The Scholarship Applicant Questionnaire and PMS Personal Interview

(High School Scholarship applicants)

Directions for Conducting the Scholarship Applicant Questionnaire:

The questionnaire is not intended for a go/no-go evaluation of the scholarship applicant, but should be used to examine the motivation, commitment and resolve of the applicant and the suitability of the applicant to pursue a commission.  These elements have been shown to impact on retention of Army ROTC cadets.  Ideally, the PMS will be able to more clearly identify the “best” candidates who possess the characteristics most likely to remain in ROTC and subsequently commission.

The questionnaire will not eliminate attrition, but will provide additional information upon which to base the interview by the PMS prior to recommendation for scholarship.  In essence, the questionnaire addresses the persistence to commission.

STEP 1.  The process begins with the identification of 4-year applicants who meet the basic eligibility requirements. Upon determination of basic eligibility, applicant information will be provided to each battalion (via CCIMS), which the student listed on his/her application as always.  

STEP 2.  The battalion conducting the face-to-face interview will have the applicant complete a questionnaire online prior to starting the interview.   The only time an applicant will complete a questionnaire is the first time he or she sits at a face-to-face interview.  All subsequent interviews will be discussed later in the instructions guide.

The applicant should be put at ease upon arrival and as soon as possible, be seated at a computer that can access the Scholarship Applicant Questionnaire on-line.  

STEP 3.  The PMS or designee will log the applicant into the on-line questionnaire using Internet Explorer 6.0 or higher and type in the following URL address: 

https://bytequest.usarmyrotc.com/survey/survey/main.asp?SID=2 

Note:  If you are working in the CCIMS module the questionnaire site link may not allow access because of ISA Security reasons.

The following page will be displayed: 
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	Enter:
1.  User Name 

2.  Password 


3.  Domain: enter bytequest  



STEP 4.  Upon the page being loaded, the PMS or designee will click on Begin  and enter the applicants name, SSN (no hyphens), and Location Code (using the bottom scroll bar, move the page so the Location Code drop down menu arrow appears and enter the university name as appropriate).

After completing the above the PMS or designee will advise the applicant to read the Privacy Act and Security Notice Disclaimer and click on Next to begin the questionnaire. 

STEP 5.  At the end of the questionnaire, the applicant will click on Submit and then click Finish.  

The questionnaire should take 3-5 minutes to complete.  

NOTE:  Using ‘refresh’ at any time during the actual questionnaire will reset the instrument and the applicant completing the questionnaire will have to start again.

Directions for Conducting the Face-to-Face High School Scholarship Applicant Personal Interview

The Scholarship Applicant Questionnaire is a guide. Using the results of the questionnaire will enrich and expand the interview process allowing the PMS to rate all applicants with finite scores.  The purpose of using the questionnaire in the interview process is to determine the probability of the applicant remaining until commissioning and standardize the initial face-to-face interview.  

The interview provides information that can help select those applicants with a greater likelihood of completing Army ROTC.  The interview is used as a measurement of the applicant’s potential, not just a sales pitch to a potential applicant.

STEP 1.  Upon the applicant’s completion of the questionnaire, a short print out of the applicant’s responses to selected questions will be available to lay a foundation for an in-depth dialog during the interview.  The PMS will download and print the discussion/scenario guide. 

The PMS or designee can access and print the discussion/scenario guide by using Internet Explorer 6.0 and typing in the following URL address: 

https://bytequest.usarmyrotc.com/survey/user/main.asp?SID=2 

Note:  If you are working in the CCIMS module the administrative/interview site link may not allow access because of ISA Security reasons.

The following page will be displayed: 
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	Enter:
1.  User Name 

2.  Password 


3.  Domain: enter bytequest  



STEP 2.   Upon the web page being loaded, there will be two associated tabs, Administrative Instructions and Online Worksheets
Administrative Instructions:  Outline of the current Structured Personal Interview.  The interview outline located on the web site replaces the Structured Interview contained in CC 145-1 and the Structured Interview Interviewer’s Guide (no longer in press).  
Online Worksheets:  to pull up the results of the applicant questionnaire/Scenario Guide and Score Sheets of interview.

The PMS or designee will click on Online Worksheets.  Enter the SSN of the applicant and click on Results.  Each applicant will have three associated tabs: Applicant Detail, Score Sheet, and Scenario Guide. 

Applicant Detail Displays the name of the applicant, SSN, School Location and date questionnaire was submitted.

Score Sheet PMS or designee enter scores and comments here after the interview.  It is recommended you print the score sheet to take notes during the interview.  

Scenario Guide   the applicant’s responses to selected questions will be available for print out.  There is no right or wrong answers for the questions provided the PMS.  The responses are solely to explore discussion points during the interview.  

STEP 3.  Click on Scenario Guide to retrieve the applicant’s selected questions.  Click on the Print Scenario menu option from the navigations bar for a printable version of the discussion/scenario guide in a MS Word Document.  The Guide will open as a word document.  This will not be a pop-up window.  Look at the bottom menu bar of your screen and click on the word document/web icon to print it.
STEP 4.  The applicant should begin the formal interview as soon as the PMS has the guide.  Review the applicant records that are available (high school transcript, application forms, etc.) and bring them with the printout to the interview.  Use the records to supplement background information on the applicant and facilitate establishing rapport with the applicant at the beginning of the interview. 

