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The CASPER process involves managing and coordinating multiple components pre-, during- and post-CASPER:
· Human resources (leadership, volunteers)
· Scientific process (sampling, map-making, questionnaire design, database development, data analysis)
· Outreach process (local jurisdictions, communities, law enforcement, media)
· Equipment (safety kits, field team go-kits, mobile office, computers, communications)
· Logistical support (printing, procurement, food, headquarters)

The following checklist outlines major CASPER tasks (in no particular order; all tasks should be assigned to a dedicated CASPER timeline).  All tasks are scalable and adaptable to multiple simultaneous CASPERs (i.e. the process remains the same, but the quantities of products and coordination requirements increase).  Approximate quantities of printed materials assume a 30x7 CASPER design, with a target of 210 interviewed households and 15 field interview teams.

Table below outlines roles and responsibilities for the tasks by each involved group; they can be scaled or adjusted as needed. 
Pre-CASPER

Cluster sampling
· Select sampling frame(s)
· Collect necessary datasets (e.g. Census)
· Perform cluster sampling
· Make maps (road view, satellite view)
· Print poster and cluster maps for field teams and headquarters (2-3 posters, 60-80 maps)

Questionnaire 
· Develop questionnaire content
· Design and layout questionnaire
· Translate into multiple languages, if necessary
· Pilot test and revise questionnaire, if necessary
· Print questionnaires in English (min 230) and each additional language (min 30 in each language)

Database
· Develop and troubleshoot data entry database to match questionnaire items

Introductory Script 
· Develop introductory script for field teams
· Translate into multiple languages, if necessary
· Print (min 20 in each language)

Just-In-Time Training
· Develop agenda 
· Secure speakers 
· Prepare electronic JIT presentation materials 
· Print hardcopy handouts (min 40 of each)

Informational “give away” packets for CASPER participants (optional)
· Select health education materials to be distributed
· Translate into multiple languages, if necessary 
· Decide whether packets will be distributed only to participants or all approached households
· Print all materials, including translations (100’s of pages, depending on number of materials)
· Put packets together (min 230 packets)

Field interview Go-Kits
· Select appropriate materials for field interview packets (script, “Art of Interviewing” guide, surveys, maps, etc.)
· Prepare and collate interviewer materials 
· Put Go-Kits together (clipboards, pen/pencils, locking file carrier, etc) 

Local jurisdiction
· Coordinate CASPER process with the local jurisdiction(s) 
· Ensure local health official presence at CASPER HQ at all times

Outreach 
· Contact stakeholders in the community (city government(s), CBOs, NGOs, faith-based, service, etc.)
· Create advertising and outreach materials
· Secure cooperation of law enforcement (safety briefing at JIT, safety of field teams) 
· Reach out to local media (TV, radio, print, papers, bloggers, social media)

Volunteers
· Identify and contact organizations that could provide field interviewers
· Recruit field interviewers (min 30 per CASPER)  
· Prepare informational packet for volunteers (scheduling, needed language skills, needed transportation, suggested attire, code of conduct, etc.)
· Ensure roster of volunteers meets local needs (language, transportation, pairing with locals)
· Assign volunteers to pairs (based on schedule, language skills, transportation availability, etc.); name each team
· Create volunteer schedule for the entire CASPER
· Assign volunteer pair teams to clusters
· Assign safety kits and Go-Kits to each volunteer team

Liability 
· Secure an authorized official to conduct Disaster Service Worker swear-in ceremony (Health Officer, Fire Chief, Police Chief, or Sheriff)
· If DSW is not possible or not desirable, create liability release forms for volunteers
· Print any forms (min 40)

Electronic materials and forms
· Develop organizational chart(s)
· Create ICS structure, assign roles 
· Develop sign in sheets for training and deployment days
· Prepare and organize all electronic forms (volunteer tracking, equipment tracking, team tracking, cluster tracking, JIT presentations, etc.)
· Revise and adapt existing forms as necessary
· Save all materials to a thumbdrive and put on the field computer(s)

Equipment and kits
· Prepare field work computers (put all the forms and databases on the desktop, troubleshoot sign-in credentials, etc.)
· Prepare CASPER materials and mobile office prior to field work
· Prepare office supplies by using CASPER check list 
· Inventory, organize, pack, and label safety kits (vests, flashlights, etc)
· Inventory, organize, pack, and label field team Go-Kits (see Go-Kit section above)
· Inventory, organize, pack, and label communications equipment (walkie talkies, air cards, cell phones, etc.)
· Prepare HQ first aid kit

Printing, collating
· Print all required materials, in color as necessary (see above sections, including questionnaire, script, training materials, educational materials, maps, tracking forms, etc. – 1000’s of pages)
· Collate packets

