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Here are just some of the roles that volunteers

undertake within the Criminal Justice System..

Youth justice

* Appropriate adult
* Mentor
¢ Youth Offender Panel member

Restorative justice

* Victim-offender mediator
* Family group conference facilitator
* Community Justice Panel member

Victims

* Witness Service volunteers in Crown
and Magistrates’ Courts

* Victim Support volunteer

* Helpline advisor

* Counselling

Probation

* Probation Board member

e Teaching literacy and numeracy volunteer tutor
¢ Supporting training courses

* Mentor

* Probation volunteer

Prisons

* Official prison visitor
e Custody visitor
* Prison visitors’ centre (support and
advice, assisting with practical tasks)
* Play worker for children during prison visits
¢ Literacy, numeracy and basic skills volunteer tutor
* Chaplaincy (from the main world faiths)
e Volunteer orchestra leader

Police

* Special Constable

* Police Cadet

* Independent custody visitors

* Police support volunteer

* Crimestoppers volunteer

* Crime Prevention Panel member
* Diamond Initiative volunteer

Other

Independent Monitoring Board member
MAPPA (Multi-Agency Public Protection
Arrangements) lay advisor

Neighbourhood Watch co-ordinator
Magistrate or Justice of the Peace
Providing helpdesks in Magistrates’ Courts
Raising awareness of Prisons Week

and Prisoners’ Sunday

Community Chaplain

Circles of Support member (working with sex
offenders to reduce the risk of re-offending)
Fundraiser for charities and voluntary and
community organisations that support
offenders, ex-offenders, prisoners, those at
risk of offending or the victims of crime
Volunteer for charities and voluntary and
community organisations that support
offenders, ex-offenders, prisoners, those at
risk of offending or the victims of crime
Campaigner

Hate Crime Scrutiny Panel member
Educating young people and promoting
preventative measures

Courts Board member

Community Justice Panel member

LCJB (Local Criminal Justice Boards)
Independent Advisory Group member
Trustee

Volunteer roles for prisoners

Participating in park regeneration schemes
Providing Braille transcriptions for blind people
Creating artworks for hospices

Making wheelchairs

Citizens’ Advisor (in conjunction

with Citizens Advice Bureau)

Peer-advisers

The Samaritans listeners

Acting in plays

Timebanking
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Introduction 4

This chapter outlines how we have developed these tools
and how you can use them. It contains:

* An outline of the origin of this work in a toolkit produced by Volunteering England

* An explanation of how and why we adapted those resources

A list of the contents of the toolkit
* Details of how you can adapt and change the tools

* Alist of what you need in order to make use of the tools.

In this chapter...

1.1 What s in the original Volunteering Impact Assessment Toolkit? 5
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Clinks has developed a set of evaluation tools for volunteering projects run by Voluntary and
Community Sector (VCS) organisations working around the criminal justice system. They
include specially designed interview questions and questionnaires, and a tool which allows
you to enter questionnaire responses and automatically create graphs of your results.

The tools build on the Volunteering Impact Assessment Toolkit (VIAT), which is produced by the
Institute for Volunteering Research (IVR), research wing of Volunteering England. The original VIAT is
intended for use by all kinds of volunteer-involving organisations in all sectors of work. Clinks’ tools
adapt these specifically for use by organisations that work with offenders and their families.

Volunteering plays a particularly important part in the criminal justice system (CJS); volunteers are

‘all too often able to add something that cannot be delivered by paid staff, who need to maintain a
professional distance’! VCS organisations involve volunteers in a hugely diverse range of roles, for
example those shown on page 3. In spite of this diversity, they are likely to have common concerns and
outcomes which are not specifically provided for in the generic tools included with the original VIAT.

Clinks have therefore adapted and added to the resources in the original toolkit, creating a set of
sector-specific questions that can be used as questionnaires or in focus groups and interviews.
These questions can be used alongside (or instead of) those in the original VIAT.

We have also created a set of analysis spreadsheets intended to help with entering,
analysing and presenting quantitative data gathered using these tools.

This guide contains an introduction to the resources Clinks has developed. It also
contains detailed guidance on how to use the analysis spreadsheets.

All of the resources are intended to be used flexibly; you do not need to use the questions exactly as

they have been written, and you are free to adapt and alter the questions according to your needs. We
would like you to share any changes you do make with Clinks, so that if we see particularly innovative and
useful adaptations of our work, good practice can be shared with other organisations in the sector.

1.1 What is in the original Volunteering
Impact Assessment Toolkit?

The original VIAT contains guidance and tools that enable you to assess the difference that volunteering
makes in a wide range of areas, explore positive and negative and intended and unintended outcomes
of volunteering, and to compare results over time. The step-by-step instructions contained in the
original toolkit are supplemented by additional resources on the Volunteering England website.

VIAT is designed to enable organisations to adapt the tools as needed. Clinks adds to the original resource by
creating a set of tools that are specifically adapted for use by VCS organisations working with offenders and families.

1. Neuberger, J. (2009), Volunteering Across the Criminal Justice System: Baroness Neuberger's review as the Government’s Volunteering Champion, p7.
Available at http://webarchive.nationalarchives.gov.uk/+/http://www.cabinetoffice.gov.uk/media/124076/volunteers%20in%20cjs.pdf


https://ecommerce.volunteering.org.uk/PublicationDetails.aspx?ProductID=V311
http://www.volunteering.org.uk
https://ecommerce.volunteering.org.uk/PublicationDetails.aspx?ProductID=V311
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1.2 How we adapted the original Volunteering
Impact Assessment Toolkit

Clinks reviewed the original VIAT materials and used them with organisations whose
chief focus is the criminal justice system. The main objectives were:

* To gather evidence on how different stakeholders viewed volunteering in
the CJS, to be used in Clinks’ own policy and best practice work

* To create an adapted set of resources from the VIAT materials, which would
be sector-ready for use by VCS organisations working in the CJS.

We worked with four partner organisations and conducted pilot impact assessments using resources adapted
from the original VIAT. A mixture of qualitative and quantitative information was gathered, which included
speaking to different stakeholder groups to understand the impact that they said volunteers were making.

Based on these four pilots, lists of questions were compiled that could be used by organisations
who wanted to conduct an evaluation of their own work. We consulted on these lists at two
feedback events, then refined the questions, which are now presented in two forms:

* Quantitative questionnaires

* Qualitative interview schedules for use with individuals or small groups.

1.3 What you will find in this pack

Clinks have created additional resources that can be used alongside those provided
in the original VIAT. These are referred to by filename in the list below:

* Four questionnaires targeted at different stakeholder groups:
2€ Questionnaire — peer volunteers.xlsx
2% Questionnaire — service users.xlsx
2% Questionnaire - staff.xIsx
2% Questionnaire - volunteers.xlsx

* Four interview schedules that can be used to gather qualitative information,
also targeted at the same four stakeholder groups:
2% Interview and focus group schedule - peer volunteers.xlsx
2% Interview and focus group schedule - service users.xlsx
2% Interview and focus group schedule - staff.xIsx
2% Interview and focus group schedule - volunteers.xlsx

* Four spreadsheets to analyse questionnaire data, as well as one template
spreadsheet to allow you to analyse questions you have written yourself:
2% Analysis sheet - peer volunteers questionnaire.xlsx
2% Analysis sheet - service users questionnaire.xlsx
2% Analysis sheet - staff questionnaire.xlsx
2% Analysis sheet - volunteers questionnaire.xlsx
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* A spreadsheet to help analyse qualitative data from the interviews:
2% Analysis sheet - interviews and focus groups.xlIsx

These resources are intended to be used with the original VIAT - to supplement it, rather
than replace it. If you are thinking of conducting a volunteering impact assessment using
the original VIAT, they will give you more options to choose from when they will give you
more options to choose from when gathering, analysing and presenting data.

You're free to use these resources on their own, but we strongly recommend that if you are
interested in using them, you should purchase a VIAT from Volunteering England (currently
priced at £30 - see www.volunteering.org.uk). It will help you to think through the things
you want to assess, as well as showing you how to plan and conduct the assessment.

1.4 Adapting and changing these resources

The tools described in this guide are available under a Creative Commons licence. This means that:

* You are free to:
- Copy, distribute and transmit what we have done
- Adapt, tweak, alter, or change any of the resources that have been created

Make commercial use of these tools.

* Under the following conditions:
- Attribution: you must acknowledge Clinks” work in any adaptations you make

If you alter, transform or build upon this work, you may distribute the
resulting work to others only on the same terms as these.

We hope that organisations that use these tools and adapt them to particular conditions and tasks will
then be able to make the resulting questions and tools available to other organisations in the sector. If

you do make such adaptations, please let us know; we would like to know how you have found them and
what you have done with them. We'd also like to share any high-quality adaptations of the tools with other
organisations in the sector, so that all of the VCS working with offenders might benefit from them.

Further information on the licence we have used for this work can be
accessed by visiting the Creative Commons website.

1.5 What you need in order to use the resources

You will need a word processor and a spreadsheet application. We used Microsoft Word and Microsoft
Excel in the Office 2010 package, but if your organisation does not use these or cannot afford them,
you can download free alternatives such as OpenOffice.org or Libre Office. If you use a free package,
the resources will still work, but you may find that some formatting does not display as well as it


http://creativecommons.org/licenses/
http://creativecommons.org/licenses/by-sa/3.0/
http://www.openoffice.org/
http://www.libreoffice.org/
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does in the Microsoft versions. Users of Microsoft Office 97, Office 2000, Office XP and Office 2003
will need to download and install the Microsoft Office Compatibility Pack to use the spreadsheets.
If you do not install this compatibility pack, the formulas in the spreadsheets will not work.

We have assumed that you are familiar with very basic statistical ideas such as
averages, that you can read and understand bar and pie charts, and that you can
understand percentages and other simple methods of expressing numbers.

The spreadsheets have been designed to work ‘out of the box'. In order to use them in their original
form, you do not need to have extensive experience with spreadsheets, though a little will help.

