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Introduction

50, you’re interested in
doing a community survey?

The Community Survey
Handbook will show you how to
find answers to your questions
and identify solutions to your
problems by leading you
through the steps of a survey.
In this handbook, doing a
“community survey” does not
necessarily mean using a
questionnaire, although that is a
very common approach.

Survey here means “to
examine” or “to take a look at”.
So, a community survey is
actually looking at the views or
issues of the community, using
one or a combination of many
possible approaches. The main
approaches that we will deal
with in this handbook include:

e Personal interviews

e Telephone interviews

¢ Mail questionnaires

¢ Group discussions

Many organizations are
overwhelmed by the prospect of
“conducting a survey”. It is a
major task and one not to be
taken lightly. But, if you
understand the survey process
and take it step by step, you will
see that it is a manageable
activity. A survey can prove to
be very beneficial for your
group and provide you with
much-needed information.

A survey can be used in a
number of ways:!

e To develop long- and short-
range plans

e To help define and solve

problems

To help set priorities

To check if you are on track

To find out public opinion

To develop community

support and stimulate action

¢ To find out new information

This handbook cannot cover
everything involved in survey
research. That could take
volumes. But it will give you a
good idea of what is involved in
a survey and where you can go
for other resources. There is
also a Technical “How-To” Guide
that is available and accompanies
this handbook. It provides more
detail on specific survey
techniques, such as how to
design a questionnaire and how
to analyze the results.




In order to help make the
survey process more
understandable, we have
created an imaginary situation
to follow through each step.

The imaginary situation involves
Joy Smiith, the chairman of the
local recreation board, and we
will follow her as she works with
her board and her staff in
making the recreation
department more responsive to
the needs of the community.

Joy Smith had just moved to Northview to start
a new job. Because she wanted to get involved
in the community, she submitted her name for
the chairman of the recreation board. To her

surprise and delight, Joy was appointed to chair

the six-member board. Joy discovered the
recreation department had one part-time
stafiperson, Bob, who had been working there
for several years. Bob was well-liked around
town and involved volunteers in the delivery
of recreation programs whenever he could.

At Jov’s first board meeting, the discussion
centered around the fall programs that were in
the process of being planned. The Recreation
Board had offered the same programming for
the past five years and, during that time, the
town had grown from 1400 to 2200 people. A
new sawmill brought many young families to
Northview for job opportunities. With the
change in population and age, the board was
concerned that the programs it offered might
not be meeting the needs of the new community
members. The decreasing number of registrants
also supported this theory. How could they find

out what people wanted? Should they conduct a
community survey?

Because the handbook outlines
the steps in a process, it is
recommended that you read the
book through to see the
complete survey process. We
have tried to keep the technical
words to a minimum, but if you
read a word you're not familiar
with, you may find it in the
“Terms and Definitions” section
in Appendix C.

Good luck with your project and
happy surveying!
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Before You Begin

Before you decide to conduct a
survey, the first question you
might ask is: “Is a community
survey the best possible way to
find an answer to our question
or a solution to our problem?”

A survey meets many needs but
perhaps there is an easier or
quicker method of solving your
problem. Would a meeting with
the mayor help? Or a letter to
the local newspaper? Maybe an
open line on the community
radio talk show? Consider other
options before determining that
a community survey is your best
approach.

The second question would be:
“Do we really want to know the
answers we get and are we
prepared to act on them and
carry them out?”

Joy had never been involved in a survey before.
Although she knew it would take a big
commitment, how else could the rec board find
out if the recreation programs were meeting the
need in the community? An open line talk
show on the radio would let people express
their opinions. But, only those listening and
those interested would call. All of the people
should be asked. What if the people said the
recreation board was useless and didn’t do
anything? Well, thought Joy, if that’s true, we
should know it and try to improve.

Sometimes agencies or
organizations already know
what they would like to do, and
then use a survey to support
their ideas. Before you

even begin planning a survey,
think about what you would do
if the answers you received
weren't the answers you
expected. How would you

deal with this? Some
organizations have tried to bury
the survey and its results. Your
group must decide in advance if
it will act on the survey results,
regardless of the outcome.

Community surveys can be
used to help you deal with five
main areas of concern. Before
you begin, check to see that
what you want to know can be
answered by a survey.

Use a survey when you want to
know...2

1. What people want
At the community level, that
might be the kinds of
programs different groups
would like to see offered by
the recreation department.

2.What people’s attitudes are
Here, the focus is on what
people feel, such as how
seniors might feel about
going to a “senior drop-in
centre” if one were available.




3. What groups need services?

As communities and popula-
tions change, needs may
change as well. This type of
research can show if a
specific group of people
(perhaps young mothers) is
not receiving services that it
needs.

4. Which alternatives would
be most relevant?
This allows a group to
priorize and determine the
most effective alternative.
For example, when faced
with scarce resources, an
agency may have to
determine which services to
fund and which might have
to be discontinued.

These five basic areas of
research are not always clearly
defined and sometimes overlap.
A survey may draw on
information from a combination
of areas, like finding out what
people want and their attitudes
and which alternatives they
prefer.

Any organization may want to
undertake a community survey
to gather information on its own
service. However, community
surveys can be flexible enough
to obtain information for or
about a number of
organizations. In one northern
community, a community
survey was carried out that
provided one page for each
participating agency. This truly

Joy went to the library and read about surveys.
It looked as though surveys were a good way to  community agencies. Explore
find out the wants, needs and attitudes of the options. There is no one way or
public, and also which alternatives are best and right way to do a survey.

what changes will make a program more

effective. Since the recreation board needed to

find out what the people of Northview would

like in terms of recreation programs, a

community survey might provide the answers.

was a community survey about

5. What should be changed
to make this program
more effective?

Groups or agencies may want
to evaluate their services and
find out what should be
changed or what is needed to
improve the situation.




Analyze the
Situation

If you have decided that a
community survey is the way
you wish to go, the next step is
to really analyze the situation.
One way to do this is to ask
yourselves a series of questions
that will help you to sort out
what you want to accomplish
and the possible outcomes of
your survey.

Who wants the survey done
and how do they plan to use
it?

Do neighboring communities
face the same issue?

Which community members
care most about the issue
now?

Who else could be affected
by the results?

Who may be affected in the
future if the problem is left
unattended?

Are any other factors
contributing to the problem?

Has a similar study been
done recently?




At the next meeting Joy brought the questions
to her board and together they discussed them
and compiled the answers.

1. Who wants the survey done and how do they
plan to use it?
The rec board wants the survey done to identify its
programming needs for the fall.

2. Who else could be affected by the results?
Ultimately. the citizens would be affected by the
results. The Town Council would be, because it
funds the programs and changes in programming
could affect the budget. The Continuing Education
Board might be interested in the results for planning
and implementing its programming.

3. Are any other factors contributing to the
problem?
No.

4. Do neighboring communities face the same
issue?
Probably, because the new mill has brought in

employees who have added to the population of the
entire region.

5. Which community members care about the
issue now?
People who take courses through the recreation
office care because programming affects them.

People who want to take courses that aren't offered
also care.

6. Who may be affected in the future if the
problem is left unattended?
All of the residents in Northview may be affected in

the future if the programming does not reflect their
needs.

7. Has a similar studyv been done recently?

The recreation board has never carried out its own
study.




Consult

Individuals

A community survey does not
operate in a vacuum. It impacts
on and is important to many

with Key

] people. Identify those people
flgEHCIeS who could be interested in your
and concern or your results and talk

to them. Visit, phone, or send
out a letter and ask for
comments. Let them know what
you are planning and get their
input and, if possible, their
assistance and support. If you're
not sure whether or not a
specific group should be
consulted, consult them. Give
them the opportunity to
participate. The credibility and
support for the project can

It was clear from the questions Joy and her
board discussed that many people would be
interested in and affected by the fall programs.
Joy contacted Continuing Education, as well as
the adult education facility, to find out if they
experienced the same programming concerns.
She also approached the Family and
Community Support Services (FCSS) director
and town office for their views. At the regional
recreation meeting Joy discussed the survey
idea with the directors and chairpersons of
recreation boards in neighboring communities.

She certainly felt she gained much valuable
information and support for her project.

Joy’s board made a list of other individuals who
could provide support: the mayor, the editor of
the local paper, and a retired school
superintendent who sat on the continuing
education board. After she met with all three of
them, they each said they wouid help as much
. as possible.

[y
Cio

quickly be lost if someone
opposes your project because
they were not asked to be
involved.

A community survey has a good
chance of being successfully
completed if there is overall
community support for the
project.

If you are a non-profit society or
receive funding from another
agency, you may have to obtain
formal support from your
sponsor—especially if your
sponsor may be contributing to
the costs of conducting the
survey.

However, you also want broad
community support from.::

¢ High profile, credible
individuals who will visibly
and vocally support the
concept and study

e The public, who will be
answering your questions,
will be affected by the results
and who will expect follow-up

e Other agencies who may want
to provide assistarce and use
the results

o Local government
departments and funding
agencies

¢ The media, who can keep the
community informed by
sharing information.




Establish a
Working
Commiittee

When you decide fo carry out a
community survey, there are
many decisions to be made and
tasks to be accomplished. Even
though your whole organization
supports the project, the group
as a whole may prove too
unwieldy to actually carry out
the project. Also, your
organization does have other
activities that will continue
regardless of the project.
Experience has shown that an
appointed smaller “working
committee” or “task group”
tends to be more efficient in
handling the project. These
individuals should be given the
responsibility and authority to
make decisions regarding the
survey, while providing reports
and feedback to the main group.
The working committee should
be made up of individuals who
are genuinely interested in
carrying out the survey and
understand and agree to the
time commitment. Try to select
individuals with training or
insight into the steps, as well as
people who initiate and carrv
out ideas, events and programs.
Ideally, the working group
should be made up of six to
eight people.

The people you select may be
the critical element in the

success of your project. As you
consider individuals to

approach, ask these questions
and review these points: 3

= What knowledge and skill will
they bring to the group?

¢ Can they work well with other
members? How compatible is
their work style?

« Will they have the time? Will
they be able to meet.
deadlines?

« Consider a mix of people that
reflects the characteristics of
your survey population—for
example, their position with

the organization, education, etc.

Invite the participation of
representatives from other
stakeholders in the community
that you have already identified:

¢ Other agencies who may want
to gather similar information

o General public who may be
affected, including the silent
majority

¢ Media

« Others from outside the
region, such as business
development representatives
and planning commission
members

¢ Don’t forget about the private
sector. The chamber of
commerce, business
associates and major
employers can provide
another perspective and can
be a valuable addition io a
committee.,




The chairperson of the working
committee has a key role—that
of manager, motivator and
arbitrator. The chairperson
must keep in touch with the key
people and have them provide
regular reports. Each committee
member must be kept informed
of the progress changes and
problems of the other members.
Committee members should be
encouraged to report problems
when they need help. Because
your project may span many
weeks and even months, expect

The rec board discussed possible committee
members. Joy approached each person and
most were keen to get involved. A working
committee of eight members was formed:

e Joy - recreation board chairperson

e Mark - rec board member, power lineman

e Karen - rec board member, local business
person

e Bill - retired school superintendent,
representing Continuing Education
Board

¢ Sally - town employee, interested in study
and experienced with surveying

e Kris - FCSS chairperson

¢ Don - FCSS board member, employed in
local retail outlet

* Ken - employee relations officer at the
sawmill

Joy was thrilled! The working group members

personnel changes as a result of
job transfers, illnesses and the
like. The chairperson should be
prepared to fill vacancies when
they occur.

There is no one way to select a
chairperson. This will probably
be the first major decision of the
working commiittee!

With the establishment of the
working committee, you are
now almost ready to act!

were all committed and dedicated to the project
and they were all “doers”: Joy contacted them
and set a date for the first meeting. This would
be fun!




Summarize
the Issue
and
Purpose

Issue
Summary

Before you take action, you may
have one more step. Depending
on your working group and the
variety of its members, you may
still need to spend some time
providing and reviewing
background information so
everyone is at the same level.
Ensure each member
understands and agrees to the
problem, the issues, the goals
and the purposes of the group
and the role of the committee.

You may also want to formally
review the above goals and
purposes with others: the
original group, other boards and
organizations, and the
community-at-large. This would
aid your working group in
gaining additional support and
participation, as well as getting
valuable feedback on any factors
that you may have overlooked.
You may even want to hold a
public meeting to talk about
your purpose and objectives and
discuss the importance and
value of initiating a community
survey. The following work
sheet can assist you.

The following questions will
help to clarify and summarize
the issues. You may also want to
refer to the discussion questions
of the original group in “Analyze
the Situation” found on page 3.

16

The issue is: _

The background to the problem
is:

What we need to learn from this
survey is:

(@
(b)
©
The groups who may want to
use the survey results are:

@
(b)
©
The groups or individuals who

will be affected by the survey
results are:

(a)
(®)
()

The purpose of the survey is to:




Joy opened the initial meeting of the working
committee. After introductions, the first
decision was to select a chairperson. All agreed
Joy would be the one for the job.

Next, they reviewed and summarized the issue
and purpose and eventually reached an
agreement. A number of concerns were raised,
such as how the information would be used and
the issue of conﬁdentmhty, Joy reviewed the
process of the project and thé tasks. She asked
that anyone who aid not feel able to carry out
the responsibilities because of time or personal
commitments to say so now béfore the project
got started. After some dtscusswn, all agreed
they could and would commit to the project.

The first meeting gave everyone a chance to get
to know each other and estabiish a workmg
relationship.

Joy shared some basic survey information she
had located at the library and asked everyone to
review the package for their next meeting,

which was set for the following week.
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The Plan

The planning phase of a
survey project is critical. With
thorough and thoughtful
planning, your working
committee will have a better
idea of what to expect and will
receive the least amount of
surprises.

