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- This beeklet 1s for people who are 1nvolved 1n.

‘oT ‘agency cpcnsors. The bookilet &Iecusses the reasons for conszderzng

‘ja community survey -and provx&es tips on how tc prepare for a survey.

‘Groups that have decided to write and conduct their own survey have

the follcwing major activities to ‘complete: selecting a survey

. method, deciding what qnéstzons ‘to ask and hcw the data will be nsed,

. Geciding whcm to survey, . publicizing the" survey, conducting the "

~ survey,: tatulating and displaying survey. 1nfornat10n, and repart;ng
survey results: Bach of these key, activities is discussed in detail..

'Severgiafémpie worksheets are 1nclu&ed at the ena of the booklet.
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*' Kegs to Communztg Invoivement is a series of booklets

developed ‘for governlng boards, communlty -leaders, group. menbers.

- admlnlstratdrs and citizens. The booklets are de51gned to héIp

37 these Audiences strengthen their skills in group processes; work

cooperatlvely with others, and plan ‘and carry out new pro:ects.f L
Toplcg.;nclude ‘techniques to maintain enthusiasm in a group, ways .

‘that - agenc1es <an effectiveiy use consuitants, and factors. that

‘affect. 1ntrodnc1n§ And lmplementlng new proaects.
- - / N . :
,;,,,?Pe,§°§¥}eﬁs,§?? writtén by members of the Rnral Educatlon -
—ogram of -the Northwest Regional Educational Laboratory. The

Laboratory is a nonproflt, eduqatlonal research and deveIopment

I ,

©.7 . The booklets in the Seriés are.adapted from a much more

’

2 and out51de back covers of this booklet.

comprehensuveq ot of materials and trainming activities developed

_and-field test . by the Northwest Regional Educat1oﬂal Laboratory .
) over the past several years in dozens of locatlons tﬁroughOut

the western Unlted states.. : L e

" Informatlon about other booklets in. thgs serles-jt tIes and

tralnlng. workshops and c0nsultat10n—-can be found on the'1n51de -



INTRODUCTION ool

;'-"**Thli—bbbklet—zs—‘for_people_who_arg_:.nvolved* ——
affairs, either as*direct pa.rtlc:.pants or’ group fac111tators - <
or agency SPOnsérs._ Such people often«'confront the need to e

as consolldatlng a rural school dlStrlCt, cOnvert:Lng ‘a w11&er-

‘ness aréa ‘'to. a recreation area, centralizing law enforoement ST

récords or i:ocat::ng a new hospital facility:® The: :booklet = ° -

dlscusses ‘the reasons for cons:rdering a community survey, & ;.0
pro'ndes tips on how to _prepare for a survey and dzscusseé. SRS
‘each of ther key .activities in @ survey.' Several: sample works_

“sheets ‘are’. dncluded at the end of the booklet ,for your ;use. o
Fee:‘t free to adapt them to fit the;needs of~ your group. o
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“There are severei:sood,?easen§zt9,99n§99¥?Q sufvey GE- i L <.
community opinicn- ‘before engaging” in more -active efforts to . . .7 ..
br:.ng about change. ; Son1e of these are}thaf' SUEEN :

e EBfférts- wluch are. based upon. a“ known base of : IR

o support are more la.kely to sycceed than those et A
. that are~not.-..__ T UL
S . . : P ) el . 7_;- v;
. Decg§;99,@a¥e¥5,are,m°§§ %%Ee%z o be4faV°rabie4£ s
T to proposals that are:backed up by commum;ty -.. : S
SR _opmion data._ P i e e
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X, > e The 9r99§,93¥,3§e the survey to test its own 1deas o
' L < in a larger community forum before dec1d1ng upon a
e course of actlon. e o - i
e The 1argér cammunlty can be 1nformed of the work~of

. = -
- N L8N

. CGmmunlty survey Informatlon can heIp a group:repre— ‘

arger communlty, rather than just the -

o semttme

o Whether theseFre the reasons your group is conslderlng a’ -
'; survey; or. not, a thorough discussion and agreement about pur- -
poses. make a strong foundatlon for planning and. c6nduct1ng a_
-survey. The Sample Worksheet 1 4in the back of thxs bookiet '

~ _ o _ o TTT s T

is a’ place to record your group s purposes for §uIVey1ng

communIty oplnlon. . - ‘7—*. o -
- L - .
oo - Ot . . . -
' ~ . -~ . h . 3 ) - S . - .

-."

Hew 1O PREPARE FoR A SURVEY B

~

ence you have decrded o conduct a communltg survey, your'

- citizens' group faces severaI more 1mportant questionss Who
: ,shouid conduct the survey?. Who should be informed of the _
3 survey in advance and how?: Wh £ are the maaor act1v1t1es that
‘must be comgleted° What’ Tésources ‘will be needed--volunteer
;- time, use of fac111t1es, materials, cash--and how can they.be
" - obtained? When is the best time. for the survey, andvhow soon

;! must it be compieted9_ In short, ‘the first Step In‘a survey 1s
.pia:rmmg- < - L o e

S "o

Cae

. __ - Your group's answers to the six questlons posed,and
’ .{dlscussed in the -following paragraphs will provide. a sound
framework for the survey act1v1t1es dlscussed later on._

-l X e B
-~ . - . . - - . . -
. - - - . .

oy C .

