
APPENDIX D

Category 1- Behavioral Risk Factor Surveillance System (BRFSS) and BRFSS-related Survey Services

REQUIREMENTS

A. OVERVIEW OF PROJECT

The Behavioral Risk Factor Surveillance System (BRFSS), a collaborative project of the Centers for Disease Control and Prevention (CDC) and U.S. states and territories, is an ongoing data collection program designed to measure behavioral risk factors for the adult population (18 years of age or older) living in households. In Washington, BRFSS is a largely telephone-based survey. Prior BRFSS surveys have also included a mailed survey component, and future BRFSS surveys may include a web-based component. Surveys are conducted on an annual basis. In some years, BRFSS may consist of only one questionnaire, and in other years it may include two or more different questionnaires (e.g., a Form A and a Form B). During the years when the survey consists of two or more forms, respondents are asked to either complete Form A or Form B, but not both. The main customer of BRFSS services through Category 1 is the Department of Health (DOH). As such, DOH is responsible for developing the questionnaire and survey plan for the most part. Local Health Jurisdictions (LHJs) and other customers can add questions to the questionnaire and/or increase the number of requested completed interviews in their area with approval of DOH. Multiple forms and accommodation of additional questions and sample may significantly add to the complexity of survey preparation, sample management, data collection, quality control, data cleaning, data submission, and other project management activities. 
Category 1 also covers survey services for clients who wish to conduct BRFSS-related survey services.  “BRFSS-related survey services” refers to projects for which a client such as a Local Health Jurisdiction or non-profit organization uses the Vendor’s survey services (for example, cognitive testing) in preparation for adding questions to a future BRFSS questionnaire. BRFSS-related survey services also include projects where a client wishes to administer a survey independent from BRFSS but adhering to the same or similar BRFSS methods and protocol. 
The survey services requirements specified below are designed to assist the Proposer in preparing proposals to bid for this contract.  These requirements specify the minimum proposed survey service capabilities with which all proposals must comply.  By proposal submission, Vendors must agree to all requirements, terms and conditions outlined in this RFP.

B. ELIGIBILITY CRITERIA

Vendor must achieve all of the following criteria in order to be eligible to bid for Category 1 of this contract:

· Five years or more experience in providing BRFSS survey services to local, state and/or federal governmental agencies.

· Five years or more experience in Computer-Assisted Telephone Interview (CATI) programming.  

· Five years or more experience assisting clients who are developing surveys and sampling methods, such as disproportionate sampling or stratification by geographic or other criteria.

· Two years or more experience administering surveys in Spanish. In Washington, Mexican Spanish, various Central American Spanish and Puerto Rican Spanish dialects are common. 

· Have an established call center in Washington State  from which the majority of BRFSS interviews under this contract will be conducted or establish one within 90 days after contract award. 

· Capacity to host and coordinate remote monthly interview monitoring for multiple parties.

· Be able to provide the names of three references, each from a different governmental organization, who can testify that the vendor has successfully performed BRFSS services in this and/or other states. Reference information will be documented on Appendix F.
· Be able to provide the name of one reference at the Centers for Disease Control and Prevention (CDC) indicating that they have successfully performed BRFSS services in this and/or other states. Reference information will be documented on Appendix F.
C. REQUIRED SURVEY SERVICES  (SCOPE OF WORK)
Overview of Key Requirements
The Vendor is required to carry out the following major components (C-1 through C-10 below) of survey services, as they apply to three survey modalities (telephone, mail, and web). The majority of services provided will pertain to the BRFSS telephone-based survey, but capacity to conduct surveys using mail and web modalities is required. The Vendor must be able to carry out survey services per all requirements in the CDC BRFSS Operational and User’s Guide, CDC BRFSS Policy Memos, Data Quality Handbooks (all downloadable from http://www.cdc.gov/brfss), as well as meet all other CDC BRFSS requirements and protocols.  The Vendor must be able to handle complexities associated with multiple surveys and survey parts (e.g., administering Form A and B of BRFSS in appropriate proportion to a sample population). The Vendor must also be able to administer the survey and track data collection for multiple sample frames simultaneously. For example, the BRFSS Form A questionnaire may be administered to a randomly generated list (“sample”) of land line telephone numbers, as well as a separate sample of cell phone numbers.  The Vendor must be able to administer the survey to audiences in either English or Spanish.  The Vendor may not use, disclose or otherwise release any data or information collected during performance of these survey services without written approval from the client (DOH or otherwise). Additional and more specific requirements appear in subsequent sections.

