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Section 1. Introduction

What is Respondent Driven Sampling?
Respondent-driven sampling (RDS), combines "snowball sampling" with a mathematical

model that weights the sample to compensate for the fact that the sample was collected in a
non-random way.

RDS represents an advance in sampling methodology because it resolves what had previously
been an intractable dilemma, a dilemma that is especially severe when sampling hard-to-
reach groups, that is, groups that are small relative to the general population, and for which
no exhaustive list of population members is available.

The dilemma is that if a study focuses only on the most accessible part of the target
population, standard probability sampling methods can be used but coverage of the target
population is limited. For example, drug injectors can be sampled from needle exchanges and
from the streets on which drugs are sold, but this approach misses many women, youth, and
those who only recently started injecting. Therefore, a statistically representative sample is
drawn of an unrepresentative part of the target population, so conclusions cannot be validly
made about the entirety of the target population.

The other horn of the dilemma arises if priority is placed on coverage rather than statistical
validity. Network-based methods can provide comprehensive coverage of the target
population. They start with a set of initial respondents, who refer their peers; these in turn
refer their peers, and so on, as the sample expands from wave to wave. Based on the principle
of “six degrees of separation,” this approach could potentially reach any member of a
population in only six waves, so total coverage is possible, at least theoretically. However,

this approach is prey to a host of biases. For example, most people recruit those whom they
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resemble in race, ethnicity, education, income, and religion. Well-connected individuals tend
to be over-sampled because many recruitment paths lead to them, so the peer recruitment
upon which network-based sampling is based is anything but random.

Due to this dilemma, researchers had to choose between a statistically valid sample of the
most accessible part of the target population, and a statistically invalid sample of broader
coverage. This dilemma was widely assumed to be impossible to resolve. Standard statistical
sampling texts describe network-based sampling methods, also known as chain-referral and
snowball sampling, as afflicted by biases of unknown size and unknown direction, so any
inferences made based upon data from such a sample would be nothing more than mere
"subjective evaluation."

The situation changed with the advent of respondent-driven sampling (RDS), a sampling
method that overcomes this dilemma by showing that the breadth of coverage of network-
based methods can be combined with the statistical validity of standard probability sampling
methods. This makes it possible for the first time to draw statistically valid samples of
previously unreachable groups. In essence, respondents recruit their peers, as in network-
based samples, and researchers keep track of who recruited whom and their numbers of social
contacts. A mathematical model of the recruitment process then weights the sample to
compensate for non-random recruitment patterns. This model is based on a synthesis and
extension of two areas of mathematics, Markov chain theory and biased network theory,
which were not a part of the standard tool kit of mathematical sampling theory. The resulting
statistical theory, termed RDS, enables researchers to provide both unbiased population
estimates and measures of the precision of those estimates. This extends the realm within
which statistically valid samples can be drawn, to include many groups of importance to
public health, public policy, and arts and culture.

RDS uses the referral system from normal snowball samples, but removes the researcher
from the sampling procedure after seeds have been identified. This procedure increases
efficiency while at the same time producing better data. First the researcher must identify a
networked population of interest.

RDS was developed by Douglas Heckathorn less than a decade ago, in 1997, as part of a
National Institute on Drug Abuse-funded HIV-prevention research project targeting drug
injectors in several Connecticut cities.

A recently published paper shows that using both analytic methods and simulations, that
when applied in a way that fits the statistical theory on which RDS is based, produces

estimates that are "asymptotically unbiased." This means that bias is only on the order of one
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divided by the sample size, so the sampling method is unbiased for samples of meaningful
size. It also improves the means for controlling for the effects of differences in network sizes.

In the following paragraphs we reviewed some terminologies of RDS:

Waves, Incentives
Based on the above explanation, in order to estimate the prevalence of HIV in e.g. sex-

workers, you have to find a few seeds, say 7 to 10 sex-workers from among those who are
well-connected with others. Then you ask the seeds (or index cases) to introduce a fixed
number of 2-3 sex-workers from their social networks. Using this strategy, you will recruit
new waves of participants in your survey.

According to the aforementioned points, RDS depends on the recruitment chain. Therefore,
you should use an appropriate strategy to encourage subjects to follow the rules and to
introduce some members from their networks. For that reason, primary and secondary
incentives are given to those who participate in RDS and to those who recruit others,
respectively. The amount of these incentives depends on the economic situation of subjects.
While, very low incentives do not encourage sex-workers to actively participate; very high
incentives have their own limitations. They do not only increase the total cost of the survey, a
high incentive may persuade subjects to participate and respond the questions inaccurately

just to receive the incentives.

Coupons and Coupon Managers
To enable an accurate analysis and also to give secondary incentives, it is essential to monitor

the recruitment chains accurately. In other words, you have to know who recruited whom.
For this purpose each participant receives a few coupons in RDSs, say 2-3, to pass to other
recruited people by this certain subject. The Respondent Driven Sampling Coupon Manager
is a key person who provides a convenient way to keep track of coupon numbers and
respondent compensation. In addition each coupon has its unique code that links participants
to those who have introduced them in the study. Special statistical software for the analysis of
RDS uses these codes to track the recruitment chains.

However, it is clear that the seeds are not selected randomly, and also they recruit some
members from their networks not in a random way. Therefore, we cannot simply extrapolate
the results of RDS even after weighting. In other words, it is hard to believe that the data of a

group of sex-workers in an RDS is representative of all sex-workers in the whole population.
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Equilibrium
Hopefully, again some advance statistical theories help us to extrapolate the findings of RDS.

Based on the Markov chain theory, although the recruitment of subjects is not random in the
beginning, its findings can be generalized when it reaches equilibrium. Now, for sure, you
will ask: “what is equilibrium?”’

After a few waves of recruitment, the point estimations of the main variables of interest
become stable. For example, let us suppose that you are interested in the frequency of
condom use in the last sexual intercourse among sex-workers. The statistical estimate of this
frequency varies a lot at the beginning of the study; in other words, the frequencies of
condom use reported by seeds and the first, the second and even the third waves of
participants entering the survey are different. However, the estimate of the frequency
gradually reaches a constant number in the next waves. This implies that the sample
compositions should reach equilibrium or should stabilize as the recruitment process
unfolds—irrespective of the characteristics of the initial sample.

Homophily

Another issue in RDS is homophily; the tendency toward in-group recruitment is homophily,
while the tendency toward out-group recruitment is heterophily. For example, homophily
increases when HIV positive sex-workers recruit mostly positive ones. For instance,
supposed that 50% of participants introduced by HIV-positive sex-workers were also HIV-
positive and only 10% of participants introduced by HIV- sex-workers were HIV-positive,
you have strong homophily. Ignoring the level of homophily will also distort your findings.
Hopefully, if you use an appropriate statistical analysis, you can adjust your findings based

on the level of homophily.

Section 2. Preparations, Setting Up Operations

A. Management of the Interview Site
1. Location of the interview site

The interview site should be located in an area that is safe for and convenient to
participants.

