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Qualitative Design Toolkit Workbook
This workbook is a companion to the Qualitative Design Toolkit: Qualitative Methods for Monitoring Food Security Activities Funded by the USAID Bureau for Humanitarian Assistance. As you read through the toolkit, there will be activities prompting you to write answers in this workbook as well as in the Qualitative Inquiry Planning Sheet (QuIPS), also included in this workbook (see page 6). After completing the exercises, you will have a step-by-step plan to conduct a robust qualitative inquiry. An editable daily debrief template, a qualitative data entry matrix template, and qualitative data analysis templates are available at the end of the document.
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[bookmark: _Pre-Design_Work:_Identify][bookmark: _Hlk130461818]Pre-Design Work: Identify Evidence Gaps and Draft Ideas
Activity 1 – Draft Ideas and Identify Team Members and Stakeholders
(See pages 3–7 in toolkit)
First, write down your early draft ideas about what qualitative inquiry could add to your activity (i.e., what do you want to know and why). Also, which colleagues will you want to consult with as you design your qualitative inquiry? Consider those who work on relevant components of your activity. Make a list of internal team members who can provide critical insights as you design your qualitative inquiry. 
Second, identify a small working team (your collaborators) who can help you make choices about what you will study and how. Then identify a small group who can give you strategic, thoughtful feedback to refine, finalize, and ultimately approve your qualitative inquiry (your reviewers). 
Third, identify those with a vested interest in the results of your inquiry, namely, stakeholders and users of your study. 
Ideas for qualitative inquiry:
Working team:
Reviewing team:
Stakeholders: 
[bookmark: _Step_1:_Define][bookmark: _Toc130543033][bookmark: _Ref131449960]Step 1: Define the Purpose, Objectives, and Research Questions 
Activity 2 – Draft Purpose and Objectives, then Validate
(See pages 8–11 in toolkit)
[bookmark: _Toc130543034][bookmark: _Ref131449988]Draft the purpose and objectives of your study. Note that you will need some sort of TOC, even if only in rough outline format. Expect to work iteratively with your team, for example, across two or three meetings over a few days, allowing time for reflection between meetings. Once you have formulated the draft purpose and objectives, consider the following questions to validate the draft purpose and objectives of your study:   
Do the objectives align with the described purpose?
Are there any gaps between the purpose and the research questions? If so, what are they and what additional questions should be added?
Given the stated purpose and objectives, can the goals be met by the current questions? 
Does the data type(s) align with the purpose and objectives?
Do the purpose and objectives suggest additional data types not currently documented?
Ask your review team for questions and feedback at this stage to ensure you have a solid foundation before continuing to the next steps. Then fill out Section 1of the QuIPS (shown in Figure 2) using your newly developed inquiry purpose and objective.
Activity 3 – Draft Research Questions 
(See pages 8–12 in toolkit)
Next you will draft your research questions. Research questions should help us fill our knowledge gaps. You may draw on both anecdotal information as well as the quantitative data or data from secondary sources to develop research questions. A general good rule of thumb is to use three key, higher-level questions with additional related sub-questions. Fill in the next section of the QuIPS using your newly drafted research questions. 
What makes a good research question? 
Research Qs should be:	
High-level and limited in number.
Focused on a specific issue.
Researchable/knowable.
Build on what you already know:
Implicit knowledge from experience or from ITT data.
Will produce actionable information. 
Realistic, able to do within reasonable time, practical, and feasible. 
Timely and appropriate for activity cycle.	

Good qualitative research Qs often start with:
How does…
Why do…
Under what conditions does…
The extent to which participants feel X...  
How satisfied are participants with intervention activities? 
What barriers are participants continuing to face?
[bookmark: _Step_2:_Describe]Step 2: Describe the Design and Methodology
Activity 4 - Draft Sampling Strategy and Selection Criteria
(See pages 15–18 in toolkit)
Draft your sampling strategy and selection criteria. Note any questions you would like to discuss with your working and review teams or add them as comments on your QuIPS. Include the target community (-ies), inclusion and exclusion criteria, and proposed sample size. When you are ready, document the sampling strategy in your QuIPS.
Target community (-ies):
Inclusion and exclusion criteria: 
(Ideal) sample size:
Number of sampling units:
Activity 5 - Document Data Sources
(See pages 13–22 in the toolkit)
1. Document your data source(s) and your current ideas about research methods in the QuIPS. Review what you have already documented for purpose, objectives, questions, and data type to determine the sampling strategy, selection criteria, and research methods that are appropriate for your purpose. You may also want to review the commonly used qualitative methods described in Annex 4 of the toolkit.

