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How to use this toolkit

This research toolkit was produced to support community researchers conducting an action
research project as part of the Building Health Partnerships programme in Nottingham and
Nottinghamshire. It was designed and planned specifically for scoping calls with voluntary sector
and community leaders on the issue of delayed transfers of care. Please refer to the report The
voluntary and community sector supporting delayed transfers of care October 2019 for the full
project outline of the background, purpose, research design, findings and recommendations for
the programme.

This toolkit is aimed at community researchers offering practical guidance and support on how to
conduct scoping interviews. It demonstrates the order and process involved in conducting semi-
structured interviews; tools and templates required to capture data for qualitative research; and
some useful tips to think about before, during, and after conducting interviews. Whilst written with
the Nottingham and Nottinghamshire project in mind, the tools can also provide a helpful basis
to be tailored to other qualitative research projects.

The toolkit includes:

1. Email template
To invite potential participants to be interviewed, which includes outlining the research
purpose and what it entails to take part in the study.

2. 'An invitation to participate’ Information sheet

It is good practice send an information sheet with an interview invitation to provide an
outline of the research project. Including, background on the project; the purpose and aims;
what taking part means; and what happens with the information/data collected. Importantly,
it should also highlight the ethical considerations regarding the participants (confidentiality,
anonymity, opportunity to withdraw from the study etc.) and give contact details in case of
any follow up questions.

3. Hints and tips

To undertake a research project it is important the researcher is prepared for the fieldwork
and has thoughtfully considered before/during/and after conducting the interviews. This is
not only to ensure the quality of information collected but also to promote a comfortable,
safe and relaxed environment for the participants involved.

4. Interview topic guide

Before conducting an interview, it is essential that the participants are informed about the
research, what the process will be, and how the data will be used. Talking this through face-
to-face or phone can often be a more appropriate method than simply an information sheet
so that the participant has an opportunity to ask questions.

5. Write up templates
Following an interview, it is important to write up the notes in a clear and systematic way. It
is recommended you do this as soon as possible so nothing is forgotten. This will make
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analysing the information easier, especially if you use headings within the write up so that
the information can be compared across different interviews.

Please keep in mind that this toolkit is only an example on how to conduct scoping interviews
and should not be viewed as an exhaustive list.

Work is required prior to the interview stage to design and set up the research project. Here are
a few things to be carefully considered:

e Why the research is being conducted and who is it for?

e What information is needed to answer the research problem?

e What are the most appropriate methods and tools to collect the data?

e How will the data be analysed and how do you know your claims are robust?

e Have you thought about the ethical considerations undertaking the research? Minimise
risk to participants and ensure the safety of the researcher.

e What are the timings, resources and capacity involved in the research? Be realistic!
We hope this toolkit is helpful to future community researchers and we wish you all the best with

your research projects!

Vita Terry
Senior Researcher
Institute for Voluntary Action Research
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Email template

Dear X,

Nottingham Community and Voluntary Service (NCVS) is contacting you to ask if you would be
interested in sharing your perspective as part of a health partnerships scoping study.

The Building Health Partnerships programme is working with the VCSE (VCSE) and Nottingham
and Nottinghamshire Health and Care System to address challenges around Delayed Transfers
of Care at Nottingham University Hospitals, for those who are ‘medically safe for transfer’ from
an acute hospital setting.

An important part of this enquiry is to listen to VCSE experiences of cross-sector partnerships
and to understand what is required for these to be improved in the future.

The focus of this programme is people over 75 years of age who are leaving hospital (to go
home) with Dementia. However, we are taking a wider perspective to explore your views on
potential services and partnerships in the community, so we are interested in talking to you even
if you do not currently provide direct support to this patient group. Please see the attached
information sheet for more detail.

If you are happy to have a semi-structured conversation which would last up to one hour,
please respond to this email before Wednesday 5 June 2019 to confirm the most relevant
contact for us to book a time with. One of the research team interviewers will then follow up with
you directly. Conversations can take place by telephone or face-to-face as most convenient for
you.

If you don't wish to participate or feel your organisation doesn’t (and couldn’t) provide any type
of relevant support, please also let us know by 5 June so that we don’t attempt to contact you
again about this study. There is learning to be gained from why you don’t wish to be involved, if
you are willing to share this. Plus, we would be grateful for recommendations of other VCSE
providers that do fit the criteria in case we have missed some vital services.

I am happy to have an initial phone conversation to answer any questions you may have, with
no obligation to take part in the study.

Thank you for your time and | look forward to hearing from you.
Kind regards,

XXXX
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Information Sheet

An invitation to participate

The national Building Health Partnerships programme is working with the VCSE (VCSE) and
Nottingham and Nottinghamshire Health and Care System to help create a better picture of what
it will take to reduce the number of patients who end up staying in hospital when other options
(going home) would be far better for their health and well-being.

