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I.  OVERVIEW OF PROJECT AND STUDY

What is the SAMHSA Integrated HIV and Substance Abuse Prevention in Minority Communities Project?


The SAMHSA Prevention Project is an initiative funded through efforts of the Black Congressional Caucus.  SAMHSA’s Center for Substance Abuse Prevention through the Office of Medical and Clinical Affairs funded community agencies across the United States to develop and implement innovative, tailored, integrated substance abuse and HIV prevention programs for racial and ethnic minority women, youth, and families. Forty-seven programs were chosen based on their commitment to racial and ethnic minority communities and their capacity to develop, implement, and evaluate programs.  In addition, one site (JSI Research & Training Institute Inc in Boston) was funded as a project coordinating center to oversee the evaluation of the program implemented by the forty-seven projects and to provide technical assistance for each project to ensure they have the skills and capacity to effectively participate in the evaluation process.

What is the Cross-Site Evaluation Study and why is it important?


The Cross-site Evaluation Study is designed to assess the effectiveness of the projects funded under the SAMHSA program. In order to disseminate lessons learned  and extend the types of innovative projects funded under the SAMHSA program, demonstration of effectiveness is necessary. Funding for these types of targeted efforts cannot continue to gain federal budget support unless they are shown to accomplish positive results.  The Cross-site Evaluation’s focus is to demonstrate that positive changes have occurred across all 47 projects.  Thus, project participants and representatives of comparison groups in all 47 projects are being asked to take a 30 minute survey immediately prior to their involvement in the funded project (baseline); immediately following completion of the project or at 3 months after baseline data were collected (1st follow-up), and 6 months following completion of the program (2nd follow-up; this will be at approximately 9 months after the baseline administration). This will allow changes in participants’ knowledge, attitudes, and behaviors related to HIV and substance abuse prevention to be demonstrated. In addition to the Cross-site Evaluation effort, individual projects are doing their own in-depth evaluations of their efforts.

What is the role of the Comparison Group?


We want to gather information from a Comparison Group in addition to the project participants.  This allows  the evaluation to compare participants of the funded program to similar people who did not receive the funded program. If participants of the funded program reveal greater improvements in HIV and substance abuse related knowledge, attitudes, and behavior at follow-up than participants of the comparison group, then we can know that the funded programs would be  useful for others to copy and to make a case for continued funding of the federal effort. Without the comparison program, we cannot know if any changes in knowledge, attitudes, and behavior seen in the funded program were simply due to events outside the program.

II.  survey Administrator Guidelines

What is the survey administrator’s role on the project?

The Survey Administrator is a key player in documenting program success.  The Survey Administrator is responsible for effectively collecting information on the project at baseline and at two follow-up occasions. This includes making sure that both intervention and comparison participants understood the purpose of the survey, knew about the funding source of the program, were comfortable completing surveys, that all surveys were filled out properly, and all intervention and comparison participants return to complete the follow-up surveys at 3 months and at 9 months. 

We recommend that the Survey Administrator be an agency staff member who is not directly responsible for the intervention work with the participants, as they may not feel as comfortable indicating continued HIV or substance abuse risk behaviors to them.  If there is no other person besides program trainers who can reasonably administer the surveys, then it is imperative that the Survey Administrator encourage participants to give accurate and straight-forward answers to the survey and to stress the confidentiality of the survey process.
The Basic Rules For the Survey Administrator:

1. Respect All Participants

Every person who fills out the survey must be treated with respect and consideration. While the Survey Administrator’s job is to ensure that each participant completes the survey, it is also a responsibility to make certain every participant leaves the survey administration situation feeling comfortable and respected. If not survey participants will not complete the survey nor return for subsequent surveys.

2. Establish Rapport with the Participants

To ensure client comfort from the start, establish rapport immediately. Surveys can feel threatening to some people; help them relax by being friendly and relaxed yourself. Reassure the respondent that the survey is not a school test, but instead its purpose is to communicate where they are in their lives and the experiences that they have had recently.

3. Standardize the Administration Process

To ensure that information collected from all participants of all the programs funded by this initiative is comparable, the administration should be standardized.  In other words the surveys should be administered to each participant in the same way as much as possible.   Survey participants should be given adequate time and privacy to respond to the survey.  For self-administered surveys, someone should be available to answer any questions or clear up any confusion the participant might have about the survey.  For interviewer administered surveys, the interviewer should read the questions as written, in the order they are presented in the instrument, and should allow the participant to pick their answer without influence by the interviewer.  Also, in both situations, but particularly in the interviewer administered situation, there should be no negative reactions to any attitudes or behaviors that the respondent reveals.  

4. Maintain Neutrality Toward Participants

To ensure that the participant does not feel compelled to answer their survey in a way to please the interviewer or administrator, maintain neutrality. Keep a neutral tone and expression while still being friendly and professional. Do not allow yourself to be judgmental regarding their knowledge, attitudes, or behavior; any judgements you do have should not be able to be detected by the participant.

