  Center for the Study of Local Issues
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How to handle: Purpose; Verify/Nature of CSLI; Your Role

Purpose of Survey; Where to find the Results

This survey asks citizens questions about issues facing the county’s residents, such as economic conditions, satisfaction with county agencies, and other state and county issues. Your participation is vital to the success of this public interest survey.

Your telephone number was randomly selected.  The survey is completely anonymous and confidential.

The results of the survey will be published in the Capital, the Gazette and possibly the Baltimore Sun newspapers probably in the next two weeks.  The press release will be available on the CSLI website around the third week of March at www2.aacc.edu/csli.  Call (410) 777-2407 for additional information.


Info about CSLI and this Survey

The Center for the Study of Local Issues has been conducting these surveys every semester for 30 years.  Students and volunteers are given the opportunity to participate in order to learn more about applied research methods and polling.

· If you would like to know more about CSLI surveys, call Dan Nataf, the CSLI Director (410) 777-2733.  It is likely that the Director’s phone is currently being used for the survey, but you are welcome to leave a message on voice mail and the Director will call you back tomorrow.

· You can also verify the legitimacy of the survey by calling the AACC Public Relations office at (410) 777-2341 during daytime hours.

Your Role

· I am a student helping the Center for the Study of Local Issues at the Community College.  I am not paid.  I am doing this as a service to the community and for some extra credit in a course.
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Telephone Instructions:

1.  Dial 9 to get an outside line; USE AREA CODE for all numbers

2.  All calls must be accounted for on the calling sheet (see p 3 for more)

How to deal with Busy signals, answering machines, 

wrong numbers, call-backs

Busy Signals, Answering Machines, No answer on first try

· Check off the appropriate box and try again before leaving the page; note the call back time in the "other" space provided on the calling sheet.

Wrong (Changed) Numbers, Faxes, Modems, Businesses

· Make a notation in the "No Answer/Bad #" space provided and move to the next number

Can’t Speak to You Right Now

· SAY “Can I call you back at a specific time later tonight?”

· Write down the time in the space provided and call them back that evening if possible

Respondent Says: “Can I Call You Back Later”
· SAY “Please call the Center for the Study of Local Issues during the day at (410) 777-2407 and say you are calling to complete the survey.  Your participation in this survey means a lot to us.”

Telephone/Office Manners

· Remember you are representing the College: be courteous and calm at all times

· Avoid any conversation about personal questions; end the conversation if the respondent wants to know more about you than the survey!

· Absolutely no use of faculty computers; no use of your own electronic devices except in an emergency or to check the time.

· KEEP THE OFFICE YOU ARE USING CLEAN - NO FOOD, Only bottled drinks with caps left on.
PRACTICE QUESTIONNAIRE (Optional)

You should have a practice questionnaire among your materials.  Use it to call a friend, neighbor or relative just to get used to going through the questions and reading the questions on the phone.
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Marking Instructions for the Questionnaire

1.  Put your room number and last name at the top of every COMPLETED questionnaire.
2. Please draw a circle around the answer given by the respondent.  If you need to change an answer, cross out or ERASE COMPLETELY the original answer, and CIRCLE the correct answer.  
3.  Incomplete Questionnaires: Mark “INCOMPLETE” across the top of it and put your room number and last name.  All questionnaires must be accounted for at the end of the evening.

4.  Use the “Don’t Know/No Answer” check-off when respondents don’t seem able (or don’t want) to make a decision about a question.  DON’T suggest “don’t know” initially, however.  If the category "unsure" exists, it is to be used when the respondents seems torn between answers or answers something that is off the scale.

5.  At the end of the questionnaire, do not read “Gender” or “Zip code.”  You will generally know if you have been speaking to a male or female.  Zip code is also indicated on your calling sheet.  PLEASE DON’T FORGET TO WRITE IT DOWN!!!

6. Open-ended questions:  Some of the Questions do not have preset answer categories.  YOU are to write down a short version of the respondent’s answer. 
