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1.​RECRUITMENT OF PARTICIPANTS 
The recruitment of participants for the COPRI study can be done either by clinicians or 
by research assistants (RAs). 

Patients recruited are eligible to participate in the COPRI study if they meet the 
following criteria: 

●​ They are at least 18 years old. 
●​ They are registered or designated with a family physician, a medical resident or a 

nurse practitioner in a participating family medicine clinic.​
 

1.1.​ Clinician-led recruitment 
The participants that are recruited by the clinicians are recruited at the time of their 
appointment. If a patient meets the eligibility criteria and the clinician determines that 
the patient is suitable for the COPRI study, they can inform them of the study and ask 
for their consent to be contacted by the research team. If the patient is interested, the 
clinician can share the patient’s full name, contact information, and preferred language 
with the COPRI research team. 

It is also possible that a patient may be interested but prefers to communicate with the 
research team directly, because they might prefer reflecting on it before confirming their 
participation. In this case, we would have to follow the same procedures described in 
1.2.3.  

 

1.2.​ RA-led recruitment 
To support clinicians, RAs can recruit patients at the waiting rooms of the participating 
clinics. The recruitment session can be coordinated with the Co-Investigator of the 
participating clinic. The Co-Investigator may also refer the RAs to another staff member, 
such as the Continuous Quality Improvement Agent or Research coordinator, who can 
assist in acting as a COPRI correspondent if the Co-Investigator is unavailable. The 
COPRI correspondent can inform the clinic staff of COPRI RA presence on the day of 
the recruitment session and inform RAs of which waiting rooms to recruit from. Each 
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clinic operates differently, the RAs should discuss with the COPRI correspondent at the 
clinic on how to best organize themselves once on site. 

 

1.2.1.​RA recruitment in waiting rooms of the clinics 
Prior to a recruitment session, RAs must print some copies of the consent form in all 
languages. Once the RAs arrive on site, they can start recruiting patients in the waiting 
room. The RAs can each follow these steps: 

I.​ Approach the patient and present themselves politely. 
II.​ Ask the patient for their preferred language.  
III.​ Provide a brief overview of the COPRI study 
IV.​ Verify if the patient is registered with a family doctor, medical resident or nurse 

practitioner at the clinic by simply asking them 
A.​ If they are not registered, explain that this is an eligibility criteria so they 

can’t participate, and thank them for their time.  
V.​ If they are eligible, the RA should ask the patient if they are interested. 

A.​ If they are not interested, the RAs should not take it personally. RAs 
should thank the patient and move on to the next patient.  

VI.​ If they are interested, the RA should note down the patient’s full name, phone 
number (if they are comfortable to provide it), email and language spoken. 

A.​ This can be collected on an Excel sheet, however, it is important to delete 
this Excel sheet from your computer and Trash after patients have been 
added to REDCap. 

1.​ Both emails and phone numbers are important forms of contact. 
Emails enable us to send surveys directly to participants, while 
phone numbers are useful for following up if participants do not 
respond to emails.  

a)​ Additionally, phone numbers are valuable during the 
verification stage (Section 1.2.3) for identifying participants. 
While participants may have multiple email addresses that 
are not recorded in their EMR, their phone number is usually 
consistent, making it a reliable identifier. 

VII.​ The RA should ask the patient whether they prefer for the informed consent form 
(ICF) to be sent to them by email with the self-serve option (considered as an 
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electronic consent) or for the ICF to be read and signed at that moment 
(considered as a written consent).  

A.​ If the ICF is read and signed at that moment, the RA should follow the 
steps outlined in 1.2.2. 

B.​ If self-serve ICF, the RA should inform the participant that the ICF will be 
sent to them in the next week through the YourUniversity@copri.ca email 
and once it is signed, the questionnaire will be sent automatically. 

VIII.​ The RA should also record the number of refusals and ineligible participants. 
Collecting this data provides valuable insights into the clinic population and can 
help identify potential patterns. 

