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Complementing Routine Data with Qualitative Data for Decision Making: 

Understanding the “Why” Behind Program Data
Training Toolkit Overview

Health organizations worldwide routinely need to collect, analyze, and use data to make evidence-based decisions to improve health programs. To make data-informed decisions, health care professionals and decision makers need access to data. A primary source of data is facility-level service statistics, or data captured in routine health information systems. Routine data are very helpful to monitor program performance. Through the regular review and interpretation of these data, health professionals can monitor trends in service delivery and identify areas that are not performing as expected. Often, however, data from routine information systems can’t explain the reason behind changes in service delivery trends. To answer these types of questions, additional data are often required. 
Ideally, the additional data needed to answer the “why” behind program data would be available. Through the use of existing research, health professionals may be able to find the answers to their questions. But often, these data are not available and health professionals are left without a data source upon which to base their decisions. Moreover, funding to launch new research studies to answer programmatic questions is also not available.

The use of qualitative methods to investigate findings from the review of routine quantitative data can help health professionals to understand why health programs are or are not producing expected results. In many cases, health care professionals have limited training in qualitative data collection, analysis, and use. Without this capacity, it can be challenging to identify themes, concerns, and issues that can be applied to improving health programs.

This training toolkit is meant to assist health professionals in using qualitative research skills to answer questions about their programs. The training, while not a comprehensive qualitative research methods course, covers qualitative research topics to help health care professionals and decision makers understand the best practices for collection, analysis, and use of qualitative data. 

This workshop will help individuals know when they need to collect additional data, particularly qualitative data, and how to collect, analyze, and use those data for programmatic improvements.

This document provides guidance for designing and implementing a three and half-day workshop for qualitative data collection, analysis, and use to inform evidence-based decision making. Through lectures and group activities, the workshop introduces how qualitative data can be used to improve programs, defines qualitative data concepts and methods of data collection, and provides guidance on analyzing and interpreting qualitative data and developing recommendations. Specific learning objectives for the workshop include:

· Understand when to consider other data to further understand program performance

· Identify qualitative data collection methods appropriate for answering questions about program performance

· Build skills in collecting, analyzing, and interpreting primary qualitative data collection, with a specific focus on in-depth interview data

· Build skills in applying qualitative data findings to program improvements

The facilitator’s guidance and accompanying materials illustrate how best to use and interpret qualitative data to improve health service delivery. Adaptations and further development of select sections of the training materials by an M&E specialist is necessary to tailor the training to local contexts and needs prior to delivery of the workshop content. It is recommended that a local M&E specialist tailor the program by:

1) Consulting with decision makers responsible for health programs or policies (e.g., heads of health agencies, specific health programs, or organizations) to understand the constraints and opportunities they face when making data-informed decisions and how qualitative data can supplement the available routine data

2) Providing and presenting local examples of how qualitative data were collected and applied to improving health programs

3) Provide context-specific transcripts for group exercises

4) Provide information on national data standards and guidance on IRB regulations 

Intended Audience 

The course is designed for teams of public health professionals working with national/district level governments, nongovernmental agencies, or private health sector affiliates. It is appropriate for program directors and managers, technical officers, M&E professionals, and others involved in the management of public health programs.

The workshop is designed to be led by two facilitators with an understanding of qualitative research methods and data demand and use topics. Workshop participants should attend in teams, ideally from the same organization and geographic areas. To maximize group work efficiency, teams should not exceed six members. The ideal number of participants at the workshop is 25 to 30, or 4 to 5 teams. Ideally teams should include a mix of experience and expertise areas to provide diverse perspectives valuable for the group work. 
Workshop Components
The three-and-a-half-day workshop is divided into seven sessions:

	Day
	Session
	Activity

	Day 1
	Session 1: Overview
	Activity 1: Individual Pre-test

	
	Session 2: Data Use to Improve Programs
	

	
	Session 3: Collect Additional Data
	Activity 2: Case Example

· Part 1 – Assess Program Performance

· Part 2 – Develop Study Purpose & Questions

· Part 3 – Select Study Participants

	Day 2
	Continued – Session 3: Collect Additional Data
	Continued - Part 3 – Case Example

· Part 4 – Develop Interview Guide

	
	Session 4: Planning for Qualitative Data Collection
	

	
	Session 5: Study Implementation
	Activity 3: Interview Practice 

	Day 3
	Session 6: Data Management and Analysis
	Activity 4: Analysis

· Part 1 – Identify Themes 

· Part 2 – Analysis Practice 

	Day 4
	Session 7: Making Data-informed Programmatic Decisions
	Activity 5: Data Summary & Action Plan

Activity 6: Individual Post-test


The Training Toolkit provides all of the resources needed to tailor the course, including training materials and group activities. Each session has PowerPoint slides and each PowerPoint slide deck has speaker notes to assist the trainer in covering key concepts. 
In addition, most sessions include a group activity designed for participants to apply terms and concepts presented in the workshop. These activities are also included in the facilitator guidance with a facilitator version with an answer key.

The specific components of the Training Toolkit include:

· Facilitator Guidance
· Training Sessions – PowerPoint Slides

· Session 1: Overview
· Session 2: Data Use to Improve Programs
· Session 3: Collect Additional Data
· Session 4: Planning for Qualitative Data Collection
· Session 5: Study Implementation
· Session 6: Data Management and Analysis
· Session 7: Making Data-informed Programmatic Decisions
· Activity Handouts – ready-to-print handouts for group and individual activities. These include two versions – (1) with facilitator instructions & answers, and (2) a blank version for participants to fill in.

· Activity 1: Individual Pre-test 
· Activity 2: Case Example
i. Part 1: Assess program performance 
ii. Part 2: Develop Study Purpose and Questions 
iii. Part 3: Select Study Participants 
iv. Part 4: Develop Interview Guide 
· Activity 3: Interview Practice 
· Activity 4: Analysis 
· Activity 5: Data Summary and Action Plan 
· Activity 6: Individual Post-test 
· References

· Other Resources
Sessions and Activity Descriptions – Quick Reference Table
	Session / Activity
	Title
	Objectives
	Training Resources

	Session 1
	Applying Mixed Investigative Methods for Decision Making: Using Routine and Qualitative Data to Understand the “Why” Behind Program Data


	· Workshop objectives
· Agenda & overview of sessions
· Ground rules 
	· PowerPoint slides: Session 1 Overview and Introductions
· Handout: Activity 1 Individual Pre-test


	Session 1/Activity 1
	Activity 1 Individual Pre-test
	· To collect information from individuals on their knowledge of collecting and using qualitative data


	· Handout: Activity 1 Individual Pre-test

	Session 2
	Data Use to Improve Programs
	· Importance of Data Demand and Use (DDU)
· Types of data and how they are used for monitoring and evaluation

	· PowerPoint slides: Session 2 Using Data to Improve Programs
· 

	Session 3 
	Collect Additional Data: The Case Study for Qualitative Data Collection, Study Stages, & Protocol Development
	· Distinguish between quantitative and qualitative data collection

· Identify the stages of a qualitative investigation/study

· Describe the components of an investigation/study


	· PowerPoint slides: Session 3 Conduct Further Research 
· Handout: Activity 2 Case Example (Answers)
· Handout: Activity 2 Case Example (Blank)

	Session / Activity
	Title
	Objectives
	Training Resources

	Session3/Activity 2
	Activity 2 Case Example
	· Part 1 – Assess program performance

· Part 2 – Develop study purpose and questions

· Part 3 – Select study participants

· Part 4 – Develop interview guide


	· Handout: Activity 2 Case Example (Answers)
· Handout: Activity 2 Case Example (Blank)


	Session 4
	Planning for Qualitative Data Collection


	· List the important elements to consider when planning for qualitative data collection

· Review procedures for collecting data (logistics, roles and responsibilities)


	· PowerPoint slides: Session 4 Planning 


	Session 5
	Study Implementation: Interview Guides and Tips for Effective 
Interviewing
	· List at least three key interviewing techniques

· Ask interview questions in a way to maximize the informant(s) responses


	· PowerPoint slides: Session 5 Implementation 
· Handout: Activity 3 Interview Practice


	Session / Activity
	Title
	Objectives
	Training Resources

	Session5/Activity 3
	Activity 3 Interview Practice


	· Practice interviewing techniques in a small group


	· Handout: Activity 3 Interview Practice


	Session 6
	Data Management & Analysis: Process, Skills, and Tools
	· Understand the process of developing data collection instruments, study questions, & interview questions. 

· Learn and apply techniques for data analysis

	· PowerPoint slides: Session 6 Data Management and Analysis
· Handout: Activity 4 Analysis (Answers)

· Handout: Activity 4 Analysis (Blank)



	Session 6/Activity 4
	Activity 4 Analysis
	· Analysis practice 
	· Handout: Activity 4 Analysis (Answers)

· Handout: Activity 4 Analysis (Blank)


	Session 7
	Session 7: Making Data-informed Programmatic Changes
	· Link specific data analysis findings to recommendations

· Track programmatic improvements based on recommendations


	· PowerPoint slides: Session 7  Making Data-informed Programmatic Decisions
· Handout: Activity 5 Data Summary & Action Plan
· Handout: Activity 6 Individual Post-test


	Session / Activity
	Title
	Objectives
	Training Resources

	Session 7/Activity 5
	Activity 5 Data Summary & Action Plan
	· Create a summary of findings 


	· Handout: Activity 5 Data Summary & Action Plan

	Session 7/Activity 6
	Activity 6 Individual Post-test 
	· Collect information from individuals on their knowledge of collecting and using qualitative data


	· Handout: Activity 6 Individual Post-test


How to Use this Document


The training materials in this guide are designed to be adapted to a variety of audiences and contexts. Lectures and participatory activities explain the main concepts and approaches for the use of qualitative data for health program improvement. The learning methodology includes lectures followed by facilitated group activities. 
All general directions and comments to the facilitator for each session are noted in the Facilitator Guidance. Resources and materials are also referenced at the beginning of each session in the Facilitator Guidance, including activities and handouts. Speaker notes for additional information relevant to specific slides are found on the notes pages of the PowerPoint slides. It is recommended that facilitators also review the background readings in preparation for delivery of the training.  
Sample Detailed Agenda
Complementing Routine Data with Qualitative Data for Decision Making:

Understanding the “Why” Behind Program Data

 [Dates of program]
Learning Objectives:
· Understand when to consider other data to further understand program performance

· Identify qualitative data collection methods appropriate for answering questions about program performance

· Build skills in collecting, analyzing, and interpreting primary qualitative data collection with a specific focus on in-depth interview data

· Build skills in applying qualitative data findings to program improvements

Day 1 – [Date]: 
	8:00 – 8:45
	Session 1: Welcome, Workshop Overview, Activity 1

	8:45 – 10:00
	Session 2: Using Data to Improve Programs

	10:00 – 10:30
	Break

	10:30 – 11:15
	Session 3: Collect Additional data

	11:15 – 12:00
	Activity 2 – Part 1

	12:00 – 1:00
	Lunch

	1:00 – 1:30
	Continue Activity 2 – Part 1

	1:30 – 2:30
	Activity 2 – Part 2

	2:30 – 3:00
	Break

	3:00 – 3:15
	Continue - Session 3: Collect Additional Data 

	3:15 – 4:15
	Activity 2 – Part 3

	4:15 – 5:00
	Session Feedback

	5:00
	Adjourn

	
	End of Day 1 


Day 2 – [Date]: 
	8:00 – 9:00
	Continue - Session 3: Data Collection Instruments 

	9:00 – 10:00
	Activity 2 – Part 4

	10:00 – 10:30
	Break 

	10:30 – 10:45
	Continue - Session 3: Data Collection Instruments

	10:45 – 11:30
	Session 4: Planning for Qualitative Data Collection

	11:30 – 12:15
	Session 5: Study Implementation

	12:15 – 1:15
	Lunch

	1:15 – 2:30
	Activity 3

	2:30 – 3:00
	Break

	3:00 – 3:45
	Continue - Activity 3

	3:45 – 4:00
	Session Feedback 

	4:00
	Adjourn

	
	End of Day 2


Day 3 – [Date]: 
	8:00 – 9:15
	Session 6: Data Management and Analysis

	9:15 – 10:15
	Activity 4 – Part 1

	10:15 – 10:45
	Break

	10:45 – 12:00
	Activity 4 – Part 2

	12:00 – 1:00
	Lunch

	1:00 – 2:45
	Continue - Activity 4 – Part 2

	2:45 – 3:15
	Break

	3:15 – 3:45
	Feedback on Activity 4

	3:45 – 4:00
	Session feedback

	4:00
	Adjourn

	
	End of Day 3


Day 4 – [Date]: 
	8:00 – 9:15
	Session 7: Making Data-informed Programmatic Decisions

	9:15 – 10:00
	Activity 5

	10:00 – 10:30
	Break

	10:30 – 11:15
	Continue - Activity 5

	11:15 – 11:45
	Activity 6

	11:45 – 12:00
	Session feedback

	12:00
	Adjourn

	
	End of Day 4


Facilitator Guidance
Session 1: Welcome, Workshop Overview, and Activity 1 
Materials: 
· Projector, laptop, and screen

· Flip chart, markers, and masking tape
· PowerPoint Slides: Session 1, Applying Mixed Investigative Methods for Decision Making: Using Routine and Qualitative Data to Understand the “Why” Behind Program Data
· Handout: Activity 1 (printed copies for each participant)
· Flash Drives with all materials for each participant (photocopies of materials if Flash Drives are not available)
· Extra pens
Time: 
· 30 minutes (in preparation)

· 45 minutes (classroom time)
Objectives:

· Welcome participants

· Review learning objectives for the workshop and agenda

· Agree on workshop ground rules & norms
· Activity 1: Individual Pre-test 
	Trainer Notes
	Steps

	Preparation – 30 minutes
Slides 1-2) Introductions

3-4) Workshop Objectives and Workshop Design 
5)  References 
6-8)  Agenda, Workshop Methods and Ground Rules, & Workshop Evaluations
9)  Activity 1: Individual Pre-test

	Prior to the start of class, the trainer should prepare the room for team activities. The ideal learning environment would be a circular table for each team, with participants seated in a semi-circle facing the facilitator, projector screen, and flip chart. Also, a separate table with copies of training handouts and a participant sign-in sheet should be located near the entrance. Make sure you are able to post flip chart paper on the walls.
1-2) Welcome the participants to the training, allowing the hosting organization to make remarks as appropriate. Choose a method for participant introductions as an icebreaker (a suggested method is included in the Introduction and Agenda Review PowerPoint slides). Ask participants to introduce themselves with a brief statement about themselves or ask them to turn to the person to their right and spend a few minutes interviewing them. Each person then introduces the person on their right to the larger group.
3-4) Review the workshop learning objectives and design
5) Mention the references that were used in the development of the material. 
6-8) Go over the agenda, workshop methods, and ground rules. Make any necessary logistics announcements. Ask participants to list their expectations for the training. List these expectations on flip chart paper. When finished, post expectations on the wall. Make sure the expectations remain posted throughout the duration of the workshop. Ask participants to set the ground rules for the training (i.e., no cell phones, take turns speaking, etc.).
9) Pass out a copy of Activity 1: The Individual Pre-test. Ask participants to take a few minutes to fill it out. Note that each participant will be asked to complete an evaluation form at the end of the training but that comments, thoughts, and suggestions are welcome throughout the workshop – either one-on-one during a break or at the beginning or end of the day during feedback sessions.


