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Dear Mr./Ms. [Insert School Principal’s Name]:

We have received approval from your school board, [insert name of school board], to invite schools to participate in the ABC Survey.  You may have received an e-mail from your [insert name of board contact] advising you of this approval. 

If you choose to participate, your school will be part of a representative sample of over 300 schools across the country participating in this project. This project will help community leaders (e.g., educators, students, and public health workers) to accurately measure local smoking rates and behaviours, and to plan ways to reduce youth tobacco. The survey will be conducted during the [20xx-20yy] school year with students in grade 6 to 12 classes (with parental permission) in selected schools. In addition, a school staff member(s) will be asked to complete a survey of school policies and programs for tobacco control.

What is involved for your school?
· School personnel will be asked to distribute permission materials to parents.
· Teachers will administer the 30–40-minute survey on a scheduled date and time and are provided with all required materials and straight-forward instructions. 
· Project staff will be on-site during the time the survey is administered to answer any questions and to supply any necessary materials.

What are the benefits and honorarium to your school?
· Your school will receive an individualized School Feedback Report that includes your school’s smoking prevalence rates and comparisons with provincial and national rates
· Your school will receive a $100 honorarium in appreciation of the time and effort of school personnel to administer the survey.

Included in this package is the ABC Project Brochure which provides complete project information including; 
· project description, 
· permission protocol details, 
· benefits and compensations to participating schools, and 
· details regarding data sharing.

We have enclosed a copy of the student questionnaire(s).  In addition, all project materials including a sample feedback report and parent permission materials, are available to view and download on the project website at www.abc.uwaterloo.ca.
This research has been reviewed and received ethics clearance through a University of Waterloo Research Ethics Board.   
For all other questions, or if you have additional questions at a later date, please contact [Investigator Name] at the email address listed below.
What are the next steps?
· Review the ABC Project Brochure.
· Complete and fax the enclosed School Response Fax-Back Form OR contact the Site Coordinator listed below for more information.
· Visit the project website at www.abc.uwaterloo.ca for further project details.

We wish to provide support in any way possible to assist your school’s participation in this project as we understand that school administrators and staff are extremely busy. One of our staff members will call you within the next two weeks to provide you with more information about the project and to discuss your school’s participation. We look forward to collaborating with you on this exciting project.




Sincerely,


[Include Principal Investigator, any local collaborators, and coordinator, if applicable, as well as contact information. For privacy reasons, do not include personal contact number for Student Investigator.]
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