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Procedures for cash and cash equivalents as compensation
[bookmark: _GoBack]Procedures for the Use of Cash and Cash Equivalents (Gift Cards) as 
Compensation to Research Participants

NOTE: Approved by the REB, March 14, 2022

Scope

If gift cards will be distributed to participants or used as draw prizes, or if cash is provided as an incentive for participation in a research project, please note there are procedural requirements that need to be followed if the researcher is expecting reimbursement for the gift cards from a university held account. These procedures present a limit to confidentiality for participants which must be included on the consent form. The participant must acknowledge receipt of the gift card by signing a Participant Receipt of Compensation form (see Appendix A) and must also be informed in the consent form that their names will be provided to Financial Services as having been a recipient of a gift card. Participant names and confirmation of receipt of the gift will be stored at Financial Services in a sealed envelope in case of audit. See Appendix B for information to include on the envelope.

Please note on the consent form that individuals are still entitled to their agreed upon one-time honorarium/gift card if they choose to withdraw their information during or after data collection (see TCPS-2 Article 3.1 (b) https://ethics.gc.ca/eng/tcps2-eptc2_2018_chapter3-chapitre3.html). Problems arise when participants decide to withdraw during data collection particularly with survey research; they are still entitled to the compensation. We suggest having a link (e.g., “I no longer wish to participate”) to a file termination survey (see https://www.qualtrics.com/support/survey-platform/survey-module/survey-options/survey-termination/) at the bottom of each Qualtrics page, where you can collect their contact information if they are interested in receiving the compensation. For qualitative research, it is suggested that you get any contact information at the start of the interview/focus group/etc.

Additionally, there is policy prohibiting distribution of gift cards to individuals already paid by the UofR.  https://www.uregina.ca/policy/browse-policy/policy-EMP-060-009.html (“Gift cards can never be given to employees of the University”). However, compensation by cash can be made to University employees, but it necessitates going through Payroll (see below).

When completing the Research Ethics Board application, please append the appropriate Participant Receipt of Confirmation form printed on UofR/Faculty letterhead. Also, include information on how you plan on distributing and receiving this form.

1) Cash and Cash equivalents of less than $75 paid at one time to one participant

Gift cards and Honouraria: 
We recommend you include the following language on the participant consent form under Confidentiality:

For participating in this research project, you will receive …. In order to comply with University policy, recipients of cash or gift cards must sign a Participant Receipt of Compensation Form. Participant Receipt of Compensation Forms will be stored for 7 years in a sealed envelope within a secure file in Financial Services at the University of Regina.  The envelope will only be opened in the event that the file is part of a financial audit. The only information in the file will be your name and the type and amount of compensation you received. All email communications with you, will not contain any information about the study and will be deleted immediately upon receipt of the form. 
                                      

Electronic Gift cards:
For some electronic gift cards (e.g., Amazon), you may be able to access and print a copy of the participant’s confirmation of accepting their gift card. If this is the case, you will not need written acknowledgement in the form of the Participant Receipt of Compensation Form, but you will need explicit consent from the participant to provide their contact information to the vendor. There is still a responsibility to inform the participant that a printed copy of this acknowledgement will be stored at Financial Services for a period of 7 years. We recommend that you include the following language on the participant consent form under Confidentiality:

For participating in this research project, you will be provided with an electronic gift card in the amount of …. In order to comply with University policy, the confirmation that the researcher can access from the vendor indicating your acceptance of the electronic gift card will be printed and stored for 7 years in a sealed envelope within a secure file in Financial Services at the University of Regina.  The envelope will only be opened in the event that the file is part of a financial audit.  The only information in the file will be your name and the type and amount of compensation you received.

Include a statement in the consent form such as “I agree for my email address to be entered into XXX so I can obtain the gift card.  Yes/No”

Draws/Lottery:
Recipient(s) of the prize(s) must sign the Participant Receipt of Compensation Form as below. The envelope must indicate the chances (odds) of winning.  Note: they must be less than 50% or 1 in 2. We recommend that you include the following language on the participant consent form under Confidentiality:

For participating in this research project, you will be entered in a draw for …. The odds of winning this gift card will depend upon the number of participants who complete the survey, but will be less than 50%. In order to comply with University policy, recipients of cash or gift cards must sign a Participant Receipt of Compensation Form. Participant Receipt of Compensation Forms will be stored for 7 years in a sealed envelope within a secure file in Financial Services at the University of Regina.  The envelope will only be opened in the event that the file is part of a financial audit.  The only information in the file will be your name and the type and amount of compensation you received. All email communications will not contain any information about the study and will be deleted immediately upon receipt of the form.

