SOP: Guidelines for Providing Consent Forms in
Preferred Language

This SOP details guidelines for providing consent forms in preferred language to ensure clear communication
and informed consent. It covers identifying the preferred language of individuals, preparing and distributing consent
forms in multiple languages, verifying comprehension, and maintaining accurate records. The objective is to promote
inclusivity, enhance understanding, and comply with legal and ethical standards in obtaining consent.

1. Objective

To ensure all individuals are able to comprehend and voluntarily provide informed consent by providing consent forms
in their preferred language.

2. Scope

This SOP applies to all staff, clients, and research participants involved in the consent process at
[Organization/Institution Name].

3. Responsibilities

o Staff/Researchers: Ensure identification of preferred language and provide appropriate consent forms.

¢ Translators/Iinterpreters: Accurately translate consent forms and assist in the communication process if
required.

¢ Record Keepers: Maintain documentation of language preferences and consent processes.

¢ Compliance Officer: Periodically review adherence to guidelines.

4. Procedure

1. ldentify Preferred Language
o During initial contact, ask individuals to indicate their preferred language for communication and
documentation.
o Document the preferred language in the individual's records.
2. Preparation and Availability of Consent Forms
o Maintain updated versions of consent forms in frequently requested languages.
o Forlanguages not available, request professional translation prior to obtaining consent.
3. Distribution of Consent Forms
o Provide the consent form in the individual's preferred language, either in print or electronically.
o Offer aninterpreter or translator if the individual requests additional clarification.
4. Verification of Comprehension
o Assess understanding through teach-back methods or targeted questions.
o Clarify any doubts and address questions before obtaining signed consent.
5. Documentation and Record Keeping
o File the signed consent form along with a note on the language provided.
o Document the use of translators/interpreters if applicable.

5. Quality Control and Compliance

¢ Regularly review and update available consent form translations.
¢ Monitor compliance through periodic audits and feedback from individuals.
e Address identified gaps and provide additional training if necessary.

6. References

¢ [Organization/Institution Name] Consent Policy
e |ocal and national regulations on informed consent
¢ Ethical guidelines for human subject research
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