2. Interview site setup
The interview site should have several useful rooms. There should be a room at
the entryway, where the screener/coupon manager will sit. A waiting room and a

small kitchen area for making tea or coffee also should be near the entryway.
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There should be at least four private rooms for conducting interviews, taking
blood spots, and conducting pre- and posttest counseling. The facility also must
have a toilet.
This interview site should be discreet and not attract undue community concern.
The interview site also should be accessible (easy to find and affordable to get to),
quiet and private (to ensure participants’ confidentiality and to limit distractions),
and spacious enough so that biological specimens and completed questionnaires
can be kept secure and out of the sight of participants and others who are not staff
members. The interview site should have enough private rooms so that each
interviewer can conduct interviews confidentially. The interview site should have
ample space so that participants can comfortably wait to be interviewed.
RDS staff members must ensure that study participants’ experiences at the
interview site are as pleasant as possible so that participants will feel comfortable
about encouraging their peers to participate in the study. RDS staff members also
must be prepared to serve refreshments to participants and to make every effort to
ensure that participants feel welcome.

3. Hours of operation
To keep a consistent schedule to avoid any confusion or missed opportunities for
enrolling eligible participants, staff members should always open and close the
interview site at specified times. During lunch breaks or any other breaks, staff
members should close the interview site and not conduct any interviews. A certain
number of interviews should be scheduled, so that the interviewers are not
overwhelmed. Hours of operation should be clearly displayed on the interview site
door in case potential participants show up after the site is closed. On some
occasions, participants may arrive just before closing. RDS staff members must
decide whether they will allow for latecomers or send them away; however, if
latecomers are sent away, they may not return. If recruitment is slow, site staff
members should make allowances for latecomers.

4. Materials for the interview site
The following items should be readily available in the interview site:
Survey materials — Paper copies of the survey (including the eligibility screener,
network questions, and the core questionnaire), test kits and other paraphernalia

(if taking biological specimens), coupons, consent forms or scripts, recruiter

79



Respondent Driven Sampling SAMPLING METHODS FOR POPULATION AT INCREASED RISK OF HIV

training script, interviewer guide, response flashcards (if needed), incentives,
appointment book, and calendar
Program management/quality assurance — Coupon tracking forms, security
incident forms, and receipt book
Office supplies — File cabinets or cases, paper (regular and stock), pens, pencils,
stapler with staples, scissors, masking tape, paper cutter, binders, folders, hanging
folders, envelopes, stamps, chairs (for staff members, interviewees, and others
who are waiting), stamp or embosser for coupons, and refreshments
Equipment needs — Computers, Internet access for networking multiple sites,
printer, printer cartridges, diskettes, telephone/fax machine, and answering
machine
Risk reduction materials — Condoms, lubricants, bleach kits, hygiene kits, safer
sex and injection pamphlets, HIV/AIDS and hepatitis pamphlets, and referral
information for drug treatment and HIV testing
Posters and signs
Cleaning supplies

5. Developing marketing materials and logos

Sites can create marketing materials and logos for project identification.

B. Monitoring Recruitment and Data Collection
Successful RDS recruitment and quality data collection are essential if staff

members are using the data to make estimates about the population. Therefore, the

supervisor should closely monitor these activities on a weekly basis, as part of

his/her primary responsibilities. The following are recommended monitoring

procedures for the supervisor:

Daily basis — During the day-to-day operations of the survey, it is important for

the supervisor to be aware of the following:

e The number of individuals who refuse to participate in the interview

e The number of participants who are found to be ineligible for the interview

e The number of participants completing the interview who refuse to become
recruiters

If large numbers of individuals are refusing the interview, the supervisor should

assess how screeners are administering study information and the consent form. If

an unusually large number of individuals are determined to be ineligible, the
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supervisor should assess how the screener is checking eligibility, to ensure that it
is being determined correctly. Additionally, if a large number of participants
completing the interview refuse to become recruiters, the supervisor should assess
how the coupon manager is providing recruiter training.

Weekly basis — The supervisor should hold a weekly meeting with all interview
site staff members. This meeting is an important opportunity to debrief any
common problems encountered during the week and discuss solutions to those

problems. It is also used to discuss what has been going well during the week.

C. Appointment Vouchers
An appointment voucher provides an appointment date and time to walk-ins who

cannot be accommodated.
All appointment vouchers should contain the information described below:
Front of voucher (Figure 1 below)
1. Unique identification number
2. Name of the project (an outwardly stigmatizing name, such as “AIDS
Prevention for Injecting Drug Users,” should not be used)
3. Screening/interview appointment date and time at the interview site
(project staff will write this information in the space provided)
4. Address of the field site
5. Phone number (preferably a toll-free number)
6. Statement that the referral card will expire 1 week from the date of the

appointment
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Figure 1. Front of Appointment Voucher

2

/'01.1.2.0.0.0.0 o
1 Survey
Appointment Voucher
You have an appeointment at o fe— 4
Time Date . 3

Tel: X0o0-XXX-XXXX

L

This card will no longer be valid on . 8

5/

Back of voucher

1. Map to the interview location

2. Information about the study
The physical appearance of the appointment voucher should differ from that of the
coupons used to recruit participants. The following are recommendations for the
physical appearance of the appointment voucher:
The appointment vouchers should be printed on paper that is a different color
from that used for the coupons.
The referral cards should be cut to a size that is a little larger or smaller than the
coupons.

D. Recruitment Coupons

Coupons are used for recruitment. Each participant will receive three, two, or one
coupon, depending on which coupon reduction mechanism is used. Coupons must
be easy to track and difficult to reproduce by members of the target population.
Each coupon must contain a unique identification number so that it can be used to
easily link recruiters with recruits. Coupons should appear to have some value;
therefore they should be carefully developed and have a pleasant appearance.
The coupon for this project has two parts that can be easily separated. One part of
the coupon serves as the “referral coupon,” which the recruiter will use when
recruiting a peer into the study. The other part of the coupon serves as the
“payment coupon,” which the recruiter will keep in order to claim an incentive for
having recruited a peer into the study. Both parts of the same coupon have the
unique identification number of the recruit printed on them.
All referral coupons should contain the information described below:

Front of referral coupon (Figure 2 below)
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A o

Back of referral coupon (Figure 3. below)
I.

2
3.
4

Unique identification number

Name of the project

Phone number (preferably a toll-free number)

Hours and days of the interview site operation

Address of the interview site

Expiration date of the coupon (project staff will write this information in

the space provided) (e.g., some projects may need to adjust this timeframe

according to their recruitment experience)

Project logo

Figure 2. Front of Referral Coupon

2

7

/

Survey

(D¢

Lt Loy

Referral coupon

Address:

Telephone:

i

i

(You can call to make an appeintment in advance.)

yDnumber: LT T T T T T T |

1 Opening hours: Tuesdav—Sunday

From 9:00 AM to 5:00 PM

Expiration date:

Name of the project

Incentive amount

Conditions under which the coupon will not be accepted

The back of the coupon can also include space for project staff to write

coding (such as the interviewer ID) and a map showing the location of the

field site; however, this information is optional.
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Figure 3. Back of Referral Coupon

1

Survey ”

For Your Health and Safety

Comewith this coupon and, if eligible for partici

receive the following benefits:

- Anincentive of rcompleting the interview
Free, voluntary/confidential HIV counseling and testing (if
requested)

This coupon will not be accepted in the following conditions:

- Theproject has reached the target sample size. —

- This coupen is torn up, tampered with, or unreadable.

- Thecoupon holderhas already been interviewed with the same
colorcoupon.

Front of Payment Coupon (Figure 4 below)

1.

2
3.
4
5

Name of the project

Incentive for recruiting peers into the study (secondary incentive)

Unique identification number

The address and telephone number for the secondary incentive payment
Expiration date of the coupon (project staff will write this information in
the space provided) (1 week beyond the expiration date on the referral
coupon)

Figure 4. Front of Payment Coupon
1

Survey/

Payment coupon /
Addrass:

Telephone:
(vou can callto make an appeintment in advance.)
You will receive a phone card for each recruitee you refer and enrcll
inthe study (up to 3 recruits).

