Create a research plan
A worksheet 

Example: Starting a research plan
Research questions
1. How can we improve our service and prevent people from dropping out?
2. What problems do people encounter when using our service?
Analysis process 
· Data: 15 interviews (30 mins -1 hour each) with people who used our services, 10 dropped out
· Use Otter.ai to transcribe interviews and write summary
· Highlight key quotes about barriers / why people drop out
· Code each quote to a key stage in our service (e.g. application, first meeting, mid-review, exit) 
· Review quotes for each code and summarise key problems
· Possibly use a Whiteboard for all quotes or to visualise the service journey with example quotes

Your plan: Purpose

	Purpose
· Why you are doing this research
· What you hope to do or change as a result of the findings 
· How you plan to share and communicate the findings
	Example: The findings will help us 
· Improve our services
· Demonstrate our impact 
· Make the case for funding (e.g. where we uncover an emerging need) 
We will include our key findings, with quotes and stories in:
· Our annual report
· Presentations to the local authority 
· Information we share with funders









Your plan: Research questions

	Your research questions (3-5)
· What do you want to find out?
· Why did you ask specific Qs in forms / interviews
· What answers you will find in your data?
	Example: 
· What do participants value about our service?
· What improvements do participants want to see?
· How can we better support participants?











Your plan: Data overview

	Describe your data 
· How much do you have? What is the quality like?
· What format is it in? 
· Any implications for analysis?
	Example: 
All the responses are saved in a spreadsheet, with 500 rows. Approximately 200 people responded to the question. The responses are relevant, complete and wide ranging. They will be helpful to analyse as a result.

	Analysis approach
· How will you analyse your data?
· What tools are you thinking of using?
	Example: 
I will read a sample of the quotes in-depth and develop a set of codes, based on common responses. I will apply these codes to all of the quotes. I will summarise the key views expressed and compare differences between people who are ‘one off’ or ‘intensive’ users of our services




Your plan: Data housekeeping

	Informed consent
· How did you get informed consent? 
· Any anonymity, ethical or sensitive data issues?
· See the NCVO Guide to informed consent
	Example: 
We gave informed consent information at the start of the survey (add link to document this). We can use quotes anonymously and thank participants in the report. 

	Data logistics, safety and security
· How and where will you store data?
· What actions will you take to keep it safe?
· When will you delete the data?
· Check the GDPR legitimate purposes 
	Example: 
Data is stored on a shared drive, in a folder only accessible to members of the research team. It will be deleted in December 2025. All quotes will be analysed anonymously.




Your plan: Think about end goals
	Collaboration
· How can you keep the wider organisation involved?
· Who are the key stakeholders? How can you engage them and when?
	Example: 
Internal stakeholders (team, leaders): Team coding working, present plan at all staff meetings, discuss early findings with leadership team
External funders: Call to discuss what they want to find out and ideas for outputs

	Keeping participants involved
· How will you share updates and findings?
	Example: 
Our participants have some interest in what we do with the findings, but don’t want extensive updates. I will share email updates with our early findings and invite feedback. I will host a final workshop for participants to share the findings and involve in next steps

	Challenges and next steps
· Is anything preventing you from moving forward?
· Any gaps in tools, skills, confidence?
· Ideas to move forwards
	Example: 
Administration time to enter quotes - can team PA support on this?
Need confidence in analysis - will involve the team to sense check findings



