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CX3 On The Ground – Data Collection Guidelines

On the Ground Survey Training is designed to inform the identification of areas in need for action, program planning, community empowerment and intervention development through the collection of hard data in the field about neighborhood environments.  What is actually present in communities and available to low-income residents can greatly impact the potential for them to develop and maintain healthy behaviors.  Until neighborhood conditions have been identified, it is difficult to determine what needs to be improved and which conditions should be prioritized for change.  

As mentioned in CX3 GIS Neighborhood Mapping, your data is only as good as what you collect.  Therefore, it is critical that coordination is organized, strategic and well planned. We highly recommend that health department staff is involved in coordination of data collection every step of the way to ensure that surveys are completed properly. To generate accurate data, the data collectors need to understand how to fill out the surveys correctly. Take the time to conduct thorough training sessions with data collectors that include a detailed review of the surveys.  Giving surveyors a chance to practice before actually going into the field can help them feel more comfortable with asking questions and correct any initial mistakes they may make.

To ensure high quality data collection, we also recommend that health department staff look carefully at completed surveys throughout the data collection process, especially in the early stages in order to identify and correct problems.  All survey questions should be completed unless otherwise stated on the survey.  Questions that are left blank show up as missing data and will minimize the integrity of your data.  All surveys should be checked for missing data and errors before they are sent for data entry.  Incomplete surveys will be returned to you for completion before the data are entered.

A timeline for On the Ground Survey  data collection is attached to these guidelines to assist you with planning and completing data collection.  Insert applicable dates in the side column to help keep data collection on track and to assist with planning.

Here are some tips to assist with getting out into the field.

Identifying stores

The instructions for store surveys contain detailed information on how to identify all the stores in each neighborhood. Please be sure to save the final lists of all stores in the neighborhoods. This information will be filled into the Neighborhood Profiles depicting the results from the community data.  THE FINAL LIST WILL COMPRISE THE TOTAL NUMBER OF STORES IN EACH NEIGHBORHOOD AND THE NUMBER FOR EACH STORE TYPE. 

Surveys 

Use the survey forms provided to gather data.  After the data is submitted, an Excel spreadsheet is used for data entry and includes formulas to analyze and generate data for a neighborhood profile. To produce the data for the neighborhood profile, the data will be entered exactly as it is collected on the surveys provided. If you choose to modify the surveys, you will need to create your own method for analysis for any additional questions added.  

Guidelines for organizing surveys

These guidelines may be used for all data collection tools (required or optional). Once you develop your maps and lists, identify dates for data collection and train survey teams for each neighborhood. Keep in mind street directions, traffic patterns, and proximity of stores to each other when assigning stores to each team. A team should consist of two data collectors - an observer and a recorder.  The following are some estimates of the amount of surveys that could reasonably be completed in a six hour day. If your neighborhoods are large and spread out, you may need to reduce these estimates.

· If you are completing store and walkability surveys at the same time, a good rule of thumb is 8 stores per team per day. 

· Each team should be able to complete surveys of 10-12 fast food outlets per day. 

· Mobile Vending and Outdoor Marketing are not available on the GIS so they will need to be located in the field.  Time Mobile Vending survey with school year and when school gets out for the day.  Depending on density, one team should be able to do one neighborhood in a day. 
· Food Bank and Emergency Food Outlets – make appointments for interviews.
If you are working with youth, these estimates should also apply, but an adult should accompany each youth team to ensure the safety of the youth. 

Surveyors

The accuracy of your survey results depends on the quality of the data collected by your surveyors. The assessments in On the Ground Survey data collection are relatively complex tasks that require a high level of organization and follow-through. Take the time to select the right people for data collection. Ideally, surveyors are organized, detail-oriented, patient, confident, friendly, and have bilingual capabilities in Spanish or an Asian language where needed. 