C-1
Train all interviewers, supervisory, programming, data management, and other project staff on BRFSS protocols and methods. 

C-2
Provide cost estimates to DOH and partners for current and future year’s survey to aid decision-making. 
C-3
Review, program and test all questionnaires and survey protocol prior to survey year, providing recommendations to DOH to improve survey. Throughout survey year, accommodate changes to questionnaires, targeted number of completes, protocol, reports, data deliverables or other modifications, as needed. 

C-4
Mail advance letters to BRFSS participants.

C-5
Collect Data: Conduct an agreed upon minimum number of completed surveys, and meet all other data collection requirements specified by DOH and CDC BRFSS protocol. 

C-6
Conduct cognitive testing for potential BRFSS question modules

C-7
Ensure respondent confidentiality 

C-8
Carry out Quality Assurance (QA) protocols at all phases of survey administration; 

C-9
Perform data management, data cleaning, and data reporting activities per CDC and Agency specifications, including protocols in current BRFSS Operational and User’s Guide (http://www.cdc.gov/brfss.)

C-10
 Ensure sufficient personnel, facilities and IT capabilities to fulfill requirements  under the contract.

C-1. Train all interviewers, supervisory, programming, data management, and other project staff on BRFSS protocols and methods.

The skills and experience of interviewers and interviewer supervisors are the foundation of BRFSS survey data quality, reliability, and generalizability. Training and retention of the highest quality interviewing staff is a critical investment to the ultimate success of the required survey services. To this end, the Vendor must: 

Ensure that all interviewers have proficient skills in general survey techniques, CATI protocols and 80 hours or more CATI telephone interviewing experience while in the employ of the Vendor prior to being assigned to the BRFSS project. 

Facilitate ongoing BRFSS-specific training. Prior to beginning data collection of a new survey, interviewers and supervisors must be trained, practiced and certified to administer the questionnaires to be fielded. Training must include but is not limited to: respondent selection procedures, data confidentiality, practice with call disposition code decisions, correct pronunciation of unfamiliar or medical terms, responding to anticipated Respondent concerns or questions following difficult or sensitive questions, and other interviewing techniques such as maintaining a neutral, non-leading and non-judgmental tone, appropriate interview pacing, and overall professionalism. As a part of training, and prior to interviewer certification, supervisors shall monitor practice interviews using the Vendor’s monitoring system, and provide feedback to each monitored interviewer. Training, practice and certification must be provided to new interviewers recruited after the survey is fielded, and reinforcement or refresher training activities shall be provided periodically to all BRFSS interviewers. Refer to CDC’s BRFSS Operational and User’s Guide and Interviewer Training guidelines:  http://www.cdc.gov/brfss/training/index.htm. 

Document training activities. In January of each year of the contract, provide DOH a brief description of training activities and a list of certified interviewers and supervisors, as well as one set of Interviewer training materials that DOH may copy and distribute to those who use the Washington BRFSS data.

All supervisor staff shall have training materials available, based on CDC materials, for use with interviewers when reinforcing techniques and procedures.

· Facilitate training of supervisors. In addition to the interviewer training requirements specified above, interviewers’ supervisors shall be trained in CATI management and sample handling, as well as other requirements laid out in the BRFSS Users’ Guide. 

