Template Documents for Applications to SHLS SRESC
Introduction
These templates have been pre-Cleared by SHLS SRESC for generic use.  Please do not change or modify them in any way.  
To use a template simply insert the specified project specific information - where that is indicated - in the template(s) you wish to use.  If you do that, the resulting project specific document(s) should (normally) be Cleared without comment.
NB – This does not mean that your application itself will be Cleared.  It is only the presentation and text, that is included in these templates, that has been pre-Cleared.
You are strongly advised to use these templates as it will greatly assist SRESC members when reviewing your application.  This is intended to streamline and enhance the SRESC review and Clearance process for you.  If, however, you do not choose to:
1. use these templates and/or,
2. you make any changes other than entering the required project specific information, in the appropriate section(s),
you must:
1. state that in your application Form,
2. explain why you have chosen to do that and,
3. submit copies of the documents you propose to use, cross-referenced to your application Form for review. 

This template set is intended to be an evolving and developing document and the latest version will always be on the School’s edirectory.



Instructions for use
1. Copy the template(s) that you need, for your application, into Word,
2. Enter the project specific information required, in the indicated section(s) of those templates 
a. The templates are set so that as you type project specific information it will appear in Bold Italics.  This is to enable SRESC to identify that text easily at review.  Please do not change the Font until after Ethical Clearance has been confirmed.   
3. There is specific guidance, in Track Changes comments, in some templates,
a. This is to help you decide what information to enter and/or 
b. To try to reduce the need for multiple templates where only minor differences occur (e.g. numbers and timing of reminders),
4. When you are ready to submit to SRESC for review:
a. Delete all the Track Changes guidance comments
b. Enter the version number and date (in a Footer) for your project specific documents 
c. Submit your project specific documents, as cross-referenced appendices, with the rest of your application,
5. You must state in your application Form:
a. which template(s) you have used and 
b. that you have not made any changes to them other than to only enter the project specific information required, in the indicated section(s),
6. After Clearance has been confirmed you may amend the project specific information Bold Italics Font to match the rest of the document (Arial 11), 
7. If you wish to make any changes after Clearance has been confirmed you must submit those, to the Chair of SRESC.  Any changes must be Cleared (as amendments to the original Opinion) before they may be used. 
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Student - direct recruitment - without reminder(s)

Dear [**********],	Comment by Macsween, Alasdair: Insert text that is appropriate to your relationship with the potential participants e.g. Dear classmate, Dear fellow student … .

My name is [student’s name] and I am studying for [name of award] in the School of Health and Life Sciences, Teesside University.  As part of my course I am undertaking a research project [Title] and I would like to invite you to take part.  I have attached the Participant Information Sheet so you can decide.
I obtained your contact details from [insert where].  My accessing and use of, that information, to contact you, is permitted under the Data Protection Act and UK General Data Protection Regulation (2018).  
If you are interested in taking part then please contact me, by replying to this email.  Or, if you have any questions about my project, please contact me, or my academic supervisor [name, job title, email address and phone number of academic supervisor].
Thank you for reading this invitation.
Regards
[student’s name]
 



Student - direct recruitment - with reminder(s)

Dear [**********],	Comment by Macsween, Alasdair: Insert text that is appropriate to your relationship with the potential participants e.g. Dear classmate, Dear fellow student … .


My name is [student’s name] and I am studying for [name of award] in the School of Health and Life Sciences, Teesside University.  As part of my course I am undertaking a research project [Title] and I would like to invite you to take part.  I have attached the Participant Information Sheet so you can decide.
I obtained your contact details from [insert where].  My accessing and use of, that information, to contact you, is permitted under the Data Protection Act and UK General Data Protection Regulation (2018).  
[bookmark: _Hlk11667659]I would like to recruit at least [number] people to take part in my research; if I haven't reached that target in [number] weeks I am planning to send out a reminder invitation to anyone who has not responded by then.   If you would prefer not to be sent a reminder then please email me to let me know and I won’t send you one.	Comment by Macsween, Alasdair: This text is for use where only one reminder is to be sent.