_.—/"—‘_F'—'_‘r
o —[IDnumber: CT_T T T T T T 1

Please call us in advance and present this coupon for payment.
Expiration forredeeming secondaryincentive: PR S 1

Back of Payment Coupon (Figure 5. below)

1.
2.
3.

Name of the project
Conditions under which the coupon will not be accepted

Circumstances under which the recruiter will receive the incentive
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E.

Figure .5 Back of Payment Coupon
1

-
Survey
This coupon willnot be accepted in the following conditions:  e——

- Theproject has reached the target sample size.
«  This coupon is torn up, tamperad with, or unreadable.

You will receive vour incentive if each personvou recruited: I 3
+ iseligible forthe study

- hasnot already beeninterviewed with same color coupon
+  has completedthe behavioral questiocnnaire
- hastaken the saliva test

Flease come to our project. We care for vou.

Developing a Coupon Tracking System

Each project site should develop a filing and accounting system to track its
coupons.

Tracking coupons distributed

Survey interview sites should keep track of the number of new coupons given out
to new recruiters every week. The total number of coupons distributed per week
should be recorded in the coupon tracking form. The following are
recommendations for tracking the number of coupons distributed:

Coupon distribution should follow the sequence of the coded numbers.

A weekly log should be developed to record the coded numbers of each coupon
given to a recruiter.

The total number of coupons distributed for the week should be tallied and
recorded on the recruitment monitoring form.

Tracking coupons returned

Interview sites also should keep track of the number of coupons that have been
redeemed by participants at interview site locations, including coupons that have
expired and coupons from participants who are found to be ineligible. The total
number of coupons returned by participants should be recorded in the coupon
tracking form. The following are recommendations for tracking the number of
coupons returned:

An envelope or file folder should be used to store all ineligible coupons during the
week.

Eligible coupons should be stapled to the consent form.

The dates for each week of data collection should be marked on the

envelope/folder.
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When a participant returns/redeems a coupon, the coupon should be marked as
VOID or USED. Then the coupon should be placed into the envelope/folder
corresponding to the current week (or stapled onto the questionnaire, if
necessary).
At the end of each week, the number of coupons that are in the week’s envelope
or folder should be counted. This is the number of coupons that have been
returned.
F. Scheduling Appointments

This guidance refers to scheduling appointments for screening and interviewing
participants.

1. Developing an appointment scheduling system
The supervisor should develop an appointment scheduling system conducive to
the setting and participant flow of the interview site. Appointments should be
scheduled with participants at the interview site.
The supervisor should use discretion in determining the best appointment
scheduling procedure for the interview site. Scheduling appointments will allow
the staff members to better control participant flow in and out of the interview site
and may reduce crowding and loitering. However, interview sites also should
allow flexibility for accommodating participants who are walk-ins.

2. General scheduling procedures
Site staff members should consider the following guidelines when scheduling
appointments:
Project staff must be professional, patient, and friendly with participants. For the
participant, this is the first step of the interview process; therefore it is important
for the staff member to set a positive tone during this interaction.
When scheduling appointments, the staff member should allot approximately 10
minutes of the screener’s time for each screening session and approximately 45
minutes for each interview session. These time periods may be adjusted according
to each interview site’s experience.
When scheduling an appointment, the staff member should ask the participant for
the coded number and the expiration date on his/her coupon (and activation date,
if used). BEFORE scheduling the appointment, the staff member also should
verify (1) that the participant has a coupon and (2) that the participant’s coupon is

valid. If the participant does not have a coupon or the coupon is not valid, the staff
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member should not schedule an appointment. If the participant says that he/she
does not have his/her coupon readily available, the staff member should ask the
participant to call back or return with his/her coupon information.
The staff member should inform the participant that he/she will first be screened
for eligibility and, if found to be eligible for participation in the study, will be
given an incentive only AFTER he/she participates in the interview. The
participant also should be informed that if he/she is not found to be eligible,
he/she will not be given an incentive payment.
The participant should be reminded to bring his/her coupon to the appointment.

3. Phone inquiries
In addition to the above guidelines, staff members should use the following
guidelines for participants who call to schedule an appointment or inquire about
the project:
Staff members should do everything possible to ensure that information provided
by the participant over the telephone is kept confidential and private. Any project
staff member who answers the project telephone line should make sure that the
conversation cannot be overheard by other participants or visitors in the interview
site. Study staff members must use caution so that other participants in close
proximity cannot hear any part of a phone conversation.
Each site should develop guidance and scripts (in italics below) for providing
information about the project over the telephone.

G. Safety Guidelines

I. Introduction
The objective of these guidelines is to provide a general overview of safety issues.
Each interview site should develop local safety procedures and train field staff on
those procedures. It is important for staff members to avoid trouble through
common sense and advance planning. Staff members must be alert to their own
safety and to that of their coworkers at all times. By adopting the
recommendations in these guidelines, staff members will be able to effectively
recruit and interview participants while still maintaining their personal safety.

2. Plan ahead
Each site should have an emergency action plan. Staff members should know

what they are going to do ahead of time in case things suddenly go very wrong.
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They should know whom to contact in case of emergency. They also should
always know the location of all exits from any point in the interview site.
Each site should consider developing a code word to indicate that a coworker
needs assistance. Staff members might use something like the phrase “bring the
red folder.” For example, a staff member who is uncomfortable interviewing a
participant alone or needs help with an uncooperative participant can ask a
coworker to “bring the red folder,” indicating that he/she needs assistance.

3. Be alert
Staff members should be aware of their surroundings. If a threatening situation
arises, staff members should remove themselves from the location immediately.
They should leave quickly, but do so carefully and with a “cool head.”
Staff members should approach every potential respondent as though he/she is
welcoming, but they should be cautious if there are concerns about an individual.

4. Safeguard computers and other equipment
Computers should be stored out of view in a locked, secure place when they are
not being used.
Data should be downloaded from the computers to the central database at the end
of each day (or at the end of each morning and afternoon). This will minimize data
loss if a computer is lost or stolen.

5. Use common sense
The amount of cash available in the interview site (including participant
incentives) should be limited.
Staff members should avoid wearing or carrying articles that look valuable.
Jewelry, expensive watches, and purses may invite theft.
Staff members should not leave any valuables or project materials in a car
unsecured or in view.

6. End the interview at any point if the participant or the environment becomes a
threat
Aggressive or threatening individuals — If a staff member is directly confronted
by an individual, he/she should employ the following verbal de-escalation
techniques:

e Use positioning to create extra space and ensure that the individual is at an

angle
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e Do not smile

e Let the individual vent

e Listen to and acknowledge the individual’s concerns

e Avoid becoming defensive

e Use a lower voice, tone, and tempo

e Respond to valid complaints
Sexual harassment — If a respondent is sexually coming on to or harassing a staff
member, the staff member has the right to terminate the interview. If the staff
member feels that the respondent is behaving inappropriately, the staff member
should first remind the respondent that he/she is only there to interview the
respondent and is not interested in any sexual offers. If the respondent continues,
the staff member should state that the interview is going to be terminated if the
respondent cannot stay focused on the questions. If this does not work, the staff
member should terminate the interview.
Drunk, high, or drowsy respondents — Respondents may be unable to complete
the interview or give accurate responses for a variety of reasons. If they have had
little sleep or have recently used alcohol or drugs, they may be unable to give
coherent answers to questions, nod off, or appear to be very drowsy during the
interview. If the staff member has begun the interview and the participant is no
longer giving coherent answers, the staff member should stop the interview, thank
the respondent for his/her time, and enter a description of what happened in the
interviewer comments.
Develop field incident reporting procedures
Staff members should set up local safety guidelines and procedures for incident
reporting prior to starting work at the field site.
In the event that an incident occurs, staff members should take the following
steps:
Notify the supervisor immediately

Complete a field incident report and submit it to the supervisor

Section 3. RDS Procedures

A.