· Disposition and convert refusals appropriately. Ensure that interviewer supervisors and interviewers are specifically trained to recognize, differentiate between, appropriately code, and respond correctly to soft and hard refusals. Maintain a refusal conversion team by providing additional training to a team of experienced interviewers and supervisors that work to convert soft refusals to completed interviews. (No attempts shall be made to convert hard refusals.)

· Maintain trained Spanish-speaking interviewers. Ensure an adequate number of bi-lingual interviewers fluent in Spanish in order that all respondents preferring to conduct the interview in Spanish may do so, avoiding any systematic bias that could be introduced in the event of limited shift hours of Spanish-speaking interviewer. 
C-2. Provide cost estimates to DOH and partners for current and future year’s survey to aid decision making. 

Vendor must:
· 
Provide DOH cost estimates for the following year’s survey, including but not limited to estimating cost per question, cost per module, cost per minute and second, cost by various sample sizes, cost by each and total set of questionnaires, and other estimates as needed.  Multiple cost estimates may be requested during the survey planning year; all cost estimates will be provided using best available information in as timely a manner as possible and reasonable.

· 
Provide other information as requested in support of survey planning and decision-making.

· 
Provide a Cost Memo when survey and sample plan is finalized.

· 
Assess impact (on cost, questionnaire duration, data quality or representativeness, etc.) of proposed and actual changes to current survey, if changes are required after fielding. For example, provide information to aid DOH in decision making about addition or removal of modules, sample or other modifications to the currently fielded survey. Provide cost estimates and revised cost memos as needed 

C-3. Review, program and test all questionnaires and survey protocol prior to survey year, providing recommendations to DOH to improve survey. Throughout survey year, accommodate change to questionnaires, targeted number of completes, protocol, reports, data deliverables or other modifications, as needed. 

Vendor must carry out activities in preparation for the survey year, as well as accommodate changes to the currently fielded survey, as needed, including but not limited to:

· Review all survey questionnaires (e.g., Form A, Form B, Cell-phone questionnaire) to be fielded, including monitoring practice runs through survey with interviewers and supervisors to identify problems with questionnaires. Make recommendations for changes to DOH or client(s).

· If requested, translate and back-translate questionnaire(s) in the languages requested.

· Finalize questionnaire(s) incorporating all changes approved by the client, obtaining final sign off by the client.
· Estimate and order appropriate amount of sample to obtain agreed upon number of completed interviews for each survey form requested by DOH and for any survey form or oversample requested by another client (e.g., a county health department). 


· As changes to BRFSS survey occur, work with state BRFSS Coordinator, DOH, and clients to assess impact of proposed changes to fielded survey, and implement as required. Changes may include but are not limited to: modifications to survey questions, response options or skip patterns, addition of questions, changes to protocol as a result of problems with fielded survey, modifications to reports, data deliverables or targeted number of completes.

· Be able to fully implement an increase or decrease in the number of interviews conducted (e.g. survey sample size) within 30 days of the request being made by DOH.

C-4. Mail advance letters to BRFSS participants.

To increase response rates, DOH will use “advance letters” to introduce and explain the BRFSS survey to selected households. To ensure letters are mailed prior to conducting a given month’s interviews, the vendor must:  
· 
Obtain the most recent address-match file from the sample provider (generally on a monthly or quarterly basis along with the sample). 

· 
If DOH does not supply pre-printed letters, ensure production of letters (order or generate). If requested, use letter-quality paper and envelopes consistent with State of Washington’s letterhead paper stock, even if digital letterhead is used. Any State of Washington letterhead paper and envelopes may only be used for Work under the Contract. 

· Use Title Case as appropriate in both letters and corresponding envelopes, i.e., first character of proper name beginning in upper case with other characters in lower case.
· 
Address envelopes based on address list provided by CDC sample vendor. If required, print names and addresses directly onto envelopes using a laser printer (i.e., no adhesive address labels), and without wrinkling or otherwise damaging the envelopes. 

· 
Seal envelopes without tape. 

· 
Mail letters from within the State of Washington.  