There are two main questions
that you will need to ask in the
planning phase:

1. “What resources will we
need and what community
resources are available?”
“What are the survey options
and which is the best option
for us?”

As you answer these questions
on resources and survey
approaches, be sure to keep
your community involved.

Throughout the project, it is
important to share information
and communicate at every step.
Tell people:

» What you did
e What you are doing
¢ What you are going to do

And once you've done that, do it
again! You can never have too
much community involvement
and support.

Community involvement is
critical to the success of your
project. If the general public
sees you as listening, they will
he more likely to participate.

Encourage
Community
Involvement

Tell them how you will use their
ideas and consider their
comments.

Public awareness and
community involvement can
also help to raise the profile of
your organization or agency.
That can have long-term
payoffs.

Involving the public has many
benefits:*

¢ The public wants the
opportunity to have input into
decisions affecting their lives

¢ People in the community
know what needs and goals
are best for themselves

¢ People have many ideas,
viewpoints and experiences to
share

Perhaps you've had negative
experiences with “the public”.
FFor example, you held a public
meeting and only two people
showed up. There may be valid
reasons for this: ®

e The people didn't completely
understand the project, why
they should get involved or
how it would affect them.

¢ They may think no one will
listen to them, anyway, so
why bother.

o There may be a fear of
involvement or time
commitment.




e The words used—such as
“community profile” or
“master plan” may scare
people away.

¢ The meeting may have been
timed poorly or conflicted
with another meeting.

¢ Some people may feel that
those in charge are doing a
goad job and thus they are
complacent.

¢ A public meeting may not be
the right medium to deal with
the issue.

The working committee will
want to continually refer back to

the community for its opinions
and views throughout each

stage to establish accountability:

¢ During the identification of
needs and goals

¢ During the information
collecting

¢ During the discussion of
recommendations and the
evaluation of possible
directions

e At acceptance of the final plan

Make a real effort to ensure
community participation.
However, there will be varying
levels of interest and involve-
ment. Recognize that not
everyone wants to participate.

One way to increase community
participation is through
publicity. Publicity of your
project increases interest and
leads to more involvement.
Although this will be discussed
in more detail under “Maintain
Public Support” on page 34, you
can publicize in the early stages
of your project by sharing
information on your working
committee, initial plans, and so
on. A variety of advertising
approaches can be used:

e Newspaper articles and
editorials

e Posters and flyers describing
the project

¢ Radio announcements

¢ Contact with other groups in
the area, such as churches,
PTA and agencies.




Identily
Your
Resources

There are two major areas that
need to be assessed in order to
help you make the final
planning decision: community
resources and survey options.
These two areas work
together—the community
resources available will affect
the survey option that you
choose and also the survey
option that may be most suitable
for your project affects your
resources. Although your group
will assess each area separately,
the final approach will take both
the options and the resources
into consideration.

To carry out a survey of
community priorities, you will
need a number of resources.
Identify what local resources are
available to you from a variety of
sources such as schools,
government offices and major
employers.

Human Resources

¢ Clerical assistance

o Survey designers/
interviewers/coders

& Survey coordinators/
supervisors/trainers

e Local expertise, advisers

Services

¢ Work area

¢ Photocopier

~ Typewriter

s Telephone

+ Paper, envelopes

s Stamps

Financial resources

» Funds available
¢ Potential sources of funds

Estimating the costs of a project
is difficult. The cost will depend
on a number of factors. Specifics
can’t be provided because the
expenses of letterhead, stamps
and photocopying always vary.
Drafting a sample budget will
provide you with a good
indication of what expenses you
can expect.




Before the next meeting, Joy reviewed the __H,m m

survey information. She was concerned about
the budget and how the expenses could be
covered. To get an idea of photocopying and
postage costs, Toy drafted a rough sample
budget. ¢ She did not include the cost of bond

paper or letterhead, as the Rec Board could
supply that.

Northview Community Survey
Sample Questionnaire Budget
Paper Materials
Questionnaire (6 pages
@ .10/ea. = .60/ copy)
1000 copies - first delivery $ 600.00
Letters .
1000 copies of cover letter
@ .10/each 100.00
1000 copies of first follow-up
@ .10/each 100.00
Envelopes
1000 - 11" x 14" brown for
initial delivery @ .08/each 80.00
1000 - 9" x 12" brown return
envelopes enclosed in

initial delivery 60.00
1000 - white envelopes for
first follow-up 30.00
$ 970.00
Postage
Questionnaire - 1000 x .74 $ 740.00
First follow-up - 1000 @ .38 380.00
Return postage - estimate 600 @ .38
for 60% response rate 228.00
$1,348.00
Final Report
Report (10 pages @ .10/ ea.
= 1.00/copy) — 100 copies $100.00
Distribution: 50 x .74 37.00
$ 137.00

Total: $2,455.00




Time In your timing, you will want to
Although time is not a ensure the group you are trying
“resource” as such, it certainly to reach is available. When you
influences your plan. Are you on schedule your survey, you may
a strict time line that cannot be want to consider community or
altered or do you have a flexible, seasonal commitments such as:

open time line? o The Christmas season

e Easter
. - » Summer holidays or spring break

The working committee identified their o Seeding time or harvest time
resources. Setting timelines is discussed in
Human resources - . more detail in Chapter 3.

Bob (rec assistant) - time

Sally - expertise

Seniors - put forms together
Services -

FCSS - work area, desk, telephone

(local calls) ;

Town office - photocopying TIP

Sawmill - typewriter
Financial resources -

Rec board - perhaps access some funds ,
Time -

Results need to be available by May so fall

programs can be planned.
Joy brought up the importance of keeping the
community involved and aware. Bill Seniors are an excellent
volunteered to be the official public relations source of assistance, who
officer and share the information with local can provide expertise,
media. experience and manpower.

B 7
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Choose
Your
Survey

Approach

There are two basic ways of
collecting information:

¢ Asking people questions

¢ Reviewing existing material
Because this handbook is
talking about a ‘community’
survey, the interest is in finding
out the views of the people—by
asking them questions.
Reviewing existing material is
important and should be done
as part of the survey process. It
will be discussed at the end of
this section.

There are four major methods
which can be used to ask people
for information. These methods
can be used either alone orin a
combination:

¢ Personal interviews
¢ Telephone interviews
o Mail questionnaires
o Group discussions

- focus groups

- public meetings

In the discussion of these
methods, the advantages and
disadvantages of each will be
noted. As you review them,
keep in mind the resources you
have already identified. You
should also be aware of the
“response rates” of each
method. The response rate is
the percentage of people who
answered your survey. The
following calculation provides
you with your rate response:

Number who answered the survey
Number asked to answer the survey

Each survey method provides
different rates of response.
Some estimates are noted
below:

Personal interviews
- about 80%
Telephone interviews
- about 60%
Mail questionnaires
- about 25-30% if no incentive
is provided and no
follow-up takes place

A mail questionnaire response
rate can range from a low of 7%
for a long, tedious questionnaire
to up to 40% when incentives are
offered and/or follow-up takes
place.

Personal Interviews
In a personal interview, an
interviewer meets with a person
in a one-on-one discussion and
asks a series of prepared
questions.

Most of us have experienced a
face-to-face interview, for
example, census information
and voter registration.

Benefits

= People tend to speak more
freely in a personal interview.

¢ The interviewer can see when
people are hesitating and
encourage them or “probe”.

X 100 = percent or “rate of response”




¢ Complex questions can be
asked as the interviewer can
explain them.

¢ Reading problems do not
prevent people from
understanding the questions.

e Most people are impressed
with the trouble the
interviewer has taken to find
and meet with them; as a
result, they are usually polite
and helpful.

¢ The interviewer can obtain
information on the
characteristics of people who
don't respond and the reasons
for their refusal.

Drawbacks

e Travel between interviews is
time-consuming.

e It is the most expensive
method and fewer people can
be contacted.

With the available resources in mind, Joy and
her committee reviewed the survey options.

Personal interviews—Although this would
provide the most thorough results, the
interviewers and coders would take time to
train and time to carry out the interviews.
Because the rec board needed the results for
fall planning, they didn’t have a lot of time.
Also, the respondents might want to be
anonymous if they had criticisms of the rec
board and its courses.

¢ Finding people to carry out
interviews may be a
challenge. Interviewers need
listening, writing and
speaking skills as well as
training in interview
techniques. They need a
personal manner that conveys
understanding, patience, and
respect for the privacy of
others.

¢ The recruitment and training
of interviewers is
time-consuming and costly.

» The answers are difficuit to
analyze if responses are
detailed.

¢ Interviews and styles may not
be consistent among different
interviewers, resulting in
varied responses.

¢ People may not want to speak
openly to someone they
know, especially if it is a
sensitive or controversial
issue.

» Scheduling of interviews may
be difficult and require much
evening work.

See How to...”
Do Personal Interviewing
in The Technical Guide




Requirements:

¢ Trained survey designers,
interviewers, coders or the
time to train them

e Local expertise, advisers

e Photocopier, typewriter

¢ Time to conduct and analyze
interviews

Telephoie Interviews
In telephone interviews, trained
interviewers ask respondents a
set of questions over the
telephone and record their
responses.

Benefits

¢ A high percentage of those
asked to participate do
respond. People are more
willing to be part of a
telephone interview than a
mail questionnaire.

e People will give more detailed
answers over the telephone
than they will on a mail
questionnaire.

e Reading problems do not
interfere with people’s ability
to understand questions.

e More people can be reached
in a given amount of time with
telephone interviews than
with personal interviews.

Studies have shown that it
takes 2 to 4 calls to
complete one telephone
interview. Plan accordingly!

77

Telephone interviews—As with personal
interviews, the time factor for training and
interviewing would be too tight for the

committee.

Also, many of the people out of town have party
lines or no phones. This approach would
provide a higher response rate, though.

¢ Telephone interviewers are
easier to select and training is
shorter. Also, inicrviewers
can be supervised.

Drawbacks

e It can be difficult to catch
people near their telephones.

e Survey must be short (5 to 10
minutes) or respondent will
not reply.

e Questions must be kept short
and uncomplicated; it is
difficult to have multipie
choice questions.

e Costs of long-distance calls
add up if the interviewer calls
from outside the toll-free area
of the people being
interviewed.

See “How to...”
Do Telephone Interviewing

in The Technical Guide
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e Background noises and
interruptions can cause

" problems.

o The survey misses people who
have no phone, unlisted phone
numbers or who are unwilling
to answer the questions on a
party line.

Requirements

e Trained survey designers,
interviewers, coders or the
time to train them

e Local expertise, advisers

e Photocopier, typewriter,
telephones

¢ Time to conduct and analyze
interviews

Mail Questionnaires

In a mail questionnaire, a series of
questions are listed on a form. The
respondent is asked to complete
the form and send it back.
Questionnaires may be delivered
or mailed to the respondents and
then they may be picked up,
mailed back or dropped off at a
convenient location.

Mail questionnaires—Since the questions the
working committee wanted to ask were not
complicated, mail forms would be all right. It
would take less time. The answers would be
anonymous. But because some people don’t
read, the mail-out could be co:nbined with
another approach.

Benefits

e Wider distribution is possible.

e Because the respondent stays
anonymous, there may be
greater honesty and personal
questions are more likely to
be answered.

e People can complete the
questionnaire at a time that is
convenient for them.

¢ Respondent can consult with
other members of the
household if expected to
answer for them.

e No interviewer time is
involved. '

Drawbacks

e The response rate is
low—many people will not
complete and return a mail
questionnaire.

o Interpretation of the
questions is left up to the
respondent.

e The questionnaire must be
short and the questions must
be very clear and very simple.

o The reading levels of
respondents may be a
problem.

e People do not always read
questions carefully, answer
questions completely, or
answer all the questions on a
mail questionnaire.

See “‘How to...”
Do Mail Questionnaire
in The Technical Guide




To increase response to a
mail questionnaire: -

e Follow-up with a
phone call . '

e Offer to pick up the form

¢ Give a small prize to
those who return the
form, or enter their

name in a dra.wgv.

¢ There is no control over who
completes the form.

e Postage and envelope costs
need to be included in the
budget.

¢ It may be difficult to obtain a
current mailing list.

¢ Time must be allowed to receive
back all of the completed
questionnaires.

Requirements

¢ Trained survey designers and
coders or the time to train them

e Local expertise, advisers

= Photocopier, typewriter

¢ Time to mail out questionnaires,
receive them back and analyze
responses

Group Discussions
People can provide information
in a group through a discussion
process. There are two effective
methods that can be used:

» Public meeting
e Focus group

Both of these approaches
involve getting a number of
people together, usually with
varied backgrounds. In a public
meeting, of course, anyone is
welcome. In a focus group,
however, you can limit who is
invited—by number or by
background.

Most people are familiar with
the public meeting process.
Public meetings are open to all
those affected by the issue. It is
an opportunity to both give and
receive information, to discuss
issues and, possibly, to reach an
agreement. This is a more
informal way of gathering
information and is analyzed by
recording and examining the
content of the discussions.

A focus group is a method
which helps a group of people
analyze a problem by focusing
on one specific question or
problem. It brings together a
varied group of people and
encourages different opinions to
emerge. A focus group looks at
all sides of an issue. The overall
issue is clearly worded as a
question or problem and serves
as the “focus” of the discussion.




In a focus group six to 1% people
are interviewed together. A
trained interviewer directs the
questioning and discussion so
that all group members have a
chance to speak. A focus group
discussion is expected to

" provide a wide variety of points
of view on an issue. The group
is not expected to reach any
agreement or conclusion.