If you intend to send two reminders you should use this text:

I would like to recruit at least [number] people to take part in my research, if I haven't reached that target in [number] weeks I am planning to send out a reminder about the study to anyone who has not responded by then.   

If I still haven’t recruited to target, in another [number] weeks, I am planning to send out a second and final reminder.  

If you would prefer not to be sent these reminders, then please email me to let me know and I won’t send you them.



If you are interested in taking part then please contact me, by replying to this email.  Or, if you have any questions about my project, please contact me, or my academic supervisor [name, job title, email address and phone number of academic supervisor].
Thank you for reading this invitation.
Regards
[student’s name]




Supervisor to Gatekeeper (NB not School Heads) request for help with recruitment - without reminder(s)
Dear [name of gatekeeper],
My name is [name of academic supervisor] and I am a [job title of supervisor] in the School of Health and Life Sciences, Teesside University.  I am currently supervising [name of student] who is studying for [name of award].  As part of their course they are undertaking a research project [Title].
I am writing to ask if you would be willing to help my student recruit by forwarding the attached invitation and Participant Information Sheet to people within your organisation/your patients/your clients/your staff/your colleagues.  	Comment by Macsween, Alasdair: Select and insert those that are relevant to your study and the gatekeeper/potential participants relationship.
If you have any questions about this request please contact me by replying to this email, or on [phone number of academic supervisor].
Thank you for reading this invitation.
Regards
[name of academic supervisor]




Supervisor to Gatekeeper (NB not School Heads) request for help with recruitment – with reminder(s)

Dear [name of gatekeeper],
My name is [name of academic supervisor] and I am a [job title of supervisor] in the School of Health and Life Sciences, Teesside University.  I am currently supervising [name of student] who is studying for [name of award].  As part of their course they are undertaking a research project [Title].
I am writing to ask if you would be willing to help my student recruit by forwarding the attached invitation and Participant Information Sheet to people within your organisation/your patients/your clients/your staff/your colleagues.  	Comment by Macsween, Alasdair: Select and insert those that are relevant to your study and the gatekeeper potential participants relationship.
[name of student] would like to recruit at least [number] people to take part in their project and so if they haven't reached that target in [number] weeks – if you were willing to help my student – I would contact you and ask you to send a reminder invitation (copy attached) with another copy of the Participant Information Sheet.	Comment by Macsween, Alasdair: This text is for use where the gatekeeper is asked to send only one reminder.  If you are asking them to send two you should use this text:

[name of student] would like to recruit at least [number] people to take part in their project.  If they haven't reached that target in [number] weeks – if you were willing to help my student -  I would contact, you to ask you to send out a reminder invitation (copy attached) with another copy of the Participant Information Sheet.   

If they still haven’t recruited to target, in another [number] weeks, I would contact you again to ask you to send out a second and final reminder.  





If you have any questions about this request please contact me, by replying to this email or on [phone number of academic supervisor].
Thank you for reading this invitation.
Regards
[name of academic supervisor]



Invitation sent on behalf of student by a gatekeeper (NB not School Heads) - without reminder(s)

Dear [*****],	Comment by Macsween, Alasdair: Select and insert the text that is most relevant to the gatekeeper/potential participants relationship.
I have sent you this invitation on behalf of [student’s name] who is studying for [name of award] in the School of Health and Life Sciences, Teesside University.  As part of their course they are undertaking a research project [Title] and I think you may be able to take part in their research project.  I have attached the Participant Information Sheet that [student’s name] sent me so you can decide.
I obtained your contact details from [insert where].  My accessing and use of, that information, to contact you, is permitted under the Data Protection Act and UK General Data Protection Regulation (2018).  [student’s name] does not know who I have contacted and no information about you, nor your contact details, have been given or shown to [student’s name], nor anyone else at Teesside University.  
If you are interested in taking part, then please contact [student’s name].  Or if you have any questions about the project, please contact [student’s name] or their academic supervisor [name, job title of academic supervisor].  Their contact details are on the Participant Information Sheet attached. 
Thank you for reading this invitation.
Regards
[gatekeeper’s name and job title]





