Preparing Site Specific Documents (SSD)
All research projects that require Participant Information Sheets and Consent Forms must have a MASTER version and a SITE SPECIFIC version. Additionally, any documents that will be provided to participants must be made site specific. 
Please note that your Master Documents may change in the Ethics review, therefore it is recommended to submit the Site Specific Documents after Ethics Approval. The Research and Ethics Office will let you know when to submit your Site Specific Documents.  In the meantime, you are encouraged to submit the SSA prior to preparing the Site Specific Documents for a more streamlined review.
All Master Documents must:

· NOT have any logos.
· NOT have any site specific information such as the site name, investigator names, contact details, etc.

· Display in the footer the name, version and date of the Master document, e.g.

Master Participant Information Sheet, version 1.0, dated 1 January 2018
Please ensure that any questionnaires, surveys, focus group documents, flyers, datasheets, etc, have a footer with the name of the document, version number and date.

All Site Specific Documents must:

· Display the SWSLHD logo:
[image: image1.emf]
· Include all site specific information such as the site name, investigator names, contact details, etc.

· Include the SWSLHD Research and Ethics Office contact paragraph at the end of each Participant Information Sheet:

The conduct of this study at [insert Hospital name] has been authorised by the South Western Sydney Local Health District. Any person with concerns or complaints about the conduct of this study may also contact the Research Governance Officer on (02) 8738 8304, email: SWSLHD-Ethics@health.nsw.gov.au and quote project number [HExx/xx].
· Display the name, version number and date of the document in the footer of the Site Specific Document IN ADDITION to the Master footer, e.g.

Liverpool Hospital Participant Information Sheet, version 1.0, dated 30 January 2018

Master Participant Information Sheet, version 1.0, dated 1 January 2018
Please note that the date of the site specific version is the date that you create the site specific document (usually after the Master document has been approved by Ethics).

