Appendix B. Qualitative Instrument
· Guided process in a which staff member conducts a face-to-face, recorded interview with a client.

· Designed to collect descriptive information on sexual practices and their meaning; knowledge of HIV and HIV prevention; and to evaluate the client’s perceptions of program or service content, quality, and their level of participation.

· Tape-recorded conversation can be transcribed and analyzed by staff members.

· Takes approximately 2 hours to complete.

· Appropriate for use with a small group or sample size.

Qualitative Instrument
Introduction (no recorder)

As we said when we first approached you about participating in this study, we're interviewing gay/bisexual men of varying ethnic backgrounds who have anal intercourse with men to learn more about their perceptions about their lives, what sex means to them, and how HIV figures into their lives. We are also interested in knowing more about HIV prevention programs in the city. You are important because your participation will help contribute to the efforts aimed toward improving HIV and AIDS prevention programs for gay/bisexual men in San Francisco. Thank you for giving your time.

In the next hour and a half to two hours, I'd like to talk with you about some of your own experiences. I'm going to start off by asking some very general questions about you, followed by questions about specific sexual activities. We will conclude with some thoughts and feelings you may have regarding sex, HIV, and your ideas about HIV prevention in San Francisco.

Everything you tell me will be completely confidential. I may make some notes as we talk, and will tape-record the interview so I can think about what was said later. If at any time you wish to not answer a question, please simply say so and I will move on. If for any reason you wish to end the interview, please let me know and we will. If you need to use the bathroom at any time please let me know and we can take a short break.

Consent Procedures and Confidentiality

I am going to ask you to read through the informed consent. Once you have done this and have had your questions answered, I would like you to sign and date two copies of the consent form, one copy will be for you to take with you, the other will be kept in a locked filing cabinet at our offices at UCSF, CAPS. Transcripts made from this interview will not be given to anyone not working on this study. Before the other researchers see them we will remove your name, the names of any people you talk about, the names of places you work or have worked, and any references to residential or place of work addresses.

In terms of what happens here between you and me, I want you to know that should we see each other outside of here I will not come up to you and start a conversation. This is not because I have some judgment about you, but rather I do not want to place you in an awkward position. I don't want you to have to explain, for example, how you know me to the people you might be with. Of course you can come up to me and talk about this interview in any way you like. I feel that I'm the one with the extra responsibility to protect your privacy.

Projects in this series document best practices of community research in California community collaborative 

I. Life in the City (Begin recording here)

1.
How long have you lived in San Francisco?

2.
How long have you been living where you live now (in what part of the city)? What kind of place is it (SRO, rented flat, shared, etc.)? Do you like it?

3.
How do you spend most of your time (an average day)?

4.
Where do you spend most of your social/leisure time (get area of city as well as specific places)? How do you spend this time (hanging out with or without friends)

II. Quality of Life (Use topic probes when respondent does not bring them up.)

1. LIFE IN GENERAL: How is life going for you presently? Define/describe . . . 

Topic probes:

Health





-Housing/Residential

Family





-Employment 

Friendships




-Sexual Life 

Financial (include organizing material resources/welfare/social services)
Dating and/or Primary Relationship (Does he have a primary partner? Casual partner but regularly see each other? Boyfriend?)

Substance Use issues (addiction, heavy user, relapses, in treatment, etc.)

If the respondent does not provide or identify any key situation(s) that are going well or going badly for him, ask him to identify them using following questions.

2.
GOING WELL: Are there things that are going well for you right now?

3
GOING BADLY: Are there things that are going badly for you right now?

4.
CHANGE LATELY: Have you been feeling differently about your self recently--about your life, your sexual life, your physical health, you living situation, the way you related to people around you?What do you attribute these feelings of change to? OR How are you feelings about things staying the same for you?
III. History of Important Situations 

(Going well? Going badly? How long and why does it continue?)

1.
How did you come to be in the ______________ situation (the positive and negative situations) that you described just now? (Describe)
2.
Is this situation(s) you described likely to continue for you in the foreseeable future? Why will it continue OR why will it change? (Define and describe) What will happen to you when it changes? What would it take for the situation to change?

