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5. How much do you need help paying for the following: (4 = a lot of help,  
3 = quite a bit of help, 2 = a little help, 1 = no help).  

V
er

y 

Q
ui

te
 a

 b
it 

A
 lit

tle
 

N
ot

 a
t a

ll 

a. Utilities or an unexpected bill  �� �� �� �� �� �� �� ��

b. Dental Care and/or Dentures �� �� �� �� �� �� �� ��

c. Hearing Exam and/or Hearing Aids �� �� �� �� �� �� �� ��

d. Paying for an Eye Exam and/or eyeglasses �� �� �� �� �� �� �� ��

e. Health insurance �� �� �� �� �� �� �� ��

f. Help paying for healthy food �� �� �� �� �� �� �� ��

g. Medical care �� �� �� �� �� �� �� ��

h. Prescriptions or prescription drug coverage �� �� �� �� �� �� �� ��

6. Please tell us about yourself (If you are a caregiver, answer about the person you care for). 
 

Gender 
�`  Female   
�`  Male 

 

Race 
�`�� Black or African American 
�`�� White or Caucasian 
�`�� Native American 
�`�� Hispanic  
�`�� Other (specify): ________ 
 

Marital Status 
�`�� Single             
�`�� Married        
�`   Divorced                 
�`�� Widowed    
�`�� Domestic Partner  
 

What year were you born?   19 ___ ___ 

What county do you live in? ________________
 

Education 
�`�� Less than high school 
�`�� High school diploma/GED 
�`�� Some college or Associate’s degree 
�`�� Bachelor’s degree 
�`�� Advanced/Graduate degree 
 

What is your monthly household income? 
�`�� Less than $698   
�`�� $699-$931    
�`�� $932-$1,257            
�`�� $1,258-$2,093 
�`�� More than $2,094 

 

How many people are supported by this income? 
One  �� Two   Three   Four or More 

�`          �`          �`           �`����������������������  
 

7. CAREGIVER: Please answer if you are responsible for the care of one 
or more persons who are over 60, have a disability, or a minor (under 
18).   S
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a. I need help paying for services the person I care for needs. ���� ���� ���� ����
b. I need help locating services for the person I care for. ���� ���� ���� ����
c. I would like training on caring for someone at home. ���� ���� ���� ����
d. I need somewhere for the person I care for to be during the day. ���� ���� ���� ����
e. I sometimes need temporary relief from my caregiver duties (respite).  ���� ���� ���� ����
f. Of the persons you care for, how many are:   None One Two 3 or More 

Over 60 years old �� �� �� ��
Has a disability �� �� �� ��

Both elderly and disabled �� �� �� ��
Child under 18 years old �� �� �� ��

THANK YOU FOR YOUR INPUT 



Name of AAA Region ___________________________ 

 

SURVEY CONVENIENCE SAMPLING FOR THE  

2012 REGIONAL AAA NEEDS ASSESSMENT 
 

In addition to the data obtained through the random mail survey, regional AAAs will, at their 

discretion, gather data through a convenience sample. There will be two major distribution 

methods to gather the same survey information.  

 

1. Hard Copy: Direct distribution of hard copies to specific audiences (regional option) 

 Hard copies will be distributed and collected by staff of each regional AAA.   

 Photocopies of the survey must be printed single sheet front-back (otherwise we 

cannot scan them electronically) 

 Suggested venues for distribution of hard copy surveys 

o Recipients of home delivered meals, congregate meals and home care 

participants and their primary caregivers. 

o Senior Centers 

o Faith communities/churches 

o Health fairs 

o Board or Advisory Committee members for further distribution 

o Public officials - legislators, city and county government 

o Public functions 

o Community meetings. 

o Motor Vehicle (DMV) offices 

 Use tracking form for number distributed and collected from each place or group 

 Completed surveys should be bundled and mailed to System Wide Solutions, PO Box 

11391, Columbia, SC 29211-1391 any time during the month of August.  

 All surveys must be received by SWS by August 31, 2012. 

 

2. Online Completion: AAA will conduct publicity to invite the general public to complete the 

needs assessment survey, either online or by requesting a hard copy. Announcements should 

contain this web address: http://swssurveys.com/AAA/survey.asp. Online surveys will go 

directly into the database. 

 Local newspaper announcements 

 Electronic newsletters distributed by the AAAs or other local agencies  

 Flyers or posters placed in public places such as senior centers, malls, public libraries 

and other places that allow public notices  

 Use tracking form for each announcement to include estimated number of people the 

announcement will reach. 

 

Although there is some concern that people filling out the form more than once might bias the 

results, this is unlikely.  For the online forms we have built–in safeguards that let us know if that 

is happening.  However, other than coding the blank forms, there is little way to safeguard 

duplicates from the hard copies. We believe that the risk of duplicates is fairly small. Please 

encourage constituents to fill out a survey only once, so if they received one by mail, they 

should not do another that you distribute at a meeting.

http://swssurveys.com/AAA/survey.asp


Name of AAA Region ___________________________ 

 

SURVEY DISTRIBUTION METHOD CONTROL FORM  
INSTRUCTIONS:  This form will help you keep track of hard copy surveys distributed and 

returned.  Enter the place or event where you gave out the form, how many were distributed, 

when and how many were returned.  Examples of organizations are a particular Senior Center or 

a specific church. Examples of events are a particular health fair or a specific community 

meeting. Make as many copies of the control form as you need. Mail control forms, along with 

surveys collected, to System Wide Solutions, PO Box 11391, Columbia, SC 29211-1391 by 

August 31, 2012.  We will scan in the responses. 