Session 2: Using Data to Improve Programs
Materials: 
· Projector, laptop, and screen
· Flip chart, markers, and masking tape
· PowerPoint slides: Session 2, Data Use to Improve Programs
Time: 1 hour 15 minutes

Learning Topics: 

· Understand the importance of using data to make programmatic decisions
· Apply data use principles through case study discussion
	Trainer Notes
	Steps

	1) Data Use to Improve Programs
2) Session Objectives

3) Demand for Data

4) Data Use
5-6) Context and Why Address Data Demand and Use?
7) Barriers to Data Use

8) Data Sources

9) Monitoring and Evaluation (M&E) Systems Include Indicators

10) Indicators

11) Targets

12) Why Set Targets

13-14) What is Monitoring
15) Interpreting Data

16) Reasons for Finding
17) Interpreting Data
18) Considering other Data 

19) Interpretation – conduct further research
20) Case Example
21) Case Example – Scenario 1
22) Case Example – Scenario 2
23) Case Example – Scenario 2
24) Case Example – Scenario 2
25, 26) Case Example – Scenario 3
27) Discussion
28) Group Activity

29) MEASURE Evaluation

	1) Introduce the topic. 
2) Explain that there are two session objectives: (1) Understand the importance of using data to make programmatic decisions, and (2) Apply data use principles through case study discussion.
3) Define data demand. The term “data demand” is related to the value stakeholders place on data, whether or not the data are used. Demand exists if: (1) specific questions need to be answered and data are sought to answer them, and/or (2) if a decision needs to be made and data are sought to inform it.
4) Clarify terminology. When we say “data use,” we are referring to using information to make a decision. “Data use” is not just dissemination or distribution of data. 
5-6) These slide speak to why data demand is important. For context (slide 5), point out that governments have limited resources and they focus policies, strategies, and interventions on where they are most needed. This requires access to data and using that data to inform decisions (slide 6). However although we know that data are important for program improvement, often data, while available, are not used for decision making. Rather, data are often only used to for patient care and then not used again.
7) Explain the common barriers to data use: (1) complex data systems, (2) inadequate flow of information, (3) too much data, (4) lack of process for identifying which data to use, (5) do not have the data you need to make an informed decision. 
Ask groups if they have other examples they can share.
There are many more barriers to data use such as the technical capacity of staff and behavior and attitudes around data use. 
In this training we are going to focus on the two barriers highlighted in yellow [(4) lack of process for identifying which data to use, (5) do not have the data you need to make an informed decision] 
8) Note that this course will focus on using data and information that are currently available to you in your job. 
Ask groups: Where do they get the data to help understand what is going on with their programs? How do they use that data to determine if they need to make changes to their program? 
Give time for participants to respond and jot down their responses on a flip chart. Then click on animation to reveal some data sources that are often available. You’ll note that project documents and M&E systems are highlighted in yellow since this is often available at the project level.

9) Explain that Monitoring and Evaluation (M&E) systems use indicators to measure achievements. 
Define indicator: A quantitative or qualitative variable (something that changes) that provides a simple and reliable measurement of one aspect of performance, achievement, or change in a program or project.
Ask: Can you think of any examples of indicators?
10) Explain that indicators can be presented in a variety of ways, and there are often standard indicators for different types of programs and from different donors. 
Some different examples of indicators include: rate, ratio, percentage, average, classification, number, index (composite of indicators).
Note that what is important is that the type of indicator and way it is calculated should be clearly articulated through indicator reference sheets and/or other documentation. 
Indicators are most helpful for decision making when they are reviewed against targets. 
11) Define target: A target is a number that you set (specified level of performance) for a given indicator by a certain period of time. There are two types of targets. There are (1) overall targets and (2) annual/quarterly/monthly targets. 
An overall target measures expected performance for the life of the program – whether it is one year, three years, or five years. It defines what you want to accomplish for an indicator by the end of the program. 
Provide an example for an overall target: The government of Namibia wants the percentage of males who have comprehensive knowledge of HIV to reach 76% in three years – by 2017.
Annual targets measure the expected performance for each year of the program.
Provide an example for an overall target: In the above scenario, let’s say the indicator was at 62% in 2014 at the start of the program – getting to 76% in three years would be a large increase (14 percentage points). Setting annual targets will help to break it down. The program might set the annual targets at 66% by 2015, up to 71% by 2016, and up to 76% by 2017.
12) Explain that targets play an important role in ensuring you’re on track with your program. Targets help program staff with activities like planning and monitoring progress. 
13-14) Explain that monitoring measures how well program activities are being performed. 
Monitoring information is sometimes collected on a routine basis, such as through staff reports, but may also be collected periodically in a larger-scale process evaluation effort. 
Demonstrating changes or improvements through continuous monitoring will allow the team to track progress in program implementation. 
(slide 14) Here is an example of program monitoring for an indicator coming from an M&E system. It is a result of some preliminary data analysis from the AIDS Relief program in Nigeria. It gives the percentage of new enrollees tested for HIV at each site by quarter. In the green line across the top we can see the target is to test 50% of new enrollees at each site in each quarter. In interpreting this, we see that Sites 1 & 3 have met their targets, but that Site 2 has not; it is at 30% of new enrollees tested. 
Now that the analysis has helped us determine whether the program met the indicator target for percent of new enrollees tested for each site, it’s time to interpret why Site 2 did not achieve the target of 50%. 
Now we’ll walk through some steps to follow for interpreting data:

15) Define “Interpreting Data.” Interpreting data adds meaning to information by making connections and comparisons and exploring causes and consequences. 

Click animation: Reveal “Relevance of finding” – this step involves adding meaning to information by making connections and comparisons and exploring causes and consequences; it helps you put the data in the context of your program. You might want to ask some questions when you look at the data, such as: How far from the target is the indicator? How does it compare (to other time periods, other facilities)? Are there any extreme highs and lows in the data? Is there anything that surprises you in the data? 

Click animation: Reveal “Reasons for finding.” When seeking potential reasons for the finding, we often will need additional information that will put our findings into the context of the program. Supplementing the findings with expert opinion is one way to do this. For example, if your data show that you have not met your targets, you may want to know if the community or target population is aware of the service, or if a sufficient number of awareness campaigns been implemented. To answer such questions, you could talk to community leaders, program managers, subject matter experts, or providers to get their opinions. Sometimes ad hoc conversations with experts are insufficient. To get a more accurate explanation of your findings, you often will have to consider other data sources.

16) Give examples of some of the questions you might want to ask when reviewing the data you have to help you understand the reasons for your finding – in this case, why Site 2 is not meeting the target.

17)  Explain if there is not an obvious reason for the insufficient performance, you may need to consider other data (either existing indicators from the M&E system or data from other sources) to help us explain why Site 2 did not meet the 50% target.

18) Ask: What are other data sources that might help explain why the percent of new enrollees might be missing the target in Site 2?
You may need to go back to slide 14 to show the chart to remind participants of different data sources. Jot down participants’ responses on flip chart paper. After they indicate other information that might be useful, click to reveal animation and a list of other information that could be reviewed to help interpret the performance of Site 2.

19) Explain: Once you review additional data, it may become apparent that these data are not sufficient to explain the reasons for your findings – that a data gap exists. In these instances, it may be necessary to conduct further research. The types of research designs that are applied will depend on the questions that need to be answered, and of course will be tempered by the feasibility and expense of obtaining the new data. 

20) Review a case example that illustrates the way an orphans and vulnerable children (OVC) program in Mozambique used data in different ways to make decisions about the program. 
Ask for a volunteer to read the slide out loud.
Explain that you will present three different scenarios for what the program manager did with this information and how she ended up making different types of decisions based on the information. 

21) Ask for a volunteer to read the slide out loud.

After the participant reads it, ask what type of evidence the program manager and volunteers based their decision on. Record responses on a flip chart. Answers could be anecdotal, the perceptions of key informants.

22) Go through the data in the table on slide 22. First, the program manager requested additional gender-disaggregated data from the district where the problem was first identified (the row in blue). Then she requested gender-disaggregated data from all of the districts in the province and noticed a trend – that in addition to District B, Districts C, D, E, and F also had a higher proportion of female children served by the program.

23) Explain that next, the program manager asked for gender disaggregation by service area. From this review, she noted that the gender balance in service delivery for social and economic services was relatively similar for males and females. She noted, however, that the service delivery for psychological services was skewed, with many more females than males receiving services in all of the districts.

24) As a group, summarize what actions the program manager took in Scenario 2. 
Ask for a volunteer to read the slide out loud.

Ask: In this scenario, what type of evidence did the program manager use? Responses could be M&E indicators, disaggregated by service delivery type, gender, and district.

Now you will go over another scenario.

25, 26) Ask for a volunteer to read the slide out loud.

Ask participants what evidence the program manager used in Scenario 3. A response could be  M&E data supplemented with qualitative data collection (FGDs).
27) Ask: 

Which of the three scenarios do you think is best? Why?

What was the difference in the types of decisions made based on the findings?

What implications do the different types of decisions have (cost, time, effect)?

Share that the third scenario was best. The programmatic responses to each scenario were as follows:
In Scenario 1 – Gender sensitivity training for all volunteers.
In Scenario 2 – A two-day training for volunteers aimed at improving volunteer interactions with boys during counseling.
In Scenario 3 – Volunteers schedule visits for psychosocial counseling in the mornings on Saturdays.

Had they not taken the extra steps that they had in Scenario 2, the program would have spent time and money creating curriculum and conducting training, which would not have had the desired outcome of reaching more boys.
This training takes you through the process of identifying how and why certain aspects of your program may or may not be working.

28) Ask seven people come to front of the room.
Arrange each person in order of height.
Ask and discuss: Are they ordered right? Would anyone else have done it differently? Any other ways to judge height more systematically?

Point out that some of the women are wearing high heels or perhaps scarves on their heads. These things make the women appear taller. To measure height more systematically you would ensure that everyone is starting from the same point (no shoes, no headdresses, etc.). You would then use a tool (perhaps a ruler) that would ensure standard measurement. Explain that this is what we are going to be doing in this course. We are going to learn standard approaches to put rigor around using qualitative data.

29) MEASURE Evaluation – Be sure to read out the slide that acknowledges the funding that was used to produce the workshop materials.


Session 3: Collect Additional Data
Materials: 
· Projector, laptop, and screen

· PowerPoint slides: Session 3, Collect Additional Data
· Handout: Printed copies of Activity 2. May want a calculator for simple percentage calculations
Time: 6 hour 25 minutes
Learning Topics: 

· Distinguish between quantitative and qualitative data collection
· Identify the stages of a qualitative investigation/study
· Describe the components of an investigation/study
	Trainer Notes
	Steps

	1) Title 
2) Session objectives
3) When to use qualitative research  

4) When NOT use qualitative research  

5) Useful distinctions between qualitative and quantitative research  

6) Quantitative vs. Qualitative

7) Qualitative Research

8) Qualitative Research Methods
9) Qualitative Research Methods: Key Informant Interviews
10) Qualitative Research Methods: Observation
11) Qualitative Research Methods: Focus Group
12) Qualitative Research Methods: Focus Group
13) Qualitative Research Methods: Document Review
14) Which Method?

15) Data Collection Process

16) Data Collection Process
17) Concept Note Elements – “Rationale”

18) Conceptual Stage Questions Concept Note Elements – “B Study Purpose and Questions” 
19) Example – CSI Study Purpose
20) Example – CSI Study Questions
21) Activity 2 – Case Example  (Part 1)

[perform activity] 

22) Activity 2 – Case Example  (Part 2)

[perform activity] 

23) Participant Selection,
Concept Note Elements – “C”
24) Conceptual Stage Sampling,
Concept Note Elements – “C”
25) Participant Selection, 

Concept Note Elements – “C”
26) Activity 2 – Case Example  (Part 3)

[perform activity] 

27) Feedback and Adjourn

28, 29) MEASURE Evaluation
[END OF DAY 1]
[START OF DAY 2]
Session 3: Continued
30) Title slide

31) Day 1 review

32) Concept Note Elements
33) Data Collection Instruments
34-35) Interview Questions
36) Types of Interview Questions
37) Types of Interview Questions
38) Types of Interview Questions
39)Types of Interview Questions
40) Learning to Ask Effective Questions

41) Closed-ended Questions

42) Open-ended Questions

43) Leading/Non-Leading Questions

44) Example

45) Example

46) Group Activity

47) Example 1
48) Example 2
49) Example 3

50) Interview Question Sequence
51) How Many Interview Questions 

52) Activity 2 – Case Example  (Part 4) 

[perform activity]

53) Analysis Methods, Concept Note Elements – E 

54) Study Protocol – Ethics Review, Concept Note Elements – F 

55) Study Protocol – Ethics Review, Concept Note Elements – F 

56) Study Protocol – Ethics Review, Concept Note Elements – F 

57) When IRB Oversight is Required – Ethics Review,
Concept Note Elements – F 

58) Introductory Script – Informed Consent, Concept Note Elements – F 


	1) Introduce the topic. 
2) Read the session objectives. 
3) Read slide that lists examples of when to use qualitative research  

4) Read slide that lists examples of when NOT to use qualitative research  

Ask: Why would you not want to use qualitative research methods for these activities? 
5) Ask for two volunteers. Have one volunteer read out the Quantitative column (on right). Have the other volunteer read out the Qualitative column (on left).
Explain: At one end of this continuum is textbook quantitative research marked by sharply defined and delineated populations, cases, and variables, and well-specified theories and hypotheses. 
At the opposite end of this continuum is social research that eschews notions of populations, cases, and variables altogether and rejects the possibility of hypothesis testing. 
In between these two extremes are many different research strategies, including many hybrid and combined strategies.
Let’s explore the differences further. 
6) Explain: This slide helps distinguish the differences between quantitative and qualitative data collection methods. While quantitative data collection has a profound role in understanding the extent of public health problems and in program evaluation, for the purpose of this workshop we are going to focus on the use of qualitative data collection in helping understand your program monitoring data. Briefly, here are some differences between the two methods (read slide).