IV. Sexual Narrative

(Thank him for the candid answers he has given so far, acknowledge these responses, ask if he is comfortable so far, and explain the tone of the interview WILL CHANGE because you will be asking directly about sexual experiences and specifically about anal sex. Reassure him that this is confidential.)
The Story

1. Would you tell me a story about a time in the last 6 months when you had anal sex with a man without using a condom?

If the respondent does not have a male-to-male anal sex without a condom "story in the past 6 months" ask if he has one for the past 12 months. Everyone was recruited based on having had anal sex without a condom with a man in the past 12 months.

2. Just tell me about that day. What you were feeling before you had sex? Where did you meet? Where did you have sex? Whom was it with? What did you talk about? What kind of sex did you have (details)? What did you do and feel afterwards?

3. Try to remember as much as you can about what happened before, during, and after the event. I am interested in your thoughts and feelings as well as some of the more obvious details about who, what, and where.

Using Probes: Let the respondent tell his story. The following probes are likely to come up during his telling, so probe when needed and clarify details after he tells his story. If he goes with the story idea, keep to a conversation style. If he finds telling a story about himself difficult, use the interview guide to focus him.

1. MOOD THAT DAY

a.
Feeling and mood that day: What kind of day had it been for you?

b.
Was there anything particularly stressful in your life at that time?

c.
Were you intending to have sex that day/time?

2. 
WHERE YOU MET; WHAT WAS SAID/NOT SAID

a.
When was this (how long ago and what time of day)? 

b.
Where did you two meet?

c.
Where did you and your partner have sex? How was that decided?

d.
Communication about sex: Did you talk to your partner? Did you negotiate with your partner about the sex? (Get some clarity about their verbal or non-verbal forms of communication.)

3.
THIS PARTICULAR PARTNER: SOME DETAILS

a.
Have you had sex together in the past? If so, how many times? Primary partner? Casual partner but regular? Trick?) 

b.
Age? Race? Income level?

c.
Was this partner typical of the kinds of men you have sex with (body type, race/ethnicity, residential area, and age)?

d.
Was this partner typical of the types of people with whom you socialize?

4.
ALCOHOL AND DRUG USE/ TYPE /AMOUNT/ PART OF SEX

a.
Did you use drugs (include poppers/amyl nitrates) or drink alcohol prior to or during the sex? If so, what and how much?

b.
Did you and/or your partner feel the effects of the drugs/alcohol during the sexual event? 

c.
Was this the typical amount of drugs and alcohol you use when you are having sex? 

d.
Was there any relationship between substance use and this sexual experience for you? Generally, do these relate for you?

5.
SEXUAL BEHAVIOR/NO CONDOM

a.
How was it dealt with?

b.
How did you know you would NOT use one (verbal or non verbal cues)? Did you discuss condoms prior to having sex?

c.
Were you comfortable with the way in which this was handled?

d.
Who was insertive (top) and receptive (bottom)? Is that usually how it is for you? Why? Did you try new thing with this partner? Why?

e.
Did the insertive (top) come inside the partner?

f.
How did the sexual encounter feel without the use of the condom?

g.
Was this partner typical of the types of people with whom you socialize?

6.
OPINION OF SEX/ FEELINGS AFTERWARDS

a.
What were your feelings after having sex?

b.
How was the sex for you?

c.
Did you hang out together afterward?

d.
If date or more casual partner, have you see him again, had sex with him again?

e. 
How did you feel about this sexual experience the next day? 

7.
HIV STATUS/ WHAT YOU KNEW & WHEN (DO NOT FORGET THIS PART)
a.
Did you know your partner’s HIV status? If yes, how did you know? If no, did you need to know or was it okay not knowing?

b.
Did your partner know your status? if yes, how did he know? if no, did he want to know or was he okay with not knowing?

c.
If he assumed (make sure you know that he did assume instead of knew), did assumption feel like a good one? Did that change afterwards?

d.
Did you talk about HIV before, during, and/or after having sex?

e.
Do you think the sex had any risk of HIV transmission to it (STDs, etc.)?

V. Decisions and Risk

Acknowledge his story. Thank him for his story. Ask him if he is comfortable. Make clear references back to his story. Focus on aspects that can be understood by respondent as potentially risky, for example not knowing a partner’s serostatus, coming in the partner without a condom, etc. Revisit the way he came to have sex in his narrative. Accept when he accepts that his choices were just fine and completely logical.
1.
How did it come to be that you…(use only probes that apply)
a.
used AOL to find this partner?

b.
went to _________________(place) to find his partner?

c.
had anal intercourse without a condom with this partner?

d.
had sex in this setting (a bar, at home, a park, etc.?)

e.
were the top/bottom?

f.
didn’t discuss OR had little verbal discussion about sex beforehand?

g.
had sex without knowing his (the partner’s) serostatus?

h.
didn’t directly disclose your own serostatus?

i.
used drugs before and/or during the sexual experience?

j.
didn’t talk about HIV before, during, and/or after having sex with this man?

