Appendix B – Task Matrix
Introduction
Below is a list of tasks related to the BRFSS survey, to be performed by the Contractor.  Note that the Contractor must to adhere to CDC-defined BRFSS protocols.  Links to a page on the Department BRFSS web page are placed at points in this appendix.  A link to the five documents identified as BRFSS protocols can be found on this web page. 
Major Functions
Adhere to rules for the conduct of the survey   (p. 2)
Identify survey content at the discretion of the state   (p. 4)
Collect Data   (p. 4)
Collect Data – Manage Sample   (p. 5)
Collect Data – Interviewer Quality   (p. 7)
Transmit data to the Department   (p.8)
Transmit data to CDC   (p. 9)
Customer Service   (p. 9)
Quality Control    (p. 10)
Oversight    (p. 11)


Adhere rules for the conduct of the survey. The BRFSS is governed by rules relating to sample design, sample size, and particularly the very detailed protocol for making telephone calls. This protocol is defined by the Centers for Disease Control, through collaboration with states and data collectors, and applies to every state.  This kind of standardization is essential to develop a quality survey.   Data collectors must adhere to rules and administer rules within their organization. 
Maintain data collection protocol.  
See the CDC BRFSS Data Collection Protocol links on the Pennsylvania BRFSS web page.    Protocol documents will continue to be modified as necessary, and the contractor is expected to keep its practices current with the protocols. 
Adhere to Rules
	Who
	What

	Contractor
	Shall not publish or otherwise disclose, prior to obtaining written approval from the Department, any information pertaining to Pennsylvania BRFSS data to any entity other than the CDC or the Department.

	Contractor
	Shall not deviate from the CDC procedures for the implementation of the BRFSS unless the Department has given prior written approval for such deviations.

	Contractor
	Shall employ enough interviewers who have experience with interviewing for the BRFSS survey.  Shall provide a ratio of interviewer to monitor/supervisor.

	Contractor
	Shall review disposition tables and incorporate them into training materials.  [BRFSS Data Collection Protocol see Required Reports Appendix C].

	Contractor
	Shall set up monitoring procedures to track adherence to the protocol by interviewers.

	Contractor
	If a recurring error occurs in the sampling or interviewing operations, shall immediately notify the BRFSS Coordinator of the error, correct the error at no cost to the state, and provide documentation to the state of both the occurrence and the correction.

	Contractor
	Shall assume all responsibility for contractual activities, whether performed directly or by another agency or agencies under subcontract.  Serve as the single point of contact regarding contractual matters, including payment of all charges resulting from the contract.  The contractor is completely responsible for adherence by the subcontractor to all provisions of the contract.  

	Contractor
	Shall attend the annual CDC BRFSS meeting.

	Contractor
	Shall host at least 1 site visit per year and prepare for visit by organizing an agenda that includes presentations and discussions on company’s procedures and reports and develop a process to enable Department staff to monitor interviews.

	Contractor
	Shall follow procedures as dictated by the Department on invoicing procedures.

	Contractor
	During the first three months of the contract, the Contractor and the Commonwealth will review the continuity of operations plan and agree on a schedule for steps which the Contractor will take, but not financed by this contract, to fill gaps which are mutually identified.  Areas to be reviewed are:
•	Employee training in continuity of operations.
•	Identified essential business functions and key employees (within the              
     organization) necessary to carry on the business functions.
•	Contingency plans for:
· The organization’s plan on handling staffing issues when a    
      portion of key employees are incapacitated due to illness or injury.
· An explanation on how employees in the organization will carry out the essential functions if contagion control measures prevent them from coming to the primary workplace. 

•	The organization’s communication with staff and suppliers when primary communications systems are overloaded or otherwise fail, including key contacts, chain of communications (including suppliers), etc.
•	Details on how and when the emergency plan will be tested.
                     •   Ability to be set up at an alternate location(s) to resume operations within 48 hours.

	Contractor
	Shall take necessary measures to prevent data loss including but not limited to the backup of servers daily in accordance with generally accepted industry standards and storage of backup media. The contractor shall use industry best practices to protect access to respondent information to prevent access by non-authorized users and block all improper and unauthorized access attempts. 



Identify survey content at the discretion of the Department
The Department goes through a process of selecting about a quarter of the questions on the Pennsylvania survey.  The data contractor assists and must accurately translate the information about those questions into a CATI computer program and questionnaire which accurately captures the data.
	Department
	Will provide contractor with the contents of the entire questionnaire, including state-added questions, by October 15 of each year for review.

