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D.18
Events Contact Log
D.18.1
Introduction

The purpose of the Events Contact Log form (which is not the same form as the Contact Log used for Follow-up Calls) is to document calling history and assign a “pending” call status code for each contact attempt. Preprinted on the form are the participant’s ID, acrostic, language preference, telephone number, and enrollment (or Visit 1) date.  The Events Contact Log may be used to track phone calls aimed to complete the following Events forms:

•Cardiac Interview
•Stroke/TIA Interview
•Informant Interview
•The Events Contact Log may also be used by the Events staff to track other phone inquiries.  For example, the Events Contact Log may be used when a member of the Events staff needs to phone a physician to verify or inquire about something the physician documented in a medical record or on a physician questionnaire.

NOTE:  This form is for field center administrative purposes only and is not scanned into the local MESA database.

At each contact attempt, record your Interviewer ID or initials and call attempt date, circle the day of the week, and record the time of the contact. Several calls should be attempted at different times of the day before a participant is declared unreachable. MESA would prefer to have no unreachable participants. At the end of each contact attempt, record the applicable pending code from the available list of codes on the top half of the page. Assigning a pending code is very important, as the code may be necessary for determining the final contact status code in the event the participant is ultimately not successfully contacted.

Pending codes are:

	Code
	Category
	Explanation

	1
	Unlisted phone number
	Number for this participant is unlisted.  Interviewer should call the participant’s designated Contact 1 (and Contact 2, if necessary) to obtain a phone number for the participant.

	2
	Phone disconnected or out of service
	Telephone number for this participant is incorrect or the number has been disconnected.  Interviewer should call the participant’s designated Contact 1 (and Contact 2, if necessary) to determine if this is a temporary disconnection, and, if possible, obtain another phone number at which the participant can be reached.

	3
	Busy signal/no answer
	Telephone is busy or no answer and there is no answering machine at the number. Another contact attempt should be made within the hour.  If five attempts result in no answer, determine if the number is correct or if an alternate phone number is available for the participant.

	4
	Left message on answering machine or with person
	Telephone number for this participant is presumed to be correct, but an answering machine, or someone else, is reached. Record details in the “Comments” section for this contact.

	5
	Person busy, call back 
	Telephone number for this participant is correct, but the participant is temporarily unavailable.  Person answering phone has information about participant's availability and when the participant may be re-contacted. Record date to call again in the “Comments” section for this contact.


On the “Comments” line, you may write any useful information.  For example, if the person answering the phone says that the participant will be back at home in a week, then that information may be noted so that the Events staff know when to try phoning again.
Somewhere near the top or middle of the Events Contact Log, you may make a note about why it is necessary to phone the participant (e.g., “Need to conduct Cardiac Interview”). 
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 Acrostic:

       DATE                         DAY OF WEEK                     TIME                                COMMENTS                      PENDING CONTACT

                                                                                                                                                                               STATUS CODE

 Investigation ID:

Telephone Number:

Enrollment Date:

Use the lines below to record the results of each contact attempt. Pending Contact Status Codes  are as follows :
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Pending Codes

1 Unlisted phone number

2 Phone disconnected or out of service

3 Busy signal / no answer

4 Left message on answering machine

5 Person busy, call back

Language:

:

Note: Form is for Field Center tracking purposes only and is not scanned into the MESA database
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Events Contact Log

This generic Events Contact Log may be used to track phone calls with the following Events Interviews:

Cardiac Interview

Stroke/TIA Interview

Informant Interview
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