Instructions for Completing the Community Data Collection Protocol

This document will help you fill in your own local data collection protocol. Please use it to guide you while filling in the template. 

Your team should keep these four goals in mind when designing your protocol for conducting the community survey:

.
1. Collecting data that are as representative as possible of your community and not biased towards a particular part of the population.
2. Getting a large response rate quickly. (How quickly can you get the greatest numbers of completed survey?)
3. The feasibility of implementation (How easy is it for your program to implement this?)
4. Cost effectiveness 
5. Able to be conducted between February 1, 2009 and March 31, 2009
Once you complete this form, your plan will be reviewed by the State Epidemiology Work group (SEW), who will provide feedback and any suggested changes necessary.  Once the final draft is completed and approved, it will serve as your program’s plan.  Amendments to that plan can only be made with the permission of your program manager through communication with the SEW Community Survey Subcommittee.  

Question 1: Your answer to this question should make your choice of sites clear.  Add as much detail as is necessary for someone outside of your program & community to understand who they would try to survey if they came into your community to collect these data.  Remember, this template is to provide a blueprint for data collection in your community, an institutional memory so to speak, and it should increase your program’s capacity to collect data, even if all new people have taken over midway through the project. 
Question 2:  This information has already been provided to you from PIRE and the SEW. 

Question 3:  Identification of roles:  
· Who is in charge?  Who will be in contact with all surveyors and can communicate with the evaluator, program manager and PIRE for requested information, questions and concerns?  Will this person be easily accessible for troubleshooting at this time? 
· Who is next in charge of the survey?  (Who can fill in in the case of an emergency or a lack of communication from person #1?)

· If staff are to be involved, how can you make this feasible given your other work plans? 

· Can you use interns, volunteers, coalition support? Working with volunteers can be challenging because they may not be held accountable in the same way that a staff person is. However, if done well, you are building coalition and sustainability.  If working with students, make sure to think about school schedules and consider monitoring their work for a while to make sure no shortcuts are taking place. 
· Do you have a significant population in your area who are monolingual Spanish or Navajo speakers? Do you have someone who can administer surveys effectively to them?  How can you include someone with those abilities? 

· Make sure you define who will be in charge of conducting surveys, acquiring and distributing incentives to surveyors, printing and distributing surveys to surveyors, gathering surveys and counting them, and doing data entry.  Who will count paper surveys and check with the program manager weekly for internet surveys completed in order to assure that goals are being met?  
· Evaluators are always expected to work closely with programs in helping them collect, manage and interpret data. As this is an evaluation activity, the local evaluator has ultimate accountability for your program conducting this survey effectively. Evaluators play different roles according to their agreements with their programs, so clearly define with your evaluator what the evaluator’s role is versus that of program staff.  
· Who collects completed surveys from surveyors, counts them and turns them and refusal rates to data entry?  Who does data entry?  Who keeps the completed surveys once the data entry is completed?  [According to federal guidelines paper surveys always must be locked and safe for 5 years]

Question 4:  You are encouraged to bring all your surveyors to the recipient meeting in order to assure that training is effective.  Otherwise, it is probably best to ask your evaluator or lead survey person to conduct the training with them.  

Questions 5 and 6: Incentives are very important.  Think about how well your incentives worked last year worked.  Consider asking local merchants to offer coupons to their establishment, and you can survey people at the same time going into the establishment. Consider using pens or pencils with your program’s name (not alcohol-prevention related).  If using a larger incentive, recall that this is a confidential survey, so you cannot publish the name of the person in relation to their having taken the survey.  Consider giving out larger incentives to every 50th or 100th person who completes a survey.  
The internet participants will participate in separate lottery for $50 gas cards.  
Question 7:  Last year, some programs successfully advertised in the local paper, placed posters and inspirational goal posters, or used fliers to encourage people to participate in community efforts and gain an incentive.  Consider ways you can achieve this now. 

Question 8:  You evaluator may not be the person responsible for doing data entry.  If someone else is responsible make sure they know about the data entry training and that they need to participate in that training (Approximately 1 hour in January, 2009).

Table for survey locations: 
Question 9: Think about your survey recruitment or surveying process last year:  

· What sites were successful for you?   
· Where were your gaps relative to your overall population?  Younger respondents?  Men?  Non-English speakers? Where can you also reach those people? 
· Do you have any significant subpopulations that you wish to be sure to reach? How will you reach them?  

· Think of the time of year and the weather – is there an event you can attend?  Can you conduct work inside or outside? 
· What members of your community use the internet?  Usually it’s younger people. Is there a place in your community that is commonly used like a public library or educational center? Consider putting promotional information there and leaving some internet invitation cards. 

· Are there one-time events in this area where many people from your community gather (between Feb 1 and March 31?).  Think of for example: 

· School sporting events

· Feast days & per capita payments

· Fairs and festivals

· Parent-teacher nights. 

Question 10:  

· You are encouraged to gather as many surveys as possible for your community.  At the same time, nobody wishes to require that a program that is especially fortuitous or effective to work harder even after you have met your goal.  Discuss with your program staff – will you continue your approach throughout the 2 months or will you stop once you meet your goal? There are clearly benefits to both approaches. 

· Some programs should assume that very few internet surveys will be completed.  We are estimating a 10% response rate on the internet surveys in general, but in some communities it may be lower because of access to and familiarity with the internet. If your community is one in which internet surveys are less likely to be successful, you should plan to use mostly paper & pencil surveys so that you are prepared to reach your target number.  
· How many of those surveys should be in Spanish? 

· How many internet survey invites do you expect to distribute at this site?  (Internet surveys are also available in Spanish).   
Question 11:

· To the extent possible plan now when, when, & how data will be collected during Feb. & Mar. and work it into the schedule ahead of time so that you don’t accidentally plan other activities during that time.

Question 12:  
· Some locations may be busy enough to require multiple people to help recruit.  Consider the staffing needs for recruitment locations ahead of time.  
Question 13:
· Gaining approval & consent to collect data in a certain location can be a part of your coalition building and creating greater community buy-in for your efforts. It’s always a good idea to get approval ahead of time, but what will you need in order to gain approval?  Do you need a letter? Who do you need to talk to? Is the approval sustainable?  
Budget worksheet: 
For SPF SIG funded programs: keep in mind that 15-20% of your budget has been allocated to evaluation.  Every program divides up these costs differently with program evaluators, so you must determine with your evaluator how much programs or evaluators are to spend on this total budget.  You might want to add a comment to each section of this table indicating whether the evaluator or the program funds will cover which expense. 
This worksheet is for your program’s use only and you will not be required to stick to this budget.  However, if you have difficulty in making ends meet with your budget, your program manager should be able to help you troubleshoot.  You are not required to submit your budget to the SEW or to your program manager.  This is for program planning only. 
Remember that you should not print all your surveys at once unless you know you will use all of them.  Only print what you need for any given event.
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