· 
Allow DOH access, upon request, to inspect any Advance Letters produced for mailing, and provide DOH copies of first letter produced and sent for each quarter.
C-5. Collect Data: Conduct an agreed upon minimum number of completed surveys and meet all other data collection requirements specified by DOH and CDC BRFSS protocol.

Using questionnaires provided by DOH, conduct surveys with randomly selected Washington adults age 18 and older, and collect data for a minimum required number of surveys per month, quarter and year, using required survey modality (telephone, web, mail) and survey forms, including call-backs. Refer to the most current CDC Policy Memo for definitions of complete and partially complete surveys. As of June 2011, see: http://www.cdc.gov/brfss/technical_infodata/memos/20011.htm.  Data collection must follow protocols and methodology provided by CDC in the current version of the BRFSS Operational and User’s Guide (See the BRFSS website at http://www.cdc.gov/brfss.), and protocols and requirements otherwise mandated by CDC with respect to data collection, including:
· 
Per CDC BRFSS Operational and User’s Guide, screen sample for business and other non-eligible numbers, de-duplicate the sample and identify households (in the case of the landline survey) and individuals (in the case of the cell phone survey) from the sample list in such a way that no telephone number has more than one chance of being sampled within the given time-frame. Retain disposition codes and all other call statistics for all pieces of sample.
· 
Follow scripting and procedures for screening and for the determination of a residential household described in the BRFSS Operational and User’s Guide at http://www.cdc.gov/brfss.

· 
For the landline survey, use the Kish or other method approved by CDC to randomly select one adult from the household reached by each accepted telephone number as described in the BRFSS Operational and User’s Guide at http://www.cdc.gov/brfss/pdf/userguide.pdf. This selection process may be automated in the CATI programming.    

· 
Conduct interviews among both randomly selected adults aged 18 and older responding to the landline survey, and adults aged 18 and older responding to the cell phone survey, using the survey versions provided by DOH and methods specified by CDC in the BRFSS Operational and User’s Guide: http://www.cdc.gov/brfss/pdf/userguide.pdf.  

· 
Call telephone numbers in the sample as described in the BRFSS Operational and User’s Guide: http://www.cdc.gov/brfss/pdf/userguide.pdf. This includes dialing telephone numbers that have not been answered or are busy until a party is reached or, at least 15 attempts have been made, over 5 different calling occasions. A calling occasion may include three attempts at 10 or more minute intervals.  The calling occasions must include at least one attempt during a weekend, weekday and weekday evening each.  When the selected respondent in the household is not available for interview at the time of the initial telephone contact, the Vendor must call back a minimum of two times during the work-shift in an attempt to interview the respondent, unless a specific callback time is scheduled. Continue calling selected telephone numbers for interviewing until the minimum monthly requirement of completed interviews is met and all active sampled numbers have reached final disposition.  
· 
Conduct a minimum of five (5) refusal conversion attempts on all soft refusals, stratified according to time of day/evening and weekday/weekend in order to maximize time between refusal conversion attempts. 

· 
Use the current CDC disposition coding system as specified by the CDC. As of 2011, refer to CDC Policy Memo http://www.cdc.gov/brfss/technical_infodata/memos/20011.htm  

· 
Conduct interviews in Spanish when requested by the respondent and/or whenever deemed appropriate by the Interviewer or Interview Supervisor. 

· 
Achieve an agreed upon targeted response rate (e.g., 50.0), as calculated by the Council of American Survey Research Organizations (CASRO) method over a 12-month calendar year average.
· 
Distribute all non-respondents and non-completes to the appropriate portion of the survey versions.  
C-6  Conduct cognitive testing for potential BRFSS question modules

DOH or its partners often want to add new questions, not all of which are from the CDC BRFSS core or “optional modules”. Vendors must have a significant in-house capability for cognitive lab testing of newly proposed questions, including experience with cognitive lab testing for questions placement and overall flow of added questions to the BRFSS core questionnaire. When new questions or modules are added, vendors must be able to:

