Instructions for Using the Staff Experience Survey

“Tell Us About Your Nursing Home” Analysis Tool

1. Click on the  “’Tell Us About Your NH’ (Staff) Analysis Tool” … file to open it in Excel.

2. The spreadsheet is set up so that the survey questions are along the top (the columns), whereas the staff numbers are along the left hand side (the rows). This means you’ll be entering survey data ACROSS the chart, and not down.

3. Please enter the name of your facility in Row 3, and its city & state location in Row 4 of the spreadsheet (see below).
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4. Collect all of the paper surveys, and number them. Make sure that the numbers on the paper surveys match the numbers on the spreadsheet. Start entering the data you’ve collected on     Row 11, in Column B. This row is labeled, ‘Staff 1’. For most of the questions, you will enter the numbers 1, 2, 3, 4 or 5 - - - depending on how the Staff person answered the question:

1 = Strongly Disagree   2 = Disagree   3 = Neutral   4 = Agree   5 = Strongly Agree

If the staff person left a question blank, enter a B in that cell. The ‘Sample’ line shows a ‘B’ entry for a skipped survey question. (See Column K of Row 10.)

DO NOT ENTER ANY DATA INTO ROW 9.                                                                                   The Row 9 cells, along with cell A8, are calculation cells, and will fill in automatically.                               (The  “DIV/0” entries will disappear as you enter data.)
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The last few questions of the survey (on the far right, in the ‘information about you’ section) are coded differently from the Strongly Disagree … Strongly Agree scale above. Please refer to the column headers for appropriate codes.

After you enter the data for each question, press the “Tab” key to move the cursor into the cell (to the right) for the next question. (Note: Pressing the “Enter” key will move the cursor down; it’s the “Tab” key that moves the cursor to the right.)

5. Enter data for each staff person. Be sure to initial the paper survey once you have entered the data, and you have checked your data entry.

6. As you enter data, results will automatically be calculated for the following measures:

a) The average rating per question: This appears in Row 9. Staff persons’ ratings are averaged to give an overall rating for each question. The rating will be a number between 1 and 5.

b) The Grand Total Score: This appears in cell A8.  This cell takes the average rating (across all questions) for the entire survey, and converts it to a score of 1-100. (Because the question scale is 1-5, we need only to multiply by 20 to obtain a scale of 1-100.)
c) How to talk about the results: If you get a grand total of 85, can you say that staff are 85% satisfied? Not quite, because this tool assesses much more than just satisfaction; it measures the presence or absence - within an organization - of effective: relationships, teamwork, leadership, and communication. The best way to share a score of, say, 85? Try this: “On average, our staff graded our facility as an 85 out of 100 possible points in the areas of effective relationships, teamwork, leadership, and communication.”
Good luck! 
Thank you and your staff so much for you time and effort in this important endeavor.  

If you have any questions about this analysis tool or the interpretation of your results, please call your state’s Quality Improvement Organization (QIO) for assistance.
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