Health-related outcomes toolkit

Guidance for the two-stage survey approach 

This approach involves conducting a survey of two stages: 

· stage 1 – collect baseline survey responses at the time of advice and 
· stage 2 – follow  up with clients after advice for a second survey. 

Clients are given two questionnaires to complete; they are surveyed twice, and bureaux adopting this approach should use both two-stage survey questionnaires and the two-stage survey results analyser. This document provides guidance on the use of these tools. 

The questions that appear on the two-stage survey approach questionnaires have already been populated in the two-stage survey results analyser. Each question is customisable to an extent, and can also be excluded if necessary.
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Using the two-stage survey questionnaires 

This template consists of two questionnaires – the first should be completed during the client’s advice session, and the second should be completed as a follow-up after advice. 

First questionnaire

The first section captures client demographics. When recording ethnicity, use the ethnicity codes list, which has been provided as part of the toolkit. 

Having dependent children under 14 is included as an indicator of household type. If you plan to analyse the survey data in depth, it may prove useful to understand the health-related outcomes for those who answer ‘Yes’ to this question.
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Disability, would you describe yourself as
@ Having along term health condition
Having a disability
Having a mental health condition
Having a learning disability
Not Disabled / o health problems

Ethnicity, how would you describe your ethricity? <code>

Children, do you have any dependant children under 14 living with you?
a Yes
a No

Housing, are you currently
@ Homeless (incl. B & B tenant)
a Atrisk of becoming homeless
@ Neither of the above

Employment, are you a working age adult who is either
a Unemployed

@ Concerned about keeping your current employment
a Neither of the above

Debt, Do you have any debt that you are struggling to repay?
a Yes
a No

Your Finances:

TWhat 15 your monthly meome? i

(After income tax, rent/ mortgage interest, and cauncil tax). £1350
[m] [u]

What is the tatal monthly cost of your energy bills?
(consider gas, electricity, coal and ail bils).

Is this 10% or mare of your income? No
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The next section asks clients about their circumstances (housing, employment, debt, fuel and finances). The question on income can help to identify the proportion of the sample from low income households (as well as the proportion form other income bands). Note that spending 10% or more of total household income on fuel bills is the definition of fuel poverty
. 
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Ethnicity, how would you describe your ethnicity? (refer to separate document for ful lst of codes)

Children, do you have any dependant children under 14 living
a2 Yes
a No

th you?

- Housing, are you currently
3 2 Homeless (incl. B & B tenant)
- 2 Atrisk of becoming homeless
3 2 Neither of the above

E Employment, are you a working age adult who s either
2 Unemployed

Ei 2 Concemed about keeping your current employment
2 Neither of the above

Debt, do you have any debt that you are struggling to repay?
2 Yes
a No

3 Vour Finances:
What s your monthly household income? Under
3 (After income tax, rent/mortgage interest, and council tax) fﬂs;c‘
What is the total monthly cost of your energy bills?
(Consider gas, electricity, coal and oil bll). £
3 Is this 10% or more of your household income? Yes No
=] 0

Statements reflecting your attitudes Please fick the option that reflects your views
None of | Rarely | Some of | Often | Allof
the time the time the time

T n feeling optimistic about the future
Tve been feeling useful

Tve been feeling relaxed

Tve been dealing with problems wel

T

T

T

arly
n feeling close to people
n able to make my mind up about things

1

We really want to know if our advice makes a difference, we will be contacting you in 3-4 weeks to

° find out 4
- Whatis the best numberto contact you on? ;
i Vhatis a good time to call? (e.g. after 3pm .
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The next section includes the short-form of the Warwick Edinburgh Mental Well-being Scale (WEMWBS). The WEMWBS was funded by the Scottish Executive National Programme for improving mental health and well-being, commissioned by NHS Health Scotland, developed by the University of Warwick and the University of Edinburgh, and is jointly owned by NHS Health Scotland, the University of Warwick and the University of Edinburgh.