However, underpinning the calculations are a large number of formulas. These are fairly complex,
in order to deal with the large quantities of data that will potentially be entered. If you want to
make significant alterations to the spreadsheets, or to perform more sophisticated statistical
analysis, you will need a greater level of experience with Excel or other spreadsheet packages.

Sections 3-5 of this guide describe how to use the Excel spreadsheets that are provided with this guide.
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Planning and collecting data 0

This chapter outlines some of the questions you need to ask before
starting to collect data, and also some practical tips for conducting
interviews and using questionnaires. It contains:

* Areminder to think about the purpose of an evaluation before you start carrying it out
* An explanation of the difference between qualitative and quantitative data

* Practical advice on planning and conducting interviews and focus groups

* Practical advice on planning and conducting written questionnaires and surveys.

In this chapter...
2.1 Think carefully about what you want to achieve and what information will help you achieve it 10
2.2 Qualitative or quantitative data? 10
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2.1 Think carefully about what you want to achieve
and what information will help you achieve it

Organisations working with offenders often work with people who have multiple needs, meaning
the work covers a number of different fields, perhaps including some of the following:

* Mentoring or peer mentoring * Family support

* Drug and alcohol rehabilitation * Restorative justice and mediation
* Arts * Young people

* Housing and homelessness * Financial advice.

Different organisations are likely to want to use the tools in different ways. For example, some
might want to evaluate what they are doing in order to redesign their service. Other organisations
might want to collect evidence to show funders their volunteers are having an impact. Why

you are conducting the impact assessment and who you want to present it to will have a
profound effect on what information you look for, and how you choose to collect it.

Although the resources in this pack are intended to be adaptable, they cannot meet
every possible need without adaptation. The questions we have written are broad, so
they can be used for different purposes. It's likely that you will not want to use all of the
questions we have written, or that you might want to change some of them.

2.2 Qualitative or quantitative data?

You can collect different kinds of information using the tools we have made.

* Qualitative data is information that is hard or impossible to count — such as attitudes, views, and
experiences. It can give you a picture of how people feel about your work and the volunteers’ roles in it.

* Quantitative data is numerical information on things that can be counted and analysed statistically.
It can give you a picture of how far, how extensively, or how strongly people feel something.

If you want to investigate questions like ‘how has volunteering affected you?’ then
qualitative methods are likely to be useful. You could, for example, use the interview
schedules to conduct individual or group interviews, and the qualitative analysis
spreadsheet to note and organise the evidence from your notes or transcripts.

If you needed statistics to include in a funding bid, report to funders or in external communications,
then quantitative methods could help. You could use the questionnaires to collect the

data and then use the analysis spreadsheets to calculate and present the results.

In many cases you will want to gather a mixture of quantitative and qualitative data. You might use a
guestionnaire with a mixture of closed and open questions, or use a selection of interviews as well as a survey.

Further advice on what to think about when deciding what kinds of questions to ask can be found in the original VIAT.

10



EVALUATING VOLUNTEER IMPACT

N

2.3 Data collection

2.3.1 Interviews and focus groups

Interviews can be conducted in different ways - over the phone or in person, individually or in groups. They
take time to arrange and conduct, but they gather detailed qualitative data. Quantitative questions can also be
included. The interview schedules included in this toolkit can be used to structure an individual or group interview.

The interview/focus group schedules that have been created can be used to structure a basic individual or group interview.

There are several things you need to think about before going ahead to collect the data:

CONSIDERATIONS FOR COLLECTING DATA

Who is going * In many cases, interviewees will be giving their feedback on others involved in the service.
to conduct the It's important that interviewees feel able to be honest, even if their views are negative.

. . .
It * If possible, it is better if the interview is conducted by someone who is neutral to

the project and better still if they are not involved with the organisation at all.

* One way to achieve this is to involve volunteers from a local university
or college as interviewers. Another way could be to reach a like-for-like
arrangement with another local organisation, so that staff conduct a certain
number of interviews in each other’s organisation on a reciprocal basis.

Are you * This can be important within a specific stakeholder group. For example, it may be
arranging the tempting to arrange face-to-face interviews with the service users you know can be
interviews so relied on to keep an appointment, but you risk not learning from those who are not
that you get engaging. Being flexible, for example by offering interviewees the choice between
awide range a phone or face-to-face interview, may widen the range of potential responses.

of views?

¢ [t can also be illuminating to hear different stakeholder perspectives on the same question.
For example, asking both staff and volunteers about whether volunteers receive the right
training will give you a firm evidence base for whether you need to make changes.

* In some cases, interviewees may think later of something they wanted to say. Or there
may be points of view that they are not comfortable to express in person. At the end
of the interview, give them a sheet showing the questions you went through in the
interview, and contact details to which they can send any further answers, if they want
to. It’s a good idea to include a date by when additional answers have to be sent.

* Itisimportant that interviewees know how their comments are going to be used.
Anonymity may encourage interviewees to speak more freely, but you need to
make this decision in advance, because it will affect the practical arrangements
you make. For example, if a service user is interviewed by a member of staff, they
may feel that any comments will be attributed to them, whether or not their name
is written on the interview record sheets. Decide in advance whether you intend
to quote and attribute comments in an interview, and ensure that the interviewer
explains your decision before the interview takes place. A sample text for this
purpose has been included in the interview schedules provided with this pack.



Will you
record or note
interviews?

Are your
interview
questions
qualitative or
quantitative,
or both?

Are the
interviews
taking place
in prison
orin the
community?

Would some
people rather
answer the
questions

on paper?

Is a group
interview or
a one-to-one
or paired
interview
more
appropriate?

How will you
allow for
unforeseen
problems?
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Transcripts from a recording can be an excellent form of evidence because
the quotes that come from them are in the speaker’s own words, but

you need to plan for the time taken to make them. Allow between three
and four times the length of the interview for each transcript.

If you decide to make notes of an interview, it can be a good idea to have a separate
note taker present, or to prepare a sheet with the questions written on it for the
interviewer to use. Either way, jot down key themes and quotes that seem important,
then write up the notes more fully as soon as possible after the interview.

It is also a good idea to have some spare sheets to record any interesting
digressions if you are using a semi-structured interview.

If you are asking qualitative questions, it will usually mean noting or recording the
conversation as it occurs and then summarising and organising the information later.

If you are asking quantitative questions, it is a good idea to prepare
some kind of data capture sheet so that you can quickly note down
the answers that were given while conducting the interview.

It is easier to arrange an interview in the community than in prison. You will be freer to
use recording equipment if you wish to, and the main challenges are likely to be finding
the right space for the interviews to take place, and making the practical arrangements.

In prison, arrangements will be more complicated. If your interviewer is not security
cleared, they will need to be accompanied by prison staff or by someone who is.

Some interviewees may feel more comfortable answering questions in a
different form. If you are interviewing uniformed prison staff, for example,
whose time is inflexible and structured, it may be a good idea to offer the
chance to answer the same questions on paper. Non-uniformed prison staff
can usually be more flexible than uniformed staff in arranging appointments
and structuring their day to accommodate your request for their time.

Someone who wants to express a negative opinion may feel
more comfortable doing so in writing than in person.

Focus groups can be better when you are looking to gather in-depth views on a small
number of issues. The group dynamic often helps develop the conversation and
relax the participants, and it can also feel less formal than a one-to-one interview.

Focus groups favour the more confident though, so facilitators need to take care
to stop the discussion being dominated by one or two strong personalities.

If at all possible, it is a really good idea to test the interview questions on one or two people
as a ‘pilot’, and to adjust them if necessary. In some cases this is not possible, and if you are
only planning to ask the questions to a small number of people, it may be less necessary.

However, if you do not test the questions first, you might find that they take too long, or that
your interviewees don’t understand some questions in the way that you expected. Testing
guestions on a small scale before you use them on a large scale is well worth the effort.
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When you have thought about these issues and decided on what you
are going to do, arrange and carry out the interviews.

2.3.2 Surveys and questionnaires

Surveys and questionnaires will give you data which, on the face of it, is easier to handle and better
suited to quantitative analysis. However, do not forget that the data has to be handled, entered
and processed. It may be a challenge to get a large number of questionnaires completed, but you
will also need to think carefully about what you do with the data once it has been collected.

The questionnaires we have included can be used in full or in part. The spreadsheets
that go with them can be used to handle the data entry and analysis.

You need to think through several things before deciding how to collect data using questionnaires:

CONSIDERATIONS FOR COLLECTING DATA

How will * There are a range of methods you can use to distribute the questionnaire. The
you record most basic is to print them and have respondents fill them in by hand. This is
and collect straightforward but someone will have to take the returned questionnaires
the data? and do the data entry. This time needs to be included in your planning.

* There are a number of advantages and disadvantages to using online survey
tools, such as Survey Monkey, which was used by Clinks during the pilot
assessments. They make the distribution and data collection of surveys a great
deal simpler, and they eliminate the need for someone to enter the data. They
usually contain some data analysis features, and though these are not as flexible
as using your own spreadsheets, they are more than adequate for most needs.

* However, it can take some time to learn how to put a survey together on
the website, and you will need to plan the time necessary to transfer the
questions you want from the Clinks questionnaires to the online tool.

¢ It's also important to think about which format of questionnaire to use. An
online survey can be answered by a staff member by clicking on a link during
their lunch break; it may present a different challenge to a service user who
might not have access to a computer or be very confident using one.

* In deciding how to carry out the survey, balance the needs of those you are
questioning against the capacity your organisation can devote to the survey. As
with interviews, piloting the survey with a few respondents and then entering
the data to the spreadsheets is a good way to reveal any unforeseen issues.

13
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You will need to think carefully about how to ensure that you are capturing
an accurate picture of the group you are surveying. It can undermine the
credibility of the figures you gather if they are not representative — for
example if you have only collected opinions from the success stories.

Some individuals may have lower literacy levels than others. If you think this
may be an issue among your target group, think of whether you can offer
respondents the option of answering the questionnaire face-to-face or over
the phone if they are not comfortable to, or able to fill it in themselves.

