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Introduction 
 

 
Over the years, we have been improving Shift Youth + 
Community’s process of conducting research projects throughout 
England in order to better serve and meet the needs of the 
community. In this manual, we have put together what we believe 
are the essential components of conducting a successful research 
project. We have combined the “Research Manual” from 
Awakening 2000 with edits from 2014, 2016 and 2020 in order to 
update the content. You will also find additional example templates 
to use when conducting your own research project. 
 
With this manual, we hope you are able to successfully conduct, 
complete and present your research findings to the local churches, 
the council and the community in such a way as to witness and be 
a catalyst for change. Happy researching!  
 
Shift Youth + Community 
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Mal Garvin, National Coordinator of the Awakening movement in Australia 
wrote the forward to the ‘Research’ Awakening Manual and one hundred 
other similar Mission Manuals when they were first produced. Here are some 
excerpts from his original forward we think you will find inspiring:  
 

With the purchase of this manual, you’ve begun to participate in one of the 
most fascinating experiments in mission the Church has seen for some time. 
Up till this point almost one million Australians will have been touched by the 
Aussie Awakening. This Manual represents a publishing event that is 
somewhat of a surprise in its own right. In only two years, thousands of these 
“how to” manuals have been sold.  
 

By September 1996, 100 manuals all written by practitioners, will have been 
produced. These manuals do not pretend to be the last word in mission, but 
the editors invite you, along with the authors, to use them as a starting place 
to write your own chapters in mission experience.  
 

Spiritual hunger [in the Australian Nation] is as strong as it’s ever been, but 
people have lost contact with the church and don’t quite know how to find 
their way home.  
 

These manuals are designed to help you, as a member of Christ’s church, 
to reconnect those who need His love. They will show you how to touch 
people where they live and show them that because of the Christmas and 
Easter message, God has done all that is necessary to find their special 
place in His unfolding purpose.  
 

Welcome to the adventure!  
 

You can either have adventure or safety, but not both. God invites us to trust 
Him to work with us to see His kingdom of love born [in the Australian cultural 
soil].  
 
 
MAL GARVIN 
National Coordinator, Awakening 2000 
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RESEARCH 
 
 

INTRODUCTION 
 
Have you ever been involved in trying 
to establish something new in your area 
(such as a coffee shop, festival or drop-
in centre), and no one has shown up? 
Or maybe, with the best intentions, you 
have started a new programme to help 
young people and found yourselves 
with local youth workers accusing you 
of trying to take over ‘their’ territory. Yet 
on the other hand, some groups start 
up new programmes and are an 
automatic success story! Why the 
difference?  What is the secret that 
makes or breaks a fantastic new idea? 
 
All this can be very puzzling and 
challenging for those who have put so 
much time and energy into planning 
and preparation, only to have it all fall 
flat. 

 
In this research manual, we seek to 
show you ways to reduce and hopefully 
avoid some of these pitfalls. We have 
found time and again that starting off by 
researching the community we are 
seeking to serve; we are better able to 
choose / bring relevant and effective 
responses / initiatives – and help others 
do the same.  

 
In the Old Testament, Nehemiah made 
sure he knew what was happening in 
Jerusalem, and what the needs were 
before he came up with a plan on how 
to rebuild the wall.  

 
His research meant that time was not 
wasted in areas that were not 
important. He could see where all the 
energy and resources were going to be 

needed and was able to organise the 
people appropriately. Not only did 
Nehemiah’s research save a lot of time, 
it also gave him an authority to speak 
directly to the situation.  
 
Have you ever listened to someone 
talking about your town? Very quickly it 
becomes obvious if they have spent 
time there or just heard stories. When 
people really know what life is like 
where you live, you are more likely to 
listen. When they have spent time on 
the ground in your area, you are more 
inclined to trust what they have to say. 
This was the situation with Nehemiah. 
He had authority – a boldness in what 
he said, because he knew first-hand the 
situation in Jerusalem. 

 

So, what is research? 
 
Research is the systematic 
investigation of a particular subject. In 
our context, a particular community or 
area.  

 
For this purpose, research can include 
things such as: obtaining information 
from the last census online, 
interviewing people, conducting 
surveys and observing people, to 
counting the number of people who 
walk in and out of a building. All of these 
things are considered a part of research 
and provide the researcher with 
valuable data.  
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Why do we need to do 
research?  
 
We need research because ultimately it 
has an impact on people’s lives. How 
does it do that? 

 
The very idea of research compels you 
to be intentional and focus on who you 
are, the values you stand for and what 
you bring to the table. Similarly, it 
allows you to gather a perspective on 
the uniqueness of the community or 
area and the people you will be working 
alongside. 
 
