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Dear County Extension Directors, 
As you know, the County Extension Director (CED) Visioning Committee has been working over the last year to develop a Stakeholder Survey. We have finalized the survey, and are ready to take it live throughout the state. As you also know, you will be an integral part of the success of this effort. This brief summarizes the survey process, and the role we hope you will play.
Survey Overview
[bookmark: _GoBack]Both a web-based version and a paper and pencil version of the Stakeholder Survey have been developed. The paper and pencil version is attached to this brief (English and Spanish versions are available). The web-based (English-only) version will be delivered to respondents via email that the CED and Extension staff will identify and send out with a link to the survey.  This project does not constitute “Human Research” and so does not require formally consenting participants.  All survey responses will be anonymous.
Survey Respondents
Survey participants will be recruited in two ways: by email, if an email address is available, or in person with a paper and pencil survey if no email address is available. Participation in the survey will be completely voluntary. We are asking that each CED and Extension staff identify both Cooperative Extension Users and Cooperative Extension Non-users, but Experts (described in detail below) from their county. Email addresses for those identified should be recorded using the attached excel spreadsheet titled “Stakeholder Survey Potential Respondent Emails”. 
Efforts should be made to identify potential respondents in the primary program areas of Cooperative Extension:  
· Agriculture and Natural Resources (e.g., farmers, ranchers), 
· Family and Consumer Health Sciences (e.g., County Health Department personnel, human service agency personnel, etc.), 
· Youth Development (e.g., 4-H, FAA, school personnel, school board members)
Be sure to consider those who are particularly involved in community development, such as those in city or county government, and members of the chamber of commerce, or other economic development agencies.
Some survey respondents will be Cooperative Extension “users,” or those who are affiliated with Extension in some manner and for whom Extension has an email address available. This group may include ranchers, farmers, Master Gardeners, Master Consumer Advisors, adults and youth in nutrition education, parenting classes, 4-H youth and volunteers, etc. Youth asked to complete the survey should be at least 14 years old. Because we are seeking diverse CE survey respondents, youth participants should be included as supplements to the adult surveys, and should not make up the bulk of the youth development response pool.
Some survey respondents will be “non-users” of Cooperative Extension, but may be past or potential partners or collaborators with Extension (thus Non-users, but Experts) such as directors or program coordinators at local agencies, superintendents or school principals, faith-based leaders, or members of local youth organizations. These “non-users” may be recruited through email if email addresses are available, or recruited in person if email addresses are not available. These “experts” might represent a group of potential future users of Extension.
Finally, members of the general public, who may be users or non-users, will be recruited.  General public participants can be recruited in areas where a cross-section of people gather such as a mall, library, jury pool or community event. CEDs, staff and/or volunteers will most likely use paper and pencil surveys to access this general public group. Additional materials (Instructions and scripts) covering the specifics of gathering surveys from the general public will be provided to CEDs in the coming weeks.
Our goal is to recruit the following minimum numbers of survey respondents within each county (shown in the table below by Program Area and User type). We recommend that attempts be made to assure that participants from across the county are included.  To help facilitate this, an excel sheet is attached to this letter listing all of the Census Designated Places in each county. While it is not expected that surveys be collected in all of the Census Designated Places within a county, gathering web-based and paper surveys from other than the largest communities is encouraged.  If a CED is able to recruit more than the numbers below within his or her county, that is encouraged, though we would ask that a balance across the program areas is maintained, as much as possible.  

	CE Program Area
	CE Users
	CE Non-users, but experts
	General Public

	Agriculture and Natural Resources
	20
	20
	100

	Family and Consumer Health Sciences
	20
	20
	

	Youth Development
	20
	20
	

	Total
	60
	60
	100



Survey Administration 
Web-based Survey – We ask that each CED gather a list of email addresses for CE Users and Non-users, but Experts across the three CE Program Areas listed above using the attached excel spreadsheet titled “Stakeholder Survey Potential Respondent Emails”. Once you have gathered your list of stakeholder emails, send each an introductory email asking for their participation. An example email is attached to this letter which can be adapted to fit your county, but please do not alter the web survey link embedded in the email. 
Included in the excel email tracking spreadsheet is a column titled, “Date email with Survey Link sent.” Please record the date that the email with survey link was sent to each email address. This will allow us to calculate a web-survey response rate. Please submit a copy of the completed excel spreadsheet to Darcy Dixon by the end of November, 2014. 
By mid-December, Darcy will provide each CED with a tally of the number of web-surveys completed in their county to date. If needed, a reminder email should be sent out by the CED, to those who had been sent the web survey link, thanking those who have completed the survey, and requesting that those who have not to please do so. A template for this email can be provided, if requested. We foresee closing the web-based survey on January 15, 2015. 
Paper and Pencil Survey – CEDs will have a budget of $500 for survey collection and can determine who will collect paper and pencil surveys in their county. If you wish to access these funds for survey collection, please write a justification as to how the funds will be expended, and send it to Darcy Dixon.  Some counties may choose to have CE staff collect survey data. Some may choose to have community clubs led by CE volunteers collect survey data. Others may choose to have CE youth groups or programs led by group leaders collect paper survey data. To enable CEDs to utilize whichever option works best for them, an instruction sheet and a script will be provided to CEDs in the coming weeks. 
Guidelines that will apply to all means of paper survey data collection include:
· Survey collectors should be at least high school age.
· If youth groups are included in survey collection, an adult should supervise this process.
· Non-user general public participants could be recruited at locations like malls, libraries, jury pools, or community events.
· Survey collectors may ask friends and family who are not associated with CE to complete a paper survey.
· Survey participation is voluntary, so people approached may choose not to participate, and that is ok.
· Survey collectors should attempt to collect surveys from communities across the county, rather than just the population centers. (The attached spreadsheet of Census Designated Places can help CEDs and/or supervisors decide where to collect paper surveys).
· CEDs may decide to use money provided by CE for group, club or staff survey collection, but incentives should not be provided according to the number of surveys collected. Instead a lump sum should be offered to encourage survey collection.
· All paper surveys should be collected and returned (see section below) by January 15th, 2015.
Return of Completed Surveys
Once the paper and pencil surveys are completed and collected in each county, please scan them for your copy and mail the originals to the following address:  Darcy Dixon, UACE, 489 N. Arroyo Blvd., Nogales, AZ 85621. 
They will be logged, counted and taken to campus for data entry and analysis.  Please ensure that your county fully participates in this process, or they will not be properly represented.
Once we have closed the web-based survey and received all paper and pencil surveys, analysis and reporting will begin. We will provide CEDs with this summary information as soon as it is available.

Questions or Comments
If you have questions or comments throughout this Stakeholder Survey process, please feel free to contact Darcy Dixon. We will compile a Frequently Asked Questions document, if warranted.

Thank you in advance for your help in making this a successful process. We are very excited to see the work of the Visioning Committee come to fruition.

Sincerely,


Darcy Dixon, M.S.
County Extension Director
University of Arizona
College of Agriculture and Life Sciences
Cooperative Extension
Phone:  520.281.2994 Ext. 103
darcyd53@gmail.com

Daniel A. McDonald, Ph.D.
Area Associate Agent/Associate Regional Specialist
Pima County Cooperative Extension
Family and Consumer Sciences
The University of Arizona
Phone:  520-626-5161 (ext. 106)
mcdonald@cals.arizona.edu

Michele Walsh, Ph.D. and DeeDee Avery, M.S., M.P.H.
Frances McClelland Institute for Children, Youth, and Families
Norton School of Family and Consumer Sciences 
College of Agriculture and Life Sciences 
The University of Arizona
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