Invitation sent on behalf of student by a gatekeeper (NB not School Heads) - with reminder(s)
Dear [*****],	Comment by Macsween, Alasdair: Select and insert the text that is most relevant to the gatekeeper/potential participants relationship.
I have sent you this invitation on behalf of [student’s name] who is studying for [name of award] in the School of Health and Life Sciences, Teesside University.  As part of their course they are undertaking a research project [Title] and I think you may be able to take part in their research project.  I have attached the Participant Information Sheet that [student’s name] sent me so you can decide.
[student’s name] asked me to send out a reminder about their study in two weeks’ time.  One important thing is that you can decide whether or not to take part in private and so I will not know who has, or has not already, responded at that time.  Please accept my apologies in advance if you have already replied, or already decided you don’t want to take part, when you receive the reminder.  	Comment by Macsween, Alasdair: This text is for use where the gatekeeper is only asked to send one reminder.

If you intend to ask them to send two reminders you should use this text:

[student’s name] asked me to send out a reminder about their study in two weeks’ time, and then another reminder two weeks after that.  

One important thing is that you can decide whether or not to take part in private and so I will not know who has, or has not, already, responded.  Please accept my apologies in advance if you have already replied, or already decided you don’t want to take part, when you receive the reminders.  


I obtained your contact details from [insert where].  My accessing and use of, that information, to contact you, is permitted under the Data Protection Act and UK General Data Protection Regulation (2018).  [student’s name] does not know who I have contacted and no information about you, nor your contact details, have been given or shown to [student’s name], nor anyone else at Teesside University.  
If you are interested in taking part, then please contact [student’s name].  Or if you have any questions about the project, please contact [student’s name] or their academic supervisor [name, job title of academic supervisor].  Their contact details are on the Participant Information Sheet attached. 
Thank you for reading this invitation.
Regards
[gatekeeper’s name and job title]



Reminder(s) sent by a gatekeeper (NB not School Heads) – on behalf of student 

Dear [*****],	Comment by Macsween, Alasdair: Select and insert the text that is most relevant to the gatekeeper/potential participants relationship.
You may recall I recently sent you an invitation to take part in [student’s name] research project [Title].  [student’s name] asked me to send a reminder about their research, so may I invite you to read the attached Participant Information Sheet?  
I obtained your contact details from [insert where].  My accessing and use of, that information, to contact you, is permitted under the Data Protection Act and UK General Data Protection Regulation (2018).  [student’s name] does not know who I have contacted and no information about you, nor your contact details, have been given or shown to [student’s name], nor anyone else at Teesside University.  
If you are interested in taking part, then please contact [student’s name].  Or if you have any questions about the project, please contact [student’s name] or their academic supervisor [name, job title of academic supervisor student’s].  Their contact details are on the Participant Information Sheet attached. 
Please accept my apologies on behalf of [student’s name] if you have already contacted them, or, have decided you don’t want to take part and please be assured, I will not be contacting you about this project again.	Comment by Macsween, Alasdair: This text is for use where the Gatekeeper will send only one reminder.  If you are asking them to send two you should ask the gatekeeper to use this text in the first reminder:

Dear .... 

You may recall I recently sent you an invitation to take part in [student’s name] research project [Title].   [student’s name] asked me to send two reminders about the study, so may I invite you to read the attached information sheet?  

…

Please accept my apologies on behalf of [student’s name]  if you have already contacted them, or, have decided you don’t want to take part.

The second and final reminder should read:

Dear .... 

You may recall I recently sent you an invitation to take part in [student’s name] research project [Title].   [student’s name] asked me to send two reminders about the study, so may I invite you to read the attached information sheet?  

…

Please accept my apologies on behalf of [student’s name] if you have already contacted them, or, have decided you don’t want to take part.

