TR 2-17:  Quality Improvement Checklist


Oral Consent Script

	INFORMED CONSENT
Hello.  My name is ______________________________, and I am working with Health Alliance International.  We are conducting a survey of women who have had a child in the past two years in order to assess whether Health Alliance international is meeting its goals to improve the health of mothers and children.  Is this a good time to talk?

For this study, we would like to ask you about your health and the health of your youngest child under the age of two.  The survey usually takes _______ minutes to complete.  Whatever information you provide will be kept strictly confidential and will not be shown to other persons.  This data may be used again later by  Health Alliance International or shared with the with the Ministry of Health, but your name will not be included.

Participation in this survey is voluntary and you can choose not to answer any individual question or all of the questions. However, we hope that you will participate in this survey since your views are important.

As part of this survey, we will be asking to look at the immunization records for your youngest child.  Do you give us permission to look at that information?

At this time, do you want to ask me anything about the survey?  

Will you participate in this survey?

Signature of interviewer: __________________________________________________           Date: ____________________




	RESPONDENT AGREES TO BE INTERVIEWED
1



	 RESPONDENT DOES NOT AGREE TO BE INTERVIEWED
2 END


Waiver of Documentation of Written Consent

CFR  46.116 (c)(2)
Because university and Federal regulators generally require written documentation of informed consent you will need to adequately address the following regulatory language so that the Human Subjects Committee can waive this requirement.  Please explain how both the following two points pertain to the survey procedure.

(a) The research involves no more than minimal risk of harm to subjects, 

AND

(b) The research involves no procedures for which written consent is normally 
required outside of the research context.

Health Alliance International would like to apply for a waiver of written consent for the maternal and child health household survey in Timor-Leste to be conducted June 2008.  Due to high rates of illiteracy among target population, we propose to use oral consent for our research.  

This research poses no more than minimal risk to the participants.  There may be some personal topics in our survey that pertain to pregnancy and child birth as well as contraceptive measures, however participants will be assured that they can skip any questions they do not wish to answer.  The information they provide cannot be used against them as it will be cleaned of identifiers as soon as possible after data collection.

This research involves no treatment procedures for which written consent is normally required.

Health Alliance International Maternal and Newborn Health Survey 2008
Training Schedule

June 17th – 24th 2008
Supervisor Training, June 17th and 18th
Objectives for the Supervisor training:

1. Introduction to the questionnaire

2. Understanding of role of supervisor

3. Understanding of survey methodology

4. To be ready to train interviewers in defined roles (facilitating small groups)

Tuesday, June 17
	9 am
	Introductions and welcome
	

	9:10
	Review of Schedule of Events for Training
	

	9:20
	Expectations of Participants for Training
	

	9:30
	Role and Responsibility of Supervisors
	

	10:45
	BREAK
	

	11:00
	Walk through survey 
	

	12:15
	LUNCH
	

	1:00
	Walk through survey continued 
	

	3:30
	BREAK
	

	3:45
	Tips for collecting good data
	

	4:00
	Intro to supervisor checklist
	

	5:00
	Process lessons from the day, address questions and feedback on questionnaire, and describe role of supervisors for the next few days
	


Wednesday, June 20

	9 am
	Review of Day 1 and schedule for Day 2
	

	9:15
	Survey methodology: selection of households and respondents, next house, returning to house, daily log
	

	10:45
	BREAK
	

	11:00
	Logistics of work in field--field assignments, suco randomization, how to plan/make arrangements for overnights, lunch, driving, etc.
	