7) Define qualitative research (read slide)
8) Go through the qualitative research methods (read list on slide) Note that there are other research methods but these are the most common. Other types are covered in more comprehensive qualitative methods courses.
9) Explain: Key informant interviews can achieve the same learning goals as all of the qualitative methods mentioned. It is the most versatile method, meaning interviews can be used to provide a vast array of information. You are only limited by the number of people you can interview and the amount of time you can devote to data analysis and synthesis. Good data will depend in part on the type of rapport you are able to establish with participants. 
Most importantly, key informant interviews are typically the quickest way to find out what actually happens within a program or service, which is what you will most likely be interested in when you want to know more than what your routine data source is telling you. That is why in further workshop sessions we will focus primarily on how to design and conduct semi-structured, in-depth interviews. Although other methods do require additional skills, many of the techniques used for in-depth interviews can be applied across the various qualitative methods. 
Your data sources tend to be interview notes, transcripts, and audio/visual recordings.

10) Explain: There are several types of observations. Observations can be highly structured like a checklist. This is often done to understand how something happens. They can also help with assessing clinic conditions, wait times, commodities in stock, presentation of IEC materials, and other important information. Observations can also be more unstructured and participatory, whereby the researcher actually experiences what other people are going through. This approach to observation is much more interactive.
Observations are often a complementary method to other qualitative methods. They (1) allow you to observe the natural setting and build rapport with a community; (2)  permit direct observation of interactions, commodities, or conditions rather than relying solely on others’ perceptions and opinions; and (3) help to explain findings from other types of qualitative or quantitative data sources
Your data sources tend to be field notes, transcripts, audio/video recordings, or maps.

11) Explain: A focus group discussion typically involves a semi-structured discussion with 6-10 individuals who share common characteristics. A moderator guides the discussion, and often a note-taker also facilitates logistics of the meeting.
This approach is often good with topics that can be openly discussed. You are looking for a range of ideas and feelings from your subjects. It is also good to have multiple focus groups when you want to understand the differences between groups. 

You are looking for an interaction among focus group members that provokes thinking about a particular topic. Highly sensitive, personal, or individualized topics are not recommended with this approach.
For most focus groups, you cannot examine more than 1 or 2 topics a session. Also, you need to consider your logistical capacity to identify a location, time, and resources. Resources include possible incentives for participants, venue and transport, as well as recording, transcription, and analysis of data.

Your data sources tend to be moderator notes, transcripts, and audio/visual recordings.

12) Explain: Here are some examples of when to use focus groups and when NOT to use focus groups.
Ask a participant to read the slide.
13) Explain: Document review is often combined with other methods because this relies on inductive, logical reasoning. The researcher works with whatever is at hand like diaries, photographs, letters, newspapers, and other artifacts. Documents provide a window on past events or ideas. Document review is often combined with other methods.
14) Explain: Determining which method to use can be challenging, but this table offers some insight. 
Ask a volunteer to read the slide.

15) Explain: Now that we have discussed the differences between quantitative and qualitative data collection, and for our purposes, the use of qualitative data collection to inform our program monitoring data, let’s discuss the stages of a study.
There are five stages to developing a qualitative study. In the subsequent slides and sessions, we’ll take time to go through each of these stages.
The first stage of qualitative study is the conceptual aspects of the study or developing a concept note [Click animation.] 

The concept note development involves the conceptual aspect – or defining what the question is you want to answer, the instruments you are going to use to answer those questions, who you are going to collect information from, and other key aspects of the research study.
Once you determine who you are going to talk to and see if there are any high risk/special groups such as children, people living with HIV, or prisoners, then you can determine if you need a full protocol. The protocol is a written document that outlines the research purpose or objectives, entry strategy or how you plan to identify key informants, analysis method, research questions, and interview guide. The protocol is important for documenting the research approach and to obtain ethical approval for human subject research.

16) Explain: Now that we have discussed the differences between quantitative and qualitative data collection, and for our purposes, the use of qualitative data collection to inform our program monitoring data, let’s discuss the stages of a study….

There are five stages to developing a study. In the subsequent slides and sessions, we’ll take time to go through each of these stages. The first stage of qualitative study is the conceptual aspects of the study or developing a concept note [click animation.]  The concept note development involves the conceptual aspect – or defining what the question is you want to answer, the instruments you are going to use to answer those questions, who you are going to collect information from, and other key aspects of the research study. Once you determine who you are going to talk to and see if there are any high risk/special groups such as children, HIV+, or prisoners then you can determine if you need a full protocol. The protocol is a written document that outlines the research purpose or objectives, entry strategy or how you plan to identify key informants, analysis method, research questions, and interview guide. It is important for documenting the research approach and to obtain ethical approval for human subject research.
17) Explain: When collecting data that reflects a variety of informant’s subjective experiences, you may ask, “How can the analysis be objective?”
There are several elements that should be detailed in the study concept note to ensure that you are able to provide enough convincing evidence from the process so that any other researcher would be able to confirm that the data reflects the subject’s experiences and perspectives. Here are the important elements to include in a concept note: 
Ask for a volunteer to read the slide.

Note that the rationale is essentially your justification for collecting additional information – what did you see in the monitoring data that requires you to collect additional information?

Also note that the letters on the left of the slide correspond to section for the concept note that is being discussed. For example, in the next slide we will talk about “B. Study Purpose and Questions” and you will see the letter B on that slide.
18) Explain: The way you ask your research question can influence the kind of data you collect. In a quantitative study, you want to focus on the differences and correlations between two or more variables. You are interested in “Variance-type” questions [click animation]. These questions typically begin with... Read slide.
In a qualitative study, you are looking for subjective experiences described in the words of the informant. You want to know how things happen. You are interested in “process-type” questions [click animation]. These questions typically begin with…(read slide).
Your research questions for a qualitative study usually focus on 3 areas [click animation]:

Area 1) Questions about the meaning of events and/or activities;
Area 2) Questions about the process by which these events and/or activities, as well as their associated outcomes, occurred; and

Area 3) Questions about the influence of the physical and social context on these events and/or activities.

Back to the example of “How do I improve HIV counseling for pregnant women?”  Some of the research questions I may develop to inform this research purpose might be: “How do women decide to test for HIV during pregnancy?” or “How do HIV+ women decide to disclose their HIV status to their partners?”
Ask: What other research questions might give us ideas on how to improve HIV counseling for pregnant women? (Keep dialogue to 5 minutes.)

19) Say: Let’s go through a case study together and apply what we have learned thus far. 

Clarify: CSI stands for “Child Status Index”
MEASURE Evaluation had anecdotal evidence that community-based volunteers were using the Child Status Index as a job aid for decision making, but we did not have confirmation or evidence that this was actually true, so we designed a study with significant stakeholder input with the following research purpose …

Ask: Will someone volunteer to read the slide (or our research purpose)? 

(slide/volunteers reads) …To explore how care decisions are made by community-based volunteers/social workers, and the utility of the CSI at the community level as a job aid. This information will assist MEASURE Evaluation in improving M&E guidance for programs working with vulnerable children and help us to understand more about the community caregivers providing these services to vulnerable children.

20) Say: From the study purpose, we developed the following research questions listed on this slide.
Ask: Will someone volunteer to read the first, second, third, and fourth research questions off of the slide? 

21) Say: Now we are going to break into our groups.
If you have not done so already, assign groups into teams of about 4-6 people. They can work together for the rest of the assignments. You will want to be sure to have a diversity of experience/role in groups.

Hand out the printed off copies of Activity 2. 
Explain: In your groups take 10 minutes to read the handout. Then take 45 minutes to answer the questions. Then we will come back together and present the finding of each group. 
Remind groups: Be sure to assign someone in your group as “scribe” so you can be sure to capture all of the good information that is shared.

[perform activity] 

Then come back together and read through the questions and answers. 
Facilitator refers to the version with answers: Make sure that everyone got the correct answers. If they didn’t, help them (or ask another participant) work one-on-one with anyone who did get the correct answers. 
22) Using the same hand out (Activity 2) you will now work on Part 2.
Ask teams to break into groups (if they are not in their groups).
Instruct the groups to: Write down the study purpose and 2 study questions on the flip chart (40 mins). Then they will present to plenary (20 mins)
[perform activity] 

Come back together and read through the questions and answers. The facilitator will use the version with answers. Make sure that all groups present.

Remind participants to keep the document, as there are some exercises on it for tomorrow.

23) Explain: We are now moving into “Part C” of the Concept Note Elements. This section is about participant selection. 
Explain: Once you have determined your research purpose and questions, next you need to think about where you want to collect data. Are you interested in collecting data at the national level, state level, local government area, ward, community, implementing partner, clinic? The study questions you have will help point you in the right direction here. Regarding locations, there is no hard and fast rule regarding number of sites/locations – it depends on your budget and what information you want. In this section you will need to describe the community(ies) in which you selected to focus your research. 
You will also need to consider from whom you want to collect data. For example, if you want to know what parents think about a certain aspect of the program, you would need to collect data from parents. If you want to know what family planning clinic clients think about the services they receive, you will likely need to collect data from clients. If, however, you are interested in understanding what program managers and M&E officers think about how the program is being implemented, you would need to interview this type of staff. Who you collect information from depends on what your research questions are, and who can best give you the information to answer your question. It may be that you want to collect information from more than one participant group.

24) Explain: Once you determine who you want to collect data from, you need to determine how to select the people you are going to talk to.
A theoretical approach to sampling in a qualitative study is simply starting with interviews of a small number of key informants. You review the data, and then decide what more information is required, and therefore who else you need to talk to.
An “a priori,” or planned approach to sampling involves thinking ahead about the characteristics of informants you are interested in, and the way in which you will select informants with those characteristics. These decisions are based on your research purpose and questions.
There are several “a priori” sampling approaches [click animation]. Let’s walk through them:
· Extreme Sampling: Select extreme cases to understand the conditions of more typical situations. For example, you conduct interviews at a health clinic that is considered the best, and then further interviews at another health clinic considered the worst.

· Intensity Sampling: Select only well-informed subjects with experience. For example, you intend to interview program managers within HIV prevention service provider organizations based on their interest, expertise, resources, and area of influence.

· Homogenous Sampling: Select people with similar characteristics to focus on the issues relevant to them. This sampling technique is often used in Focus Group Discussions.

· Heterogeneous Sampling: Select diverse populations to highlight variations or look for common themes.

· Typical cases: Select what you would consider is a typical case to understand principal features to illustrate or profile.

· Snowball: Ask key informants to suggest others to interview. This sampling technique is often used when key informants are difficult to reach.

· Opportunistic: Take advantage of an unforeseen opportunity to conduct an interview.
Note: The selection criteria for a sampling strategy in a qualitative study is always driven by how you can best gain access to those who can teach you the most about your topic. You want key informants who can provide rich information, so the sampling strategy is really based on your research purpose.

25) Explain: The real challenge in a qualitative study is the number of people to talk to, because there is no hard and fast formula. You really have to think carefully about your research purpose and questions to determine how many interviews are necessary to reach data “saturation.” This is the point at which you received repeated responses from multiple interviews and/or subjects. This is when, as a researcher, you can safely say that you have a fairly comprehensive understanding of a research question from the perspective and in the words of informants who are familiar with the research topic.
Ask: How do you guess data “saturation” for research planning purposes?
Explain: It depends on the number of topics you are interested in learning about and the number of sub-groups you identify within your population of interest. Having more topics often means more interviews with more informants. If you have fewer, more complex topics and the depth of information from informants is more valuable, you can plan to conduct fewer interviews or possibly interviewing the same subjects multiple times.
It helps to identify criteria of what you think is important in shaping the experiences, opinions, and knowledge of a particular group. In our example of “How do I improve HIV counseling for pregnant women?”  you may be interested in interviewing:

· Single pregnant females versus pregnant females in partnerships;

· HIV+ women living with their partner versus HIV+ women not living with a partner

With number and location come questions around resources, budget, staff, and scientific consideration. 

26) Explain: Now we will go back to our groups and work on Part 3. 
Based on your study purpose and questions, discuss where you will collect data [level] and from whom [who can best answer your questions]. (15 mins)
Then discuss how you will select your participants,  how many will you select, and why. (15 mins)
Write the main points from your discussion on flip chart paper. (5mins)
Make an convincing case and present to plenary. (25 mins)

[perform activity] 

27) That is the completion of day 1. Ask for feedback on how the day went. You can either pass out the feedback document or you can do the session verbally. Be sure to ask someone to keep notes of any feedback that is shared.

28, 29) Please acknowledge MEASURE evaluation
[END OF DAY 1]
[START OF DAY 2]
30) Welcome the class to Day 2.

Look at the agenda and note any changes. Make any announcements. If you are incorporating any feedback from yesterdays “session feedback” you can mention that now.
31) Review materials from yesterday’s lesson.
Say: Before we continue Session 3 we will review a few concepts that we discussed yesterday. 
There are quantitative data and qualitative data. 
Quantitative (data usually collected through numbers)
· Answers how much

· Useful for determining the size and scope of problem

· Often used to prove the existence of relationships

Qualitative (data usually collected through words)
· Answers how, what, & why questions

· Used to generate understanding of issues from the perspective and in the language of the informants

· Ideally suited to explore sensitive topics in depth with small numbers of informants

32) Say: Now we’ll begin with the next topic in Session 3. Developing a concept note for your qualitative investigation.

When collecting data that reflect a variety of informants’ subjective experiences, you may ask, how can the analysis be objective?
There are several elements that should be detailed in the study concept note to ensure that you are able to provide enough convincing evidence from the process so that any other researcher would be able to confirm that the data reflect the subject’s experiences and perspectives. 
Here are the important elements to include in a concept note… (read slide). 
33) Ask: What are the key elements for data collection instruments? (they are listed on the slide)

· Entry strategy

· Who will collect data

· How will data be collected

· Where data will be collected

· What data will be collected

Explain: What we mean by “entry strategy” is a written explanation as to how you plan to gain access to your subjects. This is particularly important if your subjects are difficult to access. For example, they may be involved in illegal activities such as injection drug use. How will you gain entry/access to participants? This should include special approvals, notifications/announcements, and engaging stakeholders in the area, and prospective participants.
Explain: You will also need to briefly outline who will collect the data – a team of people, one person, etc., and their qualifications. For qualitative data, you want to be sure you have people who know the ins and outs of qualitative data collection – we’ll cover more of this in a later module.
How the data will be collected means considering questions such as: Will you do an interview or a focus group? Will you have two people taking notes or record interviews? Will you transcribe data and take notes as well? All of this needs to be thought through in the protocol.
Where data will be collected is also important – will you collect it in a public or private location? In people’s homes or at their place of work or a clinic? 
Finally, your entry strategy document will include a description of what information you will collect and how it links back to the research question – are you going to ask questions about opinions and perceptions of a program, about how a certain program element is functioning? For every type of data collected (e.g., FGD, interview guide), you should be prepared to explain the type of data you’ll collect. You’ll also include the instrument guides as appendices [how to develop qualitative instruments will be addressed in more detail in later modules].

