Survey Protocol for Local Programs
Important steps to remember when conducting this survey. 
Remember that a survey is inherently an imperfect instrument.  One cannot capture every response in a perfectly culturally appropriate way, and be sure that every question will be understood by all.  But there are many ways that we can make sure that it is implemented as consistently as possible and with the least amount of offense to the many populations whose experiences we are trying to capture. 

Below are some guidelines for recruitment at a public place, using both paper and pencil surveys. According to the place you survey you may have to modify your approach. OSAP-funded programs:  your local evaluator should be a good resource to help you conduct surveys as effectively as possible.  Please refer to your evaluator or PIRE with any questions. 

 
Paper and pencil surveys – 

1. Print surveys front to back – this will save paper and will provide a confidential page protection for people’s responses.  The front page is the consent form.  This is essential to include. 

2. Do you need Spanish language surveys?  Print a projected number of those.  

3. Write in the SITE ID on your paper & pencil surveys.

4. Have contact cards ready – consider attaching them to your incentive.  This will assure part of the informed consent protocol – that people have access to information about who is in charge of this survey. 

5. Have your incentives ready. Consider using pens or pencils with the name of your program or a supporting organization (unless it states specifically about DWI) – you can provide the pen and they keep it after completing the survey. 

6. Bring plenty of pens and pencils and clip boards.  

7. Stick to the timeline that you created for recruitment.  Be prepared with enough surveys and internet cards to not run out, and stay for the length of time planned. 

8. Bring internet survey recruitment cards and hand out as many as you can. The card will direct people to go to the website, so there is no need to collect the card later. 

9. Provide a large box for collecting paper and pencil surveys that has a lid so people feel their responses are anonymous. 

10. When the survey is completed, hand the person their incentive and the contact card in case they have any questions about the survey after they leave. 

We recommend taking the survey yourself.   This way you’ll become familiar with the questions and the response options. Think about what kinds of questions people may ask about the survey so you can plan answers to those questions ahead of time.  

Selecting people for surveys: 
1. Remember that women tend to respond to surveys more readily than men. As a result, we often have an unconscious bias to ask women more than men to participate in surveys when in a public setting.  When in a setting with a good flow of people, try to recruit man-woman-man-woman.  Never turn away a woman for surveying, but make sure that you are approaching men as well.  
2. Younger people are also less likely to respond to surveys and younger people are who we really need to survey in this context.  Make sure that you are approaching young people the same that you are older people.  You may have chosen sites where you intentionally oversample these people.  

3. In the same way, recall that everyone needs to be surveyed.  “Good folks” as well as those who you may think are more likely to drink and drive. Try to avoid unconscious stereotypes and make sure that you approach all kinds of people. 

4. If you go to a place where you know most people, make sure that you approach everyone, not just those you know.  In some places, knowing the surveyor can in fact bias the response to some of these questions that are quite personal.   Be as aware as you can of this bias.  

5. If you are approaching people entering an MVD office for example, just try to make sure that you’re approaching everyone and don’t worry about switching from man to woman or emphasizing young people. 
6. If the flow of people is too many to approach everyone, consider approaching every 5th person or every 10th person.  Have multiple people on duty at busy locations. 

Carry your own clip board and use the form provided by PIRE to keep track of the location, time of day for recruitment, and surveyor initials.  Count the following: 

1) Number of rejections to take recruitment card or paper survey.
2) Number of internet cards dispersed. 

3) Number of surveys handed out & collected. 
This must me done for every recruitment site, because this way we can calculate exactly what our response rate is and it will help you plan better for next year.

If you are not handing surveys out to people face to face (for example, leaving them at a post office for someone to pick up, inserting the internet cards into a mailer).  Keep track of the number of surveys and internet cards disseminated and the number returned or picked up.  (A consent form must be included on the paper & pencil surveys)
Once you have approached the person: 
1) Invite the person to participate in an anonymous survey about people’s opinions about driver safety and alcohol use.  (Takes approximately 10 minutes to complete.)  They can take right here, right now, or if they have internet access, they can take it on-line whenever is convenient for them.

2) Make sure the person is older than 18. (no need for an id, but if they appear too young double check). 

3) Confirm that the person is a NM resident and drives regularly in NM.

4) Ask participant if they have already taken this survey since Feb 1, 2009.
5) Explain the incentive. For the internet survey, one you complete it, every participant has the opportunity to enter a drawing with the chance of winning one of 25 cash cards worth $200.  For the paper and pencil survey, the participant can get this delicious granola bar right now (or whatever incentive you choose). 
6) Call upon your resources and understanding of your programs to explain the importance of the survey:  “By completing this survey you will help us access important resources in order to keep our community safe”.  

7) Try to avoid asking people to return the survey later. You will likely not see it again. Ask them to complete it now or come back after shopping to complete it. 
8) If someone refuses to take the survey there (preferable) try to offer them the internet card instead – they may eventually decide to complete the survey later. Remind them that they should access the internet site within a week of receiving the card. 

Once the person has agreed to a paper and pencil survey: 

1) Hand the person the survey and verbally highlight the informed consent:  tell them it’s important that they answer honestly, but it’s also private, anonymous, and no right or wrong answers.  It’s their opinion that counts.  
2) It’s good to give the individual a clip board. Give them some privacy to complete survey.  Don’t hover.
3) When they return the survey, ask if they have completed both sides of the paper and if they had any questions. Ask if they completed the front and the back of the sheet.  Hand them the information card, incentive and thank them for their help.  Make sure that the front of the survey has your initials, your local code for your site, (eg, 505- WM – 505 is your site ID and WM would mean Walmart).  