A recent Nottingham study is evidence of the challenge. The study reviewed 24 cases where
service users had been discharged from hospital with a social care or joint package and found
that 42% could have had a better pathway from hospital. If better decisions had been made this
could have resulted in 21% savings for health and social care. This is an important issue to
address in Nottingham, not only for cost saving reasons, but also for the health of the patient
and to create a more effective health and care system.

The programme

The Nottingham and Nottinghamshire Building Health Partnership (BHP) programme is working
to address these challenges around Delayed Transfers of Care at Nottingham University
Hospitals, for those who are ‘medically safe for transfer’ from an acute hospital setting. The focus
of this programme is people over 75 years of age who are leaving hospital (to go home) with
Dementia.

The programme builds on feedback received at a cross-sector partnership event held in
November 2018 and undertakes an Action Research Learning process to identify better ways to
support patients to live independently. Research is being led by the VCSE and involves
contributions from colleagues across the sectors. The core partnership group consists of
Nottingham Community and Voluntary Service (Nottingham CVS), Nottingham University
Hospitals, Adult Social Care and the Integrated Care System.

This is a unique opportunity for VCSE organisations to share perspectives on the services and
support already being provided in the Greater Nottingham community, and for us all to learn
from local experiences about the gaps which exist and where it might be possible to improve
outcomes for patients.

We recognise that an important part of this enquiry is to listen to VCSE experiences of cross-
sector partnerships and to understand what is required for these to be improved in the
future.

This is an opportunity to:

e have your say - we aim to hear the voices of a diverse range of VCSE organisations and
share learning around delayed transfers of care;

e build better relationships across the VCSE and health and social care to create a long-
term partnership legacy;

e input into the development of an action research plan with potential for future investment
(e.g. appropriate packages to support patients going home).

Following this exercise, the core group will assess and share the findings.

Why have we contacted you to take part?
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We have contacted you because we aim to understand what provision is (or could be) available
from a diverse range of VCSE organisations in the Greater Nottingham area. We would like to
understand how patients can be supported in a timely and beneficial way when leaving hospital
and highlight the types of support which could avoid hospital admission in the first place.

The cohort group we are interested in is admitted patients over 75 years of age who are leaving
hospital with Dementia to return home. We are interested in talking to you even if you do not
currently provide direct support to this patient group. Perhaps your organisation could do so if
you had more capacity. You may already be providing support for people with other long-term
conditions, and/or offering services and support which enable people to remain safely at home,
therefore avoiding further hospital admissions.

If you feel your organisation doesn’t (and couldn’t) provide any type of relevant support, please
let us know. We would also be grateful for recommendations of other VCSE providers that do fit
the criteria.

What will taking part involve?

The action research will involve a semi-structured conversation during May or June 2019, which
will last up to an hour. The interview will be held face to face or by phone at a time and place of
your convenience.

Taking part in the action research is done on a voluntary basis and there is no obligation to
participate. If you decide not to participate, this will not affect your right to be involved at a later
point, nor does participating in the action research mean you have signed up to be part of a
larger project.

Will my taking part in this review be kept confidential?

The information you provide in the interview will be stored electronically in a safe place and in
accordance with the Data Protection Act. The data controller for this review is Nottingham CVS.

We are unable to fully anonymise the interview due to the importance of identifying your
organisation and mapping the services provided. However, any extracts quoted will not be
attributed to the individual interviewee.

The learning from the action research will be used to report back to the core group of the
Nottingham and Nottinghamshire BHP to inform the development of an action research plan.

A core group meeting will be held at the end of June 2019 where the team will identify a course
of action that assesses the research findings and considers the future potential for partnership
opportunities, including any gaps in what is currently happening.

Who can | contact for further information about the research?

If you would like to know more about the study, or have queries about it, please contact Jules
Sebelin at Nottingham CVS on 0115 934 9585 or email Juless@nottinghamcvs.co.uk

N IVAR 020 7921 2940
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Hints and tips

Check list before conducting the interview

Write an email to potential participants to introduce yourself, refer to email template and
attach information sheet.

Offer to have a no obligation phone conversation to answer any questions, provide more
detail about study and the process.

Think about where the interview will be held (make sure it is in a safe and not too busy
environment).

Will you conduct a face to face or phone interview?

How will you record your notes (e.g. use a recorder or a note pad)? https://otter.ai/
Prepare equipment e.g. information sheet and topic guide

Do a quick search on the participant organisation website to be prepared for the
interview on the organisation’s services and purpose

Top tips when conducting the interviews

If a faceto-face interview go to venue early and set up interview e.g. make sure it is in a
quiet place.