I will not be contacting you about this project again.
.





Regards
[gatekeeper’s name and job title]



Direct reminder(s) – sent by a student or staff member

Dear [**********], 	Comment by Macsween, Alasdair: Insert text that is appropriate to your relationship with the potential participants.

You may recall I contacted you about two weeks ago to invite you to take part in my research project [Title].  You may also recall that I said I would be sending out a reminder about my research and so may I invite you to read the attached information sheet?  
Please accept my apologies if you have already decided you don’t want to take part and please be assured, I will not be contacting you again.	Comment by Macsween, Alasdair: This text is for use where only one reminder is to be sent.

If you intend to send two reminders you should use this text in the first reminder:

Dear ...., 

You may recall I contacted you about two weeks ago to invite you to take part in my research project [Title].  You may also recall that I said I would be sending out two reminders about this study and so may I invite you to read the attached information sheet?  

Please accept my apologies if you have already decided you don’t want to take part.


The second and final reminder should read:

Dear ...., 

You may recall I contacted you about two weeks ago to invite you to take part in my research project [Title].  You may also recall that I said I would be sending out one more reminder about this study and so may I invite you to read the attached information sheet?  

Please accept my apologies if you have already decided you don’t want to take part and please be assured, I will not be contacting you again.

.




Regards
[student’s name – or – staff members name and job title]



Staff - direct recruitment - without reminder(s)
Dear [**********],	Comment by Macsween, Alasdair: Insert text that is appropriate to your relationship with the potential participants.

My name is [staff member’s name] and I am a [job title] in the School of Health and Life Sciences, Teesside University.  I am undertaking a research project [Title] and I would like to invite you to take part.  I have attached the Participant Information Sheet so you can decide.
I obtained your contact details from [insert where].  My accessing and use of, that information, to contact you, is permitted under the Data Protection Act and UK General Data Protection Regulation (2018).  
If you are interested in taking part or you have any questions about my project, please contact me on [email address and phone number].
Thank you for reading this invitation.
Regards
[staff member’s name]




Staff - direct recruitment - with reminder(s)
Dear [**********],	Comment by Macsween, Alasdair: Insert text that is appropriate to your relationship with the potential participants.

My name is [staff member’s name] and I am a [job title] in the School of Health and Life Sciences, Teesside University.  I am undertaking a research project [Title] and I would like to invite you to take part.  I have attached the Participant Information Sheet so you can decide.
I obtained your contact details from [insert where].  My accessing and use of, that information, to contact you, is permitted under the Data Protection Act and UK General Data Protection Regulation (2018).  
I would like to recruit at least [number] people to take part in my research; if I haven't reached that target in [number] weeks I am planning to send out a reminder invitation to anyone who has not responded by then.   If you would prefer me not to send you a reminder then please email me to let me know and I won’t send you one.	Comment by Macsween, Alasdair: This text is for use where only one reminder is to be sent.

If you intend to send two reminders you should use this text:

I would like to recruit at least [number] people to take part in my research, if I haven't reached that target in [number] weeks I am planning to send out a reminder about the study to anyone who has not responded by then.   

If I still haven’t recruited to target, in another [number] weeks, I am planning to send out a second and final reminder.  

If you would prefer me not to send you these reminders, then please email me to let me know and I won’t send you them.

Both versions (one and two reminders) can only be used where it is possible for people to choose not to be sent reminder(s).  If that is not possible you should use this text instead:

 
I would like to recruit at least [number] people to take part in my research; if I haven't reached that target in [number] weeks I am planning to send out a reminder invitation to anyone who has not responded by then.  

I feel the most important thing is that your decision about whether or not to take part is private and so I will not be able to know who has, or has not already, responded at that time.  Please accept my apologies in advance if you have already replied, or already decided you don’t want to take part, when you receive the reminder.


Or

I would like to recruit at least [number] people to take part in my research, if I haven't reached that target in [number] weeks I am planning to send out a reminder about the study to anyone who has not responded by then.   

