Client-Caregiver Surveys Spreadsheet Instructions

Senior Companion Program Performance Measure Surveys

Client-Caregiver Surveys Spreadsheet Instructions

Client Survey: The Senior Companion Program Independent Living Performance Measure Survey
measures the Healthy Futures performance measure H9, “Number of homebound or older adults and
individuals with disabilities who reported having increased social ties/perceived social support.”

Caregiver Survey: The Senior Companion Program Respite Living Performance Measure Survey measures
the Healthy Futures performance measure H14, “Number of caregivers of homebound or older adults

and individuals with disabilities who reported having increased social ties/perceived social support.”

Below are instructions for entering performance measure data for both surveys into the data
aggregation tool (Client-Caregiver Surveys Spreadsheet). The spreadsheet can be downloaded at
http://www.nationalserviceresources.gov/scp-surveys.

The spreadsheet automatically calculates the number of clients and caregivers that met the
performance measure outcomes; you will need to report these numbers in eGrants. Once you complete
the spreadsheet, be sure to keep a copy for your records along with a copy of the completed surveys.

The person who enters the data should have basic knowledge of spreadsheet programs. Although no
names are on the surveys, this person should also understand the importance of maintaining
confidentiality.

If you have questions about the Client-Caregiver Surveys Spreadsheet, please call the Senior Corps
Survey Technical Support at 1-800-207-0750 or email us at SCSurvey@jbsinternational.com.

DATA ENTRY STEPS

A quick note on terms used in these

Step 1: Collect completed surveys from clients and instructions...

caregivers.
A code is the number entered into a cell
Step 2: Download the Client-Caregiver Surveys Spreadsheet for the survey response. For example,

and save it to your computer. rather than typing in “strongly agree”, you

. would enter the code “4”.
Step 3: Open the spreadsheet. It contains three sheets that

you can see by clicking the tabs at the bottom. Each horizontal row contains all the

. responses for one survey.
e The “Summary” sheet is where the results are

automatically calculated based on data entered in Each vertical column contains all the

the other sheets. There are also some boxes on this | responses for a single question.
sheet marked in yellow that you need to fill in.
e The “Client Survey” sheet is where you will be Cells are the individual boxes where you

entering the data from the Senior Companion enter the data.

Program Independent Living Performance Measure
Survey.
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e The “Caregiver Survey” sheet is where you will enter data from the Senior Companion Program
Respite Performance Measure Survey.

Step 4: Click the “Summary” tab to open this sheet. It is recommended that you fill in the yellow cells for
your project records. This includes:

e Your grant number (cell B3).
e The Sponsor, City, and State (cells D3-D5).

e The total number of independent living clients you are serving (cell B4), and the number of
independent living clients that received at least the minimum dosage (amount) of service, as
indicated in your work plan (cell B5).

e The total number of caregivers you are serving (cell B6), and the number of caregivers that have
received at least the minimum dosage of service, as indicated in your work plan (cell B7).

o The number of surveys that were completed in each language for independent living clients
(cells B10-B22) and caregivers (C10-22).

If you used SurveyMonkey, go to page 4. Otherwise, continue to Step 5.

Step 5: If you collected surveys from independent living clients, click the “Client Survey” to enter data.

e For each completed survey, enter the answer to each question in the correct cell. This will
always be a number. The number will either be the number of hours served or a code. (See table
below).

e The Client-Caregiver Surveys Spreadsheet will not allow you to enter a number other than the
code. If you accidentally enter an invalid value, you will get an error message. If you receive this
message click cancel and enter the correct value.

e If an answer was left blank on the survey, or more than one answer was marked, leave the cell
blank on the spreadsheet.

Column/ Client Survey Instructions Code
Question
A: Survey Mode  Survey mode refers to how the client/surrogate 1 = Self-report (paper)
received the survey. Enter the code for the survey.! 2 = Self-report (online)
o “Self-report” means the person filled out the 3 = Interview (in-person)
survey, either on paper or on the computer, 4 = Interview (phone)
online.

e “Interview” means someone asked the person
the questions, in person or over the telephone,
and marked the answers that were given.
B: Client The “client identifier” does not actually identify clients.  Not applicable
Identifier It is a unique code used to track the numbers of surveys
completed. This column is already filled in and you do
not need to do anything here.

! |f the client is not able to complete the survey, a “surrogate”, such as a family member or caseworker, could
complete the survey on the client’s behalf.
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(Continued)

Column/ Client Survey Instructions Code

Question

C: Survey Enter the number of hours the client put in the boxes. Enter the actual number.

question 1

D-O: Survey These are the questions on the second page of the 1 = “Strongly Disagree”

questions 2-13 survey. For each statement, enter the code which 2 = “Somewhat Disagree”
matches the response. 3 =“Somewhat Agree”

4 = “Strongly Agree”

Tip: It may be easier to enter the data by clicking on the “Survey Mode” cell first, and then
enter the correct value using the number keys, and then hit the “Tab” key twice to move to the “Service
Hours” cell. You can use this method to enter data for all the cells.

