Recruitment and Retention – Quality Assurance Plan

	Task to be completed
	Who is responsible
	To be completed by

	1. Develop goals for:

· number of cycles of the HIV Intervention Program per year

· number of people starting each cycle

· number of people completing each cycle
	
	

	2. Develop a plan to conducting formative research to better understand how to adapt the HIV Intervention Program for new target populations.
	
	

	3. Develop a written plan for a multi-method recruitment strategy.  

This plan should identify:

· Methods to be used

· Who will be targeted with each method
· Locations and times where they will be targeted

· What messages will be used and how they will be delivered
· Who will carry out the activities related to each recruitment method


The plan should be linked to the goals specified in 1.
	
	

	4. Develop a written plan for monitoring the effectiveness of the multi-method recruitment strategy.
	
	

	5. Develop outreach protocols
	
	

	6. Develop outreach log forms
	
	

	7. Assure training of all outreach workers in:

· outreach protocols

· use of outreach log forms
	
	

	8. Identify one or more methods for monitoring referral follow-ups
	
	

	9. Develop a written screening procedure for potential participants for the HIV Intervention Program
	
	

	10. Develop a written plan for a client retention strategy
	
	

	11. Develop a written plan for monitoring the effectiveness of the client retention strategy.
	
	

	12. Assess capacity needs related to recruitment of clients for the HIV Intervention Program and develop a plan for responding to needs.
	
	


