	Lived Experiences of Patients with Disabilities: Intersections of Care, Support, and the Hospital Environment  
	
	PI: Ardiff



Standard Operating Procedure: Interview Procedures

Interview Logistics: Interviews will be conducted in person, will take place in the patient’s hospital room, and will be recorded using a Northwestern Medicine HIPAA compliant Microsoft TEAMS meeting call. The PI will create meeting invites for interview days and the  interviewer will be invited to the “event.” This will allow the interviewer to start and record/transcribe the meeting.
Prior to start of interview: Interviewers should communicate with patient’s RN of timing of interview and ensure that the patient is medically appropriate to participate and does not have any upcoming tests/procedures. A sign will be placed on the patient’s door to notify visitors or members of the healthcare team that an interview is in progress.
[image: ] 
Example of Door Signage

In an effort to maintain confidentiality during the interview, should another party enter the participant’s hospital room (for example, a nurse entering to administer medications, or a physician to perform a procedure), the interviewer will pause the recording and ask the participant if they would like to reschedule the remaining portion of the interview for a different time.
The interviewer should initiate the meeting by reminding the participants about the purpose of the study, confirming their willingness to participate, and obtaining approval to record the interview. The interview should be conducted from a quiet, private location. The interviewer will close the patient’s door for increased privacy (as long as the patient is comfortable with this). The interviewer will mute or turn off the television to reduce auditory distractions. During the course of the interview, should another party enter the participant’s hospital room (for example, a nurse entering to administer medications, or a physician to perform a procedure), the interviewer will pause the recording and ask the participant if they would like to reschedule the remaining portion of the interview for a different time.   
The interviewer should allow ~5 minutes of preparation time to log on to Microsoft Teams using an NM Laptop with the interview guide ready. Interviewers should ensure they are eye level with participant and to use any reasonable accommodations needed for the participant to fully engage and participate during the interview (e.g. sitting next to patient on side they have better hearing, using a sound or voice amplifier, captioning, etc.). 
Things to be mindful of:
· If there is a change in medical status or patient needs assistance such as needing to use the restroom or repositioning, the interviewer should contact participant’s nurse regarding medical status change/need of assistance. Also notify the PI Lindsay Ardiff to document the event and to discuss the possibility to re-schedule.
· Remind participants that information shared in the interview will remain confidential and will not be shared with the healthcare team.
· If the participant requests an accommodation beyond just our interview --> encourage the participant to speak with Medical Care team (RN/Physician/PCT) or to reach out to Patient Relations.
· Sample Script: 
Thank you for sharing that with me. I think that accommodation is very important for you- not just during your time here, but for any future appointments as well.
Because I am part of a research team, I want to reassure you that, as we discussed during the consent process, I will not be sharing anything from our interview or conversation with your medical team. 
However, I encourage you to talk directly with your care team about this accommodation. They are here to support you and willing to provide accommodation for you/provide a plan to ensure that accommodation is provided. 
You can also reach out to Patient Relations. They can work together with your care team to make sure you get accommodations that support your care and comfort.
Interview Guide and Tips: The interviews of this study are meant to be semi-structured. This means there will be a list of questions that the interviewer should try to ask all participants; however, there may be other conversational components and follow-up questions when indicated. The purpose of these interviews is to receive as much rich, descriptive data as possible to understand hospital experiences, priorities, advice, and needs. For example, if a participant mentions something that seems important but does not provide much detail or explain their rationale, the interviewer should use follow up questions or prompts to probe. Using statements such as “tell me more about that” or “what makes that important to you?” can encourage participants to provide more detail.
Audio Recordings: After confirming willingness to participate and prior to starting the interview, the interviewer should start the meeting on TEAMS by joining the “Interview Data” event invitation on the Disability at NMH shared teams' calendar: 
[image: ] Click “Join now”
On the top right corner of screen, click “more”
[image: ]
Click record and transcribe --> Start recording (will prompt both recording and transcription)
[image: ]
This box will pop up: Ensure spoken language is English and Audio only for “choose what to record”. Click: “Confirm”
[image: ]

[image: ] You know recording has started when you see the microphone with a recording icon on top left corner. The interviewer can now proceed with the interview. 

[image: ]
Once the interview is done, the interviewer will go to “more” and hover over “record and transcribe” --> click “stop recording” and end meeting for all by Clicking “leave”
[image: ]

To Save Audio File: 
The audio recording will automatically save in Lindsay Ardiff’s Microsoft OneDrive folder “Recordings” which has been shared with study team members to access. You should be able to access this folder using this link.  The interviewer will move the audio file to the following folder: 
Disability at NMH-LEAD --> Documents--> General --> Ongoing Study folder --> Data --> Audio Files 
The audio file should be saved with the following naming convention: ID# Date of interview. For example, if you conducted an interview on July 3, 2026, with participant number 1, the audio file should be saved as: “PP1 7_03_26”
To Save the Interview Transcript: 

Click “Download” to download the automatically generated transcript of the audio recording. Save the word document version into the folder: 
Disability at NMH-LEAD --> Documents--> General --> Ongoing Study folder --> Data --> Transcripts

[image: ]
[image: ] 
Access transcript and download!
To Save Transcript File: 
Disability at NMH-LEAD --> Documents--> General --> Ongoing Study folder --> Data --> Transcripts
The transcript file should be saved with the following naming convention: ID# Date of interview +T. For example, if you conducted an interview on July 3, 2026, with participant number 1, the transcript file should be saved as: “PP1 7_03_26T”
No identifiable data should be saved to any other location/hard drive other than the Teams designated Channel- Microsoft OneDrive/SharePoint (a secure, cloud-based data storage service) through Northwestern Medicine. 
If the transcript file is downloaded to the device you are using, please ensure to delete the file from the device once the file is saved in the appropriate folder. 
If you are using your phone to record via teams PLEASE do not download transcript with your phone- log into and NM device (laptop/desktop) and download from there.
Documentation: 
A field note will be written at the end of the interview. This is used to describe the session such as any take away messages, key points that stood out during interviews, other important factors that should be taken into consideration during analysis (e.g. Participants appeared distracted, multiple interruptions, required numerous prompts, etc). Below is an example of how to title and initiate a field note. These field notes will be reviewed for data analysis purposes as well. 
[image: ] How to name field note doc.
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Disability at NMH-LEAD --> Documents--> General --> Ongoing Study folder --> Data --> Field Notes
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