Health and Retirement Study (HRS) 

Face-to-face Interviewing Document – December 2005


PERSONAL INTERVIEW – FIELD INTERVIEWER POSITION

RECRUITER MASTER COPY

Documents the Recruiter will need prior to beginning the face-to-face interview (f-t-f):

A. Completed copy of the telephone screening document, electronic or hard copy.  

B. Blank copy of the Personal Interview document

C. A map of the area in which the f-t-f interview is being conducted/area where applicant will work.

D. Lead Recruiter Aid for personal interview

E. Blaise Recruiter and Applicant instructions 

F. Blank hard copy of Version Y – applicant and supervisor script

G. Copy of UM-ISR Information and DCO organizational chart 
H. Employment Application 
I. New Hire Packet

J. GIT CD, GIT CD Assessment, and business card
K. HRS Study Brochure

L. HRS Health Assessment Memo

M. HRS Bio-marker video
Applicant: _______________________________
_________  Date and time: ____________________

             Print Name

Did the applicant show up on time?     □ Yes        □ No                  
Note, there may be valid reasons why an applicant did not arrive on time.  

The greeter will start the interview by conducting the map test and the Blaise tutorial.  

1.  Open map and ask applicant “Show me on the map the route you took to get here today?”
This should be timed and take no longer than 45 seconds.  
                  2 = Excellent          1 = Good          0 = Poor
2.  Conduct the Blaise tutorial per the instruction sheet.  
            2 = Excellent          1 = Good          0 = Poor
a.  Follow Directions          2          1         0
b.  Word Pronunciation      2          1         0
c.  Typing Speed               2          1         0
d.  Comfort with Laptop     2          1         0
e.  Accuracy in typing the open ended responses          2          1           0     


Comments:  __________________________________________________________________________

Recruiter: ____________________________________________________  Project: HRS
                 Print Name

Applicant’s city and state of residence:  __________________________________________________

Primary area the applicant is being recruited for:  __________________________________________
There may be more than one area the applicant is being interviewed to work in. 
The Recruiter should explain, in brief, what will take place during the f-t-f.  
“Let me tell you what will happen during the interview.  You just completed the map and computer laptop exercises.  I will begin shortly with an overview of U of M and the Institute for Social Research.  I will then ask you a series of questions.  Next I will talk about the job description and requirements and we will finish with a pencil and paper exercise.  Please stop me at any time if you have questions.  Any questions before we begin?”
      3.  Review UM-ISR Information and the DCO organizational chart.
           This should be timed and take no longer than 5 minutes.
  
4.   “What would you say to someone when you knocked on their door and discovered they             were not expecting you?  What would you do?”

	POSITIVE
	NEGATIVE

	Introduce myself

Explain why I am there

Tell them about the study

Important to make myself non-threatening
Gives example of having done this in previous jobs with success


	Shocked or uneasy about going door-to-door
Suggest that intimidation or coercion would be acceptable

Gives example of having done this in previous           jobs with little success.  



2 = Excellent          1 = Good          0 = Poor

5.  “Could you tell me in your own words what you think you will be doing on this job?”
	POSITIVE
	NEGATIVE

	Attention to detail job

Working independently

Going to peoples homes
Data collection

Interviewing with people who may not be receptive

Travel

Working in neighborhoods 

Administrative tasks

Physical measures and bio marker collection


	Applicant has clearly not being exposed to the

overall job
Has no do idea what the job is about

Not able to articulate points in a coherent fashion

I don’t know

Not sure

Describes a different job

Lacks enthusiasm

Points out things in the job they do not like doing


2 = Excellent          1 = Good          0 = Poor

6.
“Tell me how your experience qualifies you for the Interviewer position.”