Practically, research determines 
whether certain services or 
programmes are necessary and where 
they could be best placed. It helps you 
identify the real gaps in services as 
opposed to the assumed gaps or our 
own gut instincts based on past 
experiences. It helps you avoid creating 
overlapping programmes and services; 
in fact, it creates a space for 
collaboration with like-minded 
organisations and individuals with 
whom you can together champion a 
cause! 
 
If the research is accurate, relevant and 
as comprehensive as needed, then 
appropriate and adequate support 
services can be provided for those in 
the community who so desperately 
need them.  
If we take time to find out the facts, we 
will not only know what is actually 
happening in our region, but we will 
also have the details and first-hand 
knowledge to speak to the situation. 
Like Nehemiah, we will have authority 
to speak about what is happening 
because we have seen it for ourselves.  
 
 
 
 

Where do we begin?  
 
Before actually commencing the 
research itself (several approaches are 
listed below as to how to go about doing 
this), it is important to plan your 
approach and to spend time in prayer – 
that God will lead you to those in touch 
with the community and for guidance in 
knowing how to respond to your 
findings.  

 
The first step in beginning your 
research is to draw up a time frame in 
which to work within. This timeframe 
will depend on how many people are 
available to be involved in the project.  

 
You will need to factor in time for the 
following activities: 
 

a) Conduct interviews (allowing for 
time to set them up) 

b) Obtain other research data (i.e. 
statistics, conduct 
questionnaires, get copies of 
other research, etc.) 

c) Compile your research 
d) Produce a bound, printed 

document for release 
 
It can be easy to fall into the trap of 
spending all your time in sections a) 
and b) above and never get around to 
sections c) and d). This is why it is 
important to work within your allotted 
time frame. Many hours of research are 
never completed simply because time 
was not allowed for compiling the 
results of your interviews, etc. Some 
people prefer to complete their results 
in a ‘block’ of time (i.e. allocating a full 
week or two) rather than just squeezing 
it in around other commitments. It is 
certainly easier to notice the emerging 
threads that arise about your area if you 
are working at it consistently. However, 
it is not impossible to do this part-time 
either.  
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It is also important to formulate what 
you want to know and to be as specific 
as possible. With so much information 
to be obtained, being as specific and 
simple as possible helps narrow the 
field. For example, if it is the youth of an 
area that you are interested in, there is 
a vast amount of information to obtain, 
such as: age breakdowns, those at 
school or employed, those 
unemployed, how do they use their 
time, what services are available, etc.  

 
If you are wanting to obtain a broad 
sweep of the community, you will need 
to place a time frame surrounding your 
research so as to not allow it to continue 
indefinitely. Make sure that you are 
realistic in your goals.  
 

 

What does research 
involve?  
 
There are several ways to go about 
completing a research project and often 
a combination of these approaches are 
needed to give a comprehensive and 
accurate picture. As we go, we will talk 
about which approaches might be the 
most appropriate, but for now, we will 
start by looking at the options.  
 

A) Interviews 
 
There is no better place to go to obtain 
information about an area or the needs 
of any area than those who are actually 
a part of the place you are researching. 
The people who live or work in the area 
are a valuable source of information for 
the researcher.  

 
There are a whole host of people who 
are able to help you get in touch with 
the community and they are usually 
very willing to spend some time sharing 
their experiences.  
 

Below is a list of people you might want 
to interview:  
 

● Local Councillors 
● Police Officers, Police 

Community Support Officers 
● Youth and Community Workers 
● Ministers and other Faith Group 

Leaders 
● School Counsellors, Teachers 
● GP and Health Centre Staff 
● Community and Leisure 

Centres Staff 
● Members of Local Youth 

Organisations or other 
Uniformed Organisations 

 
Take a moment to think about who else 
in your area could be a useful resource 
for your research.  
 
Now that you have some idea of who is 
available for you to talk to, we will take 
a look at how to go about conducting an 
interview.  
 

Conducting an Interview 
 
1) Start by making your own list of 

all the key people you would like 
to see.  

 
The list given in the previous section 
provides some helpful starting places, 
but other avenues would also include 
the local paper, library, an online 
search for local community groups, and 
the people that you are interested in 
themselves. Majority choice should not 
be the sole consideration and minority 
groups should also be considered.  
 
Be sure to allow time to add other 
interviews to your list. As you visit 
people, they will put you in touch with 
other key people who can help (some 
you may not have known existed). It is 
important to allow time for these 
additional interviews. Often these 
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people are at the very heart of the 
community, yet may not always be 
obvious as you start out on your 
research.  
 
2) Formulate your questions.  
 
Firstly, you need to decide which 
section of the community you are 
targeting: Family and Children, Youth, 
Unemployed, Over 60’s, etc. This will 
help inform your questions. Even if you 
focus on one section, you will still get an 
overview of the community as a whole.  
 
