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Consent form template 

Page three of this document is an example of an accessible consent form. It is a Word document, so you can amend it for your own use. 

Consider developing an accessible template which can be used throughout your organisation.  This will save time and money. 
Instructions for use 

Colour 
The colour of the top band can be changed. Using the right button on your mouse, click on it. In the pop-up menu, click on ‘Format AutoShape...’. (If you do not see this menu item, you may have clicked on the ‘Name of event’ text box. Use the ‘Format AutoShape’ window to change the colour.) 

Logo
 The logo area is a suggested position for a logo if you want to use one. Whether you use one or not, you will have to delete the placeholder logo and the logo text by clicking on them and pressing the delete button on the keyboard.
Visual images 
The table is provided to allow symbols and related text to be aligned quickly and easily. Adding images to an MS Word document is slightly tricky. In order to change the images in the template you will have to:

· click to select the symbol you wish to replace, and delete it
· click the place where you want the new symbol to appear
· select ‘Insert/Picture/From file’ on the menu bar 
· in the dialogue window, find the symbol you require in the ‘Consent form symbols’ folder on this CD
· select it and click the ‘Insert’ button. 
· On-line users will first have to access the Toolkit Template section and save the Consent form template and Consent form symbol library documents to their computer. 
Use Microsoft Word to open both the saved template and the symbol library document. Select a symbol from the symbol library document.  Then right click on the required symbol and choose copy from the displayed menu.  Then switch back to the template document and paste the symbol where you want the new symbol to appear.

· with the symbol selected, in the Picture toolbar use the wrapping button to select the ‘in front of text’ option. This will put the picture ‘above’ the text and allow you to move it around freely without affecting the rest of the page contents.

Once in place, you will have to resize the symbol to fit the space available. Do this by ‘dragging’ one of the corners of the symbol while it is selected. If it doesn’t have draggable corners, you will need to click on it to select it. 

Written text 
Please consider more than font size. Keep language clear and simple. Avoid jargon, and explain abbreviations. 
Printing 

Borderless printing will give the best results.
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	Photographs
	
	Video


I understand that photographs and videos of me may be used to publicise the work of this organisation.

I agree that this is okay.

(Please print and sign your name below. You can ask a friend or someone who supports you to sign it for you.)



Consent Form





PRINT - - - - - - - - - - - - - - - - - - - - - - - -  





LOGO





Sign - - - - - - - - - - - - - - - - - - - - - - - -  