You need to give thought to how to collect information from individuals who

may be disillusioned. This is because those with positive opinions can be a self-
selecting group - if they are well-disposed towards the organisation they are more
likely to complete a questionnaire. Whether by allowing respondents to answer
anonymously, or by selecting a sample and then devoting staff time to ensure
that they complete a questionnaire, it's important to seek a range of views.

Further advice on sampling and ensuring a representative
survey can be found in the original VIAT handbook.

If you are using a paper-based survey or doing the data entry and analysis yourself,
it is very essential that each completed response is given a unique number.

This means you won't double-count responses. If you are using an anonymous
survey, it is your only means of distinguishing between different responses.

The analysis spreadsheets included with this guide are also dependent
on each response having a unique number. Answers that are entered
but not given a number are not counted in the calculations.

If you are using paper questionnaires and the Clinks analysis spreadsheets,
taking the trouble to individually number each questionnaire before you
distribute them to respondents is well worth the effort. It will make it easier
to monitor how many of your intended respondents has answered.

It is extremely unlikely that prisoners will be able to complete an online
questionnaire. A paper questionnaire may be your only option.

Carefully brief any volunteers or staff that you ask to distribute the survey so that
they can explain its purpose and importance to the organisation, as well as any
deadline, to the prisoners. It's also important that they are clear about the deadline.

You will also need to think about how to get the survey back. The ideal
is that prisoners can complete it on the spot and hand it back to your
staff or volunteer but this may not be practical, so consider providing
a stamped addressed envelope with the questionnaire, giving a clear
date by which completed questionnaires need to be returned.

Make the questionnaire as simple as possible.
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How will * Make sure the survey is no longer than it has to be. Your planning will
you ensure be essential here; only if you are clear about the overall purpose of your
that the assessment will you know which questions are really relevant.

questionnaire
actually gets
completed?

* Avoid inserting unnecessary questions. Instead, if you are collecting information
about someone, make sure you have a reason in mind. For example, it can
be tempting to collect full demographic details about your respondent
group - gender, age, ethnicity, and so on. The Clinks questionnaires include
questions of this nature. However, if one purpose of your impact assessment
is to understand whether the expectations of male and female volunteers are
being met, then you will definitely need to include a question about gender.

* Adding questions on things that you think would be ‘nice to know’, without having
a clear rationale for them, make the questionnaire more time-consuming for the
respondents, but also makes the job of analysing data more complicated.

Make sure that all of the questions contribute to the overall goals you have set.

Once you have collected the answers, you are ready to prepare the actual questionnaires you are going to use.

15
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How the analysis spreadsheets are structured 16

The toolkit contains spreadsheets to help sort, analyse and

present data from questionnaires. This chapter outlines basic

features of how these are structured. It contains:

* Details on how each spreadsheet is divided into different worksheets, and how to move between these
* Details of where answers from the questionnaires can be entered

* Details of where to find the tables and graphs that display these answers.

In this chapter...
3.1 Tabs 17
3.2 The data entry sheet 18
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Before looking at how to enter and analyse data in the next chapter, this chapter gives you
a basic introduction to how the analysis spreadsheets have been put together. This section
will help you to understand the structure of the sheets and some of how they work.

We strongly recommended that you have one of the spreadsheets open while you read this section.
ou will be able to find the features that are referred to in your own copy of the spreadsheets,

and also to work your way through the examples and screenshots below. Trying to carry out

these exercises for yourself is by far the best way of learning how the spreadsheets work,

because you will start to understand how the structure and the formulas work.

3.1 Tabs

Each spreadsheet is a large collection of worksheets. The whole Excel file,
consisting of numerous worksheets, is called a workbook.

The tabs can be seen at the bottom of the Excel window. On the left hand side of the screen
are the coloured tabs. These are more numerous than the space available, which is why

the rightmost of them will be part hidden by the horizontal scroll bar. You can scroll the

tab lists by clicking the right and left arrows at the left-hand end of the tab list.

I" < v | Data entry sheet  Introductory g1 . Introductory g2 Introductory g3 Introductory g4 Introductory g5 Impe | 4 [ i |

The tabs are colour coded. The colours correspond with the different question groups in the questionnaires.
. _ tabs show all of the responses that have been entered
* Red, orange, yellow and green tabs show the responses broken down by individual question

. @ tabs show responses to the introductory questions

. tabs show responses about the impact of volunteering

. tabs show responses about other issues?

. m tabs show information about the respondents.

2.These vary depending on the stakeholder group but are usually designed to get that respondent’s feedback on some other aspect of the volunteering programme, for
example how volunteers think their training could be improved.



EVALUATING VOLUNTEER IMPACT

3.2 The data entry sheet

The leftmost sheet in each Excel workbook is the data entry sheet. The picture below
shows the whole sheet (zoomed all the way out so you can see the whole thing):

The colours of the columns on the left, which contain the questions, correspond with the colours of the
spreadsheet tabs. The answers that were given should be written in the cells to the right, which are shaded in
alternating rows of green and white. Data entered here will automatically be reflected elsewhere in the workbook.

18
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There are two key ideas to remember about this sheet:

i. Response numbers — Each questionnaire response from a different person has to have a unique identifying
number. You don't have to enter the responses in number order. But if you enter answers into a column
that does NOT have a number at the top, those answers will not be counted by the spreadsheet.

1 The main purpose of the identifying number is
to prevent you entering the same answers twice
by mistake. There is no need for the questionnaires

These answers have These answers

H I, I,
to be entered in number order, which can be very response numbers and will don t and won't

inconvenient if it means sorting dozens of paper
questionnaires into number order.

be counted in calculations be counted

Questions ¥ Response numbers G 9 0 11 12 @
| Introductory 1 | Did you know that some or all of the pzople you work with 2t this organisation arc voluntzers? yee iyee yee ‘N0 no iyee ‘no naru§ BNk 'yee 10 yes iyee yee
Do you know which ot the ves/Ho k yes e o dm o an fyes G Chenk I W wes fyes o
Introductory | 2 peoglc vou worwith are  § | LN ya

ii. Data validation — Some questions ask respondents to tick one from a list of possible answers. The
formulas that perform calculations elsewhere in the spreadsheet will only work if the answer that is
entered is identically worded to the answer that appears on the questionnaire. This makes it important
to avoid typos in data entry, because the spreadsheet will not recognise them as valid responses.

To help with this, in questions where an exact answer is required, a drop-down box appears giving you a list of
responses to choose from. You will also see a yellow instruction note describing how to enter data into that cell.
The picture below shows the drop-down box and the instruction note that appears when a cell is selected:

E]F]G[H][ 1 ]J][K][L][M]N In other questions, an exact answer is not required
because respondents have been asked an open question
[* ¥ [0 jhenkio s yes e v and given space to answer in their own words. For
P m0 [gf jplnkcna oo ves these questions, there is no drop-down box.
e P ThefirsttTmE)rou enter data, jifey)
Elank, select from the dropdown \:ﬂurk
mend. 1 If the yellow box gets in the way
Thereafter you can select from on your screen, you can click and drag
the dropdown or enter ¥ for it somewhere else with your mouse.

yes, M for no, or B for Blank.

3.3 Sheets showing the responses to individual questions

Each of the red, orange, yellow and green tabs shows the answers for a single question. These sheets
can be accessed by clicking on the various coloured tabs at the bottom of the workbook:

I Impacts g15 - Other issues g15 Other issues g17 Other bsues ql8 ,~ Otherissues q19 .~ Otherissues q20 -~ Other issues g21 .~ Other Bsues g22 .~ Aboutyou g1 AboE',rou a2 Ah?ll
I M n s —

19
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The pictures below show three examples.

2ETVICE USET 2Uurvey
uestion 1
! % of all responses
Did you know that some or all of the people you work with at X are volunteers?
A i ! % of
35.7%
Blank [] 30.0%
Responses collected
Answered question
Left blank
Response number Yes/MNo
1 yes
2 no
3 yes MYes
: yes aho
5
] kd Blank
7 yes
) no
] no
10 ves
a1 no
12 blank
13
14 blank 1
15 yes
16 no
17 yes
18 yEs
19 yes
20
Service User Survey
Question 7 Average agreement ratings
o
u
L g
Tatalr ez
x =
E: hey are The q FF lammuzhbeottor aff " =
RSl valuneors,ther bring  © resoive Frampaidmtartis | oo e e aure afthe help [have T e ST dsniratian me g a2
¥ Ratingr posial qualitior o ubat betkor than Fram the e roceived Framthe iy e iy N
thoy do waluntoers waluntoers P
Tatally agree. 3 z q 1 g
Agree 5 z B .o
iahtly aqres. 4 i B r
el diragrae : 4 1 T 454
Diragree: z q 3 k3 =
Tatally diragres i [ H ki -
Don'tknouor HiG n E3 Z 1 z 1 ﬁ Sccmsac they an The cuslity f The: vkt - mch Betier ruat
k o wolueierra, They BopERrt Ircosve i M bcomacci®e | coerastics mos
Eemgazezal tempedaats | PoEiEEEm - P,
ot i Eomzethan fm AEEIEEE | cmmiegtemiee Wz iz im
ey do e ohinter eSS welurtcaa what ey fc
= ) s ] R Tz
| |aeman 1z e 2 L 1a
- | | gesmsien
E: hey are The qualit FF lammuzhbeotor aff k1
- P waluntoors,they bring — rocpiye Frampaidrtaffis | The vRlessthaehelbed oy oftho hlp Ihave 1T el .
ERERIOIEy © e e et |:|| l‘_p thanframthy | TSR sther e rocoivedram the R Breakdown of those who expressed an opinion
they do valunteers SHLLY valunteers RN o
1 2 ) E 3 =
H 5 3 3 5 ?
E3 z 1 3
4 1 4 PR
i [ [ R
2z [ 3 s
4 E3 z 4 E
3 1 1 L
5 n 1 d 2 B
1 k3 3 [4 ) 24
1 5 5 1 4 % n
1z 1 Z 13 = T ol
H } o 5 = The gualcy =f ) s battar b
The wzluntezra - = cmasiastize mem
4 3 awppert | recave [ — eff becauac of the ——
H Erpiemal | Fempadanfa | oo bk thave e
13 gualiic i what Beer than frem S — recsived from the imvehecd inwhat
4 ey de e vtz Y etz paspieny
; E wTctaly sgrec o H 3 1 El
{1 n 3 13 wApTEE = 2z 2 2 3
usigdy apes ] 1 [ [ 1
wiie E] a 1 z B
uTmar= 3 = ] o =
WTctaly daagres o H 7 s z
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Service User Survey
Question 18

% of all responses

here anything else that you would like to say about the volunteers, their support, and the effect it
you? Please write it here

Response count % of all responses % of completed responses
4 20,

16
Rezponses

Theyhave been

EAnswered

EBlank

9 Ive really enjoyed

14 There has been some

18 Really helped me with

Further information about how to enter and analyse data can be found in Sections 4 and Section 5 below.
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Entering data 22

This chapter outlines how to enter data to the analysis tools, whether that
data comes from questionnaires or from interviews. It contains:
* Instructions on how and where to enter questionnaire responses

¢ Instructions on how and where to enter interview and focus group notes.