· 
Test and collect quantitative and qualitative data to assess validity of new questions.
· 
Assess cognitive load and respondent burden of the entire questionnaire as an indicator of whether or not new questions can be added.
· 
Recommend changes to modules, question wording, response options, position within questionnaire or other changes to DOH or clients.
C-7 Confidentiality Requirements
Develop, maintain and train all project-related personnel on procedures that ensure the confidentiality and protection of survey respondents.  Specifically, Vendor must: 

·  
Keep confidential all information related to the identity of respondents. Other than the data provided to specific contact people at the CDC, DOH and clients, the Vendor shall not release, publish, reproduce, or otherwise divulge such information in whole or in part, or authorize or permit others to do so.  
· 
Maintain and fully implement a confidentiality protocol whereby all of the Vendor’s employees who conduct interviews or have access to the data have signed statements agreeing to abide by confidentiality rules.  

· Ensure all staff who may come into contact with respondents or who may have access to the identifiable records have successfully completed Collaborating Institutional Training Initiative (CITI) based training regarding protection of human subjects, and other mandatory training needed to be in compliance with the requirements of the Washington State Institutional Review Board (WSIRB) (http://www.dshs.wa.gov/rda/hrrs/training.shtm).    
· Ensure DOH BRFSS coordinator and Data Security Officer are notified immediately in writing in the event there is any reason to suspect a breach of confidentiality may have occurred within 24 hours of corporate knowledge, or suspicion, of such an event.

· Release the minimum confidential information necessary to DOH for the purposes of following up on data requests, questions or complaints from individual interview respondents.  For example, a name and single best contact number is often sufficient for following up with an individual respondent. 

· Ensure respondents are offered the contact details of DOH BRFSS Coordinator and a toll-free telephone number maintained by DOH in order to permit respondents to verify the survey or ask questions.  Data, phone numbers and dispositions around these phone calls will remain the property of DOH.
C-8. Quality Assurance Requirements

The selected vendor shall be responsible for the following minimum requirements to assure quality of sample management, interviewing and other data collection protocols:
· 
Monitor Interviews. Unobtrusive auditory and visual (observation of data entry into CATI system) monitoring must occur during all BRFSS interviewing shifts covering the entire period of BRFSS calling. Ensure trained and experienced supervisory staff are available at a ratio of no less than 1 supervisor to 10 interviewers so that supervisors are able to monitor interviewers. Supervisors shall monitor new BRFSS interviewers for at least 2 interview days/shifts, providing immediate feedback to interviewer. In general, supervisors shall monitor a minimum of 5% random sample and aim for monitoring 10% of completed interviews each month, stratified by interviewer, to validate 1) Respondent selection, 2) selected demographic characteristics, 3) selected behaviors, 4) interviewer’s survey techniques, 5) adherence to protocols, and 6) accuracy of data entry.  Each interviewer shall be monitored weekly. Performance statistics shall be tracked (e.g., question-response frequencies), and necessary actions taken to improve interview quality. 

· Accommodate agency and client interview monitoring. The Vendor must provide the means by which DOH can monitor live interviews (defined as real-time interviews being conducted between interviewer and Respondent) from its offices in Olympia, Washington on a monthly basis at minimum, and periodically at the Vendor location. The Vendor shall provide DOH with either a toll-free number or a local (to Olympia, Washington) calling center number for Washington State staff to use for live interview monitoring.
· Assure quality of survey data entry. Edit completed questionnaires for accuracy of skip patterns and coding, and for missing data. Any missing data may, at the discretion of the DOH, be gathered in a follow-up interview with the Respondent(s) concerned.  DOH shall also have the right to require the Vendor to follow-up with Respondents to clarify or revise data that contains extreme outliers in Respondent-provided answers or in which inconsistent answers are provided by Respondents.