If I still haven’t recruited to target, in another [number] weeks, I am planning to send out a second and final reminder.  

I feel the most important thing is that your decision about whether or not to take part is private and so I will not be able to know who has, or has not already, responded at that time.  Please accept my apologies in advance if you have already replied, or already decided you don’t want to take part, when you receive the reminder.

If you are interested in taking part or, if you have any questions about my project, please contact me on [email address and phone number].
Thank you for reading this invitation.
Regards
[staff member’s name]



Staff to Gatekeeper (NB not School Heads) request for help with recruitment – without reminders
Dear [name of gatekeeper],
My name is [staff member’s name] and I am a [job title] in the School of Health and Life Sciences, Teesside University.  I am currently undertaking a research project [Title] and I am hoping that you would be willing to help me recruit by forwarding the attached invitation and Participant Information Sheet to people within your organisation/your patients/your clients/your staff/your colleagues.  	Comment by Macsween, Alasdair: Select and insert those that are relevant to your study and the gatekeeper/potential participants relationship.
If you have any questions about this request please contact me by replying to this email, or on [phone number].
Thank you for reading this invitation.
Regards
[staff member’s name]


Staff to Gatekeeper (NB not School Heads) request for help with recruitment – with reminders

Dear [name of gatekeeper],
My name is [staff member’s name] and I am a [job title of supervisor] in the School of Health and Life Sciences, Teesside University.  I am undertaking a research project [Title] and I am hoping that you would be willing to help me recruit by forwarding the attached invitation and Participant Information Sheet to people within your organisation/your patients/your clients/your staff/your colleagues.  	Comment by Macsween, Alasdair: Select and insert those that are relevant to your study and the gatekeeper/potential participants relationship.
[bookmark: _Hlk18414013]I would like to recruit at least [number] people to take part in my research and if I haven't reached that target in [number] weeks – if you were willing to help me – I  would contact you and ask you to send a reminder invitation (copy attached) with another copy of the Participant Information Sheet.	Comment by Macsween, Alasdair: This text is for use where the gatekeeper is asked to send only one reminder.  If you are asking them to send two you should use this text:

I would like to recruit at least [number] people to take part in their project.  If I haven't reached that target in [number] weeks – if you were willing to help me –  I would contact, you to ask you to send out a reminder invitation (copy attached) with another copy of the Participant Information Sheet.   

If I still haven’t recruited to target, in another [number] weeks, I would contact you again to ask you to send out a second and final reminder.  





If you have any questions about this request please contact me, by replying to this email or on [phone number].
Thank you for reading this invitation.
Regards
[staff member’s name]


Gatekeeper (NB not School Heads) invitation sent on behalf of staff - without reminder(s)
Dear [*****],	Comment by Macsween, Alasdair: Select and insert the text that is most relevant to the gatekeeper/potential participants relationship.
I have sent you this invitation on behalf of [staff member’s name] who is a [job title of supervisor] in the School of Health and Life Sciences, Teesside University.  They are undertaking a research project [Title] and I think you may be able to take part.  I have attached the Participant Information Sheet that [staff member’s name] sent me so you can decide.
I obtained your contact details from [insert where].  My accessing and use of, that information, to contact you, is permitted under the Data Protection Act and UK General Data Protection Regulation (2018).  [staff member’s name] does not know who I have contacted and no information about you, nor your contact details, have been given or shown to [staff member’s name], nor anyone else at Teesside University.  
If you are interested in taking part, or you have any questions about their research please contact [staff member’s name] - their contact details are on the Participant Information Sheet attached. 
Thank you for reading this invitation.
Regards
[gatekeeper’s name and job title]




Gatekeeper (NB not School Heads) invitation sent on behalf of staff - with reminder(s)
Dear [*****],	Comment by Macsween, Alasdair: Select and insert the text that is most relevant to the gatekeeper/potential participants relationship.
I have sent you this invitation on behalf of [staff member’s name] who is a [job title] in the School of Health and Life Sciences, Teesside University.  They are undertaking a research project [Title] and I think you may be able to take part.  I have attached the Participant Information Sheet that [staff member’s name] sent me so you can decide.
[staff member’s name] asked me to send out a reminder about their study in two weeks’ time.  One important thing is that you can decide whether or not to take part in private and so I will not know who has, or has not already, responded at that time.  Please accept my apologies in advance if you have already replied, or already decided you don’t want to take part, when you receive the reminder.  	Comment by Macsween, Alasdair: This text is for use where the gatekeeper is only asked to send one reminder.