~

. * A more comprehenslve discussion of piannlng 1s con- -
tained in the bookiet, "Planning for Changeo- &hree Critrcal -
I‘Elements " L I SR T
. g . LIS ~ Y - * . 7 .
- : ! . b




| WHO SHOULD BE INFORMED AND INVOLVED’

.‘

L e Agencres who control resources that may eventually
. ) i ,

'questron, WIth many other possrbie varxatlons..u

T e . . oL . -l .
. . . .
oA - 3 r
. - .
) .. . J B

:
"7

_Barly in the plannlng effort, Indxvrduais and groupsf

whose cooperat:on or endorsement will be needed fOr a success-i

ful survey should be Identlfied and contacted by _your cltlzens'

.- group. Examples of those who—llke to be awgre of community-=

WIdé_actLVltiéS_pértinéﬁt to | thelr own anterest lnclude.,_, .

» e ~ ,-
-~

'Pollcy boards in your area of 1nterest, such s the

- N

e Other stakeholder or advocacy groups,concerned

. with problems sim lar to those: your group is
. . lnvestlgatlng :

PR

e Staffomembers of publlc agenc1es charged'with

- respon51b111ty for the problems your group Is
R 'addre551ng 7; % o _ ) - . .
. 'v-l-' . . T < . .'.‘ ’

‘focus on’ your group S concerns .
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N mothers, businessmen or. mIgrants who have; spoken

Therr knowiedge of your pians will avcid later surprlses and
© may yxeld resources you mlght otherWLse mlss._ L .

4\ . :_ .. R '.:-.:‘;‘ L
3 [} ; - Le e 7 T,

EI

WHO SHOULD WRTTE AND CGNDUCT THE SURVEY?

_ Y
' -

i ST
- - L. %

city councll, school board or county commIssron o7

out on Issues your group,Is confrontlng o -

v
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1. ”'Yoﬁflgroup can. fbrmulate and conduct the survey..

 Youx grbup can select a standard copyrldhted survey

N
- "

‘

Ycu can h1re or soixcx vo;unteer experts who w1ll

oo formulate and. conduct e survey.-.

B . .

““‘*the—chart below:dxsplays:::ceneraiiyfspeak;nae—the~advantages4;4

. are strongest ‘for, Altérnative 1 and the disadvantages post:

prén6ﬁncéd for Alternative 3, but your group should o
* thoroughly: dlscuss the probable consequences,of each opt:on

befbre dec:dxnga

~

T

O

ERIC

Aruitoxt provided by Eic:
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a. camunu.y Survey'

- Advantages and Disadvantages of .
Vax'ious Pezsons Fo:mulatinq and Cénaucﬁ.hg

§

»

Adva.ntaqes .

' pisadvantages

Ccmglete understanding of
- survey ins ent a.nd
techm.qaé“ .
High owne:sth Sy gzoup
Acguis:.t:.cn -of group-skills -

”

Tess sophisticated and:.

perhaps less re
__ survey.results
‘More grosp time needed_

s1iable

'Y&6r group

with pub- -

s ;nstrzme"rit

Less iii;in@ effort

Ho:e effort in sea.rchinq
for instrument :

May not yield pertinen:
results

: _Hay be msﬁy

{ vo worr? on wr:.Eing °§

cénduct;ng . N

_wbe costly s ’
May not be c:e&iSIe ﬁs
communi ty

- AN

C o

o .

3



WHAT ARE THE k’s'v ACTIVITIES IN A COMMUNITY s’uav&vé'
. For groups that haVe declded to wrlte and conduct their
onn survey, there are seven maaor actrvrt;es to complete.

how you will use the data, dec1d1ng whom to survez,.pub11c121ng

‘*the—survey——conductIng—tmejsgryeg—jtggg;atrng—and—érspiaylng————————
survey rnformatlon, and reportrng survey results:- Each of oo
" these key activities.is dlscussed in detail in thIs bookiet,

) beglnnlng on page 7. - - : e

-~ * . .~ -

P

wno WILL BE RESPONSIBLE FOR THE ACTIVITIES? - é’_; :

_ As-soon as possrble, identify people in your group Who -
.w1ll be responslble for completing each of the major tasks o
,outl1ned above. Some assignments may go to. individuals, others

' to te#ins. or committees, still others’to the group at large. “IE

-'your group. is small, other stpporters in the camminity may be:

asked to assrst with certain tasks. If consultants will be

needed, llst them alonq wrth .group member and have someone 7 )
accept theé responslblllty for contacting “th s\énk* 7 e

Finally, someone from the group should assune fé‘s"ponsi; ,
bxlrty for ooordlnatlng and monitoring the entire survey. - If -

your charrperson or. convener,cannot.accept thlb role, Select’

* another member wrth some management skills who w111 keep track’

’of progress, answer questlons, find resources, 'and so on.
T A : : s :

& | ]
*  nySing Copsultants: Getting, What You Want;" another
booklet in- this series, offers some. guldellnes for - recru;tlng,;

hIrIng and workrng with - consultants.,

FEARE

LRV AT
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The two mxstakes groups most often make In settzng dead-

‘:lrngsiare not allowxng enough t1me and not allowxng for SpeClal B
'communIty time patterns. -When schedullng your survey act1v1-
ties, _remember that most of you are probably volunteers w1th

othér responsiﬁil;tles. Set .reasonable deadlines and 1nter-
- mediate points for progress checks, so that the; tlmellne can

be altered if necessary L “

- - - -
. - :
" -

SPecIal ccmmunity t;me patterns that.your schedule wrll 5.‘

state capltals, ceremonlal tlmes in Native Amerlcan communi

.t1es, and so- forth, Take into* account what you and ‘the people ’

you:want’ oprnrons from:would normally beldorng on the dates

J—e—you have ‘set for your survey,fand you w1ll 1ncrease the
N response to - ycur _survey greatly._: ;

?'_WFIERE ARE THE RES@URGES? S . :

.la1d out;_ dentif zng the
survey'rs not dlff cult.