· 
Monitor call statistics. Collect and review statistics on the performance of each interviewer and on overall quality assurance (QA) indicators.  Collect disposition and interviewer statistics.  Interviewer-specific statistics should include: ratio of refused interviews to completed interviews, frequency distribution of disposition codes, and number of completed interviews obtained on calling back Respondents who initially refused to be interviewed (if Interviewer is designated to conduct these call-backs).  Vendor shall also review the data to determine possible systemic or individual interviewer data collection problems that could be addressed through training.  This review includes examining records by interviewer, looking at mean number of completed interviews, date and day of week of final dispositions as well as minimum, mean and maximum number of attempts, and missing values by gender for key items such as income.
· 
Analyze call statistics and address problems. Analyze above call statistics on a monthly basis, identifying potential problems and correcting as needed prior to fielding next batch of sample, or earlier.  Vendor shall compare these statistics to previous months’ statistics to determine if a change in data collection quality has occurred.  If the data collection statistics indicate a decline in data quality, Vendor shall review the data collection process to determine the source and provide corrective measures, such as refresher training for its Interviewers.
· 
Run required CDC programs to catch and correct errors. Run the PC-Edits, EditFix, and any other programs provided by CDC to correct errors, or develop and run adapted versions that work on Vendor software system, unless otherwise requested.  Vendor shall run the quality check software promptly at the end of the Interviewing month.  Vendor shall repeat the process until all errors are resolved. DOH and CDC will not accept a data file with unresolved errors.  Vendor shall provide DOH with monthly documentation showing that errors have been resolved in data files submitted monthly for all Survey Versions.  

· 
Maintain record archives. Maintain a file of all rejected, used and unused numbers for quality control review until after the annual summaries are produced.  Annual data files, either compiled or in separate monthly files, shall be maintained by the Vendor for a period of at least six ( 6 ) years from their generation.
· 
Provide respondent distribution reports. Prepare tables of gender, race and age distributions for each survey sample, and provide this distribution report to Agency monthly so that Agency staff can monitor the representativeness of the samples.  

· 
Monitor question-response frequencies to detect errors. Run spot-check question-response frequencies at the start of the survey year on the first two months of data generated from Interviews, in order to identify possible or potential Interviewing technique problems.  

· 
Monitor and analyze response rates. Investigate unexpected changes in response rates or in the distribution of final disposition codes by reviewing Interview-monitoring information to determine if the question is being asked correctly.  Vendor shall report any discrepancies they find to Agency as part of Vendor’s monthly reporting requirement.

· 
Document and report on data collection operations. Provide documentation regarding sampling, disposition codes, and other operational information quarterly during the survey year, or more frequently as requested by Agency.  The sample must be managed in a way that allows determination of the actual cost of completing an Interview separately in high-density and low-density strata.  The strata-specific statistics required include, at a minimum, 1) the frequency distribution of disposition codes per survey, and per Interviewer; 2) number of completed Interviews per hour of Interviewing time (not including Interviewers specializing on refusal conversions); 3) the ratio of refused Interviews to completed Interviews; and 4) the number of completed Interviews obtained on Refusal Callbacks.

C-9.  Perform data management, data cleaning, and data reporting activities per CDC and Agency specifications, including protocols in current BRFSS Operational and User’s Guide (http://www.cdc.gov/brfss.)

C-9.a. Data Management and Cleaning Requirements
Vendor must: 
· Edit data on a monthly basis using the PC-Edit program provided by CDC. For survey versions for which the PC-Edit program cannot be used because they do not include the full CDC core, the Vendor must develop and run an edit program using a method similar to that used in the PC-Edit program.

· Include a unique identifier for each record in all data submitted that is unique across all survey versions and survey years.
· Include a numeric variable indicating survey version in each data file.

· Be able to provide documentation describing the sampling process, disposition codes and other operational information to DOH and CDC at their request.  
· Be able to manage the sample in a way that allows determination of the actual cost of completing interviews separately in high-density and low-density strata, and provide this information to DOH at their request.

