TOOL #54. CONDUCTING THE CONSULTATION ACTIVITIES AND DATA
ANALYSIS
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While Phases 1 and 3 of the consultation processcarried out only once — at the
beginning and at the end — the four elements o§&Rahave to be considered for each
individual consultation activity linked to the spiéex policy initiative, evaluation or
fithess check.

Box 1. Conducting consultation activities — keyeaients:

* Consultation activities should be conducted in lvith the stakeholder consultation
strategy.

« Ensure that consultation documents are expliogarchnd understandable, including
for non-experts. Avoid use of technical and EU ¢erg

* Questions in questionnaires should be relevantt simal simple and be designed in a
neutral manner and contain the right balance between and closed questions.

e Contributions to consultations, both public andyéked, should be published, either
with personal information or anonymously, accordingthe option chosen of the
respondent.

» Proper reference need to be made to data proteciies

* Organisations should be urged to register in tr@n3parency Register. Contributions
received from organisations that choose not tcstegwill be processed as a separate
category "non-registered organisations/busine$8asiless they are recognised |as
representative stakeholders via relevant Treatyigians4. A public consultation

613 See section on stakeholder categories

614 European Social Dialogue, Art. 154-155 TFEU.



should be publicised on the relevant Europa poli@ppage the same day as it is
publicised on the Europa 'Consultation Poftal’

Consider sufficient resources for data analysis.

Reflect well on the questionnaire design: it deieas the type of analysis that can|be
performed on contributions.

Consider the target audience when deciding on tfpgraphs and output resulting
from the analysis.

A basic analysis should go beyond the collectesults (78% of all respondents
agreed that...) and should consider the responsesakgholder group, country, area
of activity etc.

(1%

It is recommended to publish a factual summary ntepbortly after closing th
consultation activity. This report should remaictéal and neutral and therefore not
contain a qualitative interpretative assessmeibafributions, which should be done
in the synopsis report later in the processe(tool #55 on ‘informing policymaking-
the Synopsis Report'

1.

ANNOUNCEMENT AND COMMUNICATION OF A SPECIFIC CONSULTATION ACTIVITY

Consultation activities should be prepared as emlgossible, and the public - especially
the targeted stakeholders — should be adequatfelyriad about the foreseen launch of a
consultation activity:

Update the information on the specific upcomingstdtation activity on the policy
consultation websit&. Add concrete dates, agenda and other relevaotnadtion.
Where useful, e.g. for public internet-based ctiaans, create a separate subpage.

In case of a targeted consultation activity, ensialeanced stakeholder participation,
use clear and transparent criteria for selection pafticipants and provide
information about these criteria on the policy wihs

Reach out to and invite relevant stakeholder grotgparticipate in the most
effective way. Announce the upcoming event througirious communication
channels (e.g. press releases, social rfi@dieand use networks and other
multipliers$

615

617

618

https://ec.europa.eu/info/consultations_en

See Tool #53The consultation stratedyparagraph 5 on communication).

Advert e.g. on Twitter or Facebook account of @; teaser question to wake interest and link
directly to a consultation activity.

Contact e.g. the 500 Europe Direct Centres in Member States, Representations of the EU in
Member States, umbrella organisations of stakehgd®ips, SME-Panel or Network of local SMEs.
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2.  RUNNING A CONSULTATION ACTIVITY
2.1.  How to prepare high quality consultation documentsand questionnaires

When consulting stakeholders, it is essential tsusn that the documents and
questionnaires used in the consultation activdiresof highest quality.

There are different conceptual approaches to congidtakeholders.

» First, one can opt for elearly defined and structured list of questions This
can, for example, take the form of an (online) ¢oesaire or questions to be
asked in person / over the phone.

* Second, one can opt fonore generic approacheseither by simply requesting
general input/views on a topic or by having stakeéis comment on a specific
document such as a Commission Communication langcla consultation
process or a Green Paper.

» Thirdly, it is also possible taombine both approachese.g. a generic Green
Paper open for general input including embeddegtttred questions.

While this distinction between structured and genapproach appears similar to the
distinction between closed and open questionsetiwln fact only a partial overlap.
While more generic approaches most often use opestigns, structured approaches
(from now on "questionnaires”) should feature aprapriate mix of both open and
closed questions.

This tool aims to provide methodological and padtisupport for designing both
structured and generic consultation approachesdods not describe or assess different
consultation activities in detail.

2.2.  Methodological and practical guidance on questionriees

There is no ‘right’ answer on how to design a qoesiaire. Whether a questionnaire is

suitable — meaning likely to deliver the informatioeeded — depends on a range of
factors. After having decided to use a questiomnairis implies choosing an appropriate

structure for the questionnaire, designing the tioies as clearly and simply as possible,

and finding the most appropriate means to adminibgquestionnaire.

Developing a good questionnaire takes time andaoadpns should therefore start as
early as possible. A good questionnaire increasesquality of answers and, in turn,
leads to more impactful input to policymaking. TBetter Regulation coordination desks
can provide methodological support and procedufarimation. Further information can

be found on GoPf#.

2.2.1. When to use a questionnaire?

Given the many consultation activities they canubed for, questionnaires can almost
always be helpful when consulting stakeholders. Mdepends ohowthey are used: If
little prior knowledge is available, a questioneagonsisting of mostly open questions

619 hitps://webgate.ec.europa.eu/fpfis/wikis/displdSMRSTRY/Stakeholders%20consultation
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can help to get a better understanding of the idéuke existing body of knowledge is
substantial, closed questions can be used to ratdafal solutions and open questions
can be used to collect good practices or detaitémmation. Furthermore, the use of a
clearly structured questionnaire often makes iieeds subsequently analyse the answers
received.

It is worth considering whether other, more flerikdpproaches, or approaches that
combine gquestionnaires with policy documents migittproduce better results.

Box 2. Strengths and limitations of questionnaires

e Allow collecting information in a structured manner

« Facilitate the analysis of responses (e. g. dabgeigtatistics provided by EU Survey

Strengths tool).

« May be perceived as less time consuming for respaisd resulting in a high(e
number of contributions.

~

Limitations « Do not allow for more detailed input from respontderas replies to most of the
guestions are pre-defined.

* For open questions —the number of open questiodsttas length of free text for
replies is usually limited.

» Depending on the design of the questionnaire, regas might be pushed into|a
certain direction and some answers might be exdludéhe first place (especially
limited range of responses is offered).