 

ORGANIZATIONS 

ORGANIZATION DATE # DISTRIBUTED DATE # RETURNED 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

EVENTS 

EVENT DATE # DISTRIBUTED DATE # RETURNED 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

© 20012 System Wide Solutions, Inc. 
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Follow up Telephone Interview by SWS Staff 

Select sample of individuals by region, including a higher number from regions that are 

underrepresented in the mail returns. Print out a call list by region and each staff person focus 

only on that region to avoid duplicative calls.  

Supplies needed: copies of survey, pen/pencil, list of AAAs by region and their phone numbers 

Make no more than three attempts to reach a given number – keep notes of attempts in the right 

margin. Try calling at different times of the day and on weekends. Avoid calling at meal times: 

12 noon-1pm and 6-7pm. If you are successful in completing an interview, put a check mark next 

to the name in left margin. 

“Hello Mr. _____ or Mrs. ____.  My name is _________ and I am calling on behalf of 

the SC Area Agencies on Aging. (For USADATA names only) “We recently sent you 

a survey by mail. The survey asked about services needed for seniors and persons 

with disabilities Do you remember receiving it? 

 

If yes, ask “Did you complete your answers and mail the survey back to us?  

 If yes, thank them for taking the time to do it. Say goodbye. 

 

If no, as if they might have completed a AAA survey in person at a senior center, a 

community meeting or that someone brought to their home. If they did complete a 

survey “in person,” Thank them and say goodbye.  

 

(For all non-USA-DATA names – caregivers and AAA clients): Say: The Area Agencies 

on Aging are conducting a statewide survey about the needs of seniors and persons 

with disabilities in order to improve services. Did you complete a survey like this 

recently at a senior center, community meeting, etc.?” If yes, thank them and say 

goodbye. 

  

If no, ask if they have about 15 minutes now to answer the questions by phone. Assure 

them that their answers will be kept private, will be combined with the answers of 

others and that their answers will not affect any services they currently receive. 

 

If they are willing to answer by phone but do not have time now, ask what is a better time 

to call back. Make a note of the time and try again later. 

 

If they still prefer to do the survey by mail, but have not gotten around to it, ask if they 

have any questions about the survey and encourage them to complete it and put into 

the mail by September 7. Say that any mail surveys received after September 15 will 

not be counted.  

 

If they do not remember receiving a survey by mail, ask if they would be willing to 

answer questions now by phone.  Explain the purpose of the survey is to find out 
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what services are most critical for seniors and persons with disabilities. Assure 

privacy/confidentiality. 

 

 Say, “Most of these questions are short answer or multiple choice. I will read each 

question and then give you the options for your answers. If you don’t understand, just 

ask and I can repeat anything. Do you have any questions for me before we begin?”  

 

 

 Address the presence of others 

 

If they prefer to have a family member or helper present to assist them, they may 

do so. If there are two people answering, ask if the call can be put on speaker 

phone.  

 

Other individuals may prefer to talk to you privately, but may need your help in 

asking others present to give you and the individual some privacy. Explain to the 

other person that this is a confidential survey. 

 

 Eliminate distractions 

 

If you hear noise in the background, like music, barking dog or a loud TV, ask 

them to turn it down or off while you are talking. 

 

 When in doubt, ask; do not skip. 

 

Ask every question on the survey, unless a skip pattern indicates to do otherwise. 

Respondents may choose not to answer any question they wish. That is their 

prerogative.    

 

 Do not leave any questions blank.   

 

If the individual does not answer, record “No Response.” 

 

 Ask the questions as they are written  

 

This ensures that each person asks the question the same way. If you need to, after 

reading the question in the original form, you may repeat or rephrase the question 

to help clarify the question’s intent, as long as the meaning of the question does 

not change. 

 

 Try to clarify unclear answers 

 

For the open ended questions, if a consumer’s answer is unclear, you may probe 

to gain further understanding.  However, try to not impose your interpretation on 

the consumer.  You may simply mark the response as “unclear” if the consumer’s 

response is unclear. 
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 Close the interview  

 

Thank the participant again for their participation. IF they have further questions, 

refer them to their regional AAA (see state list) 

 

 Data entry 

 

1) Complete paper survey form during the call and then do data entry on line  

OR 

2) Wear a headset during the call and complete data entry on line as you go 

along. 
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2012 AAA/ADRC Professional and Partner Survey Protocol  
NOTE: The purpose of the partner survey is to obtain input from knowledgeable persons about service needs 

and priorities for your region. Only certain AAA/ADRC Regions have decided to collect information from 

partners and professionals. Those regions should use this protocol.    

 
Work Plan: “The partner and professional survey, interview schedule and protocol will be developed by SWS 

and provided to each Area Agency.  The survey will include several multiple choice questions and no more than 

two open ended questions.  Each Region may, at their sole expense and discretion, collect survey data from 

partners and professionals by mail, telephone, email, or online survey.  The sample of professionals and 

partners will be obtained by the AAA’s and will be collected through a “snowball” method.  The Area Agency 

will be responsible for administering the professional/partner survey as well as for entering any mail, 

telephone, or email surveys into the survey database via the online survey portal.  All professional and partner 

surveys completed online will be automatically entered into the database.  SWS will provide at no cost training 

on protocols for administering surveys and entering data through the online portal. Training will be provided 

via Webinar [3pm August 30 and 10:30am August 31] and posted to the Internet for viewing at any time.” 