You will notice that these same questions will appear again in the second questionnaire (to be conducted at follow-up). You can score the responses at each stage, and then compare scores to assess changes in mental well-being between the two questionnaires. See pages 13-15.
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3 Your Finances:
2| What is your monthly household income? Under £800 to Over

(After income tax, rent/ mortgage interest, and council tax). £800 £1350 £1350
O O O

What is the total monthly cost of your energy bills?
(consider gas, electricity, coal and oil bills). £

N Is this 10% or more of your household income? Yﬁs No

Below are some statements about feelings and thoughts. Please tick the box that best describes
- _your experience of each over the last 2 weeks.
=| None of | Rarely | Some of | Often All of
the time the time the time

I've been feeling optimistic about the future
I've been feeling useful

M I've been feeling relaxed

2 I've been dealing with problems well

B I've been thinking clearly

2 I've been feeling close to people

| I've been able to make my mind up about things

We really want to know if our advice makes a difference, we will be contacting you in 3-4 weeks to
find out.

What is the best number to contact you on?

What is a good time to call? (e.g. after 3pm)

Thank you for taking the time to complete this quesf‘nnnaire.
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At the end of the questionnaire, there is a space to record client contact details for the conducting the follow-up. Asking for a good time to call can help to increase the likelihood of a successful follow-up. 

Second questionnaire
The first section asks about changes to the client’s circumstances (housing, employment, debt, fuel and finances).
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The next section of the questionnaire is designed to identify deadweight – whether a client’s situation might have improved anyway without the advice, attribution – whether there might have been a third party involved in any changes to a client’s situation, and knowledge – whether the client’s understanding of ‘how things work’ might have improved. 
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has improved
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things change? (refer to separate document for full list)

(code using issue list) AND

(code using outcomes list — positive & negative)

Capture financial amount if relevart

Do you think things would have got better if you hadn’t sought our advice?
Qves
Ono

Did anyone else help you?|
Qves
Ono

What difference has receiving advice made to your knowledge about how things work
{understanding the system?)

Q It has improved
Q No change
QO itis worse
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The next section contains the WEMWBS scale. WEMWBS scores here can be compared with scores from the first questionnaire to assess changes in mental well-being. 
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the time the time time

I've been feeling optimistic about the future

I've been feeling useful

I've been feeling relaxed

I've been dealing with problems well

I've been thinking clearly

I've been feeling close to people

I've been able to make my mind up about things

Would you use the service again if you needed to?
| O ves
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Do you have any further comments?
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The final question is included as a measure of client satisfaction with the service, and also offers clients the opportunity to give any further comments. 
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T've been dealing with problems well
T've been thinking clearly
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Would you use the service againif you needed to?
Qves
Ono

Do you have any further comments?

Thank you for taking the time to complete this questionnaire.
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Customising the questionnaires

The template questionnaires are easily customised by simply editing the word document. Making changes to the questionnaires, including phrasing of questions and responses, will mean that the corresponding results analyser will also need to be changed. The WEMWBS questions and responses, if included, should not be modified.

Using the two-stage survey results analyser

When clients are surveyed both before and after advice, their responses should be entered into the two-stage survey results analyser.

The results analyser comes in the form of an excel workbook containing several sheets. Navigate the different sheets of the workbook using the tabs in the bottom left hand corner of the screen.

Once you have downloaded the analyser, it is advised that you save a blank version in a suitable location, where everyone who will need to use the analyser can access it. When working with the analyser, if several people are going to be working on different versions, you should ensure that the format of each version is the same so that they can easily be aggregated later. Consider how you might avoid data entry errors and losing unsaved data. 

Sheet 1 - Questions 
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16 I've been able to make my mind up about things

17 Contact number

18 Best time to call

18| Housing - since advice has your housing situation changed?
20|Employment - since advice has your employment situation changed?

