GUIDANCE: WHAT TO INCLUDE IN A RECRUITMENT EMAIL OR LETTER 


The recruitment email or letter is extremely important to get right. This is the first impression a potential participant will have of you and your work, so every word counts and you need to nail the messaging. Remember, people are busy! They will read quickly, if at all, and happily delete messages that do not interest or impress them. You need to capture your population’s attention right away and give them a reason to read on, click on a link, and/ or contact you. 

Writing recruitment material is challenging and harder than you might think. The rule of thumb is that you include only the key information a person would want or need to know when deciding if they are interested in participating in your study. Your presentation, tone, clarity, grammar, word choice, conciseness – all of these details matter and will affect how your target population responds to you. 

DO NOT copy and paste content from your informed consent into the recruitment script. These are separate documents and serve different purposes.

The following list includes information you want to have in your recruitment script. Your email or letter may have more details than what is listed below, but this is a good starting point for crafting your recruitment materials:

· Introduction 
· Who are you?
· Why are you doing this study?
· If you are conducting research where you work, be very transparent about your dual role. Say something like, “While I have XX’s support to conduct this research, I am doing the study in my capacity as a doctoral candidate working on my dissertation and not as a XX.” Maybe mention, as applicable, that anonymized findings will be shared with administration or leadership – whatever the plan is. Be very clear about this piece. 
· What is the study? Why are you recruiting participants? (“I’m inviting you to participate because…”)
· What are the eligibility criteria?
· What are you asking participants to do? 
· For example, you can emphasize that participation entails an anonymous survey that takes XX minutes to complete. The survey covers topics XX. Whatever it is, say it clearly, completely, and concisely.
· What will participants get out of this? Why should they participate in your study? There is likely no direct benefit, but what might this research do for them down the road?
· Use key buzzwords like voluntary, anonymous, confidential, as relevant.
· How do folks participate? 
· If you are doing a survey, you can include a link to participate in the email. (“If you are interested in participating, please click on the link…”)
· If you are conducting interviews, you can specify how participants can connect with you to make arrangements.
· Make sure folks know that they can contact you with questions.  
· Consider whether it is better to use your Franklin email address (to separate yourself from your work role, as applicable) or work address (if you think it will reach potential participants more effectively).
· Include a “Thank you for your time and consideration!”
· Think about the subject line for emails and what will be most effective.
· Example: “Invitation to participate in doctoral candidate’s anonymous survey.” 