	12:00
	LUNCH
	

	12:45
	Review supervision checklist briefly

Practice questionnaire with supervision checklist in groups of 3--only for 20 min or so then give feedback, switch
	

	3:15
	Recap of day
	

	3:30
	Return to office
	


Interviewer Training, June 19th-20th, 23rd-24th
By the end of this training, each participant will have:

1. Knowledge on purpose and objective of the MCH survey

2. Complete understanding of the content of the questionnaires and how to use them

3. Skill in collecting and recording complete, consistent and accurate data

Thursday, June 19th
	9 am
	Introductions and welcome

Review of Schedule of Events for Training Introduction to the Project 

· Project Goals

· Project Methods
	

	9:30
	Role of Interviewer and Supervisor
	

	10:00
	Skit of questionnaire (Narrator can explain skip pattern and lisio)
	Paul (interviewer), Mena (woman), Anto (narrator)

	11:00
	BREAK
	

	11:15
	Review of Interviewing Principles 

Challenging questions: how to probe and reword questions
	

	12:15
	Lunch
	

	1:00
	Review tips for good interviewing
	

	1:15
	Practice with survey, supervisors practice using supervisor checklist
	

	3:15
	BREAK
	

	3:30
	Practice cleaning data from surveys
	

	5:15
	Recap of day
	


Friday, June 20th
	9 am
	Review previous day
	

	9:15
	Methodology: brief intro to random sampling, cluster sampling, and household selection
	

	10:45
	BREAK
	

	11:00
	Importance of informed consent and confidentiality 
	

	12:00
	Lunch
	

	1:00
	Interviewers/supervisors practice in pairs and give each other feedback
	

	3:00
	BREAK
	

	3:20
	Miscellaneous review session as needed
	

	3:45
	Prep for field exercise
	

	4:15
	Recap days events
	


Monday, June 23rd
	8am
	Meet at HAI office for transport to field exercise
	

	9-12ish
	Field Exercise
	

	1:00
	Lunch 
	

	2:00
	Groups clean data
	

	4:00
	BREAK
	

	4:15
	Recap of days events
	

	4:45
	Logistics for week
	


Supervisor Daily To Do Lists:

Before departing Dili:

· Receive supervisor kit

· Double check materials received

· Double check that all team member’s phone numbers are correct

· Review maps and assigned hamlets for your assigned sites

· Ask questions of Paul and Jennifer if anything is unclear

Arrival in district:

· Drop off letter of permission with DA offices

· Verify missing hamlet names if you need to

· Make sleeping arrangements

Morning/Pre-survey  to do:


· Check supplies for the day (pens, surveys, supervisor checklist, daily log, petrol, food, water)

· Look over map, confirm site for day

· Verify evening destination

In the field to do:

· Approach chefe for permission

· Identify center of community

· Supervise spin-the-bottle method—review household selection with team if required

· Appropriately carry out selection of first house (go to the edge of the community, dollar randomization)

· Alternate conducting the survey with interviewer

· Fill out supervisor checklist during one interview

· Supervise cleaning data

· Return to households if there is missing data

· Complete daily log

Evening/Post-survey:

· Verify plans for the next day’s site (including leave time) with the team

· Make arrangements for lunch and water for following day

· Check-in nightly with Paul when you have phone coverage
TR 2-17:  Quality Improvement Checklist

	Interviewer:
	
	
	Date:
	

	Supervisor:
	
	
	Community:
	


Observe and evaluate a minimum of one (1) interview conducted by each Interviewer in your Interview Team each day.  Use this form as you observe the Interviewers.  While you are observing, do not talk with the Interviewer being evaluated.  Completely fill in this form.  When the Interviewer is finished conducting the interview, review this form with the Interviewer in private.  Quickly discuss each point, pointing out both the Interviewer’s strong points and the areas where improvement is needed.  Remember:  The purpose of this form is to document the quality of the interviews, encourage the Interviewer to continue doing what she/he is doing correctly,  and to improve the Interviewers’ performance.

Interview start time:  ______________________

	DID THE INTERVIEWER. . .
	NO
	YES

	1.
	Select the household correctly?
	
	

	2.
	Select the respondent correctly?
	
	

	3.
	If the intended respondent was not at home, did the Interviewer use the proper protocol (e.g., find the respondent if less than ____ minutes away)?
	
	

	4.
	Introduce him/herself correctly?
	
	

	5.
	Read the consent statement at the beginning of the interview and get permission without coercion?
	
	

	6.
	Correctly record information on the cover page (such as interview date, name of community, mother’s/child’s name, mother’s/child’s age/date of birth, child’s sex)?
	