Think about your body language

Try to put the interviewee at ease

Do not interrupt the participant when they are talking

Try not to use closed questions in the interview

Provide non-judgemental responses

Give opportunities for the participant to ask questions and provide follow up information

Check list following the interviews

IVAR

Follow up email to the interviewee to say thank you, opportunity to add/ withdraw any
information/ ask any questions

If the organisation asks to see the full write-up - send on the final template of your notes
when they are complete

Write reflections on the interview process and any immediate headline findings to share
with IVAR

Write up interview notes into the template provided in researcher pack
Advise there will be follow-up after/around end of June after the core group have met

Email complete interview template to vita@ivar.org.uk and Jules Sebelin
Juless@nottinghamcvs.co.uk
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Interview topic guide for participating organisations

Preamble before conducting the interview

e Thank the participant for taking part in the study

e Explain the purpose of the BHP action research project (as outlined in the information
sheet provided):

The Nottingham and Nottinghamshire Building Health Partnership (BHP) programme is
working to address the challenges around Delayed Transfers of Care at Nottingham
University Hospitals, for those who are ‘medically safe for transfer’ from an acute
hospital setting. The focus of this programme is people over 75 years of age who are
leaving hospital (to go home) with Dementia. We are interested in talking to you even
if you do not currently provide direct support to this patient group currently but do
support people to leave hospital in another way, what you could do/want to provide in
the future, and what it would take to make that happen.

e Explain what will be covered in the interview:

During the interviews we aim to understand your perspective on reducing delayed
transfer of care for people over 75 leaving hospital with dementia. We are encouraging
people to feel free to talk about what has worked/not worked and why.

e |Interview length:

1 hour
e Describe how the information collected from the interview will be used:

The data will be stored and the responsibility of the Nottingham CVS. The interview will
not be anonymised due to the importance of identifying your organisation and mapping
the services provided. We are wanting to encourage an open conversation; you may
wish to talk about something sensitive that you want to keep ‘off the record’. Please do
let us know if this is the case.

The results of the action research will be used to report back to the core group of the
Nottingham and Nottinghamshire BHP to inform the development of an action research
plan.

e Gather consent from the interviewee:

Do you verbally agree to be interviewed and for the conversation to be recorded (this is
only for note taking purpose)?

This interview is entirely voluntary and if you do not feel comfortable at any time, we can
draw it to a close.

Do you have any questions before we get started?

IVAR

1.

Tell me about your organisation, what it does (overall)
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Record organisation’s main purpose and activities (ideally checking their website
beforehand)

Do you already provide support for this group of patients as they are about to go home
from hospital (and/or in this area of care overall)? If so, can you describe that support?

Is there a referral process, and if so who for and by? Explain.
(Ask for a copy if documented - may already be on their website)

What does that demand look like?
(E.g. top 3 reasons for referral)?

Anything that excludes people from accessing the service (e.g. age)?

(Any specific areas of staff skill set that preclude you from supporting people?)

Focus on the target group first then encourage the participant to discuss what support is
provided to others leaving hospital too (if relevant) and to prevent admission in the first
place. Draw out specific examples of what that support looks like - in hospital AND in the
community.

Could this support be developed? What would be needed to make that happen?

Could be a few elements here, so not just about funding but connections with others,
hospital links etc. So, what are your current capacity levels, challenges and solutions
identified?

Signposting/other routes to providing support. How does this happen and who to/with?

Useful to draw out partnerships here, are there any gaps? Where you would like to be able
to signpost to (or used to in the past)?

Lastly, and thank you for the information you have shared so far.

IVAR

8.

How could the NHS do more to recognise and value the voluntary sector in the early
planning stages of hospital care (admissions/discharge)?

This is primarily about exploring views and gathering insights about why this is important
and could work better

How could you do more / how could the NHS work better with you to help more people /
what do we do that prevents you doing good things?

How do you think this works at the moment (what is already happening/what is your
experience?)

What difference would these changes (as suggested) make to patient outcomes i.e.
enabling people to live independently for longer?
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Write-up templates

Interviewer

Interviewee name

Interviewee organisation

Verbal agreement to be interviewed

Date of interview e.g. 30/04/2019

e Please use the headings below from the topic guide to structure the interview write up.

e Full transcripts of the interviews are not required, but interview write ups must be written in
full sentences to ensure effective analysis of the information gathered.

¢ Include direct quotations from the interviewee where possible, these should be written in
italics to be clearly identified.

e Give each write up document a complete title e.g. BHP_interview write up_ name of
interviewer

o Please email complete write up to vita@ivar.org.uk and ncvs@nottinghamecvs.co.uk no
later than 12™ June.
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Information about the interviewee’s organisation

e What services are already provided?

e Is there a referral process?

e What does that demand look like (top 5 reasons for referral)?

o Anything that excludes people from accessing the service (e.g. age)?

11
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Could this support be developed? What would be needed to make that happen?

Signposting/other routes to providing support. How does this happen and who to/with?

What is the value of including the voluntary sector in the early planning stages of hospital
care (admissions/discharge)?

12

N IVAR 020 7921 2940
ivar.org.uk @IVAR_UK



Action Research on ‘Reducing delayed transfers of care’

How could the NHS do more to recognise and value the voluntary sector in the early
planning stages of hospital care (admissions/discharge)?

Reflections from the interviewer on the interview e.g. process and information provided
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Thank you!

For more information contact Nottingham CVS on 0115 934 9585 or email Jules Sebelin
Juless@nottinghamcvs.co.uk
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