Appendix C: DROP-OFF/PICK-UP METHODOLOGY OVERVIEW
General Safety Precautions:
· Never work after dark.
· Always work in teams.  
· Be aware of hazards like loose dogs.  Do not put yourself in any danger to contact a household.  
· Be respectful of ‘no trespassing’ and ‘no soliciting’ signs posted on property.  Do not attempt contact if those are clearly posted (but make note of that on the index card).  
· If a resident seems agitated, politely thank them for their time and leave their property.  Do not attempt to convince them to complete the questionnaire.  
· Dress in nice casual clothing.  Try to look professional and be sure to always wear the name tag identifying you and TCRPC.  
[bookmark: _GoBack]Planning and Getting Started:
· Before you leave:
· Review the map and plan a strategy to drive/cover the area in the most efficient manner.  
· Create three sections to the index card box:  ACTIVE (no contact yet made); DELIVERED; REFUSAL
· Once a residence is identified, take the time to record the address/description on the index card.   
· Try to schedule your contact attempts at different times of day –morning, afternoon, early evening.  
· As you work through each household, file the card in the appropriate section so you can easily track where you need to still make contact and where you need to return to pick up surveys.  
· Be sure to take breaks to assess your progress and just relax a bit.  
· Once you have started to deliver surveys, be sure to be watching for them on the front door even before the 24 hours is up.  
Making Contact/Administering Survey:
· At least three attempts to contact a household member over a period of at least two days must be made.
· Attempts should vary the time of day, with special emphasis on making contact in late afternoon or early evening hours (but avoid going after dark).
· Try to emphasize the need for their opinion, that the survey will only take 15 minutes, and that they can simply hang it on the door for you to pick up the next day.  This means that you do not need to bother them a second time.
· Once you have delivered a survey return in 24 hours to pick up the completed survey.  
· If they do not have the survey completed when you return, try to make personal contact.  If nobody is home, leave them a REMINDER POSTCARD and return again the next day.  If they survey IS completed and you pick it up, leave them a THANK YOU POSTCARD.
· Make three attempts to pick up the completed survey, trying to make personal contact each time.  If, on the third attempt, it is still not there, leave them a clean survey (with the same ID number) along with a business reply envelope and a FINAL CONTACT POSTCARD.  
· If you make a third attempt and still have NO CONTACT, leave a survey packet in the door, and be sure the packet now includes a BUSINESS REPLY ENVELOPE.  
Recording Contact Information:
On each index card:
· Record the address/description of household, and GPS waypoint assigned to this household.
· Assign each household an ID number (survey number-xxx) on the index card, and also record this on the cover of the survey.  (If you do not make contact, paper-clip the card to the survey packet so you can attempt contact at a later time/date.)    
· FIRST CONTACT (date/time)
· RESULT (NC – no contact; CD – contact and delivered (but not completed);   CR – contact and refusal; CC – contact and completed)
· SECOND CONTACT (date/time)
· RESULT (NC – no contact; CD – contact and delivered (but not completed);    CR – contact and refusal; CC – contact and completed)
·  THIRD CONTACT (date/time)
· RESULT (NC – no contact; CD – contact and delivered (but not completed);  CR – contact and refusal; CC – contact and completed)
· Include any comments that might be helpful for determining the next best contact time to help remind yourself and plan the next contact (ie: residence looks vacant, etc…)
· Make any notations on reasons for refusals.

Once contact is made and a survey is delivered, put this in the section of the index card box marked “DELIVERED” so you can easily see what households need to be picked up the next day.  


 At The Conclusion of Contact Work:
· Record each ID number and address into an Excel spreadsheet.
· Indicate the following status:
· 1 = NC
· 2 = CD
· 3 = CR
· 4 = CC
20