It’s a good idea to involve a wide range of community residents as surveyors if possible. Adult volunteers, parents, and opinion leaders are more likely to feel ownership in their community as they learn first-hand about the problem. These volunteers frequently become supporters for any subsequent campaign to deal with problems identified. 

Youth can be powerful advocates for change so you may want to contact youth organizations at local schools or community organizations in your area to find potential collaborators. When recruiting youth, it is wise to over-recruit because of potential for “no shows” on survey day; reminder phone calls the day before are also helpful. Please consult your health department’s policies regarding parental permission for their participation.
Training

It is important that the surveyors know how to fill out the surveys so be sure to set up a time to review the surveys question by question with the surveyors prior to data collection. Do not assume that the surveys are self-explanatory; someone will always have questions. The training should be held immediately before the teams go into the field so the information is fresh.  As part of the training for store surveys, visit a “friendly” store (perhaps one not in the study’s sample) to practice collecting data on the survey forms. After visiting the store, meet with the data collectors and discuss any questions or problems they have with the survey form. This will help eliminate confusion and allow the surveys to be completed more efficiently. Complete a walkability checklist with surveyors to discuss rating methods.  Point out problems and area attributes that need to be collected through the checklist. Encourage surveyors to record complete codes and to print neatly.  Discuss methods for taking photos with any equipment provided.

Use Photos

There is truth to the adage that a picture speaks a thousand words. Photographs are a powerful way to convey a neighborhood environment and can be particularly useful for the types of assessments being conducted in On the Ground Survey data collection. Photos breathe life into your survey results and are valuable when educating the community and influential partners about the issue.  Be sure to include directions on how to use any type of cameras provided when you are training the data collectors to ensure good quality results.  Disposable film cameras are relatively inexpensive and easy to use, but keep in mind that digital images are easy to load to the computer for use in power-points and other reports or documents. So if you use them, ask for a CD of photos when you get them developed.

Take photos for a particular survey after you have completed data collection for that store or fast food outlet. A photo of the store or restaurant exterior can be taken without permission.  If you would like to take photos inside a store, get permission from the store manager or clerk on duty before taking photos. It is also a wise practice to avoid store or restaurant identifiers in the photos if you are using them for educational purposes in the community.  It can be helpful to set up a spreadsheet to keep track of the images taken in the field to know what they belong to after returning to the office from field work.  Name image files or label photos with the same ID system as you set up for surveys, print and attach to paperwork from the assessment.

Preparing for survey day

Prior to surveying, assign a unique ID for each store as follows: your county’s name, the name of the neighborhood to be surveyed, and then assign two digits for each of the stores in the neighborhood. For example, San Mateo County is surveying 15 stores in three neighborhoods. Their codes would look like this:

	Green Park Neighborhood Store Codes
	East Boulevard Neighborhood Store Codes
	Tower District Neighborhood Store Codes

	San Mateo-Green Park-01
	San Mateo-East Blvd-01
	San Mateo-Tower Distr-01

	San Mateo-Green Park-02
	San Mateo-East Blvd-02
	San Mateo-Tower Distr-02

	San Mateo-Green Park-03
	San Mateo-East Blvd-03
	San Mateo-Tower Distr-03

	Etc.
	Etc.
	Etc.


Survey forms should be prepared before going out into the field for each survey in each neighborhood.  We suggest that you print the surveys in paper that is color coded for each neighborhood. Pre-code the surveys with store information including: the store ID that you created, and from the GIS store list, the store type, whether they accept WIC, and are a food stamp vendor.  It is suggested that stores are called to verify acceptance of WIC or SNAP- Supplemental Nutrition Assistance Program/CalFresh.  This is an easy way to increase the reliability of the data.

Use the same procedure for development of codes for all data collection tools when possible. 

A packet of materials should be created for each team that includes the following materials for data collection:

• Names, addresses (use as disposition sheet): List all stores (or fast food outlets), addresses, cross streets (if possible), phone numbers and a place to write comments. Use this form to track visits, notes for stores (or restaurants) to return to and for general reference. 