In this chapter...

4.1 Entering questionnaire data 23
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4.1 Entering questionnaire data’

The examples and screenshots used in this section, like all of the other sections in this guide,
refer to the analysis spreadsheet for the Service User questionnaire. The questionnaires and
analysis sheets for staff, volunteers and peer volunteers work in exactly the same way.

For data entry, you need to concentrate on only one sheet - the Data Entry sheet.
This is the leftmost sheet in the workbook. Click on its tab to select it.

dtLessl 1 Remember: if you do
It has hel not enter a number in this

Has the support you have before row, none of the answers
Introductory gl Introductory g2 ]

in the column below it will
be counted elsewhere in
the workbook.

The first thing to do when entering responses from a particular respondent’s questionnaire is to enter
the number of the questionnaire that you are entering along the top row. It does not matter whether the
numbers along this top row are in order, and you do not need to enter the responses in number order.

In the example below, three questionnaires have been entered — numbers 45, 22 and 64. In this case, the person
doing the data entry has started the response number at the top of the column, and has then moved down the
column. Note that they have left the rows for questions 2 and 6 blank, because they didn’t use those questions.

B [ D F
S Response DE 64
1 Did you know that some or all of the people you work with at this organisation are volunteers®? no  iyes
Yes/No

2 Do you know which of the people

you work with are volunteers?
Free response

46 13 79

3 For how long have you received support/help from this organisation’s volunteers? month :menth :menth
s s s
Less :lLess :less

4‘ On average, roughly how long do the sessions you have with volunteers last? than ithan :than

5 How satisfied are you, in general, with the help or support you receive from X’'s volunteers? satisfi ;satisfi ivery
led _ed  caticfi. |

Without the volunteers, | would not get this much support

6 Does volunteering affect the
quantity of services you receive? |If there were no volunteers, | don't know where else | could get th

help
Because they are volunteers, they bring special qualities to what 2 9 i
they do
The quality of support | receive from paid staff is better than from 2 6 2
the volunteers

7 Josmllssn e L The volunteers have helped me access other sources of support 6 1

quality of services you receive?

volunteers
| trust the organisation more because volunteers are involved in

| am much better off because of the help | have received from the :\
\

-4

3.The advice in this section only applies if you are using the Clinks analysis spreadsheets. If you have decided to use Survey Monkey or another online survey tool to send out
questions and collect data, you will not need to read the information in this section, because the online survey will collect and collate the answers for you.
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Once you have entered a response number, it will also appear in all of the individual sheets that
correspond to the different questions. Simply move down the column, entering the answers from
the corresponding questions on the questionnaire. Skip any questions that you decided to leave out,
and move down the column until all of the answers on the questionnaire have been entered.

You can choose an answer for some questions using the drop down box, as shown in the screenshot below.

E| F G  H 1 ] K The answer can also be typed by hand directly
into the cell, and by then hitting ‘Enter". If it

was a multiple choice question, the answer
nteers? MES G I e VS =5 that was ticked must be entered exactly
% as it appears on the questionnaire.
As data is entered, it will automatically
start to appear in other sheets:
57 - | How long? * The Data in Rows sheet
Select a value from the drop-
% down list. * The sheets corresponding to particular questions.
46 th
7.9 ngﬂn 1 Once you have entered from
itears? 10-12 mar| | the list the first time, you can
) Between | | just type the first character on
More than[| subsequent responses,
1 Blank
uld get the

4.2 Entering interview and focus group data

Interviews and focus groups tend to lead to a discussion of open
questions, which may cover ground you didn't expect it to.

It is also hard to capture data in a structured way when working with interviews and focus groups.
If you have only carried out a few interviews, and the questions have been asked by a single
person, it is relatively easy to keep track of what was said, and to understand the key themes.

But if you have done numerous interviews, are conducting them over a longer time period, or have been working
with more than one interviewer, it becomes harder to gather together the main themes. It also becomes harder
to find a quote on a particular theme. Transcripts or notes, for example, will become unwieldy, as you spend

long periods searching for a particular quote which you know would be perfect for a report to the trustees or a
volunteer recruitment poster. You might remember hearing an interviewee say it but struggle to find it later.

In these circumstances, it can help to record the main points from interviews in a structured way. The
interview analysis tool included with this pack is intended to help do this. It does so by arranging interview
notes using a table, rather than as a start-to-finish transcript or set of notes on what was said.
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If you open the interview analysis tool you will see that it features three columns on the left, which
are intended to collect information about the person or people whose answers you are noting:

Information about the

interview
Sermvice user !

wolunteer ! Interview #  Participant # Mo

staft ! peear

wolunteer’?
To the right of this are a number of columns that
collect information under themes. For example,

. . . .
the headings of the first five columns concern the
relationship between service user and volunteer.
[x] E F [5] H
The relationship between service users and volunteers
nt # Mativation of volunteers Special skills!qualities of volunteers  : Wolunteers compared to paid VS staff | Volunteers compared to statutory staff RellliEmetir (@ welk sompanselis

relationship with others?

To the right of these are four columns allowing you to record what was said about the
benefits of volunteering, and four more on the drawbacks of volunteering.

Benefits of velunteering

For Sls For volunteers For stafflorgns Far community

Drawbacks of volunte®ting

For SUs Farvaluntesrs Foar staffargns Far community

These column headings can be added to or changed; they show the main themes that
emerged when we trialled the questions with different stakeholder groups, but they are
by no means the only topics that may come up in interviews and focus groups.
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The best way to explain how to record data in the frame is to use an example.

Imagine you made a recording of a fifteen minute interview with a service user. In the
course of the interview, the service user makes the following points, which have been
noted by the interviewer, using short quotes from the service user’s original words:

i.  He trusts volunteers because ‘they are in it for me, not for themselves'.

ii. He doesn't think volunteers would be better at what they do if they were paid:
‘it's the fact that they don't judge me as a bad person that counts’.

iii. He thinks that prison staff would find it impossible to work in the way that volunteers
work: ‘to them you're just a con, they just see you as a cell door to lock’.

iv. He thinks the help he’s had from volunteers showed his probation officer that he was trying.

v. He could see that the probation officer didn’t have time to do the things his volunteer mentor did.

vi. He mentioned not getting on so well with the first volunteer he worked
with but has ‘more in common with the one | see now'.

Entering this information to the interview analysis tool is a simple question of thinking where the information
might fit. First, enter some identifying information using the leftmost three columns, as shown in the picture below:

Secondly, work through the bullet points above, placing each one
in one or more themed columns depending on whether they seem
relevant. Keep the notes entered short — just cover the key ideas
but also add any quotes that you think you might want to use later.
Points i and ii from the list above might be seen as benefits of
volunteering for the service user, and might be entered like this:

Information about the
: interview
2 | Semice user!
wolunteer { Interview # | Participant #
staff { peer
3 voluntesr?
Service uzer 1 1
4 tn
I
| J
Benefits of volunteering
ForSls For volunteers For st3

Trusts volunteers: "they're init for me";
"don't judge me az abad person
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You might also think they have something to say about the nature of the
volunteering relationship, and enter similar points in other columns:

4 - fx | Vvolunteers are non-judgmental
u} E

The relationship be

ant # Mativation of volunteers Special skills!qualities of valunteers Walury

Eelieves motivation is genuinely to help:
"They'rein it for me" Volunteers are non-judgmental

Similarly, points iii, iv and v from the list could be added, as well:

onship between service users and volunteers Benefits of volunteering

Relationship to vols compared to FerSls

eers  : Woluntesrs compared o paid WCS staff | Volunteers compared to statutary staff -
relationship with others?

For valintesrs For staffiorans

Preters warking with valunteers to prison
staff, who see you as “just acon”
Walunteers have time ta do the things Trusts volunteers: "they'e init for me”;
probation officers don't “don'tjudge me 3z abad person

Saws probation officer could see he was
trying because of extra support from
volunteers

Point vi might be added as a drawback of volunteering:

Drawbacks of volunteering

For SUs For volunteers For stafflargns

gets on better now with new vol

MNeed ta think carefully about matching >
because "has more in common'.
= i

Don't alw ays get on with volunteers

You do not have to use the column headings that we have included here, and it may be that in entering data you
become aware of new themes that are not included in the original. This might happen because you have asked

different questions to those in the interview schedule, or because the interview took an interesting digression. If
you see new themes developing, you can just add another column heading and make notes under that heading.

The point of using this interview analysis tool like this is not so that you can just collect
information, though. The real benefit starts to become clear when you use one to
analyse the data. For details of how to do this, see section 5.3 on page 34.
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Analysing data 28

This chapter outlines how to use different features of the analysis tools

to understand the answers you have collected. It contains:

* An explanation of to use the questionnaire analysis tools with multiple choice questions

* An explanation of how to use the questionnaire analysis tools with ‘range of agreement’ questions
* An explanation of how to use the interview analysis tool for longer answers

* Information about removing information such as graphs and tables
to be inserted into other documents such as reports.

