Participant E-mail Recruitment Tips

Recruiting participants is always a difficult chore.  Getting participants to show up for experimental sessions that they have agreed to participate in is even more difficult.  Last year, some honours students experienced a show-up rate that was less than 50% of the total number of participants they had scheduled.  

The following is a set of tips designed to increase the number of participants who actually show up for sessions.  You will find a sample e-mail recruitment document on page 2 of this handout.
1)  You can include more information about the study in an e-mail than over the phone but you should still keep the e-mail short as participants won’t want to read a lengthy e-mail.

2) When you e-mail participants to schedule an appointment, ensure that participants have the first and last names, as well as contact information (i.e., phone number or e-mail address) of the person who will run the experimental session.  It is very important to provide specific and detailed information to participants, so that if they need to leave a message for an experimenter, the information will get to the right person.  (You can do this in a follow-up e-mail when they have agreed to participate.)
3)  Tell participants clearly that they are expected to call or e-mail to cancel if they are unable to make the session.
4)  Ensure that participants also have the time and specific location of the session.  
5)  Finally, be sure to e-mail participants to remind them of the scheduled session the night before the session.  

Remember – All use of Psychology 100 Participant Pool must go through the Psychology 100 Participant Pool Coordinator, Cheryl Campana x2007tio@stfx.ca.

Sample E-mail Documents for Recruiting Participants

Hi, my name is ___________________, I’m e-mailing you about a study that I’m conducting for my Psychology [### Course/Thesis].  The study is about [topic]. You will be asked to [short description of procedure]. Participation is confidential and voluntary. Also, you can withdraw any time if you change your mind. There are no known risks to participation [if risks, describe]. This study has been cleared by the Departmental Ethics Committee, and it takes about [## mins.], so you would get experimental credit toward your Psych 100 class.  

If you would like to participate, I will be holding sessions on: (give several options)

[Day of Week]/ [Date]/ anytime between [hour] and [hour]

[Day of Week]/ [Date]/ anytime between [hour] and [hour]

[Day of Week]/ [Date]/ anytime between [hour] and [hour]

[Day of Week]/ [Date]/ anytime between [hour] and [hour]

If you would like to participate, please select the date and time when you can come and reply to this e-mail message.  Remember, that the session will take about [## mins.].  I will send you a follow-up message with information about the location.
If you do not want to participate, please send me a reply e-mail saying ‘No thanks.’

Thank you for your time.

[First and Last Name]

Follow-up E-mail #1

Thanks for agreeing to participate on [day] at [time].

The experiment will be located [specific room location].  
Again, my name is _______________ [provide first AND LAST name].  (If you are recruiting participants that someone else will run, ensure that participants have the name of the person who is running the study, instead of your name, to ensure that they will contact the correct person in the event that they must cancel the session.)
If for some reason you’re unable to make it, please e-mail me [or the person conducting the experimental session in the event that you are recruiting for someone else at ________________] or leave a message at the Psychology Department 867-3926. 
I’ll send an e-mail the night before with a reminder [unless appointment is scheduled for the next day].
Thank you very much, [name]. We’ll count on seeing you at ______ on _______.  
[First and Last Name]

Follow-up E-mail #2
Thanks for agreeing to participate tomorrow at [time].

The experiment will be located [specific room location].  

Again, my name is _______________ [provide first AND LAST name].  (If you are recruiting participants that someone else will run, ensure that participants have the name of the person who is running the study, instead of your name, to ensure that they will contact the correct person in the event that they must cancel the session.)

If for some reason you’re unable to make it, please e-mail me [or the person conducting the experimental session in the event that you are recruiting for someone else at ________________] or leave a message at the Psychology Department 867-3926. 

See you tomorrow,

[First and Last Name]

Possible Inclusions in Initial or follow-up E-mail Messages

Sometimes, people need to check to ensure that participants meet some criteria for participation in the study.  If this applies to your study, you can modify the example paragraph below to suit your needs. 
Before you decide if you want to participate, I have to be sure that you’re still in the relationship that you were in when you filled out the mass testing questionnaires earlier in the year.  If you are, please continue reading.  If no, thank you for your time and could you please respond to this e-mail with the message “Not in a relationship.”

In some situations, researchers require certain information from participants prior to the lab session.  If this applies to your study, use something like the following example paragraph.  

Before you come to the lab though, we need a little bit of personal information about you for use in the study.  Would you tell us the first name of your partner?...

