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SCOPE: 
Fieldworkers involved in this work package are required to conduct two research appointments with 750 participants from both the LBC1936 (n=300) and the Twenty-07 Cohort (n=450). 

The purpose of this Standard Operating Procedure (SOP) is to provide clear guidance to all staff recruiting participants into WP2 from the Twenty-07 cohort only. Research appointments will take place in participants’ homes. The SOP for booking participants into research appointments is described in SeniorsUSP/SOP/E01.
DEFINITIONS: 
· WP2: Work Package 2
· LBC1936: Lothian Birth Cohort 1936

· DOB: Date of Birth
PROCEDURE: 

1. Contacting potential participants 
1.1 Fieldworkers will be given a list of potential participants to contact to recruit into the Seniors USP study. Participants will have been sent a letter informing them of the study and the participant information leaflet, and to expect a follow-up phone call. 

1.2 Fieldworkers will contact potential participants by phone two weeks after potential participants have received the invitation letter.

1.3 Potential participants will be able to return an opt-out reply slip. Potential participants who haven’t returned this by the date stated in their invitation letter may still receive a phone call from fieldworkers.

2. General principles 
· Be polite
· Make up to 6 phone calls, but fewer if appropriate

· Attempt contact during evenings and weekends if unable to contact during week days

· Attempt doorknock if appropriate

· All documentation of contact and outcome should be recorded on the response rate form.
3. Phoning potential participant-no answer 
3.1 Refer to the ‘No Contact’ flowchart. 

3.2 If there is no answer when phoning a potential participant and you cannot leave a message, fieldworkers may attempt to phone up to another 6 times. There should be at least 2 evening calls and 2 weekend calls made. Document dates and times when telephone calls were made.
3.3 Fieldworkers may doorknock if it is practical/ feasible to do so.
3.4 If no contact with potential participant from telephone calls and from the doorknock then record the outcome on the response rate form and inform [Survey Administrative Office].
4. Phoning potential participant- answering machine 
4.1 Refer to the ‘No Contact’ flowchart. 
4.2 If you get an answering machine when phoning a potential participant leave a message.

4.3 The fieldworkers message should state the fieldworkers name, when they called, the reason for their call, when they will try to call again and details of how to call them back.

4.4 If there is a response to the answer phone message either from the potential participant or 3rd party then refer to the ‘Contact, no interview arranged’ flowchart.  If the participant agrees to take part arrange a research visit. Refer to ‘Visit’ flowchart (point 9).
4.5 If there is no response to your answer phone message, call back within 1 week. Fieldworkers may attempt to contact the participant up to 6 times, at different days of the week and at different times of the day. Document dates and times when telephone calls were made.
4.6 Fieldworkers may attempt to doorknock if it is practical/ feasible to do so.

4.7 If no contact with potential participant from telephone calls and doorknock then record the outcome on the response rate form and inform [Survey Administrative Office].

5. Phoning potential participant- contact, no interview arranged 
5.1 Refer to the ‘Contact, no interview arranged’ flowchart. 
5.2 If a 3rd party answers when phoning, ask the person to pass the message on to the potential participant.
5.3 If there is no response within 1 week, the fieldworker may call the potential participant again.
5.4 If a 3rd party answers the phone again, check if there is a better time to call back in order to speak to the respondent.

5.5 If there is no response to your phone call, call back within 1 week. Fieldworkers may attempt to contact the participant up to 6 times, at different days of the week and at different times of the day. Document dates and times when telephone calls were made.
5.6 Fieldworkers may attempt to doorknock if it is practical/ feasible to do so.

5.7 If no contact with potential participant from telephone calls and doorknock then record the outcome on the response rate form and inform [Survey Administrative Office].
6. Phoning potential participant- contact, refusal (not interested) 
6.1 Refer to the ‘Contact, no interview arranged’ flowchart. 
6.2 Inform the potential participant of who you are and why you have called. 

6.3 If the potential participant refuses to take part, determine the reason for refusal.

6.4 If the potential participant states they are not interested then fieldworkers should determine if this is a soft or hard refusal.

6.5 If a hard refusal, thank the respondent for their time and finish the call.

6.6 If a soft refusal, listen to their response and attempt to resolve, for instance suggest calling back in 2-4 weeks or another given time if they respond with ‘being too busy at the moment’.
6.7 Record the outcome on the response rate form and inform [Survey Administrative Office].
7. Phoning potential participant- contact, refusal (incapacity)
7.1 Refer to the ‘Contact, no interview arranged’ flowchart. 
7.2 Inform the potential participant of who you are and why you have called. 

7.3 If the potential participant informs you that they have poor memory or if fieldworkers suspect incapacity then thank the respondent for their time and end the call.
7.4 Record the outcome on the response rate form and inform [Survey Administrative Office].
8. Phoning potential participant- contact, postpone 
8.1 Refer to the ‘Contact, no interview arranged’ flowchart. 
8.2 Inform the potential participant of who you are and why you have called. 

8.3 If the potential participant informs you that they don’t have time to participate in the study, suggest contacting them in 2-4 weeks or at another time at their convenience.

8.4 Record the outcome on the response rate form, and contact them again at the agreed date and time.

8.5 If no answer, fieldworkers may call up to 6 times (fewer if appropriate). Record the outcome on the response rate form and inform [Survey Administrative Office].
9. Potential participant- contact with respondent 
9.1 Inform the potential participant of who you are and why you have called. 

9.2 If the potential participant received the Twenty-07 letter and is aware of what is involved and verbally agrees to take part then arrange a study visit. Refer to SeniorsUSP/SOP/E01.
9.3 When arranging the visit ensure the visit does not clash with holidays and think about the timings for the 2nd visit to ensure participant will not be on holiday between study visits. Ensure to schedule the 1st visit so the participant has enough time to receive the ‘visit confirmation letter’ and complete the self-complete questionnaire.

9.4 Fieldworkers should allow one week between recruiting the participant over the phone and the first study visit. This can be arranged for earlier at the discretion of the fieldworker and the participant, as long as the participant is aware that they may not have a lot of time to complete the self-complete questionnaire and this may need to be completed during the first research visit.

9.5 Record the outcome on the response rate form and record the date, time of visit and participant ID on the fieldworker whereabouts calendar.

9.6 Send letter to participant to confirm the date, time of visit, and who will be visiting. Ensure to also enclose the self-complete questionnaire.

9.7 Call participant within 24 hours of the arranged appointment to confirm the visit.
10. Potential participant- study visit 
10.1 Refer to the ‘Visit’ flowchart.
10.2 If the participant is available and consents to take part, complete the study visit. Refer to SeniorsUSP/SOP/C01a for an overview of data collection methods, and SeniorsUSP/SOP/C02a and SeniorsUSP/SOP/C03a for visit 1 and visit 2 data collection procedures.
10.3 If there is no response at the door, wait 15 minutes and try either the phone or door again. If there is still no response then leave a ‘missed appointment’ letter through the letterbox and record the outcome and then follow the ‘no contact’ flowchart (point 3).

10.4 If the participant is not available when you visit and you speak to a 3rd party instead, attempt to arrange a new appointment. Record the outcome and follow the ‘contact, no interview arranged’ flowchart (point 5).

10.5 If the participant has changed their mind and refuses to take part or the fieldworker suspects incapacity, follow the refusal section of the ‘contact, no interview arranged’ flowchart (point 6 or 7) and record the outcome and inform [Survey Administrative Office].
10.6 If the participant needs to postpone the study visit, arrange a new date or agree to call back. Record the outcome on the response rate form and follow the postponed section of the ‘contact, no interview arranged’ flowchart (point 8).
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