« Unless Eurobarometer consultations, results fromsgltations are not statistically
representative: Mainly the active stakeholders @gltribute.

=

2.2.2. Questionnaire design

When designing a questionnaire, start withgbepeof the questionnaire, as identified in
the consultation strategy. What is it that you Iyealeed to know from the targeted
stakeholders? Only ask those questions that asby Itk provide you with the necessary
information. Otherwise, try to reformulate or reradtie question.

Consider how to meaningfully structure the questare. Only usesectionsthat are
clear from the perspective of stakeholders. Fomgta, a division into sub-themes is
much more meaningful than a division into questifamsan evaluation and questions for
an impact assessment (in the case of a back-todmadultation). Such a themed section
could, for example, consist of several closed qaestand an associated text box for
further thoughts and explanations.

When targeting botbxpert and non-expert stakeholdersit might make sense to divide
the questionnaire in two parts: the first part vdowonsist of easier, more general
guestions to be answered by a general public, \akettee second, more detailed part
would be addressed to experts. However, evenrif gd the questionnaire or specific
guestions are particularly relevant for certainkskelder groups, other stakeholders
might have relevant input. All questions in puldansultations should therefore be open
to all stakeholders — also for transparency reasditernatively, consider opting for two
different questionnaires.

Every questionnaire should containiatroduction which explains — in simple terms —

the background and context: What is the initiatalout? What is the aim of the
initiative? What is the aim and scope of this cdtasion? In addition, consider beginning
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each section with a brief explanatory paragrappe@slly when the questionnaire is
addressed to non-experts.

As the Commission does not accept anonymous catitiis, all questionnaires need to
include astakeholder identification section This section asks for relevant information
about the respondent (e. g. which stakeholder oatelge or she belongs to; contact
details for follow-up questions). As many of thepeestions are used invariably for all
guestionnaires, the Secretariat-General has pre@@atemplate that can be accessed via
GoProt It is strongly recommended to adapt this templasegppropriate, but to use the
same stakeholder identification questions for ahsultation activities foreseen for an
initiative. This allows comparing results.

A questionnaire is usually@mbination of closed questiongwith pre-defined answers
from which the respondent has to chooaell open-ended questiongleaving the
possibility to the respondent to formulate his/tven answer). The right balance between
these closed and open questions depends on thef #ie respective questionnaire.

Closed guestions are easier to answer and andllgeg.should be mainly used to gather
quantitative data. When used to collect opiniohg, questions and range of answers
should be carefully reflected upon to avoid biape® questions should mainly be used
to gather qualitative data. They offer stakeholdieespossibility to explain their view, to
add individual information/concerns, and to referissues not yet addressed in the
questionnaire. Open questions thus help to gepader and potentially deeper picture,
substantiation of responses and will improve thealitptive assessment of the
contributions. A good compromise could consist &ing open questions when
particularly interested in the views of stakehoéden a particular issue and to cap the
length of replies (character limit).

Box 3. Closed versus open questions

Strengths Limitations
e Suitable to collect quantitative data'. * Force respondents to choose preiset
¢ Quick to answer & analyse answer options (usually tick/circle
Closed | . Data can be reported statistically, and answers) => Can exclude useful points
questions answers to various questions cross-
tabulated
< Suitable to collect qualitative data e Less suitable to collect quantitative

e Allow respondents to give the data
answers they want in the way they wante Difficult to carry out statistica
Open (open space). analysis.
Questions| ¢ Useful for obtaining insights into the ¢ Can be time consuming to code and
reasons behind the responses to clgsed interpret, particularly if there are many
questions responses in numerous languages.

It is usuallyrecommended to start a questionnaire and each inddual section with
simpler, more general questionsThese often take the form of closed questiongyTh

620 https://webgate.ec.europa.eu/fpfis/wikis/displayRETRY/Stakeholders%20consultation
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can then be followed up with more detailed or ca@rpuestions. These often take the
form of open questions or tables containing a sexfeclosed questions.

It is recommended ta@lways offer the possibility to submit separate daanents
(position papers, background documents) in whidah rdspondent can further clarify
positions or views expressed in the responsestqubstionnaire.

It is recommended to providen indication of the estimated time required to fil in
the questionnaire. It may also be useful to measure the actual tintekes to reply to
the questionnaire. The longer it takes, the ldsgyliare contributions from non-experts.
In that case, try to reduce the number of questisingplify the questionnaire or reserve
one part of the questionnaire for experts.

It is equally recommended falot draft questionnaires, i.e. "test" them with seddct

stakeholders. Asking a few stakeholders to repipéodraft questionnaire and to identify
problems — either technical or methodological — lealp improving the quality and thus
usefulness of the questionnaire.

2.2.3. Question design

In addition to focussing on the design of the olegaestionnaire, it is important to
ensure that its building blocks — the individuakstions — are equally well chosen and
designed.

Questions and their answer options shouldrddevant, short and simple Note that
short questions and answer options will also makasier to present the results in tables
and figures in the subsequent analysis.

Thelanguage used should be adequate and adapttrthe stakeholders. If non-experts
are targeted, abbreviations should not be usedjaagdn should be avoided or, at least,
explained. Ambiguous words or questions (e g. doutagative) should be avoided in
any case. Language should be used consistentlyighont the questionnaire. For
example, if several questions relate to "the peBBil4-2016", all questions should use
the same formulation. Deviating from formulation teferring to "the last three years"
would, at best, unnecessarily confuse the respasdird might even have a slightly
different meaning, thus resulting in different aessv

Questions need to be designed in a neutral mannemeaning that they should not
"push” respondents to answer in any particular widys includes using a balanced
answer scale, such as a five-point scale with tesitiye answer options, two negative
answer options and a neutral option.

Answer scalesneed not only to be balanced, they also needpy te the question at
hand, and need to ensure that respondents cansabpayopriately answer the question.
The latter point is particularly important for maory questions as it might otherwise
result in a misleading answer. If not all possilaleswer choices can be foreseen,
respondents should be given the possibility toctétgher”. In addition, it is often useful
to allow for an "I do not know" and/or "Not applida" option as well as providing
respondents the possibility to add further commentexplain their answers in a text
box. In addition, respondents should always be rgitlee opportunity to upload
documents, to accompany the responses to the guiestie.
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2.2.4. Online questionnaire tools

While questionnaires can be used for a varietyomisaltation activities, many are used
for internet-based stakeholder consultations. The@ission has therefore developed an
online tool, EU Surve¥. The functionalities of this tool are constantbirig improved;
an up-to-date overview is available onlfe.

