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Prove It! Toolkit

 Instructions for using the Additional Question Templates
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Introduction

In this folder you will find seven separate spreadsheets for creating your own additional questions for a survey. Each MSExcel spreadsheet is named by the type of scale used (e.g., 5 options: ‘Additional Questions Format 5’) We recommend that you use a separate spreadsheet for each additional question you wish to ask in your Prove It! survey. 
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Once you have decided which scale is most appropriate for the type of question you want to ask (e.g. ‘3-options’ or ‘5-options’ scale), open up the specific spreadsheet. You will find that the format for the additional questions looks the same as the ones found in the  Questionnaire Template and Data Entry file.
For the following examples we have used the 5-options scale, but the procedure is the same whichever format you have chosen.

The questionnaire
The first sheet in Additional Questions Format 5 should look like this:
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First enter the title or name of the project area in the blue box at the top, followed by the name of the project in the box below. Then fill in the question you wish to ask and the possible options. An example is shown below:

[image: image3.png]B3 Microsoft Excel
] Fle Edit View Inset Fomat Tools Data Window Help Acrobat

3.5 Ade

nal Questions format b4 & after Data entry & graph:

5 options. xls

L=18]x]
JRETEY

JDnu@\é@vM%awn.m

e Y

BB S>-B 7 U A A

12

© D E

3 G

Gl

3 3

Script Code:

(Data input Oriy)

Hame of Rescarcher.

Anytown Prove It! Evaluation

Community Garden Project

Read out the following statement, and ask respondents to choose one of the responses

I think this Community Garden has made Anytown a better place to live

s

Suongle Aaree

Dissgree

Stronale issaree

s

10

11

12

13

14

15

15

17

18

18

E}

2t

2

2

2

5

x

27

=

[4T4]¥ b\ Core Questionnaire - print

Readly

Astar|| & B 1 »|| &1MainSe.| [Binbox

test

Dot Enry (Before) /{_Data Graphs (Before) { Daka Entry (After

Data Gvavhs after]

Dot Graphs Compare

IJJJ

| ENate to... | y3addito..| )2 Core 0. |@6Suw2y |31 Pov.. [[E1354d.. [HEDE 114





You can now print this out and add it to your Core Questionnaire.

Additional Question Data Entry (Before)

Once you have obtained your first set of data, you can enter it onto the Data Entry (Before) sheet in the same way as for the Core Questionnaire. (See Questionnaire Instructions)  The name of the project, the question and options will automatically be updated from the first sheet into the subsequent Data Entry and Graph sheets.
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Additional Question Data Graphs (Before)

The data will automatically be converted into a graph, along with the wording of the question and the possible answers. Here is our example:
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Additional Question Data Entry (After)

As with the Core Questionnaire, once you have obtained the results from the second round of surveying you can enter your results here.
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Additional Question Data Graphs (After)

The results of the ‘After’ data will automatically be transferred into a graph.
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Additional question data graphs comparison
And finally, as with the results in the Core Questionnaire, you will find that the last sheet presents a graph comparing ‘before’ and ‘after’ results for your additional question. You can print this out, or cut and paste it into your final report along with your other results.
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Designing additional questions
Here are some points to think about when finalising the wording of your questions, particularly if you are adding extra questions to the basic Prove It! Toolkit survey.
· Overload: Don’t ask two questions in one. This is known as overloading. An example is ‘I feel I could help change attitudes and improve things around here’. This can be a little problematic e.g., if people feel that they can change attitudes but not improve things or vice versa.  

· Scale: Often a five-point scale is used, but it needn’t be so. Sometimes, as in the case of ‘do you know who to contact in the local area…’ three points might be better, e.g.,  ‘yes’, ‘no’ and ‘don’t know’.
· Style: There are different ways of eliciting responses: e.g., scenario-based questions – would you go to the shops for your immediate next-door neighbour(s); or experienced-based – have you in the last six months been to the shops for your immediate next-door neighbour(s). Experience or action-based data may be preferable. The latter would be preferred if it is thought that there will be a discrepancy between what people say they do and what they actually do, e.g., come to the assistance of a neighbour.

· Before and after: If you are doing a before and after comparison, then the wording of questions needs to be exactly the same AND the sequence in which the questions are asked needs to be identical. 

Statements like ‘I feel safe in this community’ are good for baseline comparisons if a project’s impact is to be viewed over time. But if this statement is only to be used once, it in itself doesn’t necessarily tell us what impact the project has directly had on local safety. 

Attributing outcomes to specific projects is always challenging as none of this kind of work happens in a vacuum; there are always other factors involved in contributing to pride, well-being and quality of life. One way around this would be to ask people specifically ‘As a result of {this project} do you feel safer in this area?’
· Trying it out: It is important to try out your questionnaire on one or two colleagues or project participants before you make the full survey, with a view to making changes to the layout and wording depending on the responses you receive.

· Avoiding bias: Bias is introduced when the results of responses to a survey may be influenced unduly. For example, it may not be helpful to have a project officer interview local people about their project. If you are comparing across different projects or times, or aggregating results then consistency is the key. Perhaps only use local people to interview or only use project officers. 
Either way the interviewers need to be tightly briefed so that questions are being asked in a uniform way. When comparison is less of an issue, then consistency becomes less important, too. This needn’t mean that you can’t use creative methods of collecting data, like a group show of hands. But beware of bias and make a careful note of findings. For example, if a show of hands might have an element of peer pressure, can people be asked to close their eyes before the show of hands happens?

And finally… 

Here are some general points that should be remembered when using the Prove It! Toolkit questionnaire.

· How many people should be involved? What groups of people should you approach? (Sample)
· What else will you need to know alongside the data? For example, age, gender, ethnicity, marital status, physical health or residential postcode of respondents? (Demographics)

· Are there any language barriers in terms of literacy or non-English speakers? Is there a need to re-phrase some indicators/questions if using them with children? (Language)

· When data should be collected? Should it be during the day or in the evening? Weekday or weekend? And in relation to key local events/activities which may affect people’s responses (positively or negatively).(Timing)

· Who will do the measuring? The community group leader or the project officer? Local residents who are trained/supported, or a research organisation who are commissioned to do the work?

· Are there costs involved in the data collection process? (e.g., in order to pay for external research support, community researchers, or to provide incentives for respondents.)

PAGE  
7

[image: image9.jpg]