In this chapter...

5.1 Multiple-choice questionnaire questions 29
5.2 Questions where respondents choose an answer from a scale 32
5.3 Analysing interviewdata 34
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5.1 Multiple-choice questionnaire questions

Most questionnaires use a number of multiple choice questions. Users pick one response from
a list. The list can be any length. In the example below, there are 19 possible answers:

Service User Survey

About you 3

How would you describe your ethnicity?

Answer options Response count % of all responses % of completed responses
White - British 3 45 5% 45.5%
White - Irizh 1 9.1% 5.1%
White - Gypsy or Irish Traveller 1 91% 9.1%
White - Other 0 0.0% 0.0%
Black - Caribbean 1 91% 9.1%
Black - African 1 9.1% 5.1%
Black - Other 0 0.0% 0.0%
Asian - Indian 0 0.0% 0.0%
Asian - Pakistani 0 0.0% 0.0%
Aszian - Bangladeshi 0 0.0% 0.0%
Asian - Other 0 0.0% 0.0%
Mixed - White/Black Caribbean 1 9.1% 5.1%
Mixed - White/Black African 0 0.0% 0.0%
Mixed - White/Asian 0 0.0% 0.0%
Mixed - Other 0 0.0% 0.0%
Other - Chinese 0 0.0% 0.0%
Other - Other ethnic group ] 0.0% 0.0%
| prefer not to say 1 9.1% 5.1%
Blank 0 0.0%

Rezponses collected

Answered guestion
Left blank

However, most multiple-choice questions will ask respondents to choose from a far shorter
list; in the example below, there are only three options: “Yes”, “No” and “Blank”:

Do you know which of the people you work with are volunteers? If yes, please describe the se

or support you have received from volunteers

Answer options Rezponse count % of all responses % of completed responses
es 0 #OM #ON
Mo 0 #Dn #DNO
Blank 0 #OMI

Rezponzes collected

Anzwered question
Left blank
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When data is entered into the data entry sheet, as shown in the example below:

EI T Gl H 1 J RIL M N0 F OIS 1 0 VW "7 C A g
AT 70 23 54 89 40 50 15 91

Response numbers » 72 45 79 81 88 13 17 33 94 15 46 98 90
1 Did you know that some or all of the people you work with at this organisation are volunteers? yem | yes ool
: e blan blan
Do you know which of the Yes/No o ges no ino ino ino yes yes yes yes ino no ino iyes ino ino ino
[V 2 people you work with are : TG THEY TS T TR Thigi
volunteers? Free response \ work help " i men  help were T
n o, ol Fa . hﬂ—#/
o o
3 For how long have you received support/help from this organisation’s vo\unl,krs? — e
A On average roughby hows long do the jons vou have with volunteers igst?

... itautomatically appears in the individual sheet corresponding to that question, which
can be accessed by clicking the tab that corresponds with that question:

1
Introductory gl < Infroductory g2 - Indroductd

In the example above, data has been entered for questions 1 and 2. If you open
the sheet for question 1, you will see that it now looks like this:

E F G H I A K L M N o
Service User Survey
Question 1
Did you know that some or all of the people you work with at
Answeroptions @ F % of completed resy
res 832%
No 7 30.4% 36.8%
Blank 4 17.4%
] ses collected
ered guestion
Left blank
il Response number es/No
b 72 yes
45 yes
L 79 no EYes
31 blank o
47 no, 52.2%
i 70 yeR i Blank
3 ves
3 88 yes
13
I i ¥es
P 33
94 yes
3 5 blank
45 s
98 yes
4 80 YES
54 no
P i) no
40 no f\}‘
L 50 YES
3 ;? yes 1 Formulas tell Excel to refer to data
Es o elsewhere in the workbook and perform

calculations on them. You will not usually
see the formula, but instead the result
that it calculates. If you want to see the

The question sheets are protected, which means that your permission to make formula, not the value, go to the Formulas
T . . . tab at the top of the Excel window, and
changes is limited to avoid accidentally changing the formulas. click on the Show formulas’ button. When

you have finished, click it again to go back

to seeing the result they calculate.

All of the question sheets feature:
* A calculation table at the top left, which contains key statistics about the answers
* A data table at the bottom left, which shows all of the answers entered in the data entry sheet

* One or more graphs on the right, which show some of the key statistics.

30
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We'll look at the tables first. The bottom table contains 25 answers, but only 23 of them have
a response number, meaning that only those 23 will be counted in the top table.

How many
people gave
each answer to
the question.
Note that:

* The ‘Blank’
cell counts
both cells that
have been left
empty and

those that
say “blank”

Answers that
don't have

a response
number next
to them are
not counted
(see the other
red box).

Jid you know that some or all ofthe people you work with at X are volunteers?
Respo

Answer options

count

Yes

T2

No

7

)

% of all nses
‘30.4% )

% of mmﬁe&mns&s
8%/

Blank

Response number

72

48

VES

i)

no

&1

blank

i

no

7o

VER

23

VES

ik

ves

13

17

VES

33

54

15

blank

45

98

90

o4

&9

40

20

63

91

37

1749,
Responzes collected
Answered question

Left blank

52.2% of all
the responses
collected said
Yes. 30.4% of the
total answered
No, and 17.4%
of the total did
not answer.

These two answers have not been

counted in the table, because they

do not have response numbers.

g

Of those who
answered the
question (rather
than leaving it
blank), 63.2%
said Yes, and
36.8% said No.

31
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The information in the table at the top is also
shown in the graph on the right of the question
sheet. In this case it is a pie chart. In other
sheets, different kinds of graph appear.

HYes

B No
52.2%
i Blank

5.2 Questions where respondents
choose an answer from a scale

Some questions feature several statements and ask the respondent to express how far they agree with each statement.
The statements are around a particular theme. For example, in the service user questionnaire, question 7 asks:

7. Doesvolunteering affect the quality of services youreceive?

e 5 4 3 2 ! Dc?n’t
Totall Slightl Slightl Totall
4ty Agree 1entY _Ig ¥ Disagree . Y know or
agree agree disagree disagree N/A
Because they are
volunteers, they bring
special qualities to what D D D D D D D
they do
The quality of support |
receive from paid staff is |:| l:l |:| l:l |:| I:‘ |:|

better than from the
volunteers

The volunteers have
helped me access other
sources of support

| am much better off
because of the help | have
received from the
volunteers

| trust the organisation
more because volunteers
are involved in what they
do
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This kind of question tells you more than a simple “Yes” or “No”. By asking people to express how strong
their opinion is, you get a more detailed picture of whether they are happy with a certain aspect of
your service. A scale of agreement is called a Likert scale, after the psychologist who invented it.

In these questions and spreadsheets, each rating is given a numerical value. Answers are
entered as numbers rather than words. Each of the agreement ratings has a whole number
rating. In the scales we have used, zero indicates an answer of “Don’t know or N/A”".

For example, if the respondent had said they slightly disagreed with all five statements in the table above,
you would enter the number 3 five times, rather than entering the words “slightly disagree” five times:

Because they are volunteers, they bring special qualitiesto |,

0 what they do
The quality of support | receive from paid staff is better than |,

D lunteering affect the |1 e volunteers
Impacts of 7 qt?;ist;gf " eg - The volunteers have helped me access other sources of X

2 volunteering receive? support

] | am much better off because of the help | have received from |

3 the volunteers ~
| trust the organisation more because volunteers are involved :

4 in what they do

Using numerical values means you can calculate an average. This can be a useful headline figure to show you
how, on average, a group of people feel about something. This gives a starting point when analysing data.

The results can be seen in the analysis table for this question.

C Ll 1=
Service User Survey E‘\}'
Question 7
Does volunteering affect the quality of senvices you receive?
Totals.
Statements b EEEER ) arg The_qualrty uf,l_suppnrt .l The volunteers have helped 1 am much better off because: | trust the organisation more
volunteers, they bring receive from paid staff is =
E i me access other sources of ¢ of the help | have received because volunteers are
L special qualties to what they better than from the . ;
¥ Ratings support from the volunteers involved in what they do
do volunteers
Totally agree ] ] 12 12 T 5
Agree 5 10 T i1 11 3
Slightty agree 4 8 T 12 3 13
Slightty disagree 3 9 T ] ] T
Disagree 2 [] T 5 8 8
Totally disagree 1 12 13 9 14 &
Don't know or Mi& 0 10 6 T 8 i
Blank 5 T 7 7
Responses collected 66
Expressed opinion 3
Don't know or Ni&
Left blank
. 2dan
Figures for those who R e
held an opinion L. SR BT
Y EXpressing opinion

The table shows you an average figure (the ‘mean’),* as well as breaking down the numbers by adding
up the total number of each answer. A series of graphs again appear to the right of tables like these, so
you can see the data visually. Further information on these graphs can be found in section 6.1.3.

4. For more information about averages and how to use them, see section 6.1.2.
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5.3 Analysing interview data

Using the interview analysis frame, you have entered themed notes on what was
said in the interviews. This helps to organise large amounts of data.

If you read across the rows horizontally, you will see how a particular interviewee thought about different
themes. Because you have arranged the notes in vertical columns according to theme, you can also

read down the column to see different perspectives on the same theme. As you do so, you will start to
see a picture emerging, which can then be summarised for your audience, with supporting quotes.

The following examples are based on interviews that Clinks conducted in the process of trialling these
tools. One of the thematic areas noted was that many different interviewees - service users, staff,
volunteers and peer volunteers - all made comparisons between volunteers and paid staff. The table
below shows a small selection of the responses, showing responses in just one column/theme.

The following example is taken from one of the interview analysis tools that we completed while doing a pilot
assessment. It shows selected columns from the completed tool. Read down the column labelled “Volunteers
compared to paid staff”, thinking about whether there are any related themes connecting the different answers:

Information about the interview The relationship between service users and volunteers
Service user /
volunteer / staff /  Interview # Participant # Volunteers compared to paid staff

peer volunteer?