 

Privacy and Consent:  No written consent is necessary. Reponses will be kept private. No names or individual 

answers will be in the written report. 

 
The final deadline for data reporting is August 31, 2012. After that date at midnight, the online portal will be 

closed. 

 

Selecting Partners and Aging Professionals: Identify organizations and individuals within your region who 

work with or provide services to seniors, persons with disabilities, caregivers and other constituents.  

 

Method for administering: Choose only one method of administration of the survey per organization (either 

email OR telephone interview) to avoid duplicate responses. Also avoid asking several representatives in the 

same organization to complete a survey. 

 

Email Procedure: Send the message below or a message in your own words to your partners that explains the 

purpose of the needs assessment and the value you place on having their input. Include a link to the online 

partner survey (http://swssurveys.com/AAA/partnersurvey.asp). The responses will go directly into the 

database, so you do not have to do data entry. 

 

Dear Partner/Professional: 

 

The [Region Name] Area Agency on Aging (AAA/ARDC) wants to know your perceptions of service 

needs of seniors, those with disabilities, and caregivers.  In this era of reduced funding, we need your 

input as a valued partner to make decisions about which essential services to preserve at current levels 

and which less critical services may be offered at a reduced level or in a different manner. These 

decisions are for services provided by the AAA/ADRC as well as through agencies we contract with, 

such as senior centers, home care agencies, etc.  

 

Please go online to http://swssurveys.com/AAA/partnersurvey.asp to complete the survey.  Answer the 

questions based on your experience as a partner or service provider for seniors and persons with 

disabilities constituencies. Your response is anonymous and all answers will be kept confidential.  All 

surveys must be completed by August 31, 2012. Thank you. 

 

http://swssurveys.com/AAA/partnersurvey.asp
http://swssurveys.com/AAA/partnersurvey.asp
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Telephone Procedure: For selected partners or experts, you may choose to conduct the survey by telephone 

and then manually enter their responses yourself through the online portal.  

 Scheduling: If you do telephone surveys, we suggest that you schedule an appointment ahead of time. 

Tell the person that the survey should take about 15 minutes. 

 Number of Interviews: That is entirely within the discretion of each Region.  There is no minimum or 

maximum number. Conduct as many interviews as you reasonably can accomplish within the time 

frame. Make enough photocopies of pp. 3-5 to record your interviews.  

 Reporting Telephone Interview Findings: Each phone interview should be reported through the online 

portal within one week of administering the interview or survey.  Data entry can be done by the person 

conducting the interview or by another trained individual. The web address is 

http://swssurveys.com/AAA/partnertelephonesurvey.asp. 

 Selecting Staff: Persons conducting telephone interviews should have good communication skills and 

be knowledgeable of the AAA/ADRC programs and services offered in your area. Preferably, 

interviewers should be Board members or volunteers, rather than staff members. All interviewers should 

receive training on the purpose of the project and how to conduct the interviews. They may watch the 

live or recorded webinar at http://swssurveys.com/AAA/webinars.asp.  

 Conducting the Telephone Interview  

o Explain that the purpose of the interview is to obtain their input about AAA/ADRC programs and priorities 

o Make an appointment to do a telephone interview at a convenient time for the interviewee. Say that it will 

take about 15 minutes. 

o Call promptly at the appointment time and introduce yourself by name. 

o Have an interview form and pen ready to record their responses. 

o Assure that their individual answers will be private and no names will be in the written report. 

o Read each question slowly and explain each choice on multiple choice items. Repeat choices as  

necessary for clarification. 

o Allow them to answer open-ended questions in their own words  

o Enter interview answers through the online portal http://swssurveys.com/AAA/partnertelephonesurvey.asp  

o All data must be completed by August 31, 2012 at midnight.  

 

http://swssurveys.com/AAA/partnertelephonesurvey.asp
http://swssurveys.com/AAA/webinars.asp
http://swssurveys.com/AAA/partnertelephonesurvey.asp
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AAA/ADRC Partners and Senior/Disability Professionals Survey  

The Area Agencies on Aging (AAA/ARDC want to know about your perception of service needs of seniors and 

those with disabilities in each region, as well as needs of caregivers.  In this era of reduced funding, we need your 

input as a valued partner to make decisions about which essential services to preserve at current levels and which 

less critical services may be offered at a reduced level or in a different manner. These decisions are for services 

provided by the AAA/ADRC as well as services provided through agencies they contract with, such as senior 

centers, home care agencies, etc. Please answer the questions based on your experience as a partner or service 

provider for seniors and persons with disabilities constituencies. All surveys must be completed by August 31, 

2012. Thank you. 

 

1. Which of these ADRC or Area Agency on Aging or Senior Center do you work with or partner with? 

 Central Midlands  Catawba  Appalachian  Upper Savannah  Lower Savannah 

 Santee-Lynches  Waccamaw  Trident    Lowcountry 

 

