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Standard Operating Procedure: Screening and Scheduling
Screening: 
Once consent is signed/verbally consented, we will then complete an eligibility screening (see script below) using the “Eligibility Screener Checklist”. The person conducting the screening will assign the next consecutive study ID number and complete the screening using a paper copy (screening questions and SBT cog screen).
· Introduce the eligibility screening 
Thank you. I will make sure to provide you with a copy of the consent form once we are done. Now, I will ask you a few questions and complete an assessment to make sure you are eligible to participate, the study has a few rules about what type of participants can be included. This should only take a few minutes. 
· Using the Eligibility screener: 

Do you identify as having a hearing, vision or physical disability, OR do you need an accommodation due to difficulties with hearing, vision or physical tasks?

Have you had a disability or required an accommodation for 6 months or more?

I will now do a quick assessment focused on memory and concentration, some of the questions will feel easy, and some may feel a little more challenging.
[Complete Short Blessed Test and score]

If participant is eligible, we will continue to schedule the interview and communicate with participants and nursing staff of Interview Schedule (see below).
If the participant is not eligible? If the patient does not meet 1 or more of the inclusion criteria, the patient will be notified that they are ineligible to participate in the study. 
Thank you for your interest in being part of this research study. Based on our specific 	study criteria, you do not meet all of our eligibility components (specify which). Due to 	this, we cannot continue moving forward. We really appreciate your time. Do you have 	any questions?
Answer any questions that the patient has at the time. The participant and reason for screen failure will be recorded on the “Eligibility Screener Checklist” document.
Participant Tracking/Document Storage: 
Recruitment, enrollment, and study completion will be tracked in Microsoft TEAMS: Disability at NMH-LEAD Study Binder --> General--> Ongoing Study Folder--> Data --> Participant List and Study Tracking
Participant ID numbers will start with “PP” followed by consecutive numbers beginning with 1 (“PP1”). 
At the end of the screening, the study member will scan the eligibility screening paper copy and save electronically to the PIs Microsoft One Drive/Share point folder, documented in the participant list and study tracking document, accessible by study team members. The paper form will be secured in a locked drawer, along with consent forms, in the Prentice 15 Oncology Rehabilitation Office room 15-2319, accessible by the Principal Investigator and other study team members.



Interview Scheduling Procedures: The last step of this study involves completing an individual interview in-person while the participants are admitted to the inpatient general medicine units. After consent and eligibility, the study member will ask participants if they would like to proceed with the interview or to schedule a better day and time for the interviewer to return based off the participant's preferences. 
The earliest time to schedule an interview is 10:30 AM, to ensure RNs have sufficient time for Medication pass.
Interviewer availability will be documented on the Disability at NMH shared calendar on Microsoft Outlook to help with coordinating scheduling. PI, Lindsay, will create the calendar teams meeting to ensure the interview recording is properly saved under the appropriate study folder.
The team member will also ensure to provide reminder cues for the participant (writing on whiteboard, contacting RN, etc.) as necessary. We will also coordinate any additional communication support needed for participants to fully engage and participate in the interviews. Interviews will be conducted in accordance with procedures outlined in the “Conducting Interviews” SOP. 
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