RDS Procedures: Overview
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This section assumes that projects will use pen and paper or their own
computerized management of coupons. All methods for managing the coupons
will be referred to as the coupon manager system.
The screener is responsible for screening all potential participants. Screening
includes assessing eligibility, obtaining consent, explaining the study procedures,
and collecting the referral coupon. The site should designate a coupon manager to
be responsible for the distribution and management of coupons. Coupon
documentation should be kept in one place or station, near the site’s entryway.
B. RDS Procedures: Interview Process

While managing coupons and operating the coupon tracking form, staff members
should follow these security measures:
New, unused coupons should be stored in a locked file cabinet or drawer.
Each used, voided, and expired/invalid coupon should be filed by the week it was
returned and stored in a locked cabinet or drawer.
The coupon list should never be visible to participants.
The screener should greet the participant and do the following:
Ask the participant whether he/she has an appointment. If the participant is a
walk-in, then the screener should assess whether an interviewer is available.
Ask the participant to present his/her coupon.
The participant CANNOT be interviewed if he/she does not present a coupon.
If the participant does not appear alert or capable of completing the screening and
interview session, the participant should not be “checked in.” Rather, the screener
or supervisor should try to reschedule the participant’s appointment for another
day. The screener should use judgment in how to handle this situation carefully
with the participant.
Note: If the participant is recognized as a previous respondent (even if the
participant has a valid coupon), the screener should not “check in” the participant.
a. Validate the participant’s coupon
If applicable, the screener should check the activation date on the coupon. If the
coupon has not yet become active, the screener should

e return the coupon to the participant,

e ask the participant to return on or make an appointment for the date when

the coupon becomes active.
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The screener should check the expiration date on the coupon. If the coupon has
expired, the screener should

e NOT return the coupon to the participant after this point,

e mark the coupon VOID and file the expired coupon in the weekly file,

e explain to the participant that his/her coupon has expired.
Note: An appointment voucher can ONLY be validated by checking the
appointment date written on the card against the expiration timeframe (e.g., 1
week). The appointment card cannot be validated by searching for the number in
the coupon tracking form. This is because the appointment card was given to the
seed through outreach or a key informant; therefore the appointment card is not
linked to the coupon number of a peer recruiter and is not located within the
coupon tracking form.
If the participant’s coupon is INVALID, the screener should

e NOT return the coupon to the participant,

e mark the coupon VOID and file the invalid coupon in the weekly file,

e explain to the participant that his/her coupon is no longer valid.
If the participant’s coupon is VALID, the screener should

e record the coupon number for the participant in the coupon tracking form.
b. Screen for eligibility
After validating the coupon, the screener will screen the participant for eligibility.
If the participant is NOT eligible, the screener will

o tell the participant that he/she is not eligible for the survey and end the

interview session,
e note that the participant is ineligible in the coupon tracking form and void
the coupon number,

e escort the participant to the exit.

c. Obtain consent
If the participant is eligible, the screener will read the consent script. If the
participant chooses NOT to participate in the survey and/or is unable to complete
the consent process, the screener should

e mark the appropriate box on the consent form,

e end the interview session,
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e note that the participant refuses consent in the coupon tracking form and
void the coupon number,
e escort the participant to the exit.
d. Escort participant to interviewer
If the participant chooses to continue with the survey, the screener should
¢ introduce the participant to the interviewer,
e provide the questionnaire with the coupon number to the interviewer.
If the interviewer knows the participant, the interviewer should assign a different
interviewer to the participant.
2. Conduct interview session
The interviewer is responsible for the survey activities.
The survey is considered to be complete after the interviewer has finished
administering the network questions and the participant has completed the entire
behavioral questionnaire. If the participant does NOT and/or is UNABLE to
complete any part of the questionnaire, the interviewer should
e end the interview session,
e bring BOTH the participant AND the participant’s questionnaire back to
the screener or to the supervisor.
If the participant completes the survey, the interviewer should escort the
participant to the laboratory technician for a dried blood spot sample.
3. Take a blood spot
If the participant chooses NOT to provide a blood spot, the laboratory technician
should
e end the interview session,
¢ bring the participant to the screener or supervisor.
If the participant provides a blood spot, the laboratory technician should ask the
participant if he/she would like to receive the test results:
If the participant says “yes,” then the technician must escort him/her to the VCT
counselor before taking blood a blood spot.
If the participant says “no,” then the technician may take a blood spot.

4. Explain the recruitment process and distribute recruitment coupons
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If the participant chooses NOT to be a recruiter, the coupon manager should
provide the primary incentive to the participant and have the participant leaves the
premises.
If the participant chooses to be a recruiter, the coupon manager should explain the
recruitment process and provide the participant with three, two, or one coupon.
Primary incentive payments should only be disbursed by the coupon manager.
5. Complete participant’s record and enter recruiter information using the coupon
tracking form
The screener is responsible for the activities in the following sections.
a. Complete participant’s record
The screener should complete the participant’s record if the interview session
ended because the participant (1) was ineligible for the survey or (2) DID NOT
consent to the survey.
Note: If the interview session ended because the participant was incapable of
completing the eligibility screening or giving consent (e.g., the participant
appeared to be drunk, high, or drowsy), the screener SHOULD NOT schedule
a new appointment for the participant. Neither the participant nor the recruiter
will receive an incentive or reward. The coupon should be voided and placed
in the “voided coupons” folder.
If the participant completed the survey, but DID NOT agree to be a recruiter, the
screener should
e pay the participant the incentive for the interview,
e mark the coupon USED and file the used coupon in the weekly file.
If the participant completed the survey AND AGREED to be a recruiter, the
screener should
e enter the participant’s (now new recruiter’s) information into the coupon
tracking form;
e pay the participant (new recruiter) the incentive for the interview;
e give the participant (new recruiter) three, two, or one new coupon,
depending on the wave;
e mark the coupon USED and file the used coupon in the weekly file.
b. Enter recruiter information

After the participant becomes a recruiter, the screener should
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select three (or two or one) blank coupons and record the identification numbers

onto the coupons,

record the coupon number into the coupon tracking form,

provide the coupons to the recruiter and explain the recruitment process.
Note: It is very important for the screener to pay careful attention when
entering/creating the unique identification number and then to double-check
the number. The smallest data entry error or typo can make disbursement of
recruiter incentives problematic.

6. Coupon numbering

The coupon numbering system described below uses the systematic coupon

numbering method. Depending on the number of seeds, the coupon numbering

system will start with a unique number provided to the seed. For example, in a

study with 9 seeds, the first two digits on each coupon will begin numbering with

1, the second coupon’s first two digits will be 2, and so on, up to 9.