2. Preserving Services provided by regional Area Agencies on Aging/ADRC or through 

agencies they contract with. Please tell us how essential each of the following services are 

for helping seniors and those with disabilities in your region to remain independent. V
er
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a. Insurance Counseling/Medicare Counseling services  ¤ ¤ ¤ ¤ 

b. Group Dining services  ¤ ¤ ¤ ¤ 

c. Activities and Exercise  ¤ ¤ ¤ ¤ 

d. Nutrition Counseling  ¤ ¤ ¤ ¤ 

e. Information on eligibility for community and other services (ADRC)  ¤ ¤ ¤ ¤ 

f. Legal Assistance  ¤ ¤ ¤ ¤ 

g. Home-delivered Meals  ¤ ¤ ¤ ¤ 

h. In-Home Care (housekeeping, laundry, personal care)  ¤ ¤ ¤ ¤ 

i. Minor home repairs and property upkeep (like lawn care)  ¤ ¤ ¤ ¤ 

j. Transportation (e.g. for medical appointments, grocery shopping)  ¤ ¤ ¤ ¤ 

k. Adult Day Care  ¤ ¤ ¤ ¤ 

l. Caregiver Support (those caring for elderly/disabled or minor child)  ¤ ¤ ¤ ¤ 

m. Services to protect the safety, property, rights and dignity of elderly/disabled persons 

(Ombudsman)  
¤ ¤ ¤ ¤ 

n. Opportunities for elderly/disabled persons to socialize with others  ¤ ¤ ¤ ¤ 

o. Help with minor home repair, maintenance and home safety  ¤ ¤ ¤ ¤ 
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3. Relationship with the Organization. How much do you agree or disagree with these 

statements about AAA/ADRC services and how you/your organization interacts with the 

AAA/ADRC in your region? 
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a. I am fully knowledgeable of the range of services provided by the Regional AAA/ADRC or 

through organizations with which they contract 
¤ ¤ ¤ ¤ 

b. I am aware of the Regional AAA/ADRC’s strategic plan and goals ¤ ¤ ¤ ¤ 

c. I do not know which clients are eligible to receive services from the AAA/ADRC or the 

agencies with which they contract  
¤ ¤ ¤ ¤ 

d. I understand how the regional AAA/ADRC sets priorities for which clients receive services ¤ ¤ ¤ ¤ 

e. The regional AAA/ADRC is a critical partner for my organization ¤ ¤ ¤ ¤ 

f. My organization frequently refers seniors or person with disabilities to services offered 

through AAA/ADRC or agencies with which they contract 
¤ ¤ ¤ ¤ 

g. Clients or constituents I work with can easily access services offered by AAA/ADRC  ¤ ¤ ¤ ¤ 

h. Most elderly or disabled clients are able to pay part of the cost for their services ¤ ¤ ¤ ¤ 

i. The AAA/ADRC is not providing services to meet critical needs for caregivers in this region ¤ ¤ ¤ ¤ 

j. The AAA/ADRC is not providing services to meet critical needs for elderly persons in this region  ¤ ¤ ¤ ¤ 

k. The AAA/ADRC is not providing services to meet critical needs for disabled persons in this region  ¤ ¤ ¤ ¤ 

l. The regional AAA/ADRC should offer enrolled providers the opportunity to contract for 

fixed reimbursement rates  
¤ ¤ ¤ ¤ 

 

4.  Please tell us about yourself  

Gender 

○ Female    Male 

 

Race 

○ Black or African American 

○ White or Caucasian 

○ Native American 

○ Hispanic  

○ Other (specify): ________ 

 

Education 

○ Less than high school 

○ High school diploma/GED 

○ Some college or Associate’s degree 

○ Bachelor’s degree 

○ Advanced/Graduate degree 

 

What year were you born? __ __ __ __ 

 

# Years of experience in the Aging or Disabilities field  

__1-3  __4-6  _7-10 __11 or more_____ 

 

Which of the following best describes your organization’s primary 

line of business? 

Independent living retirement community 

Assisted living or continuing care retirement community 

Skilled nursing 

Healthcare 

Health and wellness 

Nutrition/Meals  

Community or senior center 

Adult day services or in-home care 

Transportation 

Disability advocacy 

Legal services 

Mental health 

Behavioral health 

Support group 
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5. Views of Underserved Populations 

a. The specific geographic areas in this region most in need of additional services for seniors are: 

_________________________________________________________________ 

b. The three programs most needed by seniors in those geographic areas are 

_________________________________________________________________ 

c. The specific geographic areas in this region most in need of additional services for persons with 

disabilities are: _________________________________________________________________ 

d. The three programs most needed by persons with disabilities in those geographic areas are 

_________________________________________________________________ 

 

THANK YOU 
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APPENDIX TWO: 
INTERVIEW SCHEDULES AND PROTOCOLS 
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2012 AAA LTC Resident Interview Protocol  
NOTE: Only certain AAA Regions have decided to collect information from LTC  

facility/nursing home residents. Those regions should use this protocol. 
 

Work Plan: “SWS will develop and provide to the Area Agencies interview and focus group schedules and 
protocols.  With this information, each Area Agency may, at its sole expense and discretion, conduct the focus 
groups, face to face surveys, and interviews of persons living in LTC facilities.  Persons to take part in focus 
groups and interviewed in long term care facilities will be volunteers selected by the AAA’s and the 
ombudsmen. 
 
The individual interview will include several multiple choice questions and no more than two open ended 
questions.  The Area Agency will be responsible for administering the survey as well as for entering the surveys 
into the survey database via the online survey portal.  Individual interview data will be included in the data 
analysis used to determine the needs by region.  SWS will provide at no cost training on protocols for 
conducting individual interviews and entering survey data through the online portal. Training will be provided 
via Webinar and posted to the Internet for viewing at any time.” 
 