21 Debt - do you have any debt that you are strugeling to repay?

22 Finances - since advice has your monthiy household income increased?
238y how much?

24 Comments

25 Finances - since advice has your monthly household expenditure reduced?
26 8y how much?

27 Comments

28 Finances - since advice have you had any debt successiully rescheduled?
29 Amount of deb rescheduled?

30 Comments.

31 Finances - since advice has you understanding of how to manage your finai
32 Comments.

33|Do you think things would have gotten better if you hadn't sought advice?
3¢ Did anyone else help you with this?

35 What difference has receiving advice made to your knowledge about how th
36 I've been feeling optimistic about the future

37| I've been feeling useful

38 I've been feeling relaxed.

39 I've been dealing with problems well

40 I've been thinking clearly

41 've been feeling close to people.

42 've been able to make my mind up about things.

43 Would you use the CAB service again if you needed to?
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          ^
The first tab of the two-stage survey results analyser is entitled ‘Questions’. Selecting this tab will bring you to the first sheet of the workbook.
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1 Disability - would you describe yourself as:
2 Ethnicity - how would you describe your ethnicity?
3/ Children - do you have any dependent children under 14 living with you?
4 Housing - are you currently:
5 Employment - are you a working age adult who is either:
6 Debt - do you have any deb that you are struggling to repay?
7 Finances - what is your monthly income (after income tax, rent/mortgage in
8 Finances - what is the total monthly cost of your energy bills (consider gas,
/15 this 10% or more of your household income?
10I've been feeling optimistic about the future.
11 I've been feeling useful
12 I've been feeling relaxed
13 I've been dealing with problems well
14 I've been thinking clearly.
15 I've been feeling close to people
16 I've been able to make my mind up about things
17 Contact number
18 Best time to call
18| Housing - since advice has your housing situation changed?
20|Employment - since advice has your employment situation changed?
21 Debt - do you have any debt that you are strugeling to repay?
22 Finances - since advice has your monthiy household income increased?
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24 Comments
25 Finances - since advice has your monthly household expenditure reduced?
26 8y how much?
27 Comments
28 Finances - since advice have you had any debt successiully rescheduled?
29 Amount of deb rescheduled?
30 Comments.
31 Finances - since advice has you understanding of how to manage your finai
32 Comments.
33|Do you think things would have gotten better if you hadn't sought advice?
3¢ Did anyone else help you with this?
35 What difference has receiving advice made to your knowledge about how th
36 I've been feeling optimistic about the future
37| I've been feeling useful
38 I've been feeling relaxed
39 I've been dealing with problems well
40 I've been thinking clearly
41 've been feeling close to people.
42 've been able to make my mind up about things.
43 Would you use the CAB service again if you needed to?
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In this sheet you can control which questions you want to appear in your results analyser. Each row contains information about a separate question. The two-stage survey results analyser is already populated with 43 questions. Note that the two-stage results analyser aggregates the responses from both questionnaires: parts 1 and 2 of the survey. All questions from both questionnaires should be added to this sheet. 

At the top of the sheet, the column headers describe the contents of the cells beneath them. The column headers themselves should not be edited:

Question No. 

Use this column to give each of the questions in your results analyser a question number. When a question is given a number, it is automatically added to the ‘Questionnaire Data’ sheet, and becomes part of your results analyser. Questions without numbers will be left out of your analyser.

Some questions, such as the WEMWBS items, are grouped together so that when the first is given a number, the rest are also given numbers automatically. This is to ensure that one question cannot be included without the others. In this case, you only need to edit or delete the number of the first question in the group. The remaining question numbers will adjust themselves accordingly. 
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Question

Use this column to edit/enter the text for your questions. The column header also includes ‘Number of Questions’, which displays the highest question number that has been entered into the ‘Question No.’ column. 

Colour Format

Use this column to edit the colour background of the question as it appears in the ‘Questionnaire Data’ sheet. Leave a cell blank, or enter 1 or 2 for three different colour options. In the two-stage results analyser, the colour format can be used to indicate whether a question belongs to part 1 or part 2 of the survey. By default, the colour format 1 has been given to questions from the first questionnaire and colour format 2 to questions from the second questionnaire. 