If you intend to ask them to send two reminders you should use this text:

[staff member’s name] asked me to send out a reminder about their study in two weeks’ time, and then another reminder two weeks after that.  

One important thing is that you can decide whether or not to take part in private and so I will not know who has, or has not, already, responded.  Please accept my apologies in advance if you have already replied, or already decided you don’t want to take part, when you receive the reminders.  


I obtained your contact details from [insert where].  My accessing and use of, that information, to contact you, is permitted under the Data Protection Act and UK General Data Protection Regulation (2018).  [staff member’s name] does not know who I have contacted and no information about you, nor your contact details, have been given or shown to [staff member’s name], nor anyone else at Teesside University.  
If you are interested in taking part, or you have any questions about their research please contact [staff member’s name] - their contact details are on the Participant Information Sheet attached. 
Thank you for reading this invitation.
Regards
[gatekeeper’s name and job title]



Reminder(s) sent via Gatekeepers (NB not School Heads) on behalf of staff
Dear [*****],	Comment by Macsween, Alasdair: Select and insert the text that is most relevant to the gatekeeper/potential participants relationship.
You may recall I recently sent you an invitation to take part in [staff members name and job title] research project [Title].  [staff members name] asked me to send a reminder about their research, so may I invite you to read the attached Participant Information Sheet?  
I obtained your contact details from [insert where].  My accessing and use of, that information, to contact you, is permitted under the Data Protection Act and UK General Data Protection Regulation (2018).  [staff members name] does not know who I have contacted and no information about you, nor your contact details, have been given or shown to [staff members name], nor anyone else at Teesside University.  
If you are interested in taking part, or have any questions then please contact [staff members name] whose contact details are on the Participant Information Sheet attached. 
Please accept my apologies on behalf of staff members name] if you have already contacted them, or, have decided you don’t want to take part and please be assured, I will not be contacting you about this project again.	Comment by Macsween, Alasdair: This text is for use where the Gatekeeper will send only one reminder.  If you are asking them to send two you should use this text:

Dear .... 

You may recall I recently sent you an invitation to take part in [staff members name and job title] research project [Title].   [staff members name] asked me to send two reminders about the study, so may I invite you to read the attached information sheet?  

…

Please accept my apologies on behalf of [staff members name] if you have already contacted them, or, have decided you don’t want to take part.

The second and final reminder should read:

Dear .... 

You may recall I recently sent you an invitation to take part in [staff members name and job title] research project [Title].   [staff members name] asked me to send two reminders about the study, so may I invite you to read the attached information sheet?  

…

Please accept my apologies on behalf of [staff members name] if you have already contacted them, or, have decided you don’t want to take part.

I will not be contacting you about this project again.
.





Regards
[gatekeeper’s name and job title]


Supervisor’s request to Caldicott Guardian for the release of health-related data for a student project.