Headquarters
· Identify suitable CASPER headquarters within sampling frame (early morning/late evening access, large enough to accommodate JIT, tables/chairs and infrastructure to accommodate mobile office)
· Identify food vendors and arrange for meals, snacks, and water at the HQ
· Coordinate lodging and transportation for non-local interviewers and HQ staff in close proximity to the HQ
· Ensure Wi-Fi or mobile hotspot at HQ

Payments and procurement
· Manage all financial aspects of CASPER (staff travel arrangements, car rentals, reimbursements, excess lodging cost approval if necessary, etc.)
· Pay food vendor(s)
· Have plans for procurements/purchases in the field, in case of necessity

During CASPER

Incident Command Structure
· Set up ICS and assign roles
· Develop job action guidelines for positions, if necessary
· Fill out Action Plan and other necessary forms for each operational period

Training
· Conduct JIT training
· Systematic random sampling in the field
· “Art of Interviewing”
· Address volunteer questions regarding sampling and interviewing
· Troubleshoot team issues 
· Address any issues during morning briefing with field teams

Data entry
· Conduct real time data entry of completed questionnaires
· Prepare cluster tracking forms for data entry at the conclusion of CASPER
· Ensure data and information security
· Maintain accountability for paper questionnaire

Team and information tracking
· Track teams in field 
· Receive calls/texts with team whereabouts, record team locations
· Address field team needs (language/translations, questions about sampling, safety, etc.)
· Track cluster interview completion every day
· Maintain and modify field team rosters, as needed (interviewer dropouts, language needs, etc.)
· Maintain and modify field team cluster assignments (completed clusters, language needs, etc.)
· Check in field teams as they return to HQ daily 
· Review each questionnaire for accuracy and completeness  (sign off on each qx)
· Review cluster tracking form at the end of the day for accuracy and completeness (sign off on the form)
· Debrief each field team about sampling and interviewing process and any issues 
· Reconcile number of completed questionnaires with cluster completion tracking form at the end of each day
· Conduct daily debrief with HQ staff at the end of each day
· Ensure all field staff sign in at the beginning and sign out at the end of each day 
· Demobilize interviewers at the end of each day and at the end of CASPER
· Collect volunteer evaluations at the end of CASPER (evaluations are optional)

Communication and outreach
· Maintain contact with local officials 
· Answer media inquiries

Logistical support
· Set up mobile office at HQ and prepare for JIT Training
· Ensure all field teams are set with equipment (safety kits, Go-Kits)
· Maintain accountability for field equipment and supplies
· After all field teams check in at the end of the day, conduct inventory of safety kits
· Restock Go-Kits daily
· Coordinate food delivery to HQ
· Maintain accountability for mobile office equipment
· Coordinate photocopying/printing of materials if there are shortages

After CASPER

Data entry
· Complete questionnaire data entry
· Complete cluster tracking form data entry

Data analysis
· Calculate response rates from the cluster tracking form
· Clean and analyze CASPER data

Report
· Prepare preliminary CASPER report
· Prepare final CASPER report
· Conduct a “hotwash” and prepare an After Action Report

Volunteer acknowledgement
· Send out thank-you letter (mail or email) to volunteers
· Transcribe and analyze volunteer evaluation forms (optional)

Payments
· Ensure staff reimbursements have been completed
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Roles and responsibilities for CASPER administration

	CASPER activity
	Responsible group

	Cluster sampling
	

	Questionnaire content development
	

	Database design
	

	Introductory Script , letter from Health Officer
	

	Just-In-Time Training
	

	Printing of all materials
	

	Packet collation 
	

	Information “give away” packets for CASPER participants (material selection, printing, collating)
	

	Volunteer recruitment
	

	Liability, Disaster Service Worker swear-in
	

	Identify local Headquarters
	

	Outreach to communities to inform about CASPER
	

	Identify food vendors, arrange food deliveries to local HQ
	

	Lodging, transportation for non-local volunteers
	

	Mobile office supplies for the local headquarters
	

	Safety kits
	

	Field team Go-Kits
	

	Communications equipment (walkie talkies, air cards, cell phones, WiFi at local HQ)
	

	Local headquarters leadership
	

	Local headquarters staffing
	

	Field interview teams
	

	Real-time data entry
	

	Post-CASPER data entry (if necessary, or if multiple CASPERs)
	

	Team and information tracking
	

	Media inquiries
	

	Coordination with local governments and law enforcement
	

	Accountability for field equipment
	

	Cluster tracking form data entry, calculate response rates
	

	Clean and analyze CASPER data
	

	Prepare preliminary report
	

	Final report review and clearance process
	

	Send out thank-you letter (mail or email) to volunteers
	

	Transcribe and analyze volunteer evaluation forms (optional)
	

	Reimbursements
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