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TELEPHONE INTRODUCTION PROCEDURES and SCRIPT (Talking to parents/guardians)
A.   Procedures:
Purpose of study introduction phone call 
The primary purpose of calling is to provide families with the option to participate in XX Study.  Direct phone contact with potential participants also allows study team members to answer questions about XX Study.

Steps in phone call recruitment

1. Initiate call.  Let the phone ring at least XX times.

2.   When call is complete [Enter study specific procedures].
3.  If the participant calls and reaches you, start from Step 2b of the script.

B. Telephone Script

Step 1:  Initial Contact

Hello. I am [study team member’s first and last name], from Seattle Children’s Research Institute. May I please speak to ________?

	When desired person gets on the phone 


	Hello (Mr./Ms). ________. I am (study team member’s first name) calling from Seattle Children’s. 

I am returning your call about our research study XX [or I am calling you about XX study]. 
[Explain how you received the individuals contact message e.g.) “You left a message on our study line with your telephone number” or “Two weeks ago we sent you a letter letting you know we planned to give you a call”.]
If you are you are interested in finding out more about XX, I can give you more details about the research study.  Is now a good time?

IF NO, GO TO STEP 2a

IF YES, GO TO STEP 2b 

	If desired person is not available
	Is there a better day and time to reach (Mr./Ms). _________?

Note days and times and enter into XX.
Thank you. I will try to call back then.

End call 


Step 2: Project Description
	STEP 2a

If interrupted or strong immediate refusal
	Is there another time I can call you back?

IF YES, Thank you. We will try to call back then. (note date and time)

IF NO/NOT INTERESTED, Okay, thanks for your time. (end call)

	STEP 2b

If not interrupted


	Researchers at Seattle Children’s [AND/OR XX institution] want to find ways to XX [OR learn about XX].  This research study is for [type of participant e.g. kids and parents].
Our overall goal is XX (for example, “Our overall goal is to study a new treatment for teens struggling with depression.  Depression is a problem for teens and only 60-70% respond to treatments that are currently available.”)
Before I continue, I need to ask if you are the child’s [or teen’s] parent or legal guardian? 

IF NO, GO TO STEP 2c

IF YES,  GO TO STEP 2d

	STEP 2c

If not parent or guardian


	We very much appreciate your time, but we need to discuss participation in the study with a parent or legal guardian of the child.  However, I would be happy to answer any questions you have about XX research study. 

End call 

	STEP 2d
If caller is parent or guardian

	I have several questions I’d like to ask you that will help me figure out if the study would be an option for your child. 
The questions will ask about XX.  Of course you are free to skip any questions you do not wish to answer.  All of your responses will be kept private and confidential.  Is it OK if I ask these questions? 

IF NO, GO TO STEP 3a

IF YES,  GO TO STEP 3b


	STEP 3a

If NO to eligibility questions


	Again it’s your choice to answer any of these questions, but we will need the information to determine if the study would be an option for your child. 
If parent does not want to answer questions: 

Okay.  I appreciate your time.  Thank you.   

End call





	STEP 3b

IF YES to eligibility questions


	Great, thanks. Please feel free to stop me any time if you have any questions. 

GO TO STEP 4


STEP 4: Eligibility Questions and Study Description 

[Below are sample questions but fill in according to your study requirements]
1) How did you hear about XX study?

2) How old is your child with XX condition [or another type of study criteria]? 
3) What is the child’s [use name if they have provided name or ask] birth date? 




IF ELIGIBLE
→
GO TO QUESTION 4


IF NOT ELIGIBLE
→
Unfortunately, this study is not a good fit for your child.  We

                                                
appreciate your interest and thanks for taking the time to 

    talk with me today. 

End call. 
4) XX?
IF ELIGIBLE
→
GO TO QUESTION 5



IF NOT ELIGIBLE
→
Unfortunately, this study is not a good fit for your child. We

                                                
appreciate your interest and thanks for taking the time to 

    talk with me today. 


End call. 
5) 
6) 
7)
 
8)




9) 
10)




Condition meets criteria

→
GO TO STEP 5
Condition may not meet criteria                 →
Unfortunately, this study may not be a good fit for your child.  However, I will need to check with Dr. XX to be sure.  For now let’s assume that this will not be a problem and I will call you back about this issue.
Step 5.  Details for of the study
Based on the questions I asked you, it appears that the study is an option for your child.  The purpose of the XX Study is  XX.
As part of the study, your child would:  [list procedures and highlight those with the greatest affect on family life (e.g. travel, visit lengths etc.)] 
I have given you a lot of information today.  Do you have any questions that would help you decide whether or not you would like to have your child take part?
If you are still interested in having your child take part in the study, [this depends on study design but usually involves setting up a consent conference with the parent]. 
Would you be interested in meeting with a research team member to go over what study participation would look like in detail? [Researcher should tailor response to fit his/her study design]
	If yes:
	We appreciate your interest and look forward to meeting you.  Continue to Step 6.

	If no:
	Thanks for taking the time to speak with me today. End call. 

	If Not Sure:
	Can I answer any questions that would help you make your decision?  

Is there a time I can call back to follow-up with you?  

Arrange a time and thank them for their consideration.  End call.


Step 6.  Scheduling orientation 

[Researcher should tailor response to fit his/her study design]
Let’s find a time for you to have a face to face conversation with a research team member.  We have dates available on [list dates and times].  What day and time works best for you?

[Check with schedule, and schedule a parental permission conference.]
Step 7.  Confirming contact information and ending the call [if appropriate for you study]
Before meeting with a research team member, I’d like to send you some study information to review, including a parental permission form.

Could I please get/confirm [if already in the database] your mailing address?
   
[Record address in the database]
And your home phone number is…?






   
[Record home number in the database]
Do you have a cell phone or alternate number?


        

 
[Record cell phone or alternate in the database]
Which is the best number to reach you at?




      

[Record phone preference in the database]
[Ensure that this is approved by the Institutional Review Board]
Do you have an email address you would like us to use?


   
 
[Record email address in the database]

Whom does this email address belong to? [e.g., family, parent, work]


[Record name/owner in database]
Would you prefer to receive the forms and information via postal mail or email?     
[Record preference in database]
We have also found that families like to receive a reminder call or email before their meeting.  Is this something you’d like us to do?
Thanks again for your interest in XX study.  What other questions do you have? 

Again, my name is ________ (first name). If you have any questions or concerns before the meeting, please feel free to call me at ______. We look forward to seeing you and (child’s name) on _______ (meeting date) at (meeting time).  Thanks for your time today. 
End call. 
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