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U.S. DEPARTMENT OF EDUCATION
REHABILITATION SERVICES ADMINISTRATION

EVALUATION OF STATE VOCATIONAL REHABILITATION AGENCY ADMINISTRATION OF SUPPORTED EMPLOYMENT PROGRAMS


[bookmark: _Toc269990840]B.	COLLECTIONS OF INFORMATION USING STATISTICAL METHODS
The agency should be prepared to justify its decision not to use statistical methods in any case where such methods might reduce burden or improve accuracy of results.  The following documentation should be provided with the Supporting Statement Part A to the extent that it applies to the methods proposed. For further information, please consult OMB’s Standards and Guidelines for Statistical Surveys.

[bookmark: _Toc269990841]B1. 	Describe the potential respondent universe (including a numerical estimate) and any sampling or other respondent selection methods to be used. Data on the number of entities (e.g., establishments, state and local government units, households, or persons) in the universe covered by the collection and in the corresponding sample are to be provided in tabular form for the universe as a whole and for each of the strata in the proposed sample. Indicate expected response rates for the collection as a whole. If the collection had been conducted previously, include the actual response rate achieved during the last collection.
The response universe consists of 80 State VR combined, general and blind agencies that receive Federal grant funds to serve individuals with disabilities to prepare for and engage in gainful employment. This includes agencies in the District of Columbia and Territories (Puerto Rico, the U.S. Virgin Islands, Guam, Northern Marianas, and American Samoa). The survey of all 80 State VR agencies will be conducted as a web-based survey. Because this is a census, no statistical sampling methods will be applied. The survey period will last six weeks.

RSA will send out the first electronic notice to all State VR agencies to inform them of the forthcoming data collection immediately after receiving OMB clearance. To facilitate the smooth operation of the survey and cooperation of the agencies, we have obtained the endorsement of the Council of State Administrators of Vocational Rehabilitation (CSAVR) and the National Council of State Agencies for the Blind (NCSAB) (see Appendix F).

The contractor anticipates that at a minimum 90 percent of VR agencies will respond to this survey. If the response rate is below 80 percent by the end of four weeks, the contractor will contact the non-responding VR agencies to encourage them to participate. This will include follow-up phone calls and e-mails. During the survey process, the contractor will examine the responses for completeness and consistency and will communicate with respondents as needed to obtain complete data and address inconsistencies in the responses. 
[bookmark: _Toc269990842]B2.	Describe the procedures for the collection of information including:
· Statistical methodology for stratification and sample selection,
· Estimation procedure,
· Degree of accuracy needed for the purpose described in the justification,
· Unusual problems requiring specialized sampling procedures, and
· Any use of periodic (less frequent than annual) data collection cycles to reduce burden.

This data collection will not use any statistical methodology for stratification and sample selection because the whole universe of VR agencies will be surveyed. 

After the survey data are collected, the contractor will identify three VR agencies from among the respondents to explore more deeply the activities related to SE policies, practices, and funding. Selection of the three sites will be based on survey results that indicate strong or promising SE practices. The contractor will contact these three sites to conduct in-depth discussions with State VR agency staff. During the discussions, the contractor may request access to relevant documents and data that might provide further information about program administration. 

There are no unusual problems requiring specialized sampling procedures.

[bookmark: _Toc269990843]Questionnaire Design 
The contractor developed a questionnaire in collaboration with RSA staff that had direct experience working in state VR agencies on supported employment.  The RSA staff participated in early pretests and cognitive interviewing to assist the contractor in the development process.  The contractor also shared the document with CSAVR and revised the instrument based on CSAVR feedback.  

[bookmark: _Toc269990844]Data Collection Methods and Procedures
[bookmark: _Toc269990845]Below are the steps that will be followed for the data collection:
· The contractor will develop the web application of the survey instrument.
· RSA will send an electronic notice to all VR agencies to inform them of the forthcoming data collection. 
· The contractor will follow up with an introductory e-mail to the VR contact person. This e-mail will include a description of the purpose of the evaluation and how information will be used and request the agency to identify a staff member who will be responsible for coordinating between the agency and the contractor. 
· The contractor will send a follow-up e-mail to the VR agency directors with information on how to enter the survey webpage and establish a username. A second e-mail will provide the password to access the survey. Each agency will receive a unique user name and password.
· VR agencies will access the secure web survey and complete the survey.
· The contractor will monitor the website and survey responses.
· The contractor will download the survey responses into a database to analyze the data.
· The contractor will contact non-responding VR agencies (after four weeks of survey administration) to encourage them to respond to the survey or clarify any questions they may have. 
[bookmark: _Toc269990846]Followup of non respondents
Contractor staff members will follow up by telephone and/or e-mail with those VR agencies that do not respond to the web survey within four weeks after they were sent the web link and instructions on how to access the survey. These staff members are experienced in nonresponse avoidance and conversion of non respondents. 