Secondly, you need to decide what 
questions will help you get the 
information you need. We find it helpful 
to ask 3 kinds of questions:  

– Opening Data Questions 
o Name 
o How long have you 

lived/worked here? 
– Heart Questions 

o Any questions that ask for 
perceptions, feelings or 
dreams 

– Directed Questions 
o Questions looking for a 

specific answer 
o What are the needs? 
o What provisions are 

available? 
 

Please refer to the example ‘Interview 
Questions’ on page 19. Be careful to 
avoid ‘closed questions’ during 
interviews (yes or no responses). More 
information is gained from asking ‘open 
ended’ questions. 
 
We all like being asked our opinion and 
impression of something and it will be 
no different in the interview. It is 
normally a very pleasant experience for 
both the interviewer and those you are 
meeting with.  
Be sure not to change your questions 
as you begin to form your own 
impressions when interviewing. Ask the 

same set of questions to each interview 
participant and compare their 
responses, even if you think you know 
what they will say. It is easy for us to 
second guess people’s answers: but 
remember, we want to be as accurate 
as possible and different people in the 
community should be able to give their 
perspectives, no matter how different or 
similar from others’ views.  

 
3) Prepare a short description of 

who you are and why you are 
doing the research.  

 
As you begin to connect with people 
and organisations, you will need to 
explain who you are, what you expect 
from them and the expected time 
commitment for this purpose. People 
generally appreciate this, and it 
ensures you are both on the same 
track. This also gives them the 
opportunity to let you know if they have 
time constraints and also a chance to 
ask any questions. 
 
If possible, it is great to leave them with 
a brief description of who you are or at 
least a card with your name and contact 
number. This allows them to reach you 
if they think of something else that 
might be helpful or need to contact you 
afterwards. 

 
4) Make an appointment.  
 
It is always important to make an 
appointment before an interview. 
People generally do not have an 
overabundance of time to talk if you just 
‘drop in’ for a chat. 
 
Be aware that when you phone, you 
may need to check who the appropriate 
person to speak with is. Explain who 
you are, who you represent and why 
you are doing the research.  
It is also helpful to give an indication of 
how long the interview may take. 
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Initially, it is good to allow between half 
an hour to an hour per interview. Once 
you have completed a few, you will 
begin to have a better idea of the 
duration.  
 
Having made an appointment, make 
sure you keep it. We are asking people 
to give us some of their time and we 
need to respect that; therefore, keeping 
appointments is imperative. Missing or 
continuously rescheduling 
appointments does not help the 
process when you finally do get to meet 
with a person.  
 
5) Dress appropriately. 

 
Remember, you are representing your 
group and while you should be 
comfortable, you should also dress 
neatly or this can give a wrong 
impression.  
 
6) Be prepared. 

 
Have questions listed in front of you 
and pen and paper ready to note their 
responses. (Take more than one pen 
with you if one runs out in the middle of 
a key phrase.) A clip folder is a good 
idea so that you can have your 
questions tucked away on one side and 
your note paper on the other.  

 
Remember, the interview is an 
excellent exercise in networking with 
the various organisations in your 
community and may be their first 
opportunity to find out about you and 
your group. Being prepared not only 
allows you to show respect to the 
person you are interviewing, but also 
serves to demonstrate your groups 
professionalism.  

 
7) Other things to note.  

 
If you would like to record the interview, 
make sure you ask permission from the 

person being interviewed whether they 
are okay with it and be ready to use pen 
and paper if they decline. Recording 
does make the data more accurate, 
however the time required to transcribe 
each interview has to be taken into 
consideration. Be cautious with 
recording, as some people can be a bit 
nervous of having their conversation 
recorded and may not be as free in their 
discussion than if you were just taking 
notes. To reduce unnecessary 
apprehensions in this regard, you must 
clearly explain that their responses will 
be kept confidential and only you or 
your project manager will have access 
for the purpose of analysing the data. 

 
Generally, people tend to enjoy the 
interview process. It gives them time to 
reflect and evaluate what they are 
doing. It also gives them a sense of self-
esteem in having someone ask their 
opinions.  

 
Do not put off doing the interviews. It 
can be a bit daunting at first, but once 
you have started, you will more than 
likely find it stimulating and very 
rewarding.  

 

B. Questionnaires 
 
Questionnaires can be helpful when 
looking for specific information, but they 
do require work. You need to be clear 
about what it is you really want to know, 
and then formulate appropriate 
questions.  
 
If you are looking for very specific data, 
(either yes/no or agree/disagree 
statements) questionnaires can help 
get a good amount of information in a 
short time frame. You can also gain 
more personal responses by asking a 
data question and allowing space for a 
short written answer. 
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Alternatively, you can have multiple 
choice questionnaires or those which 
use a ranking system (for instance, 
from 1 to 10) to gather responses. 
 
