[bookmark: _Hlk86671150][bookmark: _Hlk86671151][bookmark: _Hlk86674348][bookmark: _Hlk86674349][bookmark: _Hlk86674390][bookmark: _Hlk86674391][image: ]


 Request for cooperation in the scientific research:
[Study title]
	Attention: Put yourself in the gatekeeper's shoes (school administration, theater director, museum management, religious leader, etc.) and tailor your text to their knowledge. Do not use technical jargon. The reader must be able to understand the information well. 
Legenda:
· Instructions
Text to be taken over literally
Sample text
[Text to be replaced]



Utrecht, [date]
Dear xxx,
· Indicate that the gatekeeper is being asked to consent to a scientific study in their institution (school, museum, church, etc.). For example:
With this letter, we would like to ask your permission to conduct scientific research in your [institution]. 
What is the study about?
· Explain what the study is about.
· What is the background and what do you want the study to achieve? 
How will the study be conducted?
· Indicate the location(s) where the study is to be conducted. 
· Describe the methods and techniques used, such as questionnaires, focus groups, interviews, observations, measurements, etc. [explain what these terms mean, if necessary]. In schools: mention whether children need to be taken out of the classroom, the duration of this process, and whether someone else will be present during the research (four-eye principle).
· Explain how long the study will take (total time spent on site).
Who are the researchers?
· Describe the research team, including its overall composition. Name at least the (PhD) researcher with final responsibility, including their e-mail address. You must provide at least one e-mail address as a contact for the gatekeeper.
· Include details concerning any collaboration with other universities or organizations.
· Also mention any funding agencies. 
How do we handle personal data? 
· Briefly explain the processing of personal data. If in doubt, contact the privacy officer: privacy.gw@uu.nl.
· For example:
· If the study is conducted on the basis of public interest:
As part of the study, it is necessary to process students' personal data. The privacy law (GDPR) allows us to do so (Art. 6.1 under e), because conducting scientific research is something that benefits everyone. It is a task of public interest. Utrecht University is entrusted with performing such tasks. Parents/guardians and children aged 12 to 15 do not have to give us permission to process personal data, but they can object to us using the results of school tasks in our research. Students aged 16 years or older may decide independently whether to object. See attachment(s) for information letter parents/guardians/pupils).

· If the study is conducted on the basis of consent:
Participation by pupils in our research is voluntary. Parents/guardians and pupils aged 12 years or older will be asked to give their consent prior to the start of the study (pupils aged 16 years or older may give independent consent), see attachments (information letter parents/guardians/pupils and declaration of consent). This consent applies to both participation in the study as well as to the processing of personal data that we collect and process as part of the study.
What is expected of you?
· Explain what will happen next and exactly what is expected of the gatekeeper (e.g., providing information to participants, arranging space). 
· For example:
Do you welcome our research and would you like to cooperate with your [institute]? We would be very grateful for that. We would like to ask you to inform us of your decision by [date], preferably by e-mail ([e-mail address]). Attached to this letter you will find a Declaration of Cooperation. If your decision is positive, please sign it, scan it and attach it to your e-mail.

In case of cooperation, we would like to ask you to send the aforementioned documents by mail to the respective parents by [date]. You can also find these documents in the attachments.
Questions?
If you have any questions, please contact me ([e-mail address]) or my academic supervisor, [name], [e-mail address].
Kind regards,
[name student]
[other contact details]
[name daily supervisor (if no PhD yet)]
[other contact details]
[naam researcher with final responsibility]
[other contact details]
Please adapt where necessary
Attachment(s):
· Information letter parents/guardians
· Declaration of cooperation
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