34-35) Read Slides 34 & 35 or ask participants to read the slides out loud for the class
36) Explain: There are several types of interview questions that get at informant’s opinions, feelings, and knowledge.

With opinion questions you want the informant to interpret a specific event.
With feeling questions you want to evoke and emotion response.
With knowledge questions you want to know what an informant considers is factual information.

Example include… [Read slide]
37) Go through the different types of interview questions listed on the slide.
Explain: With a “grand tour” question, the informant is asked to describe their space, a time period, a sequence of events, a group of people, activity, or group of objects.
For example, you can ask about a specific location: I have never been in this community before, can you tell me about life in this community?
Or you can focus on time or an event: Can you tell me about all the things that happen when you are tested for HIV?
Or you can learn about people: Can you tell me about the type of people that come to this clinic to get tested for HIV?
Typical grand tour questions ask the informant to describe how things usually are. They generalize and talk about patterns of events. 
Examples include:

· Can you describe a typical day in this clinic?

· Can you tell me how you usually prepare for this type of exam?
A specific grand tour question references the most recent day or event or best known location, so that the informant can more easily describe a situation. It may be easier for the informant to recall recent information. 
Example include:

· Can you tell me what happened when you came to work in this clinic yesterday from the moment you arrived until you left?

· Can you tell me how you studied for your last calculus exam?

A task-related grand tour question requests that the informant demonstrate a task and describe what they are doing. An example is to ask an informant to draw a map of a clinic and then the interviewer asks several questions about the clinic while the informant is drawing.

A “mini-tour” question is the same as a grand tour question, only your unit of experience is much smaller. You usually use this technique after an informant has given you a lengthy description and you want to focus in on one recurrent activity. 
Examples include:

· Can you tell me about what happens in the pre-test counseling session with clients that you see in this clinic?

· Can you tell me what happens during the last few days of this event? 

38) Explain: An example interview question takes some single act or event identified by the informant and asks for an example. This is a tangible and practical question for informants to answer and can lead to very useful descriptions. It is also a good way to get someone talking about a topic. An example of an example-type interview question: 
Can you give me an example of how you recently counseled an HIV+ client to share their HIV test results?

Experience interview questions ask an informant to describe something personally encountered, undergone, or lived through in a specific setting. These tend to be so open-ended that informants find it difficult to answer them. Informants tend to focus on atypical events rather than recurrent or routine events. These are best applied after using a grand-tour or mini-tour question. An example of an experience-type interview question: 
Can you tell me about your experiences receiving services at this clinic?

39) Explain: The goal of a native language question is translation. You want to learn from the informant what terms or phrases are most commonly used in their cultural setting. There are two main types of native language questions: Direct Language and Hypothetical Interaction. 
Direct language questions are where you directly ask the informant the definition of a term or phrase. Examples include:

· How would you refer to it?

· How would you refer to your friends?

· How would you talk about meeting your friends?

· Is that the way most people would say it?

Often the informant will respond with something like, “You know what I mean” or “You are a (member of this community), you know what I am talking about.” The proper response by the interviewer is, “Everyone has a different understanding. I am really interested in what you know or understand about this from your point of view.” REMEMBER, in qualitative research the informant is the EXPERT. The interviewer is learning from the informant. The informant needs to understand that the interviewer is ignorant concerning the research topic. Also the interviewer has to learn to ignore any preconceived understanding or knowledge about the topic to ask effective questions.
Hypothetical-Interaction questions help the informant imagine a conversation or interaction with their peers and NOT the interviewer. The interviewer proposes a hypothetical situation and asks how the informant would react. Examples include:

· If a married, female client were to walk into your office today for an HIV test, what kind of things do you think she would tell you?

· Imagine that you are counseling an HIV+ female client, what kind of things would she tell you she is concerned about when she learns her HIV test results?

40) Explain: This slide is a list of pitfalls of qualitative data collection – the skill of the interviewer is incredibly important to gaining the best possible data. This is a bit different than quantitative data where questions are asked and responses circled. Here, what the participant says is the data. There are no questionnaires or surveys, so asking the questions in a way that encourages participants to talk about the issue at hand is very important. 
We will discuss each of these separately – some have been covered already in the session where you learned about how to ask good qualitative questions, but these skills go beyond question design. The person doing the interview (or FGD) also needs to know how to adapt during the data collection process, and avoid these pitfalls throughout.
We often instinctually ask yes/no questions. But they are NOT effective in eliciting an informant’s subject experience. For example, it is easy to ask:

· Do you think all people should learn their HIV test results?

A yes or no to this question does not tell you why the informant thinks this, which is what you want to learn.

You also want to avoid any kind of close-ended question such as:

· How many times have you talked with your doctor about your diet?

The next tip is a challenge. Even though the purpose of your research is to understand the “why,” there is often an underlying judgment implied when you use “why” in an interview question. It may communicate a right or wrong answer. For example:

· “Why don’t pregnant women use HIV counseling services?” If the informant thinks that pregnant women should not access HIV counseling services, this question may imply that the informant is wrong. In qualitative research, there is no right or wrong, only the informant’s subjective experience. A better way to ask this would be:

· “What do you think influences whether or not a pregnant woman chooses to receive HIV counseling services at this clinic?”
Also, an interview question that you develop for an interview guide may not always be exactly the type of question that you will ask an informant. Interview questions are designed to guide the interviewer through the interview process.
When selecting and training interviewers, keep in mind that they will need to have the ability to adapt to different interview situations. They may need to quickly rephrase a question during an interview because the informant does not understand the question. They may need to diverge from the interview guide because the informant provides information that is essential to the research objective. We will talk more about training interviewers later, but what is essential to every interviewer is that they have a clear understanding of the research purpose, so that they can think creatively during the interview about what else will tell us more about what we are interested in learning.

41) Explain: While closed-ended questions can be valuable in getting a quick answer – e.g., yes or no –  they do not provide you with the “how” or “why” something is happening. If you just ask if someone likes services provided and they say “no,” you won’t understand why not and it won’t be of value for you in terms of making recommendations for improvement.

42) Explain: Open-ended questions give the opportunity for participants to reveal more about what they think about the situation. 
In the example here, “What do you think of the health services offered at the clinic?” you allow the respondent to think about what is important to him/her and give you his/her perspective.

43) Explain: Leading questions influence the response. Our goal is to find out what is important to the respondent and we need to ask non-leading questions.
Ask: Can our body language also be leading and non-leading? 
Say: Let’s look at some examples.

44)  Explain: Here are a couple of examples of a leading question and a non-leading question – what is the difference between the two types of questions? How might this influence the quality of data you collect?

Ask for a volunteer to read the slide.
45) Say: Here are a few more examples.

Ask for a volunteer to read the slide.

46) Explain: In the next three slides we are going to look at some questions and discuss what the problem is with these questions and make suggestions on how they can be improved. 
47) Ask for a volunteer to read the question and another volunteer to read the response. 

Ask: What is wrong with this question? 

Explain that this is both a leading question and close-ended question. 
Ask: How can the question be improved?

[click to animate and reveal the better question]

Ask for a volunteer to read the question and another volunteer to read the response. 

48) Ask for a volunteer to read the question and another volunteer to read the response. 

Ask: What is wrong with this question? 

Explain that this is a close-ended question. 

Ask: How can the question be improved?

[click to animate and reveal the better question]

Ask for a volunteer to read the question and another volunteer to read the response. 

49) Ask for a volunteer to read the question and another volunteer to read the response. 

Ask: What is wrong with this question? 

Explain that this is a leading question 

Ask: How can the question be improved?

[click to animate and reveal the better question]

Ask for a volunteer to read the question and another volunteer to read the response. 

50) Explain: There are no rules about how to sequence interview questions. In general, when you start the interview you need to give the informant time to get used to the interview experience. The interviewer needs to develop rapport or a relationship with the informant. It is good to keep early questions inviting, easy, and interesting for the informant. Avoid sensitive questions at this time.

As you get to the main part of the interview, you will want to ask those questions you think will mostly likely provide good data for your research questions. These questions may be more of a challenge as compared to questions earlier in the interview.

Near the end of the interview, it is always a good practice to include some easy questions. Also, this is a good place to include questions you think that the informant will find uncomfortable like questions about sexual behaviors or income, for example. These are the questions that you think you will not get many responses.

51)  Explain: When developing the interview guide, you need to think about how many questions to ask. Even though you plan for an hour interview (and most informants are not willing to give you more time), the reality is you may have more like 30 to 45 minutes to ask your questions.
With this in mind, plan for no more than 5-6 main interview questions. Also, it is never good to combine too many questions into one question. Keep them simple and direct for one topic only.
With each main question, you may include probing questions in the interview guide to help the interviewer ask more questions about points that the informant has provided in order to gather additional details. We will talk more about probing in later modules. But here is an example of what I’m talking about [click animation]. 
An interview question may be… “What influences how HIV prevention services are distributed across Iringa?”
A probe to find out more information would be: “What information sources do providers rely on to tell them where services are needed?”
52) Explain: Now we will do Part 4 of our Activity 2. 
Applying the information we just learned, develop one brief interview guide (no more than seven questions) for a participant group to help answer your research question. Use the study purpose and questions, and participants you have already created. Then transfer your questions on to the flip chart paper and then we will present to the plenary. 

[perform activity]
53) Explain: We will discuss analysis methods in detail later in the course. You will want to ask the following question to develop your analysis methods to be used after your data are collected:…. 
Read the questions on the slide or ask a volunteer to read the questions.
54) Explain: We want to talk on the ethical considerations for conducting research with human subjects. 

Globally there are ethical guidelines when conducting human subject research. In many countries, and in some cases states/universities, there is a group that has the role of reviewing and monitoring proposed research for compliance with regulations and policies governing research involving human subjects. It is this group’s responsibility to protect the welfare of the research subjects.
These independent groups typically comprise researchers, community members, or other stakeholders. These groups are called Institutional Review Boards (IRBs) or Human Research Ethics Committees (HREC) – there may be other names as well. The existence of these groups varies from country to country, so it is important that you take the time to visit the website on this slide to determine if there is one in your area. Your organization/agency may also have a policy that guides this process, so take the time to learn and find out what the requirements/procedures are.
When these groups exist, their approval is REQUIRED before you can begin data collection.
If there is an organization or university in-country that offers IRB services and your study protocol includes detailed explanations of the areas I have described, the approval process to initiate research can take as little as two to three weeks. However the IRB process among countries varies dramatically and approval may take significantly longer, up to three months if it requires full review.
Also, if your research involves the collection of any biological specimens or the review of individual medical records or other private and sensitive information, this may add time to the approval process. 
55) Explain: The broad areas of the purposed research an IRB considers are:

· Confidentiality of the data: how you plan to protect the data from access to those not authorized to see it. This involves describing how data will be shared among research team members. It is also good to describe how you intend to minimize deductive disclosure, or the ability to directly identify participants from indirect identifiers in the data.

· Data Sharing: how any identifiable data will be shared outside of the immediate research team.

· Data Security: how you plan to store and transmit data. For electronic storage of data, this may entail using a secure network, password-protected files, or data encryption. For hard copy data such as field notes or visual/audio recordings, this may involve de-identification of data by the research team and/or securing data in a locked cabinet or office. 

· Informed Consent: Informed consent is an agreement to voluntarily and willingly participate in a study based on full disclosure of what constitutes participation. This includes the risks and benefits to the informant. For ethics review purposes, an IRB will want to know who will be obtaining consent (or permission) and from whom, in the native language of the informant. If children will be enrolled as participants, you will need to describe what you will do to obtain parental or other guardian permission and assent of the child. If your subjects are impaired adults, you will need to describe how you plan to obtain surrogate consent from a legally authorized representative. Typically an IRB will want you to explain how you plan to obtain both written and oral consent.

· Recruitment Methods: how and where informants will be identified and recruited, who will do the recruiting, how participants will be contacted, and how you plan to protect the privacy of potential participants during recruitment.

· Privacy: the steps that will be taken to ensure privacy of informants. This mainly has to do with the interview setting.

The last two areas have to do with the “informed” part of “informed consent.”
· Risks to participants: You need to describe any potential risks informants may experience as result of talking to you and how you intend to mitigate and explain those risks to the informant prior to obtaining informed consent.

· Benefits and costs to participants: Benefits typically include what you intend to do with your research findings and how that will benefit the informant. Examples of costs to the informant are child care, travel, or lost time at work. You need to demonstrate how you will explain this to your informant prior to obtaining his/her informed consent.

56) There are typically three categories of review: (1) Exempt, (2) Expedited, and (3) Full Review.

“Exempt” means that human subjects are not in a high-risk category. It is considered low risk; part of people’s jobs; or anonymity or confidentiality is assured.
“Expedited Review” means there is some risk but there is likely no need for ethical or safety concerns if the research protocol is followed as submitted. 

“Full Review” means that the research is considered a high risk for the participants. 
57) If you are conducting research with a human participant, it is recommend to submit the research protocol to an IRB ethics panel.

58) Explain: After you have your interview questions and suggested probes, the next step is to draft the introductory script. This script will include the informed consent. The script is what every interviewer will review with the informant before starting to ask interview questions. Even if your study is exempt from IRB or you do not have an IRB to submit to, it is always important to have informed consent before starting to collect primary data.
Typically an informed consent would include the following sections and is usually one page or less. It should be written so it is easy to understand and avoid unnecessary jargon.
The topics that you need to explain as briefly as possible include: [from slide] 

1) The nature and purpose of the research;

2) Any inherent risks or dangers associated with participation in the interview;

3) Any possible discomfort or other costs that may be experienced from participation in the interview;

4) Expected benefits of participation;

5) Who to contact with concerns or questions;

6) Option to discontinue the interview at any time.

Also refer to handout with informed consent in the packet of materials.


Session 4: Planning for Qualitative Data Collection
Materials: 
· Projector, laptop, and screen

· PowerPoint Slides: Session 4, Planning for Qualitative Data Collection
Time: 45 minutes

Objectives: 

· List the important elements to consider planning for qualitative data collection

· Review procedures for collecting data (logistics, roles, and responsibilities)
	Trainer Notes
	Steps

	1) Planning for Qualitative Data Collection 

2) Session Objectives

3) Stages of a Study

4) Planning Considerations

5) Roles and Responsibilities

6) Staffing

7) Timeline

8) Logistics

9) Pre-testing Instruments

10) Training

11) Training – Data Collectors
12) Training – Data Analysis 

13) Budget 

14) Planning – Transcript Analysis

15) Planning 50 Interviews

16) Planning – 10 Interviews 

17) Questions


	1) Introduce the topic
2) Explain: By the end of this session, the learner will be able to:

· List the important elements to consider when planning for qualitative data collection

· Review procedures for collecting data (logistics, roles, and responsibilities)

3) Review: As you may recall, there are five stages of a study. We are now going to move on to stage two, “study planning.”