- Wrth the tasks and trme’“
D resources you w1ll need for '

iexpenses such as postage, long dlstance phone'calls or. gasolxnerfv
Resources can be dIvrded eaSIly into fIve categorIes'*' o
.- person power, equipment, facllltles, materxals and consumables.
ﬂ__Con51der each’ cateqory as you assess youyr.. currentaand -needed "
' resources. .To start, list the resources you will rfeed for.

each task, . then check off those:. you already have. Next, lISt
90551Sle sources - for the remalnlng needs. Flnally;3after

,

el

R -




Sel oL : o o S -

o
'exhaustlng other possrbrirtles, cost - out what you w1ll have to
pa¥ for and "see where you.stand financially. Sample Worksheet. 2

. located at the ‘back of this booklet, can be ﬁseﬁ to examine - °
.'.resources.. ' ; ' -L"{ o

. By considerlng and respondlng to each of these plannlng
questlons, your group will be well p¥epared to conduct its

survey; Next,; the seven actrvztles that are key in a survey ‘

are drscussed 1n depth. S S | T Rt

&
KEY Acnvmes li’v Acommumw SURVEY o
| 's_jménNeA-suthv'mmea'-.," \ R "

: The flrst 1mportant survey act;vaxy is choosxng an over=
aii method for the: survey. The basic question.the group is

¢ addresslng at thls point. 1s. ’What is the- besﬁ way to gather

OpinIDnS frcm members of our communrty?" R s -_ e
L e~ N DR
'*5* There are three baslc methbds for conductlng’a\survey. S

These are: - : , 7 S Ce

iQuestionnalres-- 1ﬁted questlons whlch people can

wrlte the:.r,responses to. ;‘ L

BN
_ ,,\,, = -

which people can reéspond to 1nd1v1dually and verb- e
. allgb;;he 1nterv1ewer records the responses.; ~ ’

,Interv1ewsv-pers6n-to-person or phone questlons -

gf e Town” or nelghborhoo& speakup meetlngs_-People are’’ v;} N
: -~ asked to respond to guestions in the setting of a '\’ o
. 'public mgeting; responses can' be recorded in- severa1 A
ways. e . . . s T
) : R ¥ R A - E e ' | 3
= - e 7'7...‘ B . . :]
j: ° - -1 2‘“ - Ay -

i
»




example, flrst hold a- speakup meetIng, then follow th1s

questlonnaxres or InterVIews

'Yours may be a ccmmunlty in whlch 1mportant speclal factors
o d be~con516ered before undertaklng -a survey. Some of these
. WOUld\ be. : . . . . . 3 i

~ . . -

gz-can everyone read? If‘not, a mall-out

ot questlonnaire w111 not. produce desired results- L
ey ks - ‘ 7 T T
< . """"ge leferences--AIe thére va.rlous

culture 3nd language groups in your community? 'If -

' so, conde cting the survey through translators or

Pprinting the questxonnaxre in a mﬁit;-lzngual*format

may be ﬁéaégsary”” o Lo

~

Drstancerandrseographlc Isolatlon--Do you live 1n

- communlty where people llve great dlstances from'

Where telephone serv1ce J.s'poor‘> “Those are Impor-

T ";, ‘tant factors in decldlng how to conduct a survey. Tos

iy

Cxe

. ane a method or comblnatlon of methods has been chosen,
the group then.has several choices about how best to”carry out
the ‘survey. If your group has decided to use a questionnaire

.‘method, for example, it mrght conslder some - of .these Ideas fbr
?employlng it: - . .

= -
v

s mall.out and ask for responses toybe returned by mail
e (prepald postage w111 y1e1d a. hrgher response) .

hd -

e 'o :1rdxstr1bute at meetlngs of communlty groups

dlstrlbﬁte and plck up door to door
‘. EEE -
7publish in local‘neﬁsiettéf or:néﬁsﬁaﬁer.andirequest _



N

- The o, questlons whlch are 1mportant 1n,u51ng the ques~-
tlonnalre‘method are, "What is the best way to distribute the
guestaouga}re°" ‘and; - "What is the best way to get completed -

quest:onna:res back aga1n9"
S

thod has been chosen by the group, 1t -
these 1deas about carrylng it out. N

- If an ;nterv1ew '
m;ght con51der some (>

'-\.