Please refer to the examples on pages 
20-22 for sample questionnaires. 

 
 

C. Focus Groups 
 
These are group discussions which 
help to gather views and perceptions 
about different subjects related to your 
research. Generally, focus groups are 
conducted between 6 to 12 participants 
who have been selected based on their 
background and relevance to your 
research topic. 
 
Questions asked in a focus group are 
open-ended, so it might seem to 
resemble interviews. Although it is 
important to distinguish that in an 
interview, your role is that of an 
‘investigator’ who asks questions, 
directs the discussion, in contrast, your 
role at a focus group will be of a 
‘moderator’ who facilitates a discussion 
among the participants. 
 
The level of depth in responses is 
reliant on the number of participants. As 
in, you can have less participants if you 
want more in-depth responses to your 
research question(s). 
 
You will need to suggest and come to a 
consensus about when and where to 
meet the participants as they will all 
have to be present in the same place. 
 
A good focus group discussion, as 
much as possible, will allow for each 
participant to share their views equally; 
by reducing any influence of opinions 
held by influential or senior participants 
and by creating an atmosphere where 

everyone’s views are valued and 
respected. 

 
D. Reviewing Statistics and 
Other Documents 
 
Every ten years, the Office for National 
Statistics (ONS) conducts a census 
which provides valuable information 
about the people of the United 
Kingdom.  
 
The following types of information is 
typically available:  
 

● Age distribution in an area. 
● Type of Family 

(traditional/single parent, 
etc.) 

● Household Income 
(giving a picture of high 
poverty areas, etc.) 

● Place of birth (showing high 
ethnic areas, etc.) 

● Religion of people 
● Additional miscellaneous 

information is also available.  

 
Any data that may be useful can be 
found on the ONS website and most 
local councils will have the relevant 
data available locally. Additionally, an 
online search for the information 
required along with the location 
typically produces the results you are 
looking for quickly. 
 
Statistics can provide highly valuable 
data and provide an overall picture of a 
region that we would have difficulty 
finding out any other way. However, it 
is very important not to read into the 
statistics what is not there. Be cautious 
about the conclusions you make based 
solely on the statistical data. Ensure 
that they are valid and related to the 
data given. For example: the majority of 
people in an area may say they are 
Christian, but that does not mean they 
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are involved in the local churches. It 
may be more of a reflection of how they 
grew up than what they believe in the 
here and now.  
 
It is important to compare your statistics 
within the context of the local authority 
and possibly nationally to obtain a more 
accurate picture. If you want to make 
casual observations about the data 
then do so but explain your motives 
accordingly. 
 
As you visit people, you may find they 
refer you to various research 
documents. It is good to be able to 
follow-up on these as they may be 
another source of valuable information.  
 
When writing up your research 
document, it is helpful to include other 
people’s findings as well as your own 
and to compare various research 
document findings. Be sure to look at 
how the situation has evolved since the 
document was originally published. 
 

D. Collating the Data 
 
Research also involves collating the 
information you have collected from the 
above avenues. This can be a very 
time-consuming task, but a necessary 
one if the information gathered is to be 
of any practical use.  
 
As a part of collating the information 
gathered, where appropriate, it is 
helpful to make recommendations 
based on the research findings. 
 
For example: What services you think 
might be beneficial within the area as a 
response to the evident needs. 
Remember to be cautious that the 
recommendations follow on from the 
conclusions drawn in the research and 
are not simply hunches or feelings you 
may have. It may be good to follow 

through on those feelings and test 
them: Why do I feel this may be helpful? 
It is important that the 
recommendations are in response to 
the needs found within the community.  
 
Allow plenty of time to collate and 
assemble the information gathered, 
which includes reading other 
documents. It is important to finish what 
you set out to do.  
 
Formatting the Collated Data for 
Publication 
 
There are several ways to compile the 
final document, however, certain 
sections must be included which have 
been described below: 
 
Begin with an index of all that the 
document contains being sure to 
include relevant page numbers, etc. 
Although the index appears at the front 
of the document, it will be the last thing 
that you complete in this process.  
 
Section 1 

● A brief description of the group 
you represent 

● An introduction, which includes 
the purpose of the research 

● The aims of the research 
● The methodology used in 

conducting the research (i.e. 
how you went about it and the 
questions asked in the 
interviews) 

 
Section 2 

● A brief history of the area 
● A Presentation of Findings:  

o Summary of responses 
to each question in the 
interviews 

o Collation of the 
questionnaire responses 

o Clear presentation of 
relevant ONS data, etc. 
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● An overview of community 
services 

 
Section 3 

● Discuss the findings of your 
research, including emerging 
themes, perceived gaps and 
resources in the area.  

● Provide a summary and list of 
conclusions at the end of the 
section. 