** Note: These guidelines may change if participants are outside the province of Saskatchewan. 

E-Transfer:
If an e-transfer is used to forward the compensation to the participants, you would only need an email address from them, and the confirmation email that you get from the bank when the transfer is accepted and this would be sufficient for confirmation of receipt of the funds.  Also, this email does not have anything about the study, so is appropriate from a confidentiality perspective. There is still a responsibility to inform the participant that a printed copy of this email will be stored at Financial Services for a period of 7 years. We recommend that you include the following language on the participant consent form under Confidentiality:

For participating in this research project, you will be provided with an honorarium via e-transfer in the amount of …. In order to comply with University policy, the email that the researcher receives from the bank confirming the e-transfer will be printed and stored for 7 years in a sealed envelope within a secure file in Financial Services at the University of Regina.  The envelope will only be opened in the event that the file is part of a financial audit.  The only information in the file will be your name and the type and amount of compensation you received. All email communications will not contain any information about the study and will be deleted immediately upon receipt of the message.


For participants employed by the University of Regina: 
Participant honoraria will need to take place through payroll as they are University of Regina employees.  Consequently, you will need to collect Employee Identification Numbers and the transfer of funds will go through Payroll and the honoraria will be taxable.  Participants will need to be made aware of these stipulations on the consent form. We recommend that you include the following language on the participant consent form under Confidentiality:

For participating in this research project, you will be given a one-time honorarium of $XX. Payment will be processed through Payroll and the honorarium will be taxable. Your Employee Identification number will be requested and deleted once the payment request has been made

Exceptions in the case of extremely sensitive topics:
In instances where participants are not comfortable signing because of the information disclosed, or there is reason to not request a signature (e.g., cultural or sensitive research topic), please use the Memo Confirming Distribution of Compensation (see Appendix C).  This form will require the PI’s signature as well as that of their supervisor (Department Head or Dean) and outlines the number of participants compensated, the amount, and the reason for not obtaining signatures. For student-researchers, the signature of their supervisor, and the Department Head/Dean is required.
NOTE:  Ease (or lack thereof) of obtaining participants’ signatures or disagreement with this policy does not constitute an acceptable reason to not request signatures.



2) Cash and Cash equivalents of greater than $75 paid at one time to one participant
	
The Canadian Revenue Agency (CRA) considers honorariums to be taxable income and we are required to create T4 income tax slips for any payments over $500 within a tax year and submit them to the CRA. We have procedures to allow one-time cash payments to research participants (amounts less than $75 processed through petty cash) and payments through cash advance from HR's petty cash (must be less than $200 and still require Date of Birth and SIN as they are processed as taxable payments and reported to the CRA). For details, refer to the HR UR Source page under the honorarium guide: https://ursource.uregina.ca/hr/forms-docs/payroll-manuals.html 

There are specific instructions for Elders and participants in Indigenous Events. Please contact Financial Services for specific “how to” information.
Honorarium Guidelines: https://ursource.uregina.ca/hr/forms-docs/payroll-manuals.html

Please add the following to the consent form for payments of greater than $75:

You will be compensated for X dollars as a research participant but to do so we will require your Date of Birth and SIN as this payment is taxable and reported to the Canada Revenue Agency. Payment can be issued as a cheque or direct deposit, however direct deposit will require further banking information to be provided. Please note that your information will remain in the University’s system but no information that can link you to this study will be retained. I will save your information in a separate, securely stored location and will delete it once submitted for payment.



Appendix A
Participant Receipt of Compensation Form 
(use one form per participant and
to be printed on University letterhead)


I __________________________ (name of research participant), confirm that I have received 

compensation in the form of                       Cash			Gift Card
		
In the amount of  ____________  for my participation in a University of Regina Research study.

______________________          ________________
Signature of Participant		 Date



Appendix B
Envelope Information

To place on outside of envelope containing Participant Receipt of Compensation Forms 


CONFIDENTIAL: TO BE OPENED FOR FINANCIAL AUDIT ONLY

FOAPAL:______________		Department/Faculty: ______________ 

Number of Participant Receipt of Compensation Forms___________
Value distributed per participant: ______________
Total Amount distributed:  __________
Odds of winning (if a draw)  ____________


Researcher Signature  		Date 		Witness Signature   		Date




Appendix C
Memo Confirming Distribution of Compensation
(to be printed on University letterhead)


I ____________________________(researcher name) attest that I have provided compensation in the 

form of 	    Cash         Gift Card in the amount of ___________to ________(number of participants) 

research participants in my research project titled: _______________________  REB File #___________

I was unable to, or it was inappropriate to secure signatures because of __________________________

_____________________________________________________________________________________


________________________	_____________________		_____________________
PI Name 			Supervisor Name		Dept Head/Dean/Supervisor Name

______________________    _____________		_____________________	__________
PI Signature	                        Date			Supervisor Signature		Date

_____________________    						__________
Department Head/Dean/Supervisor Signature 				Date

Amended August 24, 2023