Understanding the Rights of the Survey Participants

Confidentiality

· Respect for the participant is the cornerstone of ethical research. Part of respect is maintaining the confidentiality of participants. If a participant discloses their survey information to you, you are not allowed to discuss that information with anyone unrelated to the study. Even if a respondent asks you to tell someone an answer they gave in the survey, you are not permitted to do so.

· To maintain the participant confidentiality, a Unique ID#  will be created by each participant and this code will be written by them on the surveys. Remember, surveys cannot be linked without this Unique ID#, so please make sure that all  surveys you collect have the Unique ID# on them—they are located on the inside of the cover and are the first letter of their first name; the first letter of their middle name and the last letter of their last name. Their birthdate which is at the beginning of the next page, also forms part of the Unique ID# and therefore should also always be filled out. 

· Remind participants of their confidentiality rights whenever you feel it is appropriate, and refer them to their consent form which guarantees these rights.. 

· The only exception to confidentiality: If the respondent shares information revealing that they might harm themselves or their children, then you must follow procedures that are legally mandated in your state to report such information. 


Voluntary Participation
· Research participants cannot be forced to complete a survey.  Instead you should stress the importance to their communities to learn how best to deliver prevention services.

· They are free to not answer individual questions

· They are free to withdraw from the study at any time. 

· Their participation or withdrawal has no impact on the services they receive. 

The Consent Form

· The Consent Form is designed to protect research participants by informing them of their rights and any risks and benefits as a participant of our study.

· Make sure the participant understands what the study is about and what they are being asked to do. 

· Make sure the participant understands that giving their consent allows you to contact them in the future for two additional follow-up surveys although at that time they will again make a decision to participate or not.

· You must get a signed consent if that is the approved procedure for your study.

III.  PROTOCOL FOR SURVEY ADMINISTRATION

Materials (NOTE: MAKE SURE THAT YOU HAVE COPIES IN ENGLISH AND SPANISH AVAILABLE):

· 1copy of the Contact Form for each participant (update at first follow-up)
· 2 copies of the Informed Consent Form for each participant–(Note: one copy is kept by the participant) (ONLY at baseline survey)
· 1 copy of the Survey for each participant 
NOTE:  MAKE SURE THAT YOU HAVE THE RIGHT FORM (e.g, baseline or follow-up), 

And that you have Spanish Language versions available

·  Several sharpened pencils for participant to complete the survey

· IF INCENTIVE IS GIVEN: 1 receipt book and incentives

Procedure

1. Prepare all materials prior to the scheduled survey.  

2. Leave yourself enough time to set up and arrange the room appropriately prior to the participants’ arrival. 

3. As the participants arrive, greet them.

· Baseline Survey
(a) Introduce yourself to the participants as they are coming in and give them a brief description of your purpose for being there and administering the survey.  [Use Script as a Guide]

(b) Hand the participants a Contact Form AND 2 Informed Consent forms out as they arrive.  Let them know that if they have any questions regarding either form to ask you for help. 

1. Inform them that they should return the completed copies to you before they fill out the survey. 

2. Read the consent form out loud. Ask them again if they have any questions regarding the consent form. Once all questions are answered, have them sign the two copies of the consent forms--have them keep one; you obtain one signed consent form from each participant.

3. Ask them to complete the Contact Form.

4. MAKE SURE THE CONSENT FORM IS SIGNED AND THE CONTACT FORM IS COMPLETELY FILLED OUT BEFORE YOU GIVE THEM THE SURVEY.

5. At First Follow-up Survey Administration have them update CONTACT FORM.  Have them sign additional consent forms if your procedures require forms to be signed each time the survey is administered.

· Survey Administration 

(a) Hand out surveys to participants. 

(b) Request that they answer every possible question in order that their opinions and experiences can be fully included in the study. 

(c) Remind them to completely fill in the circles next to their answers to ensure that the computer can read the information. 

(d) Let them know you are here to help them if they have any questions. They must simply raise their hand to indicate they need you. 

(e) While participants are completing the survey, quietly walk around the room (do not hover), answer questions, and make sure things are running smoothly.  

· Problem Situations During Survey Administration

(a) If a participant appears to be going too slowly or too quickly, discretely check on them. If they need additional assistance, you may want to offer to read them the questions in another room. 

(b) If a participant does not understand a question or a response

· Read the question or response aloud to them

· Emphasize key words that may help convey meaning

· Ask if there are any words that the participant does not understand

· Try to paraphrase word or phrase.  Give word or phrase options until the participant understands the question however, keep as close to original question as possible without leading participants to any particular response.

