PERMISSION LETTERS

What are permission letters?

Permission letters are emails or formal letters of agreement from someone of authority within an organization granting permission to researchers to recruit/conduct research involving their organization’s staff/students/members. It is not appropriate for a researcher to provide these on their own behalf, or on behalf of the research team.  It is the responsibility of the researcher to ensure that the person giving permission has the appropriate authority.

When are permission letters required?

· When researchers plan to recruit participants from within an organization, (e.g. a business, club, hospital, school or university) either physically at the place of business/activity or by accessing the organization’s records where the proprietor has a duty of care towards the participants.

· When the focus of the research involves the organization and/or may affect the reputation of the organization.

· When research will take place in the premises of the organization.

· When an organization agrees to pass material it holds on to researchers.


For example, researchers require permission letters when they intend to recruit students or staff from a school or university, recruit nursing staff based at a hospital or recruit factory workers at a plant, or receive data on the firm’s accident rates. This formal permission protects both participants and the University from unauthorized access to individuals or release of records.

When may permission letters not be necessary?

· When an appropriate senior person in an organization agrees to circulate a recruitment flyer/letter/email.  The act of circulating such material can be considered an agreement that the organization has considered the appropriateness of canvassing its members and agreed to assist. However, it is not appropriate for a junior person or researcher who has access to an email list to circulate a recruitment flyer/email without the consent of an authorized person.

· When the person (participant) being approached from within an organization is sufficiently senior to give permission on behalf of the organization or has the autonomy within the organization to consent themselves, in which case their consent would be sufficient.

· When the person (participant) being recruited is not representing the organization but being recruited as an individual with substantial experience in a specific industry/profession.

· When a person (participant) is already a public figure/spokesperson for a particular organization. 

What do researchers do with permission letters?

Researchers should forward copies of the permission letters from the relevant organizations to MUHREC.  Copies of such letters must be forwarded to the Committee before the research can commence.  However, it is not necessary for all permission letters to be received at the one time; research can commence at an organisation which has provided permission. 

See http://www.monash.edu.au/researchoffice/human/permission-letter.html for a permission letter template.
