points for studies that include multiple procedures. You can include a link to a survey or consent form or a more detailed description of your research in this section]. 
To thank you for your time, you will receive [describe compensation or incentives]. 
Please call XXX-XXX-XXXX  if you are interested in participating in this study. You can also email us at xxx@bsu.edu. 
This study is approved by the BSU IRB [IRB number].

We hope that you can help us understand more about XXX. We look forward to working with you and your child.

 Sincerely,
[PI Name]
[Title]
[Department, Affiliation]
Ball State University
[Email]
[Phone number] 

 SAMPLE 3 – Phone Script  
 
Hello, my name is [researcher name].  I’m calling from Ball State University about a research study. Am I speaking to   [name]?

If “no,” wait for the person to pick up or ask for a time to call back. You should only share the research topic with the potential participant or when permissible the person’s representative. 
If “yes”:

Is this a good time to talk? I expect this phone call will take about [estimated time] minutes.

Arrange to call at another time, if appropriate.

I’m calling about a research study, [study title] with [description of the study]. The purpose of this research study is to learn more about [state study purpose].
I’m calling to [see if you are interested/to determine if you are eligible/because you signed up to be contacted or you can add other explanation].  If you agree, I will ask you some questions to see if you can be in the study.  If it looks like you might be eligible, you will [describe the procedures].  
Before we go on to the questions, let me tell you a little bit about your rights as a research subject.
You don’t have to answer any questions that you don’t want to, and you can choose to stop at any time without penalty.    We will do our best to keep your information confidential by [if necessary, describe measures to mitigate risk].
If you have questions about the study, you can call us at [phone number].   

If applicable, May I go ahead with the eligibility questions?

If “no,” thank the individual and end the call.
If “yes,” start the questions:  
If eligible move forward (add any remaining information to this script), if not thank them for their time.
 
 I am happy to send you a consent form to look over if you would like to know details about this research study. The consent form is a document that tells you what your rights are as a participant, what the study is about, and the risks and benefits of participating.

If the individual is interested in receiving a copy of the consent form:

Does email work for you?

If the Person says “Yes” ask for their email: _______________

Thanks, I got that. I will email you a copy of the consent form. Please feel free to look it over and discuss with friends and family. You can contact me with any questions too. I will check back in with you in a few days as well.

Do you have any questions for me at this time?

Answer any questions patient may have.

It was nice speaking with you, and we will be in touch.  
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