The planning stage is when you take what was developed in the concept note and begin planning for the study. At times you may have to go back and adjust the concept note based on some of the things you find when doing the planning. This stage is when you think about the cost in money and time for personnel, materials, travel, administration, and other costs associated with conducting key informant interviews.

4) Explain: The procedures for data collection are applicable to any kind of study – qualitative, quantitative or mixed methods – but for the purpose of this training, we’ll be talking about it in the context of collecting qualitative data.
Thinking through the details of who, where, when, and how the data will be collected is important to ensuring your activity runs smoothly. 
You will need to consider: Roles and Responsibilities, Staffing, Timeline, Logistics, Pre-testing, Training, and Budget for the study.
The considerations will also vary depending on the size and scope of your activity and how many different people are involved.
For example, if you have just one or two staff planning, collecting, and analyzing the data, then you may not need to go into extensive detail for each of the items. If, however, you have a team of people involved, it’s very important to clarify all aspects listed here.
On the slide is a list of categories for consideration – we’ll address each of these in more detail in the subsequent slides. But briefly, let’s talk about:
Roles and Responsibilities – this is clarifying who does what with regard to study planning and implementation. [Click animation].
Staffing – based on roles and responsibilities for the study, you need to consider what types of people you need to carry out the study and if you can use existing staff or you need to hire additional staff or consultants. [Click animation].
Timeline – This element covers when the various study steps will occur – often it’s the best reasonable estimate with the information you have. 
[Click animation.]
Logistics – Logistics covers things like where the data collection will take place, and issues such as transportation and coordination of data collection.
[Click Animation.]
Pre-testing – Once your instruments have been created, pre-testing is the process by which you test them out to make sure they work well and collect information the way you intended.
 [Click animation.]
Training – Once your data collection instruments are finalized, this is the process of training those who will collect and enter the data. The extent of the training also depends on the number of people who will be involved. In smaller studies, it may just be one or two people collecting data; in larger studies it may be a team of 20 data collectors. What’s important is that you have consistency in how people are collecting the data.
[Click animation]
Budget – All of these factors lead into the budget for the study. Sometimes you have a set amount of money before you even start the concept (e.g., US$10,000), other times you might develop the concept and then submit the budget for approval. Either way, thinking through these steps will help make sure you have enough funding to collect quality information.
5) Explain: At the start of any activity, including qualitative data collection, it is important to be sure that roles and responsibilities are clearly described for the following functions. 
· Communicating with stakeholders

· Collecting data

· Institutional Review Board application

· Processing data (storing, translating, transcribing)

· Analyzing data

· Arranging logistics

· Report writing/presentation

Anticipating all of the different activities and functions of the data collection and writing them down is a good first step to figure out who you will need to involve, and who those people are. 
The list of activities here are some that will be involved in any kind of study; there may be additional activities for other types of studies. 
Now let’s look at staffing.
6) Explain: The roles and responsibilities identified should be incorporated into one or more of these staff positions. One person could potentially serve all of these roles, including the analysis and report writing, or it may involve a team of individuals to accomplish the work. The level of staffing required for a qualitative research project varies depending on the size, budget, experience of staff, and the question your study is trying to answer. 
At minimum you need someone who has been trained in qualitative data collection – that is, someone who knows the unique principles behind qualitative data collection, which we will refer to later in this presentation. 
It may also be important to have a note-taker, particularly for a focus group or during an interview if you are not recording the interview. 

Who do you need?

· Qualitative data collector

· Note-taker

· Translator

· Transcriber

· Analyst

· Administrator

· Program officer/M&E officer

It is always best if interviews can be conducted in the language of the participant (e.g., the client or beneficiary or whoever you are interviewing/collecting data from). As a result, you need to ensure that the data collection instrument is translated into the language that the questions will be asked.
If you have staff who speak multiple languages and are able to translate it, then you don’t need a translator – but it is important to pre-test the instrument, particularly in the language that the data will be collected in. 

If possible, transcripts can be analyzed in the language the data were collected in, but if the analyst is not proficient in that language or if the person collecting the data does not have the capacity to analyze the data, notes/transcripts will need to be translated into the language of the analyst/report writer (e.g., English, French, Spanish, Portuguese). 
Depending on your budget and the extent to which you are using note-takers, you may need your interviews transcribed. This is the process of actually typing out the recording from the interview/FGD. While extensive note-taking and writing summaries can be helpful, transcripts help ensure you capture word-for-word what participants are saying and allow you to capture full quotes and revisit the context in which participants spoke about something.
If you are looking for more rigor in your study, then transcription is a good thing to do – but it is important to consider getting good quality recordings in the field (e.g., quiet room that does not have noisy fans, ensure there is a power source or you have extra batteries, ensure staff know how to use the recorder).
An analyst will conduct the data analysis. We will go into more detail about ways to analyze qualitative data, but it is important that someone be assigned this role and knows the principles behind qualitative data analysis.
The administrative function is also important – for example, who will communicate with the communities/village heads, health posts or clinics where data will be conducted? Who will be tracking and following ethics approval? This is the person who is ultimately responsible for ensuring the activity goes according to plan and runs smoothly. 
Finally, if the person conducting the qualitative study is not from the program side or the M&E side, you need to make sure to include both sides in the design – if the program/project side is not involved, there may not be adequate buy-in into the findings, and data/recommendations may not ultimately used to improve programs. Similarly, if program staff take on this activity without involving M&E staff, there may be resentment and distrust of the data. It is a key tenet of our work to include both program and M&E staff.

7) Explain: Another important aspect of planning qualitative data collection is thinking through when you will collect the data – here are some of the factors to consider that may influence your timeline.

IRB approval – if there is a Health Research Ethics Committee or IRB and you are required to go through it, you can check to see what their requirements are for submissions and the calendar for review. This will give you an idea of when you need to submit for IRB, when it will be reviewed, and when you might anticipate knowing the outcome. You may want to build in time for IRB modifications, as at times IRBs will ask for some changes and for you to re-submit.
Number of interviews/FGDs per day – determine how many interviews/FGDs you need to do. This will be based on what your questions are, who your participants will be, and the length of your interviews/FGDs. For example, in a study with home-based care beneficiaries in Tanzania interviews were planned to last approximately one hour, and were conducted in people’s homes to ensure we reached bedridden as well as active clients. We needed to build in time to travel to clients’ homes and only allowed for 3 interviews per day. If interviews are being conducted in a health facility, as part of a client exit interview for example, you may be able to do more interviews. The study team needs to think through who is being interviewed and where in order to determine how many can be done in a day.
Availability of beneficiaries – thinking through the availability of your beneficiaries is also an important consideration. For example, local holidays or celebrations and market days may prevent people from participating. Or going to a health facility during clinic hours may not be the best time to interview clinic staff. The study team needs to think through when is the best time to reach the target audience.
Travel time and availability of staff – Consider the amount of travel time involved to get to where interview participants are located and also consider the availability of staff collecting data. Block out time in advance for the data collection and a schedule to ensure people are available.
Time for analysis and report writing – Qualitative data analysis often takes MUCH more time than people anticipate. We will review in detail how to do qualitative analysis later in the training, but it is an iterative process requiring repeated reading/review of transcripts to identify themes, coding, developing matrices, and synthesizing information. It is extremely important to consider how much time you will need for analysis and report writing.

8) Explain: These are some of the logistical factors you need to consider when planning a study. Like any program or M&E activity, if you don’t take time to think through the logistics carefully, your efforts may fall through.

You need to be sure to communicate with necessary authorities/stakeholders, arrange transportation that is reliable, print enough copies of interview guides, arrange a convenient and confidential location, ensure recording equipment works correctly, and ensure you protect confidentiality.
9) Explain the importance of pre-testing instruments: Pre-testing instruments allows for catching errors and making revisions. It ensures your instrument is collecting the information you need to answer your study questions.

It is very helpful to pre-test your interview guide and questions. Your aim here is to assess comprehension of the introductory script that outlines the purpose of the research and seeks consent from the subject to be interviewed. You also want to test your interview questions for comprehension and to see if you are getting at the kinds of answers you seek. Also, it is good to understand if the informant considers the words you are using to have multiple meanings. The amount of time needed for pre-testing depends on the scope of the study and the number of instruments you have.
On the slide are some different steps/ways to pre-test your instruments. 
· Cognitive interviewing

· Conducting interview with sample of target population
Cognitive Interviewing – cognitive interviewing is a great way to test out your instruments ahead of time. It helps you figure out whether target participants understand the question being asked and if the questions give you the types of answers you need. In a qualitative study done in several countries, we conducted cognitive interviews with a small sample (1 or 2) target participants in each country and walked through the interview guide – asking things like “What does this question mean to you?” and “How would you answer this question?” By going through this process, we learned that we were using several terms that participants interpreted in different ways  (e.g., caregivers), and so we made changes to the interview guide to ensure a uniform understanding of terms before we started data collection.
Do target participants understand the question being asked and do the questions give you the types of answers you need?
Conducting interviews with a sample of the target population – this is a bit different than cognitive interviewing because in this scenario you actually go through an interview with someone who falls into the target population you are trying to reach. It helps you get a feel for the flow of the interview guide – is the question order good? Is the interview too long? Too short? Do you need more prompts? It can also help you make changes to the wording of the questions to make them clearer. 
10) Reiterate: Training data collectors and analysts (if several) is a very important step in the process.
The length of time of training varies from one day to several days, depending on size and scope of work and background/experience of the team.
If you have a small team (e.g., one or two people), you may not need to do a formal training, but instead have a working meeting where you go through the concept note, instruments, etc. The ultimate goal is that you are using standardized procedures so that if someone else followed the same protocol/steps, he/she would yield similar data – anyone collecting the data should be collecting it in a similar way. 

11) Explain: In the table you will see a list of items that would be included in a data collector training session. There may be other things to include, depending on the study. 
The ideal interviewer can engage an informant without having to read aloud from the interview guide, and without losing sight of the central research questions.
When selecting interviewers, you need to consider whether they are capable of honesty with the use of data (i.e., notes and recorded interviews). Other characteristics to look for in a good qualitative interviewer include: able to put others at ease, projects respect, conveys warmth and empathy, listens carefully, asks insightful questions, aware of own nonverbal reactions, and able to explore what people are saying beyond the research problem.

12) Explain: In the table is a list of items that would be included in a data analysis training session. There may be other things to include, depending on the study. 

13) Explain: Now that you have thought through what you want to learn and what you need to do to learn it, you can start to plan out the resources you will need to dedicate to your research study. While this list seems long and you may wonder how you can afford to collect any additional data, this is the full range of costs. If you are doing a small-scale study with just a handful of interviews and one person collecting data, many of these items may not be relevant. 

When planning for a budget, consider:

· Length of interviews, # of interviews

· Staffing

· Translation and/or transcription

· Training costs

· Travel costs – accommodation/M&IE

· Equipment, printing costs

· Institutional Review Board costs

Planning time for data collection ultimately depends on the number of interviews you think will be necessary to answer your research questions. This involves an educated guess, your available time frame, where you are collecting data from (e.g., a central location like a clinic or visiting individual homes), and the available resources for data collection staff or interviewers. A well-trained interviewer can perform about four to six one-hour interviews in a day, with field notes.
You’ll also need to consider the staffing – if you need to hire staff or consultants and if so, based on the length of interviews and number of interviews needed, how many days you need them for. The cost of a consultant with qualitative skill sets varies considerably country to country, from about $40 per day to $250 per day. The cost of note-takers is often far less expensive. Data analysis is often very time-consuming (we’ll go into more detail in the next session), so it is important you plan for enough time to do a thorough job on the analysis.
For budgeting, you also need to consider costs associated with translation and transcription. If you have in-house staff who can do this, it is much less expensive than hiring a consultant. A one-hour recorded interview typically involves four to six hours of transcription. In addition to producing a written record of an interview, transcription also involves:

· Redaction of all personal identifiers
· Indications of inaudible sections

It is good to have the transcriptionist work with the interviewer. The interviewer can provide nonverbal clues that they noted during the interview, which will greatly enhance the quality of the interview. At the very least, the interviewer should provide to the transcriptionist an interview report that includes a summary of his/her notes.
Whenever data are transferred from one format to another, as in oral recordings to written transcripts, there is the chance for data loss or other data tampering. For planning purposes, it is good to budget for random spot checking.
Take a random subset of the transcripts, like 1/3 of all interviews, and listen to the entire taped interview of those transcripts while reading the transcripts. This will ensure data quality in the transfer from audio to transcript. Another rule of thumb for larger sample sizes and multiple transcriptionists is to spot check at least 3 interviews per transcriptionist. It is also helpful to involve the interviewer in spot-checking because he/she is most familiar with the content of the interview. If you have the resources, another technique to ensure quality is to double transcribe a sub-sample of the interviews and compare them for accuracy.
If you want transcripts translated into a language different than that spoken by the informant, then you need to budget for those services as well. Ideally, a researcher would conduct, transcribe, and analyze data in the native language of the informant, then translate.
Once you know how many people will collect/analyze data, you can determine if/how long a training would take and budget for that. 
You’ll have to budget for travel costs, particularly if you are leaving a city and traveling overnight for data collection – budgeting for transportation, accommodation, as well as meals and incidentals are important considerations.
Also, don’t forget to think about any equipment needs you have like a recorder if you choose to transcribe, or notebooks. You’ll also likely have to print copies of the instruments and informed consent.
Finally, if you needed to submit to an IRB, you’ll have to budget for this – many IRBs have submission fees to cover their costs, and these vary from country to country. 

14) Explain: In later modules, we will discuss the details of how to conduct your analysis and developing themes and interpretations.

For the purposes of planning your research study, it is important to understand the level of effort involved in analysis and interpretation. A one-hour interview produces as much as 30 to 45 or more pages of written transcript. Analysis involves each member of a team of researchers critically reading each transcript four or more times, depending on the complexity of the responses.

· 1st round – critically read and review transcripts

· 2nd round – apply codes to transcripts (with quality checks)

· 3rd round – apply second set of interpretative codes

· 4th+ round – explore thematic areas and organize data 

Also, part of the analysis process involves the systematic search for emerging themes and labeling those themes with a code. A code is a defined theme that you can apply to a segment of text to make it more manageable for analysis.
For example, you are interested in the definition of marriage within a sub-group or population. You may have a code called “personal definition,” which is applied to any segment of text where an informant provides his/her personal definition of marriage. You may have another code called “others’ definitions,” which is applied to any segment of text where the informant expresses his/her perceptions of how others define marriage. All codes are listed in a code book and are part of the audit trail that ensures credibility in the research.
The coding of text should involve more than one person, training for all staff applying the codes, as well as tests to ensure that staff are applying the codes consistently. Also, a researcher will need to conduct random spot checks to be certain that codes are being properly applied. It is very common that each transcript is coded a second time to interpret the various themes, possible relationships, and commonalities and differences among subjects’ experiences. 

