Chapter 2

FORM-MAKING
INTRODUCTION
Several computer programs are available to help conduct field studies. You have already learned
to use two such programs, Epi Info and Stata, which are useful for entering, processing and
analyzing survey data in a timely manner. This chapter will help you learn how to use the Tables
feature in your word-processing program for creating the forms necessary to manage a field
investigation.
Most studies require two types of forms: first, interview or examination forms (termed
"schedules"), and second, management or control forms. Schedules are used to gather the actual
data to be analyzed. Schedules (that is, the interview or examination forms) are usually created with
a word-processing program. In order to benefit from the collective wisdom of multiple experts, draft
versions of the schedules are distributed for critique. The various revisions are incorporated into
a follow-up draft and again distributed. When the investigator is satisfied with the schedules, they
are tested in a small group of people with characteristics similar to the survey population. Such a
test is termed a "feasibility study." If the subjects have problems understanding the questions or the
field staff has troubles carrying out the procedures, further revisions are made and the field tests
continue. Finally when the schedules are set, a small pilot study may be done in a community
similar to the one where the study will eventually be conducted. This final step helps ensure that
all aspects of the study work as intended. To do all of this quickly, a good word-processing program
is essential, although if none are available, the word processing component of Epi Info could be
used.
Management forms are different from schedules in that they are not used to collect data.
Instead, they are used to keep track of who has:
• been invited to participate in the study (i.e., the eligible population),
• consented to participate (i.e., respondents), and
• provided analyzable data (i.e., subjects).
The field supervisor uses management forms to cite the percentage who participated in the
study and to summarize the final disposition of each participant. Management forms are typically
created with word-processing programs using the table-creation feature, as shown later in this
chapter. After forms have been created for one study, they can quickly be modified and used for
other studies as well.
# AIDS Risk Factor Cluster Survey. In Chapter 1 you used an fictitious data set to help learn Epi
Info and Stata. Chapter 2 will show how to create management forms for the fictional survey.
Assume that we are planning the community-based study of 20-39 year-old men in 360 households,
as described in Chapter 1. Thirty clusters will be randomly selected with probability proportionate
to size (that is, PPS) sampling. Twelve households will be selected in each cluster. The first
household will be selected randomly, and the remaining eleven chosen in a organized but nonrandom manner from neighboring occupied households. All men of the correct age in the occupied
households will be asked about their views of factors related to AIDS, injection practices and sexual
activities. The forms are intended to help the field staff conduct the investigation.
The study, as described in Chapter 1, is made up for this teaching manual. While the field
methods are reasonable, the study was never done. Four management forms need to be created for
the fictional study. They are shown in the next section of this chapter.
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MANAGEMENT FORMS
The AIDS Risk Factor Cluster Survey will be our first study. Therefore the Study Number is 001.
The study number and the name of the study are included with the descriptive information at the top
of each form.
# Form 1 - Map of Households. In many rural communities of developing countries there is no
available map, nor are houses numbered. Instead homes may be situated in a circular pattern near
a well, health clinic, religious shrine, administrative office, school or some other landmark. A
starting household must be selected randomly from among all homes in each of the 30 clusters. We
term this starting point the "random start
household." Random selection means that every
household in the community has the same chance
of being selected. When no household list is
available, one method favored by the World Health
Organization (WHO) is to go to the center of the
village, randomly select a direction, walk to the
periphery of the village and count all houses passed
along the way, and select randomly one house from
this total count. This is the random start household.
For example, assume the direction to be
traveled from the center of the village to the
periphery was randomly selected to be northeast.
Form 1 is used to draw a map, starting at the
bottom with a structure in the center of the
community (e.g., a health clinic). Sixteen houses
are passed along the way and numbered on Form 1
(see Figure 2.1). Using a random number table (to Figure 2.1 Map of households used to select
be created later in this chapter), household 7 is random start household.
selected to serve as the starting household.
Form 1 documents the selection process. It should have identifying information for the cluster
at the top and sufficient space in the middle for drawing a map. There should also be space at the
top for an arrow indicating which way is North. Usually the form is turned in a diagonal direction,
so that the starting point can be drawn in the bottom left of the page, and the ending point is shown
in the top right of the page. An example of Form 1 is shown in Figure 2.2. The messages in
shadow boxes are not part of the forms, but rather are guides for this manual.

2-2 Form-making

Management forms

Figure 2.2 Example of study management Form 1.