Step 6: If you collected surveys from caregivers, click the “Caregiver Survey” sheet to enter data. Follow
the same instructions as the “Client Survey” sheet.

Column/ Caregiver Survey Instructions Code

Question

A: Survey Mode  Survey mode refers to how the caregiver received the 1 = Self-report (paper)
survey. Enter the code for the survey. 2 = Self-report (online)

3 = Interview (in-person)
4 = Interview (phone)

B: Caregiver This column is already filled in and you do not need to Not applicable

identifier do anything here.

C: Survey Enter the number of hours the caregiver put in the Enter the actual number.

question 1 boxes.

D-N: Survey These are the questions on the second page of the 1 = “Strongly Disagree”

questions 2-12 survey. For each statement, enter the code which 2 = “Somewhat Disagree”
matches the response. 3 = “Somewhat Agree”

4 = “Strongly Agree”

Tip: Use the Client and Caregiver “Identifier” numbers listed in the spreadsheet to keep track
of which surveys have been entered. To do this, write the Identifier number on the corner of each
survey before you start entering data. If you are interrupted while entering the data, you will know
exactly where you left off by looking at the Identifier number last entered in the spreadsheet.

Step 7: Report results.

When you are ready to report results in the PPR, use the numbers on the “summary” tab under “Report
this number” for performance measures H9 and H14. Save the completed spreadsheet for your project
records, along with any other documentation such as completed surveys and client/caregiver lists of
people surveyed.

1/24/14 Page 3



Client-Caregiver Surveys Spreadsheet Instructions

If you used SurveyMonkey...

If you used SurveyMonkey, your data is already in a spreadsheet. You will need to pull the data from
that spreadsheet and copy and paste it into the Client-Caregiver Surveys Spreadsheet. Below are the
steps. If you did both the Independent Living (Client) Survey and the Respite (Caregiver) Survey, you will
need to follow these steps for each survey separately.

1. Download the data from SurveyMonkey.

Once you are logged into your account, select “Analyze Results” for the survey.

Under “1. Choose Type of Download”, select “All Responses Collected”.

Under “2. Choose Format”, select “Spreadsheet Format”. 2

Under “Spreadsheet Format”, in the “Columns” dropdown menu, select “Condensed”. In the
“Cells” dropdown menu, select “Numerical Value (1-n)”.

Qa 0 T o

e. Choose “Request Download” or email the results to yourself.? SurveyMonkey will give you the
file in Excel.
f. Open the Excel file “Sheet_1" and save it to your computer.

?You can also extract the data in “Summary Report” form, which will give you instant results.
3 “ ” . . .
If you choose “download”, refresh your browser if it seems to be taking too long.
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Figure 1: Here are the options to select to get the data from SurveyMonkey.

Senior Companion Program: Respite
Performance Measure Survey Design Survey  Collect Responses | Analyze Results |

View Summary [Default Report[+]
Browse Responses -
Download Responses

Crosstab Responses You can download the responses you've collected at any time, even while you are still receiving responses. We simply take a snapshot of
your current responses, without disrupting your survey. If you are trying to retrieve a previous download, click "View Download History™.

Filter Responses

Download Responses

Share Responses 1. Choose Type of Download

) Summary Report
Dowmiload a summary repori of your survey thal you can save or print

@ All Responses Collected

Download the entire response set of your survey, for importing into a spreadsheel or dalabase
2. Choose Format
@ Spreadsheet Format

The data is formatted lo open with spreadsheel software. Choose the opfions below to change how the spreadsheet columns are exporied. Please
note that if the exported data cannof fit in 256 coiumns, it will be spiit info multiple fies.

Columns: Condensed'E

Choose whether question choices are condensed or expanded fo fit one or multiple columns.

Cells: | Numerical Value (1—|1.).E]
Choose what data appears in the spreadshest

) Advanced Spreadsheet Format

The data is formatted to open with sp software, the columns and responses are organized lo better suil advanced statistical
and analytics packages. Please note thal if the exported data cannot fit in 256 columns, it will be spiit into multiple files.

) SPSS Format
The data is formatted to open with SPSS analytical software

Send Results to this Email Address
Email address: .