(c) If a participant wants to quit taking the survey (stops midway)

· Find out if she/he 1) is tired and wants to quit, 2) does not want to finish for personal reasons, or 3) is getting concerned about explicitness of questions

· If you think she/he is just tired, then try coaxing her/him into completing the survey. Offer her/him a few minutes to take a break if he/she wants to (i.e., go outside for some air, get some water, go to the bathroom).  Offer to read the questions to her/him if that would make it easier for her/him to finish.  If she/he does not want to take a break and insists that he/she cannot finish, then do not pressure her/him into finishing.  (Remember the participant is not obliged to complete the survey.)

· If a participant seems distraught because of the questions, acknowledge the difficulty of the questions (“I realize that these questions are personal and may be difficult to answer...), and offer her/him a few minutes to take a break (i.e., go outside for some air, get some water, go the bathroom).  Then suggest to her/him to try again.  If she/he is still resisting, then thank them for their time, and let them know they are free to go. (Remember, the participant is not obligated to complete the survey.)

· If participant is concerned about who will see answers remind them that only members of the project team and researchers at the PCC will see their individual surveys.  No one will ever see their name attached to the survey.  And no information will be presented for individuals….only group averages will be used in reports.

(d) If participant is intoxicated or otherwise impaired

· Do not have them do the survey. Reschedule for a time when they are not impaired. If the condition is chronic, thank them for their consideration, and let them know that they are unfortunately ineligible to participate in the study.

· Upon Completion of the Survey

(a) Kindly thank her/him for her/his time and effort.  

(b) Collect their survey.  Please make sure their Unique ID # is in the appropriate place on the survey. Check that they really used the last letter of their last name where it was required.

(c) Make sure you have filled in correct circles on inside of front cover indicating whether this person is a participant or comparison group member and whether this is a baseline, 1st follow-up (at end of program) or 2nd follow-up (six months after program completion).

(d) Let them know that you are going to quickly look through their survey to make sure that all questions were answered.  Let her know that you are not interested in looking at her/his answers, just checking for completion.  




(e) Quickly skim through the survey.  

· Make sure all questions are answered and all circles for answers are completely filled in.

· If you see a question left blank, bring this to the attention of the participant. Ask her/him to whether they purposely left it blank.. If she/he chooses not to complete it please write REF near answer circle (DO NOT WRITE IN THE CIRCLE). 

· If you see multiple answers given for a question in which multiple answers were not permitted, bring this to the attention of the participant. Ask her/him to please choose one answer to the question. If she/he finds it difficult to choose between two responses, ask that they choose the one closest to how they feel.  

(f) Provide incentive if incentives are to be given; document the provision of the incentive.  

(g) Thank her/him again, and remind them of when you will be contacting them for additional survey administrations.




· Sending Surveys to JSI
(a) Send your surveys to JSI at monthly intervals.  

(b) Be sure that each survey is correctly filled in for participant/comparison group, baseline/1st follow-up/2nd follow-up, and respondent unique ID code and birthdate.

(c) Be sure that each survey has circles filled in neatly.

(d) Make Xerox copies of the surveys before you send them to JSI in case they get lost in the mail.

(e) Send JSI the filled out original forms.

(f) Include a summary sheet that says how many surveys of each type (baseline, 1st follow-up, 2nd follow-up) are included in the packet.

(g) Send your survey packet to:

Ms. Aisha Moore

SAMHSA Prevention Project

JSI Research & Training Institute, Inc

44 Farnsworth Street

Boston, MA 02210

(h) Send an email to your TA Coordinator saying that a batch of surveys has been sent so that we can be on the look-out for them.

IV.  INTRODUCTION SCRIPT FOR SURVEY PARTICIPANTS

Use the script as a guide to introduce yourself and the project to survey participants, but make the language your own. Make sure you convey all the major ideas reflected in the script, but use your own style of communication (informal not formal) to ensure that you are able to establish rapport with the participant from the very beginning.

SCRIPT
Hi, I’m (insert your name here). I am here to ask you to participate in a study evaluating one of our agency’s programs.. Our goal in doing this study is to demonstrate how effective our program may be and how we may need to improve it. This study is part of an initiative sponsored by the Black Congressional Caucus in Washington, D.C.  to improve the lives of members of  communities like ours. Results of the study will be used to encourage others to use effective, culturally-tailored substance abuse and HIV prevention programs in their community.

Participation in this study involves taking a 30-minute survey now, again in about 3 months and then again 6 months after that. The survey  will ask about you and your attitudes and behavior related to substance abuse and HIV risk. While sensitive questions will be asked in the survey, the answers you give will be completely confidential. Your name will not be placed on this survey, and none of the information you give in this survey will be shared with anyone not directly related to the evaluation study. 

We will need to get contact information from you so that we can let you know when the next survey is, and we will need you to sign a consent form indicating your willingness to participate in the study. Then, we would just like you to fill out the surveys as honestly as possible. This is not a school test—we want to know what your current experiences and opinions are.  And I will be here to help you if you have any questions regarding the survey.