Given that EU Survey has been developed with teel:ief the Commission in mind (e.
g. its interface is available in all official EUnguages; it fulfils high standards of data
protection; it complies with international accedljp standards) and given that the EU
Survey team can be contacted to prevent or solehnteal problenf it is
recommended — though not obligatory — to use this. fThere are many commercial
alternatives which offer similar functionalitR®4

2.3. Methodological and Practical guidance on generic csultation
approaches

2.3.1. When to use generic approaches?

In some situations, relying on questionnaires mightt produce the necessary results.
More general approaches can — sometimes in condmnatith a short list of guiding
questions — be useful alternatives. Requestingrgesemments from stakeholders or
having stakeholders comment on a policy documerch sas a Green Paper or a
Communication launching a consultation process trigip to avoid/mitigate the bias
inherent in questionnaires. They can also be usefidtarting a comprehensive debate in
a policy area.

2.3.2. Green Papers

Green Papers are documents published by the Eurofeamission to stimulate
discussion on given topics at European level. Tiheiye all stakeholders to participate in
a consultation process and debate on the basiseoideas and suggestions they put
forward. They are published on the Europa 'ConsoitaPortaf>* and open for
stakeholder input for at least 12 weeks.

2.3.3. Commission Communications launching a consultgbi@mtess

A Communication launching a consultation procesa isonsultation document in the
form of a Communication adopted by the College. Shme rules apply as to Green
Papers.

621 https://ec.europa.eu/eusurvey/

622 hitps://ec.europa.eu/eusurvey/home/about

623 Commission staff can also send questiorBGeHELPDESK-IT@ec.europa.eu

624 See, for exampléattp://survey-software-review.toptenreviews.com/

625 https://ec.europa.eu/info/consultations en

408



Examples of such Communications include the Comaoatiain from the Commission to
the EP and Council concerning a consultation dmrfgs opportunities for 2016 under the
Common Fisheries Poli&y or the Commission Communication to the Council, EBR
and EESC launching a public consultation on thelEhan Agend&”.

2.4, Further reading & references
Useful resources are available at the Commissiikmeasy and online - a brief selection:

» Creasy, Barry (2008), Effective Surveys and Questires, The Consultation
Institute, Biggleswade.

* Fowler, Floyd J. (2014), Survey Research MethodgeSThousand Oaks.

* Fowler, Floyd J, (1995), Improving Survey Questiddssign and Evaluation, Sage,
Thousand Oaks.

* Hague, Paul (1993), Questionnaire Design, Kogangdba.

* OECD (2012), Measuring Regulatory Performance. Actwoner's Guide to
Perception Surveys, OECD, P&ffs.

3. PUBLICATION OF RESPONSES, DATA PROTECTION , ACCESS TO DOCUMENTS AND
TRANSPARENCY REGISTER

3.5. Publication of responses

The Commission is committed to be open and traespahroughout the policy cycle,
including in the way it consults its stakeholdéfFkerefore, it is strongly recommended
that contribution®® submitted in the context of the various consudtatctivities, public
or targeted, are published on the relevant polieppages°

For all consultation activities, public or targetegspondents should be offered the
option to have their contributions published eithsith their personal data or

anonymously. Regardless the option chosen, resptsdbould be required to identify

themselves or the organisation on which behalf tiespond. Anonymous contributions
to consultations should not be accepted. The odtorrespondents not to have their
contribution published is no longer offered by dgtfa

For activities that collect input in writing, thetions for publishing the contributions
with or without personal data should be clearly hoered in the consultation document

626 htip://ec.europa.eu/dgs/maritimeaffairs_fisheriessultations/fishing-opportunities-2016/doc/com 20439 _en.pdf

627 http://ec.europa.eu/regional_policy/sources/contiolt/urb_agenda/pdf/comm_act_urb_agenda_en.pdf

628 Available online atvww.oecd.org/gov/reqgulatory-policy/perception-swysdatm

629 Contributions include responses to guestioneapesition papers, background material, etc.

630 See Tool #53 ofihe consultation strategy

409



(e.g. questionnaire). For oral input, such as ui¢evs, the way the contributio®swill
be published must be made clear beforehand (a.gntiErviews, before the start of the
interview)

Publication of the contribution with personal infoation

Contributions are published together with key peasanformation, including the name
of the respondent and the country in which theaedpnt resides. In case the respondent
replies on behalf of an organisation or company,lyothe name of the
organisation/company and country of residence @fottganisation/company is published
together with the contribution. Any other persodala which may be collected (e-mail,
phone number, address, gender, etc.) should noglde public, unless relevant.

Anonymous publication

Contributions are published without any persondbdarovided in the context of the
consultation. However, for practical reasons, doents submitted by stakeholders in the
context of a consultation, such as position paperdackground documents, can be
published in the way they are received. Removing@®l data from such documents
can be cumbersome and time consuming. Therafabould be clearly mentioned on
the consultation webpage or in the questionnaire dieedback form thatrespondents
should not include personal data in documents subitéd in the context of
consultation if they opt for anonymous publication

Publication of ad hoc contributions

If stakeholders provide ad hoc contributions at poyt during the policy preparation or
evaluation work, these contributions should als@uielished on the policy web page. If
no information on the preferred format of publiocatis available, by default it should be
published with the key personal information (seeva).

If manageable, DGs could for courtesy reasons gek o stakeholders and ask them
about their preferred form of publication (withwithout personal information).

3.6. Data protection

Under EU law, personal data can only be gatheratkustrict conditions and for a
legitimate purpose. Furthermore, persons or orgéiniss, including the EU institutions,
which collect and manage personal information, nuuetect it from misuse and must
respect certain rights of the data owners whichgasganteed by EU law, in particular,

Regulation (EC) No 45/2001. Both apply to the psesteg of personal data by EU
institutions and bodies within the scope of Uniaw.|

What is understood by personal data?

According to Article 2 (a) of Regulation (EC) No/2B01 personal data is defined as
follows: "Any information relating to an identifiear identifiable natural person, referred

831 Information should also clarify how the providezsponses will be published (summary or complete
responses)
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to as "data subject” - an identifiable person imeone who can be identified, directly or
indirectly, in particular by reference to an idénttion number or to one or more factors
specific to his or her physical, physiological, nm&neconomic, cultural or social identity.