2. List the tools you intend to use with each unit of interest to best capture the information needed to answer your research questions. Add these data collection tools to your QuIPS.
Unit of interest/tools 1:	
Unit of interest/tools 2:	
Unit of interest/tools 3:	
Activity 6 - Determine Broad Topics and Develop Interview Tools
(See pages 19–22 in toolkit)
After reviewing the sample topical outline questions provided in Annex 5 of the toolkit, determine the broad topics of your qualitative inquiry. Develop a set of questions for your topical outline given each subject area. A good topical outline interview guide should include questions that are: 
open-ended in nature (that can’t be answered with a simple yes/no response);
narrative rather than enumerative;
organized thematically and in the order in which they are likely to proceed;
appropriate and use neutral or non-direct language that is sensitive to the audience; and
limited in number, being careful to avoid redundancy, and always refer back to the research questions.


1. Subject Area 1, Topical Questions:
2. Subject Area 2, Topical Questions: 
3. Subject Area 3, Topical Questions: 
[bookmark: _Step_3:_Implementation]Step 3: Implementation Plan
Activity 7 - Draft Implementation Plan
[bookmark: _Hlk130483914](See page 23–25 in toolkit)
Draft your implementation plan using a timeline structure. Outline which data collection tools will be used, by whom, and for which individuals and/or groups. Your implementation plan should also factor in training days for researchers prior to fieldwork as well as to time to complete data collection. Be sure to build in adequate days for data entry and review (ideally every third day if budget allows). Consider logistical factors such as travel time, access to power sources, security concerns, and time for communication (among team members, team leaders). Make sure your implementation plan aligns with the budget and includes built-in contingencies for weather challenges, illness of staff, etc.
The implementation plan can be included in the QuIPS, using a table and/or Gantt[footnoteRef:2] chart that provides information to guide implementation for each step of the inquiry, including:  [2:  A Gantt chart is a type of bar chart that illustrates a project’s schedule and shows the interdependence between activities.] 

inquiry activity
date/ duration
location
data collection tools
team lead
other contributing team members 
other remarks or notes
The Frequency and Timing section of the QuIPS may also include a budget if this is useful to the team and/or requested by BHA. 
Activity 8 - Role Play Interviews and Practice Using Data Collection Tools
(See pages 25–33 in toolkit)
Particularly in cases where team members have minimal experience using qualitative data collection tools, utilizing “role play” can provide practice prior to the field test. Try it:
1. Within your team, as per assigned roles and using the questions derived from the topical outlines, conduct a role play of a KII with one person playing the role of interviewer and the other the role of interviewee. 
2. Split the qualitative team into groups that then role play a FGD with two members of the team serving as the interviewer and the notetaker and five to six team members playing the FGD members and/or observing and providing feedback on the process.
3. Team leaders then lead a discussion as to what went well in each of the above exercises and what problems emerged. 
4. If time allows, set up various FGDs rotating the roles of interviewer and notetaker.      
[bookmark: _Step_4:_Data][bookmark: _Toc130543042][bookmark: _Ref131449994]Step 4: Data Analysis Plan
Activity 9 - Identify Emergent Themes
(See pages 33–39 in toolkit)
1. Choose several KIIs that were conducted with individuals who share expertise on a particular topic. Working with those interview data, identify trends and patterns that emerge by carefully reviewing the way these individuals describe a particular condition (e.g., a shock or stress), and how they have responded or adjusted behaviors in response. 
2. Conduct a similar exercise with data from several FGDs conducted on the same topical area, e.g., members of VSLAs, livestock groups, garden groups, etc. Considering the information gathered from these discussions, again work to identify trends and patterns that emerge from the data by carefully reviewing the way these group members describe a particular condition (e.g., a shock or stress), and how they responded or adjusted behaviors in response. It may be relevant to disaggregate such data by gender, age, or other variables. 
3. Look for outliers or exceptions to the patterns and trends that may provide insights into positive deviants or new results pathways in future programming. Identify direct quotes or descriptions that support these patterns or exceptions.
4. After going through these steps, meet with the team members and leaders to troubleshoot any problems arising from this exercise. For example, did different team members interpret the same data in different ways? Do team members disagree on what was communicated by informants in the KIIs? How should these situations be handled when conducting the data analysis?   
[bookmark: _Step_5:_Anticipate][bookmark: _Toc130543045][bookmark: _Ref131449997]Step 5: Anticipate Limitations, Risks, and Ethical Review
Activity 10 - Review your QuIPS
(See pages 40–42 in toolkit)
1. Review your draft QuIPS in detail and make note of limitations and risks associated with the choices made throughout each section. Bear in mind that all studies and inquiries include limitations and risks. The expectation is not that you eliminate all of them. Rather, use this section to develop awareness among your team and stakeholders and consider mitigations.
2. Then, review your training requirements to ensure you allocate adequate time and attention to discuss the basic principles of ethical research described above and how they apply to the specifics of your study/monitoring.
3. Finally, document in the QuIPS your plans for or outcomes of an ethical review. If your inquiry is exempt from an ethical review, provide that justification.

