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This tool offers practical tips for maximizing the utility of each data collection method.
	Method
	Deployment Tips

	Observation
	Limit observations to specific issues or areas of interest
Be clear about what you want to observe, how you will capture it, and what you will do with the data
If multiple observers are engaged, ensure that each observation record includes the observer’s name, observation site or location, and date (this will help clarify any issues or questions about the observation record)
Is observational focus complex or more straightforward?
Checklists are helpful in observing straightforward phenomena
Checklists plus field notes are needed to capture complex phenomena
Develop a checklist 
The presence or absence of a phenomena
Frequency of phenomena (identify time interval)
Intensity, duration, or speed of phenomena
Consider comparisons within the site to test the stability of what you are observing

	Interviews
	Provide context 
Introduce yourself and the purpose for the interview
Build rapport
Recognize the discomfort or sensitivity for the respondent and the interviewer
Sensitive issues and questions may require thought
Appropriate silences or pauses are to be expected
Interviewer should have sufficient background knowledge in the interview topic
Start with more general questions before moving to more specific ones
Avoid close-ended questions
Avoid: Do you use the organization’s document management system?
Instead ask: Tell me about the organization’s document management system.
Avoid leading questions
Avoid: Why did the manager restrict access to the document management system? 
Instead: Tell me about the restriction to the document management system.
Use neutral probes to gain better clarity and understanding
Encouragement and openness, but not agreement or disagreement with the interviewee’s responses
Record responses (with permission)

	Surveys












	Survey content must be linked to the information required in needs assessment questions​
Target population must represent individuals knowledgeable about the survey content​
​Plan for adequate development time​
Include a survey introduction
Welcome and thank you to respondents for participating
Highlight importance of their participation and how information will be used
A clear explanation of the needs assessment’s purpose and how the survey relates to it
Clear statements about the requirement of what specific knowledge or prior information is needed to complete the survey 
Realistic expectation of how long it will take to complete the survey
Confidentiality statement 
If incentives are offered, clearly described them
Write questions that all respondents can easily and correctly understand that elicit the specific information we are looking for:
Poor quality: When did you join the company?
Potential answer: In 2005
Potential answer: When I was 23 years old
Potential answer: After I finished high school 
High-quality: In what year did you join the company?
Ask about first-hand experience 
Poor quality: Do you think that there are unsafe practices in your site?
High quality: Have you seen unsafe practices being used in your site?
Ask one question at a time
Poor quality: Did you attend the team meeting last week and present sales figures? 
High quality: Last week, did you attend the team meeting?
Pilot the questionnaire, if possible, to uncover any issues before it is formally deployed

	Focus Groups
	Select a skilled facilitator who meets the following characteristics:
Ease in interacting with people
Ability to maintain impartial, unbiased, and open
Knowledge of the content
Ability to keep participants focused and engaged 
Strong verbal skills
Strong observational skills 
Ability to create a sense of trust and comfort with participants, remain impartial, diffuse arguments and strong opinions, and manage dominant participants

	Review of 
Existing Data (e.g., documents, performance outputs, or other artifacts)
	When considering sources for the information you seek, scan for data that already exists within organizational or public records and reports. For example:
Automated performance reports
Prior needs assessment reports
Evaluation reports
Strategic or business plans
Performance improvement plans
Training or development plans
Public databases, records, or documents
Budget plans
Focus on issues or areas of interest (remember criteria for quality data)
Ensure you have permission to access and use data that may be proprietary or confidential in nature
If multiple individuals are reviewing data, develop a protocol, rubric, or checklist to standardize the review process and improve reliability of observations
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