Privacy statement

By means of the privacy statement, respondentsighmi informed in a clear way on

how data is collected and processed. This docurdestribes the objective of the

personal data gathering and processing, the kirahtaf collected, technical information
on the tools or platforms used to store and prockeda, to whom the data can be
disclosed, the way data is protected, the perita id&kept as well as contact information.
In practice, a specific privacy statement needsdoprepared for each consultation
activity involving collection of personal data asldould be published on the consultation
webpage related to the initiative. Furthermorenk to the ‘protection of personal data’

page needs to be provided on the consultation pHge.template to be used for the
privacy statement for consultations is availableGmiPrgs?

Data retention Period

Personal data should be kept only for as long BeAfeup actions to the Consultation are
necessary with regards to the purpose(s) of theegsing of personal data. All personal
data should be deleted from databases 5 years th#ielast action in relation to the
Consultation. Where necessary, personal data dmulapt for a longer period as long as
this is foreseen in the Privacy Statement. ConsoitteReports containing personal data
should be archived according to the Commissiowjal lfgamework (e.q.: SEC(2012)713
- Common Commission-Level Retention List for EurampeéCommission Files (CRL) of
December 2012). Participants must be informecdheffact that they can request their
personal data to be deleted."”

3.7. Access to Documents

Contributions, including personal data providedyrba subject to a request for access to
documents under Regulation (EC) No 1049/2001 reggrdublic access to European
Parliament, Council and Commission documents (‘Réign 1049/2001%° Regulation
1049/2001 provides any EU citizen and any naturéégal person residing or having its
registered office in a Member State the right otems to documents of the EU
institutions, subject to principles, conditions almdits defined in the Regulation. If
access is requested, the request is subject teeabgyacase analysis based on Regulation
1049/2001 in order to assess the applicabilityhef éxceptions defined in its Article 4,
taking into account the legitimate interests arajtistifications of non-disclosure in case
provided by the author of the contribution. Wheisclbsure of the contribution, or parts
thereof, would undermine the protection of comnadraiterests of a natural or legal
person, the institutions shall refuse access iordemce with Article 4(2), first indent of
Regulation 1049/2001.

632 hitps://webgate.ec.europa.eu/fpfis/wikis/displayRETRY/Stakeholders%20consultation

633 Official Journal L 345 of 29.12.2001.
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3.8. Transparency Register

Organisations and businesses that wish to parteipaconsultation activities are asked
to provide the Commission and the public at lavgéh information about which interests
they represent and how inclusive their represenmtatis, by subscribing to the
Transparency Register. Contributions from orgamsatand businesses that choose not
to register will be processed as a separate categbnon-registered
organisations/businessé&s"unless they are recognised as representativelsiklers via
relevant Treaty provisiofs.

Publishing a public consultation on the Europa Stdtation Portal®*® or a roadmap or
inception impact assessment on the dedicated welipagjl trigger an e-mail alert to
registered organisations.

More info on the Transparency Register can be fmmBurop&s®

4. FACTUAL SUMMARY REPORT

For each consultation activity, it is good practioepublish factual information on the

input received from stakeholders to ensure tramsugr Apart from the publication of

meeting agendas, consultation documents and amgmvgontribution, this also includes
a factual summary of the issues raised. This inédion can take different formats, e.g.
workshop summary, meeting minutes, conference tepoesentation of key issues.
Basic statistical information on participating sthklder groups, number of participants,
geographical distribution and other basic figuretevant for an activity should be

provided.

The purpose of this information on the stakeholdput is to give an overview on 'what

has been said'. It should be neutral as it precHtesanalysis and interpretation of
consultation results. As these factual summarieg coatain views and positions from

stakeholders not necessarily shared by the Conomissrt may refer to issues on which a
decision has not yet been taken, an appropriatéadizef?*® should be added.

It is recommended to publish this factual inforroatisoon after the closure of a
consultation activity on the consultation page.dgecific formal requirements apply.

634 See section on stakeholder categories
635 European Social Dialogue, Art. 154-155 TFEU.

636 https://ec.europa.eu/info/consultations en

637 http://ec.europa.eu/info/law/better-requlationiatives

638 http://ec.europa.eu/transparencyregister/publicéPage.do

639 Disclaimer: "This document should be regardedlgchs a summary of the contributions made by
stakeholders [add consultation activity] on thed[ditle of policy initiative or evaluation or fitiss
check]. It cannot in any circumstances be regaatethe official position of the Commission or its
services.
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The factual summary should not be confused withsyim®psis report, to be drafted at the
end of the consultation procé&8gsee tool #55 Informing policymaking - the syna@psi

report)

Box 4. Factual summary report

activity

Give a concise and balanced overview of contributis received during a specific consultation

Give factual information on input
received

Who contributed?

Whom are they representing?

What aspects are addressed?
What are their views and concerns?

Which  communication channels were used
contributions?

for

Stay neutral

Document the input as received:

Avoid qualifying it, taking position or giving feéeck

Aggregate at an appropriate level

Cluster information

Inform on the process

Inform on what was done so far in terms of consiolta]
activities and on the next steps

Add Disclaimer

Emphasise that the contributions received cannot
regarded as the official position of the Commission its
services and thus does not bind the Commission.

be

5. DATA ANALYSIS OF CONTRIBUTIONS TO QUESTIONNAIRES USED IN

CONSULTATIONS %4

5.1. Overview

There is no ‘right answer to the question how testb analyse data input for
guestionnaires, which often consists of a mix betwwpen' and ‘closed’ questiths
Rather, there is a wide a range of factors to c&msin order to ensure that a reasonably
robust analysis can be performed within the comggaf available time and resources,
and considering that the number of responses maygber than expected.

The most efficient method is likely to involve tederring the data to a ‘master’ Excel
spreadsheet containing responses to both ‘cloget’apen’ text questions. With this in
mind, it becomes obvious that a consultation whishtes broad ranging submissions
(including position papers) in the form of pdf dawents will be difficult to process.

640

641

See Tool #55 omforming policymaking - the synopsis report.