	Contractor 
	Shall check the CATI survey logic and conduct two to three days of survey pre-testing based on the upcoming survey year’s questionnaire.   Provide a detailed plan on pre-testing procedures that includes members of interviewing staff who participate in the pre-testing, number of respondents and how they are selected, and procedures once a respondent answers the phone.    Once pre-testing is completed, provide details on changes resulting from pre-testing to improve efficiency of operations and efficiency of the survey.  Pretest entire questionnaire.

	Contractor
	By December 15, shall provide a copy of the questionnaire and a practice link containing CATI programming to the Department for review and written approval.  Should corrections be necessary then the Contractor shall make corrections in a timely manner and resubmit the questionnaire for approval.  Once final written approval of questionnaire is given by the Commonwealth then the Contractor shall commence interviewing, on or shortly after January 2nd.

	Department
	Test skip patterns and review question text using a practice disk containing the questionnaire programming and submit to the contractor by seven business days upon receiving the disk.

	Contractor
	Upon receiving comments on the question text and practice disk, shall make necessary corrections and provide the Department with an electronic copy of the final landline and cell phone questionnaires in Word format that includes all skip patterns and interviewer instructions.



Collect Data
	Contractor
	Shall follow the most up to date BRFSS policies and procedures as described in current BRFSS protocols to assure comparability of Pennsylvania data with other states. [BRFSS Data Collection Protocol] The contractor shall follow any Guide or Policy revisions that the CDC issues.

	
	

	Contractor
	Shall complete a minimum number of statewide interviews per month comprised of a pre-determined number of interviews per each geographic sub-state region as specified by the Coordinator.

	Contractor
	After editing collected data according to CDC requirements, shall perform call-backs to verify missing or out-of-range results

	Contractor
	Shall be prepared to conduct additional surveys needed to promote public health as required by the Department, upon completion of financial arrangement satisfactory to both parties.  



Collect Data – Manage Sample
	Department
	Shall decide the design of the sample for the upcoming calendar year survey

	Department
	Shall communicate the sample design to CDC and Contractor with the Sampling Design Characteristics form.

	Contractor
	Shall order a calendar quarter’s worth of sample telephone numbers for each stratum of the sample design.  DBS/CDC estimates the number needed based on the target number of interviews and historical performance of each area.  CDC transmits the sample to the contractor.

	Contractor
	Shall provide the state a count of the amount of sample ordered each month by stratum in the monthly sample management report.

	Contractor 
	Shall load the sample into the CATI system, which releases each number to an interviewer and schedules the first and subsequent calls.

	Contractor
	Shall monitor the rate at which loaded sample records result in completed interviews and assure that call attempts are made on each sample record according to prescribed CDC protocol.  

	Contractor
	Shall track interviewer data entry and disposition coding errors and correct the inconsistencies that arise. 

	Contractor 
	Shall plan the number of interviewers or interviewer hours which need to be used to make the number of calls needed to reach a final disposition for each sample number released.  

	Contractor
	Shall schedule interview attempts in conformity with CDC guidelines [Protocol BRFSS Data User Guide].  In general, the target is: 
· Conduct 20% of the interviews on weekdays. 
· Conduct 80% on weeknights and weekends. 
…unless a change is authorized in writing by the BRFSS Coordinator.

	Contractor
	Shall monitor the progress of the monthly release of sample to assign a sufficient number of interviewers to ensure that all the calls needed will be made, particularly to avoid rushing the calls needed to resolve the hard-to-get interviews. 

	Contractor
	Shall review the final dispositions for the monthly landline and cell phone samples for completed interviews and partially completed interviews.   If completes fall short of the target the project officer shall call DBS/CDC and increase the order of sample.  If a larger than expected number of completes is obtained, shall release fewer replicates of sample for the next month.

	Contractor
	Shall review the final dispositions other than Completes and Incompletes, to identify any patterns which might indicate that some circumstance or behavior, which may be corrected, has reduced the proportion of completes achieved for the sample.  To investigate a particular pattern the Contractor shall analyze the interim dispositions assigned to sample numbers.   

	Contractor
	Shall prepare the quarterly report discussing the patterns of interim and final dispositions, and interviewer activity for each month following sample release, and whether there are any changes indicated for the management of interviewers.   