Data analysis must take place during data collection, because in qualitative research the data you collect informs how you collect further data. The ideal arrangement is to type the transcripts soon after conducting interviews because you gain that immediate recall of subtle nuances, nonverbal cues, and body language from the informant’s responses.
Given this level of effort, it is safe to estimate that a team of three researchers, analyzing about 20 transcripts of one-hour interviews, could easily take as much as three to four weeks to accurately label and analyze the data. 
So how long is this research going to take you?

15)  Explain: I will talk you through an example so that you understand what kind of thinking is involved in determining the level of effort for a qualitative research study. Remember this is an estimate, and a lot depends on the complexity of your research questions.

Let’s say you are a team of three researchers. You’ve got your research purpose, research questions, research protocol, and IRB approval. You think you’ll need to conduct 50 interviews to reach data “saturation”. You decide to hire two interviewers.
So if you include pilot test, edits to the interview guide, and interviewer training, you’re up to one to two weeks;

Given the accessibility of informants and the quality of your interviewers, you think they can complete five interviews a day. With two interviewers you can get about 10 interviews a day. 50 interviews will take you about 5 days or a week.
Because you want your data to inform your data collection, you will want your interviewers to delay interviews in order to allow time for transcription and review. The interviewers will also work with any transcript writers to ensure accuracy of data transfer and include their field notes.
You decide to hire four transcript writers. They each are professionals who can type about two to three, one-hour recorded interviews a day. You also want to spot check their work just to make sure. So to write up 50 interviews, it will take about two weeks.
The team of three researchers will need to do the first read and review of transcripts, requiring about two weeks.
You decided to hire and train two coders. They need to be trained and tested. With the initial round of coding you might plan for around three weeks.
With a team of three researchers doing the second round of coding, you can plan another two weeks; and then another two weeks or so to explore thematic areas and organize the data.
Ask: How long with this take to complete? 

[Click animation.]

Many of these activities will overlap. So I would gauge a total time of three to four months until the analysis was completed.  

Now you need to plan time for communicating your findings to your decision makers and assessing the effects of how they use this information.

16) Explain: This time, I will talk you through an example that is less complex and less time-consuming.
In this case, let’s say you yourself are leading the study and with stakeholder input have led the study concept. Your study was determined to be exempt by the IRB and your data collection involves conducting one-hour interviews with clinic providers at clinics. It may take you a week to pilot test the instrument, so if you include pilot test, edits to the interview guide, and train the interviewer and note-taker (it’s just one interviewer and one note-taker), you could likely do this in a one-day meeting. 
The sites (n=5) you selected are clustered with each being no more than a two-hour drive from the capital. Your plan is to interview two providers each at five sites, so you think you can do two sites per day. This means you can complete the data collection in two and a half days. You are going to rely on field notes taken by the note-taker and supplemented with the interviewer’s notes and observations, so there is no transcription or translation requirement. 
Let’s say you have about 20 pages of notes for each interview, which will yield 200 pages of notes. As we’ll describe in the next session, because of the iterative process in qualitative analysis, it may take two weeks to identify the themes, do the coding, and interpret the themes based on the coding scheme.
Ask: How long with this take to complete? 

[Click animation.]

In total, this could be done in about one month 

17) Answer any questions.




Session 5: Study Implementation  
Materials: 
· Projector, laptop, and screen

· PowerPoint Slides: Session 5, Study Implementation

· Handout: Activity 3 – Interview Practice 
Time: 3 hours 15 minutes  

Objective: 

· List at least three key interviewing techniques

· Ask interview questions in a way to maximize what the informant(s) think, feel, believe about a given topic

	Trainer Notes
	Steps

	1) Study Implementation

2) Stages of a Study

3) Session Objectives

4) A Note about Qualitative Methods 

5) Essential Elements of Qualitative Methods

6) Rapport 

7) Rapport

8) Effective Communication

9) Active listening:

10) Verbal active listening:

11) Non-verbal listening:

12)  Probing

13) Probing Techniques

14) Probing

15) Working with challenging participants/group dynamics

16) Document the interview:
17) Taking Field Notes

18) Activity 3 – Interview Practice
19) Report Back

20, 21) Measure Evaluation 


	1) Read title slide
2) Explain: There are several stages of a study that you should be aware of: 
1. Protocol Development

2. Planning

3. Implementation 

4. Data Management and Analysis

5. Planning and Assessing Data Use

3) Read the session objectives:

· List at least three key interviewing techniques

· Ask interview questions in a way to maximize what the informant(s) think, feel, believe about a given topic

4) As a reminder, qualitative methods are used to understand how/why something is happening. The purpose is to explore with participants what their experiences are and to understand the phenomena under study.

If you are looking to understand WHAT the problem is, then quantitative assessments/studies might be more appropriate. But if you want to understand how or why something is happening, you have to be able to follow up on participants about what they think, feel, believe, observe about the problem. 

5) Read  the slide:

The essential elements of qualitative methods are
· Establishing rapport

· Using effective communication strategies

· Actively listening

· Probing fully

· Not introducing your own opinions and bias into the study

· Working with challenging participants/group dynamics

Note: In subsequent slides, we will go into more detail on these essential elements of qualitative methods.

6) Ask: What is rapport? 

Read  the slide:
· The sense of mutual trust and harmony that characterizes a good relationship

· Rapport involves a comfortable atmosphere and a mutual understanding of the purpose of the interview

· Conveying acceptance, understanding and respect for the respondent

7) To develop rapport it is important to:
· Find a comfortable place

· Find a private place

· Sit at the same level and face the respondent(s)

· Avoid distractions; turn off cell phones, and give participants your full attention

· Establish a level of comfort by asking a few general questions. 

8) Explain: Often we are so familiar with the content of our programs or projects that we take for granted that everyone understands what we do – we use public health and M&E jargon, and so many acronyms. 
Respondents may want to understand what you are talking about and act as if they know what you mean, but they may not, so it is important to avoid using slang, technical terms, acronyms, and other jargon during interviews. 
You also want to watch their body language – does the respondent look confused? Ask respectfully if they need clarification, or use phrases like “What I mean by that question is….” to make sure they understand what you are trying to learn from them. Ultimately, it’s the data collector’s responsibility to ensure they understand what you are asking.

9) Active listening is another essential element of qualitative data collection. When you listen actively you will: 

· Help the person feel as though his/her ideas are important.

· Gain a better understanding of the person’s concerns or experiences. 

10) Here are some tips for ways you can actively listen through verbal means. 

· Repeat or rephrase what the person has said

· Ask if what you are repeating/rephrasing represents what they are saying

· Connect points to something said earlier 

· Ask for clarification if you are not sure of what was meant
If a person gives a long explanation for why they are not attending the clinic, after they are finished, you can rephrase by saying something like, “OK – what I heard you say is that you do not go to the clinic because you have no one to watch your children when you would go to the clinic and it would take at least two hours for you to go – is that correct?” This allows you to summarize what they are saying and then for them to correct you or provide additional details as needed.
It is also useful to connect to points that were made earlier in the interview. For example, if earlier in the interview the person told you that the churches are very supportive of orphans and vulnerable children or OVC work, and then later in the interview you ask about OVC partnerships and they do not mention churches, you might say, “Earlier you talked about how supportive churches are of your OVC work, do you also partner with them on certain activities?” This allows you to clarify what you heard earlier, and correct any assumptions you might have had from what was previously or currently stated.
Finally, it is very important to get clarification if you do not understand what the participant meant by a certain statement. Participants can also use acronyms or jargon, or may speak about a cultural or contextual factor you are not aware of – it is important to follow up with the participant by saying things like, “I am not familiar with that, can you tell me more about that?” or “When you said …., what exactly did you mean?” Or, “Can you give me an example of that?” 
11) Participants also want to feel like you are listening to them and acknowledging (but not judging) what they say. For that, it’s important to use non-verbal listening skills as well.

Here are some tips:
· Maintain open and receptive body language

· Maintain eye contact 

· Nod when appropriate 

· Smile 

12) Probing is also a helpful technique to get respondents to share more information. It can be done after asking the initial question to follow up on information provided in that response.

13)  One way to think of probing is to compare it to peeling an onion, taking away one layer at a time to get deeper into the core of the onion. This is essentially what you want to do when probing – someone may start off with a response, like “I do not like the volunteer.” You can probe and ask, “What are some of the reasons you don’t like the volunteer?” and the respondent might say, “Because she embarrasses me when she comes to my home.” You could then follow up or probe to peel away another layer of what is going on for this person by asking, “What is it about the volunteer visiting that makes you embarrassed?” The participant might then say, “Well, when she visits then everyone will think that I have HIV/AIDS and then they won’t want to be around me.” The central issue here is the stigma that the participant experiences. You might not have gotten this if you had only asked the initial question and not probed further. 
While some probes are pre-determined in the interview or focus group guide, a good qualitative data collector will also ask probing questions based on the types of responses he/she receives during the interview. On the slide is a list of the ways that a data collector can probe, both verbally and non-verbally.
14) Here is an example of a question on programmatic decision making. Sometimes there are probes defined in the interview guide, but very often you will create your own probes based on what the interviewee is saying. Essentially, if you hear the interviewee say something that is interesting or different or think you want to know more about it, you can say, “Can you tell me more about?” or “What do you think some of the reasons are why that happened?”

Read: 

What are the different types of program decisions that are made in your organization?

· Probe: For example, there may be decisions related to where to provide HIV prevention services, how to allocate resources, or plan for new activities. How are decisions like these made in your organization?

· Probe: Who is involved in the decision-making process?

· Probe: What sources of information do you think they rely on to make decisions?

15) Explain: At times during interviews you may encounter some challenging participants. But we still need to get the research questions answered. Some examples of challenging participants:
· Silent

· Digressive

· Asks interviewer for his/her opinions

· Argumentative

Strategies to address challenges:
· Get them talking

· Stay focused, bring them back to topic 

· Stay positive, ask them to explain their thoughts, acknowledge opinions

16) Introduce: Let’s talk a minute about the need for and value of correctly documenting the interview. 

The purpose of documenting the interview is two-fold: (1) to capture what was said and have a reliable data source for analysis and (2) record information about the actual interview and how useful it was for your purpose. For example, you might record if the person felt nervous, didn’t feel comfortable talking openly, was experienced, or fairly new to the position.

Ask/Discuss: Why do you think this is important?

Answer: These factors will help you decide how much to “weight” a certain interviewee.

Review: As discussed during Session 4, depending on the budget and rigor of your study, you have decided how to capture what was said by the interviewee. You may record the session, transcribe the recording, or rely on a note-taker and his/her field notes. Depending on what you chose, you might have different ways to document the interview and thus different data sources for the analysis. The ultimate goal is to have document(s) you rely on for the qualitative analysis. 
There are different data sources depending on how you chose to capture your data.
If you record the interview, there are different things you can do. You can use resources and have someone take the time to transcribe word for word what was said during the interview (or FGD). If you decide not to transcribe, you can always use the recording to listen to various segments and fill in field notes taken by the note-taker and search for illustrative quotes.
If you do not record the interview and just have field notes, those field notes can be used as your data source. Often times, you can supplement those field notes with any notes or observations that the interviewer him/herself might have had.

17) Add: If you are not recording and relying on a note-taker, it is very important to get as much of the interview/FGD captured as possible, as you have no way of going back and remembering what people said. 
Note-takers will try to capture as much as possible during the interview, writing down key words and phrases in shorthand. It is very important to budget time immediately following the interview for the note-taker to expand on his/her notes and fill in any gaps. 
It is important to have data quality checks to make sure the note-takers are getting the notes you need for the analysis so you can answer your study questions. If you wait to review all of the transcripts until the end, you may find that there weren’t enough probes or there were no quotes captured, and then you won’t be able to answer your questions as effectively as you hoped. For this reason, the study coordinator should collect preliminary field notes at the start of the study and read through them – then follow up with clarifications and suggestions for improvement in subsequent interviews.
Look for quality of interview, detail of responses, common themes, key phrases, and topics not adequately addressed.

18) Announce: We will now break into groups again for Activity 3; hand out the printed Activity 3 document

Give the following instructions:
· Split into your small groups of 4-6

· Use the handout with the interview guide

· Select one person as interviewer, one as informant, and one observer

· Interviewer – practice asking questions, probing as much as possible

· Informant – answer the questions

· Observer – take notes of how the interview went

· Switch roles until everyone has had an opportunity to practice

Check the time and set some time limits to the activity. 
Note: During second round, give out cards with challenging participant characteristics and ask the “informant” to act it out. The interviewer should try to get the person back on topic.

19) Discuss the activity as a class.
Ask: What did you learn?

· Observers

· Informants

· Interviewers

20, 21) Please read the slide.



Day 3

Session 6: Data Management and Analysis  

Materials: 
· Projector, laptop, and screen

· PowerPoint Slides: Session 6, Data Management and Analysis

· Handout: Activity 4 and transcripts
· Colored pens, highlighters, markers, index cards
Time: 5 hours and 15 minutes

Objectives: 

· Understand the process of developing data collection instruments, study questions, and interview questions

· Learn and apply techniques for data analysis

	Trainer Notes
	Steps

	1) Data Management and Analysis

2) Day 2 Review – Concept Note Elements

3) Day 2 Review – Stages of a Study

4) Stages of a Study

5) Data Management

6) Clean the Data

7) Data Analysis

8) Step 1 – Read and Memo

9) Step 2 – Develop themes

10) You develop the themes (a-priori)

11) You develop the themes (Inductive)

12) How many themes to develop?

13) Step 3 – Establish Agreement

14) Step 4 – Develop Codes

15) Starting a Codebook

16) Codebook Example

17) Step 5 – Inter-coder reliability

18) Step 6 – Apply Codes to Text

19) Step 6 – Apply Codes to Text (cont.)
20) Coding Text – More than One Code

21) Coding Text – More than One Code

22) How much text to code? How many codes in excerpt of text?

23) Step 7 – Explore each thematic area
24) Coding Report testdecision.communication

25) Step 8 – Develop Matrices

26) Example of Matrix of Themes from Informant Type

27) Example of Matrix of Themes from Data Sources

28)  Example of Matrix of Themes from Data Sources

29) Explore each thematic area…

30) Visually organize the data
31) Techniques for manual analysis

32) What you can do with computer software?

33) Avoid mistakes in analysis
34) Activity 4 Analysis Practice

35) Feedback and Closure

36, 37) MEASURE Evaluation
	1) Introduce the topic by reading the title slide
2) Say: Let’s review the elements of the Concept Note:
A. Rationale

B. Study purpose (objectives) and questions

C. Participant selection

D. Data collection instruments

E. Analysis methods

F. Ethical review

We will be covering Sections D-F: the process of developing data collection instruments, analysis methods, and then we will cover ethical review.
3) Say: Now let’s review the stages of a study.