For further detail see also Commission study [Cliasan Support and Development of Advice

(Specific Contract No SG/2015/10 under Frameworhkt@at ENTR/172/PP/20-12-FC Lot 3) :
https://bookshop.europa.eu/en/consultation-suppaitdevelopment-of-advice-

pbKA0217018/?CatalogCategorylD=YR4KABstrdkAAAEjLod¥5K

642 See paragraph 2 of this tool on questionnairegdes
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For the purposes of this tool, it will be primarflycused on two levels of analysis:

Basic analysis,which can be undertaken by those with a reasongiaficient
knowledge of Excel.
Advanced analysiswhich can be undertaken by those with specifilsskb use
specialised software aimed at assisting with thedyars of data and campaigns
and with computer-aided analysis of open text resps.

In certain cases, it may be desirable to outsotineeentire package (questionnaire
design, analysis and reporting) tgefessionalcontractor (polling or market research

company.)

Note that when reporting back on the outcome otcthresultation the methodologies and

tools should be explained for transparency reasons.

Box 5: Overview different levels of analysis

f
,ex

Approach Advantages Disadvantages
Basic Only basic spreadsheet skills required Not efficient for high number o
. . responses (several hundred or mo
Good for analysis of closed questions particularly when analysin
Can be done in-house by mqgst Campaigns and open text responses
Commission Policy Officers
with/without support from consultants
Advanced Efficient means to analyse campaigns Requires use of specialised software
and open text responses where there . . .
are hundreds (or thousands) |of As such requires suitable Commissi

responses

in-house staff
from consultants

with/without suppo

on

Professional

Professional questionnaire design
Independent analysis

High quality presentation of results

Potential for limited interaction wit
Commission Policy Officers

Approach may have to conform to
standardised ‘template’ with limite
open text responses

5.2.

5.2.1. Data familiarisation

Data preparation in view of the analysis

Once the data is on a master spreadsheet, thetev@reonsiderations to be taken into

account:

» time and resources for analysisotdsed questionslo not depend on the number
of responses

» time and resources for analysis @fen questionsdepend on the number of
responses and, to a lesser extent, to the divarkignguages in which they were

submitted
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Before proceeding further with the analysis, itimsportant to note that theata
represents the views of those that respondedTherespondentsare self-selecting and
are not a statistical sample of the EU populatioi.

However, in some cases the respondents may repraseasry high percentage of the
population of particular stakeholder groups that directly impacted by the subject of
the consultation. By way of example, potential rades affecting particular industry
groups may trigger responses from all the relewsantufacturers.

5.2.2. Data cleaning and duplicates

Once processed and organized, the data may be mhetan contain duplicates, or
contain errors. The need for data cleaning wikefrom problems in the way that data is
entered and stored. Data cleaning is the procegseuénting and correcting these errors.
Common tasks include record matching, identifyimgcicuracy of data, overall quality of
existing data, deduplication, and column segmemtatbuch data problems can also be
identified through a variety of analytical technegu For example, with financial
information, the totals for particular variables ynhe compared against separately
published numbers believed to be reliable. Unusarabunts above or below pre-
determined thresholds may also be reviewed. Thexes@veral types of data cleaning
that depend on the type of data such as phone nmapdenail addresses, employers etc.
Quantitative data methods for outlier detection lsarused to get rid of likely incorrectly
entered data. Textual data spellcheckers can Ik toskessen the amount of mistyped
words, but it is harder to tell if the words theise are correct

The first step of the data analysis is to simplgaththe validity of the data on the master

Excel sheet. Responses received before the caheunlistarted should be deleted — as
these will most likely be associated with finaltieg and checking of the questionnaire.

Responses received a few hours after the formalicdotime could be accepted if there

may have been valid reasons for the delay. Clesrbponses received days/weeks after
the consultation has closed can be deleted.

At this point, every response should be given ajumiidentifier (which could just be
simple numbering 1, 2,...435).

Mischievous (or mistaken) entries can be checketvatidated if considered necessary
(for example, individuals claiming to representaional Government). However it is

not possible to readily validate every responseartiqularly if there are thousands of
responses to consider.

Duplicates are identical entries across all thestjoles (including name and location).
Such entries may be entered deliberately or actatlgn The first step is to determine
how many duplicates there are.

Excel has a ‘remove duplicates’ data tool - semrgde below (using Excel 2010):

643 See also paragraph 5.3.1, sub pamterpretation of data - Weighting and representatiess of
respondents and replies
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Microsoft Excel

ut Formu view View Add-Ins Nuance POF
B A . & [ - | = > % LN ‘FFJ f—l 3 1% Data Analysis
w2 o BRI < -y g E= B o @ s o™
ing Refresh . ﬁl Sort Filter v Text Remove Data Consolidate What.If Group Ungroup Subtotal
ctions  Allr = K X7 Advanced | Colu Duplicate: idation ~ Analysis ~ - -
Connections Sort & Filter Data Tools Outline ¥ Analysis
% Denmark
=1 c D | E T F | G | H |
1 Use of Ecolabels
Which profile Are you in the How big is your Approximately Do you know about Do you buy ecolabelled
describes you parency ? how many ecolabels for fishery and/or aquaculture products?
the best? Register? consumers does  fishery and
If so, please tell u~ your organisation  aquaculture
2 > | oucin > - > 2 > 2
|_3 |Research/academic organisation micro (10 employees or fewer) Yes
4 _|Individual - consumer Yes Yes, exclusively
"5 |individual - consumer Yes Yes, but not exclusively
|_6_|individual - consumer Yes Yes, but not exclusively
| 7 | individual - consumer Yes No
|_8 |Public/government body medium (S0 - 250 employees) Yes
| 9 |Individual - consumer Yes Yes, whenever possible, but not exclusively
| 10 |Individual - consumer Yes Yes, whenever possible, but not exclusively
| 11 |Individual - consumer Yes No
[12 idual - Yes Yes, but not exclusively
14 - 4 Yes Yes, but not exclusively
15 |Individual - consumer . Yes Yes, whenever possible, but not exclusively
:3 ml--e;nmm 0 13 duplicate values found and removed; 430 unique values remain. ;: T eickmbioly
18 |Individual - consumer - Yes No
19 | Individual - consumer o) Yes Yes, whenever possible, but not exclusively
20 |Non-governmental or: Yes
21 |Producer organisation Yes
22 |Non-governmental or: Yes
| 23 |Research/academic Yes
| 24 |Producer organisation small (10 - S0 employees) Yes
| 25 |Non-governmental organisation (NGO) micro (10 employees or fewer) Yes
26 |Research/academic organisation medium (50 - 250 employees) Yes

! large (250 employees or more)
| 28 |Public/government body

In this example, Excel found 13 duplicates in 44Bmissions. Note that the Excel tool
IS not case sensitive (so that DAVID BROWN = DaBigbwn) and there is a chance that
more than one David Brown completed the questioanai the same way. Therefore,
identifying the duplicates requires manual checlofighe Excel sheets before/after the
removal of duplicates.

