This sample is for researchers to use as a guide in developing their study materials. Instructions to the researchers are written in [square brackets in bold italics] and should be deleted. Instructions that are in [square brackets, bold italics, and are blue] need to be replaced with details specific to the study and changed to black, un-bolded, un-italicized, and removed from square brackets before uploading the material to the research ethics application. Please also delete this instructional paragraph.
P = Potential Participant; I = Interviewer
I - May I please speak to [name of potential participant]?
P - Hello, [name of potential participant] speaking.  How may I help you?
I - My name is [insert researcher name] and I am a master’s student in the [insert department name] at the University of Waterloo.  I am currently conducting research under the supervision of [insert Supervisor name] on [insert research topic] As part of my thesis research, I am conducting interviews with residents and professionals such as planners and developers to discover their perspectives on [insert purpose of study].
As you played a key role in this intensification initiative, I would like to speak with you about your perspectives on intensification and on the integration of new developments within existing communities.  Is this a convenient time to give you further information about the interviews?
P - No, could you call back later [agree on a more convenient time to call back].
OR
P - Yes, could you provide me with some more information regarding the interviews you will be conducting?
I - Background Information:
· I will be undertaking interviews starting in [insert date]. 
· The interview would last about one hour and would be arranged for a time convenient to your schedule. 
· Involvement in this interview is entirely voluntary. The questions are quite general, for example, [insert sample question]. 
· You may decline to answer any of the interview questions and stop at any time. 
· With your permission, the interview will be audio-recorded to facilitate collection of information, and later transcribed for analysis.
· Your identity will be kept confidential.
· If you have any questions regarding this study or would like additional information to assist you in reaching a decision, please feel free to contact [insert Supervisor name] at 519-888-4567, ext. [insert ext.]. 
· This study has been reviewed and received ethics clearance through a University of Waterloo Research Ethics Board. 
With your permission, I would like to email/mail you an information letter which has all these details along with contact names and numbers to help assist you in deciding about your participation in this study.  
P - No thank you.
OR
P - Sure [get contact information from potential participant i.e., email/mailing address].
I - Thank you very much for your time. May I call you in 2 or 3 days to see if you are interested in being interviewed? Once again, if you have any questions, please do not hesitate to contact me at 519-888-4567 ext. [insert ext.].
P - Good-bye.
I - Good-bye.
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