• Maps with store locations: Provide maps with the locations of the stores (or fast food outlets) clearly identified. You may put a number next to each location on the map that coincides with the store number on the GIS list. An example map is provided in this section.  It is also helpful to include a regular map of the area. 

• Survey forms pre-coded with store or fast food outlet info: Include a survey for each store (or fast food outlet) in the sample, with a pre-coded label on the cover sheet. 
•  Extra survey forms and pencils  
•  A coordinator's name and contact information in case any questions come up in the field.

If your surveyors will be collecting data in stores and conducting walkability surveys at the same time, we suggest that you staple the walkability survey to the back of each store survey.
It is important to review the surveys after each day of data collection to discuss any issues with teams before they head out for the next day of surveying.  Check for missing data to ensure that all questions indicated on the survey for completion are filled out.  It is easier to obtain missing data during the data collection period than to go back after analysis is complete.  Incomplete surveys that are mailed to the Nutrition Education and Obesity Prevention Branch (NEOPB) will be sent back for completion prior to data entry. 

Post data collection

The data collected from On the Ground Survey data collection will be prepped and sent to a data processing center and analyzed by the NEOPB Research and Evaluation Unit. The Timeline provided, in this section, can guide you on the amount of time to complete field surveys.  You do not need to wait until you complete all types of surveys before they are submitted. We recommend keeping a copy of your neighborhood or other report forms for your records.  

Please gather all your surveys including the surveys that were not conducted or completed. Be sure to review each of them for completeness (e.g., are responses clearly visible and legible, has the final disposition question been answered). If surveys are incomplete, they will be returned to you.  Organize your surveys by neighborhood and send them for data entry to: (see next page)
Send to:

Regular Mail:
UPS/Overnight:

Lynn Fuhrman
Lynn Fuhrman


CDPH
CDPH


NEOPB
NEOPB

PO Box 997377
1616 Capitol Avenue


MS 7204
Suite 74.516, MS 7204


Sacramento, CA  95899-7377
Sacramento, CA  95814

For CalFresh information, call 1-877-847-3663. Funded by USDA SNAP-Ed, an equal opportunity provider and employer. Visit www.CaChampionsForChange.net for healthy tips. 

Sample Timeline for On the Ground Survey Data  
	Week
	Activities

	Week 1
	Attend training on surveys of stores, safety/walkability, fast food restaurants.

	Week 2
	· Decide on approach to data collection, (e.g., complete all data collection in each neighborhood or complete data collection by topic, e.g., store and walkability across all neighborhoods followed by data collection for fast food).

· Identify potential sources for surveyors.
· Create most updated lists of stores and fast food outlets (in addition to the GIS, look at Google, Yahoo, Walkscore, local environmental health listings and conduct drive-thru, if possible)

	Week 3
	· Set training dates and reserve training locations. 
· Recruit surveyors.

	Week 4
	· Continue recruitment.
· Prepare for training, and prepare survey packets.

	Week 5
	Conduct trainings for stores, walkability, and fast food survey field work.

	Week 6 - 9
	· Conduct surveys of stores, walkability, and fast food. 

· (complete all store surveys within four week period – this is important for your pricing data)
· Check survey of stores, walkability, and fast food for accuracy.

· Make copies of surveys for your files

· Send to Sacramento for data entry

	Week 10
	·  Attend State webinar on outdoor marketing and mobile vending.

	Week 11- 12
	· Conduct trainings and complete surveys of outdoor marketing and mobile vending (before end of school year).
· Check survey of outdoor marketing and mobile vending for accuracy.

· Make copies of surveys for your files

· Send to Sacramento for data entry

	Week 13
	·  Attend State webinar on food bank and alternative food sources.

·  Create contact lists for food banks and alternative food sources.

	Week 14
	· Complete surveys of food bank and alternative food sources 

· Check survey of food bank and alternative food sources for accuracy.

· Make copies of surveys for your files

· Send to Sacramento for data entry
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