 

1.2.2.​Completing the consent form in the clinic 
Although most patients will prefer to read and sign the ICF online at their own time, 
there will be cases of patients ready to complete the ICF at the clinic. The RA can 
provide the patient with a paper version of the ICF and the patient can read and sign it 
by themselves at the clinic. If the patient wishes to read and sign the ICF with the RA, 
the RA can go through the form with them and make sure to answer all their questions. 
In all cases, patients must have a copy of their signed ICF, therefore the RA can 
propose to send a scanned version of the signed ICF to the patient by email or to fill out 
an additional one on-site for the patient to keep. Lastly, the RA must inform the new 
participant that the questionnaire will be sent to them once they are verified at the clinic 
and ideally in the following week from YourUniversity@copri.ca email.  
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1.3.​ Self-enrollment (cohort intake form) 
Lastly, participants can self-enroll in the study by filling out the Cohort Intake Form on 
the COPRI website (https://copri.ca/participer-a-notre-recherche/), providing their full 
name, contact information, preferred language and their GMF. Some participating clinics 
have been approved by the ethics board to send a mass email to patients directing 
them to the form, providing another way to self-enroll. 

The McGill central team will monitor the “Cohort Intake Verification” report on REDCap 
to identify patients that completed the Cohort Intake Form and hence require verification 
with the clinic to confirm they meet the eligibility criteria. The McGill central team will 
then assign the participants to their respective university on REDCap, based on the 
clinic they listed in the intake form i.e. a participant that listed GMF-U Lafontaine will be 
assigned to UdeM, and hence will be visible as a record for UdeM RAs. The McGill 
central team will indicate that the patient has not been verified in the participant 
database. 

The RAs from the specific university group can then follow these steps: 

1.​ Review the “Patients non vérifiés/Unverified Patients” report to identify patients 
requiring verification (see section 4.1 for more information on reports). 

2.​ Verify with the respective clinic that the participant meets the eligibility criteria 
(section 1.3.1). For details on how to communicate the patient’s information with 
the clinic in a secure manner, please follow the steps outlined in section 5.2  

3.​ Once the patient has been verified, the RA can select “Yes” under "Patient 
Verified" in the Participant Database.  

a.​ If the participant is not eligible, you can click on “ineligible” under “Not 
participating” in the participant database. 

4.​ Refer to section 3 “ENTERING PARTICIPANTS IN REDCap AND 
CONTACTING PARTICIPANTS” 
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1.4.​ Verifying the eligibility of the participants with the clinic 
Although we ask patients whether they are registered with a Family Medicine Group 
before proceeding with recruitment, there are cases where a patient may say yes when 
in reality they are not. Therefore, it is important to verify this with the clinic 
Co-Invesitgator or COPRI correspondent. This verification process can be done on-site 
after the recruitment session with the COPRI correspondent. If this is not an option, the 
RA can share the collected information with the Co-Invesitgator or COPRI 
correspondent online. For more information on how to communicate patient information 
with the clinic in a secure manner, please refer to section 5.2. Please note that sending 
patient information by email would be a breach of protocol.  

It is useful to compare the information that was collected with the patient information on 
the EMR to verify for typos. It is common that the email provided to us by the participant 
and the one in the EMR is different, and in that case, the RA can proceed by using the 
email provided directly by the patient. 

 

 

COPRI Procedure Manual April 2025​ ​ ​ ​ ​ ​ ​       7 



 

For the patients that were not found as registered at any of the participating clinics, 
delete their information. For those eligible, they are ready to be entered in the REDCap 
database and to be contacted by the RAs. 