°
§
i
‘8" ;.
H .
b
o
3
%

" e y.telep'hoiie', interviews. = - . .t
. . . . : . sl e
e at Eéétmf'f'*gs-of coummr"’fitii groups 7,
. R .v'.o‘,. " : K o ' . -, . PR C ‘..
T, R SOClal events
- ey \' ce’ _:\:_.

j§interv:.ew1ng requlres Some sﬁlll. Your‘grogp should consxder' s
- & short training session for 1nterv1ewers before they begin

“conducting interviews. . .For example; all 1nt§rvxewers ought

to be able 'to expiarn the purpose,of the - interview 'in a srmzlar o

Ifashron and to provrde assurance of confldentzalrty of those -
1nterv1ewed. .It is also. 1mportant that all -interviewers record

) responses to 1nterv1ew questions in an accurate and comparable

imanner. 'The Sample Worksheet #1 at the back of this booklet .
prov1des space to record your group S agreements about how 1t :

>

1s going to carry out the survey.»

.- R
. -

: DECIDING WHAT QUESTIONS TO ASK

Probably the most crltlcal é;olce your group has to make
is developing the questlons ‘which it wants to ask of the com—

 munity. . There are several approaches to thls task e

. 1. The group can develop questlons based upon ‘its own
B perceptlons of goals or 1mprovement needs. :

2.7 The group can develop questions by working with
.- recent studies or survey results which reveal issiies
. or needs for improvement.' i . .
- L L . . R =~ " ..
' : : . , . 9.

. . -
. ~

695‘
K




" 3;, -The group can develop questlons by studylng examples:"
: " of questlons -asked 1n community surveys from other

. places. L o e Ly
- .. 4. The §§oup can develop questlons by sponsorlng meetlngs
- : of other communlty groups, asklng them to generate _
'goals or lmprovement needs ”_ _ - ' ¥y

a
5. ' 'l‘he group can study pub]gc oplm.on as expressed In

. ‘newspaper editorials, lefters, articlés and-radio = &
- or televrsron commentary ok . :

6: The group can ask for quest;ons from opinion leaders S

' 1n the commuhlty. 7 R P R i“ e

thch ver approach is chosen by your group5 1t shouid test '
‘each questlon agalnst the® yardstick of - utxirtyi T T
'"Is the information we get by ‘asking this questzon reaily gorng

rto ‘be usefui to us9 if so; in what way9"

Testing each questlon,ln thls way w1ll be of great help to;'dj5f
.,‘the group ‘in keeping the survey: process as- simple and stralght-
. fbrward as posslble. Keep in mind that the group will. later

face the~ problem of tabulating the 1nformatron gathered in the

survey and of using the Informatron to plan and Implement

-1mprovements in the community. _  *
_ Algample Survey Questlonnalre 1s 1ncluded at the end of s
.the booklet for your group to- conslder as 1t develops its own -
: questlons for the survey. , .
P . N -2 S

Types 6f Qﬁestions-

TWo baslc types of questlons can be employed in a survey S

~of communlty oplnlon..b ; : v '
v if' ‘questions whlch requlre the respondent to answer in
sgec:.flc ways = . L <

Y




e questxons which aiiow the’ respondent to answer in q.'

‘an open fashion -, . -

K

Examples of the first or “flxed-response“ type of ques-.v

tion are the follow;ng. ) » R P
. ~ N 4
‘e questlonsmwhlch can be answered by yes, no, or i
don't Enow o CL
& questions whlch can be answered by marking a scale

@from high to low, strong to weak, 10% to 100%, etc.

\ -

- questlons whlch prov1de a number of. responses to.be

' arranged in an order of degree of Importance, L7
»support,_feit need, etc. ~_ . '

Questlons of the second or " pen-ended" type ask’ respon—’

deets to give: thelr oplnxon on \topxc, ln.thelr own words.t'tai‘ﬁf"

) There are advantages and dlsadvantages of both klnds of
A‘questlons. ‘In. general, fixed-response questIons, whrie easIer

to tahulate, may miss some of the Important issues because

they are stated too. narrowiy. Open-ended questlons, whlle.f_'
‘more 1Ike1y to reerct the range Of ccmmunlty opinion,- are.
.nmore diffrcuit to tabulate..- :

. o
-5

o Many surveys comblne the strengths of both kxnds of .
- gquestions by asklng for some flged responses and some’ opeﬂy

ended - -responses; So’ that no 1mportant 1nformatron is over-

" loocked. . To illustrate how these two- types of questxons dIffer,

the foiiowxng exampie is provrded.,; : : T

EEE

1. N . . . B J . : I3
, . . - . & . . -

11
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ke
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. Let s say that a communlty group is: lnterested in gatherlng‘
publlc oplnlon about the adequacy of .roads in the area, among
..other things. Questlons about thls 1ssue'm1ght be. phrased 1n T

the foliow1ng ways. A t_ . L
] N — P
- 3‘ ’ ot . N ) \\\ : N . . . l - ' - ’- N
Example 1° .| . How mportant is fr ﬂiat\our ccmxunicy roads be’ mproved?\\
(gixed - R L
teaponse) : very mpox:tant T ‘
: modérately mporﬁnt \ e L
T — modex:ately un:unportant ‘{ :
: very unimpart;snt Ly .
. Example 2 | 'In your opinion, ‘are the roads in ou: community adequate?
(fjﬁ,ﬁ, . yes ho . aon t know : e ] o . 'f_':
Please comment: . N S g
. . . LR Y . . -
. . ‘\\ e , -
oo -~ - . .
In your opim;on, what . speczfic mprovementﬁ couIa Be . "‘ -
made in Our community's ‘roads? - - \ : - 1.
» v