[bookmark: _Qualitative_Inquiry_Planning][bookmark: _Ref131449999]Qualitative Inquiry Planning Sheet (QuIPS)
	[bookmark: _Hlk130554581]QM/QS # [Insert title of qualitative study or monitoring inquiry]

	PRE-WORK

	SOURCE DOCUMENTS and EVIDENCE GAPS 

Source Documents (List any documents consulted in the desk review to identify evidence gaps):


Evidence gap(s) (List any evidence gaps identified):

	TEAM and STAKEHOLDERS

Collaborators:

Reviewers:

Stakeholders:


	SECTION 1: PURPOSE, OBJECTIVES, and RESEARCH QUESTIONS

	Purpose:

Objective(s):


	Research / inquiry question(s):

	Data type (Process / Output / Outcome / Impact / Context / Crosscutting theme):

	SECTION 2: DESIGN and METHODOLOGY

	Data sources(s) and inquiry methods:
 
Sampling strategy and selection criteria:
 
Data collection tools:

	SECTION 3: IMPLEMENTATION PLAN

	Study team composition: 

Frequency and timing:
 
Training requirements:
 
Data recording, data management, and quality assurance:

Implementation timeline:

	SECTION 4: DATA ANALYSIS, DELIVERABLES and APPLICATION

	Data Analysis Plan: 
Disaggregated by (for example, gender, age, disability, degree of poverty, family composition):

	DELIVERABLES
	UTILIZATION / APPLICATION

	SECTION 5: ADDITIONAL INFORMATION

	LIMITATIONS AND RISKS

	ETHICAL REVIEW STATUS / INFORMED CONSENT





[bookmark: _Checklist_of_Documents]Checklist of Documents for Desk Review
Checklist of project documents and other relevant documents for desk review to be used in your pre-work to identify evidence gaps. This suggested list of documents may vary by activity and should be used as a guide. Not all documents will apply. 
	ITEM
	NEEDED?

	· Logical Framework (LogFrame) 
	☒ Yes  ☐ No

	· Theory of Change (TOC) 
	☒ Yes  ☐ No

	· Indicator Performance Tracking Tables (IPTT) and monitoring data 
	☒ Yes  ☐ No

	· Output and outcome monitoring reports/data 
	☐ Yes  ☐ No

	· Approved activity proposal narrative 
	☐ Yes  ☐ No

	· Inception report
	☐ Yes  ☐ No

	· Annual reports, quarterly reports, and PREPs
	☐ Yes  ☐ No

	· Baseline study report 
	☐ Yes  ☐ No

	· Cash and voucher feasibility studies
	☐ Yes  ☐ No

	· Food security assessments (FAO/WFP/FEWS NET)
	☐ Yes  ☐ No

	· Food distribution and post-distribution monitoring reports
	☐ Yes  ☐ No

	· Market assessments and bulletins
	☐ Yes  ☐ No

	· Rapid needs assessment
	☐ Yes  ☐ No

	· Situation reports
	☐ Yes  ☐ No

	· Integrated Phase Classification (IPC) reports
	☐ Yes  ☐ No

	· Lists of beneficiaries 
	☐ Yes  ☐ No

	· List of partners (government, NGOs, UN agencies) 
	☐ Yes  ☐ No

	· Lists of intervention sites identifying the type(s) of interventions at each location, with start dates of implementation, numbers of direct participants and indirect beneficiaries, quantities of commodities distributed, etc.; or an updated operational map
	☐ Yes  ☐ No

