Model Invitation for Interview (to be adapted for your assignment)
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Dear ___,											

I am writing to invite you participate in an interview for a research project in my [e.g., negotiation] course at [the University of __].  I would interview you about a [e.g., negotiation you were involved in . . .].  

We could do the interview in person, by phone, [or by video], whichever you prefer.

We would schedule the interview for an hour, though we could go shorter or longer depending on how much you want to say.  Of course, your participation in this interview is voluntary and you could stop at any time.  You are likely to enjoy the interview as it will give you a chance to reflect on and share your experience.  There would be no adverse consequence for you to decline to be interviewed or to end the interview.

The interview will be confidential.  In the paper I will submit for my course and in the class discussion of the interview, I will not disclose your name or anyone you might refer to or any information that could identify anyone.  Indeed, to further protect confidentiality, I will ask you not to mention anyone’s name and, instead, to use generic descriptions such as the other lawyer, my client, a manufacturing business, etc.  As needed, some facts may be changed in the paper to prevent anyone from recognizing this case.

There should be minimal risk from your participation in this interview.  You will have complete discretion what to say or not and I will follow strict procedures to protect the confidentiality of the interview.  

There is a small risk that I could be subpoenaed to testify about what I learned in the interview.  This situation seems unlikely to arise for several reasons.  First, the interview would have to involve a situation that would end up in litigation in the future.  Second, it will be unlikely that other parties would know about the interviews and, even if they did, I probably wouldn’t learn significant relevant information and it wouldn’t be worth the expense to pursue this.  To be on the safe side, you should not provide any information that might be relevant in future litigation. 

[If this assignment will be reviewed and approved by your school’s IRB:]  You may contact the [University of ___] Institutional Review Board if you have questions about your rights, concerns, complaints or comments as a research participant.  You can contact the Institutional Review Board directly by telephone or email to voice or solicit any concerns, questions, input or complaints about the research study.   [Provide contact information].

If you have any questions about this project, you can contact me at [phone number] or [email address].  You may also contact my professor, [name], at [phone number] or [email address].

If you would you like to do an interview, please let me know and we will schedule it at your convenience.

Sincerely,


Model Confirmation of Interview (to be adapted for your assignment)

Dear ___,											

I am writing to confirm that you will participate in an interview for my [e.g., negotiation] course [at the University of ___].  I will interview you about [e.g., a negotiation you were involved in that . . .].

We will do the interview on _____ [date] ____ [in person at ___ location, by phone, or by video].

The interview is scheduled for an hour, though we could go shorter or longer depending on how much you want to say.  Of course, your participation in this interview is voluntary and you could stop at any time.  You are likely to enjoy the interview as it will give you a chance to reflect on and share your experience.  There would be no adverse consequence for you to decline to be interviewed or to end the interview.

The interview will be confidential.  In the paper I will submit for my course and in the class discussion of the interview, I will not disclose your name or anyone you might refer to or any information that could identify anyone.  Indeed, to further protect confidentiality, I will ask you not to mention anyone’s name and, instead, to use generic descriptions such as the other lawyer, my client, a manufacturing business, etc.  As needed, some facts may be changed in the paper to prevent anyone from recognizing this case.

There should be minimal risk from your participation in this interview.  You will have complete discretion what to say or not and I will follow strict procedures to protect the confidentiality of the interview. 

There is a small risk that I could be subpoenaed to testify about what I learned in the interview.  This situation seems unlikely to arise for several reasons.  First, the interview would have to involve a situation that would end up in litigation in the future.  Second, it will be unlikely that other parties would know about the interviews and, even if they did, I probably wouldn’t learn significant relevant information and it wouldn’t be worth the expense to pursue this.  To be on the safe side, you should not provide any information that might be relevant in future litigation. 

[If this assignment will be reviewed and approved by your school’s IRB:]  You may contact the [University of ___] Institutional Review Board if you have questions about your rights, concerns, complaints or comments as a research participant. You can contact the Institutional Review Board directly by telephone or email to voice or solicit any concerns, questions, input or complaints about the research study.   [Provide contact information].

If you have any questions about this project, you can contact me at [phone number] or [email address].  You may also contact my professor, [name], at [phone number] or [email address].

If you would you like to do an interview, please let me know and we will schedule it at your convenience.

Sincerely,


