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Consent Form Template
CUSM Toolkit – Linked Resource

This template outlines the key elements of a consent form to support ethical, safe, and culturally responsive permissions for data collection for monitoring and evaluation within CSWB contexts. 
Adapt as needed to suit your context and capacity.





Consent Form for [Project Title]
Project Title:
Date:
Contact Information:
Background / Purpose of Engagement
Briefly describe the project, the purpose of the engagement, who is leading the work, and why participants are being invited to participate. Include how this activity supports CSWB planning, monitoring, evaluation, or community insight‑gathering.
· If the engagement is part of a research project, clarify the review and approval information of the Research Ethics Board (REB) 
What Participation Involves
Describe what participants will be asked to do (e.g., interview, focus group, sharing circle, workshop, survey), approximate duration, whether participation is in‑person or virtual, and any key scheduling details. Clarify whether any pre-existing/ administrative data about participants is being shared. 
Clarify that participation (or choosing not to participate) will not affect access to any services, supports, benefits, or opportunities.
· Sample framing: You are being invited to take part in [an interview] to share your experiences with [NAME program]. Participating in the [evaluation] will not affect your participation in the program or any other programs or services in any way. If you decide not to participate, this will not result in any consequence from [other org/community].
If applicable: include any relevant details about participant eligibility (e.g., age, community membership, lived experience requirements, participant of NAME program/service, etc.). 
Topics of Discussion / Types of Information Collected
Describe the types of questions or topics that may be explored. Indicate if the discussion may involve sensitive, personal, or lived‑experience information. 
Voluntary Participation
Describe the voluntary nature and withdrawal process
· Sample framing: Participation is voluntary. You may decline to answer any question or withdraw at any time without consequence.  To withdraw, you may leave the session or request that your contributions be removed from the notes. If your contributions have already been combined into anonymized summaries, full removal may not be possible, but any identifiable content will be removed when feasible.
Risks and Supports
Describe any potential risks (e.g., emotional discomfort, sensitive topics, re-traumatization), the steps taken to reduce risk, whether any additional support/ resources will be offered, and who to contact with any concerns. 

· Sample framing: We want to ensure that there are minimal risks to participants by creating a comfortable environment where you are free to share on your own terms. We plan on doing this by making accommodations relevant to your community and hosting the engagement in a location designated by you or the community. We will also provide you with a list of supports that you may access if needed. 
Benefits / Honoraria (if applicable)
Describe any direct benefits (e.g., honorarium, gift card) and/or broader community benefits from participation. Clarify when and how direct benefits are awarded, and whether/how benefits are affected in the case of withdrawal. 

· Sample framing: For participating in this study, you will receive $100 cash honorarium. If you withdraw from the study prior to its completion, you will still receive this amount.  
Privacy, Confidentiality, and Data Handling
Describe how information will be collected, stored, protected, and used:
· Ethical frameworks followed 
· Sample framing: [Org name] follows the Government of Canada’s Tri-Council Policy Statement: Ethical Conduct for Research Involving Humans (TCPS2).
· If any existing or administrative data is being shared, describe who is sharing it and how it will be securely transferred.
· Confidentiality and anonymity 
· Sample framing: We will not collect identifying information unless explicitly noted here: [insert]. Findings will only be shared in aggregate form, with no comments linked to individual participants.
· Limitations to confidentiality (e.g., group settings, limits to privacy, duty to report) 
· Sample framing: Although we will take every precaution to protect the confidentiality of the data, the nature of focus groups means confidentiality cannot be fully guaranteed. Participants are asked to respect the privacy of others and not share what is discussed in the focus group outside the session. Confidentiality may be broken for legal reasons if participants disclose that they are an imminent threat to themselves or others.  
· Data storage and retention 
· Sample framing: Data will be stored securely within [organizational systems] and kept only as long as needed for the purposes described above. All recordings and transcripts will be deleted by [date].
· Access to data 
· Sample framing: Only the designated project team (and community partners if applicable) will have access.
· Use of AI‑enabled tools 
· Sample framing: If AI‑enabled tools (e.g., automated transcription or coding support) are used, all outputs will be reviewed for accuracy, corrected as needed, and stripped of identifying details. Any known limitations or risks associated with AI use will be shared with participants
Recording (if applicable)
State whether the session will be audio and/or video recorded. Include standard disclosure:
· Whether recordings will be transcribed or summarized (including any AI‑enabled tools involved) 
· Confirmation that transcripts will not include identifying information 
· Whether automated transcription tools may be used and how transcripts will be reviewed and corrected for accuracy 
· Whether participants may choose to participate with or without consenting to recording
Use of Information and Results
Explain how the information will be used, including:
· Reporting or publications, including details about:
· How data is aggregated and anonymized
· Whether quotes may be used
· Whether stories or lived‑experience insights may be included 
· Sharing with partners, funders, media, event attendees, or broader community 
· Any community review expectations/requests before publication
Indigenous Data Considerations (if applicable)
If working with Indigenous partners or participants, describe the relevant community‑defined data principles (e.g., OCAP), relational accountability expectations, community‑led protocols, and any review or approval processes guiding interpretation, storage, and future use.
Describe whether and how community representatives were or will be involved in project design, interpretation, reporting, or decisions about future use of the information.
Contact Information
Insert name(s), email(s), and/or phone number(s) of the project lead(s) who can answer questions or receive withdrawal requests. If using a shared inbox or group-access email, provide clear instructions for how participants should address or label their message.
If REB‑approved research: add REB office contact here as well and clarify the types of concerns that should be directed to the REB versus project leads.


Consent Statement
Clarify which formats consent may be provided in (written, digital, or oral). Note that this should depend on participant/community preference and accessibility needs, and that oral consent can be documented using logs, attestations, or audio confirmation.
· Sample framing: Here are the written or oral consent statements. By providing consent, you are not waiving any legal rights. You may withdraw at any time.
Please select one:
 ☐ I have read and understand the information above. I agree to participate.
 ☐ I do not wish to participate.

Data sharing (if applicable):
☐ I authorize [Partner A] to share the information described above with [Partner B] for the purposes of this project.
☐ I do not consent to my data being shared. 

Recording (if applicable):
 ☐ I consent to being audio‑recorded.
☐ I consent to being video‑recorded.
 ☐ I do not consent to being recorded.

Participant Name (optional): ____________________

 Signature (if written consent is collected): ____________________

 Date: ____________________


Optional – to receive updates or summary findings:

 Email: ____________________
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