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Outline of Surveying Shift and
Steps in the Surveying Process
Phase I: Starting Your Surveying Shift
1. Report to Volunteer Headquarters on Monday, Tuesday, and Wednesday Mornings No Later than 4:00 am!
2. Grab Coffee/Tea and Morning Snacks
3. Gather with Your Survey Team and Collect Your Team’s Forms and Supplies
4. Head Out to Your Survey Teams’ Map Area
5. Begin Reaching Out to People to Ask Them to Participate in the Survey
Phase II: Implementing the Survey

Every interaction you have with people about the survey may not flow in this exact order, but please try to make sure to cover all of these steps.  Please confer with your Team Leader and/or refer to contact numbers provided if you need assistance of any kind.

1. Approach Person, Introduce Self, and Explain What You’re Doing
· You may need to gently wake the person up with your voice.  If unable to wake the person, the Team Leader can attempt to gently wake the person up with his/her voice.  (Do not touch people in order to wake them up.)
· Prior to beginning the survey, introduce yourself to the person and explain that you would like to do a survey with her/him.  

· Explain that the information derived from the survey will help us to better understand needs for housing and services within our community.  
· Explain that s/he will receive a $5 restaurant gift card for participating in the survey.
· If person does not wake up or declines to participate in the survey, note information about them on your Refusal / Unable to Wake Tracking Sheet.
· DO NOT promise housing or hint that completing the survey will automatically lead to housing, only that it will help us understand the needs for housing and services.
2. Explain Consent and Obtain Signatures
· In order to administer the survey, you will need to first receive consent to do so from the survey respondent.  
· First two pages of the survey form include the consent explanation and signature spots.

· Have the person sign and keep an extra copy of the consent form if they request a copy.
3. Ask the Survey Questions and Complete the Survey
· Follow the order and language of the survey questions, but keep tone conversational.
· Respect people’s choices to decline to answer any questions.
4. Take Photographs
· If you have not already received consent to take photograph(s), make sure to explain and obtain consent prior to taking any photos.

· If participant has agreed, also take photos of ID and/or any paperwork they have that might help determine their eligibility for housing and services.

· Respect people’s choices to decline to have photographs taken or to decline permission for their photos to be used in public materials.

5. Provide Additional Information Regarding Programs and Services
· You can offer people this referral information even if they do not choose to participate.
· Do not promise any housing or services to people, and do not offer to transport or pay for rides to any of the service locations.

6. Provide Thanks, Gift Card, Voicemail Card and We Are Visible Flyer
· Thank the person for their participation and provide them with the $5 restaurant gift card, whether they have agreed to have their photo taken or not.

· If in doubt as to whether someone has “completed” the survey with you, use your best judgment - if they’ve made an honest attempt to participate, provide them with the $5 restaurant gift card.

· Provide voicemail card and We Are Visible flyer.
7. Take a Photo of the Survey Form

· Take a picture of the signature page of the survey form in order to help keep the photos organized by person.  

· Try to step away from the person in order to take this picture, and it works best if you lay the survey flat on the ground or hold it up against a wall.
8. Mark Your Map

· Make a notation on your map of where the survey was performed with that person.
· Make sure you’ve noted Street Name, Map Area, and Block # on the survey.

9. Approach the Next Person and Start Again!

Phase III: Return to Volunteer Headquarters and De-Brief
1. Return with Your Survey Team to Volunteer Headquarters by about 6:15 am
· Team Proofreader(s) should review and ensure surveys are as legible and as complete as possible.

2. A Headquarters Volunteer will Walk Your Survey Team through an Organized De-Brief Process
· Discussing how things went for you and your Team.

· Documenting total numbers of surveys completed, refusals, and photographs taken.

· Reviewing your surveys to ensure that you’ve had a chance to complete all of the information.

· Reviewing your Team’s Refusal / Unable to Wake Tracking Sheet(s).
· Reviewing your Team’s map and documenting how much of your assigned area you were able to cover.
· Helping to download and save any photos you have taken onto an official laptop.  (Once saved, any photos should be deleted from your camera and no photos of survey participants should be shared with others or posted on-line.)
· Recording your Team’s surveying totals on the wall chart and marking the blocks covered by your Team that day on the wall maps.

· Collecting all of your completed surveys and Refusals / Unable to Wake Tracking Sheets.

· Making sure that all of your unused surveying forms and supplies for the next day are back in your Team’s box.

3. Head Off to Start the Rest of Your Day!

· Please feel free to talk with friends, family, and co-workers about your experience – or post on-line about your experiences at Facebook, Twitter, or other sites - but do NOT share any confidential information or photographs of survey participants.  Facebook page for Albuquerque Survey Week is http://www.facebook.com/pages/ABQ-Heading-Home/. 
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