· Report monthly disposition and interview statistics to DOH. To include the frequency distribution of disposition codes per survey version and Interviewer, the number of completed interviews per hour of interviewing time (not to include Interviewers specializing in refusal conversions), the ratio of refused interviews to completed interviews, and the number of completed interviews obtained on refusal callbacks.

· Document and report the information needed by DOH to monitor and track response rates over time on a monthly basis in MS Excel.
C-9.b. Data Submission Requirements

Vendor must: 
· Submit an electronic data file for each survey version, and an electronic edit file for each survey version, to DOH and CDC within 30 calendar days of the end of each survey month. The format of the monthly data files must comply with that specified by CDC and DOH, and contain all the records sampled for the month, all interview records, disposition codes and non-completes. These monthly data files must contain a record for every telephone number used to conduct the BRFSS survey, including all the numbers pre-identified as non-working or business and the final disposition code for each record. In the event that the PC-Edit program provided by CDC is not yet available, the Vendor must send the unedited data files to DOH and the CDC. Then, once the PC-Edit program is available, the Vendor must re-send edited data files for that month to DOH and the CDC.  All open-ended question data (e.g. long text answers) must be submitted to DOH either in an additional electronic file or incorporated in the main electronic data file for each survey version.  If data are sent as an additional data file, the file must also include a unique identifier for each record, interview date, question title, age and gender with the text field set at maximum length for a string field.  

· Submit completed data files via secure internet methods to DOH in SAS and to the CDC in ASCII format, or as specified by DOH or CDC. 

· Prepare and retain a data file, separate from the data file and protected by a password, containing the full phone number, record number and name fields for those respondents who agreed to be called back for other health-related Washington State surveys such as the asthma call-back survey.

· Submit additional and/or revised data files as requested by DOH or CDC to address any issues that arise as a result of data edits (run on half-year and full-year files by the CDC) or quality checks, within 10 working days of a request being made.

C-10.  Ensure sufficient personnel, facilities and IT capabilities to fulfill requirements under the contract.
C-10.a. Organizational and Personnel Capacity

Vendor must: 

· Employ sufficient number of trained personnel to administer the BRFSS survey to meet all above requirements, including CATI Programmers, Interviewers, Supervisors (to train and supervise the Interviewers), Data Programmers, Data Managers and Project Managers. 

· Maintain a sufficient number of interview stations equipped with CATI to meet all of the requirements of the Washington BRFSS Project.  

· Identify a key person who will serve as the Project Manager and a key person who will serve as the Data Manager for the duration of the contract. 

· Ensure that the Project Manager and Data Manager are available to respond to e-mail and telephone calls from DOH during Agency business hours (8:30 AM to 5:00 PM Pacific Time, Monday through Friday). 

· Ensure that Interviewers perform their work at the Vendor’s site(s) of business for the duration of this contract.   

· Ensure a trained supervisor familiar with the BRFSS protocols is working on-site with the Interviewers at all times.

· Provide translation and survey services for the Spanish version of the survey using the dialect most commonly used in Washington State.  

C-10.b. Software-Related Requirements

Vendor must: 
· Use CATI software that has been approved by the CDC for use with the BRFSS project.  This software has to permit data entry at time of interview, provide consistency edits and response-code range checking, allow the programming of skip patterns, manage the telephone sample and be linked with the text version of the survey.

· Be able to fully implement a modification, addition or deletion of a question on the survey within a period of 24 hours of the request being made by DOH.  

· Be able to provide DOH with a (practice or dummy) copy of the CATI survey with full programming capacity for each survey version no later than seven working days before the January interviewing period is to due to start  for the purposes of acceptance testing by DOH.  