Dear [name of Caldicott Guardian],
My name is [name of academic supervisor] and I am a [job title of supervisor] in the School of Health and Life Sciences, Teesside University.  I am currently supervising [name of student] who is studying for [name of award].  As part of their course they are required to undertake a research project.  My student would like to undertake a Secondary Analysis of [name of the health-related data the student wishes to access and process] for their project [Title].  
The data concerned was collected by [name and job title of the person(s), or name of the service, who collected the data] for the purpose of [insert the reason why this data was collected].  My student would like to access and process this data, for the purpose of their studies at Teesside University - without - telling, or obtaining the consent of, those from whom that data was collected.
I am contacting you to ask if you could confirm whether or not this data could be released, without the knowledge, or consent, of those whose data it is, to my student, for this purpose, by [insert name of Caldicott Guardian’s organisation] under the derogations contained in Article 89 of the General Data Protection Regulation (GDPR) and Section 19 of the Data Protection Act (DPA) (2018)?  
I have already spoken to [insert name and job title of data controller] and if the release of this data was permitted they would release a non-person identifiable data set to my student using SendTo, TU’s secure data transfer system (https://sendto.tees.ac.uk/about.php).  The data set for release would be rendered non-person identifiable by someone - other than my student - who has a legitimate right to access and process the original person identifiable data set under the GDPR and DPA (2018)          	Comment by Macsween, Alasdair: If you propose to use another methods of data transfer please give details here and give full details of why that is in your application Form.
In considering my request please be aware that while TU would treat the data set released with the utmost respect and care, it will not be held/processed as confidential under the GDPR or the DPA (2018).  As a result, TU cannot give [insert name of Caldicott Guardian’s organisation] any guarantees of confidentiality, nor anonymity.  You should consider that the results/data etc. would effectively be in the public domain, in an identifiable format, with respect to TU, the student and [insert name of Caldicott Guardian’s organisation].
If you have any questions about this request and/or would like more information about any aspect of my student’s proposed research, then please contact me by replying to this email, or on [phone number of academic supervisor].
Thank you for considering my request.
Regards
[name of academic supervisor]


Supervisor’s request to Information Governance Officer/Compliance Officer for the release of non-health related data for a student project.
Dear [name of Information Governance Officer/Compliance Officer],
My name is [name of academic supervisor] and I am a [job title of supervisor] in the School of Health and Life Sciences, Teesside University.  I am currently supervising [name of student] who is studying for [name of award].  As part of their course they are required to undertake a research project.  My student would like to undertake a Secondary Analysis of [name of the non-health-related data the student wishes to access and process] for their project [Title].  
The data concerned was collected by [name and job title of the person(s), or name of the service, who collected the data] for the purpose of [insert the reason why this data was collected].  My student would like to access and process this data, for the purpose of their studies at Teesside University - without - telling, or obtaining the consent of, those from whom that data was collected.
I am contacting you to ask if you could confirm whether or not this data could be released, without the knowledge, or consent, of those whose data it is, to my student, for this purpose, by [insert name of Information Governance Officer/Compliance Officer’s organisation] under the derogations contained in Article 89 of the General Data Protection Regulation (GDPR) and Section 19 of the Data Protection Act (DPA) (2018)?  
I have already spoken to [insert name and job title of data controller] and if the release of this data was permitted they would release a non-person identifiable data set to my student using SendTo, TU’s secure data transfer system (https://sendto.tees.ac.uk/about.php).  The data set for release would be rendered non-person identifiable by someone - other than my student - who has a legitimate right to access and process the original person identifiable data set under the GDPR and DPA (2018)          	Comment by Macsween, Alasdair: If you propose to use another methods of data transfer, please give details here and give full details of why that is in your application Form.
In considering my request please be aware that while TU will treat the data set released with the utmost respect and care, it would not be held/processed as confidential under the GDPR or the DPA (2018).  As a result, TU cannot give [insert name of Information Governance Officer/Compliance Officer’s organisation] any guarantees of confidentiality, nor anonymity.  You should consider that the results/data etc. would effectively be in the public domain, in an identifiable format, with respect to TU, the student and [insert name of Information Governance Officer/Compliance Officer’s organisation].
If you have any questions about this request and/or would like more information about any aspect of my student’s proposed research, then please contact me by replying to this email, or on [phone number of academic supervisor].
Thank you for considering my request.
Regards
[name of academic supervisor]



