Handout: Instructions for data collectors
Roles and Responsibilities

As a data collector, your main tasks are to: 

· Visit medicine outlets and collect information.

· Complete a Medicine Price Data Collection form for each medicine outlet.

· Report back to your area supervisor at the end of each day.

You will be working together with another data collector to collect and record data. Follow the instruction below and notify your area supervisor if you have any problems.

Instructions

1. Prepare for visits to medicine outlets
Each morning before you leave for medicine outlet visits, check that you have all the necessary materials with you.
Checklist of materials for data collectors

· A list of data collection teams and contact information

· The contact details of their area supervisor, including a mobile phone number to call in case of difficulty in the field

· A schedule of visits to survey sites

· The contact details of the sites to be visited

· Details of back-up facilities to be visited if scheduled visits are not possible, or less than 50% of the medicines are available

· Copies of letter(s) of endorsement and letter of introduction

· Relevant handouts or instruction sheets



 

· A Medicine Price Data Collection form for each sample medicine outlet to be visited that day

· A Medicine Price Data Collection form for each back-up site that may need to be visited that day

· A calculator for calculating the unit price of medicines in order to identify lowest price generic products

· Pens (pencils should not be used to record data), a clipboard and other supplies


· A notebook to record any significant events or findings

· Field allowance for local expenses

· An identity document with a photograph
2. Visit Medicine Outlets

When you arrived at the medicine outlet, introduce yourself and present the letter(s) of endorsement and the letter of introduction. If necessary, remind pharmacy staff of the purpose of the data collection visit, and that the identity of the medicine outlet will remain confidential.  
1. Before you begin data collection:

· Check that the information about the medicine outlet on the first page of the Medicine Price Data Collection form is complete and correct.  If there are any mistakes, inform the area supervisor at the end of the day.

· Enter the following information on the first page of the Medicine Price Data Collection form: 

· Date

· Names of you and your data collection partner
· Name of the person(s) who provided information on medicine price and availability (if different from the person in charge).


2. Collect data and fill in the Medicine Price Data Collection form  

· Collect data on the availability and price of the survey medicines with the help of the person in charge of the facility 
· Complete the Medicine Price Data Collection form in full. 
· Do not leave the Medicine Price Data Collection form at the medicine outlet to be filled in later. 
· Complete a separate Medicine Price Data Collection form for each medicine outlet. 

3. Before you leave the medicine outlet:
· Double check that the Local Data Collection form is legible, accurate and complete.
· Check to see whether at least half of the survey medicines were available. If not, notify the area supervisor who will instruct you on visiting a back-up facility.
NOTE: The back-up facility to be visited will be identified in your schedule. The area supervisor will determine when the back-up facility will be visited. When visiting the back-up facility, complete data in exactly the same way as in other medicine outlets, and complete the Medicine Price Data Collection form that corresponds to that facility. 
· Thank staff at the medicine outlet for their participation. 
3. Meet with your supervisor at the end of each day 
Meet with your supervisor at the end of each day to submit the Medicine Price Data Collection forms completed that day, and to report back on your activities. Be sure to alert them of any problems or uncertainties regarding data collection procedures. 
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