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Visit Checklist 
MTN-003D PTID: Visit Date: 

Initials Procedures 

Preparation 
Audio-recorder checked (power supply, extra batteries, etc.) 
Venue confirmed and participant reminded of visit date/time/location. 
Supplies gathered: pen and stationery for note-taking, consent form, IDI guide, refreshments (if 
applicable), reimbursement 

Participant Arrival, IC & Data Collection 
Greet participant and offer refreshments 
Confirm participant identity 
Confirm eligibility criteria: 
ELIGIBLE ⇒ CONTINUE. 
NOT ELIGIBLE ⇒ STOP.  Document in Participant Status Form (PSF) and participant file notes. 

Explain, conduct, and document informed consent process per site SOPs: 
Willing and able to provide written informed consent ⇒ CONTINUE, have participant sign ICF, 
collect signed form, and offer a copy for participant to take home. 
NOT willing and able to provide written informed consent ⇒ STOP, provide participant 
reimbursement and thank her for her time. Document in PSF and participant file notes. 

Administer Demographic Information Form (DEM) 
Review IDI ground rules:  
•No right or wrong answers 
•Use pseudonyms when providing responses 
•Information shared remains confidential 
•Cell phone off 

Administer the IDI guide 
Complete PSF 
Thank and reimburse the participant 

Post IDI (Immediately following IDI) 
Check audio recording to verify that the session was properly recorded. 

Comments: Initial and date all comments. 

  

  

  

  

  

  

 Step-by-step guide 
to visit procedures 

 Each line to be 
completed (or write 
“NA”) 

2 



Scheduling the Visit 

 Initial scheduling and reminder calls will 
be done in tandem with VOICE 
recruitment staff 
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 Who, when and how to schedule date and 
time to interview participants? 
 

 Reminder systems?  
 

 What if participant does not turn up?  

Scheduling the Visit 
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Preparation 

 Time confirmed with participant 
 Appropriate space for interview identified 

and reserved 
 Current versions of ICF, IDI guide, other 

tools (e.g. body map templates, study 
timeline, show card) and checklists 

 Audio-recorder charged, has batteries, 
and tested that day for functionality 
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Outline of Procedures 

 Informed consent 
 Demographic Information (DEM) form 
 Conduct IDI 
 Complete Participant Status Form (PSF) 
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IDI Procedures: the Beginning 
1. Greet participant 
2. Confirm identity 
 How will this be done?  

3. Confirm eligibility criteria 
 How will this be done?  

4. Explain, conduct and document written 
informed consent 
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Demographic Form (DEM) 

 Interviewer-administered prior to IDI 
 Available in English and local language 
 30 questions:  
 Some new information  
 Some verbatim to VOICE CRF data to 

record updates/ changes since VOICE data 
captured 
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DEM Form 

 CRF: 
 Complete all header and footer items: PTID, 

date, initials and date 
 Follow GCP in completing each question 

and making corrections (initial and date) 
 Use blue or black ink 
 Question guide on the reverse side 
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IDI Procedures: the Middle 
 Interview will follow guide 
 Primary research questions numbered 
 Probes bulleted  
 Notes to be taken in right-hand column of 

guide and on separate sheets of paper 
 Separate sheets must be labeled with 

PTID, date and staff initials 
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 The guide is a guide, not a script. 
Interview should flow naturally and flexibly 
 Acceptable to jump around 
 Acceptable to probe on spontaneous, 

relevant issues 
 Acceptable to rephrase probes 

 However… 
 Ensure primary research questions are 

addressed 

IDI Procedures: the Middle 
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Social Harms Form 
 Social harms related or unrelated to 

VOICE and/or MTN-003D may be 
mentioned during interview 
 Kaila will cover how to handle this 
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 Complete Participant Status Form (PSF) 
 

 
 

IDI Procedures: the End 
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PSFs for Those Not Enrolled 
 A PSF should be completed for all those 

randomly preselected to be part of MTN-
003D 
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Example 1: Did Not Give PTC 
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Example 2: “No Show” 
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Post-Interview Procedures 

1. Interviewers and note-takers: expand notes 
2. Review CRFs for completeness and clarity 
3. Check recording and copy audio-file to hard-

drive  
4. Complete Debrief Report template, send to 

RTI 
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Debrief Report 

 Purpose: To provide a summary of the 
participant’s attitudes towards the key 
themes, participant mood, unique 
comments, and any other important 
information in REAL TIME 

 Will be discussed on study team calls and 
shared across sites. 
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Required Documentation 
 Documentation of eligibility  
 Documentation of ICF 
 Complete visit checklists 
 Interview notes, guides, materials (e.g. body map) 
 Expanded notes 
 Debrief Report 
 A record of all contacts, and attempted contacts, with 

the participant.  
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