● Present any recommendations 
you wish to make. 

 
Section 4 
Appendices – Include the people and 
organisations contacted (list their 
names, position and name of 
organisation) and a bibliography of 
other documents used, including 
websites.  
 

E. The Finished Document 
 
Designing a relevant cover page is 
worth the effort to catch people’s 
attention. If possible, bind the 
document so it can be referred to often 
without falling apart.  
 
If you have a budding artist, cartoonist 
or photographer, a few illustrations or 
photographs in the body of the research 
helps break up all the text. Ensure that 
any illustrations are relevant and 
appropriate.  
 

F. Next Steps and a Public 
Release 
 
Make a point to send a copy of the 
research to each of the participants 
interviewed. People are generally rapt 
when they receive the research 
document they played a part in forming. 
This is also a great opportunity to share 

your findings and discuss possible   
future steps.  
 
We recommend you have a Public 
Release event as a launching point for 
the research document. You could 
invite the Mayor or local councillors to 
respond to the research, other 
community services and even those 
you interviewed.  
 
In order to hold a successful Public 
Release, you will need to work on 
developing a P.R. campaign, thinking 
about the following aspects:  
 

● Where and when to have the 
release? 

● Who you would like to invite? 
● What approach would you like to 

take? (i.e. how to hook the 
media so they will be interested 
enough to participate) 

● What resources and personnel 
are needed? 

● Permissions you will need to 
follow up on (location, etc.) 

● Produce an invitation with details 
on how to R.S.V.P. 

 

Final Thoughts… 
 
Ask yourselves as a group:  

● What has God been saying to us 
through this research? 

● What is our response to the 
research going to be?   

● How can we best serve our 
community based on who we are 
and the research findings? 

 
The next several pages of this 
document include examples to aid you. 
We have included the following sample 
documents: 
 

 
 
 

 
● Management Plan,  
● Interview Questions, 
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● Questionnaires,  
● Media Release,  
● Launch Programme Run Sheet  
● Launch Script.  

 
Feel free to use the examples as 
templates for your research or as 
guidelines. 
 
With the information in this document 
and the additional examples, you 
should now have the necessary 
information to perform a successful 
research project. We wish you every 
success in your endeavours!  
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Management Plan: Research Project Timeline 

 
An example management plan/timeline for conducting a research project follows. 

You may have other tasks specific to your research to add to this timeline.  
 
When considering the list of tasks, it is helpful to outline the various stages of your 

research project:  
● Interviews and information gathering (Desk Research, etc.) 
● Compiling, transcribing and analysing data 
● Writing up your findings and recommendations 
● Printing and publishing your report 
● Launch Event: a public release of your report 

 
Once you have come up with the complete list of tasks, you will need to work out 

how much time is to be allocated to perform each task. Decide when the project needs to 
be completed and work backwards to set a realistic timeline. Once you have allocated a 
start date and deadline for each task, you will need to allocate who is responsible for each 
of the tasks.  

 
Some milestones to keep an eye out for in the process are:  
 

● Booking the Launch Date – Be sure this is done at least 2 months out and 
send ‘save the date’ invites to the guest speakers and honoured guests.  

● Allow a third party to analyse the data and write a report.  
● Allow for at least 2 weeks to print the report professionally. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Research Project Timeline 

 Interviews and 
Questionnaires 

Due / 
Assigned 

Desk and Other 
Research 

Due / 
Assigned The Report Due / 

Assigned Launch 
Due / 

Assigned  

4 
months 
out 

Prepare interview questions 
 

 Read other 
reports for 
examples 

   Define goal and objective  
 

Recruit team to conduct 
research 

        

Target group for questionnaire      Recruit team   

List of potential interviewees      Do timeline, including 
release date 

  

Decide the questionnaire 
distribution target 

        

3 
months 
out 

Start calling/emailing potential 
interviewees (Contacts) 

 Analyse desk 
research data 

     
 

Book Schedule Interviews         

Book/Plan questionnaire 
distribution 

        

Conduct interviews         

Conduct Questionnaires         

2 
months 
out 

Analyse interview data  Analyse 
questionnaire 
data 

 Draft ‘report 
findings’ 
segments 

 Approach guest speaker(s) 
and honoured guests 

 
 

Write ‘Thank-You’ notes to 
interviewees including a ‘Save 
the Date’ for the launch 

   Revise ‘report 
findings’ 
segments 

 Choose date for your report 
launch event (May need to 
alter the date according to 
the availability of 
speakers/honoured guests) 

 

 

 

 

 



 Interviews and 
Questionnaires 

Due / 
Assigned 

Desk and 
Other 

Research 

Due / 
Assigned 

The Report 
Due / 

Assigned 
Launch 

Due/ 
Assigned 

2 
months 
out 

    Proof-read ‘report findings’  Allocate roles for project 
management offor Rreport 
Llaunch ( project management 
such as persons responsible for: 
media liaison, decorating, 
refreshments, MC, welcomes, 
photographer, etc.) 

