APPENDIX D 

INTRODUCTORY SCRIPT AND FREQUENTLY ASKED QUESTIONS

DRAFT


Interviewer Script for McNair Follow-up Survey

	Opening Respondent Script
	Hello, may I speak to (RESPONDENT)?

IF ASKED:  My name is (INTERVIEWER) and I am calling from Decision Information Resources Inc on behalf of the U.S. Department of Education.

IF R ANSWERED:  CLICK [Introduction to Respondent]

IF SOMEONE ELSE READ ITEMS 1, 2 OR 3 AS APPROPRIATE

READ #1 FOR NEW R OR WHEN HAVEN'T SPOKEN WITH HOUSEHOLD BEFORE

1.  I am calling about a paid telephone survey we are conducting on behalf of the U.S. Department of Education.  Is this the best number to reach him/her/her?

READ #2 IF R LIVES THERE AND WE HAVE CALLED PREVIOUSLY BUT NEVER TALKED TO R

2.  We are trying to reach him/her to conduct a paid telephone survey.  We have called recently to see if we could talk with him/her about this survey.

READ #3 IF WE HAVE TALKED WITH R BUT DON'T HAVE CURRENT APPT

3.  We are trying to reach him/her to conduct a survey on behalf of the U.S. Department of Education.  We have spoken to him/her recently about the survey.  

May I speak with him/her please?

     YES:  CLICK [Respondent]

     NO-NOT AVAILABLE:  Do you know when we could reach him/her?

        YES:  CLICK [Schedule Appt]

        NO GOOD TIME TO CALL BACK:  

           Do you mind if we call you again to try to reach him/her?

           Could I leave our toll free number with you so he can call us?  It is (1-800).

     NO-REFUSING:  CLICK [Refusal Scripts]

     NO-WRONG NUMBER:  Do you know (RESPONDENT)?

          YES: CLICK [Other Scripts - Contact]

          NO:  Okay.  Sorry if I inconvenienced you.  Thanks for your time today.  Goodbye.



	Introduction to Respondent
	READ IF NECESSARY:  Hello, my name is (INTERVIEWER) with Decision Information Resources.  Is this (RESPONDENT)?

We are conducting a short survey for the U.S. Department of Education to learn how current and former McNair program participants have been doing.  It only takes between 10 and 20 minutes on the phone.  We would appreciate your help completing the survey.  A $25 gift certificate will be sent to you for completing this survey.  



	Study Description
	The purpose of the survey is to learn about your recent employment and educational experiences.  There are also a few questions about any services you may have received and activities in which you may have participated in as part of the McNair program and their helpfulness.  The U.S. Department of Education will use the information you share with us to learn more about how McNair participants are doing while they are in the program and after they complete their undergraduate studies.

It takes 10 to 15 minutes to complete, may we begin the survey?

YES:  CLICK [Confirm R]

NO CALL BACK:   When would be a good time for us to call back?  CLICK [Schedule Appointment]

IF R HAS FURTHER QUESTIONS CLICK [FAQ]

IF R REFUSING CLICK [Refusal]



	Informed Consent
	MUST READ BEFORE BEGINNING SURVEY:

Before we begin the survey, we must be sure that you clearly understand a few points.  Your participation in the survey is completely voluntary.  The U.S. Department of Education has obtained approval to conduct the survey from the federal government's Office of Management and Budget.  All information you provide will be held in the strictest confidence and used only to assess the educational and employment outcomes of McNair participants.  Your answers will not be shared with anyone outside of the U.S. Department of Education in any manner that would enable someone to identify you.  You may refuse to answer any questions that you do not want to answer.  However, we hope that you will choose to answer as many questions as you can.

May we begin?

IF YES CLICK [Start Survey]

IF NOT A GOOD TIME CLICK [Schedule Appointment]

IF R HAS FURTHER QUESTIONS CLICK [FAQ]

IF DOES NOT WISH TO PARTICIPATE CLICK [Refusal Scripts]



	Message Left for Respondents on Answering Machines
	This message is for (RESPONDENT).  My Name is (INTERVIEWER) I am calling from Decision Information Resources, Inc. on behalf of the U.S. Department of Education.  We are conducting a short paid survey with individuals who have participated in the McNair program as undergraduates.  

Please call our survey line at (1-800).   Anyone who answers our line will be able to talk to you about the survey.

We are open seven days a week.  If you happen to reach our voice mail, please leave a message that you are calling about the McNair survey and refer to Case Number (CASEID).  Also please clearly state your name and an area code and phone number where we can reach you.

Thank you.

	
	

	
	

	
	

	Message Left with Household Member for Respondents
	May I leave our toll free number with you?  It's (1-800).

Please ask him/her/her to call us at a time that is best for him/her/her.  We are open 7 days a week.

Let him/her know that anyone who answers at our number can help him/her if he says he/she is calling about the McNair survey.  If he/she refers to case number (CASE ID) it will help whoever answers to find the record quickly so we don't take up a lot of time.  Thank you.



