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ASSOCIATED DOCUMENTS:

SeniorsUSP/SOP/A01 – Recruiting Participants- Twenty-07
response rate form
Seniors USP confirmation Letter
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 staff on preparation required for booking WP2 research appointments for the Twenty-07 cohort only. Research appointments will take place in participants’ homes. The SOP for contacting participants to ascertain if they are willing to participate in the study is described in SeniorsUSP/SOP/A01.
DEFINITIONS: 
· SOP: Standard Operating Procedure

· LBC1936: Lothian Birth Cohort 1936
· T07: West of Scotland Twenty 07 cohort
· WP2: Work Package 2
PROCEDURE: 
1. Arrange Date and Time for Visit 1 and Visit2
1.1 If the respondent is willing to take part in the Seniors USP study, fieldworkers should arrange a date and time for two research appointments.  Research appointments for both visit 1 and visit 2 should be booked at the same time.
1.2 The first research appointment (visit) should be at least a week after the phone call to arrange it.  This is to allow time both for participant to receive the self-report questionnaire through the post, and to have adequate time to complete the questionnaire.  If you are struggling to arrange a suitable time for both research appointments, then the time between arrangement and visit1 can be slightly shorter (5 days) by mutual agreement of fieldworker and participant.  Please make sure the participant is aware that they may not have much time to complete the questionnaire if this is the case.  Adequate time for postage of documents to the participant is required.
1.3 The second research appointment (visit 2) should ideally occur exactly 9 days after visit 1.  This is the minimum time required to collect seven complete calendar days of physical activity data from the participant.  Visit 2 can take place more than 9 days after visit 1, by mutual agreement of the fieldworker and participant.  Fieldworkers should explain to participants they this means they will be wearing the monitor for longer than necessary, and that more data will be collected than is required for the study.  Visit 2 should not be arranged for more than 14 days after Visit1.
1.4 The fieldworkers should enquire whether the participant plans to fly in the period between research appointments.  The activPAL activity monitor can pass through airport security, however it may be noticed by security personnel who may question the participant.  In order to avoid any stress or discomfort to the participant, and to minimize the risk that activity monitors are removed and abandoned at airport security, research appointments should not be booked if the participant intends to fly between visits 1 and 2.
1.5 When arranging research appointments, fieldworkers should check whether the participant is planning to be on holiday between visits.  Levels of physical activity and sedentary behavior during a holiday period may be significantly different to habitual levels.  Where possible research appointments should not be booked if a holiday is planned between visits 1 and 2.
1.6 Research appointments will take place in the participant’s home.
2. Preparing Paperwork to post ahead of Visit 1 

2.1 Once research appointments have been arranged, fieldworkers should prepare a pack of paperwork to post to the participant ahead of visit 1.
2.2 Take an unassigned document pack from the supply.

2.3 Take the remaining bar-code sticker form the pack, and stick it on the front of the response rate form.

2.4 Select a blank copy of the “Seniors USP confirmation letter”.  Fill in today’s date in the top right corner.  Fill in the date and time of visit 1 that has been arranged with the participant. You will be provided with a letter with your photo. You will need to complete the participant details on the form and include the date and time of visit.
2.5 Place the completed “Seniors USP confirmation letter”, and the self-completion questionnaire booklet form the document pack into the pre-paid seniors USP envelope.

2.6 Use the second name and address sticker for the participant on the front of the envelope and seal.
2.7 Post the envelope to the participant as soon as possible.  Delay in posting may mean that the participant does not have adequate time to complete the self-complete questionnaire prior to Visit 1.

3. Fieldworker administration

3.1 Make a note of the agreed dates and times of the two research appointments in your diary.

3.2 Add the date and time of each visit, along with the participant number, to the online diary. This diary can be accessed by the survey team in order to check the location of the fieldworkers at any time [link to online calendar].
3.3 Fieldworkers will be provided with usernames and passwords for the diary – they only have access to their own details while survey office will be able to see all the fieldworker movements. 
3.4 Please update progress on the seniors USP spreadsheet on a weekly basis. A sheet is saved on the [Online Cloud Storage] within fieldworker folders. The team in [Survey Administrative Office] will access this inform. This log should be saved on a Friday each week, to allow the number of completed visits to be tracked and to facilitate sending feedback from the activity monitor to the participant after visit 2.
Review Acknowledgements

I acknowledge that I have read and reviewed this SOP and that no changes are required.

	Name
	Job Title
	Signature
	Date
	Next Review due

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


PAGE  
Version 2
Page 3 of 3

[image: image1.png]