A more advanced approach is to BEATA (a statistical software package used for
more ‘advanced analysis’ — see below which reaglibups the duplicates allowing you

to determine quickly whether duplicate entries nb@ya range of common names or
whether it is an obvious deliberate multiple erasyillustrated by the example below.
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Box 6. Use of STATA (statistical analysis)

. duplicates report

. duplicates drop

In this example, there were 1,631 unique entrighimithe dataset and 178 duplicate (‘surplus’) ceses
representing 10% all responses. Notably, there avasresponse that was repeated 30 times (i.e] one
‘master’ and 30 copies leading to a ‘surplus’ ofe3firies) and another repeated 13 times. Thessafaly
be deleted as obvious duplicates. There were @2agpairs of identical answers as well as one wotlr
identical entries. In this example, these dupdisatvere highlighted (within STATA) and the names
reviewed (manually) to see if there was any polisithat these were cases of genuine duplicates (i
people with the same name). In this particulaecdsvas immediately apparent that these wereichipl
entries and could be safely deleted. Removingl@B duplicates, using STATA'sluplicates drop
command, yielded a cleaned dataset with 1,766 itha response:

Box 7: Summary procedure for considering duplicates

 Identify the level of duplicate responses (anythovgr 1% is probably indicative of
duplicates);

* Remove ‘obvious’ duplicates;

* Review and perhaps remove remaining duplicates;

» If in doubt, leave duplicate entries in place (@srtoverall impact on the results will

be low).

5.2.3. Campaigns

Overview

Where respondents have responded to a public ¢atisal with the same answers this
may be coincidence or it may part of a co-ordinatachpaign. Campaigns are very
effective in order to generate interest amongst sk&holders and to highlight key
messages for policy makers. At the same time, th@yesent a challenge for those
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analysing the responses to an public consultatiorit is therefore essential to well
identify campaigns, analyse them separately ansepteesults adequately.

It is therefore necessary to consider the posgldsence of campaigns, the means to
identify them and how to present the results.

Presence of campaigns

Once a public consultation is launched, it showddcbntinuously monitored. As such,
occasional searches on the internet and social anediy reveal the presence of
organised campaigns which are suggesting answéhe uestionnaire.

Once the consultation has finished, identifying paigns through this method will
become less effective as the information is chammgetbved or simply overtaken by new
events.

Identifying campaigns — basic analysis

Where there are only 100 or less responses to laicmonsultation, it is possible to sort
the Excel data set by responses to successiveaugesand then check them by scrolling
through the responses to identify rows of identeatries. Where these are thamme
across all closed questionghis suggests a campaign — particularly if thegpomdents
represent a particular sub-group of stakeholdeys gttivity and/or interest and/or
location).

As a rule of thumb, the minimum threshold shouldleor more identical responses
(across all the closed questions) to count as mpeggn’. On the other hand, if there
were 10 identical responses from very diverse ggoop respondents to a short
guestionnaire with a total of 10,000 responses,\liuld rather be a coincidence.

Identifying campaigns — advanced analysis for aosquestions

Although Excel can be used to assist with the ifleation of campaigns, it is more
efficient to use professional statistical softwaueh asSTATA®. Professional software
is more complex, compared to Excel, and does reqgomeone with training or prior
knowledge of the programme in order to use it. db#put tables usually also require
some explanation/basic understanding of statisticerder to understand the results.
Furthermore, it may not be possible to easily exploe outputs from this statistical
software into Excel or any other programme.

Available statistical software at the Commissiom ¢g& consulted on the webpage of
DIGIT?®45,

The analysis may also be outsourced to a contrdbotdrmay have access to similar
software.

644 There are various other well-known statisticatkames which can provide additional functionality
beyond that provided by Excel, including: R, Miald;, SAS, SPSS, etc. A brief introduction to the
'top five’ may be found here:http://www.prostatservices.com/statistical-consgitarticles-of-
interest/a-review-of-the-top-five-statistical-soét#e-systems

645 https://myintracomm.ec.europa.eu/dg/dgt/it_suppoftware/Pages/index.aspx
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Identifying campaigns — advanced analysis for opgmestions

While some campaigns suggest a series of respotsedosed questions, other
campaigns may recommend that their supporters gltamldpt some standard text in their
response. As such, the responses may not be yexiaetsame but some key messages
will be repeated.

The most efficient way to identify the presencecampaigns in responses to open
guestions is to use software designed for qualéatilata analysis such as the
Commission tool 'Doris' or the commercial tddVivo, but there are also other similar
tools availables.

An example of a ‘word tree’ around the word ‘mandat/’

and reporting . Currently . the \ / The current provisions regarding

auctioning revenues are non - \\ / as this contributes to

and should not — \ /, - 100 % of the
> become | /

\\“
be envisaged to — \ / / Application of
basis - /(A j\ l_/\ .
strengthened —> K ‘m-/ Reinvestments of
o/ \ \\

0 make this g \
/ \ reporting of use of

for industrial sector innovation which implies a lesser

It is immediately apparent that is a campaign,nascated by the larger font (reflecting
greater frequency of occurrence) which includes shggested word sequente.to
make this earmarking mandatory for all. Reinvestimef...”. Perhaps the easiest way
to identify responses from this campaign would des¢arch the (cleaned) dataset for
“earmarking mandatory”and then segregate these responses.

Identifying campaigns — advanced analysis for gliestions

Although professional software may be used to lfwskduplicates across all fields, this
may not be efficient. For instance, analysis acroksed questions may vyield a
campaign supported by a particular stakeholder.wév¥er, the wording used in the
supporting comment boxes may vary slightly dueitteigénces in use of capital letters,
mistyping, etc. As such, if the search for campsigyould extend across both closed and
open questions, many campaign responses may bedniss

Segregating campaigns and reporting

It is recommended to look for campaigns in botloseld’ and ‘open’ questions. Once
campaigns have been identified, the associatedomesp should be segregated and
analysed separately from the non-campaign responses

If campaigns are identified, they should be refén@ in the synopsis report. Reporting
on campaigns should include the number of respdadeipporting the campaign as well
as a summary of their points of view — either it @& tabular form

646 http://www.predictiveanalyticstoday.com/top-quaiite-data-analysis-software/

419




5.3. Analysis of data
5.3.1. Analysis of closed questions

Basic analysis

Basic analysis of closed questions generates ir#tom such as:67% of respondents
considered that the legislative framework was d@gihg benefits.” Such information is
not so helpful to policy makers unless qualifiedtiy perspective of the stakeholder, for
example: Although 74% of industry respondents considered th& legislative
framework was delivering benefits, only 32% ofzeitis agreed with this viewdr "Less
than 30% of Danish respondents considered that ldwslative framework was
delivering benefits, while 67% of Estonian respanige@greed with this vielv Even this
information is of limited value if there were orlyrespondents from Estonia while there
were 240 from Denmark.