7 Testlgg the Survey Questlons t;el‘ 7 \V' . R ]
AT ence questlons for the surv§; have been deveioped, 1t is

/ afgooé 1dearto test them in a trial run. Members\of your

. group can questlon members of theIr famlires, friends,

acqualntances., ‘Testing the questzons serves several\

purpose _ - - N
;‘E ] . ’ . P 3 - '\; .
“ [ The clarlty of the quéstlons can. be assésséa;
: ' Are they understandab1e° . |
M The klnd and level of rnformatlon whlch the -

questions elicit can be assessed.v Is it the

"information desJ.red9

“'ifj' ..;:

O
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. . - -r -
o Baéed upon, thefre;ults of the test, the questi&ﬁé be .
rev1sed before the full survey is undertaken.qfr : T ,'+*ﬁ
. K S ; . 7
; EBIBING WHGM TG SURVEY . a : g

: Comun:.ty groups in smaller communltles often“begz;” vu:th

. 'the désire to include everyone in the survey _effqrt ,Although
.th:;s is a worthy goal, it is generally very dlff:l.cult to e
' :'achxeve without cons:;derable time: and effort. A real:;. tic .

e d:r.scussz;on of who' is to. be surveyed is in: ordez-'. __'To-'.~bé truly

'parts or group:l_ngs w1th1n the cammunlty ought tQ be surveyed.
The group might begin by listing all of ‘the elements-of the = =
‘community at.large and estlmatlm the’ s:.ze of these const:Lt- S

uent par‘ts Such a 1zst m:.ght\ look llke thJ.s- -

P ’ : T

¢ loggers © . . ldow.
. 7 mill workers o %o 208 0 e
'30% . professiopals 7 . - 5%
. © Housewives CoT a0 T 7
808 “Other ~ = ' ' i 288
. 208 & 5 N . j S5
; . . siel i
- . ' ' . :r . -
» : . .., ..::‘,'
—. . ..' ' . 5 :
‘ 190 ‘ .
* ; 1@ v 13- .
‘< ‘ ; ’ -
- 4 et . ~ ‘
‘ . * ..

O
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Informatlon of th1s kznd is, usually available at.alloéal?

llhrary or city. and . -county: government offices: It can usually -

'be found :in the city and County data books, census of popula-. -

: tron reports and crty dIrectorles.

The characterlstlcs of people w1th1n the communlty ‘are
1mportant to. conslder for your sample or coverage 1n the B

"w your group to keep track of strengths and weak— s

‘nesses of the Information collected. "It will allow the group -

.to’ detérmine how representatrve the opInlons gathered are of

" the total communxty.r FInaIIy, even if the group does not
sarvey everYone in the communxty, gathering responses from

v]-sqme in each. group'wlll ensure that the survey results are
- more rellable than rf,somé géfups oplnlons are left out

' -.PusuciziNG TF[E SURVEY

.
' S, N
oo - .

V. : o S f- BRI P
B - - "%fn . : .

N '

Pub11c1ty about the survey is 1mportant for several .?;"

v reasons-, "It paves the. way for 1nterv1ewers, meetlngs ora -
-;maal survey. It genérates 1nterest in the-issu€ your group

'fls 1nterested in; as gell'as in the resylts of the survey_ B

;,J.tself And it-leads to -a better responte: Pate from those '

"_jsurveyed and. ‘therefore . to‘mo;z representative data. One&note
to

“of cautIon rs in order-

Y

STV

old polarlzlng publlc oplnlon

purposes, methoa, tlmellne and so on, don t announce specrflc"

¥

questlons the survey w1ll gontaln- PO

-~ T e

Means of publlCIZlng the survey 1nc1ude usrng the medxa,

_postrng and handrng out notices and teIephone calls.n If the-

locat pPress is aIerted to a communxty-w1de event, . free pews-
papex space is almost always available. Public Service time
~on radio and television is also fred but generally fuires
: stmeone to write short- (15-30-60 second) .announcements. _
Local talk shows or news shows mlght 1nterv1ew someone from

T : : '_ } ( -

* - -
. . z . » ’

Y
.

=

Al
~
\]

AN
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I \
. youx group. Posters can be placed in locai markets, post
, offices,-libraries and’ ether public places. Flyers mIght be
sent or dellvered to local townspeople. ._‘ :

e

A good rule of thumb is to use as many klnds of publlclty

.as- you ‘have trme and resources for, concentratxng on those

‘that will most llkElY reach the people you dant to be aware’

of the survey. _ . . .
- Lo ’s . _. . . . L2 . é o

: sl ' c
CONDUCTII\fG TJ-lE SURVEY = =~ - . g o

.

'7}~ ConductIng the survey IS theoreticaiiy ‘easy; if adequate ;~f

Qlannlng and practicde have taken place:  In realIty, it camn

. be- frustrating and slow work, with many call-backs or mail
;responses ‘dragging in, not to mention barking dogs or - S
.;crotchety day-sleepers. Being aware of-poss;ble obstacles in
‘advance can help keep your surveyors"'. morale up. Providing a

contact person to hear -daily reports- and plan strategy with

the survey team can aisq,irft moraie at the end of a long day.

e L

: ’.TABULATING AND DISPLAYING SURVEY lNFORMATION

.t ',_._

. Tabuiatrng survey data by hand can be a drab and dis=

: tasteful task. It is weli to- thrnk about some ways to make

‘the tabulatlng SESSIOnS as- enjoyable as possrble. Some

_~suggestlons are: A h
} ' Work in pairs or small groups. -

_ + N . . - N
L . . . . . . el

_o - ifovide'ampie refieshients for Qofkefs;

. @ - Provide °PP°?F?¥§t1§§ for people to change tasks a
dur;ng the session to relieve tedlum. . -
e 5iiCongratulate and thank those who work on

tabulatlng tasks. _ 5‘ . . .