	POSITIVE
	NEGATIVE

	Prior social research interviewing

Sales work

Door-to-door interviewing

Phone interviewing

Jobs involving persuasion

Physical measures and bio marker experience
	Experiences confined that demonstrate no interaction with the public or customers
Expresses a reluctance to speak with people


2 = Excellent          1 = Good          0 = Poor
   7.  “Tell me about a time you tried to persuade someone to do something.”
	POSITIVE
	NEGATIVE

	Factual
No pressure  

Offers to answer questions

Provide time to think
Persistent

Optimistic attitude
	Takes “no” as the first answer
 Intimidated easily by rejection
 Persuasion through lies or intimidation


2 = Excellent          1 = Good          0 = Poor
 8.  “Describe a situation when you had difficulty understanding someone’s speech. What          did you do?”

	POSITIVE
	NEGATIVE

	Asked for it in writing (if applicable)

Repeated the question and restated the 

request of the person

Receptive to differences in culture, gender, ethnicity and race

Took responsibility for not being understood

Tried a new/different approach/ alternative means of communication

Sought the help of others
	Giving up or growing impatient.

Expression of lack of respect for diversity

Blaming the individual

Unable to suggest alternative means of communication


2 = Excellent          1 = Good          0 = Poor     

9.  “Describe any experience you have taking blood pressure, weighing someone, or drawing blood”.

Recruiter should also note reaction of applicant. 
	POSITIVE
	NEGATIVE

	Has work experience with:

Drawing blood, taking blood pressure, 

weighing individuals
	Apprehensive about taking these measures.


2 = Excellent          1 = Good          0 = Poor
Note reaction:
10.
“Have you ever had someone share with you something that was different from your              ethics or beliefs?  If yes, what did you do and how did you handle the situation?  If no,           what would you do if faced with this situation?” 
	POSITIVE
	NEGATIVE

	Open to different cultures

Understanding of others beliefs

Non judgmental  

Like to learn about others

Appreciation of diversity


	Try to persuade them towards “other” beliefs 

or values

Make comments or give body language that would indicate you disapprove of the 
information being provided

Made them stop talking

Left the situation

Lack of tolerance




    2 = Excellent          1 = Good          0 = Poor
11.  “Has there been a person you worked with who you just could not get along with?  If                yes, tell me how it went.  If no, what do you think you would do in this circumstance?” 
	POSITIVE
	NEGATIVE

	Looking here for sequential events
Describe the problem

Able to analyze the problem

Able to solve the problems or at least 
made an attempt

Outcome overall positive

Proactive steps

Sought assistance of others in dealing with 
the situation
	Made it about the person and not work
Extreme stress when encountering negative emotions.

Unable to analyze the problem

Unable to attempt solutions

Did not see help from others


2 = Excellent          1 = Good          0 = Poor
“Now I would like to talk more about the Interviewer job”. 
 12.   FORMCHECKBOX 
     “Each new hire will receive a training payment which covers home study,                                  travel time to and from the training, attendance at all classroom sessions and                           certification.


         If you complete all of the requirements of training including attending each                                        session and passing certification, your payment will be $1,162.00 (minus taxes).                       Payment will be issued in two installments.  The first payment of $696.00 (minus                      taxes) will be processed directly after training.  The second payment of $466.00 will                  be distributed after the completion of 10 production interviews.

                 If you do NOT complete all the training requirements including 100% classroom                        session attendance, your training payment will be adjusted.  

         FORMCHECKBOX 
      “Once you finish training, pass certification, return home and begin production, you                    will be paid at an hourly rate of $ _____________________.  
         FORMCHECKBOX 
     “You are paid for mileage during business related production.                                                        The mileage rate is based on federal guidelines.”
         FORMCHECKBOX 
     “There is a Bi-lingual Spanish pay differential of $1.00/hr.  The differential is given                     upon successful passing of the language certification.”
      FORMCHECKBOX 
     Confirm applicant’s ability to attend the training sessions if offered the                               Interviewer position.  Show calendar.      

	
	Travel In
	Training
	Travel Home

	Training – Dearborn, MI
	February 26
	February 27, 28

March 1,2,3,4,5
	March 5th or 6th


“New hires are expected to attend each day of training and pass certification prior to leaving the training session.”   Recruiter should explain certification process briefly.    

13.  “How many hours a week are you available for work?”  