Selecting Participants: Consult with the Regional Ombudsman in developing any plans for interviewing 
nursing home residents. You will need to get the permission of the facility to conduct interviews and the written 
consent of each resident to participate. Interview participants should be able to understand and answer the 
questions. Persons with significant cognitive impairment are not good candidates for interviews. 
Number of Interviews: That is entirely within the discretion of each Region There is no minimum or 
maximum number. Conduct as many interviews as you reasonably can accomplish within the time frame. Make 
enough photocopies of p. 2-3 to record your interviews. 
Selecting Staff: Persons conducting interviews should have experience in communicating with elderly and/or 
disabled persons. Interviewers should be trained on interview procedures and confidentiality guidelines.  Staff 
may view live or recorded webinar training on how to do interviews and data input. 
Privacy and Consent: Obtain a signed consent from each participant you interview. These forms (that contain 
client names) should be kept in the AAA office in a locked file separate from the completed interview survey 
forms (that do not contain client names).  
Reporting Interview Findings: Each interview should be reported through the on line portal. The address is 
http://swssurveys.com/aaa/LTCinterview.asp. The final deadline for reporting is August 31, 2012.  
 
Interview procedure 

• Make an appointment to see the interviewee at a convenient time for them (e.g not at meal time). 
• Introduce yourself to the participant by name and explain the purpose of the interview.  
• Review the consent form it with them to make sure that they understand before they sign. 
• Assure them that their answers are confidential and private; and will not be shared with anyone, 

including the nursing home facility 
• Say that the interview will take about 15 minutes. 
• Read each question slowly and explain each choice (rating scale). Repeat choices as necessary. 
• For the open-ended questions, let them answer in their own words. Write down what they say. 
• Enter results from each interview through the online portal at http://swssurveys.com/aaa/LTCinterview.asp 
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Informed Consent for LTC Nursing Home Interview: AAA Needs Assessment 
 

Purpose:  to look into participants’ views about services offered by the nursing home or other facility. 

Explanation:  If you decide to participate in this study, you will take part in a 10‐15 minute interview. It will be conducted 
by a representative of the Area Agency on Aging/Ombudsman.  The interviewer will ask you questions about your 
opinions regarding the services provided to you in the LTC facility.  

Confidentiality: The information collected in this study will remain confidential.  This means that your identity as a 
participant will not be told to people other than the staff conducting the interviews. Any references to information that 
would reveal your identity will be removed or disguised prior to the preparation of the research reports. All research 
materials will be kept in locked files. 

Risks and Discomforts: We do not believe that participation in this study will pose physical or psychological risks beyond 
what you face in everyday life. However, if you are uncomfortable answering a particular question, you are free to 
refuse to answer the question, and you are free to quit the study at any time. 

Benefits:  The results from this study will be shared with decision‐makers and will assist aging professionals in deciding 
how services for seniors, caregivers and disabled persons are to be delivered within this area. 

Freedom to Withdraw Participation: Participation in this study is voluntary; you will not be penalized if you decide not to 
participate. You are free to withdraw consent and end your participation in this project at any time. 

Contact Information: If you have concerns about this study or would like to have a copy of the results after we have 
completed the project, please contact  your Area Agency on Aging at  _____________.  

Your signature below shows that you understand the above and agree to participate in this interview. 
 

Please print your name _________________________ Witness signature ________________________ 

 

Please sign your name ___________________________ Date ____________ 
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2012 AAA NEEDS ASSESSMENT - LTC RESIDENT INTERVIEW 

Interview Date _________ Facility Name __________________ Interviewer Name ______________ 

1. Demographics: Say “Please tell me a little about yourself.” 

a. What is your county of residence? ________________    

b. Gender __M __F 

c. What is your age? ___18-59 ___60-74 ___75-84  ___85 or older 

d. Marital status  __Single  __Married ___ Domestic Partner __Widowed  ___Divorced   

e. Education  ___ Less than HS  ___HS or GED  __ Some college __Bachelor’s degree 

__Advanced/graduate degree  

f. Race  __White  __African-American  ___Hispanic  __Other 

g. How long have you lived at this facility?  ___ years ___ months? 

 
2. Participant Views  

Say that you are going to read to them several statements about their experience living in this facility. 
They will tell you how much they agree or disagree with each statement. Read each numbered statement 
and then read each opinion choice.  Circle the answer that the participant gives. Repeat the choices after 
you read each statement.   
 
a. This facility is the right place for 

me to get the care I need right now 
Definitely 

No 
Probably 

No 
Maybe Yes, 
Maybe No 

Probably 
Yes 

Definitely 
Yes 

b. My rights as a resident have been 
explained to me  

Definitely 
No 

Probably 
No 

Maybe Yes, 
Maybe No 

Probably 
Yes 

Definitely 
Yes 

c. The staff here know about client 
rights  

Definitely 
No 

Probably 
No 

Maybe Yes, 
Maybe No 

Probably 
Yes 

Definitely 
Yes 

d. I know who to talk to if I believe 
that my rights have been violated  

Definitely 
No 

Probably 
No 

Maybe Yes, 
Maybe No 

Probably 
Yes 

Definitely 
Yes 

e. The staff here follow my choices 
and preferences  

Definitely 
No 

Probably 
No 

Maybe Yes, 
Maybe No 

Probably 
Yes 

Definitely 
Yes 

f. I have concerns about my safety 
and dignity 

Definitely 
No 

Probably 
No 

Maybe Yes, 
Maybe No 

Probably 
Yes 

Definitely 
Yes 

g. I am entirely satisfied with the 
services I receive at this facility  

Definitely 
No 

Probably 
No 

Maybe Yes, 
Maybe No 

Probably 
Yes 

Definitely 
Yes 

h. The Area Agency on Aging has 
services that would help me here 

Definitely 
No 

Probably 
No 

Maybe Yes, 
Maybe No 

Probably 
Yes 

Definitely 
Yes 

i. I want to be discharged from this 
facility  

Definitely 
No 

Probably 
No 

Maybe Yes, 
Maybe No 

Probably 
Yes 

Definitely 
Yes 

j. I would need additional supports 
to be able to live at home 

Definitely 
No 

Probably 
No 

Maybe Yes, 
Maybe No 

Probably 
Yes 

Definitely 
Yes 
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Before asking the following questions, first read them a list of services that are provided through  
the regional AAA. Explain any terms with which they are not familiar. 