Such quantitative information can be conveyed geaghly by including the numbers of
respondents as illustrated below.

NGO (n=762)

Academic/research institute (n=220)
Individual (n=18,436) |
Government/public authority (n=331)
European institution/agency (n= 6)

Other (n=248)

Organisation/association (n=718)

Business (n=1,377)

0% 20% 40% 60% 80% 100%

W Very appropriate B Appropriate Somewhat appropriate

Not appropriate | don't know

Response to the question * Is the approach set outthe Birds and Habitats Directives an appropriate
way to protect species and habitats in the EU?’ bgtakeholder group
(based on data from the consultation on the fitneseck of the Birds and Habitat Directivés)

Basic statistical terms include:
* Mean: the total of a distribution of values dividegthe number of values

* Median: the mid-point in a distribution of values

647 http://ec.europa.eu/environment/nature/legislafior@ss check/index_en.htm
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* Mode: The value that occurs most frequently insdritiution
» Standard Deviation: a measure of dispersion artladnean

» Percentages: A rate, number, or amount in eachrbdrid express any proportion or
share in relation to a whole

— When to report percentages: When values are highgénfor them to mean
something. It is generally bad practice to repercpntages if the total number of
values is lower than 100, as a percentage poigebithan > 1

— When reporting changes over time, the differencéwéen percent and
percentage points (p.p.):

» Percentis used for a measure of changes in values

» Percentage poins used for a measure of change in percentages
e.g.:

— Last year, in a workforce of 300, 30 people (10%)evsmokers.

— This year, in the same workforce of 300, 15 pe@¥) are smokers

— The number of smokers has fallen by 50% or thegmeage of smokers
has fallen by 5 percentage points

— It is good practice to calculate and report percentagesnd valid percentages
(percentages of those who answered the questionthao readers can see
response rate on questions.

— Avoid using only percentages in the presentation aksults, make always the
link with the amount of responses they correspond t

— Example: Q: Do you receive a disability benefitasfy kind? Yes: 83
No : 256; => out of a total of 460 who returnedugstionnaire (=N)

(N=460) N % Valid
Yes 83 18.0¢ 24.5(
No 25¢€ 55.6¢ 75.5(

Not answere 121 26.31 -

Level of analysis

The analysis of closed questions is relativelyigitdorward, with Excel able to generate
relevant data tables and graphs. However, tramsfethe results into a report can be
time-consuming.

If there are 20 closed questions, then there wellabminimum of 20 tables/graphs
representing the answers against another variabisually stakeholder group (such as
authorities, citizens, industry, etc.) and theteslacomment. There will then be further
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tables/graphs if the closed questions incorporataraber of sub-questions and/or more
than one possible answer.

If the analysis is to be repeated from anothergeatsve (such as geographical location),
another set of tables/graphs would be requiredroddh specific software (such as EU
survey or SurveyMonkey) pre-filtered graphs andegloan be generated as illustrated in
the example below, which represents the views ainnfacturers’.

11 Has the GAD resulted in an
improvement of the level of safety of gas
appliances (including fittings) within its
scope?

a4 Shipped: 2

Very positive
impact

e _

Mo change

MNegative impact
Very negative I

impact

Not sure

0% 10% 20% 30% A% 50% 60% Ti% a0% S 100%

Answer Cholces. Responses
Very posifive impact 14.71% 5
Positive impact B67.65% 23
No change B8.82% a
MNegative impact 0.00% o
WVery negative impact 2.84% 1
Naol sure 5.88% 2

Total 34

Based on data from the Public consultation on theWwsion of Regulation (EU) No 994/2010 concerning
measures to safeguard security of gas supply amueading Council Directive 2004/67/EC
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More advanced analysis

Professional polling companies as wellEagobarometers* surveys are specialised in
presenting the views of the general population agremt variety of issues. Where the
responses to particular questions or survey respondemt® drawn from a
representative sampleit may be possible to apply additional analydishe responses
in order to determine the statistical significarméehe conclusions — particularly if the
responses are inferred to apply to a much wideuladipn (such as that of a particular
country or the EU as a whole).

This situation does not apply to the results gbublic consultation due to the self-
selection of respondents, which means ttieg responses are not drawn for a
representative sample While it is accepted that advanced statisticalysis has an
important role for some types of analysis, suckisties provide limited added value to
results from a self-selecting (i.e. non-randomliested) sample and can potentially be
misleading. In other words, statistics providéditidditional information (of use to the
policy maker) beyond that obtained by the analgsesented here.

However, this should not suggest that further aiallgeyond the ‘basic’ analysis cannot
be undertaken. By way of example, it may be ugefalnalyse the relationships between
different questions as illustrated below.

very important (n=8,024) iH i

B Major costs

® Moderate costs

Insignificant cost

0% 20% 40% 60% 80% 100%

m | don't know

1. How important is nature conservation to you?

21. How significant are the costs associated with the Directives?: Costs of protecting
species other than birds

Comparison of responses to Q1 with those to Q2@from the public consultation on the Birds &
Habitats Directives)

648 http://ec.europa.eu/COMMFrontOffice/PublicOpinion/
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Interpretation of data - Weighting and represeiv@atess of respondents and replies

There is a fundamental difference between a susieh as Eurobaromet€rand public
consultation (see former paragrapbata gathered through public consultation does
not provide a representative view of the EU populabn.

Weighting of data is a statistical technique of making ansveeunt for more or less to
ensure they are representative of the populati@u dan only use this technique if you
have an understanding of the demographic make-upeopopulation and returns. It is
generally very difficult to get this understandiaugd therefordt is not recommendedto
apply weighting technique$or the analysis of data from public consultations.

If you need to have representative views, othelstamuch as Eurobarometer, should be
considered.