Let’s begin the survey process by filling out the Consent forms and the Contact form.

V.  Follow-up Procedure: Tracking Participants

All participants who take baseline survey, regardless of whether they are in the intervention group or the comparison group and regardless of whether or not they completed the program, must be followed up to take the two follow-up surveys (one about 3 months after the baseline survey and another one 9 months after the baseline survey)..

General Procedures

1. Keep a schedule for yourself that let’s you know at least 2 weeks before the next survey needs to be filled out for each person.


2. Keep a separate log sheet for each person that documents what you are doing to try to find them (e.g. Letters sent, what number you dialed at what day and time, who you talked with, etc.)


3. Call them at least 2 weeks ahead of the time when you want them to appear.  If you reach them set up a time and place to conduct the survey.  


4. Call them the night before the survey is scheduled to remind them of the survey administration.


5. Consider providing transportation for those who need it, or reimburse for taxi fare.


6. If the phone number is out of service call their alternative contact persons from the contact sheet to try to locate them and get an updated phone number.  At the same time, also send a letter reminding them of their up-coming follow-up survey (the post office may have a forwarding address).  In the letter give them the place and time they are scheduled to do the survey at as well as asking them to call you to confirm.  

7. Provide incentives to participate in the survey.  Consider making the amount of the incentive greater for each subsequent survey (eg. $10, $15, $20).  Incentives for Comparison Group participants will be particularly important.  You may even want to give them an even larger incentive than the intervention group.

8. If they are a “no-show” call them and reschedule.

Follow-Up with Participants Effectively AND Ethically 

While the job of the Survey Administrator is to find and obtain surveys from all participants who took a baseline survey, these efforts must be undertaken ethically. 

· Participants must be located so that they can be asked to take part in the follow-up surveys.  However, do not make the person feel like they are being stalked. 

· Participants should be encouraged to continue involvement with the research study, but they must not be harassed or feel forced to take the survey. 

· A key to facilitating  follow-up of participants is to establish trust and friendly contact at the baseline survey.

Finding Hard to Find Participants 

Some participants will be difficult to find for subsequent interviews. However, without them, we cannot understand how effective the program(s) really are.  

· The first step to facilitate follow-up of hard to find participants is to obtain proper contact/tracking information from each participant at pretest. Use the contact form attached to help you find the participant.

· If the participant cannot be found through their contact information collected at baseline, contact the family or friends whose names they provided. Explain to the contact that you are with a program that the participant was involved with and the participant had given their name as a way to help find them later. Simply ask the contact if they can help you contact the participant.

Encouraging Participants Who Do Not Want to Return for the Follow-up Surveys

Some participants will not want to participant in subsequent surveys. Encourage participants to maintain their involvement by doing the following:

· Let the participant know that without their responses, we cannot understand how effective the evaluated program(s) are. Inform the participant that their responses will be used to improve programs and increase funding of programs for their community.

· Remind them of their agreement to participate and that the rights guaranteed them at the beginning of their participation still hold true.

· If incentives are being used, remind them of the incentives available if they continue participation.

· If the participant is unwilling to come into the agency to take the survey, offer to administer the survey at a place more convenient for them. If they are unwilling to meet you, offer to administer the survey over the phone. Phone administration of the survey simply involves reading the survey to the participant and marking their answers, appropriately.

· If the participant has left town, offer to administer the survey over the phone. Phone administration of the survey simply involves reading the survey to the participant and marking their answers, appropriately.

· If the participant continues to refusal to participate, then do not pressure them into participation. Remember the participant is not obliged to participate in subsequent surveys.

Future Contact Form:
A. Your Information  (PRINT NEATLY PLEASE)

Your Name:  ______________________________________

Current Address:  ___________________________________

                             Number            Street                         Apt #

Town: ____________________________

Zip Code: _____________

Home Phone number:  _____________________ Cell Phone number:  ____________________

Pager number:  ________________________  e-mail address: ___________________________

Alternative Contact Person # 1:

1. Name of Person Who Always Knows Where You Are Living: ________________________


2. Their relationship to you:  ____________________________

3.  Their phone number: _________________________

Alternative Contact Person # 2:

1. Name of Person Who Always Knows Where You Are Living: _________________________

2. Their relationship to you:  ____________________________

3.  Their phone number: _________________________

Alternative Contact Person # 3:

1. Name of Person Who Always Knows Where You Are Living: ________________________

2. Their relationship to you:  ____________________________

3.  Their phone number: _________________________

I give my permission for those people listed as alternative contacts to let members of this program know an updated phone number or address where I can be reached so that they can arrange for my participation in a follow-up survey to help improve this program.

Signature _________________________________________    Date:  __________________
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