The benefits and drawbacks of
both approaches are similar.

Benefits

s The opportunity is provided
for one person's ideas to build
on another's.

e It is possible to see what the
balance of opinion is on a
number of options.

e Objective decisions can be
arrived at on various issues,
particularly through the
ranking procedure in focus
groups.

# The group setting provides a
chance to hear other points of
view different from one’s own;
opinions can be changed and
formed.

Group discussions—Joy and the working
committee seriously considered a group
discussion approach, but finally decided
against it because the rec board wanted
opinions from many people—not just those who
might attend a public meeting or are invited to
a focus group.

» The process generates

information and suggests
solutions.

e People may be motivated to take

action on an issue as a result of
a group discussion.

Drawbacks
» People who are seen to be in

L]
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positions of power may
influence what others say.

A trained interviewer is needed
to lead the focus group and an
experienced person must chair
a public meeting, so that
everyone has the opportunity to
speak to each point.

Group discussions do not allow
for people to give independent
answers to specific questions to
the extent that they can when
they are asked to answer
questions privately. The variety
of answers that people might
give in answering questions is
the main thing that is learned
from these discussions.
Attendance at public meetings is
usually low—except where a
threat is perceived.

Caution must be used in
suggesting that the answers are
representative of the entire
population, as those people with
a lot to lose or gain will tend to
be over-represented.

See “How to...”
Do Group Discussions
in The Technical Guide




Summary of Advantages and Disadvantages
of Four Survey Approaches

Approach Advantages Disadvantages
1. Personal + speak more freely ¢ expensive
Interview e interviewer can probe travel between interviews is time

e interviewer can explain complex
questions

e reading difficulties are not a
problem

* respondents are generally
helpful

e interviewers can get information
on non-respondents and reasons
for their lack of response

consuming

recruitment and training of
interviewers is time consuming
and costly

may be awkward to ask
questions on sensitive issues

e answers are difficult to analyze
e interviewers may not be

consistent

2. Telephone
Interview

¢ high response rate

& quick, as more people can be
reached in a given time period

e interviewers are easier to select,
training is shorter-and they can
be supervised '

survey must be short

s questions must be short and

siinple

background noise and
interruptions may cause
problems

cannot reach those with no
phones, unlisted numbers,
unwilling to answer on party line

3. Mail
Questionnaire

low cost

wide distribution

less bias

allows anonymity and perhaps
greater honesty

« respondent can complete when
convenient

. &« 0 °

* response rate is low
» respondent interprets questions
« questions must be clear and

simple

« reading levels may cause a

problem
no control over who completes
the form

+ takes time to receive all the

questionnaires

4. Group
Discussions

¢ can build on ideas

« objective decisions can be
reached

» opportunity to hear other
opinions

e generates informaion

¢ may motivate people to action

people may be influenced by
those in positions of power

» experienced chairperson/leader

necessary

attendance is usually low
those present do not usually
represent the public




What Survey Method Will Suit Your Needs?

Face-to-Face | Telephone | Mailed Grou
Interviews Survey Questionnaires P
1. Type of information ©
If you have
« A complicated series of
questions to ask Yes Possibly No Yes
» Many open questions to ~sk Yes Possibly No Possibly
« Many alternatives to be '
considered or rated Possibly No Yes Yes
Do you need to know
* Responses to very specific
questions Yes Yes Yes Yes
» Deeper attitudes and feelings Yes Possibly No Yes
2. Collecting the Answers
Do you need
¢ Answers from specific people
who are likely to respond Yes Yes Yes Yes
¢ Answers from a lot of people No Possibly Yes No
Do you have
¢ People who have reading
problems Yes Yes No Yes
¢ People who will not want anyone
to know what they think Possibly No Yes No
¢ People who speak other
languages Possibly Possibly Possibly Possibly
3. Time
If you lack
» Trained interviewers or the time
to train people No No Yes Yes
¢ Time to code responses or
people to do it for you Possibly Possibly Possibly Yes
« Time to think about the research
you are doing : Never Never Never Never

Note: The use of “possibly” indicates that special methods or expertise may have to be used to get
accurate results.

1€y
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Check your local library
for books on how to run
effective meetings!

Requirements

¢ Trained focus group leader or
experiencec chairperson

e Time to advertise meeting or
invite participants

e Meeting room

Consultant Research
The purpose of this handbook is
to outline the process of a
community survey so that any
community or group can have
the information to carry out
their own survey. However,
there is always the option of
hiring a consultant to help with
parts of the survey or to carry
out all of it.

Benefits

¢ The time commitment of local
volunteers will be much lower
than in any other method.

¢ Some consultants have much
expertise in survey design
and a thorough knowledge of
the survey steps.

e A consultant would have an
objective and unbiased
perspective of the local
concern. .

e The general public tends to
pay more attention to a report
if it is completed by an
outside party.

Drawbacks

e It costs more to hire a
consultant than any other
survey option.

e The consultant may not
thoroughly understand the
community concern, which
may result in a survey that
doesn't address the issue.

e The community may not have
a sense of owning the study if
they were not involved in the
survey design. They may not
be commiitted to the results
and conclusions and may not
want to follow through on the
study recommendations.

e gt e e e
B

Consultant Research—The rec board did not
have a budget to hire a consultant. Also, survey
expertise was available locally to review and
advise throughout the process.




Requirements

the terms of reference for the
study, hire the consultant,
direct the survey and ensure
the results and graphs are
clear and understandable

» May need local volunteers,
depending on survey

approach Two excellent sources on

hiring consultants are
listed in the Appendix:

* Financial resources .
s Working committee to draft G;zé

The working committee reviewed the types of “Hiring Consultants” and
survey methods they could do. Each had “Selecting and Working
advantages over the others. After much with Consultants”.

discussion, the committee decided to combine
two approaches—the mail-out questionnaire
and the personal visit. Yolunteers would drop
off the questionnaire at the randomly selected
homes and make arrangements to pick them up
at a specific time. If the respondent had
questions, the volunteer would provide
assistance. This way, there would be a higher
response rate with accurate and complete
forms.




Review
Existing

IIIfO aﬁ on organizations may have asked

One final step before you go
ahead is to see what information
is already available. Other

the same questions that you
want answered. So before you
reinvent the wheel, you may
want to see what information
has already been gathered. 8

Government departments at the
municipal, provincial and federal
levels conduct studies and

gather facts regularly. There are
a few broad categories of records:

¢ Community information
¢ Studies and plans

o Census statistics

¢ Your agency records

Some of the working committee members were
aware of research reports and studies that had
been conducted in Northview over the years.
These could provide invaluable information for
the survey, either by providing answers to their
questions or by providing questions that had
alreadyv been developed. Don and Ken
volunteered to gather the resources, review
them and report back at the next meeting. Joy
offered to contact the government departments
to see what information they had on Northview.

It was a full meeting. Even though evervone was
exhausted, they knew much had been
accomplished. To allow time for evervone to

gather information, another meeting was set in
two weeks.

Joy handed out a form called “Summarize the
Plan” (see page 29) and said that the next time
the working committee got together, the form
could be completed.

Much municipal data exists and
can be searched for community
information. The municipal
office can tell you what is
available.

Local organizations such as the
school board, chamber of
commerce, or historical society
have information on other
aspects of community life. Find
out what other groups in the
community have conducted
research.

Many studies and plans have
been done by government
departments and planning
commissions. The information
is almost always available at
little or no cost. Any provincial
government department can be
contacted for information on the
community. For example,
Alberta Economic Development
and Trade produces “Alberta
Locations”, a government
publication which is revised
annually and provides individual
factual profiles of many Alberta
communities.

The federal government
conducts a complete census
every 10 years and a minor
census at the five year
mid-point. The last federal
census was taken in 1986 so a
minor census will be conducted
in 1991. Information is available
in the form of a “census profile”
of your village, town, county,

k] .. )




municipal district, or improve-
ment district, which will give
you information on many
aspects of your community. You
can find out, for instance, the
total population divided by age,
sex, ethnocultural origin and
highest level of schooling.
Occupations, average income,
marital status, and types of
dwellings are other facts
gathered by the federal census
and included in the census
profile.

Your agency, as well as other
community agencies, probably
has material that could provide
additional information. Reports,
minutes, and annual reports
would be useful to review for
background and historical data.

Other communities have also
conducted a number of studies.
The Northern Alberta
Development Council has
copies of some of these reports
and findings. See Appendix C
for a listing of the community
titles and the purpose of each
report available at the NADC
office.

Arrange a visit to vour local
library and see what information
it can either provide or access.
The library will know, for
example, how to get copies of
material from Statistics Canada.

Consulting the records and data
already available will yield a
wealth of information about
your community.

CF

The Alberta Bureau of
- Statistics maintains a
resource library of
Alberta studies. Call an
information officer for
reports on your
community.

7

You may also want to consider
the following points in your
plan:

¢ Regular reports—Depending
on the relationship of the
working committee to the
main group, you may want to
provide regularly scheduled
updates of activities. You may
also want to keep the mayor
and council informed of your
progress.

* Record keeping—No matter
what method of surveying is
selected, accurate records are
essential to success. Not only
will you be able to follow vour




At the next meeting, the working committee
reviewed the documents available. Some were
very helpful. Joy had contacted the Alberta
Bureau of Statistics and had received census
information on Northview. With information
from the 1981 and 1986 censuses, the
committee could compare the growth in
Northview and the changes in family size,
average age and education levels. The
conimittee then Summarized the Plan .

Survey approach - combined mail and in person.

Resources available

to the Committee: Required:
clerical assistance - Bob
survey design — Sally survey interviewers

photocopier - town office survey coders
work area, phone - FCSS stamps

- typewriter - sawmill

letterhead, envelopes -

rec board

Documents available:

Census statistics
Recreation Master Plan
Tourism Action Plan

Timeline: May

steps, but you will also have
hard evidence of what
occurred.

¢ Budget—Your survey
approach may not cost you a
lot of money, especially if you
plan on the effective use of
volunteers. But, you would
probably be surprised to
know the value of your
survey, considering the
donations in kind and of
volunteer time. Try to keep
track of the hours your
volunteers put in and any

contributions of paper,
mailing, office supplies and
so on, from any organizations
or groups. That will give you
an overall estimate of the
survey cost.

¢ Evaluation—Evaluation is not
a post-event activity; it is a
continual process that starts
when the planning does.
Continual evaluation notifies
the committee members that

their performance is important.

The distance between what is
and what should be indicates
what additional resources are
needed or what changes will
have to be made. This
ongoing assessment is not an
imposition on people when
they have selected and
agreed on the objectives. ?

As you review your plan, you
may see that there are gaps
between the resources you need
and what is available. The
working committee will have to
decide whether to try to find
that resource or to change

the plan.




Summarize
the Plan

After examining and discussing

this section on planning a

survey, your working committee
should be able to complete the

following list.
Survey approach selected:

Resources available to the Resources
working committee: needed:
Human

Services

Financial

Documents available
1.

2.

3.

Timeline

Date when survey results are needed:
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Implementation

Well. you've done your
groundwork. Now you’re ready
to implement your plan. There
are four main activities that take
place in the survey process:

Joy and the working committee reviewed the
four main activities in implementing the survey:
designing, administering, interpreting, and
writing the report. After some discussion, it was
clear that certain members of the committee
had either expertise or an interest in specific
activities. In order to make use of their skills
and interests, Joy asked who would like to
supervise or be responsible for certain
activities. Sally wanted to design the
questionnaire and Mark volunteered to look
after sampling and help Sally in design. Ken
was responsible for interpreting and Kris for
writing the report. Joy and Bill volunteered o
administer the survey with the help of Bob, the
rec assistant,

The person responsible would then recruit
others to help complete the tasks. Some
committee members had friends and familv to
approach. The “volunteer list” maintained by
FCSS also listed people who might be
interested in getting involved. If it looked
difficult to get the help that they needed, Joy
said, additional strategies would have to be
discussed.

» Designing the survey

¢ Administering the survey
» Interpreting the survey

¢ Writing the report

There are a number of ways to
carry out these activities. Your
working committee could:

= Appoint a survey coordinator
to have overall responsibility

¢ Appoint a ‘manager’ for each
of the four main activities

¢ Maintain responsibility within
the working committee and
delegate the tasks as they arise

In this section, we will discuss
all the activities that need to
take place during the
implementation phase. In
addition to the four main
activities, choosing your sample,
maintaining public support and
keeping on track are also
discussed.

See “How to..."
Carry out the Four Main Activities
in The Technical Guide




Choose
Your

Sample

With all your planning,
consulting and discussing, you
probably have a good idea of
who should answer your
questic’ s. These people will
make up your “population”.

The population refers to all the
people you are interested in. For
ezample, your population might
be all of the citizensin a
community or all of the seniors
aged 65 and over or all of the
parents with pre-school aged
children.

The word “samf)le” refers to the

people within the population
who are actually interviewed or
surveyed.

The accuracy of the results you
get from the sample is related to
the sample size.

If you are not restricted by
funding or time, or if your
population is small, your sample
may be the entire population.
Usually, however, money and
time are limited. Therefore,
your sample will probably be a
portion of the population.

The numbers suggested below
will give you an idea of how
large your sample should be to
find out how the entire
population thinks. These
numbers will be a good
indication only if you select the
people to answer questions from
a list in a consistent way and if
your questions have been

well-tested and if everyone who
is asked to answer your
questions cooperates.