	Contractor
	Shall prepare an annual report by stratum for landline and cell phone sample.   Shall discuss different patterns of interim and final dispositions and any implications for management of interviewers. 

	Department
	Will review reports. Will discuss implications, and possible actions, with Contractor. 

	Contractor
	All survey instruments and reporting forms used in this project shall be subject to prior, written approval by the Department.

	Contractor
	Shall edit all interviews for accuracy and completeness using OneEdits software and any other computer programs developed by the CDC for editing the BRFSS data. After editing the data, shall provide the Department and the CDC with a copy of the data.  The edited data shall be submitted within ten working days after the end of each month's interviewing period.  If any additional corrections need to be made after the CDC receives and processes the data, the Contractor shall correct the errors within ten working days and submit the corrections to the CDC and a corrected data set to the Department.  The data shall be submitted to the Department as a SAS data set via the upload/download site established and maintained by the Contractor, and to CDC as prescribed by the BRFSS User’s Guide [Protocol].



Collect Data – Interviewer Quality 
	Contractor
	Shall maintain the organization chart included in the work plan by updating the information about key personnel who leave or are unable to work for a period with information about replacement personnel, within 30 days of a change. 

	Contractor
	Shall provide experienced BRFSS interviewers to handle call-backs or refusals.

	Contractor
	Shall require newly trained interviewers to conduct at least 40 hours of non-BRFSS interviews or interviews for other states before conducting BRFSS interviews for Pennsylvania.

	Contractor
	Shall employ a practice of regular unobtrusive monitoring of interviews, at least twice a week for every interviewer.

	Contractor
	Shall use monitoring to verify the data entered, validate dispositions of calls, and provide continuing feedback to interviewers.  

	Contractor
	Shall use monitoring to assess the pacing and voice quality of an interviewer.  

	Contractor
	Shall use monitoring to check the adherence of the interviewer to sound interview technique such as using neutral tone, reading all the responses, and probing for the answer to the question.  

	Contractor
	Shall conduct periodic trainings to interviewers and interviewer monitoring personnel and maintain documentation for use in the annual report.

	Contractor
	During training, shall introduce the Pennsylvania core, modules, and state-added questions so interviewers are given the opportunity to become familiar with the intricacies of the questionnaire.  If questions change based on responses, then the Contractor shall have the interviewers become familiar with the different scenarios.

	Contractor
	Shall require practice sessions using the PA questionnaire before the start of interviewing each new year.

	Contractor
	When the survey instrument is revised or changes to interviewing procedures are made, the interviewers shall be retrained in the new procedures or instrument.  

	Contractor
	Shall provide periodic “refresher” training for interviewers.

	Contractor
	Shall develop refusal avoidance plans. Shall prepare interviewers to provide contact information for the Pennsylvania BRFSS coordinator and/or make a data collection supervisor familiar with BRFSS available for each shift to answer questions and concerns from reluctant respondents, if necessary.  Shall prepare interviewers to provide web address links to the CDC and the Department for references.  Re-establish contact with terminated or refused interviews using skilled interviewers, in accordance with BRFSS guidelines [Protocol BRFSS Data User Guide]. 




Transmit data to the Department
The data collector needs to prepare documentation and monthly files for the Department.  
	Contractor
	Shall submit SAS dataset containing edited data along with a full file layout including variable names and response tables for each month to the Department within 20 working days after the end of each monthly monitoring period.   Accompanying the SAS dataset should be monthly files of all call attempts and disposition information in .DAT format.  Information in the SAS dataset is extracted from the .DAT file with pre-calls removed.  File layouts for the .DAT dataset should accompany the files either at the time of submission or at the beginning of the year and be updated if the files change.

	Contractor
	Shall maintain a record of all call attempts including the time and date of the call attempt, gender of person responding to the call, and outcome of each call attempt and provide this information to the BRFSS coordinator, as needed. The work plan shall specify all the strategies which the contractor shall use to convert refusals, while adhering to the BRFSS protocol. [Protocol  Behavioral Risk Factor Surveillance System Operational and User’s Guide, Version 3,  see page 73 ff.].   

	Contractor
	Shall resubmit to the Department monthly datasets which have been corrected at the request of CDC.