Answers

Use this column to edit/enter the text for all possible answers to each question. Each possible answer needs to be entered into an individual cell. Answers for the same question should be adjacent to one another on the same row. 

At the bottom of the sheet, there are additional rows where you can enter your own original questions. Remember that in order for your question to appear correctly in the ‘Questionnaire Data’ sheet you must include (in the appropriate columns):

· Question number

· Text for your question

· Text for your answers
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There are a few additional guidelines to follow when working in this sheet, to ensure that the results analyser functions correctly:

· Avoid deleting rows/questions – if you want to remove a question from your customised analyser, simply delete the question number.

· Avoid moving/cutting/copying/pasting rows/questions – if you want to change the order of the questions in your customised analyser, simply change the question numbers accordingly. 

· Changing the phrasing of one of the pre-populated questions should not prevent the analyser from working correctly. The effect of changing the phrasing of possible answers and/or the number of possible answers is less predictable. This kind of change should be tested in a separate version of the analyser before beginning your research project. An alternative solution is to exclude the unsuitable questions from your project and to use your own original questions instead, by adding them to the appropriate section of this sheet (see above).

· There are hidden entries within the sheet that are important for the functioning of the analyser. Avoid unnecessary formatting of the sheet (e.g. using the sort function, changing colours/fonts) to avoid accidentally editing these. 

Sheet 2 – Questionnaire Data 
[image: image12.png]" AR Two-stage survey approach analyser for sector.ds [Compatibility Mode] - Microsoft Excel =& %
none T e e c@aow =
S ¥ & il -
T = DR g e |
Bl Av =Eum| > B e | & £ = #
Paste. Z U~ - A E -2 Merge & Center = % Conditional Format | Calculation Explanatory Followed Hy Insert Delete Format Sort & Find &
5 Fromotraner (B] 7 U E 90 A o ) R e plnatory..._Eslowed .. [1]| Wt Dt Fomet | gy R CHOE
Cipboara % Font 5 Aignment 5 5 styes cens ating
B1 - 7| Question No. g

7
18
19
20
21
2
2
24
2
2%
a1
2
29
30
3
32
kS
34
3%
3
Eid
38
39
40
]
42
43
44

s [IYOUGWENTERYOUROWN QuEsTowsweRey

45
a7
48
49
50
51
52
53
54
55
56
57
58
59

C

16 I've been able to make my mind up about things

17 Contact number

18 Best time to call

18| Housing - since advice has your housing situation changed?
20|Employment - since advice has your employment situation changed?

21 Debt - do you have any debt that you are strugeling to repay?
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39 I've been dealing with problems well

40 I've been thinking clearly

41 've been feeling close to people.

42 've been able to make my mind up about things.

43 Would you use the CAB service again if you needed to?
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The second tab of the two-stage survey results analyser is entitled ‘Questionnaire Data’. Selecting this tab will bring you to the second sheet of the workbook.
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In this sheet you can enter the responses from all of your clients. Each row should contain data from one client, and each column should contain data on one question (note that the screenshot shows a blank sheet containing no responses).  

The top row shows the question number that has been assigned to each question (see Sheet 1 – Questions).

The second row shows the text for each question, as it has been entered in the first sheet (see Sheet 1 – Questions). 

The first column should be used to enter the unique client reference number for each client. This will help to match each paper questionnaire to its row on the spreadsheet. It is best not to use sensitive information, such as the client’s name, as a unique reference.

When entering your survey data, work your way across the sheet, using the drop-down arrows to choose the appropriate responses for each client. Some questions will require manual entry of text or numbers rather than drop-down entries. Leave a blank cell where a client has not provided an answer to a question.
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There are a few additional guidelines to follow when working in this sheet, to ensure that the results analyser functions correctly:

· Avoid deleting entire rows – clear cells instead. 

· Avoid moving/cutting/copying/pasting rows.

· Avoid auto-filling cells. 

· Avoid unnecessary formatting of the sheet.