For example, Seed 1 has the number 1.0.0.0.0.0.0
Seed 2 2.0.0.0.0.0.0

Seed 3 3.0.0.0.0.0.0

............. until Seed 10 9.0.0.0.0.0.0

Because most RDS studies only allow for recruiters to recruit up to three peers,
the numbers following the seeds’ numbers are 1, 2, or 3. For example, if seed
number 5 was interviewed and provided with three coupons, then the recruits for
seed number 05 would receive the following coupon identification numbers:
5.1.0.0.0.0.0, 5.2.0.0.0.0.0, or 5.3.0.0.0.0.0 (Figure 6). If a recruit with coupon
5.3.0.0.0.0.0 was interviewed, then he/she would receive coupons with the
identification numbers of 5.3.1.0.0.0.0, 5.3.2.0.0.0.0, or 5.3.3.0.0.0.0 (Note: the
dots used between the digits are for clarity in explaining the numbering system.
Do not use the dots when entering the coupon number into your database as
RDSAT will not read them correctly). This process occurs according to the
number of waves produced by each seed.

Figure 6. Example of Coupon Identification Numbers
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5.1.1.0.0.0.0

5100000 ——— . 5120000

S T——, 5.1.3.0000

5.2.1.0.0.0.0

5.0.0.0.0.0.0 5.2.0.0.0.0.0 é 5.2.2.0.0.0.0
5.2.3.0.0.0.0

> 5310000

5.3.0.0.0.0.0 > 5.3.2.0.0.00

T, 5.3.3.00.00

Coding the coupons in this manner makes it easier to manage the progress of the
seeds and to track which seeds are efficient recruiters and which seeds did not
recruit anyone. The coding is also helpful in keeping track of the number of waves
completed by each seed. The first two digits identify the seed, the second digit is
wave 1, the third digit is wave 2, and so on. For example, if someone with coupon
identification number 5.3.3.1.2.2.0 enters the study, it is easy to see that seed
number 05 has recruited five waves. This designation is especially useful if the
program wants to end recruitment for each seed at a certain wave.
Because the suggested coupon identification numbers are not preprinted, they
must be carefully recorded onto the coupon by the coupon manager. Having the
interviewers record the identification numbers onto the coupon could introduce
error (e.g., writing down the wrong coupon number). However, because the digits
following the two initial digits for the seed can only be 1, 2, or 3, the potential for
error is reduced. If a number beyond the first two digits is larger than three, it is
easy to detect and correct the mistake.
7. Disburse incentives and coupons

a. Paying participants for the interview
All participants will receive a primary incentive of (add your incentive amount
here) for completing the survey and providing a blood spot. Participants who
partially complete the survey will not receive the incentive.
Participants should not be paid an incentive in the following situations:

e A participant decides to leave before the screening session.

e A participant is screened and found to be ineligible for the survey.

e A participant does not complete the survey.

b. Disbursing coupons to new recruiters
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For participants who have agreed to be recruiters and who have received the
recruiter training, the coupon manager should follow these steps after completing
the RDS procedures.

Take the primary incentive (for completing the interview) out of the locked file or
drawer

Take three (or two or one) new coupons out of the current week’s envelope, which
should be kept in the locked file cabinet or drawer

Use the participant (no recruiter) unique identification number to derive the
correct identification numbers for the recruitment coupons

Enter the coded numbers on these coupons into the new recruiter’s record of the
coupon tracking form

Write the expiration date (and validation date, if used) on each coupon

Give the new recruiter the three (or two or one) coupons and the primary incentive
C. RDS Procedures: Recruiter Incentive Process

The coupon manager is responsible for the following activities.

The following guidance provides an overview of how the coupon tracking form
should be used when recruiters collect their secondary incentives (for recruiting
their peers into the study). More detailed instructions on how to use the RDS
coupon tracking form will be provided in separate instructions.

Recruiters will receive a secondary incentive of (put your incentive amount here)
for each of the three (or two or one) coupons that are redeemed by eligible
participants who complete the survey. The coupon tracking form will store and
provide information regarding whether a recruiter is eligible for payment and how
much the recruiter is owed; therefore the distribution of recruiter rewards should
be coordinated with the coupon manager.

The following should be considered when paying recruiter rewards:

Recruiters may call the field site to inquire whether or not their recruits have come
in and completed the eligibility screener and survey. It is important to tell
recruiters that they must appear at the interview site in person to collect their
secondary incentive(s).
Note: Appointments should be scheduled with recruiters for disbursing reward
payments.

The following security measures for disbursing the secondary incentives and

operating the coupon tracking form should be used:

96



SAMPLING METHODS FOR POPULATION AT INCREASED RISK OF HIV Respondent Driven Sampling

e Secondary incentives should be stored in a locked file cabinet or drawer.
e The screens of the coupon tracking form should never be visible to
participants.
e The coupon tracking form should never be left open and unattended.
e Only a few project staff members (two or three) should be trained to use
the coupon tracking form.
1. Verify the secondary incentive amount owed
In the recruiter’s open record, the coupon manager should view the payment status
next to each coupon given out.
For each coupon with the payment status of “PENDING,” the recruiter will
receive a secondary incentive of (put your incentive amount here) value.
2. Administer non-response questions
The coupon manager should administer the following non-response questions:
a. How many of the three (or two or one) coupons did you give out?
b. Has anyone refused the coupons?
The coupon manager should administer the non-response questions every time the
recruiter is paid his/her secondary incentive(s). The coupon manager should:
In other words, the recruiter’s total responses should be collected each time the
recruiter questions are administered. The coupon manager can help the recruiter
remember by telling him/her what has already been recorded.
3. Pay recruiter secondary incentive
The coupon manager should:
e Fill in the coupon tracking form, record payment of the secondary
incentive
e Retrieve the secondary incentive amount from the locked file or drawer
e Give the recruiter his/her secondary incentive
D. Monitoring Distribution of Coupons
Tracking coupons
The supervisor is responsible for monitoring participant recruitment and coupon
distribution, including how many coded coupons were redeemed by participants
and how many coded coupons are still outstanding.
Coupons Unpaid — the total number of coupons given that have yet to be

redeemed by participants
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Coupons Voided — the total number of coupons that have expired or are invalid

This information should be used to (1) estimate the number of participants who
still need to be recruited for the survey and (2) determine when to stop issuing
new coupons. This information also can be used for developing complete process

indicator reports.

Section 4. Seed Recruitment
A. Recruiting Seeds Overview

The total number of seeds to start with is eight. If the initial eight seeds do not
work out (i.e., the seeds do not recruit two or three other peers), then recruitment
of additional seeds may be necessary. Decisions about when to recruit more seeds
should be made in consultation with the RDS supervisor and based on a review of
the process indicator forms.
Seeds must meet all eligibility criteria, just like the other respondents. This
requirement should be made clear when recruiting seeds into the study so that they
are aware that they may not be enrolled in the project. However, careful seed
selection should result in few ineligible seeds.

B. Seed Characteristics
The protocol indicates that seeds should be “dynamic.” Below is some
information on what is meant by “dynamic.” An individual seed should be
someone who has the following main features:
Is connected to many other people — A good seed will know a lot of other
members of the target population.
Is trusted and well liked — People who are considered “opinion leaders” within
their circle of friends or associates will make effective seeds as they can persuade
others to participate in the study and to recruit others. A good seed is someone
whom other target population members or the broader target population
communities go to for information or advice.
Communicates well orally — Seeds should be able to express themselves clearly
with site staff members when engaged in an informal conversation; if they can,
they probably have the ability to explain the study to others.
People who are dynamic in a verbal sense (e.g., extroverted, talkative) but not

connected to others will not make good seeds. The best seeds are people who
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understand the project, support its goals and objectives, and can accurately and

enthusiastically persuade others to participate.

