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[bookmark: _Toc203563814]Summary   
This is a standard operating procedure (SOP) for team-based collaboration in multi-centre qualitative projects. The purpose of the SOP is to outline potential team structure, coordination, data management and integrated analysis. This is to be used in conjunction with the Qualitative Umbrella  Protocol for Infectious Diseases (ADD LINK).
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[bookmark: _Toc203563815]Definitions  
None
[bookmark: _Toc67559420][bookmark: _Toc203563816]Abbreviations  
None




[bookmark: _Toc203563817]Team-based collaboration
[bookmark: _Toc203563818]Background
Qualitative research projects on infectious disease outbreaks/pandemics often span several sites, countries and/or disciplines.  Furthermore, it is crucial to provide robust but timely findings in order to inform outbreak/pandemic response. This can only happen with implementation of structures and processes that support collaboration.
[bookmark: _Toc203563819]Rationale
Establishing structures and processes to support team-based collaboration can improve methodological consistency, rigour, and effective coordination across sites. Qualitative research is context-sensitive, so harmonising approaches and analysis is critical. Structured collaboration can improve transparency, equity, and collective decision-making. It can also enable rapid, rigorous analysis.
Collaboration should be a central focus of these types of projects. Teams can work together to address communication barriers, data management, and variations in ethical requirements.  
Documented collaboration processes also support institutional memory, allowing for continuity in the event of staffing changes or addition of new sites.  This SOP aims to support teams to work efficiently and equitably, producing timely and contextually grounded findings. 
[bookmark: _Toc203563820]Team structure
· There will be an overall study/project/work package lead or co-leads, who provide strategic oversight and coordinate cross-country collaboration.  Ideally co-leads should represent high and low income settings to ensure diversity of perspectives and to avoid extractive or hierarchical collaboration. 
· Each site/country team should have a team lead.  
· Responsibilities of project and site leads, as well as plans for delegation, should be made clear at the outset.
· Project coordinator: funding should support the employment of a project coordinator (who can be less than full time if appropriate). Their role is to support the project leads, coordinate meetings, take minutes, prepare monthly newsletters and ensure all documents are stored appropriately in shared platforms with consistent structure. 
[bookmark: _Toc203563821]Communication and coordination (suggested schedule)
· Weekly local team meetings: operational meeting to coordinate study set up, progress, and outputs.  Milestones, deliverables and planned outputs should be reviewed.
· Quarterly investigator meetings: for teams across sites and other co-investigators to discuss study progress and outputs.  This meeting allows teams to share learning and skills, and to identify potential areas for collaborative analyses.  Rotating chairs from each team. 
· Community Advisory Board (CAB) Meetings: see CAB SOP for further details.  Schedule to be arranged with CAB.  Agenda to be developed with CAB chair(s) and materials circulated at least 2 weeks prior to meeting.
· Analysis specific meetings: these will be organised ad hoc.
· Ensure time zones and access requirements are taken into account for meetings (consider sending an access needs survey). 
· Monthly newsletter: the newsletter will be prepared by the project coordinator and emailed to all investigators and CAB members.  The newsletter should follow a template and will provide a summary of study progress and recruitment; outputs; news (including staff); upcoming milestones and deliverables; and  events and literature of interest. 
[bookmark: _Toc203563822]Data management and collaboration
· Microsoft Teams is the preferred platform for online meetings.
· Please note that if the meeting is transcribed, generative AI is used to improve accuracy.  Data are stored in the region where the recording is made and Microsoft adheres to GDPR.
· However, if sensitive data are discussed (especially sensitive and identifiable data about individuals) then this should not be recorded or transcribed (and any recordings or transcripts should be deleted).
· Microsoft Copilot can be used to generate meeting summaries/minutes. You should access an institutional account so that data are not used in training models. It is up to project teams to decide together if they wish to use generative AI for this purpose (potentially seeking institutional advice). 
· No research data should be entered into Copilot or other AI chatbots. 
· All study documents and material should have consistent filenames with clear version control. 
· All materials related to the study should be stored on a shared platform accessible only to the project team (i.e. SharePoint).   This will be the central repository for storing protocols, transcripts, analysis outputs, and meeting notes. This provides institutional memory and allows teams to work at speed by using existing documents as templates.
· Where possible use templates for documentation to ensure consistency across all study sites. 
[bookmark: _Toc203563823]Harmonisation of data collection and analysis
· Use of the Qualitative Umbrella Protocol and methods specific SOPs will improve methodological consistency across sites.
· We advise implementing Rapid Research approaches to support collaborative, interdisciplinary and agile working.
· You may wish to consider training in Rapid Research approaches for team members via UCL RREAL (either existing courses or bespoke training depending on funding available): https://www.rapidresearchandevaluation.com/training.
· We strongly advise the use of RREAL sheets to synthesise data as they are collected.  They can be used per researcher, per study site, or per population.  We advise separate RREAL sheets for each study method: https://static1.squarespace.com/static/66feb2488237a84bfc3b7180/t/6721302d5a6c593b66ed13b9/1730228279809/RREAL+Sheets+QuickGuide-1.pdf 
· RREAL sheets can be used to support collaborative analyses across study sites, allowing teams to identify areas of similarity and difference. 
· RREAL sheets should not replace in-depth analysis of study data but will allow teams to (i) provide real time insights at speed; (ii) adjust topic guides in response to emerging findings; and (iii) identify potential themes to explore across all study sites. 
· Data across sites and methods can be integrated using a data integration matrix (see supporting material).
[bookmark: _Toc203563824]Related SOPs
· Qualitative Umbrella Protocol 
· Guidance for using Qualitative Umbrella Protocol and SOPs 
· Standard operating procedure for Community Advisory Board (CAB)


[bookmark: _Toc203563825]Supporting documentation
Example multi-method data integration matrix
	
	Study 1 (e.g. FGDs) findings
	Study 2 (e.g. SSIs)
findings
	Study 3 (e.g. Photovoice)
findings
	Study 4 (e.g. TikTok)
findings
	Study 5 (e.g. news media)
findings
	Synthesis (by objective across sites and methods)

	State objective 1
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Site 2
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Site n
	Site 1
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Site n
	

	State objective n
	Site 1
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	Site 1
Site 2
Site n
	Site 1
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