2.
TYPICAL BEHAVIORS

We want to know if the sexual situation he described and the way it happened was typical for him (what aspects are and what aspects are not).

How many times have you done ____________ or been in the situation (confirm answer by asking if this is over the past year)

3.
PREFERENCES

In terms of the things you say are typical, are these your preferences (to sleep at the trick’s house, to be a bottom to drink throughout the night, no condom, etc.)?

If not your preferences, then why are the things you do typical for you (happening regularly?)

4.
CONDOMS TYPICAL?

Do you ever have sex with condoms?

How is sex without a condom different than with a condom for you? If he does use condoms, why do you use condoms when you do?

VI. Sexual Meanings 
Thank him for the candid answers, and acknowledge the importance of what he has shared with you.
1.
SEX MEANS?

In your story, you talked (or did not talk) about what sex means to you. Could you say more about what sex means to you and how it relates to the rest of your life. 

2.
INFLUENCE?

How do your more regular or frequent behaviors that you talked about in the story you told shape the way your sex life goes?

Applicable probes:

What does anonymous sex mean to you? What does not using a condom mean to you? What does not talking directly about HIV mean to you? What does giving sex for drugs mean to you?

What does cruising on AOL mean to you?

What does having more than one partner mean to you? 

3.
NO SEX TIMES?

Do you have times when you do not have sex?

How do these compare with times when you are having sex (is the quality of his life during the times when he has no sex different from times he is having sex? May not apply to certain men who have sex regularly.)

We are looking for bingeing patterns if they exist at all. Ask him to clarify these and if they are related  to anything.

4.
ANAL SEX AND PARTNER NUMBERS?

Note: If none in six months, ask about the past 12 months. (Write these down, so you have them for exit survey.)

How often have you had anal sex with a man in the past six months? Or twelve months?

How many times have you had anal sex with a man without a condom in the past six months?

How many different male anal sex partners would you say you’ve had in the past six months? Or twelve months?

Of those partners, how many would you say YOU knew their serostatus before the first time you had sex with them in the past six months? Or twelve months?
5.
SEX & PEOPLE CONNECTION?

Does the sex you have provide you with a connection to other people? How does it? Or why do you think it does not connect you to other people (other men)?

VII. Connections—Social

This is about how he feels he relates to other people socially/ is he in a comfortable social network that supports him, is he alone and lonely, is he feeling disconnected from other people, etc.

1.
CONNECTIONS TO OTHERS?

In a more general way, do you feel that you are connected to other people? 

If yes, ask what the connection is like? Are you part of a group? Are you part of a community? Ask him to describe and locate the connection, group, and/or community. What does the connection mean to you? (What does he get from this connection?)

If no, ask why do you feel that you aren’t connected to other people? How does your lack of connection work and how does it feel to you? What kinds of things stand in the way for you around making this connection? How do these barriers play themselves out? Be sure we get good descriptions of what the barriers feel like and look like to him.

2.
SOCIAL &  SEXUAL CONNECTIONS?

Do you think that your feelings of connection or lack of connection to other people have any relationship to how you have sex? If yes, how? I no, why not?

(Would he have sex differently if he had more social connections or would he have sex differently if he had different social connections, didn’t run with this crowd, etc.)
VIII. HIV In General 

Use as a lead in if needed) As you know this study is in part about HIV issue. I want to ask you about your ideas about HIV and AIDS look like to him.

1.
HIV TRANSMISSION

Could you say more about how the possibilities of transmission fit into you life? (Do not forget or avoid this part.)

Applicable probes: Greater or lesser chance of getting or transmitting HIV has changed because of what? Is sex riskier these days? How is it risky? Why is it not risky?

Are other things more likely to be risky around HIV for you (getting HIV or giving someone HIV or reinfection)?

2.
HIV STATUS

Ask to confirm his HIV status. We must hear it clearly on tape. (Just to be clear, I want to ask again—What is your HIV status? If he has told you, repeat it to him for confirmation).
3.
TESTING (Get this clearly on tape.)

