Logistics Checklist for Survey Managers
1.  General tips for survey managers
· Plan on working long hours...up early and late to bed (midnight or later).  Ensure the teams are prepared to work long days, and often travel on days they are not working. Lab workers sometimes are responsible for performing tests and/or preparing samples at the end of the day, interviewers often have to check data collection forms and plan for the next day’s activities.
· Be prepared to conduct the survey at unconventional times to meet the needs of the survey populations (e.g. during late evening or very early morning).

· Always think ahead, be aware of what might happen and how you can handle the events. 

· Get as much done ahead of time and have everything pre-arranged as much as possible.
· Ensure the teams are as healthy as possible. Provide them with first aid kits, water purification tablets, and malaria prophylaxis (if applicable). Instruct them to drink only water they know is safe, and avoid foods that are risky. 
2.  Supplies and Instruments
a) Supplies

· Always have more supplies needed.  If you run out, the survey may not be able to include the necessary number of participants.

· Ensure a safe and secure place where supplies can be stored.  Ensure this place is accessible to you easily. If you need more supplies during training or data collection they will be at hand.
· Ensure the room is large enough to store and organize supplies if needed. 
· Ensure that the room where the supplies are kept is a dry place that is not exposed to extreme hot or cold temperatures. 

b) Instruments
· Ensure that tools needed for instrument calibration are available.
· Ensure that all survey instruments are in good working order prior to the training and check them again prior to the field work.
· If possible ensure there are extra survey instruments (E.g. height boards, HemoCues, liquid controls, and scales) in case any are lost or broken.

· Ensure the necessary power adaptors are available for instruments.

· Ensure that operating instructions and manual (if applicable) are available for each instrument.
· If supplies and instruments will be shipped in-country ensure everything is labeled with the survey contact details.

· Have enough batteries for field instruments. Buy additional batteries in case they are lost or do not last as long as expected.
3.  Training

a) Supplies

· Prior to starting the training, ensure that all supplies, equipment, labels and data collection forms are ready. Ensure that there are plenty of spare forms, labels and supplies. 

· Print out a separate set of labels to be used for the training, with a different series of ID numbers.

· Ensure that all the office supplies needed to implement the training and survey are available, for example: project computer, printer, access to a photocopier and fax, paper, printer cartridges, secure place to store survey field worker information, pay checks. 
b) Team Member Training

· When possible, cross-train people so that the work load among team members is more equitable and team members have a better understanding of the different job responsibilities.
· Train more people than you need. That way you can ensure the best people for the job and you will also have a roster of trained people you can call on if a team member is sick or needs to leave for any reason.

· If samples need to be processed in a central location at the end of the day, ensure there are trained people to do this. The laboratory technicians will have been working in the field all day and may not be able to, or be trained to, process samples once they are back at the lab.
· Ensure sufficient space to store all samples correctly at the central lab and at any other survey site where samples will be stored or processed. Check that all equipment needed (e.g. freezers and fridges) is operating correctly.

· Choose supervisors at the end of the training period from among those who have been trained as interviewers, anthropometrists, or laboratory technicians. This will give you an opportunity to see who will best fill the role, and take advantage of these skill sets in the field.
· Set up a separate training for the supervisors (1-2 days), so that they understand their roles, responsibilities, and expectations.  It’s critical to have the supervisors establish authority among the team members while also being well respected. 

· Include very clear job descriptions for each team member, but also communicate the understanding that each team member is expected to help each other whenever possible (remember, however, that only the trained laboratorian is to draw blood).
· Since the labeling component of the survey is critical, it might be helpful to start and end the training with it.  A specific training session on labeling for the entire group is important.

· Include role playing in the training, and set up obstacles to challenge the teams (e.g., mix up the labels for a labeling exercise).
· If lab staff do not have experience with some of the supplies used in the survey (such as different lancets or butterfly needles), ensure plenty of time is scheduled for hands-on training.  Practice is the best way to get the lab staff used to the new supplies and methods.

4.  Pilot Survey and Supplies 
a) Pilot survey

· Execute the pilot survey just as you would the actual survey, so that the team gets used to the length of the day, fatigue, and other survey conditions.

· Print out a separate set of labels to use for the pilot testing, with a different series of ID numbers.
· Ideally 2-3 days will be dedicated to the pilot. If the survey is complex then more days may need to be added.

b) Supplies for field work

· It’s important to have a locked storage space, possibly a car, where supplies can be kept.  
· Provide each team with one backpack per team member for holding supplies, questionnaires, etc.
· Control what goes in the sharps containers.  Gauze should not go in the container, as it will take up a lot of space.

· Have supplies ready to go the day before in a box for each team, and have a check list so you do not miss anything.  Carry 20% more supplies than you need for each day.  

5. Helpful Tips

· Build in additional time for having to go back and survey subjects who were not home during the first household visit.
· Be aware of cultural differences that may influence surveying the population (e.g., in some cultures, it may not be appropriate for men to take blood from women).
· Create an algorithm for sample collection that prioritizes the tests that will be conducted, in case not all tests can be done.
· Ensure that survey clusters are informed ahead of time that they will be visited and when. It may be necessary to ask the Minister of Health or other official to act as a focal point for the survey to inform the community about the survey, help store supplies, and provide general assistance to the survey team.

· If households are selected ahead of time, try to contact them (e.g., send out a flyer) to let them know what the survey team will collect and the dates they will be visiting.

· If salt or other food items are being collected as part of the survey, replacement items will need to be bought to compensate the survey participants.  
· Bring extra copies of the consent forms, so that you can leave one with the household.  
· Obtain referral slips that are used in the survey country and that are recognized by health care practitioners. They can be used to refer survey participants who have severe anemia.

· Establish a communication protocol so that you can contact the team and they know how to contact you. It maybe necessary to purchase a cell phone for each team, buy calling cards, or identify locations in the survey clusters where they can use the telephone or radio.

· Establish a protocol for the team supervisor in case they need to purchase anything while they are in the field.
· Ensure that survey teams have all the equipment they need to collect the samples, store them correctly, and transport them back to the central survey site. 
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