.t ' ' .




Organlzlng for the Tabulatlon Task. = = ‘;, . E e

B S R & ..
.- :

- Many groups have found the productlon llne to be an
' effzcxent way of organizing the tabulation tasks. Ihlelduals
or pairs are. assigned the respon51b111ty of tabulatlng

responses to one. of- the questlons on the. survey._ The-

response for that quest19971§7g§§§f§§af75@& Eﬁ§7§§§§iion“'~"i*”
naire is passed “to the next person or pair. Someone should -
‘be responsible for work,flow; to see that ade iticnal help 1s T

ds prov:ded where needed, that-1nd1v1duals get bféaks from tim
1Ato tlme, and that- needed materlals are prov;ded for.. :

"_'_r‘ . -

S Procedures for Tabﬁia{tiﬁg’surv"*'éyiﬁfama”” tion. °.
o R - A ..'.. L Cee

°

v Fer fixed-response kinds: of questlons, a tabulatlon foruL B
' 51m11ar to that for answerlng;the questlon can Qulékiy Be I

' deVLSed. ‘ _;.ﬁ_
AT T Tves | “me | .pon't know
' Question X . . - Y‘HL BRI ; ;

v

‘Responses fo'qtstions ‘can eagi}y'b;e récor&aioﬁ t.}ié?vforﬁi.

For open-ended: type questIons, a tabuiatlon form needs to—-

'be devised. ' One approach to -devising the form‘;s to reed the

'j,responses to_the question on the first ten or twenty survey - -
. forms. WﬁéE kinds of responses are found° TPhe kinds of -
'uiresionses can.make 4p the categories in the tabulation form. .

' For example, responses to the ‘gquestion, "In your- oplnlon, what

are some lmprovements needed 1n our commun;ty’" mlght be. o

Ll

el - Ay




i,. P '
L . ; s
® afireengine ~ [ . .0
o ® e . . S
: - < i
e .aental_sérvices _
A T "a"l’ibrary""","}" L ST B
. < o . 3‘ " . C
.3’ better communxcat:on—-a newspaper y S

- _;;yore Jobs N~‘ .4(.. -

' Wlthln these responses, severél tgpes of categorles ‘are
suggested.. a fire englne and a llbrary are ggg&p t and
;facllltles, ‘dental. serv1ces and a- newspaper are services;:

il r

more jobs. beiongs to an economic category. Thus, the tabula—'ﬁ'
economic

tion cells: so far are‘
’ :

|Facilities/equipment | .Services . | Economicy

;;.ﬁj i“.iy':;hl ifhf..; Tf%i L;.:;_;l] ;;;;4;;;f:_.;j; i.

Next, read another 10 or lS survey.forms to see lf there
are other’ kinds of responses. Generally, & residual or . ' . .-
"other" category is needed for some ldeas that do *not. fall -
1nto the major ones. _— R o

> T . R S ~

For open-ended questions, it is. also suggested that the

- e - R

responses ‘be Iisted. for future reference.r There may. be many

specxfxc Ideas that your group will want to explore at a
Iater date. _5 . '

v
-

_ Wratxng summary statements whlch descrlbe responses to
questlons is another helpful procedure. While they do not’

attempt to interpret' the meaning of the Informatzon‘*summary

statements ‘provide the reader or listener: with an easily

understood picture of the Informatzon. A|summary statement
tooks like the foiiowxng' O : -

R 22 S

¢
14

el
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.. “For guestion's, 75 pecple (of zss) rﬁnsw_e.red favorably, =

while 20 people (or<20%) answered unfavorably.  Five. people .

{ox 5%) dld not answer this questlon._,
o - ' e Y

. Once the survey 1n£brmatlon has been tabulated and L

-y

tallied; a display'of .the information will be. helpful in the f

© reporting ahd anainrng taSkS\ -

]asslstance in displaying.the information:

4‘ .

- some 51mple calculatlons of percentages wrll be of great

Percentages are.*

:*" calculated by' leLdlng!the number of responses of each type

hE
e

7'7~perCentages

' by the total number,of responses’ ‘for that questlon.

. question are: _ -

Thus, 1f
100 people responded to a questlon,‘and of these 30 people B

s
the percentage responses for the
L

responded "don 't know.

. -
«’di’ )

' totals

'b-w _ N
-!& . .- .

no

don't: know

.60 -

>

T O B

- 100..

