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1. Scope

This document applies to the preparation of a StahdOperating Procedure (SOP) for
conducting 24 Hour dietary recalls by telephonerview within a epidemiological study. The
IDAMES SOP can be considered as a supplementatithre original EPIC SOFT manual.

within a diet study regarding common procedurehow to contact the participants regarding
24-hour dietary recall telephone interviews, how gerform the interviews, et cetera.

2. Objective
to give guidelines for performing 24 HDRs by teleph.

3. Definitions, abbreviations

Sandard Operating Procedures ( SOP): a set of instructions having the force of a dixex; covering
those features of operations that lend themsetvasdefinite or standardized procedure without loss
of effectiveness.

Critical control point (CCP): a point, step or procedure at which controls banapplied and a
hazard can be prevented, eliminated or reduced twxepsable (critical) levels.
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24 hour dietary recal (24 HDR): a dietary assessment method where the participaatasked to
recall everything they ate and drank during the t las 24-hours

Responsibilities.
The responsible researcher:
» translates the SOP for 24 HDR,;
« translates all other documents needed (study damtgntike invitation letter, consent  form
etc) and attach them as appendices to this SOP;
It isimportant to put special emphasis to the translation to avoid misunder standing.
« prepares the list of eligible subjects;
* randomizes an appropriate sample of eligible stdjec
* mails letters to potential participants
* receives answers from potential participants atiditsonon responders
e mails picture brochure to the participants;
« creates a file/archive with the name and telephmmabers of the participants and when they
can be contacted (which days, and time of the day);
 archives all collected information;
e ensures a proper training of the interviewers
 edits interviews because often they have a morgldétknowledge on recipes or foods
» sends the finished interviews to coordinator.

The project leader/head of department:
» ensures that the responsible researcher has tlessagg competences to carry out the task
described in this SOP;
» ensures that the researcher receives approprietdisraining;
» ensures that work is carried out according to #ilel\(latest) version of the SOP.

The IDAMES organisation:
» ensures regular revision of this SOP and initidtegpdate, whenever needed,;
» requests users of this SOP to give suggestionsiniprovements/feed-back from their
experience to make the SOP a living document;
* ensures that the valid version of this SOP is madailable at the IDAMES website
www.idames.eu

5 Materials
The following equipment/materials are needed ireotd perform the interviews:
« A file/archive with the name and telephone numlnérhe participants and when they can be
contacted (which days, and time of the day);
» Computerised interview program (alternatively lisigh predefined questions);
» Picture brochure for food quantification;
» Telephone equipped with headset;
* Quiet surroundings.

6. Method
The 24-hour dietary recall is a dietary assessmethod where the participants are asked to
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recall everything they ate and drank during thé 2dshours, or normally from the time they got
up the previous day till the time they got up tlag df the interview.

The participant shall not be informed about whiely de/she will be contacted. This is to avoid
error. If the participants know they will be inteswed about their yesterday diet, they may plan
a more healthy diet than usual.

It is necessary that the interviewer is well trdirmend knows the instrument he/she is using for
data entry very well. Preferably, the interviewesesi a computer-based program especially
designed for 24-h recalls. The interviewer remaiastral during the entire interview, and does
not react either adversely or approvingly to pg#at's answers. The interviewer behaves
appropriately; does not eat, drink, or chew chewgogn during the interview, speaks politely,
and when performing face-to-face interviews themviewer should also look neat and clean.

7. Proceduredescription

* All 24 HDRs should be conducted by trained intemges

e All 24 HDRs should be conducted at random and calleweekdays. There should be no
huge disproportion between days. Optionally, foothke at Saturday can be assessed on
Monday. A spreadsheet of all weekdays is usefigbtp an overview.

» For repeated interviews: make sure that the sateeviawer does not perform all interviews
from the same person to avoid interviewer bias.

Interviewee data: use the digits from the User-ild add a 1, 2 or 3 depending on the sequence of
the 24 HDR. If you are using the EPIC-Soft progtanperform the interviews, you will have to use
the last seven digits.

Example: the User-1D would be 490708154717

* first 24 HDR would be defined &1547171;
« second 24 HDR would be defined&i$47172;
¢ third 24 HDR would be defined 88547173.

To prevent underreportingnformation on the actual body weight and height (which often is
inquired at the beginning of the computer assisteztview) must be obtained at the end. If the
software that you are using does not allow to etiterweight and height at the end of the
interview, you should enter temporarily some stasdaumber (like 99). At the end of the
interview ask the weight and height and enter fiirapriately.

Feed-back: Interviewers may communicate the redtdts the interview (e.g. macronutrient
intake) ONLY at the end of the last 24 HDR.

CCP1: Interviewer bias:
Preventive action: use well trained interviewers and make sure that different interviewers
perform repeated interviews of the same participant.

Corrective action: make regular checks of the performed interviews and have regular staff
meetings to discuss problems.

CCP2: Underreporting:

Preventive action: use well trained interviewers who will ask the correct probing questions. Ask
about body weight and height at the end of the interviews.
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Corrective action: make regular checks of the performed interviews and have regular staff
meetings to discuss problems.

CCP3: Representative weekdays:
Preventive action: use well trained interviewers, and use a spreadsheet of all days of the week to
keep an overview of the days when the interviews have been performed.