Total Number

in the

Population Sample Size

100 or fewer all

101 to 300 2 out of every 3 people
301 to 500 every second person
501 to 1,000 every third person
over 1,000 370

The percentage of people who
answered the questions as
compared to the people who
were asked gives you the
response rate. (See page - for a
discussion on response rates.)
The key to being able to
generalize your sample results
to the population is having a
high response rate. For
example, if your population is
1500 people, according to the
chart you would need to have a
sample size of 370 people. If you
ask all 370 people and 185
people answer, you have a 50%
response rate. Let's say you
want more people to answer
your questions so you decide to
ask more people. This time your
sample size is 600 people and
252 people respond. Your
response rate is now 42%. So,
even though you have more
answers (252 versus 185), the
percentage of people who
responded is lower (42% versus
50%).




The higher vour response rate,
the more confident you can be
that the sample resuits
resemble your population. So. it
is recommended that you keep
your sample size to the
numbers noted in the chart but
try to get a high number of
them to respond. The survey
method vou choose can affect
response rate. Personal
interviews are generally higher
(80%) than telephone interviews
(60%) and mail questionnaires
(25 - 30%).

The Northview Community Recreational Survey
is concerned with whether the recreation
programs are meeting the needs of the
community. The population they must ask
includes:

» Present participants in rec courses

» Past participants in rec courses

= Potential participants who may take rec
courses

. Other agencies offering courses such as
continuing education, adult education, FCSS.

Another factor in increasing the
response rate is follow-up. It is
better to follow-up twice on a
sample of 370 people and get a
response rate of 65% than to do
no follow-up on a sample of 600
people and get a lower response
rate. Throw your time, energy
and resources into follow-up and
increasing your response rate
rather than trying to increase
your sample size.

You may want to consider at
this point the geographic area
you are concerned with. Will
you want to select your sample
from those in the municipal
boundaries, a ten-mile radius, or
some other border? The
boundaries you choose could
greatly affect your survey
results.




Public support is critical to the
success of your project. Since
it’s the public who will be
answering your questions and
providing your answers, make
sure they are aware of your
plans, goals and activities. Share
information about:

¢ why the survey is being
conducted
¢ how the results will be used

Public awareness helps by
getting people mentally set to
take part in the survey and by
giving them background
information.

It is important to have public
support for your project so that
the results of your survey are
accepted as legitimate, unbiased
and representative of public
opinion.
There are a number of ways to
build public awareness and
support for your project:
e Provide lots of information

- newsletters

- formal letters

- updates in the newspaper

or on cable TV or radio
- editorials

Maintain
Public
Support

Mﬁh
o

¢ Do some goodwill advertising
on grocery bags

» Hold a public meeting and
discuss the key issues

¢ Send a notice with the water bill
or tax notice

¢ Obtain public support for the
survey from high profile
persons

. ® Present workshops which are

open to survey participants and
discuss the survey results
You may want to delegate the role
of a public relations or information
officer to someone on your
working committee.

TIP\

N

/v\

Use local media for
expertise in drafting
news releases and articles.

7




D ESIgTI s Develop survey questions and

collect existing questions

ﬂ]é Swvey from those developed by

others
» Edit and order the questions

See “How to...”
Design the Questionnaire
in The Technical Guide

s Compose the layout of the
survey and the pre-coding

e Check to see that all general
questions the survey is
expected to find answers to
have been addressed in one
or more survey questions

o Write or arrange for cover
letters and survey cover
pages

¢ Circulate the draft survey to
select individuals for their
review and comment on any
potential problems

See “How to...”
Pre-test
in The Technical Guide

Bill, being the public relations person for the
Northview Communitv Survey, placed regular
articles in the local paper. As they were getting
into the implementation phase, Bill made
mention of the need for volunteers in his
newspaper article so the public could get
involved. Three people called Bill and asked
how they could help.

» Supervise the pretesting and
revision of the survey

s Supervise the photocopying
of all survey forms and
related information




Administer ° Supervise any sampling and

obtain all necessary mailing
the Survey or telephone lists or local
residential maps
¢ Recruit volunteers to assist in
collecting information
¢ Arrange for a training session
for telephone or personal

interviewers
l See “How to...”

Train the Interviewers
in The Technical Guide

« Supervise the interviewers,
which includes discussing
and keeping track of their
progress

e Supervise mail-out of
questionnaires (if applicable)

¢ Supervise the collection of ali
completed forms

¢ Follow-up to increase
response rate

See “How fo...”
Collect the Answers
in The Technical Guide

e
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Keep on As you can see, there are a The following form outlines the

number of tasks to be carried tasks in the implementation
TIQCI{ out in the implementation phase phase. Complete it and

of your'survey, particularly in distribute copies to your
the administration phase. It is working committee. A blank
easy to get lost in the process. form that outlines all of the

. The key to keeping on track and major tasks in surveying from
progressing with your project is beginning to end is located in
to outline your overall project Appendix A.1Y

timelines.. You have already - -
identified when you would like See Houto..

Set the Timelines
the survey results, but there are . . :
a lot of things to be in The Technical Guide

accomplished by then. Map out
the tasks and try to predict how
much time you will need for
each stage. This will allow
everyone working on the survey
to see when their contribution is
needed. Talk to people who
have been through a survey to
try to get an idea of realistic
timelines.

Joy asked all committee members to look
carefully at the tasks they were each
responsible for and to estimate the time each
task would require. At the next “get-together”,
all of the tasks and dates were discussed and
charted. It looked like a May completion date
was unrealistic and June would be more likely.
Since everyone except Bob was a volunteer, the
activities would be done mostly in their spare
time. The committee felt comfortable with the
timelines and all felt they could complete the
project by June. Their final chart follows:

. »\J‘
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Northview Community Recreational Survey

Project Timelines
Calendar Dates Person

Tasks Begin End Responsible
Before You Begin
Select committee members Dee & Dec 3t 4
The Plan: Jan. 1 - 31 "
Summarize the issue M_/ R _)AM 4
Identify resources _AM_(— _&ﬁﬂ_& ad
Review and choose survey approach J’IIM e (Jth 3 ad
Review existing material
Maintain public support VMAM
Implementation: Feb. 1 - May 30
Design the sample M hes M@ZM)
o Get lists, names kb | Teh 7
¢ Get maps or other documents T | o 71
¢ Draw the sample b 7 Ith 22
e Assign interviewers b 12 th 25
Design the Questionnaire e/ Uarch 12 WM
e Collect existing questions HA | el 14
¢ Write new questions ek | o 14
e Edit and order questions bl  Ithile
« Layout and pre-code o e = Fcb20
e Circulate draft for comments T 20 b5
e Pre-test interview/questionnaire H 25 Leb 2
e Revise ek 725  Maveh | -
e Pre-test Uarch 2.  Maveh 7
¢ Repeat as often as necessary
¢ Final type Mewch (o Mawch |1 _
¢ Make copies and assemble f_(,d/ 7.9 WK(A (2 _
Administer the Questionnaire Hh 2 . il 30 AL Den fab)
e Write introductory letter ®7hH 2 b 7 -
¢ Recruit and select volunteers b | el IS
= Train volunteers bl e 28
o Arrange time for interviews b 24 Marda (2
e Assign jobs to volunteers Mavdr 7 WUdweh |2
¢ Mail/deliver questionnaire Moawch 2. Mawch 15
e Interview March (2 % L7 .
¢ Follow-up on mail-out Apnl 7 ol 7
o Collect completed questionnaires | i( 30 Apnll 20

BEST CQPY AVAILABLE




R A R A A I I VG S 75 L B MR S R T

Tasks Calendar Dates Persm}
Begin End Responsible
Interpret the Questionnaire 15 May 15, ke Sally
Code (5 Mag T e
Sort and Cross-sort o 1S Hay T
Tabulate T May o
Draft results Hay (o May (4 IR
. Present results to committee Mo . it Uay i+ e
Prepare report M//u{ 23 st 7 s [ ikanen)
- Plan the report = Yoy i I
- Write the draft Moo (G HMay 2 e
~ Prepare graphs and charts ,U«ﬂ{ 6. MZj 20 [
= Type and edit draft Moy 20 Hay 27 R
¢ Present draft to key groups May 28 fune 7 e
s Print final report W”f }”M./_“LT’_ R
Follow-up
Mail/distribute the report }’IMIA? )WWL 2 et
Share the information ) _W 7. }lM‘—é L %
Create an action plan Al 2l W 28. Y .
Evaluate W 2. W 28 -
Show appreciation e 30 jumd 20 L
A SRR A RN IR ARG O R AR, e RN IR A R T Tt Tty AW L R R Y S Sl i i . % WM DS NENFL AN £ 2o -
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Project Timelines
Calendar Dates Person
Tasks Begin End Responsible
Implementation
Design the sample

¢ Get lists, names

e Get maps or other documents
¢ Draw the sample

e Assign interviewers

Design the Questionnaire

¢ Collect existing questions

e Write new questions

¢ Edit and order questions

¢ Layout and pre-code

e Circulate draft for comments
o Pre-test interview/questionnaire
e Revise

o Pre-test

e Repeat as often as necessary
o Final type

¢ Make copies and assemble

Administer the Questionnaire

¢ Write introductory letter

e Recruit and select volunteers

e Train volunteers

e Arrange time for interviews

o Assign jobs to volunteers

« Mail/deliver questionnaire

¢ Interview

e Follow-up on mail-out

e Collect completed questionnaires

| mxr...:: )




Interpret

the Survey
Results

» Calculate how many people
responded to the survey

» Supervise the sorting and
cross-sorting of survey
answers

See “How to...”
Analyze the Answers

in The Technical Guide

2 Compare answers to the same
questions from different
groups

» Compare results from this
survey to other similar
surveys

See “How to...”
Interpret the Answers
in The Technical Guide

o Draft the survey results
e Present the draft to the
working committee

Well, the survey is complete and the results are
in! Ken and Sallv presented the findings to the
working committee, outlining the significant
results, as well as general trends. There were
some clear areas for improvement by the rec
board but also some feedback that would
require further discussion. Sally fielded
questions and explained the findings. There
were some areas that needed to be further
developed. Kris took a copy of the draft to begin
work on the final report.




Write the
Report

Now that you've completed your
survey and have the answers to
your questions, you'll want to
share them with everyone. A
good way to do this is by writing
a report of your project - what
you did, why you did it and what
you found out. The following
outline notes the key areas you
will want to address in vour
report.

Introduction

e Who are the members of the
survey committee and when
was your committee formed?

e What is the background to
the problem/issue and why
was the survey carried out?

e What were the purpose and
objectives of the working
committee?

e Who contributed resources to
the survey?

Carrying Out the Survey

e What questions was the
survey expected to answer?

e What type of survey was
used?

¢ How was the survey
pretested? What actions were
taken due to the pretest
results?

o Who was asked to answer the
survey? How many were
asked? How many answered?
What was the response rate?

o What was the background of the
people who answered the
questions?

e Were you able to learn anything
about the people who were
asked to take part in the survey
but declined the offer? If so,
what did you learn?

e Were there any special
problems you had in conducting
the survey?

Budget
¢ Funding and expenses
¢ Donations in kind

- services

- volunteers

Results of the Survey

e What answers were collected
for each survey question?

e Can the answers be explained
by people’s background? Try to
explain your results.

e Were any comparisons made
between the answers different
groups gave for the same
questions? If so, what did you
learn from the comparisons?

¢ Were any comparisons made
between your survey results and
the results of other surveys? If
so, what did you learn from the
comparisons?

e e e
. .
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Conclusions

# Which questions were most
clearly answered and what
were the answers?

s Which questions had no clear
answers and what were the
most common answers?

Recommendations

+ What course of action can be
recommended considering
the answers received?

s Rank the recommendations
relative to the importance of
the timing
- immediate (within one year)
- short-term (within one to
two years)

- long-term (ongoing or more
than three years)

When Kris completed the draft report, the
committee got together to review it. Sally had
already shared with Kris and Joy the areas that
were re-developed and she now shared them
with the committee. In general, there was much
satisfaction with the survey results and with the
draft report. Some minor editing was required
with the draft, including some figure changes in
the budget. Joy arranged for a presentation of
the final draft to the recreation board for its
review and comments, as well as suggestions
for recommendation. A public meeting was also
scheduled, with invitations extended to the
mavor and local agencies and organizations.
The recommendations would be developed
then.

After you've received input from
all the members of your
working committee, share the
draft with other organizations.
People like to feel that they have
had the opportunity for input to
conclusions and
recommendations. Their
comments and suggestions may
be helpful in preparing the final
document. It is better to have
their input at the draft stage
than to have them possibly not
accept the recommendations in
the final report. Perhaps hold a
community meeting with the
key agencies and interested
people to review the draft and
priorize the recommendations.




Follow-up

Report Back >1
Share
the Information S>1
Create an
Action Plan 22
Evaluate
Yourselves 53
Show Your
Appreciation o4
Last Words 54

SECTION 4




Follow-up

Now it is time to decide what
action you should take as a
result of the information you
just collected. If nothing
happens, the information you
gathered was a waste of time
and effort. Also, the people in
the community could be upset
because you asked them what
they thought and then ignored
their answers.

The local people are involved
and interested in the project.
Make sure the resilts are

visible.

Depending on the relationship
Rep ort your working committee has
Back with the main group, you may

want to formally submit your
report for its acceptance and
adoption by the sponsoring
organization.

If you've done your
Share the 7 1" (00 bublic will be

II]fOImaﬁOH anxiously awaiting the results of
your efforts. Tell them!!