	Respondent Refusals
	>Too busy/No time now<

I'm sorry to have caught you at a bad time.  I would be happy to call back at a more convenient time.  We have interviewers available morning, evening and weekends and would be happy to schedule an appointment and have them call you then.  When would be a good time for us to call back?
>Tired or did not feel well<

I am sorry to hear that.  I would be happy to call back in a day or two, if that would be more convenient.  When would be a good time for us to call back?
>Not interested<

The information you provide will help the U.S. Department of Education and McNair programs design better programs for future McNair participants.  Also, each time you complete one of these surveys you will be paid for sharing information about how you're doing.  Your opinions are very important.  This is an opportunity for you to have a voice your opinion of the McNair program.
>Confidentiality<

Protecting people's privacy is important to us.  We have data collection policies and procedures to ensure that your answers are kept private and confidential.  Your name and contact information is stored in a computer database that is separate from the database that stores the answers to our questions.  All of our computer files are password protected and stored on secure servers.  In addition, all of our staff sign a confidentiality agreement as a condition of their employment.  The information you provide is only used to learn more about the employment and education outcomes of McNair participants.
>Angry about experience/Don’t think surveys are worth doing<

The U.S. Department of Education is interested in the insights and opinions of McNair participants, including those who didn't like everything about their experience in the program.  You can help McNair become a better program for other young people if you will share your experiences by completing this survey.

We really are interested in everyone's opinions.  It is important that the U.S. Department of Education hear from students with different opinions about the services they received.
Gatekeeper Refusals:

>Not interested<

We appreciate you sharing your opinions and trying to save our time, but I really do need to speak directly with (RESPONDENT) even if he/she is not interested in doing the survey.

	
	

	Respondent Refusals

(cont’d)
	>R angry at McNair Program<

The U.S. Department of Education is interested in the insights and opinions of McNair participants, including those who didn't like everything about their experience in the program.  (He/she) can help McNair become a better program by completing this survey and sharing his/her experiences.  We are really interested in everyone's opinions.  It is important that the U.S. Department of Education hear from students with different opinions about the services they receive.

>No time to do this<

Could I leave our 1-800 number with you in case he/she has 10 minutes to spare?  We can do the survey at his/her convenience.  We are open seven days a week from (list times).  (His/her) record will remain in our system until June 30, 2004.



	Frequently
	Basic Information about the study:

	Asked Questions
	>How long will this take?<

On average it takes about 10 minutes to complete.  Depending on your situation, it could take a bit longer.  For example, if you currently have more than one job, it may take a little longer to complete.

>What is this about?<

The questions are mostly about your recent work or school activities.  We also ask a few questions about any services you may have received and activities in which you may have participated in as part of the McNair program and their helpfulness.

>How did you get my name?<

The U.S. Department of Education contracted with us to conduct these surveys with McNair participants and provides us with a list of names.

>How will you protect my privacy?<

DIR has data collection policies and procedures to ensure that your answers are kept private and confidential.  Your name and contact information is stored in a computer database that is separate from the database that stores the answers to our questions.  All of our computer files are password protected and stored on secure servers.  In addition, all of our staff sign a confidentiality agreement as a condition of their employment.
>Who do you work for?<

I am calling from the Decision Information Resources, Inc., is a research organization, that does research for the U.S. Department of Education and other government agencies.  We collect information for use in research and program evaluation projects.  We are not selling anything and all of the information you provide will only be used for research and to help evaluate the effectiveness of the McNair program.

>Why should I answer your questions?<

By helping us today you can help the U.S. Department of Education better understand how their former students are doing after they leave Job Corps.  By learning what McNair participants are doing, planners can make the program better for future students.

Also, you will be offered a $25 gift certificate for completing the survey.  

>Are you offering any type of incentive?<

Yes, DIR will send you $25 gift certificate for completing this survey.
HOW LONG BEFORE GET GIFT CERTIFICATE: 



	Frequently

Asked Questions

(cont’d)
	You should receive your gift certificate in seven days.

Text for Addressing Concerns:

>How long will it take to get my gift certificate?<
You should receive your gift certificate in seven days.
>I don’t have time now<

We can schedule a time to call back that is more convenient for you.  It will only take about 10 minutes of your time.  When is a better time for you?  Are mornings, afternoons, evenings or weekends better for you?

>I don’t want to set an appointment with you<

Okay, then let me leave our toll free telephone number with you.  It is (1-800-).  You can call us at a time that is best for you.

>I don’t think surveys are worth my time<

The U.S. Department of Education is interested in the insights and opinions of McNair participants, including those who didn't like everything about their experience in the program.  If you share your experiences by completing this survey, you can help McNair become a better program for others.

We really are interested in everyone's opinions.  It is important that the U.S. Department of Education hear from participants with different opinions about the services they received.



	Closing Script for Partially Completed Surveys


	I understand you can't finish talking with me now.  We would like to finish the survey at another time that is convenient for you.  Can I set up an appointment to call you back?

YES:  GO TO APPOINTMENT SCRIPT

       CLICK ON [Schedule Appointment]

       UPDATE R PHONE NUMBER FOR NEXT CONTACT

       CLICK ON [Review Respondent Contact Info]

NO:   GO TO CALL RESULTS AND RECORD OUTCOME

       CLICK ON [Exit Scripts]

IF YOU CANNOT CONTINUE BECAUSE OF TECHNICAL PROBLEMS:

I'm sorry, we are having problems with our computers today.  Can I call back in a few minutes to finish the survey?

YES:  GO TO APPOINTMENT SCRIPT

       CLICK ON [Schedule Appointment]

       UPDATE R PHONE NUMBER FOR NEXT CONTACT

       CLICK ON [Review Respondent Contact Info]

NO:   GO TO CALL RESULTS AND RECORD OUTCOME

       CLICK ON [Exit Scripts]

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Obtain Respondents Contact Information in Order to Send Gift Certificate
	In order for Decision Information Resources, Inc. to send you a gift certificate to thank you for doing this survey, let me get your current mailing address or e-mail address.  

REVIEW RESPONDENT CONTACT INFO

I want to review your contact information in order to make sure that we send your gift certificate to the correct address.  UPDATE RESPONDENT CONTACT INFORMATION

CLICK ON [Respondent Information Screen]
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