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SRO data collection depends upon a large staff of part time, intermittent, hourly waged staff. They may serve any number of roles, including interviewers, team leaders, production coordinators, locators, toll free support, quality assurance, and more. From time to time, these staff are asked to contribute or perform at a level higher than we would normally expect. A project may offer an incentive program for contingent staff to acknowledge or encourage performance.
In order to implement an incentive plan, the following criteria must be met:
· The Principal Investigator must be aware of the plan and acknowledge that SRO can charge the project for the incentive. SRO needs to have at least verbal agreement to this effect.
· The incentive program should take place during a fixed time period.
· Incentives must be able to be tied to specific performance. These may include, but are not limited to:
· Working more than a certain number of hours per week
· Working through the end of a project (retention incentive)
· Efficiency-based goals such as hours per interview or calls per hour
· Group goals, such as completed interviews.
· Incentives cannot encourage interviewers to be coercive towards respondents or informants.
· As a result, we strongly discourage any resistance aversion incentives.
· Interviewers must be in good standing to receive an incentive. That is, they cannot be on a Performance Improvement Plan and receive an incentive.
· Must be pre-approved by the DCO Manager[footnoteRef:1] and the Director of the Finance Group[footnoteRef:2]. [1:  If the DCO Manager is unavailable, it may be approved by the SRO Associate Director or DCS Manager.]  [2:  If the Director of Finance is unavailable, it may be approved by the SRO Director or Financial Associate Manager.] 

In general, we discourage incentives per completed interview, but as long as it doesn’t encourage coercive behavior or encourage interviewers to falsify, this is allowable. We also generally discourage retroactive and retrospective incentives as we believe that they generally run counter to the purpose of incentives. If you wish to offer interviewer bonuses, whether for retention purposes or for acknowledging a job well done (with the explicit approval of the PI(s)), please reach out to the Director of Finance for submission guidance.
Once an incentive plan has been approved, it can be communicated to the interviewers.
Awarding the Incentives
For each incentive period, the Production Manager must be submit the documents listed below to the DCO Manager, the Director of Finance and the DCS Manager at least 3 days before the close of the pay period for which the incentive is to be paid. 
· A clear statement/reminder of the incentive period; Note any changes made since the original approval
· A clear statement of the incentive criteria (how much for what effort; disqualifying criteria, etc.) – any change from the original approval needs prior authorization from the DCO Manager and Director of Finance
· Metrics used for evaluation (HPI, completes, hours, etc.) – any change from the original approval needs prior authorization from the DCO Manager and Director of Finance. Note that the metrics must be consistent between interviewers and measurable.
· A complete list of ALL staff who could have been eligible for the token (meaning that they were active at least during some time of the incentive period)
· Calculation and total Incentive amount per person  ($0 and up)
· Relevant eligibility information (on PIP, resigned/inactive, didn’t meet minimum goal, etc.)
· Performance statistics being used for awarding the bonuses (HPI, completes, hours, etc.)
It is up to the DCO Manager and the Director of Finance to reply to the group – including the DCS Manager who processes the incentive – regarding approval status to process.
If there are no comments within the 3 days or if it is explicitly approved, the DCS Manager will process the incentive.
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