Section 5. Participants as Recruiters
A. Telling Participants about the Opportunity to be a Recruiter

When a participant completes the survey, the coupon manager should tell him/her
about how to recruit others; this will be done once the participant has agreed to be
a recruiter. The following key points should be made when a staff member talks
about the opportunity to be a recruiter:
It is completely voluntary. Participants do not have to be recruiters if they do not
want to, and they will still be paid for completing the survey.
It is important to the project. The success of the project relies on people recruiting
others, to get a large sample of participants across the area where you are
conducting RDS.
Participants have a chance to earn (put your secondary incentive amount here) per
person recruited, with a certain maximum number of people recruited, which
changes during the study. It is not guaranteed that he/she will earn  per
person recruited, but if he/she follows the site’s instructions for recruiting, it is
likely that he/she will.

B. Recruiter Training
Once a participant agrees to be a recruiter, the coupon manager should train
him/her on how to recruit others. Below is some information that the coupon
manager should tell the new recruiter as part of the training. The recruiter training
script is discussed later in in this section.
The script will need to be revised during the study period in conjunction with
pacing and ending the project to let recruiters know the current number of
coupons being given out or the fact that the project will stop giving them out
altogether, as well as when the last day of the project will be. In addition, scripts
should reflect local protocol regarding incentive payments for recruiters if a
participant does not complete the entire survey.
1. Recruiting Others
We are going to give you some coupons to give to other people you know who are
similar to you so that they can be in the study too. Like you did, they will have to

answer questions to determine if they are eligible for the study. They could be
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people you socialize with, work with, or know through other means. You should
give the coupon to someone you know, not a stranger. If you give the coupons to
people you know, you are more likely to get the incentive for recruiting other
people.

The following key points should be made in this part of the script:

e The recruiter should give the coupon to someone he/she knows, not a
stranger (RDS is based on networks, so the program wants people to
recruit others they know, not just anyone on the street).

e The recruiter should give the coupon to someone he/she knows and who
has similar behaviors.

2. Coupons

To be in the study, everyone has to have a coupon. Be sure to tell the people you
give a coupon to that they need to have the coupon with them when they call or
come in to make an appointment. The first thing we will do is check to see if their
coupon is valid.

The following key points should be made in this part of the script:

e Everyone has to have a coupon to be in the study.

e Potential participants need to make an appointment to get into the study.

0 The recruiter should tell the potential participant to have the
coupon when he/she calls or comes in to make an appointment.
Each coupon has a date when it expires, and after that date it cannot be used
anymore. So, you should tell people you give the coupon to that they need to call
or come in to make an appointment before the date written on the coupon. If you
lose a coupon or it gets stolen, it cannot be replaced.
The following key points should be made in this part of the script:
e Coupons are only good for 2 weeks (or the amount of time your study
requires), so recruiters should
O give out the coupons as soon as possible,
o0 tell the people they give the coupon to that they need to make an
appointment as soon as possible.
e Lost or stolen coupons will not be replaced.

3. Time commitment
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We will not conduct an interview with anyone who is under the influence of drugs
or alcohol. Be sure to tell the people you recruit to make an appointment for a day
and time when they can expect to be able to complete the whole survey process,
which takes about 45 minutes to 1 hour. People you give coupons to who
complete the survey will be given (put your incentive amount here), like you will
today.

The following key points should be made in this part of the script:

0 People who are not capable of completing the interview will not be
eligible. Therefore, it is in the best interest of the recruiter and the
participant that the participant does not come to the appointment drunk or
high (under the influence of drugs).

0 The whole process for the study takes about 45 minutes to 1 hour, so
participants should make an appointment when they have time.

0 Everyone who completes an interview at any time during the study will get

as an incentive.
4. Secondary incentives for recruiting
You will get a secondary incentive for recruiting people who are eligible and
complete an interview. You have a chance to recruit other people like you and get
paid for recruiting them; however, it is not guaranteed that you will get the
incentive for recruiting someone.
The key point to be made in this part of the script is that recruiters will get (put
your secondary incentive amount here) for each person whom they successfully
recruit; the incentive worth (put your secondary incentive amount here) is not
guaranteed just because they give someone a coupon.
At this point in our study, we are giving people three coupons (or two or one) to
use to recruit others. The number of coupons given out will change throughout the
study, so when you give the coupon to other people and they become part of the
study, they might get a different number of coupons than you did. The study is
time limited, so eventually no more coupons will be given out and no more
interviews will be conducted.
The following key points should be made in this part of the script:

1. The number of coupons that any recruiter may be given by the project will
vary during the study period. The project does not want the “word on the

street” to be that everyone can get incentive for recruiting because
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5.

6.

there may be reasons to vary incentive amounts during the study, and the
number of coupons will be reduced toward the end of the study.
2. Eventually, the study will end, and there will be no more opportunities for

doing the survey or recruiting others.

Recruiter questions

When you come in, we are also going to ask you about people who refused to take
a coupon from you. What we will want to know is why they refused.
The key point to be made in this part of the script is that the recruiter should
remember as best as he/she can about the people who refused coupons, and why.
You can call our office to see if the people you gave coupons to were eligible and
completed an interview, so that you can come in to get your secondary incentive.
We cannot tell you who came in or not, but we can tell you whether you can get a
reward. Since the person has until a certain time to come in for the interview (1
week from the time you are receiving these coupons), you will know that no
secondary incentive will be available to you before that date.
The following key points should be made in this part of the script:

e The recruiter can call the office to find out if he/she is due a secondary

incentive.

e The office cannot tell the recruiter who came in with a coupon.

Wrap-up

Do you have any questions?
Okay, remember, give the coupon to someone you know and who is like you.
Thanks for helping us!
The following key points should be made in this part of the script:
e Project staff members are available to answer any of the recruiter’s
questions.

e The project is thankful for the recruiter’s help.

Recruiter Training Script

Recruiting others

We are going to give you three coupons to give to other people you know who are
similar to you so that they can be in the study too. Like you did, they will have to
answer questions to determine if they are eligible for the study. You should give

the coupon to someone you know, not a stranger. If you give the coupons to
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people you know, and you know they are like you, you are more likely to get the
reward for recruiting other people.

2. Coupons
To be in the study, everyone has to have a coupon. Be sure to tell the people you
give a coupon to that they need to have the coupon with them when they call or
come in to make an appointment. The first thing we will do is check to see if their
coupon is valid. Each coupon has a date when it expires, and after that date it
cannot be used anymore. So, you should tell people you give the coupon to that
they need to call or come in to make an appointment before the date written on the
coupon. If you lose a coupon or it gets stolen, it cannot be replaced.

3. Time
We will not conduct an interview with anyone who is under the influence of drugs
or alcohol. Be sure to tell the people you recruit to make an appointment for a day
and time when they can expect to be able to complete the whole survey process,
which takes about 45 minutes to 1 hour. People you give coupons to who
complete the survey will be given | like you will today.