Corrective action: make regular checks of the performed interviews and have regular staff
meetings to discuss problems

Beforethe interview:

Make sure you have everything ready before the\ige: telephone number of the person you
are calling, interview program ready on your conmgpupicture brochure by hand, and quiet
surroundings where you will not be disturbed.

7.2. Procedure to reach the participant:
The interviewers should try to reach 3-5 paraais every day.

7.2.1. Participant is not available through the phone numbers indicated
Research through follow up is required.

7.2.2. Participant is deceased
Documentation of drop-out.

7.2.3. Only answer phoneisreached
No message should be left on the answer phone.

7.2.4. Only a proxy isreached
The interviewer should ask when the intervieweé belavailable.

7.2.5. Participant could not be reached
Further attempts to reach the participant phomelshbe made within the next days.
For each 24 HDR a maximum of 5 attempts is envidagée schedule of these
attempts can vary taking centre-specific requirdsieninto account.
After 5 unsuccessful attempts, the participant ghowt be contacted again for the
particular 24 HDR. However, the participant may demtacted again for the next
round of 24 HDRs. At the end, the number of congule24 HDRs per participant
should be documented in the feasibility form iniidd to the date of each 24 HDR
and how many attempts were made before the reeallcempleted.

7.2.6. Participant could be reached but refuses to complete the interview
The interviewer should ask for permission to cointiae participant again for the next
round of 24 HDRs. If the participant refuses tho®,tthe reasons should be
documented if possible.

7.2.7. Participant could be reached but is not able to complete the interview
The participant should be contacted again for a mé@rview within the next days,
unannounced.

7.2.8. Participant could be reached but has lost the picture brochure
A new picture brochure should be mailed, and theigigant should be contacted
again within the next days — unannounced.

7.29. The participant could be reached but does not have time for interview
The interviewer should make an appointment forraarview later the same day, if
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possible. Otherwise, the participant should be édske¢here are special times/days
when it is difficult to do the interview, and infoed that he/she will be contacted
again within the next days.

7.2.10. The participant can be reached but does not have the picture book available
The interviewer should make an appointment forrdaarview later the same day, if
possible. Otherwise, the participant should be éskéhere are special times/days
when it is difficult to do the interview, and infoed that he/she will be contacted
again within the next days.

7.2.11. The participant can be reached and has the time for an interview
The interview should be conducted according tadelewing procedures (7.3):

7.3 When theinterview starts;

Pwnh R

Call the number and ask for the interviewee.

Introduce yourself: name, institution, and the ogef®r your phone call.

Ask if it is appropriate to do the interview. Iftfngee point 7.2.9.

Ask the participant to find the picture brochureislabsolutely necessary for the participant
to have the brochure before the interview can.dfatie participant cannot find it or does not
have it available, see point 7.2.8. or 7.2.10.

Point 5-7 are important when performing the first interview. When performing the repeated
interviews the participants already know the procedure, but it is important to ask whether they
remember the procedure or if they want you to give a short repetition of how the interview will

proceed.

5. Explain how long the interview will last (approxitety 30 min), and tell that you are using a
computer program to register the data.

6. Explain what the interview is about: that you wanformation about everything the
participant has eaten and drunken the last 24 lsiece he/she got up in the morning the
previous day till he/she got up the present dayerfghing includes also what has been
consumed between meals, like chocolate, fruit, lsnaater, coffee/tea, and alcoholic
beverages.

7. Explain how the interview proceeds. This dependow the interview program you are

using is made, but often the order is like thisstfisome general information about the
participants, then some general information aboeiféod and drinks consumed based on the
different meals (quick list) — no details like qtignetc. After the general information we
will start again from the top to include the detailn the end there will be some questions
about dietary supplements.

If you are not able to register everything that was consumed (cannot find the item, not in the list,
interviewee does not know what it was) make notes either on paper or preferable in the note file
in the interview program. Write down as many details about the food items as possible.

8. Remember to thank the participant after the inewvi

7.4 When theinterview isfinished

If the interviewer did not manage to register etlang that was consumed completely during the
interview (you have made notes either on papen ¢ne note file), edit the interview and make sure
to register everything properly before you save it.
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Save the interview!

The note file with missing or unknown food should baved and reported to the responsible
researcher who should edit all the interviews.

CCP4: Missing or unknown food:
Preventive action: Recruit/use well trained interviewers with good knowledge of food. Use an
interview program with an up to date food list. Report missing or unknown food in a note file.

Corrective action: edit interviews regularly and have regular staff meetings to discuss problems

8. Documentation and record keeping

The interviewer must keep a record of everythinge did during the interview that did not follow
the procedures, and if he/she experienced anyudlifiies in following the procedures as described in
this document. This record should be given to #sponsible researcher who will report it further to
the IDAMES for revision of the SOP.

CCP5: Record keeping.

Preventive action: A standardized record form (better if using a computer database, especially if set

on a common server) should be implemented and shared with the whole working group.

Corrective action: Collect all possible information that was not recorded.

9. DataBackup

Make a back up file after each interview. At leaisé extra copy should be saved on a different hard
disc, server, CD or floppy disc than where the inafinterviews are saved. The same back up
procedure should be followed with the edited inems.

Follow the back up procedures at your instituteyviilable.

CCP5: Backup.

Preventive action: Perform a backup at a regular interval of time. Servers can be set to backup data
automatically.

Corrective action: Do a backup when forgotten.
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10. Flow chart.
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