<

=60
100

-

- 10

100

L3

10% _

‘100%

Wlth the percentages calculated, 1t is then easy to

~y

4

to the~chart InA

E display the survey information In ‘additiopn .
are easy ways to i

" the example abové, pie chatts: and dar graphs

display survey data in a way that allows the reader, tokqulckly 3%
grasp the rnformatnon. .- . RS .
: ! et ‘f; : . s .x
- j; A sample ple chart, uS1ng the data from the exampie above
‘follows- . R ) -
. z . L . K : . . o .
. CE e T N Lo Mo
» ’ "_ .;__; 7\_ . "” E ) ; . ;:Il ) ’ {? ’
RN < :’ . - A ’7 o R - ":
_ P s - A ) : Lo K
T % ' 2 L A
PR S < PR PR
e . . . - . - “ ' . . ;:: . «
¢ .18 . T 90 S
' T : © T
, o




. s . . . - - -
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. . . . I

vl SR N o B
AR >
:' . .
. P . B
o AR TR e
j 100% !
N :
- el ». 9D
A I O _
—— ls e <
2

o PO |
1 e N )
- e 1
. - R
. . 209 . LT > - 0"
o 43_0i o - . r\‘.’_ ',‘!.,‘1 ‘L:._‘ .- 2y ~
R o f BT PR S S . -
f e . o T e .
. A7, ) . .
. [ . ~ . 5
R SRy N : . 3 . e
- . - ~a . N \i' - < - -
S I RSt 161 Yo - : :
~ P e . v <
o _ A .
R ™ 4 - -
- C} . . ..
: 3 290 2] SN S NS
—. ', N s e ray 2t <R . L ot R :
- e CNe R : .- [ P - -
) Pt Ly - Yest . _.no -odo_n.t know )
. - N T a - ..
~ "’\ "\_ (4 ‘7.""._'7 ~ .7 . . oo
: P S 7».,_ Py . ) . -
- ) -
' 4

. The payoff for the tlme.and‘effort requrred to g;spiay

?%ﬁr96§ iﬁformatioﬁ in chart. or‘grapﬁ form is in the greater

easeﬁ@frsﬁifiﬁé it- srmpiy andaeffectlvely wrth those who want S
. to know. A SR L R S ' -

- P PR i i
s ' LT . - -

i - . : . o wrwo. e . o _

. . =)

REPORTING SURVEY RESUI;TS

-;;“ Your grogpishoui§”cons1§errcdrefuiiy to whom and In what
form to report the. survey information. Some of those who

mlght be consrdered forVreporting purposes are:

‘~0Q

i,' Dec1s1on makers. """

- agencles.who mxéht.become lpvolvea with _your .group

ERIC
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Other c1tlzen groups

'5ﬁ The community at laxge -
For presentatlons of fhe report to dec1slon.makers, -v.‘
boards and other groups; a combination of a verbail and
Kert ten report mighf’be consldered.

-
’

_In such reports; the foﬁ:owmg -oiiéiiixé ig §ii§§é§£éé for -
your cnn51deratlon.r : ' : o T

v - . - . . e S

5

5ff ’ i;,' A review.of the.methods utllyzed in conductlng ‘i ¢t
S . -, the suxvey - '
i i

_‘l

2;i_fA:rev1ew'of how the questioos were formuiated

3. & teview 85‘: . | |
-a. the coverage -
b. representatlveness of the response 7

. c. data resultsb-peréentages; graphs; categories
of response, summary y statements =

1nformatzon. hlgh response _areas; ‘apparernt,

prIorItIes . ‘-,‘ 2. . . S

e 4. A rev1ew of 1n1t1al 1mpresslons of trends in the

;)“i' 5. & questlon and answer period

In cons1der1ng the reportlng of survey 1nformatlon, your
group should also consider carefully ‘the protéction of confi-
dentlallty of those who -have given. information. Certalnly,
names, of 1nformatlon givers should not be included in the

report; but-also the identity of smail groups or individuals -
should not be revealed in other ways. For éxampie. if there
are only two teachers in your communlty, ‘to report that ,
“teacherg -respaonded in this way" is to make- these 1nd1v1dua1s

oplnlons known publlcly - g f-;,'

-

20 - T L _15255




. collected in the survey mght be Suffxc:l.ent‘ for

--'Here, smnnary statements which describe - the\inf rmation 1 -
report:ng B

: purposes. 2 . . : R DN
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LI * SAMPLE WORKSHEET 1
Purposes’ and Agreements - - .

- Purposes: our group has identified for the suivey:

L

:-__..'.1-,. - ’ . . Ll . T - o =
; . . o . . oA s

.e

. P

‘Agreements our group has made about how to conduct.the. survey:

1 ]'V - . 5
- . o

.t

O
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" SAMPLE WORKSHEET 2 .-

- Examining-Resources .

’ —/ : i ' “ - ’ T,
I N s . . . Loy <

v v+ - “ronlt Have

Needed Resources . Hawe (Who, When)  (Possible Sources)

) . Committee time  Jane, Ashér, Peté, . = 7

; - ) Pl evenings and .
- L noontimes -

. Paper for flyers .~ Joe S..owhs primt -
. Postage e . .. shop, look for |
; . . et
Facilities for ~ ' © "  Grange Hall,
meeting | .. meadd. o -

. cookies: . - .- comuittee members make?

I

ERIC
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SIHPIE SURVEY QUESTIG!NIIRE'

This is & 1976 survey of selected school districts in Rushmore County &o.-

: 'oitidais feel about thei.: scbools.