	· Item distribution reports that include location of distribution, type of distribution, and planned and actual quantities, ration sizes, and timing of distributions
	☐ Yes  ☐ No

	· Past performance evaluations (e.g., baseline study, midterm evaluation report and post-midterm utilization and action plan, etc.) 
	☐ Yes  ☐ No

	· National level reports such as demographic and health survey, living standards measurement study, agricultural censuses, or data that may be relevant; national policy and strategy documents
	☐ Yes  ☐ No

	· Inter-agency coordination related documents (e.g., relevant cluster monitoring plans or reports) 
	☐ Yes  ☐ No

	· Peer reviewed studies and relevant academic publications
	☐ Yes  ☐ No

	· Gray literature or reports from other similar activities
	☐ Yes  ☐ No




[bookmark: _Daily_Debrief_Template][bookmark: _Ref131450001]Daily Debrief Template
The daily debrief template is a simple tool team leads can use to help guide discussions with the field teams after each day of data collection. Daily debriefs with data collection teams offer an opportunity to reflect on the data collection process so that teams can assess their progress and data quality assurance on a daily basis. Field teams can then use the information shared in these discussions to improve the process for the next day of data collection, to identify key and emergent findings, and identify information gaps that need more attention during field work. This sample template should be adapted to the specific qualitative inquiry and applied to the extent it is useful for the team. The template is not to be used to enter individual interview data. 
Qualitative Study (QS) 1 Data Collection

	Date:
	Interview Location(s):

	Supervisor:
	

	Debrief notetaker:
	

	Team members:
	

	Types and number of Interviews today:
	



	Question/Topic
	Issues
	Solutions /Follow-up Needed

	1. Data Collection Process

	1.1. Participants: Organizing Key Informants (KIs), getting consent, finding private space for interviews, locating the appropriate KIs (or finding replacement KIs), gaining trust, making sure people have sufficient time to meet with you.
	
	

	1.2. Tools: Do people understand the questions? Are interviews too long, are participants getting bored or restless, or not responding? Are interviewers able to keep the interview on track?
	
	

	1.3. Logistics support: Recording, notetaking, schedule changes, other
	
	

	1.4 Challenges and solutions: Are there any other challenges the team encountered in data collection today? E.g., timing, flow, facilitation, notetaking, probing, distractions, etc. How can we address these challenges? 
	
	




	Question/Topic
	Highlights and Important Points from Today

	2. Topical Outlines: Mother Care Groups

	2.1. Observations – Interesting observations in the community? How does it relate to resilience (for example, markets, infrastructure, water sources, etc.)? How did your observations support or contradict what participants said? 
	

	2.2. Data Quality – Are you getting information on all of the topics? Describe any information that is missing. Where are the gaps in information? What topics need more probing? How do we fill the information gaps? 
	

	2.3 Data Validation – Are all team members hearing the same information? Is there contradictory information? How do we address contradictory information?
	

	2.4 Common Issues – What common issues and themes are emerging? What are the major differences between groups or locations?
	



	Question/Topic
	Key Highlights or Information of Interest from Today

	Changes in livelihood strategies over the life of the activity  (for all topics, are there variations across women/men/youth?):
	

	Changes in DRR perceptions or activities:
	

	Changes in nutritional security for CU2:
	

	Changes in sanitation capacity at health care facilities:
	

	….
	

	….
	

	….
	



	Key Research Questions: Check daily to see if your data is answering these questions; note and address any information gaps.

	1. ……

	2. ……

	3. ……




[bookmark: _Qualitative_Data_Entry][bookmark: _Ref131450003][bookmark: _Hlk131081671]Qualitative Data Entry Matrix Template
For each qualitative interview, the notetakers and interviewers/facilitators work together to enter raw notes into a simple matrix that aligns with the topical outline. For matrix-based analysis, the researchers aggregate notes from each data collection event into a master matrix, synthesizing and organizing the full data set. The sample data entry matrix below provides space in the first row of data entry to record general information on the group composition and dynamic that may be helpful in the analysis. It also includes a column (on the far right) to record observations or insights shared by the interview team. This information does not come directly from the informant or FGD participants but provides additional contextual information that may be useful for the analysis.  Note that this template is illustrative. You should revise the topics as needed and expand the rows to align with interview guides.