	Contractor
	If the Department finds problems when reviewing submitted datasets, Contractor shall correct the errors to the Department’s satisfaction within 5 business days at no extra cost to the Department.  Additional consistency checks may be implemented at the direction of the Department.



Transmit data to CDC
The Contractor needs to transmit files of data to the CDC each month.  
	Contractor
	Shall edit and transmit interview data files to the CDC monthly, using OneEdits software made available by the CDC.  Data submission, including OneEdits software processing, is described in [BRFSS Data Collection Protocol]

	Contractor
	Shall submit an edited copy of data for each month to the CDC within 20 working days after the end of each monthly monitoring period. Submit preliminary versions of the monthly interviews in the beginning of the survey period until CDC OneEdits software is available.  Once the OneEdits software is available, process the preliminary files and re-submit them to CDC and the Department.

	Contractor
	Shall correct and resubmit to the CDC datasets containing errors identified by the CDC within 10 working days of initial notification of the errors.



Customer Service
The Department goes through a process of selecting approximately 25% of the questions included in the Pennsylvania BRFSS survey.  The Contractor shall assist and must accurately translate the information about those questions into a CATI computer program and questionnaire which accurately captures the data.
	Contractor
	Shall maintain prompt customer service to the Department by responding to questions or issues within 24 hours of original contact.

	Contractor
	Shall develop and maintain a usable upload/download site accessible by the Department for dissemination of documentation and data files.

	Contractor
	Shall contact both the DOH and CDC simultaneously upon learning of issues that may affect the integrity of the survey.

	Contractor 
	Shall provide an easy process for periodic interview monitoring from the Department office.  Shall have a set procedure in place for Department staff to easily listening to random interviewer phone calls.

	Contractor
	Shall make personnel available to answer quality control related questions from the BRFSS Coordinator and adjust procedures, as necessary, to assure quality measures are being met. 

	Contractor
	Shall notify the Department within 48 hours of any breach of security.



Quality Control
The Contractor is required to meet stringent quality control standards outlined by the Department.
	Contractor
	Shall enact quality control procedures and revise these procedures, as necessary, to improve response rates and maintain accurate sample data, while observing BRFSS protocols.

	Contractor
	Shall focus on improving or maintaining a feasible strategy for improving response and cooperation rates without compromising the procedures required by state and CDC protocols.  As a point of reference, here are the combined cell phone (CP) and landline (LL) response rates pertaining to the Pennsylvania BRFSS survey for 2019-2021: 
                                             CASRO Response Rate      Cooperation Rate
2019 combined CP/LL                   48.7%                               79.3%
2020 combined CP/LL                   41.0%                               79.4%
2021 combined CP/LL                   42.6%                               78.6%
The Contractor shall analyze the dispositions which contribute to the response and cooperation rates in the quarterly and annual reports and include a discussion of factors which may contribute to changes in those rates.   This analysis will provide a basis for discussions with the Department, and possible actions steps to take. 


	Contractor
	Shall carry out the program of systematic, unobtrusive electronic monitoring  [Protocol Behavioral Risk Factor Surveillance System Operational and User’s Guide, Version 3, pp 82ff.]  as part of routine monthly survey procedures for all interviewers, as described in the annual plan. 

	Contractor
	Shall complete automated nightly frequency checks to validate that skip patterns are working properly.




Oversight
The Department will review the plans and reports prepared by the Contractor and specified in Required Reports Appendix C.  An informed dialogue should ensue and result in agreement about the process by which an acceptable level of quality in survey operations will be maintained.
	Contractor
	Monthly Reports are due to the Department on the 20th of the following month.
Quarterly performance reports are due to the Department 30 days after the end of the quarter.
The annual report is due to the Department by February 1st for the two years of the contract.

	Department
	Will review the annual plan and/or annual report by March 1, with particular attention to interviewer training, regular unobtrusive interviewer monitoring, proper conduct of the interview, correct application of the call rules, and correct coding of interim and final dispositions of the sample telephone numbers.  Responds with comments, questions, and concerns.

	Department and Contractor
	Shall negotiate any corrective actions and/or revisions to the annual plan which may be required because of the annual review.

	Department
	Shall respond to quarterly performance reports, quarterly asthma call-back reports, and/or monthly reports with comments, questions, or concerns.

	Department and Contractor
	Shall negotiate any corrective actions to survey operations which may be needed to bring the quality of the survey to an acceptable level.
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