Now that the report was final, complete with
recommendations and conclusions, Joy wanted
to be sure everyone knew about it. Copies were
distributed to all local agencies, organizations
and government offices. She talked to the
newspaper about having a weekly series in
which the results of the report could be shared.
The articles would also indicate that executive
summaries of the report were available at the
rec office and FCSS office.

o Hold a press conference

¢ Issue news releases

¢ Hold workshops and invite
the survey participants,
interested organizations and
the general public

» Prepare a presentation and
address town council and
local groups

¢ Send the report to
government departments,
organizations and agencies

o If the eport is long, write a
two or three page executive
summary that can have a
wider distribution

¢ Have the report and/or
summary available at the
town office for interested
people




Create an
AC’Z.OH PI&H are you going to ensure they are

If you've drawn conclusions or
made recommendations, how

carried out? One thing you don’t
want is another report filed on a
shelf.

¢ Bring together the key
players and discuss the
recommendations

o Identify any time or financial
constraints which could apply

Joy knew that to implement some of the
recommendations, a plan of action should be
drawn up. A public workshop date was set, with
the objective to determine actions to implement
the recommendations. One recommendation
was that there should be more aerobics classes
available at different times of the day - noon,
after work, evening. An action plan could look
like this:

Action Resources Responsibility Measure

Ten volunteers $200 for Recreation Successful Dec. 19
from the instructor staff to retain  certification
community to  and adver- instructor and  of eight

be recruited  using set up training instructors

and trained to course Report to

teach aerobics Board

classes

Everyone in the workshop could brainstorm on

the action plans. The community would have a
Iot of ideas.

Deadline

o For each recommendation,
identify an action plan:!!
- What will happen?
- By when?
- What resources—money,
material, or manpower—
are required?
- Who specifically will carry
out the action plan?

e Maintain flexibility of action
plan

o Review progress regularly
and update

¢ Plar: for a long-term
evaluation of the action plan
and the process




FEvaluate
Yourselves

You've done a fine job! But, now
that you look back over the
whole project, would you do
everything the same? Since -
hindsight is 20-20 vision, you
can probably see areas that you
would do differently and
methods that were not quite as
effective as they could have
been.

Your last task as a working
commiittee is to review, with a
critical eye, the process you've
just been through. Without
laying blame, try to note what
you would change or what could
have been improved.

You may want to put copies of
all your letters, memos, notices,
newspaper clippings and
evaluations into a book for
future reference. Remember
when you got started on your
survey and you wished you had
somewhere to turn or
something to refer to? Don't
make the next group reinvent
the wheel. Share your
information - what worked?
what didn’t? Store your records
in a public place - the library,
town office, FCSS office or all of
them. Someone will thank you
for it in the future.




o Your volunteers have worked
ShOW ’011{' long and hard. It's been a tough

App]‘eCIal]OH go, no doubt with many ups and
downs. But you've completed a
major project that will benefit
everyone in your community.
How can you show your
appreciation to your
hardworking committee and
volunteers?

« Have a banquet or a wine and
cheese social to honor your
volunteers

¢ Present volunteers with a
plaque, certificate or a small

- gift

Joy knew the volunteers and committee had
worked long and hard - far beyond the call of
duty. She contacted each of them and asked if
they could make a final meeting on Saturday
afternoon. Although most weren’t pleased with
a weekend meeting, they all agreed to attend.

Joy arranged a special appreciation tea hosted
by the Royal Purple ladies. As the volunteers
arrived, they were greeted by a roomful of local
leaders and officials, a decorated hall and
plenty of goodies. Joy thanked them and
presented each with a small gift, donated by the
local jewellers.

The committee had learned a lot during the
survey and knew that it had been a worthwhile
project. They patted each other on the back—it
had been a job well done,

¢ Write a nice letter,
recognizing their efforts and
specific contributions, that
could be attached to a resume

¢ Arrange public recognition
such as getting their pictures
printed in the newspaper

Pat yourselves on the back. It was
a job well done!

Last Words

Using a community survey can
make a tremendous difference
to any community. You can plan
with confidence, knowing you
are well informed about the
issues, the concerns and the
community. In times when the
effective use of material, money
and human resources is
essential, one of the best ways
to ensure you are meeting the
needs of the community is to do
a Community Survey.

T
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Appendix A Project Timelines
Calendar Dates Person
Tasks Begin " End Responsible

Before You Begin
Select committee members
The Plan

Summarize the issue

Identify resources

Review and choose survey approach
Review existing material

Maintain public support

Implementation

Design the sample

e Get lists, names

e Get maps or other documents
e Draw the sample

e Assign interviewers

Design the Questionnaire

e Collect existing questions

o Write new questions

¢ Edit and order questions

s Layout and pre-code

« Circulate draft for comments
¢ Pre-test interview/questionnaire
» Revise

¢ Pre-test

» Repeat as often as necessary
« Final type

¢ Make copies and assemble

Administer the Questionnaire

o Write introductory letter

e Recruit and select volunteers
e Train volunteers

e Arrange time for interviews
¢ Assign jobs to volunteers

s Mail/deliver questionnaire

¢ Interview

e Follow-up on mail-out

e Collect completed questionnaires




- Tasks

Calendar Dates

Begin

End

Person
Responsible

Interpret the Questionnaire

s Code

- Sort and cross-sort

- Tabulate

Draft results

= Present results to committee
Prepare report

~ Plan the report

» Write the draft

¢ Prepare graphs and charts
» Type and edit draft

» Present draft to key groups
e Print final report
Follow-up
Mail/distribute the report
Share the information
Create an action plan
Evaluate
Show appreciation




Resource
Agencies

Alberta Bureau of Statistics

7th Floor, 9811 - 109th St.
Edmonton, Alberta

T5K 0C8

427-3058

Alberta Career Development
and Employment
Regional Offices

Room 206, 10363 - 108th St.
Edmonton, Alberta

T5] 1L8

4220046

Bag 90041

9621 - 96th Ave.
Peace River, Alberta
T8S 1T4

624-6531

Alberta Culture and
Multiculturalism
Regional Cultural Consultants

#2501 Provincial Building
10320 - 99th St.

Grande Prairie, Alberta
T8V 6J4

538-5408

#316 Provincial Building
5025 - 49th Ave.

St. Paul, Alberta

TOA 3A0

645-6328

Alberta Economic
Development and Trade
Regional Business Development
Branch

Regional Offices

Box 2490

111 - 54th St.
Edson, Alberta
TOE 3A0
738-8229

Bag 900-3

10122 - 100th St.
Peace River, Alberta
T8S 1T4

624-6113

#1401 Provincial Building
10320 - 99th St.

Grande Prairie, Alberta
T8V 6]4

538-5230

Box 1688
5025 - 49th Ave.
St. Paul, Alberta
TOA 3A0
645-6358

Alberta Municipal Affairs
Regional Office

Bag 900-30

9621 - 96th Ave.
Peace River, Alberta
T8S 1T4

624-6189

Planning Services Division
9925 - 107th St.
Edmonton, Alberta

T5K 2H9

427-2225




Northern Alberta
Development Council

Bag 900-14

#206, 9621 - 96th Ave.
Peace River, Alberta
T8S 1T4

624-6274

Alberta Recreation and Parks
Regional Offices

Box 747

4926 - 1st Ave.
Edson, Alberta
TOE 0P0O
723-8227

Box 1454
5025 - 49th Ave.
St. Paul, Alberta
TOA 3A0
645-6353

Box 1078

4917 - 53rd Ave.
High Prairie, Alberta
TOG 1EO0

#1701 Provinecial Building
10320 - 99th St.

Grande Prairie, Alberta
T8V 6J4

538-5300

Bag 900-11

3rd Floor, 9621 - 96th Ave.
Peace River, Alberta

T8S 1T4

624-6295

Regional Planning
Commissions

MacKenzie Regional Planning
Commission

Box 450

Berwyn, Alberta

TOE 0EO

338-3862

South Peace Regional Planning
Commission

200 Windsor Court

9835 - 101st Ave.

Grande Prairie, Alberta

T8V 0X6

532-0988

Yellowhead Regional Planning
Commission

Box 245

Onoway, Alberta

TOE 1VO0

967-2249

Statistics Canada

#215, 11010 - 101st St.
Edmonton, Alberta
T5H 4C5
1-800-282-3907




Appendix C
Northern
Community
Surveys

The following surveys have
been completed in northern
communities. For more
information or a copy of the
report, please call the Northern
Development Branch or contact
the community directly.

Town of Grande Cache
Community Needs
Assessment Survey; FCSS
Board, February 1987.

Purpose—To provide directions
for new or existing programs
and identify needs that can be
addressed in the future.

Hythe and District 1988
Community Survey; FCSS
Advisory Board and Harvey
Research Ltd., March 1988.

Purpose—To establish new

*direction for the delivery of

service by the Hythe and
District FCSS Advisory Board.

Elk Point and District Senior
Citizens’ Survey; Elk Point
Steering Committee,
1987-1988.

Purpose—To identify seniors’
needs, identify programs for
seniors and assess their
adequacy and to make
recommendations to help local
agencies and services make
plans that will let them serve
seniors better.

The Valleyview and District
Human Needs Survey; McQ
Enterprises Ltd., December
1985.

Purpose—To identify and
describe the extent of existing
and potential social and health
care problems affecting
particular target groups in the
Valleyview area and suggest
strategies through which these
problems may be addressed by
the Human Needs Committee.

Tourism—Lac La Biche
Country; Lac La Biche
Blueprint for the Future

Committee, September
1985.

Purpose—To study the
direction and impact of tourism
in the Lac La Biche area.

Some Community Impacts of
the New Correctional Centre
at Grande Cache; The DPA
Group Inc., June 1985.

Purpose—To assess the
number of inmate families that
might be expected to move into
the community and their needs
so that positive support
measures could be put in place.




Beaverlodge Community
Survey; Fresh Start
Consultants Ltd., June
1985.

Purpose—To identify
community needs in order to
give direction to town council,
to give the community a chance
to identify its needs and to
provide part of the basis for
acquiring funds for
development.

Elk Point and District
Community Impaet Study;
Nichols Applied
Management, January 1985.

Purpose—To examine
community concerns regarding
growth and development, to
evaluate the potential
socio-economic impacts of
resource development activities
on the community and
surrounding area and to
formulate recommendations
which will minimize negative
community impacts on the
community and enhance the
positive effects of development.

Cold Lake Discussion Paper;

Carcajou Research Ltd.,
November 1984.

Purpose—To determine what
should be done at the
community level to prepare for
and accommodate unforeseen
growth in the population.

Human Services in
Wabasca/Desmarais;

A Review; Bairstow and
Associates Consulting
Limited, November 1984.

Purpose—To describe and
inventory the human service
delivery system, to identify
service gaps and delivery
problems and to develop a
community-based strategy to
resolve major issues identified.

Fort Chipewyan Tourism
Industry: A Plan for
Development; Manecon
Partnership, March 1984.

Purpose—To research the
possibility of strengthening the
tourism industry in Fort
Chipewyan.

Opportunities for the 80’s:
A Community Study for
Swan Hills; Nichols Applied
Management, April 1983.
Purpose—To identify
appropriate economic
development strategies and
implementation of action
programs which could
strengthen and expand the local
economic base.




Appendix D

Terms and
Definitions

A S S

The following is a select list of
terms as defined in the Survey
Research Manual produced by
Alberta Recreation and Parks.
See the bibliography for more
detail.

Bias:

A biased question is one that
influences people to respond in
a way that does not accurately
reflect their position on the
issue. Some people are aware of
the bias and may be affected
negatively by it, so they may not
answer the question truthfully.
Other people may be unaware of
the bias and may then be
influenced to respond in the
direction encouraged by the
wording of the question or the
gestures of the interviewer.

Closed-ended Questions:

A closed-ended question

presents a problem or issue and

provides alternative answers
from which the respondent can
choose the answer that best
reflects the respondent’s -
situation. The answers that the
respondent can choose from
should be mutually exclusive
and exhaustive.

Closed-ended questions are

quite easy to code. There are

many types of closed-ended
questions.

1. Multiple choice: Several
choices of answers are listed.
The respondents record their
answers by placing a check
mark or number in the
appropriate blank, or by
circling the correct words.

b4

e

Checklists: Checklists are
used when more than one
answer may be correct.
Checklists indicate the
presence or absence of
something.

3. Ranking: The respondents
must arrange all the given
answers in order according
to some specified level.

Codebook:

A codebook is a document
that describes the location of
items from the questionnaire
in the survey data file and the
specific labels that make up
those items. A codebook acts
as a guide for coders as they
prepare questionnaire
responses for coding and for
locating items in data files
during the analysis.

Coding:

Coding is used to assign
numbers to identify
responses and response
categories to make the task
of tabulation easier. Coding
may be done manually on
paper for hand tabulation or
prepared for computer
analysis by keypunching the
codes onto cards or typing
the codes into a computer
terminal to transfer onto a
magnetic tape.




Confidence Level:

The oractitioners can express
the accuracy of the sample
statistics in terms of their level
of confidence that the statistics
will fall within a specified
interval. For example, ‘95%
confidence’ is often used.

Confidentiality and
Anonymity:

An anonymous study is one in
which nobody (not even the
practitioner) can connect
returned questionnaires to the
names of those completing
them. A study is confidential
when the practitioner knows
who has responded to each
questionnaire and yet promises
not to reveal this information to
other people.

Cover Letter:

Cover letters should be short
and to the point and accompany
any survey sent through the
mail or hand-delivered. The
cover letter should include: the
purpose, objectives and
rationale of the study; a
description of how the persons
were selected; a statement of
the level of confidentiality
and/or anonymity; an
introduction of the researcher;
identification of the sponsoring
organization; deadline date;
instructions for returning the
questionnaire if necessary; and
a ‘thank you'’ to the respondent.

Cross-tabulation:
Cross-tabulations are used to
examine the number of cases
that occur jointly in two or more
categories by integrating the
responses of two or more
questions. Cross-tabulations
explain rather than describe
data.