 

2.​REDCap 101 
2.1.​ REDCap instruments 

When adding a new record, you will be shown all available REDCap instruments (i.e. 
forms). You can also see the available REDCap instruments on the left hand side when 
you are on a specific record. These REDCap instruments can be classified to forms 
used by RAs and staff to collect and manage participants, such as the Participant 
Database and Contact Log, and to surveys sent to participants, such as the Consent 
Form and Questionnaire. 
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2.2.​ REDCap instrument icon color code 

 

2.2.1.​Icons without checkmarks 
Status icons indicate the status of a survey. The following icons are manually set by 
RAs and staff and can be modified at any time. 

●​ A grey icon signifies a survey has not been modified by anyone (neither a RA or 
a participant). 

●​ A red icon is automatically assigned to all surveys that have been modified i.e. a 
RA edited the survey and pressed Save & Exit Form or Save & Stay. These 
forms can be manually assigned yellow or green icons. These colors have no 
predefined meaning, allowing you to create your own color-coding system at your 
discretion.​
 

2.2.2.​Icons with checkmarks 
When a participant completes a survey such as the consent form or questionnaire, it will 
be displayed on our end with a green checkmark icon. Surveys that have been opened 
by a participant, but not submitted, or surveys partially completed, will have an orange 
checkmark icon. 

3.​ENTERING PARTICIPANTS IN REDCap AND CONTACTING 
PARTICIPANTS 

Once the participants have been recruited and verified, their information must be 
entered into REDCap and they must be contacted by the RAs.  

3.1.​ COPRI participant database 
a.​ The first step of entering the data in REDCap is to create a new record (1-2). 
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b.​ Then, the RA must fill in the necessary components of the COPRI participant 

database (3).  
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c.​ Note that the COPRI ID will be entered automatically by the database. 

The following information must be entered:  
-​ (4) University 
-​ (5) COPRI site 
-​ (6) Date added and date recruited 
-​ (7) Recruited by 
-​ (8) Participant’s first name + Participant’s last name 
-​ (9) Phone number and/or email 
-​ (10) Language 
-​ (11) Other important notes 
-​ (12) Save to register the new participant in the database. 
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3.2.​ Sending a survey 
The following is enabled by the REDCap Survey Invitation feature explored in Section 
3.5.1. 

3.2.1.​Using the buttons in Participant Database 
Once the contact information is entered in the database, the RA must send the 
appropriate survey to that participant. This can be the ICF (13), or the questionnaire 
(14). Selecting the buttons in the COPRI participant database will send the surveys with 
1 weekly reminder (i.e. 2 times in total) with a standardized message. To send the 
survey, click on the button and press Save & Exit Form or Save & Stay (15). 
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For example, below is a screenshot of the email that participants will receive when you 
click on the “Send COPRI Questionnaire Wave 1 Version 25Jul2023” 
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3.2.2.​Using Survey Invitation in the respective survey 
If the RA wishes to send a personalised email, the surveys can be sent through the 
survey page (16) with the Survey Invitation icon (17).  
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The RA can: schedule the email to be sent at a specific time, add weekly reminders, 
specify the sender and recipient of the message, set the email title, and compose the 
message content. It is important to include [survey-link] and/or [survey-url] in the 
message to ensure the form is accessible to the recipient. 

When using the Survey Invitation method to send a survey, we usually emulate the 
button by sending the email with 1 weekly reminder (i.e. 2 times in total), and by using 
the standardized messages in the COPRI Email Guide as a reference. 
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Then, Save and Exit Form. 

3.3.​ Contact Log 
After entering the participant’s information in the COPRI participant database and 
sending the appropriate survey to the participant, the RA must write these actions down 
in the Contact Log. Do not forget to save the form. 
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3.4.​ Procedures Following ICF Completion 
After a participant signs the ICF on REDCap, they are automatically sent the 
questionnaire, with a standardized message, with 1 weekly reminder (i.e. 2 times in 
total). This is enabled by the REDCap Alerts feature explored in Section 3.5.2.  