1. Concept Note

2. Planning

3. Implementation 

4. Data Management and Analysis

5. Planning and Assessing Data Use

Remember that after you develop the concept note, you then move on to the planning stage. This is when you take what was developed in the concept note and begin planning for the study. You may have to go back and adjust the concept note based on some of the things you find when doing the planning. This stage is when you think about the cost in money and time for personnel, materials, travel, administration, and other costs associated with conducting key informant interviews.

We also talked about study implementation. We discussed interviewing techniques and documenting the interview. 

4) Introduce: Now that you will have conducted your interviews, you will have data to manage and analyze. These data might be field notes, transcripts, recordings, or other bits of information that you will rely on to help answer your research/study questions.

5) Explain: The first step in preparing your data for analysis is getting organized. You have field notes (or recordings) and you need to make some decisions. Do you transcribe? What is the quality of your field notes and/or recordings? What are your budget and time constraints?
Qualitative data collection can lead to volumes of data and it can often feel overwhelming. For example, a one-hour interview produces as much as 30 to 45 or more pages of written transcript. Organizing the information you have will help ease the process and ensure you are approaching it in a standardized way. It is often helpful to create paper or electronic files for easy access. 
Here are some ways you might want to create your filing structure. You may want to organize by participant group or by case.
6) Explain: Once you have your data organized, it’s time to become familiar with the data and to “clean” it. Some of these steps are best done as data are coming in if you have multiple data collectors, but you might have to do it at several points in time. 
Remember, it is important to ensure confidentiality. Be careful as data files are transferred between data collectors and data analysts. Use any procedures that are outlined in your study protocol and in the informed consent. Always remember you want to protect the people from whom you have collected data.

7) Explain: Data analysis is an iterative process. Analysis involves critically reading each transcript. Depending on the complexity of the responses and the number of interviewees, you may need to read them more than once.
Part of the analysis process involves the systematic search for emerging themes and labeling those themes with a “code.” 
Ask: What is a code?

Answer: A code is a defined theme that you can apply to a segment of text to make it more manageable for analysis. For example, you are interested in the definition of marriage within a sub-group or population. You may have a code called “personal definition,” which is applied to any segment of text where an informant provides his/her personal definition of marriage. You may have another code called “others’ definitions,” which is applied to any segment of text where the informant expresses their perceptions of how others define marriage. All codes are listed in a code book and they are part of the documentation to ensure that all coders are consistently applying them to the text and that there is validity and reliability.
Note:, A researcher will also need to conduct random spot checks to be certain that codes are being properly applied. It is common for each transcript to be coded a second time (by a second person) to interpret the various themes, possible relationships, as well as commonalities and differences among subjects’ experiences. 
We’ll discuss more details about each of these steps in subsequent slides.

8) Explain: This process can be broken down into eight steps. Let’s go through them.
The first step is Read and Memo. It is very important. Often people want to begin coding right away, but really someone should read and re-read either all or a select number of interviews to get a flavor for what participants were talking about. 
Data collectors had also prepared interview summaries that may be useful in terms of thinking about the value of a data source. 
The person analyzing the data can also read through transcripts/field notes and make memos that give more information about the overall interview, usefulness of the data, and contextual information. 

Other types of memos that a data analyst might create are things related to new themes identified, similarities that occur in all or some of your data, possible relationships between themes, contradictory responses or differences between informants, etc.

9) The second step is to develop themes. 
Ask: What are themes? 

Answer: They are categories or concepts that depict what people are saying. You will likely have primary themes and then secondary themes or sub-themes.

Ask: Can you think of any examples of sub-themes for “government”?

Answer: A sub-theme for government could be either “national, state, ward, village…” etc.

Ask: Can you think of sub-themes for “Challenges”?

Answer: sub-themes like “distance, employment, relationships,” etc.
Note: Themes are either a-priori or inductive. 
10) Explain: a-priori themes are predetermined. They are based on interview guides and study questions.

Ask a volunteer to read the questions and probes on the slide. 
Ask: What are some of the themes you would develop to code these interviews?
You can have groups develop themes. Each group has 15 minutes to develop as many topical codes as they like. Ask them to write themes on the flip chart and then report to the class.

Discuss (as a class) similarities and differences. Remark on which groups have more clear and precise definitions, and emphasize that the creation of good topical codes for a code book relies mostly on having a team of researchers reaching consensus on what it is they are wanting to learn about.

11) Explain: Inductive themes arise from the data as you read many transcripts and note new categories or concepts.

Ask a volunteer to read the quote on the slide.

Explain: For this study we had an a-priori theme (already identified) about the volunteers’ relationship with the project in terms of project-level decision making. As you can see from what this person said, it seems like they go to the project coordinator after going to others [this is the part in yellow]
We did not set up an a-priori theme about the role of other volunteers in helping make decisions, but as you can see from this quote, this volunteer talked about the importance of reviewing a child’s situation with another volunteer to help make a decision about what to do. Clearly, this might be something important to explore in other interviews, so you might define the role of other volunteers as an inductive theme – [part in red]

12) Ask: So what is the right number of themes?

Answer: It depends. You can have too many themes or too few themes. 

Whenever you develop a code book, it is always good to include an example of how the code was used and a record of any revisions of codes as well as dates of revisions. This is all part of creating an audit trail for confirmability of the research.

13) Explain: Now let’s look at Step 3. This is to establish agreement on all of the themes. You have a team develop themes based on the interview guide. Then you read through transcripts and identify themes based on the review of data. Then you have these groups meet to establish agreement.

14) Explain: Once you have agreement with your themes, you can now develop and apply codes to each theme and sub-theme. This is step 4.

Ask: What is a code again?

Answer: It is discrete labels or names for given themes and sub-themes that you identify in the text.
To standardize this process, you will also want to develop a codebook with the name of the code and the theme it represents and any definition or examples. 
15) Explain: Here is an example of what a codebook could look like when it is first starting. On the top in green is the name of the theme.
16) Explain: Here is a more developed codebook. Here we used letters and numbers to depict a code – either way is fine as long as whoever is coding the data understands what code to apply to which text. 
Here they have added a definition so that anyone coding knows exactly how to determine whether a code is appropriate for the text.
In this example, I am interested in what informants have to say about marriage. These were all identified as a-priori codes, coming from the study questions.
In the first column is the theme. The first main theme I want to highlight is informant’s definition of marriage. The code for this topic is MD1.0, and I included a definition. 

Within this theme, I have 2 sub-themes. I want to know the informant’s personal definition of marriage, MD1.1, and I also want to highlight in the transcript where the informant talks about how s/he thinks others in their social network define marriage, or MD1.2.
Other themes include how they decided to get married and why: DEC2; and I also want to know when an informant talks about their expectations prior to getting married: EX3.
Now in my transcript, I will label segments of text with the codes: MD1.0, MD1.1, MD1.2, DEC2, or EX3 where I read that the informant is talking about these specific topics.
Let’s look at an example where these codes were applied.

17) Explain: Once you have agreement on themes and codes and you have a developed code book, you now want to move on to Step 5.
You want to ensure that you are standardizing your code, and applying codes consistently. There are a few steps to achieve this.

A standardized training will increase reliability. We refer to this as inter-coder reliability. After training, it is good to test your coders on a sample segment of text. Typically, they should code about 80% of the lines in a transcript in a similar way as how the team of researchers coded the same transcript. Also, they should have applied more than one code to about 10% of the lines in a text.
You can also randomly select a few codes, and actually read the transcript and where it was coded to verify the accuracy of the coding.
After all this, you can certify your coders and be confident that they are applying your code book in a consistent manner.
You may have to do a review training with your coders once the research team creates their “interpretative” codes.

18) Explain: Now we will move on to Step 6 where you apply codes to text. You do this to segments of the text. We will look at an example shortly. Code will make the large volumes of text more manageable and it will facilitate the identification of patterns. Codes are important because they are reproducible. Codes also add to the conformability of your research.

19) Note: Often selections of text can have more than one code. Be cautious with coding. Use full passages rather than just a single word to make sure that the context is accounted for. 
Be aware that this is a time-consuming activity. Also, there is a tendency to quantify qualitative data when it is coded. 

20) Say: Let’s look at an example. 
Ask for a volunteer to read the slide.

Discuss: In this text excerpt we were interviewing people who were in car accidents to understand what caused the accidents. Stress was an a-priori theme developed. You can see this whole passage talks about stress, so the whole thing is highlighted and coded “stress.” [colored in white]

But we might have developed sub-themes about what is causing the stress. At first, we see she is talking about her sick child in a way that is stressful for her, so you can apply the “sick child” sub-code (colored in red) to the text. You might pull the whole section and code it because there are two places where they talk about something related to the child being sick. 
If you just applied one code, for example, “sick child,” you might miss other important things that are causing her stress. What are some other things she is saying in this excerpt about what is causing her stress?

21) Review the example: Let’s look at the example again in more detail. 

In the previous slide, we had talked about how her sick son was causing stress and we applied the “sickchild” code to that part of the text. Upon further examination we also see that she is talking about her difficult boss, so we can apply the “work” code here (This is highlighted in yellow.) 
There is even one other thing causing her stress. 
Ask: What is the other thing causing stress?

Answer: The fact that the parking lot was full and there were so many cars. So we highlight that in orange

There are many ways to do this – electronically as I did in this example using color schemes, or you can cut passages out and sort them according to themes and sub-themes that you coded. Or you could also use a highlighter with different colors. It’s up to you how you approach the coding, but what’s important is that you use a consistent, systematic method across all coders.

22) It helps to have a thorough understanding of the research purpose and questions, so that you do not end up coding every single word in your text. At the same time, allow yourself some flexibility to explore themes creatively.

23)  At this point, you have coded all of your data sources – in other words, you have gone through all of your field notes or transcripts, page by page, and applied the codes and sub-codes to specific parts of the text. So, what do you do next?
Step 7 explores each thematic area.

Now you have all of this coded data and have to determine how to make meaning of it. Sometimes it can feel overwhelming to have all of these codes, but if you apply a systematic, step-by-step approach, the process can be straightforward.

You can start with a coding report. What this basically means is you copy and paste (if electronic), sort and pile (if using hard copies), or sort and run (if using a qualitative software system) all of the passages/excerpts you coded for a certain theme. 
For example, you would get everything that you coded about “sickchild” together so that everything coded about “sickchild” is in one place. 
This collects all similarly coded text from multiple informants into one report. This report also includes the frequency that a code or theme appears in your data set. 
When looking at a code report, you want to get a sense of how frequently a code appears across a data set, and how long is the discussion. Also look at:

· The words used by the informant

· Intensity of the discussion or how strongly an informant emphasizes an idea

· The context of each segment of text and whether they are different

It is often helpful to write a summary of the things coded as “sickchild” and to put in a few illustrative quotes that help define how sick children created stress for some of the people who were in a car accident. Also be sure to consider what each informant may not be saying.
24) Here is an example from a code report that had transcripts for the data source and where they used a software program for coding and analysis.
Here there are three different passages from three different participants who are talking about their test decisions and communication. 
Pulling all of these passages into one place allows you to explore what they are saying about this theme and you to write a summary about what they are saying.

Ask for three participants to read a paragraph from the slide. 

25) Once you have coded everything and produced code reports and even summaries, it’s important also to look at relationships between themes and sub-themes. There are different ways to do this, but often matrices (like in an Excel file) can help you see patterns or relationships among themes. 
This is where you can start interpreting your data. At this point, the memos created or interview summaries can be helpful as you had made observations about the types of informants, locations, contextual aspects, etc.
Let’s look at an example (next slide).
26) Explain: This is an example where we had conducted interviews with three different types of participant groups: 

· WDC leaders

· community members 

· health care providers

In the matrix, we marked with “X”’s each cell where the theme was mentioned. 
As you can see, for “Community Members,” there were certain barriers that were mentioned by community members but not by health care providers.
27) Explain: In this example, we looked at where the themes came up by the type of data collection we did, as we used different methods. 
Matrices basically provide you with a way to organize the information by theme, participant group, or even location characteristics. 

28) Explain: In this example, you can see how we developed a matrix for the different codes. 
In the rows we see the barriers identified, and then in the columns we listed when participants said they use the clinic. Then we explored the relationship between the barriers and how that relates to participants’ accessing the clinic. 
You can see how this matrix will help show you more than if you just look at the code in isolation. Using testimonials to back up or support these relationships is also important.

29)  With each thematic area, It is helpful to organize the data so that you can more easily see patterns. People use different strategies to help organize their data.
You can develop a matrix that displays your data over time. 

[Click animation.]
For example, you could be interviewing the same informant over a period of time about HIV testing and you want to understand how perceptions change before and after testing.
Or you can look at your data over a sequence of events.

[Click animation.]
This is particularly helpful with factual information about a series of events or type of services received. Going back to our marriage example, you may be interested in how disagreements or conflict are managed between those in a marriage and those not married. So you organize your data by issue of discussion, who was involved, and how it was resolved. 
Another analysis matrix could look at a specific decision.

[Click animation.]
You want to understand an informant’s experience at an HIV testing clinic so you look at thoughts before the test, their description of the testing experience, what they think about their decision, and what they thought about the consent process.
When you include a summary under each column, you need to include a transcript and page reference to each comment’s source. You can also note how many informants expressed the same idea. 

30) You can also experiment with visual displays of data. 
In this example, each circle represents a motivation for an informant to marry. The overlapping circles represent an informant who stated multiple overlapping motivations to marry. 
When you have a structure like a matrix or visual representation of your findings, you need to validate those findings with examples from the raw data set. Ask yourself:

· Do the categories that I have developed make sense?

· What information might contradict my ideas?

· What information remains missing or underdeveloped?

· How do my own biases influence this analysis?

31) When your data set is not large or complex, you can conduct the analysis by hand, without computer software. 
You may not have access to qualitative analysis software, or you may be working with groups that have limited computing skills.
Most simple qualitative studies:
· Have a limited goal (responses on five or fewer major topics)

· Small amount of data (250 pages of text and no more than 20 individual interviews or 10 focus group discussions)

· Analysis done by one or two researchers

· Use little or no socio-demographic data (beyond sex and ethnicity, for example)

In this case, it is good to keep your data collection relatively structured.

· Use different highlighted pens to create code strips in margins

· Write text segments on index cards, pile together, and summarize

· Manually create matrices that compare informant responses on specific questions

· Create summary page for each interview with reflective questions and key quotes

You can also use word processing software with search, copy, and paste tools.
32) When you have a large data set, the time to invest in learning a new software program, and you think you might benefit from visually displaying relationships in your data, then you might consider a computer software program for qualitative analysis.
Qualitative analysis software can help you:
· Manage data sets
· Code data

· Retrieve coded data across informants to look at common themes

· Look at how codes/themes are conceptually related

· Display conceptual relationships

But it is important to remember that qualitative analysis software does NOT do the analysis for you.
[Click animation.]
It is simply a tool you can use in the analysis process.
Examples of software programs include: ATLAS.ti, NUDIST (Nvivo), and others.