Exhaustive:

The practitioner should try to
include all possible answers to a
question. If a practitioner feels
he has left out some possible
answers, he should include a
‘don’t know’ or ‘other, please
specify’ category, so that every
respondent can answer.
Filtering Questions:

Filtering questions are those
which direct some but not all
respondents to skip one or more
questions on the answer they
provide. Special instructions are
required for filtering questions.

Follow-up Letters:

Follow-up postcards or letters
constitute one of the best
methods for increasing the
response rate. Generally, two
follow-ups are planned for a
mail-out questionnaire. The first
follow-up usually follows the
questionnaire in two or three
wee«s. The first follow-up is a
letter that encourages those
people who have not responded




to do so and thanks those who
have responded. The second
follow-up should also include
another questionnaire. Both
follow-up letters should include
basically the same material as
the cover letter.

Leading Questions:

Leading questions are those
that are worded in a way that
strongly influences the
respondents to give a certain
answer. They lead the
respondents to a particular
reply. Leading questions do not
elicit accurate answers.

Literature Review:

A review of the literature on the
specific research topic should
be completed to determine what
information is available and
what information is not
available. A literature review can
aid the practitioner on previous
methods of data collection and
areas that have or have not been
researched. Sources of
information are libraries,
agencies and statistics.

Loaded Words:

Loaded words are those which
spark immediate positive or
negative feelings in the
respondents. The danger is that
the respondents will react more
to the words than to the
question.

Mutually Exclusive:

The categories in a question
should be clear and not overlap.
In some cases, questions are
worded in a way that requires
respondents to give more than
one answers when only one is
required.

Open-ended Questions:
Open-ended questions allow the
respondents to answer with
their own words. Open-ended
questions are best used in the
exploratory or design stages or
when studying complex issues
such as attitudes and opinions.
Open-ended questions do,
however, present problems
when it is time to code.

Pre-tests:

In pre-testing, the practitioner
sends the questionnaire to a
sample of people as similar as
possible to the people who will
be receiving the actual
questionnaire. The practitioner
also sends copies to other
people, such as experts in the
research field.

Random Sampling:

A random sample is defined as a
sample which has been selected
from the population by a
process which assures that each
possible sample of a given size
has an equal chance or being
selected, and that all the
members of the population have
an equal chance of being
selected into the sample.

»




Respondents:

Respondents are those who
volunteer their time to
cooperate with the practitioner
by providing information about
themselves or knowledge about
certain issues. The practitioner’s
search for information should
never harm the respondents in
any way.

Response Rate:

To have the most representative
survey, the response rate
should be 100%. However, the
response rate is often much
lower. When the questionnaire
is dropped off and picked up, if
the response rate is between 30
and 40%, it is considered to be
good. Unless a high response
rate is obtained, the study
results cannot be assumed to be
representative.

Sample: .

A sample is a subset of the
population. In an experiment,
for economical reasons. the
practitioner usually collects data
on a smaller group of subjects
than the entire population. The
smaller group is called the
sample.

Surveys:

Surveys are useful for
examining things that are not
observable, such as opinions
and attitudes, as well as for
obtaining descriptive
information about the
respondents. There are four
types of surveys that
practitioners can use in their
studies:

1. Face-to-Face Interview: A
face-to-face interview
involves a meeting between a
respondent and interviewer
who records answers to the
survey questions.

2. Telephone Interview: In a
telephone interview, the
respondent is reached by
telephone and the
interviewer records the
answers to the questions.

3. Self-Administered
Questionnaires: In a
self-administered
questionnaire, the
respondent is responsible for
understanding the
instructions and questions
and recording his answers.

4. Public Meeting: Public
meetings are open to all
those affected by the issue
under study. Itis an
opportunity to both give and
receive information, to
discuss issues and to reach
an agreement. This is an
informal method of gathering
information and can only be
analyzed by recording and
examining the content of the
discussions.

Tables:

Tables cross-classify two

variables into rows and

columns. A reader should be
able to understand a table
without referring to the text.

Tables must have complete

titles and headings to aid the

reader in understanding what
the tables mean.
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HOW TO...
USE THIS GUIDE

The Community Survey Technical Guide accompanies the Community Survey
Handbook. Its purpose is to provide more detail on specific survey

techniques, in particular "how to" do the steps in the process outlined in
the Handbook.

The Technical Guide provides general guidelines and tips in carrying out a
survey. It is highly recommended, though, that you also refer to other
resources. The library has a variety of books on all aspects of surveying.
There may also be people in your community who have been through the
survey process. They can serve as excellent resource people and can
provide experienced guidance and advice. The appendix at the end of the
guide lists other resource agencies you may want to contact.

A community survey provides you with good feedback on the concerns and
issues of local residents and can help you plan to meet local needs. It

also brings community people together to work toward a common goal or
address a specific problem or issue.

Good luck in undertaking your survey.




Page 2

HOW TO...
SET THE TIME LINES

A comprehensive planning schedule is crucial to the success of your

project. One very effective method of planning is through the use of a
Gantt chart.

The main feature of the Gantt chart is that the start and finish dates of
all the tasks are depicted on an easy-to-see time scale or calendar. You
can choose a time scale according to the number of tasks and the length of
time you'll need to do them. For example, each column of the chart can
represent a day or a week. The sample chart that follows is based on the
timelines set by the Northview Community Recreational Survey, as
identified on page 38-39 of the Community Survey Handbook. The horizontal
line after each task shows when that task starts and finishes. Broken
lines may be used to show work beyond the scheduled completion date.

Every member of the working committee should be provided with a Gantt
chart, which they can use to follow the progress of the tasks they are

responsible for. A blank master copy of a Gantt chart suitable for
duplication follows on page &.

(8}
J
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HOW TO...

SELECT A SAMPLE

There are three steps in selecting who you should get to answer your
questiouns.

1. First define your population. This would be the complete group of
people that you are interested in studying.

2. Which people of the group should be asked the questions? This is
the sample; the sample is a subset of the population.

3. How should these people be selected? This is the sampling method.

Depending on your population size, you may want to survey everyone
involved. For example, in the following groups, you can contact everyone
so you don'’t have to decide who to leave in or who to leave out.

® Members of your organization
® Your board of directors
e Volunteers in your agency

Samples and sampling methods are used when you can’t or don’t want to
survey every member in the group. For economical reasons, data is usually
collected from a smaller group rather than the entire population. The
following situations would require attention to both sample size and
sampling methods.

& Your neighborhood
e (Clients of your organization
e A whole town or city

In these cases, it is too costly and time consuming to survey or interview
every member of the population. So, a sample is selected to provide the
answers. The critical question is: how accurate is it to generalize the
answers from your sample to your population? If 50% of the sample say
they want a swimming pool, we can’t be certain it means 50% of the
population want a swimming pool. Obviously, the larger your sample, the
more accurate your results would be.

The following chart is a general guide to how manv people should be
sampled, based on the population size.

Total Number in the Population Sample Size
100 or fewer all
101 to 300 2 out of every 3 people
301 to 500 every second person
501 to 1,000 every third person
over 1,000 370

78
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Let’s look at an example.

This case relates to the scenario in the handbook about the recreation
survey in Northview.

Population Total Number Sample Size
Continuing Education Board 8 8
Continuing Education Staff 3 3
Present participants of recreation courses 71 71
Past participants of recreation courses 364 182
Adults of the community who may take

recreation courses 1,430 370

Now that you've identified the number of people in your sample, how do you
select which individuals you will survey? There are a number of different
methods that can be used, some being more effective than others.

Accidental Sample

This 1is the weakest type of sample but the easiest to get. A typical
accidental sample is the "man-on-the-street" interview. The interviewer
asks whoever comes along and is willing to talk. However, this can be a
source of bias. For example, suppose you were doing a community survey and
decided to interview 100 households. If you talked to whoever answered the
door, the sample would be accidental. Children, mothers, fathers and
babysitters could have answered the door. But, depending on the time of
day, it's possible the majority of respondents could have been children or
teenagers, neither of whom represent the whole community.

Re i le

Rather than a sampling method, this is more a selection procedure. Here,
the choice of who is interviewed depends on someone's judgment of who is
and who isn't a "typical representative" of the population. Sometimes
people are selected because of their reputations or because they are
publicly visible or because they hold a particular position. Talking to
the presidents or executive directors of organizations is a legitimate way
to collect information but no claim should be made that the views of these
people represent the views of the population.

Randon Sampling
In a random sample, every member of the population has an equal chance of

being selected and included in the sample. One way to do this is to
divide the total number of people in your population (1450) by the sample
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size that you need (370). The resulting number (3.86) means your sample
would consist of one in every four people. Then, you would go through the
list of names choosing every fourth person until you had 370 names. The
list you use would have to have every member of the population on it. It
could be a taxpayers list, voters list or the telephone book.

Other Sampling Methods

There are also other umethods of sampling.

For more information and details on sampling, you may want to refer to the
resource appendix.
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HOW TO...
DESIGN THE QUESTIONNAIRE

Askipng the Questions

As we learn every day from our own conversations, people don’t always
answer the question we think we just asked. If we tape-recorded our
conversations and then replayed them, we would realize how unclear some of
our questions really are. In conversation, we rely on a number of factors
to understand meaning: the words used, how well we know the other person,
facial expression, hand gestures and tone of voice.

With a survey the questions have to be clear enough to stand by
themselves. Therefore, it is important to choose words, phrases and

sentence structure that are commonly used by the people who will answer
the questions.

Although there are many ways of asking questions, a few are used most
commonly. There are good reasons for their common use:

® Most people can understand the format of the question

e You can be fairly sure that you know what people mean by their
answers

There are two main types of questions that are commonly used in personal,
telephone and mail surveys:

o Open-ended questions
® Closed questions

Open-ended Questions

Example: What changes would you like to see in the services available
at the Pinehurst Centre?

Open-ended questions invite the person answering the question to give
whatever answer fits that person’s situation. Answexrs to the above

question could include anything from better lighting to keeping the
library open on Saturdays.

O

ERIC 81
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Guidelines:

e Keep the questions short.
e Limit each question to one idea.

e Try filling in your own answer to see how much space to
leave.

e Use open-ended questions sparingly.

- The answers are slow for interviewers to write down.

- People tend to dislike the time it takes to write out
their thoughts on mail questionnaires. As a result,
open-ended questions are often left unanswered.

- Answers to open-ended questions are difficult to
analyze.

Closed Questions

A question 1is closed when respondents must choose their answers from
answers provided. There are three major types of categories for closed
questions which are illustrated below and discussed in this section.

1. Nominal Type

Example: Were you born between 1919 and 19387

O s
0w

2. Ordinal Type

Example: Please indicate your age group.
Adolescent (age 9-12)
Teenager (age 13-19)
Adult (ages 20-39)

Middle Age (age 40-55)

O0O000O0

Senior (age 60-80)
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3. Interval Type
Example: Please indicate your age group.
| O 11-30 years
E] 31-50 years
E] 51-70 years

Nominal Type
Questions using a nominal scale have categories of responses from

which to choose. Sometimes there are only two categories ("yes" and
"no") and sometimes there is a checklist of items.

Nominal scales are generally used to gather factual information; they
do not measure degree of feeling, relative strength of opinion or
frequencies of behavior.

Example: . Have you ever attended any evening courses at Gallagher
School?

E] Yes
Ej No

Example: Are you eligible for a government grant to pay for
child care?

E] Yes
[] No

E] Don't know

[] Not applicable

Example: Do you have all the information you need about vacation
spots in our county?

[:] Yes
E] No

If no, what additional information would you like?

(Please fill in)
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What was your main reason for becoming a volunteer?

Have free time available

Wanted to do something to help

Wanted to meet new people

Chance to learn skills that might lead to a job

Other:
{Please fill in)

Guidelines for Nominal Questions:

Be sure all possible responses are provided. Add "don't
know", "not applicable" or "doesn’t matter" choices to
yes-no questions, if these are possible answers.

Ask a follow-up question to either a "yes" or "no"
answer wherever you want to learn more than how many
people said "yes" or "no" to the quecstion, such as why
people said "yes" or "no".

Be sure the categories for response do not overlap,
such as in the following example:

Which activity do you do most in your leisure time?

Skiing
Skating

Hockey

O00n0

Team sports

Because "team sports" 1is so general, it overlaps with
some of the other categories i.e. hockey.

Choices for the answer are easiest to read when the
blanks for answers 1line wup vertically. They can be
placed either before or after the choices.
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Ordinal Type
In an ordinal scale question, the answers provided have a logical
relationship to each other. We may not know precisely the difference
between categories but we do knuw it is orderly.

Ordinal scales use categories such as:

L atvays [ Seromgly agree [ poor

L ozeen L agree L pasr

0 sometimes O Disagree 0 Gooa

O Rarely O Strongly Disagree 0 Excelient
> O yever O No Opinion

One type of ordinal scale questions 1is the ‘"range-of-response
questions". Another word for "range" is distance. This type of
question allows you to give your answer somewhere between two extremes

such as good and bad, or often and never. The choices are spelled out
for you.

Example: How often would you have time to be a parent volunteer at
the after-school centre?

O

D Twice a month

Once a week

D Once a month
E] Not at all

Example: How would you rate the safety of crossing the street in this
area for young children walking to school?

Excellent
Good

Fair

Ooooog

Poor
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About how many times did you personally use the community

centre 1last winter (from December 1 to March 1)? Please
check one response.

O
O
O
O

[] Not at all

More than 16 times
Between 8 and 15 times
Between 4 and 7 times

Between 1 and 3 times

Guidelines for Ordinal Questions:

Interval Type

Provide at least four or five alternate responses

Ensure there are the same number of positive statements as
negative statements. Keep the scale balanced to avoid bias.