How do you know your HIV status? (Get last test date)
Type of test? Was it a blood draw? If not, what kind of test was it? How was it administered?

3a.
BEING HIV NEGATIVE (HIV NEGATIVES ONLY)

How often do you test? Why?

4a.
BEING HIV POSITIVE (HIV POSITIVES ONLY)
How does being an HIV-positive person play out in your daily life (average day)? Do you identify yourself by your HIV status and in what contexts? Do most people know you as an HIV-positive person? 

4b.
TALKING ABOUT YOUR HIV STATUS (FOR HIV POSITIVES AND HIV NEGATIVES)

Do you find it easy to tell people your HIV status? Friends all know? Parents know? How about sexual partners? by your HIV status and in what contexts? Do most people know you as an HIV-positive person? 

5.
EPIDEMIC

Note: Check to see that he does have an “epidemic experience.”

Does the HIV and the AIDS epidemic affect your life more right now? To what degree? In which areas of your life? In what ways? and in what contexts? Do most people know you as an HIV-positive person? 

5a.
CHANGES AROUND AIDS EPIDEMIC

How have things changed around the AIDS epidemic for you? Changes to? OR why aren’t there any changes?

Applicable probes:

This is for HIV+ and HIV- men.
HIV+ THERAPIES—Does he use new therapies (or is he familiar with them) and what do they mean?

SEXUAL SELF/BEHAVIORS—Having more unprotected anal sex? Why?

QUALITY OF LIFE—Is his life better than before? Why? How? What does he related this to?
IX. HIV Prevention Evaluation Component

Based on the recruitment screener information, pick the “Evaluation” section, the next part of the interview guide.

There are three types of people in the study:

1a.
Men who have participated in Black Brother’s Esteem (BBE) or Gay Life in last 12 months.

2a.
Men who have NEVER particpated in Black Brother’s Esteem (BBE) or Gay Life.

2b.
Men who haven’t participated in Black Brother’s Exteem (BBE) or Gay Life in the past year (but did attend the program at least once over a year ago).


2a AND 2b ARE CLASSIFIED IN THE NON-PARTICIPANT CATEGORY HERE.

If those recruited from BBE and Gay Life programs (see your recruitment sheet) do not mention that they have been in these programs in the past twelve months, please remind them that they were contacted by one of out recruitment people at one of the events in the BBE or Gay Life program (we recruited right out of the event). A few people who are in the “Participant” category will not have come into the study through direct recruitment, but through other means of knowing about the study.
ALL QEP PARTICIPANTS:

1.
INVOLVEMENT IN AN HIV-RELATED PROGRAM

Have you been involved in any HIV-related activities here in the city or Bay Area in the past five or six years? 

If yes, what were they?
WHAT—What was the program or activity? (details)

HOW—In what capacity was he involved (volunteer, client, facilitator, board member, etc.)?

LENGTH OF TIME—How long was he involved?

WHERE—Where was it (area of town)?

WHO—Who was the target population for that program?

WHY—Why was he involved in this program? Why did he stop being involved? OR why has his involvement changed overtime?

For the men who haven’t participated in Black Brother’s Esteem (BBE) or Gay Life in the past year (but did attend the program at least once over a year ago).

Have you been to BBE or Gay Life before?

If he was in BBE or Gay Life over a year ago be sure that he answers clearly why he stopped going to the program.

1.
How long ago were you in Gay Life or BBE?

2.
Why did you stop going?


If no, NEVER HAS BEEN TO AN HIV-RELATED PROGRAM

Why have you not been drawn to any programs in the city or Bay Area?

For men that have NOT participated in the BBE or Gay Life programs in the past twelve months.

2.
OTHER INVOLVEMENT--not HIV-related

Have you been involved in any of the ongoing social and/or group activities her in the city or Bay Area in the past? For example—recovery; church/spiritual; sports club; book group; political group; etc. –social means participating with others.

If yes,

WHAT—What was the program or activity (details)?

HOW—In what capacity was he involved (volunteer, client, facilitator, board member, etc.)?

LENGTH OF TIME—How long were you involved?

WHERE—Where was it (area of town)?

WHO—What were the target populations for that program?

WHY—Why was he involved in this program? Why did he stop being involved? OR Why has his involvement changed overtime?