 

    Draft ‘discussion’ segment  Devise ‘on the day’ 
management plan and schedule 
report for launch event 

 

    Draft ‘report recommendations 
and conclusion’ 

 Develop electronic invitations  

    Revise ‘recommendations and 
conclusion’ 

   

    Draft introduction, method and 
acknowledgements for the 
Report 

   

    Revise Rreport introduction, 
‘how the research was 
conducted’ and 
acknowledgements 

   

    Compile all segments of report 
and appendices 

   

    Send collated Rreport 
document to third party for 
proof reading 

   

 

 

 

 

 

 



 Interviews and 
Questionnaires 

Due / 
Assigned 

Desk and 
Other 

Research 

Due / 
Assigned 

The Report 
Due / 

Assigned 
Launch 

Due/ 
Assigned 

2 
months 
out 

    Proof-read ‘report findings’  Allocate roles for project 
management offor Rreport 
Llaunch ( project management 
such as persons responsible for: 
media liaison, decorating, 
refreshments, MC, welcomes, 
photographer, etc.) 

 

    Draft ‘discussion’ segment  Devise ‘on the day’ 
management plan and schedule 
report for launch event 

 

    Draft ‘report recommendations 
and conclusion’ 

 Develop electronic invitations  

    Revise ‘recommendations and 
conclusion’ 

   

    Draft introduction, method and 
acknowledgements for the 
Report 

   

    Revise Rreport introduction, 
‘how the research was  
 
conducted’ and 
acknowledgements 

   

    Compile all segments of report 
and appendices 

   

    Send collated Rreport 
document to third party for 
proof reading 

   

1 
month 
out 

    Format report for printing (i.e. 
fonts, images, covers, etc.) 

 Print out snail mail invitations  

    Send formatted report to proof 
readerproof-reader 

 Print out and mail invitations  

    Research where to get reports 
printed; including a staff copy, 
the format required and turn-
around time required.  

 Send out invites for launch to 
interviewees 

 



Interviews and 
Questionnaires 

Due / 
Assigned 

Desk and 
Other 

Research 

Due/ 
Assigned 

The Report 
Due / 

Assigned 
Launch 

Due/ 
Assigned 

    Send report to printers; allow 
enough of a buffer time 
between delivery of printed 
reports and your event (4 
days). Make sure delivery/pick 
up details are clear. 

 Send out invites for launch to 
others (non-interviewees 

 

      Research who/where to send 
media release 

 

      Draft a media release; point out 
some of the findings of the 
research, also informing of the 
research launch 

 

      Revise and proof-read media 
release 

 

      Send digital copy of report to 
guest speakers/honoured guests 

 

      Distribute media release  

2 
weeks 
out 

      Follow up on the media release 
(i.e. Will they cover it? Who 
should we expect on the day?) 

 

1 week 
out 

      Confirm plans with refreshments 
coordinator and guest 
speaker(s) 

 

 

 

 

 

 



19 

The following interview questions and questionnaires were used by Shift Youth + 
Community as part of their research project.  

Example Interview Questions 

Opening Questions: 
1. How long have you lived/worked in the Whitley area?

Heart Questions: 
2. Imagine you had unlimited resources and a team of youth and community

workers at your disposal…What would be your plan for the future of Whitley as a
community?

Heart and Direct Questions: 
3. Tell us about your general impression of the Whitley area.

a. What are some of the strengths of the community today? What do you
appreciate?

b. What in the community would you like to see strengthened?
4. How do you think young people are perceived in Whitley?

a. What do you see are the needs of young people in the area and what
concerns you?

b. In a year’s time, what would you like to see change?
c. What part would you like to play in meeting the needs of the youth and

community of Whitley?

Direct Questions: 
5. What programmes or services do you know of that are available for young

people? Are you making use of them? What do you think they are achieving?
6. How do you think the community is perceived in Whitley?

a. What do you see are the needs of the community and what concerns you?
b. In a years’ time, what would you like to see change?

7. What do you see at the churches’ role in assisting the local community?

Additional Questions to Choose From 

Direct Questions: 
1. How do you think the church is perceived in the community?
2. What is your role in the community?
3. What skills or resources are you able to contribute to the community?
4. What do you think the community would benefit from (facilities, community life,

projects…)?
5. What do you see as your role, if any, in working with young people?
6. Are there any sports you would participate in if they were run in the area?
7. What other events/activities would you like to see for youth in the area?
8. What sort of things would you like to see happen in a Youth Café if one was set

up in the community?
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Example Youth Questionnaire 

Whitley Young People’s Questionnaire

A. Your community
Agree Disagree Not 

sure 
Not 
applicable 

I know my neighbours 

I have friends living locally 

If I have a problem, I can easily ask a friend or someone 
in Whitley for help  

Drugs are easily available in my neighbourhood 

Vandalism is a problem in my neighbourhood 

I enjoy living in Whitley 

B. Services and facilities
Agree Disagree Not 

sure 
Not 
applicable 

Public transport in Whitley is easy to use. 

