Information about taking part in an interview
Fill in everything in [square brackets], and delete what does not apply to your project. Write "I" if you work alone and "we" if you are a group. If your institution has its own template, use that one. This template is a starting point, not legal advice.
About the project
Project title: [title]
[I am/We are] studying [programme] at [institution] and writing [an assignment, a bachelor project or a master's thesis] about [topic in one sentence]. The purpose of the interview is to [purpose].
What taking part involves
The interview lasts about [number] minutes and takes place [location, phone or video]. It will be recorded as [audio/video] and then written out as text (transcribed). You decide what you want to share, and you can skip questions or stop the interview at any time.
What information we process
We process the recording, the transcript and the contact details you give us (name and [email/phone]). We process this information on the basis of your consent under Article 6(1)(a) of the General Data Protection Regulation [and, for sensitive information, Article 9(2)(a)]. [If relevant: The interview may touch on [e.g. your health]. This is sensitive personal data. Your consent also covers the information you choose to share about it.]
Who has access
Only [I/the project group] will have access to the recording. The supervisor and the examiner may read the transcript in anonymised form if it is attached as an appendix. [The recording is transcribed with [tool], and the audio is processed [within the EU/EEA].] The information will not be shared with anyone else.
Anonymisation and quotes
Your name and other details that could identify you will be replaced with a pseudonym in the transcript and in the assignment. Anonymised quotes from the interview may appear in the assignment. [If the field is small: We will do what we can to make sure you cannot be recognised, but people who know you well may be able to recognise what you said.]
Storage and deletion
The recording and the transcript are stored [where, e.g. on the institution's OneDrive with a password] and deleted no later than [date or time, e.g. when the assignment has been graded and the deadline for complaints has passed].
Voluntary participation and your rights
Taking part is voluntary. You can withdraw your consent at any time without giving a reason. Just write to [email]. If you withdraw your consent, we will delete your information and not use it from then on. If the assignment has already been submitted for assessment, information in the submitted assignment cannot be removed, but we will delete the recording and the transcript. Withdrawing does not affect the lawfulness of processing that took place before you withdrew.
You have the right to access the information we hold about you and to have it corrected, deleted, restricted or given to you in a common format. You can complain about how we process your information to the Danish Data Protection Agency (Datatilsynet, datatilsynet.dk).
Contact and data controller
Data controller: [your name or the institution, depending on your institution's rules]
Contact: [name, email and phone]
[If the institution is the data controller: Data protection officer at [institution]: [email]]
Consent form
Project: [title]
□  I have read the information about the project and have had the opportunity to ask questions.
□  I agree to take part in the interview and to it being recorded and transcribed.
□  I agree that anonymised quotes from the interview may be used in the assignment.
□  [If relevant] I agree that the sensitive information about [e.g. health] that I share may be processed in the project.
□  [Optional] I would like to see the quotes used in the assignment before it is submitted.
□  I understand that taking part is voluntary and that I can withdraw my consent at any time.

Participant's name: ____________________________________
Date: ____________   Signature: __________________________

Student's name: ________________________________________
Date: ____________   Signature: __________________________
Give the participant a copy of both the information and the signed consent form.
Template from Spirelight Student · Adapt it to your project and your institution's rules · Read the guide (in Danish)