3.5.​ Tracking sent surveys 
Although the Contact Log provides a general overview of how, when, and why a 
participant was contacted by a RA, it is manually entered by the RA and therefore prone 
to errors. For a more reliable log, you can directly check REDCap, which tracks all 
surveys sent to a participant. The following sections dive into the different types of 
emails that REDCap sends out, and where you can track these emails. 

3.5.1.​Survey Distribution Log 
An Automated Survey Invitation (ASI) is a REDCap feature that allows us to 
automatically send surveys to participants based on predefined conditions. It is this 
feature that allows us to send a survey, with a standardized message, to a participant 
with 1 weekly reminder (i.e. 2 times in total), as seen in Sections 3.2.1 and 3.2.2. 

To keep track of surveys sent using ASI, you can click on Survey Distribution Tools, 
followed by Survey Invitation Log. 

 

In Survey Invitation Log, filters can be applied based on Record-ID, survey and 
specify whether you want to view past or future invitations (i.e. past sent surveys or 
future scheduled surveys). 

 

 

COPRI Procedure Manual April 2025​ ​ ​ ​ ​ ​ ​       18 



 

 

For example, to view past contacts for the ICF survey associated with a specific 
Record-ID, the following filters are applied, and the results are displayed accordingly. 

 

Survey invitations, including reminders, can be canceled in the Survey Invitation Log by 
clicking the red "X" icon. 
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3.5.2.​Alerts & Notifications 
As of November 2024, we started to use the alerts REDCap feature in order to 
automatically send a questionnaire to participants after they self-sign the ICF.  

To keep track of questionnaires sent after a participant has signed and completed a 
self-serve ICF, click on “Alerts and Notifications”. 

 

Click on Notification Log to keep track of questionnaires sent to participants who 
completed the self-serve ICF on REDCap. 

 

4.​FOLLOWING UP WITH PARTICIPANTS – 5 CONTACTS 
MAXIMUM 

After adding participants on REDCap following recruitment and following the steps 
outlined in Section 2, the RA has 3 more contacts. If a phone number is available, it is 
best to alternate between phone calls and emails when following up with participants. 
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RAs can follow up with participants who have not answered at all, which will appear as 
a grey icon, or have started to complete a survey and have not finished it, which will 
appear as an orange checkmark icon. 

For recontacting the participants, simply follow the same instructions as for the first 
contact. Additionally, you could use the survey invitation method to modify the template 
message to inform participants that you are doing a follow up. 

4.1.​ Use of reports for managing contacts with participants 
To view quickly who needs to be recontacted, the RA can use existing reports or create 
new ones. Reports allow us to filter participants based on specific conditions. 

For example, you can choose to display participants from a certain participating clinic 
who have not completed the questionnaire. In that case, you can: 

-​ Look in the already existing reports OR; 
-​ Create a new report for the specific condition that you want 

 

 

You will find existing reports under the Reports 
heading on the left hand side of REDCap. 

To create a report, click on “Edit” in the 
Reports section, then click on “Create new 
report”.   
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Enter a name, a short description, the fields that you want to see and the filters you 
want to put. The fields and filters have a drop-down menu with all the variables of each 
instrument on REDCap. Make sure to verify that these filters are producing the right 
report because it is easy to make a mistake while creating new reports.  
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In reports created for following up with participants that have not reached the 5 
maximum contacts or have not responded to a survey, make sure to exclude the 
participants who refused to participate and the test record from your reports as shown 
by the arrows. 

 

 

4.2.​ Participant refusal/no response after 5 contacts  
If the participant doesn’t answer after 5 contacts or informs the team that they are no 
longer interested in participating, this must be entered in the participant database. 
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It can also be indicated in the participant database that if a participant declines to take 
part in the current wave of the study, but is interested in participating in future waves of 
the study 
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5.​SUMMARY OF PROCEDURES 
5.1.​ A participant who has not consented is added to REDCap 
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5.2.​ A participant who has already signed consent form 
on-site is added to REDCap 

 

6.​SPECIAL CASES 
There may be instances where participants are unable to complete the consent form or 
questionnaire independently due to various reasons, including but not limited to:   

●​ Lack of access to the internet, a computer, or email. 
●​ Inability to communicate in English or French. 
●​ Difficulty with reading or writing. 