Staff request to Caldicott Guardian for the release of health-related data for a staff project.
Dear [name of Caldicott Guardian],
My name is [name of staff member] and I am a [job title] in the School of Health and Life Sciences, Teesside University.  I would like to undertake a Secondary Analysis of [name of the health-related data you wish to access and process] for my research project [Title].  
The data concerned was collected by [name and job title of the person(s), or name of the service, who collected the data] for the purpose of [insert the reason why this data was collected].  I would like to access and process this data, for the purpose of my research at Teesside University - without - telling, or obtaining the consent of, those from whom that data was collected.
I am contacting you to ask if you could confirm whether or not this data could be released to me, without the knowledge, or consent, of those whose data it is, for this purpose, by [insert name of Caldicott Guardian’s organisation] under the derogations contained in Article 89 of the General Data Protection Regulation (GDPR) and Section 19 of the Data Protection Act (DPA) (2018)?  
I have already spoken to [insert name and job title of data controller] and if the release of this data was permitted they would release a non-person identifiable data set to me using SendTo, TU’s secure data transfer system (https://sendto.tees.ac.uk/about.php).  The data set for release would be rendered non-person identifiable by someone - other than myself - who has a legitimate right to access and process the original person identifiable data set under the GDPR and DPA (2018)          	Comment by Macsween, Alasdair: If you propose to use another methods of data transfer please give details here and give full details of why that is in your application Form.
In considering my request please be aware that while TU would treat the data set released with the utmost respect and care, it would not be held/processed as confidential under the GDPR or the DPA (2018).  As a result, TU cannot give [insert name of Caldicott Guardian’s organisation] any guarantees of confidentiality, nor anonymity.  You should consider that the results/data etc. will effectively be in the public domain, in an identifiable format, with respect to TU, myself and [insert name of Caldicott Guardian’s organisation].
If you have any questions about this request and/or would like more information about any aspect of my proposed research, then please contact me by replying to this email, or on [phone number].
Thank you for considering my request.
Regards
[name of staff member]


Staff request to Information Governance Officer/Compliance Officer for the release of non-health related data for a staff project.

Dear [name of Information Governance Officer/Compliance Officer],
My name is [name of staff member] and I am a [job title] in the School of Health and Life Sciences, Teesside University.  I would like to undertake a Secondary Analysis of [name of the non-health-related data you wish to access and process] for my research project [Title].  
The data concerned was collected by [name and job title of the person(s), or name of the service, who collected the data] for the purpose of [insert the reason why this data was collected].  I would like to access and process this data, for the purpose of my research at Teesside University - without - telling, or obtaining the consent of, those from whom that data was collected.
I am contacting you to ask if you could confirm whether or not this data could be released to me, without the knowledge, or consent, of those whose data it is, for this purpose, by [insert name of Information Governance Officer/Compliance Officer’s organisation] under the derogations contained in Article 89 of the General Data Protection Regulation (GDPR) and Section 19 of the Data Protection Act (DPA) (2018)?  
I have already spoken to [insert name and job title of data controller] and if the release of this data was permitted they would release a non-person identifiable data set to me using SendTo, TU’s secure data transfer system (https://sendto.tees.ac.uk/about.php).  The data set for release would be rendered non-person identifiable by someone - other than myself - who has a legitimate right to access and process the original person identifiable data set under the GDPR and DPA (2018)          	Comment by Macsween, Alasdair: If you propose to use another methods of data transfer, please give details here and give full details of why that is in your application Form.
In considering my request please be aware that while TU would treat the data set released with the utmost respect and care, it would not be held/processed as confidential under the GDPR or the DPA (2018).  As a result, TU cannot give [insert name of Information Governance Officer/Compliance Officer’s organisation] any guarantees of confidentiality, nor anonymity.  You should consider that the results/data etc. will effectively be in the public domain, in an identifiable format, with respect to TU, myself and [insert name of Information Governance Officer/Compliance Officer’s organisation].
If you have any questions about this request and/or would like more information about any aspect of my proposed research, then please contact me by replying to this email, or on [phone number].
Thank you for considering my request.
Regards
[name of staff member]
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