 
3. Participant Views  
a.  Open ended #1What services that AAA provides would help me in this facility?   

____________________________________________________________________________________
___________________________________________________________________________________ 

 
b. Open ended #2 If you were able to be discharged, what kind of help or support would you need to stay 

at home?  
____________________________________________________________________________________
____________________________________________________________________________________ 

 
4. Interviewer Observations (Fill in after interview is completed) 

Participant was __ cooperative ___ uncooperative ___ alert ___disoriented   ___other  
 

 
 

Thank the individual for their time and input.  
Say that their information will be kept private and that no names will be in the written report. 

 
 

Data entry:  Enter all interview data through the online portal at 
http://swssurveys.com/aaa/LTCinterview.asp within one week of interview. 
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AAA/ADRC Regional Focus Group Protocol 
 

SWS will provide training on focus group procedures. Person conducting or supervising 

the focus group process should attend the webinar at 10am on October 11, 2012  

 

See http://www.cdc.gov/nccdphp/dnpa/socialmarketing/training/pdf/focusgroupguidelines.pdf 

for general guidelines about focus groups based on David Morgan’s The Focus Group Kit. The 

entire reference set is available from Sage Publications. 

 

General Guidelines 
 

Goal of Focus Groups:  To obtain feedback from AAA/ADRC constituents about the quality, 

convenience and other features of the services they receive or might want to receive, including 

specifics about time and place, frequency, particular vendors, etc., as determined by each 

region’s needs and interests. To determine how, in the future, current and potential future 

recipients would like to have services provided, where and by whom. 

 

What is a Focus Group? A focus group is a research tool for gathering information from similar 

participants through focused interactive group discussion. Essentially, it is a group interview 

where a Moderator stimulates and guides the discussion and interaction among participants. 

Moderators guide discussion by posing a few key questions and promoting discussion of 

specifics through “prompts” where needed.  This feedback provides an opportunity for the 

sponsoring organization to listen and learn. It is a qualitative research method that provides 

exploration and discovery, context and depth, and requires interpretation. Unlike written or oral 

surveys, in-depth discussion and exploration of variation in opinions is the aim of the discussion, 

rather than “polling” or voting by a show of hands.  

 

Selecting Participants: All invitees for a given group should be homogenous, that is 

representing a single category, such as senior citizens receiving services, persons with 

disabilities, caregivers, or the general public (potential future customers). Recruitment of 

participants may be done by AAA/ADRC staff or volunteers, not necessarily by the Moderator. 

You may randomly select participants from an existing group, ask for volunteers or advertise 

until you have the appropriate number. Ideally, groups should have about 6-8, although up to 12 

participants may be workable with a skilled Moderator. Groups that are too large do not allow 

for interaction among the participants. If you unexpectedly have too many volunteers show up, 

you may choose to break a large group into two or more smaller groups, assigning a Moderator 

to each group.   

 

Communication with Potential Participants: State that “Our Organization wants to hear from 

you in a private, small-group group forum about your service needs” or similar wording. Explain 

that participation is voluntary. Once someone states they are willing to participate, confirm the 

group purpose, date, time and location, preferably in writing (hand-delivered, mail or email) at 

least one week ahead of the date.  Supply a map or directions if needed. Assure participants that 

their comments will be held in confidence. Distribute and collect the Participant Consent form. 

(See page 6)  You may adapt the exact wording of the form to fit your region or group but we do 

encourage you to get written consent. If you are offering an incentive to participate, such as a 
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chance to win a “door prize” in a drawing, state this in your advertising and confirmation. If you 

are assisting with transportation, confirm where and when the participants will be picked up. 

 

Selecting Staff: The Moderator should have experience in doing group work, preferably in 

conducting focus groups, keeping people on topic, and managing group dynamics. The 

moderator should also be someone with whom the participants can feel comfortable in sharing 

their true opinions. Ideally, the Moderator should not be an AAA staff member. An outside 

person may be able to encourage more frank and candid discussion. However, a staff member 

who has training and experience in conducting focus groups may handle the situation, keeping in 

mind the participants’ potential caution and perceptions. The Scribe or Assistant should assist the 

Moderator by helping with group management, timekeeping, ongoing note taking on a flip chart 

or in a notebook and compiling the results and themes of the discussion afterwards. If AAA staff 

attend, try to keep a low profile. It is best to avoid having too many staff present so you do not 

overwhelm the participants. 

 

Logistics: Choose a convenient setting where participants will feel comfortable and safe. 

Accessibility of the facility should be considered. Set up the room with chairs in a circle or U-

shape or around a large table to encourage interaction. Position a blank flip chart and markers for 

recording key statements. (Optional) Place light refreshments at the side of the room or at least 

provide water. Any snacks should be suitable for the persons attending, such as sugar-free or 

low-cal choices, like cereal bars or fruit cups.  