There is no use of periodic data collection cycles to reduce burden.

[bookmark: _Toc269990847]B3.	Describe methods to maximize response rates and to deal with issues of nonresponse. The accuracy and reliability of information collected must be shown to be adequate for intended uses. For collections based on sampling, a special justification must be provided for any collection that will not yield “reliable” data that can be generalized to the universe studied.
The following describes procedures to be followed to maximize the number of respondents who complete the survey: 

The contractor has obtained endorsements from the CSAVR and NCSAB for the purpose of securing the cooperation of all VR agencies. The contractor will contact VR agency directors using the advance notification e-mails and ask the directors to select individuals who are knowledgeable of the SE program and/or SE expenditures to complete the VR agency survey. The instrument allows for multiple respondents from the same agency to complete a particular section of the survey. An advance e-mail will be sent to the identified VR staff member to explain the purpose of the study and how to access the survey. The contractor will follow up with identified staff to clarify questions and ensure timely submission by the established deadline. 

The contractor will create a dedicated e-mail account for this study and provide a phone number that VR agencies can call if they have any questions. 

[bookmark: _Toc269990848]B4.	Describe any tests of procedures or methods to be undertaken. Testing is encouraged as an effective means of refining collections of information to minimize burden and improve utility. Tests must be approved if they call for answers to identical questions from 10 or more respondents. A proposed test or set of tests may be submitted for approval separately or in combination with the main collection of information.
The survey was developed by the contractor in collaboration with experienced RSA staff. The survey instrument was reviewed by a CSAVR staff person and two state VR agency directors in the process of seeking CSAVR endorsement.  The contractor conducted pretests of the instrument with three state VR agencies in May/June 2011.  Based on the pretesting results, minor revisions were made to the instrument. 


[bookmark: _Toc269990849]B5.	Provide the name and telephone number of individuals consulted on statistical aspects of the design and the name of the agency unit, contractor(s), grantee(s), or other persons who will actually collect and/or analyze the information for the agency.

	Name
	Affiliation
	Telephone Number
	Responsibility

	
Frank Bennici
	
Westat
	
301-738-3608
	
Consult and analyze data

	Robert Harmon
	Westat
	240- 314-2348
	
Consult, collect, and analyze data
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[bookmark: _Toc269990851]APPENDIX B

DRAFT ADVANCE E-MAIL TO VR AGENCY DIRECTORS FROM RSA






Advance e-mail to VR Agency Directors FROM RSA



Dear ___________ [insert name of VR Agency Director]:

The Rehabilitation Services Administration (RSA) in the U.S. Department of Education invites your Vocational Rehabilitation (VR) agency to be part of a study about Supported Employment (SE) programs administered by your agency. RSA grants funding to VR agencies to provide SE services for individuals with the most significant disabilities. These services are critical for individuals with most significant disabilities to maintain supported employment. Hence it is important for RSA to be knowledgeable of the policies and practices in the field and to evaluate supported employment service delivery for improvement and effectiveness.  RSA is working with an independent contractor, Westat, to conduct the survey of all 80 VR agencies. The Council of State Administrators of Vocational Rehabilitation (CSAVR) has been informed about this survey and has endorsed it.

All VR agencies are being asked to complete a web survey related to the administration of the SE program and services provided. The opinions of VR agencies are valued and are important to RSA. Your responses are critical to provide a complete picture of the SE program and its impact nationwide. The survey information will be used to report on SE services, what services are provided, how the services are financed, and how services can be improved. Once the surveys have been completed and analyzed, three agencies will be selected to participate in an in-depth interview. The selection will be based on responses provided in the web survey and other criteria intended to ensure diversity of agency sizes, perspectives, and services. The interview will focus on examples, clarifications, qualitative assessments, contextual information, and insight to VR agency staff responses on the web survey. Other questions will focus more in-depth on how individuals who receive SE are served by your agency.

We are asking that you identify a staff member or several staff members within your agency who have knowledge of VR and SE to complete the survey.  The ideal respondent will have extensive experience and knowledge of your agency’s policies and practices in providing SE and VR services to individuals with disabilities.  It is critical that the staff member or members who complete the survey be able to respond on behalf of your agency, not just based on his or her personal experience.


