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Information Gathering: 
Step Four of the Inclusiveness Process



Information Gathering

Å²Ƙŀǘ ƛǎ ƛƴǾƻƭǾŜŘ ƛƴ άƛƴŦƻǊƳŀǘƛƻƴ ƎŀǘƘŜǊƛƴƎέΚ

ÅWhy gather information?

ÅWhen to initiate information gathering?    

ÅWhat information gathering are you already 
engaged in to guide your work? 



Inclusiveness Process Overview



Workshop Learning Objectives
ÅDiscuss the role of information gathering 

ÅBuild upon topics and activities provided in the 
Inclusiveness at Workworkbook
ïIdentify benefits and limitations of different techniques

ïProvide tips for effective information gathering 

ïDiscuss the Inclusiveness Assessment as part of the overall 
information gathering process

ÅHighlight principles of ethics, confidentiality and 
informed consent

ÅIdentify tips for inclusive survey, focus group, and key 
informant interview processes 



What are your expectations 
for this workshop? 



Inclusiveness at Work: Step 4 

ÅFacts needed:
ïCommunity

ïField

ïOrganization

ÅAvailable facts

ÅStakeholder perspectives
ïInternal stakeholders

ïExternal stakeholders



Information Gathering:  What?

ÅDefine what you want to know and why 
ïCommunity, field, organization

ÅNote:  Quantitative v. qualitative
ïNumbers v. words

ïInferential v. interpretive

ïHow much v. why



Information Gathering: What?

ÅAvailable facts
ïCensus data

ïDemographics of constituents

ïHuman resource information

ïSatisfaction survey

ïInclusiveness Assessment for Organizations
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Information Gathering:  What?

Stakeholder perspectives

ÅTo fill in the gaps of available facts

Å¢ƻ ŎƻƭƭŜŎǘ ŦŀŎǘǎ ǘƘŀǘ ƘŀǾŜƴΩǘ ōŜŜƴ ŎƻƭƭŜŎǘŜŘ



Activity 1

Define 1 question that would help your 
organization with inclusiveness planning: 
ïCommunity, field, organization

ÅWhat are the available facts that you have to answer 
this question ςor parts of this question?

ÅWhat kind of new information from stakeholders 
would be needed to answer this question?  

ÅIs this question quantitative, qualitative or both?



Types of Information Gathering

Å{ŜŎƻƴŘŀǊȅκ!ǊŎƘƛǾŀƭ 5ŀǘŀΥ ά!ǾŀƛƭŀōƭŜ CŀŎǘǎέ

ÅtǊƛƳŀǊȅ 5ŀǘŀ ά{ǘŀƪŜƘƻƭŘŜǊ tŜǊŎŜǇǘƛƻƴǎέ
ïSurveys 

ïFocus group

ïKey informant interviews

ÅOther 
ïParticipant observation  

ïContent analysis



Information Gathering

Primary Data Gathering 
Techniques



Information Gathering: 
How? Where? and When?

ÅIdentify data collection method and tool(s)
ïAre there already developed tools? If so, can you use them 

(are they validated and in the public domain)? 

ïIf not, what is the process for developing the tools and 
how can we ensure that they obtain the information we 
need?

ÅDevelop a plan 
ïWho should collect the data?

ïWhat is the best time and place for administration? 

ïHow do we recruit, protect and thank participation?



Information Gathering:  Who?

ÅDetermine your sample
ïWho and how to reach

ïCensus (all) or sample

ïSampling /participant selection

ÅStrategies
ïConvenience

ïPurposive

ïRandom



Ethics

ÅVoluntary Participation

ïInformed consent

ÅConfidentiality

ÅProfessional Competence

ïDo no harm

ÅwŜǎǇŜŎǘ ŦƻǊ tŜƻǇƭŜΩǎ wƛƎƘǘǎΣ 5ƛƎƴƛǘȅΣ ŀƴŘ 5ƛǾŜǊǎƛǘȅ



Using Surveys to Gather Information

ÅSurveys are highly 
structured questionnaires 
that are typically designed 
to gather quantitative 
information.

ïClose-ended v. open-ended

ïLikertv. yes/no

ÅThey can be administered 
through the mail, in-person, 
or by phone.