Enter an email address where a link lo your download will be sent

Request Download »

2. Open the spreadsheets. Open the SurveyMonkey Excel spreadsheet and the Client-Caregiver Surveys
Spreadsheet. To illustrate, Figures 2a and 2b show how the Respite (Caregiver) Survey looks.

Figure 2a: This is what the SurveyMonkey spreadsheet looks like for the Respite Survey, using sample
data.
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Figure 2b: This is what the Client-Caregiver Surveys Spreadsheet looks like for the Respite Survey,

without any data.
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Because | Have & Senior Companion Violunteer assisting with Respite Care..
Crverail, | am
1 am able find time| satistied with the (Cverall, the Senior
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3. Copy the SurveyMonkey data. Now, select the data (survey answers) in the SurveyMonkey
spreadsheet and copy it:

e For the Respite (Caregiver) Survey, select data in columns J-U, starting with row 3.
e For the Independent Living (Client) Survey, select and copy data in columns J-V, starting with
row 3.

Do not select the column headers. Only select the cells starting in row 3, beginning with the first
question, and including blank cells (cells will be blank if the question was not answered). Ignore columns
A-l.

In the Figure 3 example, the cells that you will need to copy have been highlighted in a red box, using
the Respite Survey as an example.

Figure 3: Select the cells for the questions, starting with row 3, including blanks, and copy.
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4. Paste the data into the Client-Caregiver Surveys Spreadsheet. Paste the data you copied in
SurveyMonkey into the Client-Caregiver Surveys Spreadsheet on the page for that survey (“Client” or
“Caregiver”).

e For the Respite (Caregiver) Survey, paste the data into columns C-N, under Questions 1-12.
e For the Independent Living (Client) Survey, paste the data into columns C-O, under Questions 1-
13.

Figure 4: Paste the cells into the Client-Caregiver Surveys Spreadsheet.

T
Calibai n \ # 5 ! ) ; P } o
s | B 21 w-A- EXN EE B " 5 - N POt | - Lo
Fant Aligrment Vunber Stytes Cots Edting
£
= < = = = < = = = = = B = = = < = = = = = = = = = T
panion Program RESPITE Performance Measurement Survey

Codes for Questions 2-12: 1=Strongly Disagree; 2=Somewhat Disagree; 3=Somewhat Agree; 4=Strongly Agree

Because | Have a Senior Companion Volunteer assisting with Respite Care...

In @ typical week,
| Cverall, | am
1 am able find time | satisfied with the  [Owverall, the Seniar
Ifeel | haveclose [lamabletode  [lamobletods  [lamabletaget [lomobletafind [toamendtomy  [lammore The perscn | case |Corepver Sespite |Companion

thes 10 more mare of the things |more ofthe things |short-termrest  [time to rum personsland  [satishedwithmy [for I3 ableto Senior Companion |Program has met

1 feel less loneby | need to do. | wantto do. and relief errands. heath care needs. |Ii4 remain at home _ [volunteer [y expeciations

Careglver kdentifier Questiond | Question 5 Question _|Guestion 7 Questions Question 10 |Question 11 [Question 12|

CG-0001 8 2 2 3 2 3 3 3 2 2z 3 4[ND
CG-0002 4 3 3 2 2z 2 2 3 4 4 4 2|YES
CG-0003 12 3 3 3 3 3 2 4 2 1 3 3|vES
C6-0004 1 4 4 4 2 4 4 3 2 2 3 3[YES
CG-0005 6 3 2 2 2 3 3 3 2z 2 3{YES
CG-0006 2 4 3 3 2 4 4 4 4 4{NO
CG-0007 8 2 3 3 2 2 4 3 2z 2 3|ves
CG-0008 4 2 3 3 2 3 3 3 3 3 3|Yes
CG-0009 3 3 3 3 3 2 3 2 3 4 ] vEs
CG-0010 3 3 4 3 2 3 3 3 2 4|YES
CG-0011 3 4 ] 4 3 2 3 4 4 4 ] 4[VES
C6-0012 8 4 1 4 4 4 3 3 2 3 2|vES
CG-0013 2 2 ] 4 3 4 3 3 3 3 3 3|vEs
C6-0014 3 4 3 2 4 3 3 4 4 3 3[ves
CG-D015 3 4 3 4 2 3 3 2 3 3 4 4|vES
C6-0018 6 4 4 4. 4 4 3 3 3 2 4| 3{vEs

If you do it correctly, the Client-Caregiver Surveys Spreadsheet will calculate the totals on the
“Summary” page for you to report in eGrants.

5: Report results.

When you are ready to report results in the PPR, use the numbers on the “summary” tab under “Report
this number” for performance measures H9 and H14. Save the completed spreadsheet for your project
records, along with any other documentation such as completed surveys and client/caregiver lists of
people surveyed.
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