 

Supplies needed: The Moderator and Assistant/Scribe should get a map or directions to location, 

list of focus group questions, list of expected participants, forms for gathering consent and 

demographic information (pages 6 and 7 of this guide), flip chart, blue or black heavy markers, 

tape recorder and tapes (optional), legal pad for note-taking, refreshments (optional), door prize 

and tickets for conducting a prize drawing (optional). 

 

Recording and Note-taking: If you wish to tape record a discussion, you must first ask 

permission of all the participants while the tape is running. It is best to do this right after you 

begin. If they agree, you can record the session and the Assistant or Scribe will then be available 

to record key points on a flip chart to help guide the discussion. Both leaders can then listen to 

the tape afterwards to note recurrent themes or patterns. If you choose not to tape record, or if 

participants object to your doing so, the Scribe should take detailed notes throughout the session. 

Write comments in the participants’ own words whenever possible.   

 

Reporting Focus Group Findings: The Moderator and Scribe should listen to the tapes several 

times, then reflect on the tapes and/or notes and discuss their meaning to determine what are the 

major themes or patterns they see/hear in the discussion. They should also note their 

observations of group interaction, nonverbals, etc. 
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Instructions for the Facilitator and Scribe 

 

30 minutes prior to scheduled focus group time – Arrive at the site to meet facility contact 

person and introduce yourself. Ask where to conduct group and location of bathrooms. Set up 

room in a horseshoe shape, a circle or around a table, if possible.  Put out snacks or drinks on a 

side table (if provided).   

 

As participants arrive: Greet them and distribute/collect participant demographics form and 

consent form. Assist anyone who has mobility or vision problems. 

 

Starting the group: Welcome participants. Offer snacks and drinks. Give information about 

bathrooms. 

o Briefly state your name as moderator and introduce your assistant (Scribe/note-taker) or 

other staff present. 

o State purpose of group - To obtain participants’ views about services needed by residents of our 

region and services currently offered to our residents by the AAA/ADRC and its contractors.  Say 

that you are doing similar groups around the region.  

o As Moderator you will be asking a few questions and each person will have a chance to 

say a much or as little as they wish about that. 

o Time frame will be approximately 60-90 minutes. 

o Assure anonymity (Say, “We don’t connect names to comments”) and assure 

confidentiality.  Mention the Participant Consent form they signed. If someone has not 

signed it, distribute it now. 

o Say either “We will be recording the session, with your permission“ OR “We will be 

taking detailed notes of the comments and discussion.”  

o Assure them that no one will be identified by name in the write ups.  

o Ask “Do you have any questions before we begin about the reason you are here and what 

we will be doing?” (Respond to any questions before proceeding.) 

o Tell them who/how to contact if they have questions (for example, the regional 

AAA/ADRC Director or Ombudsman). Distribute business cards or give phone number if 

asked. 

 

Warm-up questions  
Ask some general icebreaker or background questions, such as “Who is here from _______ 

(community) who is here from ___ community?” “Who has participated in a focus group 

before?”  “How long have you been receiving services from AAA/ADRC/Senior Center, etc.?  

   

Repeat the purpose of the focus group discussion, which is to gather their opinions about 

the services they currently receive (if a group of recipients) or services that they might like 

to receive in the future (either current recipients or general public). The key questions and 

probes will be different for each of these groups. 

 

Record the following for each session: 

 

Region ______ Location _____________ Date ________________ # Participants ____M ____ F 

Moderator: _______________________ Scribe (note-taker) ________________________ 

Composition of group (current recipients, caregivers, etc.) ____________________________ 
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Note: the question sequences written here are guides, not survey questions; a skilled 

Moderator should adapt according to the agreed-upon goals of the region. 

 

A. Key questions for groups consisting of current service recipients (elderly, persons 

with disabilities or caregivers)  
 

1. To what extent are the services you are receiving now meeting your needs (or needs of 

the person you care for)?  

Probes  

a. What service(s) do you receive? 

b. How often? 

c. What is it about ______ (the service) that you like? 

d. How is that helpful to you? 

e. How important is that to you in maintaining your current functioning? 

f. What concerns do you have about this service? 

i. Probe about particular issues  like timing, frequency, particular vendors 

g. What are the obstacles for you in using this service? (such as transportation) 

h. What might make this service even more helpful for you? (such as providing 

more often, in my home, with more flexibility, through a voucher), etc.)  

i. Ask participants to compare their experiences and how they are similar and 

different 

 

 

2. (This section is about unmet needs) What other activities, services or supports do you 

think would help you (or the person they care for) continue to live independently?  

a. Where would you like to have this services or support? 

b. How often? 

c. Who would be the best person or organization to provide the service to you? 

(agency, church, volunteer, paid aide)  

d. How would this help you? 

e. What might happen if you do not get this kind of help? 

f. Ask participants to compare their experiences and how they are similar and 

different 

 

 

 

B. Key questions for groups consisting of general public (that is, future service 

recipients) 

  

Assuming that the participant are currently physically able and functioning independently – ask 

them to imagine themselves several years (or decades) in the future. What changes do they 

foresee for themselves? Ask them to imagine these changes and what help or supports might be 

helpful to them.  

  

1. As you age, what might interfere with or prevent you from continuing to live 

independently? 

2. What physical factors and medical needs might change for you? 
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3. What social supports might change as you get older? 

4. How might your environment become difficult for you to maintain? (home, property 

upkeep)  

5. Based on the changes you considered, what activities, services or supports do you think 

would help you continue to live independently? 