· Avoid “dragging and dropping” cells, as this may prevent the drop-down selections from working.

· It may be necessary to adjust column widths, and this should not cause any problems. 

· Columns CX onwards contain formulae that are used by other sheets in the analyser, and should therefore not be edited or deleted. 

Sheet 3 – Results 
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43 Would you use the CAB service again if you needed to?
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The third tab of the two-stage survey results analyser is entitled ‘Results’. Selecting this tab will bring you to the third sheet of the workbook.
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In this sheet, you can view a summary of the responses to each question once they have been entered into the second sheet (see Sheet 2 – Questionnaire Data).  

Each question numbered in the first sheet (see Sheet 1 – Questions) will appear here (white background). All possible answers will appear alongside each question (blue background). Underneath, the sheet shows:

· The number of  times each answer has been selected, 

· The percentage of all responses to this question that this represents.  
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The ‘Number of responses’ at the top counts the total number of clients, for which at least one piece of information has been entered into the second sheet. It does not distinguish between the two stages, and will not necessarily correspond with the total number of responses to each individual question (unless 100% of clients gave a response for every question). 

For the questions ‘Since advice has your monthly income increased?/expenditure reduced?/have you had any debts successfully rescheduled?’, the total and average financial amounts are not displayed here. Refer instead the ‘WEMWBS 1&2’ tab (see Sheet 4 – WEMWBS 1&2). 

Sheet 4 – WEMWBS 1&2
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43 Would you use the CAB service again if you needed to?
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    ^
The fourth tab of the two-stage survey results analyser is entitled ‘WEMWBS 1&2’. Selecting this tab will bring you to the fourth sheet of the workbook.
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In this sheet, you can view a summary of the responses to the WEMWBS questions separately for each questionnaire. Responses to the first questionnaire are displayed under ‘Stage 1’. Responses to the second questionnaire (follow-up) are displayed under ‘Stage 2’. The sheet also shows total and mean scores overall and for each individual question. The tables populate themselves once data has been entered into the second sheet (see Sheet 2 – Questionnaire Data). 

For each questionnaire, the table on the left shows how many times each response has been chosen for each question. In the screenshot below for example, ‘I’ve been feeling optimistic about the future’ has received one response of ‘None of the time’, no responses of ‘Rarely’, two responses of ‘Some of the time’, one response of ‘Often’ and no responses of ‘All of the time’. 
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The WEMWBS questions are scored as follows: ‘None of the time’ = 1, ‘Rarely’ = 2, ‘Some of the time’ = 3, ‘Often’ = 4, ‘All of the time’ = 5. 

The table on the right converts the responses into scores. In the screenshot below for example, ‘I’ve been feeling optimistic about the future’ (top row) has a mean score of 2.75. The screenshot also shows a mean score for the whole scale (across all clients) of 19.
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It is important to note that the WEMWBS tables on this worksheet will not use client responses unless they have answered all seven of the WEMWBS questions. The analyser has been designed to work this way because clients with partial responses will have artificially lower mental well-being scores (because they would effectively score 0 for the unanswered questions), and these would affect the total and mean scores if taken into account.

For more information on how incomplete scores should be dealt with, refer to the following WEMWBS ‘user guide’ from www.healthscotland.com:

· WEMWBS user guide
Because the two-stage results analyser has two sets of WEMWBS responses (from before and after advice), it is able to compare scores between the two occasions, which is the intended use of the scale. The scores table for the second questionnaire includes an additional column with the header ‘Change’. This column displays the change in mean scores from the first questionnaire to the second. In the screenshot below for example, the mean score for the whole scale has increased by 8.5 from the first questionnaire to the second. A positive change like this might indicate that overall, clients demonstrated greater mental well-being after advice than before. 
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The WEMWBS 1&2 tab also includes four additional tables. These tables calculate totals and averages for all responses to the questions which involve financial amounts, and which are missing from the ‘Results’ sheet. There are four questions of this description, which are shown, as they appear in the WEMWBS 1&2 tab, in the screenshot below.
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