4) If the person has comments, ask them if they would include them in the last written section. 

5) What if someone can’t read?  If you run into this problem, you can read a questionnaire to someone who has difficulty reading.  However, read it in such as way as to not bias their responses.  Also, try to let them mark their responses privately.  This may be challenging though. 
Frequently Asked Questions (FAQs) 

While this survey is meant to be self-administered, you will likely get some common questions from survey takers. You should keep track of these questions in general so your survey team will know how to best respond to queries. If you find that people are asking the same question and you don’t know how to respond, please feel free to contact PIRE. 

In general keep in mind that: 

1) You should not suggest to anyone how to respond to a question.  Try your best to answer questions about questions without leading people to respond in a certain way.  You may explain the intent of the question.  For example, “We want to know if you have seen or heard about law enforcement cracking down on underage drinking in the news or from friends or family members, or somewhere else.”
2.) There are no right or wrong answers. Ask people to respond with the best possible answer that is provided. Feel free to acknowledge that it may not always be the perfect answer.
3.) Some questions sound strange.  That may be a result of how we are required to ask certain questions that are meant to be used across the country.  On the other hand, it just may be poorly worded question.  It’s hard to write good survey questions.  
4) People should fill in only one answer except where indicated. 

5) Always thank people for their participation and time. 

Possible Questions 
Q.  I don’t drink, so why do I have to answer all of these questions that seem to assume 
      that I do? 

A. There is a ‘none’ or zero option. We had to structure the survey in this way so we could make sure to capture everyone’s response.  We want to make sure that everyone regardless of whether they drink get to answer questions about drinking and driving since it is such an important health issue in our community.  
Q. Why does it have two questions for Race?  I am Hispanic but it’s not in the first 
     question.  

A.  These are federal guidelines – where Hispanic is not considered a “race”.  Fill in the 
      best you can the race question and know that you can choose more than one response   

there.  If you feel that your race is Hispanic, you may leave the other race options blank.
Q. I’m over 21, do I need to answer questions 42, & 43?  

A. No.  You may skip those questions.  However, if you want to add any additional information or thoughts, don’t forget to answer question 44. We consider those responses very seriously in our prevention planning & evaluation.
Q. What if I don’t know the answer to a question?

A.  To the extent possible, try not to answer Don’t Know.  It is an option because we understand that sometimes people really just don’t know.  But if you have a sense of an answer, then please give a response other than Don’t Know.  
Q. What if I don’t know about things like breaking up kids drinking parties or happy hours? 

A.  We are trying to understand your impressions of events in your community. Perhaps you have seen or heard about these things, even though you may not participate in them. 

Q.  What is the first page about? 

A.  It is required by law that we let people know that this is completely voluntary and that there are no risks associated with taking the survey. The first page informs you that you have the right to not take the survey, to refuse to answer any question you want to, and to stop taking the survey at any time.  You can also use this first page as a cover sheet for your responses to the survey. 

Q. Who is sponsoring this survey?  Who gets this information?  What is going to be done with it?
A.  This survey is sponsored by New Mexico’s Office of Substance Abuse Prevention in the Department of Health.  It has been approved by the NM Division of Motor Vehicles, the NM Department of Health, and the NM Bureau of Traffic Safety.  It is conducted by the Pacific Institute for Research and Evaluation, and independent non-profit evaluation firm on behalf of New Mexico’s Office of Substance Abuse Prevention in the Department of Health.  This survey is being conducted to help evaluate state wide efforts to reduce drinking and driving in NM.  

Q- Can I participate if I don’t have an email address?  

A- Sure, you can complete the survey on paper today.  Or if you have internet access, you can take the on-line survey. 

 

Q- Can my spouse and I on the same email address do it?

A- No.  Perhaps your spouse can do it online and you can do it on paper today.

Q- Can my 16 year old son participate? 

A- No.  No minors under 18 can participate because we would need parental consent for all youth. 
Q- If I participate on-line and enter the drawing for a prize, how will I know if I have won?
A- After you complete the online survey, if you want to enter into the drawing, you will be taken to a separate on-line data entry sheet, not connected with the answers you previously gave, where you can enter your first name only and a phone # where you can be reached.  If you are selected to receive a prize, you will be contacted at the number you provided.  

Q- What am I going to be surveyed about?  Will the MVD (the state, you, my boss, etc.)   know my answers? 

A- The survey is about driver safety and alcohol use. We will learn only what the results for this area are as a whole, not your individual responses.  

Q-  Can I take this survey if I am not a US citizen or legal resident? 

A - Yes, as long as you live in New Mexico or drive frequently in New Mexico you can participate.  Those without legal documentation can also participate in the study. 

Q- Can I take this survey if I live on tribal lands? 

A- Yes, as long as your residence is within the greater boundaries of New Mexico you can participate. 

Q-  No hablo ingles.  

A – No hay problema.  Tenemos encuestadores que hablan español.  

Q- Am I allowed to take the survey more than once?

A-  No.  Unfortunately, we ask that people only take the survey once so we are able to capture a representative sample of New Mexicans.  If you take it multiple times, this might mess up our overall estimates by making your experience count more than others.  Also, taking it multiple times will not increase the likelyhood of your receiving a prize because duplicate phone numbers will not be accepted.  
PAGE  
6