List the responses in a logical order
Ensure there are no overlapping categories

Include all possible responses. The respondents who do not
have an opinion or have not made a decision need a category.

This type of question can be used for interviewing even
though there are more than three possible answers. Because
the answers are related, they are easier to remember than in
the checklist-type example. Even so, the interviewer may
need to repeat the answer options before the person
answering can choose the answer they wish to give.

An interval scale not only has a logical ordering like an ordinal
scale, but it also has equal distances between each category.

Example:

The most

What do you think the monthly operating cost for the arena
are?

[] $1,000 - $1,499
[] $1,500 - $1,999
[] $2,000 - $2,499
D $2,500 - $2,999

common interval scales are those dealing with age, income,

years, etc.

86
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Guidelines for Interval Questions:

] Make sure that;’éach category is the same size i.e. if your
first category is 1 - 9 then your next must be 10-19.

o Make sure there. are no overlapping categories i.e. do not

have categories .1-10, 10-20, 20-30.

Checklists

A fourth type of closed questions allows the respondents to make
several choices: checklists. - A checklist is used when there is more
than one alternative that may be correct for a respondent.

Example: How did you hear -about this workshop?
(Check all that apply.)

Newspaper
Radio
Promotion brochure

Grocery bag leafiet

OoOoooaad

Other

(Please fill in)

Example: Some of the activities of XYZ Seniors Groups are listed
below. We would "like to know whether or not you want more
information about these activities.

I do not I do want
" want more more
information information

Current Events Discussions
Day Excursions

Volunteer Grandparents'
Craft Courses

History of Canada

Bridge for Beginners

Psychology Courses

oooooooo
OOoo00000

Modern Theatre




Page 15

Guidelines for Checklists:

The 1list should include all possible answers. If it is impossible
to list them all, the category "other" should be provided.

The list should not include overlapping items.

On mail questionnaires, include the direction check all that
apply for questions where more than one answer is possible;
otherwise, some people will check only one answer and that could
mean either they thought only one answer was expected or they
only had one answer to give.

This type of question brings us to one of the differences between
mail-type surveys and interview-type surveys.

A rule of thumb for planning interviewing is that people can’t
remember more than three different choices of answer wvery
easily. Therefore, the common practice is for the interviewer to
ask the question and then check off the answers on the survey
which are closest to the ones given by the person being
interviewed, rather than reading off all the possible answers.

In interview-type surveys, a format that is easy for the
interviewer to follow has the interviewer’s words in CAPITALS and
instructions to the interviewer in brackets (). The following
example is the interview format of the previous example.

Example: HOW DID YOU HEAR ABOUT THIS WORKSHOP? (Follow the answer

with a question:) WERE THERE ANY OTHER WAYS YOU HEARD ABOUT
THIS WORKSHOP? (Check all answers given.)

Newspaper
Radio
Promotion brochure

Grocery bag leaflet

OOoOonO

Other

(Please fill in)

88
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Background Quegtjons

Usually there are some parts of a person’s background that heip to explain
the answers that he or she gives to survey questions.

The answers to background questions also make it possible to describe the
people who answered the survey.

Because these questions can easily offend by asking for information that

is often Kkept private, it is important to ask only those questions whose
answers are truly needed.

The way questions are worded can also help to avoid offending people by
asking for general, rather than specific, information. For example, you
can ask what age group the person fits into rather than what their age is.
Here are some standard ways of asking background questions.
Age
Example: Which age group are you in?
D under 25

D 25 to 45
E] 46 - 65
E] over 65

Guidelines to "Age" Questions:

. Adjust groupings according to the needs of the survey.

o Avoid groupings that end in 30s, 40s, 50s, etc. Some people
don’'t like to admit they’ve passed an age ending in zero.

o Number groupings should not overlap as they do in the

following example because they provide two choices for
people aged 35,

E] 25 to 35

E] 35 to 45

&89
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Location
Example: Do you live closest to
E] Hythe
E] Beaverlodge
[:} Grande Prairie

Guidelines to "Location" Questions:

® Choices should relate to the survey concern. Town quadrants
(NE, NW, SE, SW), townships, or kilometres from a fire hall,
for example, may be more appropriate than town names.

The following background question topic areas can create anxiety and
should be avoided if at all possible:

Marital status

Employment status
Nationality

Income bracket

Level of education completed

Usually there 1is another way of asking what you actually want to find out
instead of asking for any of the above personal information directly. For
example, do you really need to know if a person is employed or is the

question you need answered, "Did you find a job after you finished your
training program?"
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HOW TO...
DESIGN THE QUESTIONNAIRE

Wordi: e estio

There are a number of factors to keep in mind when you are designing your

questionnaire. The follgwing points highlight key areas to be aware of as
you write your questions. '

Loaded Words

"Loaded"” words or phrases are ones that stir up immediate positive or
negative feelings. "Drugs”, "strikes", and "vandalism" are loaded words.
When loaded words are used in questions, people react more to the words
than the issue the question is addressing.

When loaded words are used, the researcher does not know what part of the

question the respondent is reacting to. Consider, for example, the
following question:

Example: If there was an election tomorrow, who would you vote for?

D Sam Smith, our present mayor

O

If respondents are not familiar with the candidates, they may be
influenced by generalized attitudes. Some might indicate Sam Smith
because they favour stability, experience in a job, etc. Others may
choose John Jones because they are in favour of change, or because they
sympathize with an underdog, or for other reasons not directly related to
the candidate himself. The information provided wouldn’t be helpful

because you would not know what part of the question is being responded
to.

John Jones, the present challenger

Often the names of organizations, political parties, people or groups are

"loaded". When a question starts with a phrase such as, "Doctors say...",
some people will be drawn to agree just because they trust what doctors
say. Others will disagree simply because they are skeptical about

medicine and doctors.

To ensure your questions are clear and unbiased, you should always test

them with a small group before you actually use them. How to do a
pre-test is discussed later.
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loaded Questiommajres

When all the questions in the questionnaire are written, the questionnaire
as a whole should not reflect a bias on any issue. Each section of the
questionnaire should be neutral. To do this, both sides of an issue
should be asked about, the positive and negative features of a program
should be addressed, and on important issues, questions should be asked
from both a positive and a negative perspective.

You also need to provide balance when you use open questions. Always ask
at least one question on each side of an issue or idea. The examples

below could be wused in mail questionnaires or in telephone or personal
face-to-face interviews.

e What are the strengths of the provincial association?
e What are the weaknesses of the provincial association?

e As you see it, what factors have contributed to the success of
program X?

e As you see things, what factors have blocked program X from
success?

e What do you hope happens at our conference?

® What do you hope does not happen at our conference?
Leading Questions

People sometimes respond to questions on the basis of what they think is
the interviewer’s answer, or on what is the socially-desirable answer.
These responses happen because of the human tendency to want to look
socially-acceptable, successful, knowledgeable, fair, helpful,
intelligent, a good citizen. This tendency is so strong that people are
reluctant to admit they don’t know the answer to a question, or that they
don’'t do things they say others should. On questionnaires, people will
tell you they voted in the last election, brush their teeth twice daily,
buy church raffle tickets, read the daily papers, enjoy the best-selling
books, etc. Often these answers are not exactly true.

The way we ask our questions can lead the response.
Example: Are you in favour of extending services to seniors?

Example: How much time did you devote to your child’s homework last
week?

Q

ERIC 32

Aruitoxt provided by Eic:
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To disagree with the first question is like voting against motherhood.
The second question not only assumes the respondent did spend some time on
the child’s homework, it also uses a loaded word "devote”. For some

respondents to answer "I did not spend any time" would almost be admitting
"I am not devoted to my child".

Va W nd Phrases

This 1is a tricky area because sometimes you want to be deliberately vague
to explore ideas. At other times, vagueness will be confusing to the
respondent and/or the results will be confusing to the interviewer.

The following are some common vague phrases that should not be used.

Example: How often have you used the Information Centre in the last
month?

E] Never

[] Sometimes

The categories of response for this question are too vague. Also, the
word "you" may be taken to mean "you, personally", or "you and your
family". When the word "you" is used, always specify to whom it refers.
Here’'s a better way to ask the same question.

Example: In the 1last two months, how often have you personally used
the Information Centre?

E] I NEVER HAVE
E] I HAVE USED IT LESS THAN TWO TIMES
E] I HAVE USED IT THREE TO FOUR TIMES
D I HAVE USED IT MORE THAN FOUR TIMES

If the question refers to a specific time, it is wise to specify it.

"1989" instead of "in the last year"

July and August" instead of "During the summer"

: " instead of "Evenings"
v ti

A few times. once a month", etc., instead of "Rarely,
Never, Often"

<2
(.
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C ex Questions

Sometimes you can’t remember what you did last week, yet surveys have been

known to ask people to remember details from last year. Some types of
detailed information are hard to get.

Example: How many books did you borrow from the Public Library during
19897

books.
Many respondents will mnot be able to remember this information. The
questions are so mentally demanding that respondents may develop negative

feelings about completing the questionnaire or interview. The question
would be better phrased as a series of closed questions,

Example:

1. Have you borrowed any books for yourself or your family from
the Public Library since January 1989?

E] YES -- please answer question 2
[] NO -- please go directly to question &
2. Approximately how many books have you borrowed?

[] LESS THAN 10 BOOKS

E] 10 TO 20 BOOKS

E] 21 TO 30 BOOKS

E] 31 TO 40 BOOKS

E] MORE THAN 40 BOOKS
Mentally-taxing questions often appear when surveys want to know how
people spend money and time, or details of their past. This places

unnecessary demands on the respondents unless questions are sequenced in

an order that helps them recall and answer sequential pieces of
information involved in the question.

Checklists that are too long and ranking questions with more than eight to
ten items, place heavy demands on respondents. Similarly, a long series
of attitude questions will tax respondents. With these types of
questions, even an interested, willing respondent can suffer mental
fatigue and be wunable to give full attention and consideration to each
item or question. When this happens, "No Response" and "Don’t Know"
answers increase and the quality of information you receive is low.
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Offensive or Threatening Questions

Some questions can offend respondents so much that they may answer
dishonestly or even refuse to answer the question. One reason they may be
~ffended is that a personal question may be seen as an invasion of
privacy. TFor some people, the folldcwing may be an offensive question.

Example: Have any of your children been involved in acts of vandalism
(destruction of public and private property)?

[:] Yes
[:] No

These questions can be asked in a less objectionable way by either
providing an introduction or background to soften the question or asking a
series of questions starting with general opinion questions.

Example:

l. As you may know, there is some discussion about vandalism in
this community, and there are questions as to how it should be
handled. Some people feel it is a serious problem: others
feel it is not a serious problem. How about your opinion? Do
you consider vandalism to be a serious, moderate, slight, or

no problem in this community? (Check off the box beside your
answer. )

SERIOUS PROBLEM
MODERATE PROBLEM
SLIGHT PROBLEM

NOT A PROBLEM

OO0o0o0.

NO OPINION

2. During the 1last few years, do you think the incidence of

vandalism has increased, stayed the same, or decreased in this
community?

INCREASED
STAYED THE SAME

DECREASED

gooad

NOT KNOW
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3. Do you personally know anyone who has been involved in
destroying public or private property?

E] Yes
U x

4. Have your children ever been involved in destroying public or
private property?

E] Yes
E] No

ropriate estions

Perhaps the most costly error of all in writing questionnaires occurs when
the researcher has forgotten or overlooked the purpose of the research and
the specific information that needs to be collected. This frequently
occurs when people jump into writing questionnaires before clarifying how
the responses will be used. When this happens, a lot of information might
be collected that is "nice to know" but not necessary or, even worse, the
needed information might be missing.

Each question wused should have an explicit rationale for being in the

questionnaire. You must know why the question will be asked and what will
be done with it.
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HOW TO...
DESIGN THE QUESTIONNAIRE

Oxdering the Questions

Once you have designed the questions to get the answers you need, it is

important to ensure the questions are in a logical sequence and are easy
to follow. ‘

Organize the survey by grouping the questions related to each
topic. Deal with one topic at a time.

Aim for a 1logical flow from one question to the next where
possible. For example, ask whether people have pre-school-aged
children before asking whether they need day-care.

Start with simple questions that are easy to answer to arouse
interest. Go from:

- General questions to specific questions
- Easy questions to difficult questions
- Impersonal questions to persomnal questions

Place background questions last in the survey. That way, any
negative feelings about the background questions do not carry
over into answers to the main questions.

For "GO TO" instructions where people are directed to skip
questions if a topic does not relate to them (see example), be
sure the numbers people are directed to are correct. Question
numbering can easily get confused during the revising stage.

Example: Do you have any family antiques to contribute to the
museum collection?

D NO (GO TO question 13)
E] YES (GO TO next question)

Identification of the person giving the answers is handled in
one of two ways, You can either use identification numbers
placed in the upper right-hand corner of the first page or ask
the person to give their name and phone nuxber or address at the
end of the survey. Since people will feel freer to answer with
an identificacion number than with their name on the survey, only
ask for names if you must have them for some reason.
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HOW TO...
DESIGN THE QUESTIONNAIRE

Laying out the Questions

The final touches to your questionnaire revolve around how it is laid out.
A survey that looks good and looks professional will get a higher response
rate than one that looks poor. The survey also creates a first impression

of the community group, so plan carefully. The following points may
provide you with some tips.

Organization
Personal and Telephone Interviews

Personal or telephone survey forms generally have the introduction on the
first page of the survey.