' pPlease answer all of t.he qmstions. I{ you vish to cqpnenf on iny

quut:l.ons ox qnnligy your answers, please-use the margins or_a separate -
- sheet of paper. After cc@léfﬁsg ‘the qiiésr:tonm.tze, pIease return it in
the -enclosed: cnvi‘lope 'maxik you. v

VbW

rzu:ﬁ T '
L Lo
-

=2 Cdﬁp!!éd to' ché educatton recelved tb.roughout colorado, do you feel
. - that provided/in your community is: -(Circle the one number of your

choice. ) o ) ’ -
v 4. PROBABLY WORSE: BT R LT
_ 5  DEFINITELY wonsz e ~
. . - e B
. (u BETTER or WORSE) - “Por m; feasons do you feel that way?
- ¢ - - z «
:l_. ; .

B r

* ﬁzpﬁéd fr?irliﬁi Qﬁésticmize p:epazed by Nick Sut.h apd |

Dorothy Erpelding Rural Bducat:.on Proqzam Northwest I&gional .
‘Edncational ‘Laboratory. - o _ o

24 - oo

( ., uOWDOYoD FEELaeovr mE muoamos O\

find out how community resiaonts. pazents. teachers, sﬁaen&.' a.na schoo:!;-: i

. &
csma 5y ﬁvﬁéi-y m on Bﬁucxt:tcn, mre Cotmty, COIorado R
‘-1 Hewouldlikeu:boginbyaskinghovycufeelabouttbeeducatio )
young people receive in your. schools. Do yoa eomsider it. (ciz Ie
' t.h one number of your choice. ) v ' i
;.E'f*i oL D e &
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faced by some communities in Rushmore County. We would like-to

»ﬂ-fmeiselistofconcmsmnﬁoneaﬁusnschootp:oblmsbeih

kﬁizﬁemwmam:nmkachofthemisaprdbi’eﬁmj

. xou: ‘community. - Please indicate’ whether you consider each: ' to NOT

g _-Esesszuous p:obxen.

,-

'CAnyouthinkofanyotbezs?

6. . 4. " xor SLIGHT MODERATE  SERIOUS
T : S Nor SLiGET -mnmf"’j’iﬁ smous

the statistical analysis.
', Q—4 Hov long have you lived in your present comuxiify? %ﬁns

"Q-S What is yonr age?

‘_Q—swhaftsyearsaz? lim gzt S
. We- 35 not_know whether the things you COREf msf Wtabout S

SchooL affairs have been included in this.c . ‘Therefore, if

-therexsanythingelseyouvoﬁld]:ﬂcétotdlus. pleasensethis space._

‘e

,(ﬁéfeiﬂy appmciate yourtineandeffortmprovidinquswifhﬂﬁ? J

information. 'Immk you for your help.

beaprob P - - beasu@'rp:oblen. tobeamm;:roblamé_r

: To.what extent is each item .
S N . ~ a problem? . R
Ttem o o (Circle yonr answer.)
1 m semox mmings . Nor sucx-r uom SERTOUS
|2 Inadequate athletic - . NOT SLIGHT . .MODERATE ssni&zé _
ﬁcﬁi&a;:.:;_; :_;;_;-.‘. - .
:’; I.ack:”; of special programs ‘ . :
{e.g., music, foreign ~ . L e
_ lang'daéa, vocational) . . . -NOT SLIGHT MODERATE SERIOUS
4 Lack of community sapport O
fﬁr_m ;‘f;': e e s Z_ NOT SIZGT MODERATE ‘SERIOUS

25



EU@&TIGN U S.A. '
up-to-date  covérage of legisiation, education -

"3~,.reseorch ond. notional and regional devel-

i opments. . It's your finger-on the pulse of the

: nanonWIdeeducononscerse Pnce $42peryeor
P :(52 1ssues) AP EEE ,

T STARTS IN THE CLASSROOM.

NSPRA PTGd&L]leS Servrces and Acﬁviﬁes SR .

The weekly education-newspaper rhor provudes .,

hetpubhcorothers—

WORKSHGPS - L '
‘Conducfed by NSPRA sroff members ond'? s
‘. trained consultonts, the staff development-in-- " =

service workshops can make a crucial difference - -
in your communication; program. Whether it’s. ..
- commenicating with pdrenrs or;mprovnng 1o

building level communication; NSPRA work-: -
shops can he]p Price SUbjed' fo specnoi qyoro- N

- I’IOO —

 A'monthly newsletter published nine nmesdur- .

’ -'.nng the school year that's full of Tips and rech-

. niques that can improve communications-in’.-

. your district. An’ information clearinghouse for
S procncmg educorors Price 518 per yeor (9
- Evnuxnon ssnwca '

This special contract service-is available 16 pro- -

* vide indepth analysis of a school district’s com-
munication program and specific recommen-

dations for improvement.. Pnce subjecr 1o spe-

" cial quorcmon e

- . Y A

o ) eTHERACTIVITIES ; S
. " Include representation af Major educonon con- :
ferences, sponsorship of the Golden Key.Award

f_SPEGIAl: PUBI:IG'&TI@NSIAV MﬁTERIALS R
Eoch year NSPRA produces timely, special pubh- e
: cotions ohd qudnovnsuol raterials on topics of . -

" interest ro communication specioliss and.ad- . -
ministrators — like educating the handicapped,.

" budger and finance; and improving public con--. - iy

fidence in educonon \Vnre forcofolog and pnce
" ist.” : :

. LOCALCHAPTERS. . = -

"NSPRA has 44 chapters which prowde on oppor—
- "funity for information exchange ond profes-
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