The PMS or designee is now ready to start the face-to-face interview with the applicant.   

A commissioned officer or senior noncommissioned officer will conduct the interviews with scholarship applicants. A Goldbar Recruiter (GBR) will not conduct this interview.

STEP 5.  Use the current interview outline as a guide in conjunction with the print out of the discussion/scenario guide to complete the interview with the applicant.  The current interview outline can be obtained by clicking on the Administrative Instructions (Refer to STEP 2 above)
STEP 6.  An initial greeting and introduction is necessary to put the applicant at ease and gain the best information possible to assess the applicant’s motivation and aptitudes.   The PMS or designee should feel free to vary the questions somewhat to fit personal communication style or the background of the applicant.

STEP 7.  Where indicated in the interview outline, switch to the discussion/scenario guide information in the printout. 

Included in the applicant’s questionnaire responses will be a short discussion of the response, what it may mean, and the discussion that should take place based on the response.   The discussion point is guided with a suggestion of how the applicant’s response should be expanded.  The interviewer should use these follow-up questions as needed to identify motivations or behaviors that may impact on the cadet remaining to commission.  

For some questions, scenarios are provided.  The interviewer will first discuss with the applicant his or her response and move toward the scenario.  The scenario allows the applicant to ponder how he or she would address the problem, and under what circumstances, another option would be useful.

STEP 8.   Use the printed copy of the score sheet to document the situation, action, and results in the space provided during the interview.

STEP 9.   After the conclusion of the interview, the PMS or designee will electronically annotate the score/results to the online score sheet.  Click on Online Worksheets, enter the SSN of the applicant and click on Results. 

Click on Score Sheet and enter the scores and comments in the space provided.  The score sheet will be updated to the database automatically by clicking on the submit button at the bottom of the screen.

The scores are contained in 10 domains.  Those are:

· Leadership Potential

· Perceived Initiative

· Organizational Abilities

· Perceived Persistence

· Family Influence in Decision

· Plans to Be an Officer

· Comfort in Group Activities

· Perceived Physicality

· Perceived Judgment

· Ability to Communicate Orally

Each area has a value of 0 to 10 points.  A total of 100 points are possible.  High ratings and low rating in each domain (category) need to be justified in a brief statement by the PMS.  High ratings are above 7 and low ratings are below 4 respectively.  An applicant who appears to have high leadership potential (either by what they have done in the past or by responses to the scenarios) then, for example, may get a 10 rating, but the PMS must comment on the reason.  A very short comment is sufficient.  A direct question and response is not necessary to establish an estimation of the applicant’s potential.  Perceived physicality may be answered by appearance and a sum of the responses to questions.  Ability to communicate orally would come from the overall impression of the applicant’s interview. 

Directions for Conducting the Telephone/Subsequent Scholarship Applicant Personal Interview

(Four Year Applicants)

1.  PMS conducting a subsequent interview, telephonically or in person, call up the face-to-face interview results (score sheet) and review.  It provides insight gained by another PMS in the interview and suggest areas to explore in the subsequent non-structured interview.

2.  Click on Online Worksheets, enter the SSN of the applicant and click on Results. Click on Score Sheet (Refer to STEP 2 above)

3.  Subsequent interviews conducted, the questionnaire and score sheet will not be completed.  

Additional Information:

1.  Passwords and Log-ins

A.  For the web pages.

· There are two log-ins and passwords for security:

Login to enter PMS notes on the applicant. (Note the Administration URL address is different than the Questionnaire URL address and will have a different user name/password assigned)   

Login to access the questionnaire.  (Note the questionnaire URL address is different than the Administration URL address and will have a different user name/password assigned)

· Initial passwords and log-ins will be generated for each battalion by the Cadet Command (CC) Information Support Activity (ISA).  

· Password Criteria 
· Maximum password age: 180 days

· Minimum password age: 1 day
· Must have at least three of the four types of characters listed [Upper Case, Lower Case, Numbers, Special Characters]

· Minimum password length: 8 characters
· Users will be required to change their Passwords upon initial login.  

· Lost passwords may be reset by the CC ISA Help Desk. Contact the ISA Help Desk at 1-800-750-7682, menu item 4, and then menu item 1.

B.  If using Windows XP, since XP doesn’t give a domain input control, you will have to specify it implicitly in the login ID in this format [domain]\[login id].

Examples:

#1 For userid “PMS_1” 
 enter 
bytequest\PMS_1

#2 For userid “SURVEY_12” enter
bytequest\SURVEY_12

2.  Results Tab Options:

· View participant data.

· View a Scenario Guide for up to 24 hours after a participant has completed a questionnaire.

· Complete a Score Sheet for a participant who has already completed a questionnaire.  Only the most recently completed score sheet will be available for viewing.

· View a Score Sheet for a participant.