The form can be generated in Word using
the Table command (see Figure 2.3) to
create a table of 10-12 columns and 6-7
rows. Then by merging cells and expanding
or contracting rows and columns, a table Figure 2.3 Tables command in Word.
resemblin
g Figure 2.2 can be created. The internal and external lines are
created by highlighting the specific cells and clicking on the border
symbol, as seen in Figure 2.4.
Figure 2.4 Borders in Word.
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# Form 2 - Random Number Table. In order to select the random start household, a table of
random numbers needs to be created. If there are always fewer than 1000 households from the center
of a cluster (i.e., village) to the periphery along a given tangent,
then a random number
form can be created with
numbers between 1 and
999 numbers, as shown
using Excel in Figure 2.5.
If there are always less
than 100 households along
Figure 2. 5 Integer random
such a line, then the form
numbers from 1 to 1,000.
Figure 2.6 Integer random
may be comprised of two numbers from 1 to 100.
digit random numbers (see
Figure 2.6). Most of the time in rural areas, 2-3 digits will
suffice. Once the random numbers are created, they are copied into a table in the word processing
program (e.g., Word) which includes the proper Form 2 heading. Two tables, one with numbers
up to a 100 digits (shown in Figure 2.7) and a second with numbers up to 1,000 digits, could also
be created as part of this form.

Figure 2.7 Example of study management Form 2.
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# Form 3 - Household Disposition. After the random-start household is identified, a search
continues in a prescribed manner for twelve households with an adult present, selecting all men,
aged 20-39, in the households. Each visited house is listed on Form 3 in sequential order. The
random-start household is always number 01, since it is the first visited household. Notice that the
sequential number for visited households on Form 3 is different from the number used on Form 1
when drawing the map. The two sets of numbers have different purposes. At the first household,
if no adult is home, the interviewer goes to the next nearest household and continues the search.
This process is followed until 12 households with an adult present have been visited and all eligible
men in these households are interviewed. There are no call-backs with rapid surveys. This is
another reason why they can be completed quickly. Instead the interviewers continue from house
to house until they have met their quota of twelve households with an adult present. To minimize
non-response bias and maximize the number of men who are home, the interviewers should make
their rounds in early mornings or late afternoons when most men are there. If there is no one home,
the interviewer checks with a neighbor to determine if someone is currently living in the household.
This information is used later to determine the potential size of non-response bias. If there is more
than one eligible man in the household, the interviewer includes all of them. By the time the field
work is completed, 12 or more men are interviewed in each of 30 clusters, for a total of 360 - 400
men. For design purposes (to be discussed in class), only one man might be selected from each of
the 12 identified households. If more than one eligible male is present, the field person could select
one with a random number table (i.e., Form 2) created with number between 1 and 10 (there would
not be more than 10 men, aged 20-39, in a household).
Form 3 is used to record the sequential number of the visited households, if an adult is home,
if that person is eligible to participate in the survey, and if there are problems encountered at the
household. The form is used both by the interviewers to keep track of field activities and by the
supervisor to monitor the field staff. As an example of the latter, using Form 3 the supervisor can
easily determine if interviewers understand the household visit instructions. If the ratio of visited
houses to occupied houses is too near 1.0, the interviewers most likely did not follow the explained
procedure. These interviewers may have asked for volunteers from among all men, aged 20-39, in
the community. Why bother walking all over the place when you can sit under a shade tree and have
ten men come to you? For these interviewers, Form 3 would show very few empty or in-eligible
households.
Like with Form 1, this form can be created using the Tables function in Word, then adding lines
by clicking the Borders symbol. An example of Form 3 is shown in Figure 2.8. As mentioned
before for Form 1, the messages in shadow boxes are not part of the forms, but rather are guides for
this manual.
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Figure 2.8 Example of study management Form 3.

# Form 4 - Study Disposition. This form provides a summary of the entire survey and is the only
form kept on file once the survey is completed. It has many items. One line is devoted to summary
information from Form 3 for each of the 30 clusters. Using the number of occupied households
(i.e., with at least some eligible adult at home) [eligible is 20-39 year-olds] as the denominator and
the number of 20-39 year-old male respondents as the numerator, the participation percentage is
calculated for each of the clusters. Also tallied are the records actually entered into the computer.
The spin dial number showing the direction to be traveled is abstracted from Form 1 for each
cluster. Typically, the supervisor reviews the list of 30 spin dial numbers on Form 4 to see if the
frequency pattern appears random. If not and certain numbers arise too often, it suggests that the
field teams may not have followed the correct procedure. The first page of Form 4 (listed as 4a) is
shown in Figure 2.9.
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Figure 2.9 Example of study management Form 4a.

There is a place for the interviewer codes in each cluster, and the names and code numbers of
all interviewers in the study (see Form 4b in Figure 2.10). Dates are requested at the bottom of the
form for the beginning and end of the field activities, the time when the initial tables and graphs are
submitted, and the date when the final report is done. There is also a small space for comments.
Again, the messages in shadow boxes are not part of the form, but rather are guides for this manual.
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Figure 2.10 Example of study management Form 4b..

CONCLUDING REMARKS
This ends the Form-making chapter. You have seen what the forms look like, have an idea of their
use, and been given suggestions on how they might be created. Once the process is done, the forms
can be used for other studies, with appropriate modifications. With a portable inkjet printer, the
forms can be created in the field, and appear almost as if they are typeset, adding to the professional
appearance of your study.
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