33) When conducting a qualitative research study, it is important to avoid mistakes in the analysis process. The best way to avoid mistakes in analysis is to conduct data analysis while data collection is taking place. 
This will avoid:

· An enormous amount of data to analyze that is difficult to manage

· Having data that are redundant and not informative
And you will gain opportunities to follow up on themes that emerge from the data during the collection period. 
In the next module I will talk about interpreting your findings, that is showing how thematic areas relate to one another, explain how this combination of themes answers your original study questions, and suggest what your findings may mean beyond the specific context of your study.

34) Now let’s take a break from the lecture and apply what we have been learning. 
Give instructions:

· Work in your group

· Read through transcripts and discuss and identify a priori themes and 2 to 3 other themes/sub-themes. Use highlighters, colored pens, parentheses. List on flip chart (60 minutes)

· Discuss themes/get consensus for one theme/sub-theme – create codes and definition (45 minutes)

· Apply codes to text (15 minutes)

· Report to group and have discussion (60 minutes)
Note to facilitator – Examples of coded transcripts from a past training are available in the course materials. This may assist in your facilitation of the course. 
35) Feedback and Closure

36, 37) Please read slide


Day 4
Session 7: Making Data-informed Programmatic Decisions 

Materials: 
· Projector, laptop, and screen

· PowerPoint Slides: Session 7, Making Data-informed Programmatic Decisions
· Handouts: Activity 5 and Activity 6
· Colored pens, highlighters, markers, index cards
Time: 3 hours and 15 minutes

Objectives: 

· Link specific data analysis findings to recommendations

· Track programmatic improvements based on recommendations
	Trainer Notes
	Steps

	1) Making Data-informed Programmatic Changes

2) Session Objectives

3) Stages of a Study

4) Goal in qualitative data analysis is to move from summary to interpretation

5) What is a summary in data analysis?

6) How do you summarize data?

7) How to move from summary 
to interpretation

8) Summary vs. interpretation

9) Summary – Services Provided
10) [Table]
11) Summary – Referrals

12) Where volunteers refer for services (not independent action)

13) Summary – Interaction with Community-based Committees

14) Quotes
15)  Interpretation

16) Developing Actionable Recommendations

17) Considerations When Developing Recommendations

18) Recommendations

19) Data Use Action Plans

20) Data Use Action Plans

21) Communication Channels
22) Follow-up to Assess Data Use

23)  Follow-up to Assess Data Use

24) Feedback 

25) Making Data-informed Programmatic Changes: Strength of Qualitative Evidence  

26) Qualitative vs. Quantitative

27) Complementary methods

28) Strength of Evidence: Data Quality

29) Techniques to Ensure Data Quality

30) Techniques to Ensure Data Quality

31) Activity 5 Data Summary & Action Plan

32) Activity 6 Individual Post-test

33, 34) MEASURE Evaluation 


	1) Introduce the topic by reading the title slide

2) Share the session objectives:

· Link specific data analysis findings to recommendations

· Track programmatic improvements based on recommendations

3) We are now on the fifth and final stage of our study – use of study results and planning how we will assess our programs based on any data-informed decisions.

1. Concept Note

2. Planning

3. Implementation 

4. Data Management and Analysis

5. Planning and Assessing Data Use

4) Explain:
· Summary is often first step in synthesis of findings 

· Interpretation involves thinking critically about the summaries (in light of other literature, policy, theory, and communicating the core meaning of these findings) 

· Interpretation is the most difficult step to achieve but it is the core of qualitative data analysis. 
5) Explain that a summary in data analysis is

· An overview of what you learned from each topic you explored. 
· There are different ways you could summarize your data. It could be by topic, by type of informant, by type of data collected 

6) Explain how you summarize data.

· Use the code reports from your topical codes to create your summaries. 
· Summary often involves some quantification; for example, 7 out of 8 participants talked about importance of family in coping with HIV/AIDS 

· It is not just an impression of what you learned by topic, but a synthesis of what people told you. 

7) Explain: There are no concrete rules or steps for interpreting your data. You must think deeply about the data and share your thoughts with others who have experience. It is a good idea to consult the literature to gather ideas from similar studies.

Let’s look at some examples to help you understand interpretation. 

8) There are differences between summarizing the data and interpreting the data. Summarizing is retelling what has been told or shared with you. Interpretation is taking the data and finding meaning.

Summary

· Often organized by topic covered in the interview/project

· Often involves indexing what people said 

· Often is a recounting of what you were told with respect to the topics you asked about

Interpretation

· Often involves thinking across topics 

· Often involves finding the meaning in what people say

· Involves synthesizing data to address the overall purpose of the study  

9) The table in the next slide depicts the types of services volunteers provide to meet needs of the children they serve. 

As the table indicates, most of the services they provide are preventive, such as health and nutrition education, provision of basic health services and counseling, and identifying resources/support for shelter, food, and school fees. 

In all focus groups, volunteers indicated they can’t make independent decisions about all types of needs on their own, and in many situations they may seek help from others and refer for services. 

10) [Table]

Example of a summary table
11) In cases where the community volunteers couldn’t provide direct care on their own, they refer for services
Ask a volunteer to read the slide. 
12) Discuss the table: Table 4 depicts where volunteers referred for health, education, psychosocial, shelter, nutrition, and protection. For health issues beyond the volunteers’ capacity, such as in cases of malnutrition, HIV, or other illnesses, referrals for testing and treatment are made to hospitals or clinics nearby. 

Volunteers’ decisions for service referrals is largely dependent on the child’s needs, the program he/she is affiliated with, and networks available in the community (e.g., youth groups, church groups, government structure, other NGO services). 
13) Ask a volunteer to read the slide. 
“In each of the communities there were different community-based committees (CBC) such as government, religious, youth groups). In some cases the link between the volunteers and these CBCs was strong and information was shared and services coordinated to meet the needs of children. In other cases the link was not as strong and services were not coordinated between volunteers and committees. This resulted in missed opportunities to meet all the needs of children.” 
14) Quotes are a valuable way of summing up interpretative findings

Ask a volunteer to read the slide.

15) Here is an example of how we could take the information and interpret the finding. 
Ask a volunteer to read the slide.

16) Now that we have an interpretation, how do we make recommendations? 

In the last session, we went through the process of analyzing data and writing up key summaries for each of the themes, as well as creating matrices to look for patterns and relationships among themes. Now that data have been interpreted, it’s important to formulate recommendations that can be made to improve the program or project based on the findings from the initial indicator review in light of the complementary qualitative data collected. 

Recommendations can have an effect on local policies and programs, depending on what you find and the scope of the data collected – that’s why it is important that the recommendations be grounded in the data collected from the study.

It is also important to frame recommendations in a positive way, in terms of how to make improvements for the program. 

Different audiences have different information needs and different levels of ability to make changes – for example, the Chief of Party can make sweeping changes at a high level, but smaller changes to a training curriculum might have to be made for program managers or trainers. It’s important to have different levels of recommendations that will resonate with different stakeholders, and to have recommendations that can be acted upon.

17) Explain: When you are developing recommendations you need to consider the following:
· Impact – What will be the impact on health programs both long-term and short-term? 

· Resources – Are additional resources needed?

· Supporting factors – Are policy, operational, or management changes needed?

· Acceptability – Politically and culturally acceptable?

· Timeliness – Can implementation be timely?

18) Explain: Be sure to work with programs locally to develop supportive documentation that guides volunteers on when and where to refer for services. This is particularly important for severe health issues like malnutrition and child protection concerns.
Also, work with programs to promote linkages between volunteers and existing community-based structures. Improve coordinating care and support, referring for care and information sharing to ensure needs are met in a timely fashion.

19) This table represents a data use action plan. It is a template for connecting the research questions and findings to the recommendations.

This helps clarify where recommendations are coming from. 

Completing this table is something that can be done by the study team, but should also be done in consultation with stakeholders. Once completed, it provides a living document that can be used to monitor whether recommendations have been implemented.

Let’s look at the table filled out.
20)   Here is an example of some recommendations that were based on findings from a research study. 
The table is also helpful because one would be able to go back and track whether these recommendations were implemented.
21) If you’ve made it this far, you should have already put together most of your communication and dissemination strategy.

In Module 4, we discussed the decision maker(s) you want to influence, or your primary audience. You may also want to consider other stakeholders who may be affected by your project’s decisions as a secondary audience you want to influence with your findings.

Keeping in mind your primary and secondary audiences, think about how you will package or format your findings in the most influential manner. What format is most appropriate for this decision maker?

· Policy brief, fact sheet, summary report, full research report, or peer-reviewed article

· Workshop, audio-visual presentation

· Mass media: newspaper, radio, television, or Internet

These communication methods often involve finding creative ways to summarize and present your data. You will most likely need to write up a comprehensive report as a reference document for those stakeholders who may seek more information about how the study was conducted.

The final part of a communication strategy is to come up with a communication objective, or what you want the decision maker to do with your findings. What decisions are you trying to influence? How will you know that your findings influenced this decision?

22) Finally, you will want to think about how you are going to show that your findings influenced a decision. You may ask, why do this last step? Why do we need to assess the effects of our research studies?

Well, we need to show that the resources we dedicated to understanding the problem were justified. We need to show that our efforts to improve the quality of information available for decision making strengthened some aspect of the health system. This could be changes to the health workforce, access to medical products, new forms of financing, or improved leadership and governance. But in some way, it is important to show how this research improved health service delivery. 
After implementing recommendations, revisit your original data findings and compare new service delivery data to pre-program improvement.
Remember our STI example? 
THEN
   

· 90% of diagnosis target achieved

· 34% of diagnosed as positive were treated

· 25% were female

NOW    Is there improvement? 

23) This step validates the study by linking research to improvements to health system

One last reminder about planning your qualitative research. The process of qualitative research entails flexibility, because what you learn from your informants guides what more you need to learn. With this in mind, consider your research plan as a frame of reference, not a contract.

24) Feedback 

25) Discuss: After having gone through the process of qualitative research, many decision makers often ask how much strength there is in the evidence produced by qualitative research. They want to know if the evidence is strong enough to warrant changes to programs. Often decision makers ask, How does a qualitative study compare to a quantitative study? Which method do I use to inform decision making about my health program?
The answer is that it depends on what your original research question was.
26) To review from Session 3: 
Qualitative

· Answers the how, what, & why questions

· Used to generate understanding of issues from the perspective and in the language of the informants

· Ideally suited to explore sensitive topics in depth with small numbers of informants

Quantitative

· Useful for determining the size and scope of problem

· Often use to prove the existence of relationships

Of course, the best of both worlds is mixed-methods research, where an investigator uses multiple research methods and sampling techniques to learn about a specific phenomenon. 
For example, you could use the qualitative method of focus groups to develop a quantitative measure or survey instrument. You could conduct a post-survey qualitative interview to further understand the results from a survey. 
Or you could use quantitative data from a survey to decide where you want to focus your qualitative research. It may be the case that it is your routine data, a quantitative data source, that shapes what you want to learn about your program using qualitative interviews.

Lastly, you can use a survey based on your interviews to test the extent that your qualitative findings are generalizable to a larger population.

Sometimes you want to use multiple methods and data sources to ensure data quality, enhance credibility, and validate findings. Although this is ideal, it can be expensive to apply both methods.

27) Here is an example of how both research approaches can complement one another:
· Survey methods tell us about the scope of a problem (e.g., what proportion of men consistently use condoms with regular partners)

· Qualitative methods can help us answer questions about why only 15% of men report consistently using condoms with regular patterns.

Explain: Quantitative methods could then be used to measure barriers to condom use as well. However, to be meaningful, the barriers we ask about must be ones that have been derived from men’s subjective experience.

What you often see is qualitative methods being used to develop more meaningful quantitative measures.

28) Explain: If you are answering a question that is appropriate for qualitative methods, there are ways to ensure that you are conducting rigorous and quality work.  There are certain aspects you need to look out for to be sure that the study demonstrates methodological rigor, strength in its conclusions, and that your recommendations are based on quality data.

These aspects are: credibility, dependability, confirmability, and transferability.

With credibility, we are looking at how much confidence we have in the data. We look at whether there are logical relationships in the study findings, that the analysis is grounded in the narrative of the interviews, and whether the findings demonstrate that the study population thinks the data is accurate.

Credibility is more likely when:

· Interviews use open-ended questions, rather than highly suggestive ones

· Informant talks about his/her own experiences, beliefs, and motivations rather than someone else’s

· Informant does not contradict her/himself in subsequent dialogue

· Informant talks in details rather than generalities

With dependability, the study method and supporting documentation needs to provide enough information to allow another researcher to implement the same research and reasonably replicate the findings. We are making sure that the study is consistent and careful in its approach by making sure that the questions asked were related to the research purpose, there were parallels across data sources, and the researcher applied the same data collection protocol with each interview.

Confirmability is leaving enough evidence of the research process such that another researcher could verify that the ideas represented are those of the informant – NOT the researcher.

With transferability, we determine if those informants sampled and their answers represent experiences that reflect the key issues identified in the research questions, and then if the lessons learned can be applied to other contexts. Often in qualitative research, context matters, so implementing similar qualitative research in different contexts improves transferability of findings.

29) In order to ensure credibility in the data:

· Seek explanations for inconsistencies in the data

· Look for outlying cases that may affect analysis. This may be a negative case or an emerging hypothesis.

Dependability is more likely when:

· Multiple data analysts are involved
· Researcher has experience and training

· Records are kept of any decisions to change methods or revise questions during the research process

30) How to be able to confirm the data?

Leave an audit trail:

· Raw data: Interview notes, uncoded transcripts, and/or tapes

· Study protocol: research purpose, research questions, sampling strategy, and entry strategy

· Instruments: interview guide

· Data analysis: information products

· Data synthesis: dissemination or communication products

Transferability, how do we do it? Describe the context:

· Study population

· Interactions with the researcher

· Physical and contextual environment

31) Now it is time for our final group activity.

Pass out Activity 5

Give the instructions:
· Break into your groups

· From the data analysis you completed in previous session (Activity 4), create a summary (one paragraph) of findings for two themes. Use at least one quote to support your findings 

· Using the data use action plan, identify two recommendations based on the data you have analyzed. Fill out the plan. 
· Report back & discuss
32) Now we have an individual activity.

Distribute Activity 6.

Give Instructions: 
· Please fill out Activity 6: Individual Post-test, and return to the facilitator.

33, 34) Please acknowledge MEASURE evaluation.
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