The introduction should include:

® The interviewer’s name

e The title of the survey, the group who are having it carried out
and the reason the survey is important

e Who is being asked to answer the survey and if their answers will
be confidential

e Approximately how long the interview will take and whether this is
a good time for the interview

A cover page for interviews is helpful for both the interviewer and the

survey manager to keep track of progress on each interview. It can
include:

e Name of the interviewer

¢ Name and address or phone number of the person to be interviewed
e Day and time of first contact if necessary

e Day and time of second or third contact if necessary

e Space for a suggested call back time

e Final interview status: completed, refused or no answer after three
attempts

e Tdentification numbers of people '10 are interviewed should appear
brth on the cover page and on the iuterview form
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Mail Questiomnaire

A mail
™
™

survey package includes:
An introduction or introductory letter
The survey letter itself

A stamped, addressed return envelope

An introductory letter can carry a lot of weight, especially if it is
printed on letterhead and is signed by the head person who has access to
the letterhead. This could be the director of an agency, the mayor of a
town or the president of a society.

Information to include in the introduction would ideally be:

The title of the survey, the group who is having it carried out and
the reason the survey is important

The purpose of the survey and the importance of participation

Who is being asked to answer the survey and if their answers will
be confidential

When the survey will be completed, where the results will be
available and what it will be used for

Deadline for mailing back completed surveys

Name and phone number of the person to contact if there are any
questions

The ideal mail out survey is two to four pages long. A shorter

survey may not appear serious enough to answer. A longer survey
may be set aside for answering at another time.

Back-to-back printing makes the survey seem shorter, but
sometimes people omit filling in the backs of one or more pages.

Reducing the size of the print to get more questions on a page
only works to make the survey seem shorter if the print is still

easy to read and if there is adequate space for filling in
answers.
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The bost solution to a long survey is to review the questions and
remove t-2 ones whose answers will provide the least help.

Type should be easy to read. Size of type, space between lines,
and clear type all influence how easy a page is to read. Leave
lots of white space.

Use underlining, capitals, boldface, double and single spacing in

a consistent way to set apart instructions, questions and spaces
for answers.

Leave adequate space for answers. Check by completing a copy of
the survey yourself,

Print 10 - 15% more surveys than you plan to use so you have
extras for call backs, etc.

Choose paper, type and copy method carefully, particularly for
mail out surveys.

If you have the budget, have your questionnaire copied by a
professional printer. This will add to the 1look of
professionalism of your form.
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HOW To...
CONDUCT THE PRE-TEST

Whatever form of questionnaire you will use, you can be sure of one thing:
it will need corrections and revisions to make it work effectively. A
pre-test is an evaluation of the questionnaire before it is used to ensure
its effectiveness. You could be under strict timelines and feel you can’t
afford the time to pre-test; in that case, you may want to re-evaluate
whether or not you should conduct a survey. A survey tool that is not
effective is not much use. It is important to take the time and ensure you
are getting reliable and valuable information.

A pre-test will address a number of questions:

1. Can the instructions be followed as they stand or do they require
further explanation?

2. Are all the questions/words understood?
3. Are there any questions that are unclear or confusing?
4. Do the questions ask what they are intended to ask?

5. Are the questions interpreted as they were intended and interpreted
similarly by all respondents?

6. Are there questions people do not know how to answer or do not wish
to answer?

7. Do the questions seem relevant to the problem or issue you are
studying?

8. Does there appear to be any bias in the questions?

9. Does the questionnaire create a positive impression and motivate
people to answer it?

10. How much time is required to complete the questions?

Four types of people should take part in scrutinizing the questionnaire
during the pre-test:

Colleagues

Research experts

Potential users of the data
Cross-section of potential respondents
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The first three groups can provide valuable feedback. Your colleagues can
comment on how well the questions accomplish the study objectives. Experts
in the field of research may have suggestions that could increase the rate
of response or clarify any question areas that appear vague. Potential
users of the information would have thorough knowledge of the topic area
and could check for accuracy and lack of bias.

At this point, you will have checked your questionnaire with a small group
of people who are willing to help and you have probably made some changes
and revisions. This is pot enough. NEVER assume that because you and your
colleagues understand your questionnaire, that your respondents will too.
Colleagues and friends are well-meaning but (a) they are too kind; (b)
they are not the same as the people in your sample; and (c) they may have

heard you discuss your study, which would help them understand your
questions. ’

re-test wi potential ondents is critical. It can examine any
areas on the questionnaire that may confuse the respondent and can suggest
and raise points that perhaps were overlooked. You will want to pre-test
with a small sample of perhaps 20 to 100 people, depending on the sample
size of the main survey. This random sample should be similar to the

actual sample population and include people who know nothing about the
survey background.

Contact each of the people by telephone first to explain the help you need
from them, and ask for their assistance. Conduct the survey as you pian
to, either by personal interview, telephone interview or by mail. After
the survey, ask for their reactions and spend time getting answers to the
above questions. In the mail-out questionnaire, you can either follow-up
with a phone call to the respondent or leave room on the form for people
to provide their comments.

When analyzing the results of the pre-test, look for questions with a high
degree of consensus, large numbers of "don’t know" or "no opinion" answers

and incomplete answers. Eliminate or revise these questions for the final
draft.

After doing the pre-test, use your feedback. Go back to the drawing
board. Revise and clean up the form. If substantial changes were made
from the first draft, do a second pre-test on the second draft.

To summarize, pre-testing includes the following steps:

1. Obtain feedback on the draft questionnaire from colleagues,
research experts and those who will use the data

2. Revise the draft
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3. Present the questionnaire to a small sample of potential
respondents in the manner you plan to wuse, such as mail,
telephone or in-person
4, Obtain comments frem the respondents
5. Revise the questions that caused difficulty

6. Re-test

7. Prepare final draft
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HOW TO...
TRAIN THE SURVEYORS

Whether your plans are for telephone surveying, personal interviewing or
door-to-door surveying, the surveyors require some training to understand
the survey process. It is important that they know:

The survey background

The survey objectives and purpose

General information on the sponsoring organization
What to expect in the field

How to answer questions from respondents

Appendix D has a list of helpful hints for surveys that were used during a
community survey in Beaverlodge.

Mail Questiomnaires/Drop-Off - Pick.-Up Questionnaires

In these types of surveys, there is minimal contact between the respondent
and the individual who mails or drops off the form. The questionnaire
administrators must still be able to provide information on the general
points noted above in case of queries.

Telephone and Personal Interviews

The interviewers in these types of surveys must have well-developed

interpersonal skills. They should be pleasant and have good listening
skills.

Before selecting your interviewers, you may want to interview them to see
them operate in a situation similar to what they will be asked to do. Talk
to a potential telephone surveyor on the telephone to get an idea of voice
and manner. All interviewers will need to be politely persistent.

Both telephone and in-persen interviewers will need to have a training

session. The training should include information in the general points
noted previously, as well as:

e The nature of the survey and its purpose
e What the results will be used for
o How the sample was selected

¢ How long the survey should take

The surveyor will need to be intimately familiar with the questionmnaire.

Go through the form thoroughly, ensuring the questions and coding sheets
are understood. Identify the types of answers that could come up.
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The training should include practical situations - both through role plays
and actual interviews in the field with people similar to, but not the
same as, the sample. It is very convenient to combine interviewers
training and practice with the pre-testing of the questionnaire.

In the practice interviews, you may want to bring in extra people so that
each interviewer will have someone with whom to practise. Give the
interviewers your questionnaire and have them conduct the interview as if

it was the real situation. If poss%ble, record the interview or arrange
for someone to observe each interview.

There are specific speech behaviors to watch and listen for:

e Tone of voice
e Speed

e Energy level
e Clarity

These "cues" will often influence the respondent without the interviewer
or respondent realizing it. If your interviewers skip across some
questions and 1linger over others, it is important to find out why this
happens. Are some questions boring to the interviewer? Do some questions
cause embarrassment or anxiety? The interviewer’s attitudes and feelings
can be communicated quite subtly and they will influence the respondent.
There is nothing more discouraging than finding out after the study is

over that your respondents were influenced by the interviewer and your
research results are biased.

Check for leading statements and fast closure. Interviewers - sometimes
unknowingly - shape the respondents’ answers either by suggesting answers
they personally favour or by moving quickly to the next question when they
hear something they don't favour. These influences are often nonverbal.
The interviewer may unwittingly "reward" some responses by smiles, nods of
agreement, or change in tone of voice. They may "punish" other responses
by simply not reacting, by puzzled looks, or by sighs. ‘

Note what the interviewer writes down compared to what the respondent
said, based on tape recordings or what the observer saw. If an
interviewer is asked to record exactly what the respondent said, verbatim,
then notes that just give a sense of what was said will not be good
enough. What's left out of an interviewer'’s records might actually be a
source of bias. What an interviewer adds (thinking it was said, or trying
to clarify what the respondent meant) is also a source of bias.
Sometimes, in comparing two records of the same interview, you’ll discover
the interviewer has systematically - but unconsciously - distorted what

was said to fit what he or she thinks the question means or what the
respondent meant.
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Sometimes the interviewers fail to record something because they think the
information 1is so basic it can be taken for granted. All these behaviours
will distort the information collected.

Check that interviewers understand how to probe for more information and
how to clarify responses. Give them examples of neutral probes like
"Could you say more about that..."” "I'm not certain I got exactly what
you meant. Could you tell me again?" or "May I repeat what I wrote down
so vou can check that I have everything you want to say..."

Training interviewers is critical to the success of your study. It'’s also
important that you supervise them on a regular basis to check if they are
having any problems, and to read their completed interviews.

Practice-interviewing should give interviewers an opportunity to deal with
such typical statements as:

e I don't know about the topic so please interview someone else.

The interviewer should not contradict the respondent, but should
reply, "The focus of this survey is how people feel about ABC
rather than what they know. Whatever information you can give us

will be helpful, Perhaps if I read you a couple of questions,
you’ll know what I mean..."

e I'm too busy.

The interviewer should acknowledge that he or she may have
interrupted the respondent, explain how long the interview will
take, and ask when to call back. It would be preferable if the
interviewer could call ahead to set up an interview time that is
convenient. Explain how 1long the surver should take so the
respondent can schedule the time.

® I don't jeve i e

The interviewer should acknowledge that sometimes surveys take a
long time and no one sees the results, and then repeat how the

results will be used, the importance of the study, and offer the
respondent feedback from the: study.

[ ] ous

The interviewer should not dismiss the respondent’s comment or rush
on to the next question. Instead, record the respondent'’s
comments, criticisms, and suggestions, and assure the respondent
that his or her comments are being taken seriously. 1In fact, if
the early returns of a study show a lot of criticism, anger, or
anxiousness, researchers should review the interviewer'’s
introductory comments and the questions being asked.
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® Js an inv iv t! obo else’'s business
wvhat I think,

The interviewer should describe and clarify the measures that have
been taken to ensure confidentiality and that names do not appear
on the questionnaire.

e Wh ori i ?

The interviewer needs to know what to say about the sponsoring and
funding agency. In market research, it is often important not to
identify the specific company that is asking for the information,
so a broad term is used, for example, "Ski areas want this
information" or "An agency working with volunteers" might be used.

Sometimes, typical respondent statements and the appropriate interviewer
responses are typed out and given to interviewers. This back-up material
will help the interviewer to feel prepared and supported. 1In addition,
interviewers should have written information on the purpose of the study,
who respondents can call for further information, how respondents were
chosen, and if and when a copy of the results will be sent to respondents.
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HOW TO...
COLLECT THE ANSWERS

Cetting Set

The ideal to aim for in interviewing is to carry out all interviews
exactly the same way so that the people being interviewed:

e All have an equal chance to answer the same questions

e All are given the same answers to questions they ask about the
survey

e All are interviewed in the same manner
A ing to t ewed

Each interviewer is provided either with a list of addresses or given more

general instructions such as: carry out an interview at every second
house.

The interviewer needs to know if there are any restrictions on the person

that is to be interviewed at each house. For example, eligible people
might be:

® Anyone over 18

® Anyone who lives in the house (not a visitor)
® Anyone who is a parent

If no eligible interviewees are at home, the interviewer records the time
of the attempted interview and returns at a different time of day to
complete the interview. Usually, about three attempts are made to
complete an interview. Rather than dropping in, the interviewer could
pre-arrange an interview time and schedule the interviews. This may take a

licttle 1longer to set up but would be a more effective use of interviewer
time.

If the interviewee is at home, the interviewers would go through a process
which would include:

Introducing themselves
Explaining the reason for the visit
Providing background information on the survey and the sponsors

Explaining the length of time required for the interview itself to
ensure there is no misunderstanding

Name tags with picture identification may prove useful for the
interviewers. These can be obtained through a vehicle licensing branch,
which may be able to laminate them as well. A contact number should be
readily available should an interviewee want to verify. The

delivevy/interview schedules sghould be kept track of and be provided to a
survey coordinator.
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Carrying out the Interview

Since the point of a survey is to learn what the person being interviewed
has to say, it is important for all interviewers to:

e Avoid suggesting answers
e Avoid giving opinions
e Avoid showing any reaction to answers

Interviewing is demanding work. The interviewer needs to listen closely
to every word that is said and either check off the closest answer
provided on the survey form or write down the person’s answer where the
question is open-ended. The interviewer also needs to keep up the pace of
the interview so that the person being interviewed does not lose interest.

-to-Pate

Interviewers need. time at the end of each interview, or each day of
interviewing, to review the interviews. Sometimes handwriting needs to be
clarified or short forms written out in full so that the person who
analyzes the interviews can understand what was said.

Interviewers must agree to keep the confidence of all the people they
{ interview. Comments about such things as the conditions of .the house or
' the treatment of children are not acceptable and could reflect badly on

the sponsors of the survey. Also, in the future people may decline to
participate in a survey to protect their privacy.

It is very tempting to tell friends over coffee some of the things people
say during interviews. The only place where thes