4. Secondary incentive
You will get a secondary incentive for recruiting people who are eligible and
complete an interview. You have a chance to recruit other people who are similar
to you and get paid for recruiting them; however, it is not guaranteed that you will
get (put your secondary incentive amount here) for recruiting someone.
You will not be paid for someone who is not eligible.
You may not recruit someone else using the same coupon or get another coupon if
the person you gave it to turns out to be ineligible.
You will not be paid for someone who does not complete an interview. If the
person does not complete the interview, the person will not be paid and you will
not be paid.
You will not be paid for someone who has already completed the interview.
At this point in our study, we are giving people three coupons to use to recruit
others. The number of coupons given out will change throughout the study, so
when you give the coupons to other people and they become part of the study,
they might get a different number of coupons than you did. The study is time
limited, so eventually no more coupons will be given out and no more interviews

will be conducted.
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5.

6.

Recruiter questions

When you come in, we are also going to ask you about people who refused to take
a coupon from you. What we will want to know is why they refused and some
other things about their characteristics (whether they are male or female).

You can call our office to see if the people you gave coupons to were eligible and
completed an interview, so that you can come in to get your reward. We cannot
tell you who came in or not, but we can tell you whether you can get a secondary

incentive.

Wrap-up

Do you have any questions?
Okay, remember, give the coupon to someone you know and who is similar to

you. Thanks for helping us!

Section 6. Managing the Project and the Data

A.

1.

2.

3.

Pacing Recruitment

Recruitment should be conducted at a pace so that everyone does not show up at
the same time. Recruitment pace should be controlled to

e maximize recruitment from all possible geographic locations,

e recruit participants from all possible networks,

e capture seasonal variations in participant activities,

e avoid crowding at the interview site,

e prevent the survey staff from being overwhelmed,

¢ maintain the safety of the staff and project materials.

Determine the number of interviews per day

The interview site location has established operating hours. Only a set number of
interviews should be conducted during those hours. Scheduling interviews, rather
than having all walk-in appointments, will help ensure that a steady pace of

Interviews is maintained.

Use expiration dates, consider activation dates

All coupons must have an expiration date, which is at least 1 week from the day
the coupon was distributed to the recruiter. This feature will allow staff members
to maintain more control over the number of outstanding coupons. Activation

dates can also be used to help pace recruitment.

Changes in coupon distribution
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The survey project will use a process that reduces the number of coupons as the
study progresses. At wave 3, the number of coupons for recruitment will be
reduced to two; at wave 5 and all subsequent waves, the number of coupons for
recruitment will be reduced to one. Any modifications or changes with regard to
coupon distribution, other than that mentioned above, must be discussed with the

supervisor.

B. Ending Recruitment

A minimum of 400 eligible participants will be interviewed at the interview site in
(put the site location here). Data collection for the survey project will end once the
sample size of 400 is reached.

Coupon distribution will need to be phased out prior to the end of the cycle. Other
projects’ experience with RDS has shown that for every three coupons distributed,
approximately two coupons are redeemed by eligible participants. This coupon
return rate should be kept in mind as coupons are distributed. Expiration dates
may need to be modified during the course of the study period (e.g., to shorten the
timeframe toward the end of the cycle). In addition, as the project reaches the end
of the study period, the number of coupons distributed to each recruiter will be
slowly reduced (e.g., from three to two, to one, to none). The reduction of
coupons, as well as coupon expiration date from the time the recruiter receives
his/her coupons, will ensure that the study ends smoothly.

There is no set formula or specific timeframe for successfully ending an RDS
project. It will depend on each interview site’s coupon return rate, the number of

waves of recruitment completed, and the duration of the study period.

Section 7. Staff Roles and Responsibilities
A. Screener

The screener reports directly to the RDS supervisor. The screener is usually the
first person with whom a potential participant will come in contact. The screener
is responsible for greeting and welcoming the participant and ensuring that he/she

feels comfortable at the interview site.
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1. Checking coupon validity

The screener will ask the potential participant for his/her coupon and will review
it for validity:

Is it an actual coupon for the assessment (i.e., is the color correct, has it been
tampered with, and can the coupon number be clearly seen)?

Has the expiration date passed?

Once the screener reviews the coupon and determines that it is valid, the screener
will keep the coupon. If the screener determines that the coupon is not valid,
he/she will tell the potential participant that it is not valid and will file the coupon
in a large manila envelope. (The screener should not give the coupon back to the
potential participant.)

2. Determining eligibility

The screener will use the eligibility criteria to determine whether the potential
participant is eligible to enroll in the assessment.

The screener will complete the eligibility form and ask the network question. The
screener should staple the participant’s coupon to the eligibility/network question
form.

3. Obtaining consent

In obtaining consent, the screener must read the entire consent form to the
potential participant. During the reading of the consent form, the screener should
stop to explain certain sections that the potential participant may not understand.
The screener should encourage the potential participant to ask questions if there is
something that he/she does not understand. Once the consent form has been
reviewed and is understood by the potential participant, he/she must sign and date
the consent form in the spaces available. The screener should remind the potential
participant that this assessment is anonymous, so he/she does not need to write
his/her real name. If the potential participant is unable to sign the consent form or
prefers not to sign it, then a witness can sign it on behalf of the potential
participant.

4. Screening questions

The eligibility criteria are intended to help include, not exclude, potential
participants. If staff members are unsure about the membership of a particular
person to the target population, they should consider asking some screening

questions.
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When asking the screening questions, staff members should know the correct
answer themselves.

Potential participants should only be eliminated if the screener is 100% sure that
they are not members of the target population; otherwise they should be let into
the study.

5. Non-eligibility and non-response forms

If the potential participant is not eligible or refuses to participate, the screener
should complete the non-eligibility form or the non-response form.

6. Checklist

Every participant is required to carry a checklist form with them throughout the
study process to ensure that they complete every step of the study. As the
participant completes each step of the study, a staff member will check the
appropriate box and sign the checklist form. The screener will fill in the
participant’s coupon number and the date. Then the screener will check off the
box showing that the participant has completed the eligibility verification and has
given consent for participation. Once the appropriate sections of the checklist are
completed, the screener will explain to the participant that he/she needs to carry
the checklist form with him/her and present it at the end of the assessment in order
to receive the primary incentive.

7. Preparing the questionnaire

The participant’s coupon number must be written in clear block letters on the
questionnaire, where it says “coupon number.” The screener is responsible for
ensuring that the correct coupon number is written on the questionnaire.

8. Making appointments

The screener is responsible for making appointments with potential respondents if
he/she thinks that there are already too many people waiting to be screened. In this
situation, the potential respondent will be asked to make an appointment to return
to the RDS interview site at a later date. The screener will maintain a daily
appointment form, which provides dates and hours during which potential
participants can show up for an appointment. The screener should assess whether
the individual had to travel a long distance to get to the RDS interview site, and if
so, an attempt should be made to accommodate that person. The screener or
supervisor can use an appointment voucher for making appointments.