Part 1:
	Facilitator
	
	Date
	

	Notetaker
	
	Time Start
	

	State
	
	Time End
	

	District
	
	Gender: M /F
	

	Community
	
	# of participants
	



Part 2:
	[bookmark: _Hlk130561201]Topic
	Notes
	Researcher Comments, Insight, Observations

	Group composition (types of participants – e.g., youth, elders, leaders, disabled, IDPs/hosts/other; setting; interview context; group dynamic)
	
	

	Main livelihoods and local market activities
(actors/ who does what – women, men, youth, elderly, IDPs, hosts, returnees; why; what has or is changing; why/dynamics; barriers, constraints or opportunities)
	
	

	Shocks and Stresses
(primary/drivers, secondary/ downstream; characteristics; effects on community, different effects on different groups; change/dynamics) 
	
	

	Coping strategies (primary/ secondary responses; differential strategies by group – women, men, youth, elderly, IDP; change/ dynamics)
	
	

	Adaptive strategies (longer-terms changes to prepare for, manage shocks, reduce negative impacts; differential strategies/ benefits; household/ community; change/ dynamics)

	
	

	Collective action (affect of shocks/ stress on community / inter-community relations; community-level responses; community / inter-community decision-making; group activities, mutual self-help; change/ dynamics; consider IDPs, hosts, women, youth, men, disabled)
	
	

	Participation in government or NGO programs
(active programs/ agencies, differential participation, coordination; effect on community; change/dynamics)
	
	

	Receipts of cash transfers or humanitarian assistance
(type, source, frequency, duration; who receives, for what reason; use; effects on households, community; issues with transfers; resultant change/dynamics)
	
	

	Natural resources
(Access to resources, change in management or use, water availability, community response to problems; change/dynamics)
	
	

	Markets, infrastructure, and information 
(Type/ accessibility of markets, change in marketability of goods, access to early warning information and telecommunications; change / dynamics) 
	
	

	Savings, credit, financial services, insurance
(Access to financial services, access to agri-insurance; perceptions, participation and impacts – who has access, who does not, why, how does access or lack of change things for hh, groups, communities; change / dynamics)
	
	

	Displacement dynamics
(Characteristics of hosts, returnees, IDPs, refugees; describe movement: from/to, when, how often, why; general conditions, resources, activities, opportunities; challenges, relations between IDPs and community; change / dynamics)
	
	

	Aspirations (Vision/ plans for change in the near, longer-term future; expected change in shocks/ stress; sense of agency and ability to solve own problems; who will benefit, who will not, why)
	
	

	Additional Comments
	


	




[bookmark: _Data_Analysis_Matrix][bookmark: _Ref131450005]Data Analysis Matrix Templates
The matrices below are examples you can adapt when collecting data from multiple sites or data collection events. Both examples are for FGDs and can be adapted for KIIs. In general, the thematic categories in the analysis matrix will follow from and align with the categories established in the topical outlines for a qualitative inquiry. Remember, in all cases, the cells expand to meet the needs of the inquiry and data set.
Example 1
	State
	
	
	

	Site
	
	
	

	Urban/Rural
	
	
	

	Km from main town
	
	
	

	Main activity interventions
	
	
	

	# FGD participants
	
	
	

	M/F
	
	
	

	Main livelihood activities and change over time
	 
	 
	 

	Shocks and stresses
	 
	 
	 

	Community response to shock/stress
	 
	 
	 

	Financial services /savings/VSLAs
	
	
	

	Garden/Farmer Groups
	 
	 
	 

	WASH/Water point improvement
	
	
	

	DRR
	
	
	

	Youth vocational training
	 
	 
	 

	Reliance on others/social capital
	 
	 
	 

	Gender dynamics
	 
	 
	 

	Participation in groups
	 
	 
	 

	COVID-19
	 
	 
	 

	Summary Themes
	 
	 
	 




Example 2
	State
	
	
	

	Site
	
	
	

	Population
	
	
	

	Urban/Rural
	
	
	

	Km to county seat
	
	
	

	Activity intensity level
	
	
	

	Number of interventions
	
	
	

	Group composition
	
	
	

	M/F
	
	
	

	Livelihoods/community overview
	
	
	



This document is made possible by the generous support of the American people through the United States Agency for International Development (USAID). The contents are the responsibility of the Implementer-led Design, Evidence, Analysis and Learning (IDEAL) Activity and do not necessarily reflect the views of USAID or the United States Government. 
		1
2
	33


image1.png
¥ IDEAL




image2.png
USAID

FROM THE AMERICAN PEOPLE