Page 2 – VR Agency Director

Westat will be contacting you to find out the name, title, address, phone number and e-mail address for the staff nominated to complete the web survey and possibly participate in the in-depth interview.  If you have any questions about the study, you can contact Robert Harmon by e-mail at RobertHarmon@westat.com or by telephone at 1-240-314-2348.  You may also contact Larry Vrooman, RSA, by telephone at 1-202-245-6523, or by e-mail at Lawrence.Vrooman@ed.gov. 


Sincerely,



Lynnae M. Ruttledge
Commissioner,









[bookmark: _Toc269990852]APPENDIX C

DRAFT ADVANCE E-MAIL FROM THE CONTRACTOR



Westat Letterhead

<State VR Agency Director>

On behalf of the US Department of Education, Rehabilitation Services Administration (RSA), Westat and InfoUse are conducting an evaluation of services provided by Vocational Rehabilitation (VR) agencies to individuals seeking and/or receiving supported employment services. RSA seeks to understand how each agency serves individuals with a goal of supported employment, and how the delivery of these services varies across agencies and states.

To this end, we are examining existing data, including the RSA 911 and RSA 2; State plans; and monitoring reports. However, to expand our knowledge beyond what existing data can tell us about supported employment, RSA is requesting we hope to gather information from VR agencies directly. 

RSA with the assistance of Westat has developed a web-based survey to help answer questions that available data cannot answer. The survey should help us understand, among other things:
Agency delivery of SE services
How SE Title VI funds are used
How extended services are provided

We will aggregate the results of the survey for a report that will provide RSA with a better understanding of how SE services are provided.

Following OMB approval, the web-based survey will begin around March 2012. We are asking you at this time to identify someone from your agency to serve as the main point of contact for us regarding the survey. This person might be the respondent or coordinate with other staff to respond to the survey. Please provide the name and e-mail address of the point of contact so that we can provide him/her with information in advance of the survey about what data to assemble and how to access the survey website. We expect the survey to take approximately 60 minutes to complete (inclusive of time to gather information). Westat will be available to help with any questions you have regarding the content or completion of the survey.

Thank you for your time and your prompt attention to this request. Please send the point of contact information to me at the e-mail address given below.

Robert Harmon
Senior Research Associate	
Room RW 2573	
1650 Research Blvd.	
Rockville, MD 20850 	
RobertHarmon@westat.com	







[bookmark: _Toc269990853]APPENDIX D

DRAFT USERNAME E-MAIL TO THE VR AGENCY CONTACTS 


Dear:

Thank you again for agreeing to help us with this task. 

Below is the user name to allow you to accessing the RSA secured website for completing the survey of supported employment programs. Everything should be self-explanatory, but if you do have questions, please don't hesitate to contact me at (240) 314-2348.

Your user name to access the site is: XXX###

Your password will follow shortly under a separate e-mail.

Please let me know if you have any questions.

Robert Harmon
Senior Research Associate
Westat
1600 Research Blvd.
Suite RW 2573
Rockville, MD 20850
(240) 314-2348
RobertHarmon@westat.com









[bookmark: _Toc269990854]APPENDIX E

DRAFT PASSWORD E-MAIL TO THE VR AGENCY CONTACTS

Dear 

Here is your unique password to access the RSA survey:  XXX##X@

You will need to change your password the first time you logon in order to keep it secure. The password is case sensitive and must be eight characters long and include at least one lowercase letter, uppercase letter, a number, and a symbol. 

Please don't hesitate to contact me at (240) 314-2348 if you have any questions.

Robert Harmon
Senior Research Associate
Westat
1600 Research Blvd.
Suite RW 2573
Rockville, MD 20850
(240) 314-2348
RobertHarmon@westat.com







[bookmark: _Toc269990855]APPENDIX F

ENDORSEMENTS FROM THE

COUNCIL OF STATE ADMINISTRATORS OF VOCATIONAL REHABILITATION (CSAVR) 

AND 

THE NATIONAL COUNCIL OF STATE AGENCIES FOR THE BLIND (NCSAB)


FROM CSAVR

Mr. Harmon,

I am pleased to inform you that your revised survey has been supported for distribution by the CSAVR Rehabilitation and Research Committee.

Beth

Beth Smith
Executive Director
Office of Vocational Rehabilitation
275 East Main Street
Mail Drop 2-EK
Frankfort, KY 40621




FROM NCSAB

Mr. Harmon, 

The National Council of State Agencies for the Blind endorsed the RSA Evaluation of Supported Employment on July 23, 2010.  We also will endorse the proposed survey, 

Regards,

Barbara J. Madrigal
President
National Council of State Agencies
for the Blind


Barbara J. Madrigal
Assistant Commissioner
DARS-Division for Blind Services
Phone #: (512) 377-0602
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