Volunteers, they think "l want to help someone stop reoffending”. But if the paid staff set up the

Service user 3 3 o i}
organisation, then you know they've got that commitment.

Paid workers are working for an organisation with procedures and methods put onto them. They have to tick
Service user 4 a4 boxes to satisfy superiors. With a volunteer, up to them whether they do it or not. They've decided. For
themselves. “Not to pay bills. So there's more dedication there.”

Service user 4 5 The smaller the organisation, the more you can trust their motives

staff 6 7 Agree that smaller organisations can be trusted: "#ey have more commitment to the cause”

Says he often has other targets to keep and it can be hard meeting prisoners' individual needs because of

Peervolunteer 7 B
short staffing: "with the best will in the world, you don't always have the time"

As a peer volunteer you have experience of the same issues. "Other prisoners know you've been through it
Volunteer 8 9 too." Officers have lots of other priorities. Peer mentors don't, so people “open up” more than they would
with an officer.

Not everyone in this example is saying exactly the same thing, but some factors can be linked:

* The personal approach of volunteers, who sometimes share something in common with
the service users, is contrasted with something impersonal about the prison system

* Service users associate this personal approach with trust

* Staff appreciate the fact that volunteers can do things that they don’t have the time to do.

The benefit of collecting and analysing data in this way is that you can organise and use real data for a variety of
purposes, such as reporting to funders, attracting new volunteers or advertising a service to new service users.
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The spreadsheet organises information, but you still have to do the thinking yourself; spotting themes still
requires skill on the part of the person summarising the data. But laying the information out in a column like
this makes it easier to draw out a good summary, as well as helping to find the quotes that you need. You could
also, for example, use the cell highlighting tool, or different text colours, to mark particularly useful quotes.

The analysis frame can also make it much easier if you want to narrow down the search to what
was said by a particular group, or in a particular interview. For example, in this case, you might
want to display only the things that were said by service users, and hide all of the rest. The three
columns on the far left of this sheet have filter arrows on them, to allow you to do this:

E E

e s

n{ery ew

Clicking on these brings up a list of tick boxes. Clicking on one of

staff | peer

wolunteer ? these brings up a list of tick boxes containing all of the different
; ; answers in the column below. Untick all of the others, leaving
Dervce vser ! ! Ealic only the ones you want ticked (in this case, “service users”):

You can then click OK and all of the other rows will be

Information about the hidden, allowing you to concentrate only on the answers
1 '"tEW'EW you have selected. You can reverse this procedure
2 Jenics use 5 again afterwards - the data for the other groups

| sortAtoz
il = have not disappeared, they are merely hidden.
£| sortZtoa

Sort by Color 4
‘r\ =
' m
Filter by Color 4
Text Filters 4
|Sr=ar|:h P|
(M| (Select All)

o[ Peer volunteer

----- Service user

oK ] [ Cancel
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5.4 Taking data out of the spreadsheet
to be displayed elsewhere

It's useful to know how to take information out of the spreadsheet, for example
to include it in a presentation you are making in Powerpoint, or a report that you
are writing in Word, or if you want to send those parts to the printer.

The best way to do this is to copy and paste any part of the spreadsheet into another document,
Excel workbook, Powerpoint presentation, or similar. Just select the range of cells (or the graph)
that you want and you can then hit ‘copy’ and paste the results wherever you want them.

It's best not to try and alter, re-format, or otherwise edit the original spreadsheet, in case you
unintentionally alter the formulas that make it work. It’s always better to make a copy and work from
that — either a copy of the entire Excel file, or a copy of the single part that you want to work on.
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Additional features for advanced users 37

This chapter outlines how to use different features of the analysis tools

to understand the answers you have collected. It contains:

* An explanation of to use the questionnaire analysis tools with multiple choice questions

* An explanation of how to use the questionnaire analysis tools with ‘range of agreement’ questions
* An explanation of how to use the interview analysis tool for longer answers

* Information about removing information such as graphs and tables
to be inserted into other documents such as reports.

In this chapter...
6.1 Data analysis 38
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6.1 Data analysis

6.1.1 Changing the data or labels shown in graphs

The data shown by the graphs, and the text used to label them, can be changed. Start by clicking on the graph itself
to select it.> Once you have done so, certain cells to the left of the chart now have green, blue or purple borders:

* Blue borders surround the cell(s) containing the data displayed by the graph
* Purple borders surround the cell(s) that contain any labels for the data

* Green borders surround the cell that gives the graph its title.®

The following example shows how this works. Below are two pictures: a graph, and the data it shows:

% of all responses

1.7%

HYes

HNo
38.5% 53.8% u Blank
A B C o
il Service User Survey
)l Question 1
Bl N> <now that some or all of the people you work with at X are volunteers?
4 =wer options - Response count % of all rezsponzes % of completed rezpong
5 7 53.8% s83% /|
& MNo 5 38.5% 41.7%— (
7 Blank 1 LT

Responses collected

(=R e =

Answered guestion
Left blank

=3
(=]

5.1fit's a pie chart, click on the circle showing the pie slices. If it is a bar chart, click on a white area within the axes, but not on one of the grid lines.

6.This only applies to pie charts. The title of bar graphs can only be changed by clicking on it and editing it by hand.
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If these coloured borders are dragged around using the mouse, what the chart shows will change.

For example, the chart title is currently “% of all responses”. If you want the chart title to show the text of the
question instead, find the green border (surrounding the “% of all responses” cell in the picture above), click
on it and hold the mouse button down, then drag it to the cell above, which contains the question. The result
is shown in the picture below (you may need to look carefully because the cell is also coloured green):

A B C D
1§l Service User Survey
el Question 4

4 Did you know that some or all of the people you work with at X are volunteers?

Answer options % of all rezponzes % of completed responzes
5 7 53.8% 58.3%
6 Mo 5 38.5% . —AT7%
7 Blank 1 T.7%

Responses collected
Answered guestion
Left blank

Once you have done this, the chart title will have changed.

Did you know that some or all of the people you
work with at X are volunteers?

7.7%

M Yes
M No

38.5% 53.8% u Blank
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Or if you wanted the graph to show only the answers from people who had
completed the questionnaires (in other words, to remove the blank answers), you
would drag the blue border instead of the green one. This is shown below:

Step 1: Move the blue highlight one column to the right, to cover the data you
now want the graph to show. This uses exactly the same ‘click and drag’ technique
that you used when changing the graph title in the example above:

F G H ] K L M N 8]

Service User Survey
KIEEStioT Did you know that some or all of the people you

work with at X are volunteers?
Answier options ssponse count 1 % of all respopae ;

Yes
Ne
Blank

Answered guesuc:
Left blank
Response number

ENo

W Blank

This blue highlight has been
moved from the “% of all
responses” column to this

biar one. This means the graph
no longer shows the blanks,
though the graph key does,
because the ‘Blank’ row is
still within the blue highlight.

€Oi ol ~imiini mital bl

60.0%

o
=)
a

=
e

@

n

]
a

ra
=
@
El
=

@

Step 2: Click and hold on one of the blue boxes on the corners of the blue highlight, then drag to resize it to
cover only the two cells that contain data. This stops the graph from trying to show data that does not exist:

F G H J K L M N Ol

Service User Survey T
Question 1 Did you know that some or all of the people you

work with at X are volunteers?

Answeroptions ~ :  Res of completed responses
Yes 60.0%
No 400%
Blank 3 23.1%
Responses colleciz"
Answered guestion
Left blank

Response number

40.0%

N HU TS TRITRTEN

This blue highlight has
been resized to cover

‘ only the two cells that are
3 relevant to this graph. You
will notice that now, the
graph key only shows two
options: “Yes” and “No”.
“Blank” has disappeared.

Wit




6.1.2 Avoiding pitfalls when using averages
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Averages, by definition, hide details. They can sum up well, but they don’t show a full picture.
For example, two sets of numbers that have the same average may in fact be very different.
The standard method of calculating an average is to add all the numbers together and

then divide the result by how many numbers there are. This is called the ‘mean’.

This is best explained by an example:

@
o

Average agreement ratings

F o
o =]

totally agree

w
<

[
=

totally disagree, 6
(=]

(=}
=

The quality of support | receive
from paid staff is better than frem
the volunteers

B Mean 3.5 35

1=

The volunteers have helped me
access other sources of support

1 am much better off because of
the help | have received from the
volunteers

3.5

On the face of it, this chart suggests that the service users who were asked this question slightly agreed with
the statements in the table at the bottom. If you were thinking about how to improve your service based
on this information, you might think that small, across-the-board improvements were the way to go.

But averages can mislead, and so it's important to understand how the individual answers
break down. Before we look at the spreadsheet itself, have a look at the numbers that created
the chart above. They are very different, but they all lead to the same average.

The quality of support |
receive from paid staff is
better than from the

The volunteers have
helped me access other
sources of support

| am much better off
because ofthe help | have
received from the

volunteers volunteers
6 — Totally agree 12 people 4 people
5 — Agree 4 people
4 — Slightly agree 12 people 4 people
3 — Slightly disagree 12 people 4 people
2 — Disagree 4 people

1 — Totally disagree

In this case, there were 12 people
who totally agreed, and 12 who

totally disagreed. This suggests
that some service users are
having a very bad experience
with volunteers and others are
having a very good experience.

In this case, all of the
answers are clustered in the
middle. This suggests that
none of the respondents
feel very strongly about
the statement, or that

they are unsure.

These answers are perfectly spread out,
with an equal number at each level of
agreement. This suggests that there

is very little agreement among the
service users, either because they don't
all feel better off, or because they don't
think that the volunteers are the reason.

a4
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The basic problem with a mean is that it does not show you whether the individual answers
it represents were very consistent or very inconsistent. In the example above, the same
average can show both very inconsistent answers, and very consistent answers.

This is important if you are trying to use the mean as a basis for decision-making. If the average opinion of
your service users is that working with volunteers is quite positive for them, you need to know whether this
is consistent, or whether there are some people who are very happy, and some who are very unhappy.

