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Guidelines for writing thank you letter & research summary to participants

· Try to keep the letter to about a page in length

· Remember to keep the language clear and simple.  Explain any technical terms
· Ensure the letter is placed on appropriate letterhead

· Add the Research Project title and/or HREC number

· Start with a brief sentence to thank them for their participation e.g.
“We would like to thank you for taking part in our research project.  We really appreciate your contribution/time/effort”.
· A brief sentence to re-state what the aim of the project was, when the project took place (especially if it’s been some time since they participated) and how many children took part

· Include a global statement of whether the project was successful, achieved the aim, had positive results

· If you have some really interesting findings you can describe them in a bit more detail, and if you want to use numbers, state percentages e.g. 
“We found that 70% of the children who took part preferred the strawberry flavour medicine.”

· If you have interesting graphs or pictures it’s ok to use them, as long as they easy to understand

· If your project is an RCT, describe any differences between the groups

· Add a sentence about any results that have been presented or published
· If applicable, include a sentence about future directions of research or how the results of your study may be used to improve a treatment or service in the future
· Add a contact name and number for further information

· Place a version number and date in the footer (for approval purposes)
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