9. Completing the screening
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The screener should ask the participant if he/she has any questions before
proceeding to the interview. Once the screener is confident that all questions and
concerns have been addressed, the participant is free to accompany the interviewer
to an interview room. The screener should ensure that the interviewer receives the
correct questionnaire with the participant’s accurate coupon number written on it.
B. Interviewer
The interviewer reports directly to the team supervisor. The interviewer will escort
the participant to a private interviewing area to conduct a face-to-face interview.
The interviewer should spend a little time chatting with the participant in an effort
to build rapport and to put the participant at ease. Once the interviewer feels that
the participant is comfortable, he/she can commence with the interview. The
interviewer is responsible for the following:
e Bringing the respondent to the interviewing area
¢ Building rapport with the respondent
e Conducting the interview in a nonjudgmental manner and ensuring that
respondents’ answers to questions are recorded immediately
e Ensuring that the accurate ID number and coupon number are on the
questionnaire
e Ensuring that the interview is private, no onlookers (except the supervisor)
are present at the interview room, and information remains confidential
e Reporting promptly to the supervisor and screener if the respondent is
unable to continue with the interview or when there are problems
¢ Carrying out any other activities as needed
Once the interviewer completes the interview, he/she will complete the checklist
form provided by the participant. After signing the appropriate section of the
checklist form, the interviewer returns it to the participant and escorts him/her to
the laboratory where he/she will give blood specimens to the laboratory
technician.
C. Coupon Manager—Primary Incentive
After the laboratory and clinical parts have been completed, the respondent will be
brought to the coupon manager. The coupon manager reports directly to the
supervisor. The coupon manager will collect and review the participant’s checklist

form to ensure that all of the previous steps in the assessment have been
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completed. If the participant has missed one of the previous assessment steps, then
the coupon manager should escort the participant back to the step he/she missed.
If the participant has completed each of the required steps, the coupon manager
will produce the coupons. At this point, the coupon manager will retain the
checklist form.
1. Producing the coupons
The coupon manager will produce the coupons for the participant by writing in the
correct coupon identification number and the expiration date on each of the
coupons to be provided to the participant.
The coupon manager will determine from the coupon identification numbers the
correct number of coupons to distribute to the participant, on the basis of the
participant’s wave:

e Three coupons from seed to wave 2

e Two coupons for waves 3 and 4

e One coupon for wave 5 and all subsequent waves
2. Explaining the recruitment process
The coupon manager will explain the recruitment process to the participant and
give the participant three, two, or one coupon, depending on the wave.
3. Paying out the primary incentive
The coupon manager will oversee the monetary incentive for the study. When a
participant completes all of the required steps in the study, the coupon manager
will pay him/her the primary incentive. The coupon manager is responsible for
recording the payment of the primary incentive in the logbook and ensuring that
there is an adequate supply of incentive money available for each assessment day.
4. Conducting an exit interview
The coupon manager will assess whether the participant had a positive or negative
experience during the survey process by asking, “How was your experience here
today?” The coupon manager will address any concerns or questions from the
participant. If the coupon manager is unable to respond to a complaint or question,
he/she will contact the supervisor, who will meet with the participant.

5. Giving out educational materials
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D.

E.

Before the participant departs, the coupon manager will give him/her some
educational materials. If the participant has any questions about the materials, the
coupon manager should be prepared to answer them.

6. Ending the assessment process

Once all of the above tasks are completed, the coupon manager will thank the
participant and escort him/her out of the interview site. The coupon manager will

complete and file the checklist form and fill in the coupon tracking logbook.

Coupon Manager—Secondary Incentive

The coupon manager is also responsible for paying participants, known as
recruiters, for recruiting their peers into the assessment.

1. Paying out the secondary incentive

The coupon manager should pay out the secondary incentive to the recruiter only:
Friends or family of the recruiter may come to the RDS interview site on behalf of
the recruiter to try to collect the secondary incentive. The recruiter must present
the payment coupon to receive a secondary incentive. The coupon manager will
verify and file the payment coupon.

Scenarios for which the recruiter will not receive any incentive:

The expiration date on the recruitment coupons issued to the participant has
passed, and none of the coupons have yet been redeemed by an eligible
respondent who actually participated in the assessment. (At this point, the coupon
manager should take the payment coupon from the recruiter.)

The recruiter has no incentive coupon.

The coupon appears to be fake. (The coupon manager should take the coupon
from the recruiter.)

2. Non-response questionnaire

The coupon manager will complete the non-response questionnaire if the recruiter
reports that one or more of the people he/she tried to recruit did not accept a
coupon.

3. Ending the secondary incentive process

Once the recruiter completes the non-response questionnaire, the coupon manager
will pay out the secondary incentive. The coupon manager will escort the recruiter

out of the RDS interview site.

Supervisor
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The team supervisor reports to the medical research center. The RDS supervisor
needs to have a thorough understanding of all components of RDS, including
enrollment and eligibility procedures, interviewing processes, management and
payment of the incentive, and steps involved in the collection and management of
biological specimens. Most importantly, the supervisor oversees the quality of the
assessment process and ensures that staff members are following the protocol.

The team supervisor should set up a meeting schedule to discuss assessment
issues, problems, and progress with the rest of the staff members. It is advisable
for the supervisor to meet weekly with the entire INTERVIEW SITE staff to
address any problems and to maintain quality assurance. Some issues, if not dealt
with quickly, can hurt the overall success of an RDS assessment.

The team supervisor has broad management responsibility of the interview staff.
The supervisor is responsible for ensuring that staff members have clearly
understood working hours and are conducting their jobs effectively. All staff
members must be respectful and professional toward the participants and ensure
an environment that is comfortable and safe at all times.

RDS supervisors should also pay attention to the well-being of staff members and
be available to them if they have questions or concerns as a result of the
assessment. The RDS supervisor should be available to staff by telephone for
most of the operating hours of the RDS interview site and should have regularly
scheduled hours where he/she is physically present at the interview site.

In addition to these broad responsibilities, the supervisor has specific tasks. These
are described in the sections below.

1. Overseeing quality assurance of the interview process

The supervisor will oversee the performance of the interviewers, screener, and
coupon manager. The supervisor is responsible for ensuring that the assessment
protocol is strictly followed.

From time to time, the supervisor will accompany interviewers during an
interview and provide -constructive feedback on the interview process.
Accompanied interviews must be agreed to by the participant being interviewed.

2. Overseeing the flow of participants

The supervisor will assist in greeting and welcoming (e.g., offering something to

drink) potential participants and making appointments when the RDS interview

111



Respondent Driven Sampling SAMPLING METHODS FOR POPULATION AT INCREASED RISK OF HIV

site gets too crowded and the screener is too busy. The supervisor can also help
participants through the steps in the assessment process.

The supervisor is responsible for calming angry participants and for dealing with
negative or violent situations. If the coupon manager finds that a participant has
had a negative experience during the interview process, he/she will refer the
participant to the supervisor. Because a participant may become disruptive or act
threateningly toward a study staff member, the supervisor should always be
prepared to intervene on behalf of the staff to diffuse the situation or to escort the
participant from the assessment area.

3. Fulfilling the tasks of other RDS staff

The supervisor must know and fulfill the tasks of other staff members (i.e.,
coupon manager, screener, and interviewer) when the interview site becomes too
crowded or when a staff member calls in sick or is otherwise unavailable.

4. Ensuring that the RDS interview site is well stocked with supplies

The supervisor is ultimately responsible for ensuring that the RDS interview sites
have all of the required materials needed to fulfill each step of the assessment
process. These supplies include adequate amounts of all forms and questionnaires,
writing utensils, blank coupons, incentive money, refreshments (e.g., supplies to
make tea), and so forth. The supervisor should work with staff members to create
a supply log to ensure that each RDS interview site is adequately stocked with
supplies.

5. Filing, transporting, and maintaining documents and articles

The supervisor will ensure that all forms and questionnaires are properly filed and
stored in a locked file cabinet. The supervisor will oversee and record the
transport of paper documents (e.g., questionnaires, consent and other RDS forms)
to (put the location where your data will be entered here) for data entry. The
supervisor will work directly with the laboratory technicians to plan periodic

transport of paper documents along with biological specimens.
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