Fortunately, there is a way of expressing this ‘spread’ numerically, by calculating a statistic called the
‘standard deviation’. This is a measure of how confident you can be about the accuracy of the mean.

In the Clinks analysis spreadsheets, the standard deviation is shown underneath the mean. It
can be a number ranging between 0 and 2.5. For our purposes it means the following:

* The lower the standard deviation, the more ‘clustered’ the answers, and the
more confident you can be that the mean is representative.

* The higher the standard deviation, the more the answers were spread out, and
the less confident you can be that the mean is representative.
* Using the scale from 1 to 6, like the one in the Clinks questionnaires:

- The smallest possible standard deviation is zero. If the standard
deviation is zero, the answers were unanimous.

- The largest possible standard deviation is 2.5. If the standard deviation is
2.5, the answers were as spread out as they possibly can be.

This can be seen by reproducing the table and graph above, only this time
with the standard deviation shown as well as the mean.

| am much better off
because ofthe help | have
received from the

The quality of support |
receive from paid staff is
better than from the

The volunteers have
helped me access other
sources of support

volunteers volunteers
6 — Totally agree 12 people 4 people
5 - Agree 4 people
4 — Slightly agree 12 people 4 people
3 - Slightly disagree 12 people 4 people
2 — Disagree 4 people

1 — Totally disagree 12 people 4 people
Mean
Standard
deviation

Here, the high standard
deviation of 2.5 shows
that an average of 3.5
does not accurately
represent the full
range of answers.

Here, the low standard
deviation of 0.5 shows
that an average

of 3.5 accurately
represents the full
range of answers.

Here a middling standard
deviation of 1.7 shows that an
average of 3.5 is fairly accurate as
a representation of the full range
of answers, though there is still
variation within the answers.




.
Average agreementratings
o 6.0
]
B
Wso
=
]
4.0
8
n
w 3.0 -
]
£ 20 -
m
&
h=)
> 1.0
®
B 00 - . .
- The quality of support | receive I am much better off because of
" : . The volunteers have helped me .
- from paid staff is better than the help | have received from
access other sources of support
from the volunteers the volunteers
|&Mean 35 35 3.5
= Standare 25 05 17
deviation
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In the graph above, you can see instantly that the middle statement of the three has a strong, representative
average. This can be used confidently, because you know that it accurately represents the truth.

However, the other two averages have higher standard deviations. This might indicate a wider spread
of results, or in other words, the fact that some people are very happy with the service, and others are
very unhappy. To improve the service, therefore, you will need to concentrate on the unhappy group. If
an average is not very representative, then you need to understand why this is in order to improve.

The second graph on the Likert scale spreadsheets is designed to help do this. It breaks down all of
the opinions expressed, rather than combining them into one average. For the same set of answers

as produced our mean and standard deviation graphs above, the graph looks as follows:

Breakdown of those who expressed an opinion
14
12

g 10 -

(%]

=

g s

(%]

< 6

S

G 4

E

=] 2 <

=

The quah‘wr of su!aport | receive The volunteers have helped me I am much better off beFause
from paid staff is better than of the help | have received
access other sources of support
from the volunteers from the volunteers

M Totally agree 12 0 4
M Agree 0 0 4
i Slightly agree 4] 12 4
M Slightly disagree 4] 12 4
M Disagree 4] 0 4
i Totally disagree 12 0 4
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A third graph, below the first two, simply counts how many questionnaires were
answered, how many people did not answer (either by saying ‘don’t know’, or saying
the statement didn’t apply to them), and how many left the question blank.

25

Breakdown of all responses

20

Number of responses

The guality of support |
receive from paid staff is

The volunteers have helped
me access ather sources of

| am much better off because
of the help | have received

beﬁe\:{;ﬁ::‘:;nr)sm e support from the volunteers
| | Expressed opinion . 24 24 24
W Don't know or NfA 9 3
M Left blank . 3 9
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Section 6.1.3 describes how you can use the graphs to look more closely at data sets where the
average is not very representative, and begin to investigate the reasons why this might be.

You can use the graphs to help you analyse the data. If properly understood, they can
also help you think about why certain results are appearing. The graphs in this section
correspond with the three graphs user in the Likert scale spreadsheets.

The first graph shows the level of agreement respondents expressed with a single statement:

m
o

Average agreement ratings

bl
o

totally agree
=
)

w
=]
|

=3 =]
= =]
I

totally disagree, 6
[=]
o

H
 \aan

 Standard
deviation

| trust the organisation more because volunteers are involved in what they do

4.2

1.7

44



EVALUATING VOLUNTEER IMPACT

45

This graph shows you that generally, service users were quite positive about volunteers giving them a
greater sense of trust in the organisation. This is a good thing! But the relatively high standard deviation
(see section 6.1.2 for an explanation of this concept) also tells you that there is some variation behind the
average; in other words, the answers were spread out, with some service users far less happy than others.

The following graph is based on the same responses, and tells you that there were 24 questionnaires. Nineteen
service users answered the question, two answered “Don’t know or N/A”, and three more left the question blank.

1 Blank answers or‘don’t
Brea kdown Of a" responses knows’ are not always
significant but if there are
20 large numbers of them,
it is often a sign that the
18 question is not relevant or
“ [ that the respondents have
g not understood it.
§ 16 -
wi
e
14
6
R
g 12
£
3
=
10
8
[
4
2
o - T— n o
| trust the organisation maore because volunteers are involved in what they do
| Expressed opinion 19
W Daon't know or NfA 2
M Left blank 3
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The third graph, based again on the same answers, breaks down the opinions that were
expressed, so you can get a sense of the answers behind the average in the first graph:

Breakdown of those who expressed an opinion
8
7
Q@ 6
(%]
c
g8 s
v
g
4 4
1]
o)
g 3
S
3 4
1 -
0 -
| trust the organisation more because volunteers are involved in what they do
H Totally agree 4
M Agree 7
M Slightly agree 3
M Slightly disagree 1
M Disagree 1
i Totally disagree 3

Here you can see that there are a significant number of service users — 14 out of the total of 19 who expressed an
opinion — who either totally agreed, agreed, or slightly agreed that volunteers made them trust the organisation more.

However, five service users disagreed that they trusted the organisation more because of volunteers,
and three of these totally disagreed. There may be a reason for this, and it is sometimes possible to tell
what it is by looking more closely at their other answers. This can be done by using the ‘Filter’ function
on the hidden ‘Data in Rows’ sheet. Read on to section 6.1.3 for instructions on how to do this.
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6.1.3 Filtering data

The ‘Data in Rows’ sheet contains all of the responses that were entered in the Data Entry sheet, but
transposed by 90°, so that the answers appear in columns, not in rows. The picture below shows
what the sheet looks like. The response numbers are now down the left hand side, instead of along
the top, while the questions are now arranged along the top, rather than down the left.

Comment L T IR Sheet
Language Comments
- Je {=TRANSPOSE(IF('Data entry sheet'|E1:CZ80<="",'Data ent
B C I O | i

Proofing

Introductory

Questions & r

Respor.se
numbers ¥

Helped me find housing

blank. blank.

no no

Yes oy

yes no o

yes no

yes yes orked with me when | came out of

yes yes They helped me lots

This worksheet is essential to the working of all the other sheets. As a result, it is hidden
by default, to prevent accidental changes being made to the formulas that make it work.
However, it can be viewed by unhiding it, and altered by unprotecting the sheet.

If you access this sheet, be careful: any accidental changes to the formulas it contains
will mean that calculations elsewhere stop working. It is a good idea to make a

copy of the whole workbook (see section 6.2.1 for instructions on doing this), and
then performing any filtering on the copy, rather than on the original.
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You can unhide the sheet and view it for yourself by right-clicking 6
anywhere on the tabs at the bottom of the Excel window:

]

cts of
eering

Select All Sheets

ring affect the
Ies you

Because they are
what they do

The quality of suppj
from the volunteers)
The volunteers ha
support

| am much better off
the volunteers

| trust the organisal
in what they do

it you have

It has helped me fin
accessibility, wome|
It has helped me fin
before

... then clicking
‘Unhide’ and selecting
the ‘Data in Rows’

}a'ta en-trv sneer - mtroauctory?ql Introductory q2 Introductony
sheet and clicking OK:
Imnacts af | [Ljocs volunieenng alleclINE [ = o1 nteers have helped me ac
d Urhide - o Support
e 3

—

T sheew

Data in rows

am much better off because of thg

he volunteers

trust the organisation more becau

Iin what they do

Ehas helped me find appropriate 3
ccessibility. women-only space)

J has helped me find housing provi

efore
g2 Introductory g3

Introdud]

Cancel

Next, you will need to unprotect the sheet.” Click on the ‘Review’ tab at the
top of the Excel window, and then click on ‘Unprotect Sheet'.

EVALUATING VOLUNTEER IMPACT

File Home

Insert

Page Layout

Formulas Data

Review View

49 Show All Comments

5 show Ink

Comments

Changes

7. By default, it is protected to stop unintentional changes being made to the formulas that make it work.
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When you have done this, you can begin to filter the data using the drop-down arrows in the column header row:

6

7

Dozs volurteering affect the quantty of services you
TECEIVEY

Nnes vnuntzering affecd the qualty nf Rervices yau rereive?

llow satisfied are y

general, with the halp

SURPIIt YOU recene rom
s volunteers?

tWrhaut the veluntec
watlld ned ges iz mich

suppail

whare else | could get ha ‘E cizl guates o what
h=lp they do

If thzre were n‘ ) Decause they a he qualty of supy
volurteers, | don't kno™s solarteers, thay brin receve from paid sta:

DEttar than fromthe
wolinteers

Felp2d me arress nchar

lam much better
aecause of the help | h3s
rzceved rom the

wounteers

The voluntcc-a ha

are 1nvolv: EI'I whattrey
suulves ul suspurl

rust fhe erganizal Q )lhashclpm.rr
moe beczuse voluntes pp-oprigte eccom|

(€.0. 3ccessibity,
oty space]

Clicking on one of these allows you to filter all of the questionnaires
depending on what answer was given to that question.