3 
THERAPY OR COUNSELING (If not mentioned above:)
Have you been involved in any ongoing therapy or social counseling services here in the city or Bay Area?

If yes,

When was this? What kind of counseling services are you getting? Are you still involved with these services as a client?

If no,

Have you wanted to go into therapy or social counseling services her in the city or Bay Area, but haven’t been able to? Why? Could you get services if you wanted them?

For men who have not participated in the program components in the past twelve months (continued).

Exploring Sense of Change Because of Participation for Men Who Have Participated in Some Kind of HIV Related or Social or Counseling Program

4.
SENSE OF SELF

Does or has your participation in ________________ (reference the activities he mentioned) change how you think about yourself? Why or why not?

Does or has your participation in ________________ (reference the activities he mentioned) influence certain aspects of who you are?

(SOME ASPECTS OF SELF—Your sexuality; your gender; your racial or ethnic identity; your role in your primary relationship; family participation)? 

5.
SOCIAL LIFE

Does or has your participation in _______________ (reference the activities he mentioned) change your social life? (are you going out more often or less, new friends, fewer friends, quieter life, etc.)?

If yes, why do you think it has changed?

If no, why not? 

6.
SEXUAL LIFE

Does or has your participation in ________________ (reference the activities he mentioned) change your sexual life in anyway? (doing things, feeling better about sex, having more sex, having more partners, etc.?)

Reference the activities he mentioned. Get details—then ask:

How has your sexual life stayed the same? What do you think about these changes?

7.
HIV RISK

Have your ideas changed about the possibility of getting HIV or giving someone HIV lately?  (sex riskier, are you having more unprotected sex than you were before? Are you more aware of your partner’s serostatus than before)?

Do these changes relate to your participation in any of the activities you mentioned? If yes, how exactly have you been influenced? If no, where are they coming from?

Note to Interviewer—The subjective understanding of risk is important, but we also need to have clear information about his perception of getting or giving someone HIV through some of his own behaviors.

For men who have not participated in the program components in the past twelve months (continued). 

8.
SOCIAL ACTIVITIES FOR GAY MEN

In general, what do you think about the kinds of social activities for gay men that are found in this city? Do you want to do them or be part of the groups that are doing them?

For African Americans only:

8a.
What do you think about the kinds of social activities for African American men that are found in the city?

8b. Do you want to do them or be part of the groups that are doing them?

9.
THE DIFFERENT HIV-PREVENTION PROGRAMS

What do you think about different HIV-prevention programs in the city?

Who do the programs target in your opinion (kinds of people they are hoping to have in the program’s he mentions)?

Do you think that the HIV-prevention services in San Francisco serve your needs if you wanted to use them? Why or why not?

Do you think that the HIV-prevention services in San Francisco serve your needs if you wanted to use them? Why or why not?

For men who have PARTICIPATED IN PROGRAM COMPONENTS in the past 12 months (continued).

Remind the respondent that we recruited them because they participated in a BBE or Gay Life event. Tell him that you would like to talk more specifically about the program, and that you are doing this because you are interested in learning about the quality of the HIV prevention programs targeting gay men in San Francisco and this program’s influence on him. Remind him that everything is confidential------and his experience and opinions are important.

I. General Knowledge about BBE or Gay Life:

1.
What is BBE or Gay Life about?

Applicable probes: 

What do you think the program is supposed to do?
Does it have just one activity or different kinds of things?

What kinds of people they are hoping to have come to the program?

Who runs the program?

Who funds the program? (Gay Life—social events, workshops, counseling/PCM—BBE social events, counseling, and/or drop-in groups)

II. Basic Evaluation Questions (Participation, Content Evaluation, and Message Retention):

1.
IF PARTICIPATION IN THE PAST 12 MONTHS:

What program did you attend?

Why did you go to this particular program initially?

Have you been to other things in BBE or Gay Life?

2.
IF STILL PARTICIPATING:

Are you still going to ______________ (BBE or Gay Life)?

Are you participating in the same activities, or different ones?

Why the same ones (why do you not do other activities in this program)?


Remind the respondent that we recruited them because they participated in a BBE or Gay Life event.  Tell him that you would like to talk more specifically about the program, and that you are doing this because you are interested in learning about the quality of the HIV prevention programs targeting gay men in San Francisco and this program’s influence on him.  Remind him that everything is confidential------and his experience and opinions are important.