 
In such cases, the consent process and questionnaire may be completed in person at 
the participant's clinic, the RA's affiliated clinic, or remotely over the phone. 
 
If done remotely over the phone, a practical way to handle this is by setting up a phone 
call with the participant and having the impartial witness present to observe the consent 
process. The impartial witness can either be present in person (e.g., a colleague at your 
research institute if you are both onsite) or participate remotely through a 
videoconference platform such as Teams or Zoom. 
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6.1.​ Verbal consent 
 
The participant would need to verbally consent to participating in the study as they are 
unable to read and sign the consent form independently. An impartial witness is needed 
to attest that the participant understood the study and agreed to participate. The 
impartial witness can be anyone who is not affiliated with the COPRI study, such as the 
participant’s family member, or a colleague at your research centre. In the case of a 
language barrier, the impartial witness would be a translator.  

 
 
 
 
 
 
For the verbal consent process on REDCap, 
three forms need to be completed - one form by 
the RA, and two forms by the impartial witness. 
 
The RA needs to complete the Consent Form on 
behalf of the participant. To do so in a manner 
that does not allow the form to be modified, you 
can go to the consent form, click on “Survey 
Invitation” and then “Open Survey”. In the 

consent form, you would press “No” for “Written or Electronic consent”. You would then 
fill out the fields and press Submit.  
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Two forms need to be filled out by the impartial witness: the COPRI ICF Witness form 
and COPRI ICF Impartial form. You would need to send these forms to the impartial 
witness. This can be done by the Survey Invitation method described in Section 3.2.2 
where you can write the impartial witness’s email in the “To” field. The Impartial Witness 
can complete and sign the forms, and as an RA you should verify that the form has a 
green checkmark.  
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7.​PROCEDURES FOLLOWING QUESTIONNAIRE 
COMPLETION 

Once the participant has completed the ICF and the 
questionnaire and the COPRI E-transfer form they will 
appear as a green checked dot. That means that their file 
is complete for this wave of the questionnaire.  

It will be the central COPRI team that will handle the 
management of compensations as well as their 
distribution to participants. You can monitor the 
compensation status of your participants using a REDCap 
report to track whether the compensation has been sent to them or not, but the RA will 
not have any responsibilities related to sending compensation to participants. 

8.​COMMUNICATING BEYOND REDCap: PROTON & 
NextCloud 

8.1.​ Sending emails 
We are using Proton as an email provider due to its secure and protected 
communication, which aligns with our priority to protecting patient information (for more 
information: https://proton.me/mail/security).  

To access Proton: 

1.​ Visit Proton Mail: https://proton.me/mail 
2.​ Click on "Sign In"  
3.​ Enter the email address: info@copri.ca 

and the password provided to you 
4.​ Access your university-specific folder 

a.​ any emails sent to 
YourUniversity@copri.ca will be 
found here, while emails sent to 
the general info@copri.ca will be 
found in Inbox 
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8.2.​ Communicating confidential patient information 
 

The MUHC has a secure sharing system called NextCloud. The process of creating 
spreadsheets will be managed by the central McGill team - a NextCloud spreadsheet 
will be created for each clinic, and the corresponding links and passwords will be shared 
with you.  
 

1.​ A clinic would like to send you patient information for you to add to REDCap and 
contact 

2.​ Identify the NextCloud link corresponding the clinic 
3.​ Send an email to the clinic containing the link to their specific NextCloud sheet 
4.​ In a separate email, send the password for accessing the NextCloud sheet to 

ensure security 
5.​ The clinic can add the patient information directly to the NextCloud sheet and you 

can observe the changes in real time 
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