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General Stakeholder-investigation Templates
Reusable templates for ethics clearance, recruitment, interviews, analysis, and follow-up — for
biomedical teams conducting inclusivity-focused stakeholder research.

LZU-CHINA · GutSentry · Open Community Resource · Investigation Templates

How to use these templates
Each template is a fill-in-the-blank form. Copy the one you need, replace every [bracketed] field,
and remove the instruction lines before sending it to anyone. Keep all completed forms in one
shared folder with restricted access.

NOTE · These templates were used by LZU-CHINA in the 2026 season and are shared as a starting point. Check
your own institution's ethics and data-protection rules before submitting anything.
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Template 1 · Participant Information Sheet (Plain-language)
This is the one-page sheet you hand or show to a stakeholder before the interview. Keep it short.
If it looks like a legal contract, people will not read it.

Item Fill in here

Project title [Your project title, e.g. GutSentry]

Team & university [ team name], [University], [country]

What this is about We are a student team building [one-line description]. We want to
hear from people who work with [target users / patients /
community] so that our project does not ignore the people it is
meant to help.

What we are asking you
to do

Talk with us for about [25–40] minutes, in person or online, about
your experience. There are no right or wrong answers.

Recording With your permission we would like to [audio record / take notes].
The recording is only for our note-taking and will be deleted after
[date / end of wiki freeze].

Your privacy We will not use your name, your workplace, or any detail that
could identify you. Quotes in our report will be anonymous.

Risks & benefits There is no physical risk. You may skip any question, stop at any
time, or withdraw your input up to [date], with no effect on
anything.

Who to contact [Name, email, phone] — contact us if you have questions or want
your input removed. For concerns about the research, contact
[university ethics contact].

Your consent By signing below (or typing your name in the chat) you confirm
that you have read this and agree to take part.
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Template 2 · Short Consent Form
Keep it on one page. Two ticks are enough — do not over-engineer it.

I have read the information sheet and had a chance to ask questions.

I agree to take part in this interview / discussion. Yes / No

I agree to the session being audio-recorded for note-taking only. ☐ Yes ☐ No

I understand that I can skip questions, stop at any time, and withdraw my input up to [date], and
that nothing I say will be linked to my name.

Name (or pseudonym): ____________________________

Role / stakeholder group: _______________________

Date: ____________________________

Signature (or typed name if online): ____________________________
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Template 3 · Recruitment Email / Message (copy-paste)
Keep it under 150 words. Busy clinicians delete anything longer.

Subject: 15-minute chat about [topic] — student team, no commitment

Dear [Name / Title],

I am [name], a student on [team / university]. We are working on [one-line project], and we
know it will only work if it fits real clinical workflows — which is why we are reaching out to
people who actually work in them.

We are not asking for anything clinical or promotional. We would just like [15–30] minutes of
your time, online or by phone, to hear where an idea like ours would silently fail. Anything you
say stays anonymous.

Would any of these slots work: [date + time], [date + time], or another time that suits you?
Happy to send a short topic list in advance.

Thanks for considering it,

[name] · [team] · [email]
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Template 4 · Post-interview Debrief (one page, within 48 h)
Send this to the participant after the session. It is good manners and it catches mistakes. It also
makes them far more likely to help you again.

Dear [Name],

Thank you again for talking with us. Here is a short summary of what we took away — please
tell us if we got anything wrong or if there is something you would like us to add or remove:

• Main point 1: [note]

• Main point 2: [note]

• Main point 3: [note]

• Something we should look into: [note]

We will not quote you by name. If you would prefer we did not use any of the above, just reply
and we will remove it. We will also send you a link to our final report once it is published.

With thanks,

[name] · [team]
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Template 5 · Stakeholder-feedback Analysis Matrix
Use this after all interviews to turn raw notes into design decisions. One row per feedback item.
The last two columns are the ones judges actually read — do not skip them.

# Stakeholder
& role

Raw feedback
(their words)

Our
interpretation

Design decision
/ project
response

Evidence it
changed
something

1 [e.g. ICU
nurse]

[e.g. "The ward is
dark and the colours
are hard to see"]

[low ambient
light reduces
read
confidence]

[specify high-
contrast
chromogen as
default]

[logged in
Design
page]

2

3

4

5

NOTE · Tip (LZU-CHINA): one interview often yields 3–6 rows. If a stakeholder gives you feedback that you cannot
turn into a concrete project decision, either it is too vague (go back and ask) or it belongs in Education / Public
Engagement instead.
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Template 6 · Short Post-event Questionnaire (anonymous, ~10 questions)
Use this after a workshop, lecture, or booth to collect feedback. Keep it under 5 minutes —
longer and nobody finishes it. Mix closed questions with two open ones.

1. Before today, how familiar were you with [synthetic biology / your topic]? ☐ never heard
☐ heard a little ☐ somewhat familiar ☐ very familiar

2. How easy was today's material to understand? ☐ very hard ☐ hard ☐ okay ☐ easy ☐

very easy
3. Which format helped you most? (choose all that apply) ☐ poster ☐ hands-on model ☐

video ☐ discussion ☐ audio ☐ other ___
4. Which topic would you like to hear more about? ___
5. Do you feel more interested in [biomedical / synthetic-biology] topics after today? ☐ less

☐ no change ☐ a bit more ☐ much more
6. Was anything difficult to access (lighting, hearing, language, format)? ☐ no ☐ yes: ___
7. Would you recommend this kind of activity to a friend? ☐ no ☐ maybe ☐ yes
8. What is one thing we should change? ___
9. What is one thing we should keep? ___
10. Anything else? ___

That is the full set. Six templates, one page each. Copy what you need, delete what you do not,
and remember: the point of this paperwork is to protect the people you are talking to, not to
impress anyone.
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