If I needed to go somewhere safe to hang out with 
friends, I know exactly where that would be. 

The council has provided enough facilities for young 
people in Whitley. 

There are enough recreation areas where I live. 

C. Information
Agree Disagree Not 

sure 
Not 
applicable 

My school provided me with information about courses, 
services and other types of facilities for young people in 
the area. 

My youth worker provided me with information about 
courses, services and other types of facilities for young 
people. 

It is easy to find information about activities and courses 
for young people in Whitley. 

I have been given information on activities and courses 
for young people in Whitley. 

D. Activities
Agree Disagree Not 

sure 
Not 
applicable 

There are enough activities suited for young people 
aged 12-19. 

I would like to see more fun activities for young 
people on a Saturday.  

I would like more activities that involve dads. 

I would like more activities that can involve my whole 
family.   
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I would like activities to continue during school 
holidays.  

E. Church
Agree Disagree Not 

sure 
Not 
applicable 

I go to church regularly. 

I do not mind joining an activity organised by a church. 

I think the churches in Whitley should be active in 
running clubs and events for young people. 

I think the churches in Whitley should be active in 
helping people with social problems. 

Part 2: 
Which services in Whitley do you know of and which do you attend? 

Other activities young people are aware of: 

Part 3:

What, if any, other services or activities would you like to see in Whitley? 

Part 4:

Do you - as a young person- have any specific needs that you would like more support in? 

Part 5:

Which area do you live in? 

How old are you? 

Male or female? 
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Example Community Questionnaire 

Whitley Community Questionnaire 

Name of my street: 

Your Community Agree Disagree Sometimes N/A 

My neighbourhood is friendly 

I know my neighbours well 

I have friends living locally 

I have relatives living locally 

This community is a good place for children to grow up 

This community is a good place for youth to develop 

I feel safe walking in the community after dark 

In my neighbourhood… 

    Vandalism is a problem 

    Drinking to excess is a problem 

    Drugs are easily available 

    Young people often hang around in groups 

    I find groups of young people intimidating 

Local Facilities Weekly Monthly Rarely Never 

I use community facilities 
(library, community 
centres, Academy Sports, 
etc.) 

I use parks/open spaces 
for recreation  

There are enough 
facilities/programs in 
our community for: 

Agree Disagree Don’t know 

0 – 4 year olds 

5 – 7 year olds 

8 – 11 year olds 

12+ 

Parents / Carers 

Retired 

Unemployed 

What do you appreciate / like about Whitley? 

As you reflect on life in Whitley, what do you think the community would benefit from? (facilities, 
infrastructure, community life, leisure provisions, support services, etc.) 

What do you think your contribution to the community could be? (things that you do well and can teach 
others, areas that you are passionate about?) 
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Example Media Release 

If emailing, make sure to put it in the body of the email, not as an attachment. 

General Format:  

Title/Subject Line: Make it catchy, but also allow journalists the freedom to 
develop the headline.  
Introduction: Only about 28 words max. This is the main point of the story, tell it 
like a story.  
2nd Paragraph: Expansion on your introductory paragraph.  
3rd & 4th Paragraph: Use a strong quote that connects with people on a human 
and emotional level.  
5th Paragraph: Give more detailed information regarding your research/event.  
Call to Action: Provide a link back to your website. 

Date 

FOR IMMEDIATE RELEASE 

New Recommendations seek to bring hope for Reading’s vulnerable young people 

Youth Workers from recently local charity Shift Youth + Community will present 
recommendations concerning the needs of the young people of Whitley to the Mayor of Reading 
at an open event later this month.  

The event will celebrate the publishing of a report written by Shift Youth + Community after a 
six-month research project was undertaken to familiarise the team and others with what life is 
like for the young people of Whitley and the wider community of South Reading. 

 Sally Smith, a volunteer youth worker with Shift Youth + Community who managed the project 
recalls, “As we established ourselves here in South Reading, we were constantly meeting people 
who would ask ‘Why Whitley?’, as if we were masochists. It made me really want to know what 
was behind that attitude.”   

“While it’s clear that Whitley and all of South Reading suffers from social deprivation,” adds Miss 
Smith, “there are strengths to celebrate and changes to advocate for, if we want to see this 
community’s aspirations and the expectations of local young people raised. Our report is 
definitely a part of that process. We seeking to shine light on what will help our young people 
move forward with hope.” 

