	Appendix C – Required Reports 

	
	

The awarded Contractor for data collection services for the Pennsylvania BRFSS survey shall prepare the annual, quarterly and monthly plans and reports listed below.  The Contractor shall provide these to the Pennsylvania Department of Health (Department) by the 21st day of the following month for monthly reports and of the 21st day of the month following the end of a calendar year quarter for quarterly reports.   This shared information will allow both parties to identify concerns about performance on a monthly and quarterly basis, and address issues relating to the quality of the survey together throughout the term of the contract.

	
	

	
	

	Annual Plan
	Plan for numerous operations listed below.  The preliminary version is due to the Department before the beginning of the survey year, to be updated after consultation with the Department after review of the annual report.

	
	

	
	Introduction.  Describe the location or locations where the interviewers and supervising personnel will physically be located while working during the coming year.  Include the number of workstations and estimated number of interviewers which will be used for Pennsylvania.  Provide an organization chart which shows how key training and oversight roles are organized and gives the names of the key managers.

	
	Use of sub-contractors, including the firm name and address, contact person, complete description of the work to be subcontracted, and descriptive information about the subcontractor’s data collection experience. 

	
	Oversight of Interviewers

	
	Interviewer Training.  Describe the initial training that new interviewers will receive.  Include the place of training, the number of new interviewers trained at one time, the curriculum and training materials used, and the amount of time initial training will require. Provide details on how the BRFSS questionnaire is introduced, including practice on the Pennsylvania version.  Provide specific information on how the following topics are trained: definitions, pronunciation of medical terms, refusal avoidance and provision of contact information for the Pennsylvania Coordinator, Contractor supervisors,  and internet links to the Pennsylvania and federal BRFSS web sites, dealing with respondents’ questions and concerns, refusal recovery and appointments for future calls, assignment of interim and final dispositions, including the most difficult determinations, respondent selection among adults.

	
	Describe how interviewers are periodically reviewed, describe refresher training of interviewers, and training which occurs when a change is made in the questionnaire. 

	 
	Interviewer Experience.  Describe the experience required of an interviewer before assignment to a Pennsylvania BRFSS questionnaire (minimum 40 hours), and the experience required before assignment to call back an interrupted or refused interview. 

	
	Interviewer Monitoring.  Describe the practice of regular unobtrusive monitoring of interviews for each interviewer of at least twice a week, including how monitors are selected and trained, and how they work with the interviewers.  Describe how monitors assess pacing, voice quality, use of a neutral tone to avoid leading, reading all the responses, and probing technique.  Describe how the results of monitoring assist in the evaluation of the interviewers.

	
	Interviewer Quality Control.  Explain how the contractor verifies the accuracy of disposition coding, and selection of the proper adult in the household, and checks the utilization of good techniques for refusal-avoidance and calls to complete interviews terminated in mid-course and refused interviews.  Include an explanation on how callback verification procedures are implemented to ensure data quality.

	
	Interviewer Management.  Describe the strategy which will be used to maintain interviewer performance at a high level, including incentive programs, performance goals, and healthy competition among employees.  Explain how declining performance by an individual interviewer is detected, and how interviewers with specific problems are retrained.

	
	Develop a work plan for data collection  for upcoming survey years.



	
	


	Annual Report
	Present this report to the Department by February 1 of the second and subsequent year of the contract, and by December 1 of the last year of the contract.

	
	Data displays and narrative explanation of performance during the previous survey year regarding issues listed below.

	
	General survey of execution of sampling plan throughout the year, 

	
	Narrative and statistics on training of interviewers, monitoring of interviewers, implementation of refusal avoidance techniques, and performance of protocols for callbacks after initial terminations.

	
	Summary of analysis of dispositions and response rates (see quarterly report).  In addition, provide an analysis of performance of different sample strata which identify regional differences in the telephone systems which affect the response rate.

	
	Summary of issues requiring intervention with interviewers during the year and steps taken, including correction of mistakes and ambiguous areas of the protocol.

	
	

	
	

	Monthly Disposition Report (Landline, Cell, Combined samples)
	Accounts for final disposition codes for all sample released, with number and percent, allowing month to month comparisons and comparison with a year-to-date column. 

	
	

	Monthly Rate Summary Report (Landline, Cell, combined samples)
	Reports various sample outcomes, including CASRO response and cooperation rates (numbers and percentages), also displaying intermediate totals used in the calculation.   Average time in minutes for completed interviews.

	
	

	Monthly Gender Report (Landline, Cell, combined samples)
	Percentage and Number male and female respondents, compared to a population-based target, monthly and Year to Date.

	
	

	Monthly Age Report (Landline, Cell, combined samples)
	Percentage and Number of respondents age 18-24, 25-34, 35-44, 35-44, 45-54, 55-64, 65+ , compared to a population-based target, monthly and Year to Date.

	
	

	Monthly Race Report (Landline, Cell, combined samples)

	Percentage and Number of respondents, White, Black, American Indian and Alaskan Native, Native Hawaiian and Pacific Islanders, Other, Unknown, compared to a population-based target, monthly and Year to Date.

	Monthly Ethnicity Report (Landline, Cell, combined samples)
	Percentage and Number of respondents, Hispanic, Non-Hispanic, Unknown, compared to a population-based target, monthly and Year to Date.

	Monthly Sample Management Report (Landline, Cell samples)
	This deals with sample release and yield by showing targets, sample release, sample yield (interview/sample ratio) by stratum.  

	Quarterly Performance Report (Cell, Landline)
	Provide an analysis of monthly disposition reports by examination of interim dispositions for the final dispositions which affect the response or cooperation rate.  Identify any relationships with the use of evening, weekend and day attempts, and with the number of attempts used.  Report of the number of interviewer data entry and disposition coding errors detected during the quarter.  

	Quarterly Asthma Performance Report (Cell, Landline)
	Report on the performance of the asthma call-back sub-samples.  Number and percent of BRFSS interviews eligible (adult and child), initial agreement rate, contact rate for those initially agreeing, interviews resulting.   For children, number and percent reported by parent or guardian, or most knowledgeable person. 