	

	7.
	Correctly calculate the child’s age in months from the DOB?                                                                                                            
	
	

	8.
	Use the events calendar properly, if it was needed?                                
	
	

	9.
	Speak clearly during the interview?
	
	

	10.
	Use culturally appropriate body language?  
	
	

	11.
	Have neutral facial expressions/body language (did not react positively or negatively to the respondent’s answers)?
	
	

	12.
	Refrain from asking leading questions that might have influenced the respondent’s answers?
	
	

	13.
	Read the questions exactly as they were written?
	
	

	14.
	Repeat the questions exactly as worded when the respondent gave a response that was not very clear?  Use probes when the response still was not very clear?                        
	
	

	15.
	Write legibly on the questionnaire?
	
	

	16.
	Follow the skip patterns correctly?
	
	

	17.
	Read responses aloud when he/she was supposed to?
	
	

	18.
	Prompt the mother for all answers (say “Anything else?”) for questions that allow multiple responses?
	
	

	19.
	Weigh/measure the child correctly?
	
	

	20.
	Thank the respondent for the time spent and involvement in the survey?                                                                                 
	
	

	On a scale of 1 (needs more training) to 10 (excellent), I rate the interviewer's performance during this interview as follows (circle one):

          1          2          3          4          5          6          7          8          9          10

         Needs                                                                                                                                         Excellent

   More Training                                                                                                                        


Interview end time:  ________         Approximate Duration of Interview:
  __________________ minutes

Other Comments/Plan of Action for Making Improvements:  _______________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

TR 2-18:  Checking for Errors in the Field

Supervisors do not have the opportunity to observe every interview conducted by their Interview Team.  However, they ARE responsible for reviewing every questionnaire for errors.  Supervisors should conduct these reviews while still in the field, so that any problems can be resolved immediately.  The Supervisor should write any changes or notes on the questionnaire using a colored pen or pencil.  Once a Supervisor has finished reviewing a completed questionnaire, the Supervisor should sign or initial the last page to show that the questionnaire was checked for quality. 
Checking the KPC Survey Questionnaire

The Supervisor should check each questionnaire immediately after completion for:  

· The child’s age, ensuring that the child has not completed 24 months

· Any blank/missing answers, ensuring that all questions are completed, unless they were skipped correctly  

· Improper coding of answers

· Legibility (whether the Supervisor can read what the Interviewer wrote)—an illegible answer gives as little information as no answer

· Incorrect skip patterns

· Boxes labeled “other” that were incorrectly checked

· Other responses that are outside the appropriate range or in some other way illogical

· Any contradictions; for example, the interviewer checked both “exclusive breastfeeding” and “other foods/liquids given”—doing both is impossible

Supervisors should also discuss all the errors with the Interviewer, if possible, before the Interviewer leaves the field, so the Interviewer can easily go back to respondents, if necessary, for missing information.  All errors should be seen as training opportunities.

TR 2-19:  Daily Interview Form

Name of Supervisor:  


Names of Interviewers:  


Date:  _____________________

Communities/Neighborhoods visited:  


Number of households visited:   _______________

Number of households visited without respondent:   _________

Number of households visited where respondent refused to participate:  _________

Number of interviews completed:  


Number of interviews observed by Supervisor:  


	Problems Encountered Today
	Solutions
	Assistance Needed

	
	
	


Unusual events or situations:  _________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________
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PHOTO/AUDIO/VIDEO RELEASE WAIVER

The waiver and photo/video release must be signed by all participants in the 

________________________________________________________________
(Event). 

Please read the following and make sure you understand all parts.

I, the Event Participant, _________________________________________, agree 
                                                                         (print full name)

to comply with the following guidelines:

This waiver authorizes Health Alliance International to use any and all photographs, filming, audiotaping or videotaping of the above-referenced Event Participant for posting to the web site or on printed materials. By signing this agreement, the Event Participant waives any rights or interests in any or all images.

I hereby give Health Alliance International permission to use my photograph, audio recording or video film taken in connection with the Event mentioned above, and to publish and/or display the same without incurring any debts or liabilities to me of any kind.

Signature: _____________________________________

Date: ____/____/____