· Be able to provide DOH with the final questionnaire as output from the CATI software, electronically in MS Word or other format as requested, including all CATI-programmed skip patterns and both the English and Spanish versions of the survey, as applicable.
APPENDIX C

 SPECIFICATIONS AND/OR TECHNICAL REQUIREMENTS

 
Category 1-BRFSS

 
Category 1 covers: Phone Surveys.  Mail and Internet/Web surveys may be added during the term of this contract and will meet all requirements specified by the CDC and DOH.
If awarded category 1, the Contractor, at a minimum, is expected to cover the following areas of the project as well as follow the BRFSS/CDC requirements listed in Appendix D of this solicitation. 
Description of each survey method in Category 1 below represents a typical survey project, which is broken down into five phases: project assessment, project preparation, data collection, data cleaning, and final deliverables. The tasks listed will be professional expectations in each category at the time of award and throughout the duration of the contract.
1. Phone Surveys

Project Assessment
· Review questionnaire and survey plan provided by client

· Make recommendations to client on ways to improve the accuracy, validity and completeness of the interview data collected and amend the questionnaire and survey plan, as needed

· Get approval/sign-off from client on revised questionnaire and survey plan

Project Preparation
· Translate the revised questionnaire into non-English language(s) and dialect(s) as requested – test that the questionnaire has been translated correctly using native speaker(s) of the appropriate language and dialect, and make changes to the translated questionnaire as needed
· Enter the ‘close-ended’ questions and responses into the CATI system
· Develop a program for handling ‘open-ended’ response questions
· Get approval/sign-off from client on CATI and ‘open-ended’ programming

· Develop scripts for interviewers to introduce and describe the survey and specific questions as per BRFSS protocols

· Get approval/sign-off from client on interviewer scripts

· Develop implementation plan to collect data as per BRFSS protocol using revised questionnaire, survey plan, the CATI and ‘open-ended’ programming, and interviewer scripts – plan should address staff training

· Get approval/sign-off from client on implementation plan

· Train staff, as per implementation plan, to make sure interviewers can pronounce words and phrases correctly, and are comfortable asking the questions and using the scripts

· Collaborative Institutional Training Initiative (CITI)-based, certified training for project staff regarding human subjects and adherence to Belmont Report principles and guidelines

Data Collection
· Manage sample files and release of sample pieces per implementation plan

· Mail advance letters to participants if required

· Conduct interviews and collect data as per implementation plan
· Monitor quota of numbers of completed interviews by local area, provide regular feedback to client, and revise data collection plans as needed
· Facilitate client monitoring sessions via remote connection

· Facilitate client monitoring sessions in-person

· Assure Interview Supervisors monitor at least 10% of interviews for quality assurance (or the percentage required by client), and re-train interviewers as needed
Data Cleaning

· Clean the data using PC Edits, and other in-house data-cleaning programs 
· Review the data for out-of-range responses and other irregularities and provide regular feedback to the client

· Re-code data and adapt coding programs (CATI and ‘open-ended’ programs) as needed based on discussions with client about out-of-range responses and other irregularities


Final Deliverables

· Deliver data files securely to the client in SAS, Excel and/or other formats as specified by the client (for example, via client’s Secure File Transfer system 

· Deliver data files to the CDC in SAS, Excel and/or other formats as specified via the CDC’s secure web-based Upload/Download system 
· Deliver reports to the client in Excel and/or other format as specified via email and/or the client (e.g., via client’s Secure File Transfer system), as appropriate
Other Service Requirements: 

· Contractor shall provide all the necessary equipment and support for Telephone survey process.
CATI System

     CATI software must:
· Be compatible with the existing DOH and CDC database, if required  

· Follow skip patterns based on the response to one or more prior questions
· Possess functionality that enables accurate skip patterns based on information gathered in prior questions
· Possess functionality enabling random selections based on prior questions (for example, based on demographic information choose one child at random, with parents permission, based on the number of children in a household)

· Provide consistency edits and response-code range checking

· Manage the telephone sample, including callback schedules and disposition coding

· Add, delete or modify questions during the questionnaire survey period

· Allow for display of programming commands used in questionnaire as well as production of a text document that displays programming commands within the questionnaire

· Permit data entry during the course of the interview
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