3.
CONTENT

What was it about? What were the themes, and what were the activities?

What do you think of the themes and the stuff they had you do (make any sense to you, seem awkward, was it fun, did you feel comfortable, were people having a good time)?

What did you get out of it?  Did you learn anything, get any insights?

What did they miss?  What did you want to know about that they did talk about? 

Did they talk about HIV-related stuff? If yes, did you feel you learned anything valuable to your situation?

Multiple Modality Users ONLY (people who use more than one aspect of the program):
4.
FEELINGS ABOUT VARIOUS PROGRAM COMPONENTS IN WHICH THEY PARTICIPATED

You’ve been to ___________ and ____________ in (BBE and Gay Life)

Which of these do you think best suits your needs?

Are some aspects of the program more comfortable for you than others?

What aspects of the program do you like best?

Back to everyone that participates in BBE or Gay Life

5.
EXPECTATIONS

You said you went to this program initially because _____________. So, what did you expect then?

Do you think your expectations were met? Why OR Why not?

Are you still going? If yes, are you still satisfied with the program?

Does the content of the program reflect your needs (the stuff that people talk about)? Why OR Why not?

Were you surprised by anything they did?

6.
PRACTICAL CONSIDERATIONS

Was the stuff you attended held in a convenient place for you? Why OR Why not?

Was it held at a convenient time for you? Why OR Why not?

Something you go to with friends?

Something you feel comfortable telling your friends you are doing? (remember he may feel like he doesn’t have many friends).

7.
STAFF—THE PEOPLE RUNNING THE PROGRAM

What did you think of the way people who ran ______________ (the event) and/or facilitated the workshop and/or provided counseling) you go to?

Did they treat you well?

Did they understand what they were talking about (the issues the group was dealing with)?

Does the staff let the men have some control over the ________________ (event/workshop/drop-in group)?

Do you have any contact with other staff at the San Francisco AIDS Foundation?

What was the quality of that contact?

What do you think about the San Francisco AIDS Foundation being the agency behind the (BBE or Gay Life) program?

Gay Life has social events, workshops, counseling. BBE has social events, workshops, counseling, and/or drop-in groups.

Tell respondent that you are going to change direction slightly. Here you want to know more about how the


program may or may not relate to the bigger picture of his life. Please do not tell him that this is what you are doing.

For men who have PARTICIPATED IN PROGRAM COMPONENTS in the past twelve months (continued).

Remember what he said about his degree of social connectedness in the section on Connections. Reference where appropriate.

Exploring Sense of Change Because of Participation

8.
SENSE OF SELF

Does or has your participation in ______________ (reference the activities he mentioned) change how you think about yourself? Why OR Why not?

Does or has your participation in ______________ (reference the activities he mentioned) influence certain aspects of who you are? Some aspects and not others?

Why does or doesn’t this program influence certain aspects of who you are?

9.
SOCIAL LIFE

Does or has your participation in ______________ (reference the activities he mentioned) change your social life? (are you going out more often or less, new friends, fewer friends, quieter life, etc.)?

If yes, why do you thing it has changed? If no, why not?

10.
SEXUAL LIFE

Does or has your participation in _______________ (reference the activities he mentioned) change your sexual life in any way? (doing different things, feeling better about sex, having more sex, having more partners, etc?)

11.
HIV-RISK

Have your ideas changed about the possibility of ______________ (getting HIV or giving someone HIV) lately (sex riskier, are you having more unprotected sex than you were before, are you more aware of your partner’s serostatus than before)?

Do these changes related to your participation in any of the activities you mentioned? If yes, how exactly have you been influenced?  OR If no, where are they coming from?

12.
CRITICAL THOUGHTS

So we have talked for some time now about __________ (BBE or Gay Life), and I’m interested in the fact that you have few criticisms of this program. I was wondering if that is the case? Are there any things about the program (or events that you’ve been to) that didn’t sit right with you?

WIND DOWN:
1.
Review interview with the respondent. Ask for clarification of anything you may have missed, especially those items needed for the EXIT TRACKING SURVEY.

2.
Ask if there is anything else he would like to say, questions he thought we should have asked, information he needs.

3.
Any questions? (stop recorder)

4.
If necessary, give him referral sheet and make suggestions about where to go to update the information he has.

Thank him and pay him.
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