 

Probes 

a. Where would you like to have this services or support? 

b. How often? 

c. Who would be the best person or organization to provide the service to you? 

(agency, church, volunteer, paid aide)  

d. How would this help you? 

e. What obstacles do you see for you using this services or support? 

f. Ask participants to compare their experiences and how they are similar and 

different 

 

 

Wrap-up: Summarize major themes that participants have mentioned. Thank them for their 

input. 

  

 (optional) Draw for door prize. 

 

Adjourn no later than 90 minutes after start time. 

Clean up room, arrange chairs as you found them, pack supplies. Scribe reviews notes 

with Moderator to assure that major ideas are noted. 

 

Completion: All focus group notes and demographic forms are to be kept in a locked file at the 

AAA/ADRC office. Written notes and forms are to be kept for one year and then shredded.  

 

The Moderator and Assistant/Scribe should listen to the tape or review written notes, discuss 

impressions of major themes, compile these themes into a summary and complete their write-ups 

within two weeks of the group. The summary report should, at minimum, go to the Regional 

AAA/ADRC Director.  

 

The region may decide to present focus group findings to other persons or organizations, either 

as a formal written report or power point presentation of major themes, Use participants’ own 

words, where appropriate, but omit their names. Often, the in-depth stories generated in these 

forums are a powerful way to get community and stakeholder attention. 
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Informed Consent for Focus Group Participation: AAA/ADRC Needs Assessment 
 

Purpose:   To obtain participants’ views about services needed by residents of our region or services 

currently offered to our residents by the AAA/ADRC and its contractors.   

Explanation: If you decide to participate in this study, you will take part in a focus group discussion with 

5-11 other participants, which will be led by a focus group Moderator (________________) and 

Assistant (_______________). The questions that the focus group leader will ask will address your views 

opinions about the service available to seniors, caregivers and disabled persons.  

You also will complete a brief survey that will request information about your age, marital status, and 

educational background. The focus group session will last approximately 90 minutes. 

Confidentiality:  The information collected in this study will remain confidential. This means that your 

identity as a participant will not be revealed to people other than the leaders listed above. Any 

references to information that would reveal your identity will be removed or disguised prior to the 

preparation of any reports and publications. All materials will be kept in locked files. 

Risks and Discomforts: We do not anticipate that participation in this study will pose physical or 

psychological risks beyond what you encounter in everyday life. However, if you are uncomfortable 

answering a particular question, you are free to refuse to answer the question, and you are free to quit 

the study at any time. 

Benefits:   The results from this study will be shared with decision-makers and will assist aging 

professionals in determining how services for seniors, caregivers and persons with disabilities are to be 

delivered within this area. 

Freedom to Withdraw Participation: Participation in this study is voluntary; you will not be penalized if 

you decide not to participate. You are free to withdraw consent and end your participation in this 

project at any time. 

Contact Information: If you have concerns about this study or would like to have a copy of the results 

after we have completed the project, please contact your regional AAA/ADRC office at _____________.  

Your signature below shows that you understand the above and agree to participate in this focus group 
discussion. 
 

Please print your name _________________________ Witness signature ________________________ 

Please sign your name ___________________________ Date ____________ 
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AAA/ADRC Regional Focus Group Demographics 
Directions: Photocopy form and cut into single slips. Give a single form to each participant to protect privacy. 

You may modify/add other data elements to the form, such as income, transportation Y/N, etc. 

 

Thanks for participating in this focus group. Please tell us a little about yourself. Do not write your name.  
We will protect your privacy. Please return form to your group Moderator. 

County of residence ________________   Gender __M __F      Age ___18-59 ___60-74 ___75-84  ___85 or older 

Marital status:  __Single  __Married  __Domestic Partner __Widowed  ___Divorced       

Education  ___ Less than HS  ___HS or GED  __ Some college __Bachelor’s degree __Advanced/graduate degree  

Race  __White  __African-American  ___Hispanic  __Other   # of people living in my home ______ 

I currently receive services from a senior center /AAA /ADRC   _____ Yes  ____ No 

I am a caregiver for someone who is a senior or an adult with a disability ____ Yes ____ No  

 
Thanks for participating in this focus group. Please tell us a little about yourself.  Do not write your name.  

We will protect your privacy. Please return form to your group Moderator. 

County of residence ________________   Gender __M __F        Age ___18-59 ___60-74 ___75-84 ___85 or older 

Marital status __Single __Married ___Domestic Partner  __Widowed ___Divorced       

Education  ___ Less than HS  ___HS or GED  __ Some college __Bachelor’s degree ___Advanced/graduate degree  

Race  __White __African-American ___Hispanic __Other  # of people living in my home ______ 

I currently receive services from a senior center /AAA /ADRC  _____ Yes ____No 

I am a caregiver for someone who is a senior or an adult with a disability ___ Yes ____ No  

Thanks for participating in this focus group. Please tell us a little about yourself. Do not write your name.  
We will protect your privacy. Please return form to your group Moderator. 

County of residence ________________   Gender __M __F        Age ___18-50 ___60-74 ___75-84  ___85 or older 

Marital status __Single __Married  __Domestic Partner  __Widowed ___Divorced       

Education  ___ Less than HS  ___HS or GED  __ Some college __Bachelor’s degree ___Advanced/graduate degree  

Race  __White __African-American ___Hispanic __Other # of people living in my home ______ 

I currently receive services from a senior center /AAA / ADRC  _____ Yes ____No 

I am a caregiver for someone who is a senior or an adult with a disability _____ Yes ____ No 