Using the example from section 6.1.3 above (about trusting volunteers), we can now use this
function to examine whether there was a reason why some service users felt so differently about the
trustworthiness of volunteers, compared to the fairly high average. To look only at those answers
that disagreed with the statement about trust, you click on the corresponding arrow and make

sure that only the boxes corresponding to disagreement are ticked. In all Likert scale questions,
numbers from one to three correspond with disagreement, so tick only those boxes:

| trust the organisati

more because volunteers

are involved in what they
do

| sertatoz
Sort Zto A

Sort by Calar

= Filter by Color
Text Filters

OK

Cancel

SotAtoZ
SortZto A
Sort by Color

Filter by Color

Text Filters

o
blank
(Blanks)

OK

Cancel
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If you then click ‘OK, all the other answers are hidden, leaving only those from the five people who
disagreed with this statement. Reading across the row might sometimes give you a sense of things that
they might have in common, which in turn might indicate why these answers differ from the average.
Without using this sheet to narrow down the answers in this way, it's hard to spot these factors.

In this case, the answers given to question 17 by two of the five service users suggest why they might
have had a bad experience. This can then indicate to you where there are improvements to be made:

Data can be filtered using multiple filters at the same time.

17
Once you have finished filtering, don’t forget to turn all
the filters off again, and then re-protect the worksheet -
VWhat are the least s remember that any accidental changes to the formulas in this
in | satisfactory things about |yo worksheet will have knock-on consequences elsewhere!
. the support you've hﬂi"v

from volunteers if Anw =)
The wolunteer didn't understand

me and my challenges they just
judged me

Oid not get on with walunteer
thiey did nat turn up b meetings.

6.2 Writing and analysing your own questionnaire
questions using the spreadsheet templates

Included in the pack are some blank template spreadsheets that you can use to analyse quantitative data
from questions you have written yourself. The following instructions explain how you can do this.

The template spreadsheets are simpler than the main analysis spreadsheets, in that they don't have a single
data entry sheet. Instead, you enter the questions and the answers directly onto the question sheet.

This section covers how to use the template spreadsheets. We have assumed that you
are able to write the questions and add them to a questionnaire yourself.

6.2.1 Analysing your own multiple choice questions

If you want to ask a multiple choice question,® start by opening the Excel file that
contains the templates. The tabs are labelled; select the ‘multiple choice’ sheet:

miple choic®) Free text ML

8.This can be anything from a“Yes-No” question to a question giving respondents a dozen or more answers to choose between.
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The first and most important thing to do is to

Insert... work from a copy of this sheet, and not from the
- 4 _Qelete - original, so as not to lose your blank template. Right-click 6
"""" Rename on the tab, left-click on “Move or Copy™:
-------
""" {,J View Code
''''''''''''' &y Protect Sheet..
....... Tab Caolor 2
...... B
"""" Unhide... ...and then tick “create a copy” in the resulting dialogue box, and

I select where you want the copy created. The drop-down box at
tip = E',,'.' ity . the top of the ‘Move or Copy’ window can be used to send the
new copy sheet to a different workbook, if you wish to.

14 T You then select the new sheet that has been created
1] Move or Copy . by left-clicking on it, then work on that sheet. You
1 Move seleched sheets can also right-click again on the tab for the new
1{ | To book: sheet, if you want to rename the new sheet:
1 120727 templates for analysis spreadsheets, xltx E
: Before sheet: |
= | | Multiple choice !
Mlreetestr T le_| New question “¥J
23| |Multiple choice +freetext |||
: (move to end """
2 Jcreateacopy |||
; i OK | ‘ Cancel ‘ """
34 First, write the question
== s é number and the question
M 4 ¢ M| Multiple choice . Free text Multiple cho . .
itself into the relevant places:

] How many service users have you worked with while you have volunteered here?

[Answeroph % 01 completed respon
0 #DMIM #OMIO
0 #DMIY #DOMIO
0 #DMI #OMI
0 #DMI oy #OM
0 #DIVID! ol #DIV/0!
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Next, write the range of answers that respondents selected from into the cells in the first
column, which is headed “answer options”. Don’t change the row marked ‘blank’:

You are likely to have some blank rows that are not being

used. Click on the row numbers at the extreme left of the

window to highlight/select these rows, then right-click

on your selection and click “Delete” to remove the empty

rows. But don’t delete the row that is marked ‘blank’ - this

is important because it contains formulas that will count

LWLE O
i = i i =i 1
wions Response count ]
N\ 0
Zto 5 \ 0
6-10 / 0
Maore than 10 / 0
0
0
0
0
0
0
0
0

up those questionnaire answers that were left blank:

B i o

Paste Options:

Clear Cogterl%

% Format Cells...

Row Height...
Hide
Unhide

Answer

Responses collected
Answered question
Left blank

Free response

Survey
Question 1
How many senvice users have you worked with while you have volunteered here?
1 Answer options Response count % of all responzes % of completed responses
b |1 0 #DNID! #DIIDA
b (210 5 0 #DMIo! #DONI0
f|6-10 0 #DNID! #DMID
E | WMore than 10 0 #DMIo #DMID
4 0 #DNID! #DIVIO!
0 0 #DMID! #DIWIO!
1 0 #DMID! #DIID!
Arial =10 - A AT »‘3} v 0y | #DMID! #DIID!
<0 .00 #DNID! #DIID!
‘w0 >0 F #DII0! #DIV/0!
0 #DNID! #DIID!
0 #DNID! #DMID!
Copy 0 #DIMI
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Once you have the answer options right, you can go ahead and enter the data in the table below; you
will see that the calculation table at the top and the pie chart will update themselves automatically:

survey
Question 1

How many semvice us

: have you worked with while you have volunteered here?

[ Answer options Rezponse count % of all responses % of completed responses
1 6 33.3% 40.0%
2t0 5 4 22.2% 267%
5 to 10 3 16.7% 20.0%
|More than 10 2 133%
3

Blank

Answer

1

2t05

Gto 10

G610 10

blank

More than 10

1

misiminimiwin =

1

2t05

blank

1

1

2t05

Gto 10

More than 10

blank

2t05

1

11.1%

% of all responses

22.2%

w1l

W2to 5

W6 to 10
@More than 10

WBlank

6.2.2 Analysing your own Likert scale questions

The procedure here is exactly the same as for the multiple choice questions,
except that you make a copy of the Likert scale template sheet to work from:

Likert scale | New

Once you have done this, you add the question information as you did in section 6.2.1, but you will also
need to add the statements that you have asked respondents to agree or disagree with. If you enter them
into row 5, in the top calculation table, they will automatically appear in row 22, in the data entry table:

Volunteer Survey

Question 2

Is volunteering placing unr

nable demands on you?

Totalf

Statements »- . " .
; = gei‘hpg to my There's tcfn much traveling The SErvice users | h(ﬂrk R T -
. : wolunteering is a struggle invalved with are too demanding
¥ Ratings
Totally agree 6 I — 0 0 0 0
Agree 5 0 a 0 —0 0
Slightly agree 4 0 0 0 0 0
Slightly disagree 3 0 0 0 0 0
Disagree 2 0 0 0 0 0
Strongly disagree 1 0 0 0 0 0
Don't know or Ni& 0 0 0 0 0 0
0 0 0 0 0
Responses collected V] V] 1] 0 i]
Expressed opinion 0 0 0 0 0
Don't know or NA& V] V] 0 0 V]
Left blank 0 0 0 0 0
Figures for those who Mean #DN/0 #DMNo! #OMI0!
held an opinion (i.e. did Median #NUM #NUM #NUN!
not say don't know, NIA Mode HNEA, A F o ENAL #NIA #NIA
or leave blank) % expressing opinion #DIVID St #DIV

Just getting to my

wvolunteering is a struggle

invelved

There's tee much traveling

The service users | work
with are too demanding

Insert statement here d} Insert statems
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There is space for nine statements, but if you have fewer than this number,

you can select and delete the columns you are not using:

Cut

Copy
Paste Options:

B & o<

7 |

Paste 5 ial...
aste Specia

Insert

Insert statement here Insert statement here Insert statement here

Delete

Clear Contents %

Format Cells...

Column Width...

cioiooioioioa
cioiooiooioa

Hide
Unhide

ociooooooo
oooooooo
ociooooooo

#Dnuo!
#NUL
#FHIA
HONID #ONID HONID #OMID! HDONID #OMID!
Insert statement here Insert statement here Insert statement here Insert statement here Insert statement here Insert statement here

Once you have done this, you can again enter data in the bottom table, and the
top calculation table and graphs will update themselves automatically:

Volunteer Survey
GQuestion 2 E Average agreement ratings
@
= D ac R aE D 2 eo
Is volunteering placing unreasonable demands on you? =2
Totals .E 50
o e Jugt gettng o my Therg's too much traveling | The service uzsre | work E
¥ Ratings wounteering is a struggle nvohved with are foo demanding 20
Totaly agree 8 4 3 2 "
Agree [ i b 3 :
e NIy EOVEE 4 2 & 1 "’
Sightly dieagree k] i i) i H
Disagree 2 ] 3 2 g 20
Siicnoly dsagiee i 7 i [ 2
Don't know or it 0 [ il ey =
la 7 ] 3 2 10
5 5 e
3 ] = oo
4 n Justgetting 1o my voluntesring is There's too much travelling The s2rvice users | work with are
3 - 3 strugsle irnhed too demanding
Figuraa for thoa X | Mezn a2 41 29
h opini o Median 50 40 4.5
nat Seylon  Moge 6.0 20 6.0
or leave blsl
TR Just gettng to my Thers's too muzh traveling | The service ussrs | werk Breakdown of those who expressed an opinion
wounteering is a struggle nvohved with are foo demanding b
1 5 4 o a
2 3 £ ] i
3 2 2 Enter data
nter
4 £ - 2 WWrite the answer here. [t
5 1 3 L must be tzken from the
g ! list of Rating options near
; 2 E 1 thetop of column B, Uss
the numencvalus rather 4 — o
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