The launch event in which both the findings and recommendations of the report will be explained 
is taking place on the afternoon of Thursday, 12th February at St. Agnes Church.  

This event is open to all members of the public interested in finding out more about the current 
needs and opportunities for the youth and community of Whitley; as well as an opportunity for 
local service providers and community members to network.  
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More information about Shift Youth + Community is available on our website at: www.syc.life 

----ENDS--- 

Notes to editor: 
About *insert your researching team/ organisation name here* 
One paragraph on who you are and what you are about! 

For more information, please contact: *Put a phone number, email and full name of the person who you have 

allocated to be liaison to the media. * 

Photographs and a caption: *Ideally send 6 photos for a web gallery with a prize landscape Twitter one. 
Photograph captions should include people’s names (left to right) if it is a small group.* 

Example Run Sheet for the Launch 

Launch Night Running Programme 
5:00pm Arrive at location and begin setting up 

5:30pm Set up sound system 

6:00pm Dinner 

6:30pm Finish setting up and everyone in position 

6:45pm Arrivals (Make sure everyone is greeted) 

7:00pm Welcome 

7:05pm Background 

7:10pm Summary of Findings 

7:20pm Recommendations 

7:35pm Presentation 

7:40pm Response Time 

7:55pm Closing Remarks 

8:00pm Finish and thank everyone for coming 

8:15pm Start clean up 
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Example Launch Script 

WELCOMES: MC 
It is my pleasure, on behalf of *your team*, to begin this official launch of our ‘Research Report 
into the needs of *insert title here*’. 
We extend a special welcome to *council member, etc.*. Thank you for being present with us 
this afternoon. *Insert apologies here* 
 Ladies and Gentlemen, we welcome you and thank you for being in attendance today. 
 We hope you have had an opportunity to enjoy the refreshments that have been provided. *If 
relevant, insert thanks for venue use and refreshments team here*. If you haven’t had 
something to nibble and drink, refreshments will once again be available shortly after the 
official program ends.   

*** 
BACKGROUND: MC 

You will notice on your programs that in the next hour we will present a summary of our 
research findings and recommendations before the official presentations of the report.   
Before that, however, you might find it helpful to know more about who wrote this report and 
why.  
Introduce individual team members. 
We have worked on this project since *insert start month here*. 
Short bio of team/organisation and/or individual researchers and why you decided to 
conduct your research project.   

*** 
Now, it’s my pleasure to introduce *insert name here* who will present a summary of our 
report findings.  

SUMMARY OF FINDINGS: Researcher 1 (10mins) 
*** 

MC: Thank you *insert name here*. I will now welcome *insert name here* to present *insert 
your team/organisation’s name here*’s recommendations, which we make in light of the 
research findings. NB: If you are relatively unknown in your community, why not use the introductions to help your 

audience get to know your researchers and the qualifications/background which may legitimise your report/connection to 
the community.

RECOMMENDATIONS: Researcher 2 (15mins) 
*** 

PRESENTATIONS: MC & a Researcher (5mins) 
MC: Thank you, *insert name here*. We now come to the official presentations of *insert your 
team/organisations name here* ‘Research Report into the needs of the … ”.      
Firstly, we are pleased to present this report to *Borough Council* and all those who serve the 
people of Whitley. Representing the Council today is *insert official title and name here*. NB:

The office of the councillor who attends your launch event may provide you with a guide on how to address the councillor in 
an official capacity etc. If you aren’t provided with one, for the sake of professionalism, why not ask their secretary about the 
formal procedure. 

Councillor to join Researcher “onstage”. 
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Researcher: On behalf of *insert your team/organisation’s name here* I’d like to present this 
research report. We sincerely hope that it will contribute to the ongoing provision of services in 
*insert community name here*.
Researcher hands over report to the Councillor. Exchange/Handshake/Photo. (Time for
Councillor to respond, if they so desire, before returning to their seat)
MC: We would also like to present this report to the local churches of the Community, for
whom we have asked *insert name here* to represent.

Reverend/Pastor to join Researcher “onstage”. Exchange/Handshake/Photo. Reverend/Pastor 
to return to his seat.   
MC: We would also like to present this report to the people of *insert community name here*, 
for whom we have asked resident and *insert role in community here and name here*, to 
represent. 
‘Community Member’ to join Researcher “onstage”. Exchange/Handshake/Photo. Community 
Member to return to her seat.   

*** 
MC: Having now presented the report, we would like to give you the opportunity to respond to 
what you have heard today. We will ask ‘Church Guest’ (e.g. Reverend/Pastor) to respond on 
behalf of the churches (or other partners), but first, are there any responses from the floor?  
‘Church Guest’ Responds 

*** 
CLOSING REMARKS: MC 
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