        Reference and compare with pre-screening.

2 = Excellent          1 = Good          0 = Poor
   14.   “What time of the day and what days of the week are you available to work?”                             Reference and compare with pre-screening. 
2 = Excellent          1 = Good          0 = Poor
   15.  “How long are you available to work on this project?”                                                                     Reference and compare with pre-screening. 
2 = Excellent          1 = Good          0 = Poor
Confirm the hours/day requirements.  “Interviewers will work an average of 25 hours per week from March through August 2006.  This will drop to 15-20 hours per week in September and October 2006. The remaining weeks will utilize a consolidated staff working between 15-20 hours per week. Availability during the entire production period is crucial to this project.  Interviewers are expected to work days, evenings, week days and weekends.  No mandatory overtime (over 40 hours) will be required.”  
16.  “Do you have reliable transportation with vehicle insurance?”


□ Yes        □ No   

If no, stop interview and explain reliable transportation with vehicle insurance is a requirement.  

 FORMCHECKBOX 

Explain the nature of employment. 

“If hired, your status with the University is temporary.  Future work assignments are based on many factors including prior performance, production needs, and job description requirements.”    
Recruiter should talk about the day in the life of an interview focusing on:


 FORMCHECKBOX 

Confidentiality requirement and how we treat respondents


 FORMCHECKBOX 

Respondent selection – Household and phone interviewing

 FORMCHECKBOX 

Physical Measures and Bio Markers


 FORMCHECKBOX 

Certification – Evaluation – Verification


 FORMCHECKBOX 

Production goals expected


 FORMCHECKBOX 

Flexibility in schedule 


 FORMCHECKBOX 

Attending weekly conference calls


 FORMCHECKBOX 

Performing administrative tasks including mailing information to the Ann Arbor office, entering time and expenses, and reconciling travel advances. 

17.  “Do you have any questions for me?”  Recruiter should list questions asked. 
18.   Have applicant conduct Version Y.  Version Y is a paper and pencil test instrument for the 

             applicant.  The applicant is instructed to read all instructions and administer the questionnaire

       to the interviewer.  Applicant should be given 3 minutes to read instructions.   

       List comments below.  
2 = Excellent          1 = Good          0 = Poor
  a.  Following Directions      2         1          0
     b.  Reading Skills          2         1          0  

     c.  Recording Skills       2         1          0
  d.  Presentation/Professionalism       2          1           0
19. Have the applicant watch the HRS Bio-marker video.  Answer any questions from the applicant.

If you are interested in hiring the applicant, first reiterate the following: 
A. 25-30 hours per week minimum commitment and travel within a 60 mile radius of your residence.
B. The job requires interviewing individuals in households and possible phone interviewing.  The average household interview can last between two and three hours.
C. Ability to conduct physical measures and bio-markers
D. Reliable Transportation with vehicle insurance
E. Phone line for transmittal of data

F. Availability to attend each day of training 

G. Confirm the applicant has listed three professional references on her/his application.    
H. If bi-lingual Spanish certification is applicable, inform the applicant someone will be contacting her/him by phone.    

Excuse yourself from the applicant and contact Dianne, Ken or Vivienne to make the offer.   
After the candidate has accepted, follow these steps:

 FORMCHECKBOX 

Provide assistant recruiter with applicant references to begin calling.

 FORMCHECKBOX 

Have the applicant complete the new hire paperwork.

 FORMCHECKBOX 

Provide copies of applicable paperwork and study specific materials as indicated on the new hire checklist.
 FORMCHECKBOX 
     Inform the new hire, she/he will be receiving an offer letter and handbook in the mail          during the next several weeks.  Stress the return of the GIT CD and assessment                must be made within one week.  
IF YOU ARE NOT INTERESTED IN HIRING THIS APPLICANT OR ARE UNDECIDED, LET THE APPLICANT KNOW SHE/HE WILL BE HEARING FROM US NO LATER THAN January 31st.    

Recruiter should update master applicant excel sheet and website record.  
Applicant’s Name:  _________________________________________________________

                            Print
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