Note that when reporting back on the outcome otcthresultation the methodologies and
tools should be explained for transparency reasmef)ding if weighting techniques
have been applied.

Box 7. Interpretation of data — key aspects

Consultations aim to gather evidence, which is wsethput for policy preparation and
contributes to informed decision-making. It is #fere essential to provide the right
context of the consultation when presenting the oabme including information or
who participated and whom respondents represent:

* When analysin§® and presenting the resultdistinction should be made between
the different stakeholder categoriesthat contributed to the consultation. A short
description should be provided about the diffetakeholders (background, wham
they represent, etc.)

* Do, preferably, théStakeholder Credibility test' and consider its outcome in the
analysis:

— Longevity Has the stakeholder organisation been establisbegl enough tg
acquire the wisdom in the policy field?

Expertise How well does it know the subject matter?

Representativenes#/ho exactly does it represent and how well dbds iso?

Track record How useful/credible has its contribution beetha past?

Reputation How seriously do other people take this orgarosat
» Contributions fronctitizensshould be analysed as a separate stakeholdeocateg

» Campaigns should be identifiedand the relevant responses should be segregated,
analysed and presented separately from the nonatggmpesponses (see para 2.4)

* Avoid using only percentagesvhen presenting results; they should be linkethé&
corresponding amount of responses (see para 3.1.1).

649 http://ec.europa.eu/COMMFrontOffice/publicopiniordex.cfm

650 See also better regulation Guidelines, chapter VI
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5.3.2. Analysis of open questions

Overview

Textual input to open questions is considered aditgqtive data, which is, compared to
quantitative data rich and complex and thereforeahnot be treated statistically.
However, this does not mean that systematic arataigs analysis techniques cannot be
applied. Qualitative data, more than quantitatiise,extremely prone to bias, and
systematic analysis helps prevent this.

Basic Analysis

Under the approach to basic analysis, responseklwoast commonly be grouped into
broad stakeholder groups (typically citizens/NG&shorities, industry, others). Under
the simplest approach, responses from a partigutarp for a particular question could
then be quickly read to get an overview of the twdhree most recurrent points being
made.

Coding of qualitative information

Coding is a technique that allows qualitative infation to be
categorised/sorted/interpreted

* A coding frame is constructed from the first 50sor responses, and subsequepntly
modified as more responses come in
* A coding frame is a set of headings under which roemis/texts may be placed [to
categorise it; the headings may be free-standirigested’ (with different levels, e.g.
car driver -> driver of a motor vehicle -> road use
» Text responses are then read and each piece oistessigned (‘coded’) to one |or
more headings
* Code frames may apply to individual questions, @mbre often) apply across |a
whole submission

Depending on the nature of the question, one megipectthe analysis to typically
yield five to ten themes from the first 20 to 50 rgponses These themes should be
noted and the frequency of occurrence in subseqresgonse should be recorded.
Thereafter, experience suggests that fewer theniebeMound and, indeed, the rate of
reading of responses may increase as the readembscfamiliar with the range of
points being made.

This needs to be preferably done in the languageshich the responses have been
provided. In some cases, it may be easiest tolatanall responses into a single language
and then analyse the sample. In other cases,yitomalesirable to review the responses
in their native language and extract key themesthis approach, it is preferable to run

languages sequentially to avoid similar but differdhemes emerging for each language
which can lead to confusion. In practice, the @@@pproach adopted will depend on

the number and nature of responses and the rellaraptage skills.

However, as a guidegnce there are more than 500 answers to considée.g. 100
responses x 5 comment boxes or 50 responses x rhneat boxes)ijt may be
necessary to use a more resource-efficient methed outlined below in the advanced
analysis.
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Resource estimate for consideration of open text ntributions

Experience suggests thdgtailed consideration of significant contribution$®! takes
time — about five answers per hour For 50 responses each with 5 significant comment
boxes completed will require (50 x 5)/5 = 50 houes, more than one person/ week.

Sampling for the Advanced Analysis

The more resource-efficient method invohe@scombination of readinga sample of
responsesnd then usingadvancedsoftware to analyse all responses. In developing
this guidance, consideration was given to the tesaf sampling responses to 11
different Commission public consultation from whithappeared thaa sample size of
YN+2%52 (i.e. the square root of the number of responNeglus two)would typically
yield five to ten themes. In some cases, the computer analysis would revéafther
theme. This seems a reasonable balance betweesstheces required for the sampling
and the associated results. As illustrated in dhart below, where the number of
comments being considered is relatively small gaifcant percentage will be sampled,
read and analysed. For 100 comments, 12 (12%) heillsampled and for 1,000
comments 34 (3.4%) will be sampled.

100%
90%
80%
70%
% Sampled, o
readand 50%
analysed 40%
30%
20%
10%

0% ~ ~ ' :

1 10 100 1000 10000
Number of comments (N) to a particular question
Sample size (N + 2) as a % of comments read vs number of commexn(N)

851 A ‘significant contribution’ has been taken to ane typically, half a page of typed text (in any EU
language) from which key themes will be identifeatt recorded.

652 Empiric determined formula; See Commission studyr€liltation Support and Development of
Advice (Specific Contract No SG/2015/10 under Framné Contract ENTR/172/PP/20-12-FC Lot 3)
. https://bookshop.europa.eu/en/consultation-supmudtdevelopment-of-advice-
pbKA0217018/?CatalogCategorylD=YR4KABstrdkAAAE|L 0d¥5K
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Procedure for computer-aided analysis
The approach for this analysis includes the follaysteps:

1. Assigning language markers To assist with the analysis, it is importantt thih
responses are given a language marker. Thisrnn leads to the suggestion that
if the questionnaire(s) contains comment boxesis-necommendetb include a
final question asking which language has been usédr the text boxesas this
makes a significant difference to the time for sgpeent analysis (particularly if
there are thousands of responses)

2. Review a sample For a particular question — read a sampleMf2 responses
and extract key ‘themes’. By way of example, iérh were 68 responses, a
sample of¥68 = 8 + 2 = 10 would be read and analysed.

3. Word frequency search Using qualitative data analysis softwéreenables
word frequency searches to be rapidly undertakeidentify the top five most
frequently used words in the responses. To biils®mmon wordstbhe and
it, etc.) are excluded as are words from the titlehefconsultation. This should
be done for each language for which there are nthane 30 responses in multiple
languages“.

4. Word cloud: The ‘word cloud’ function of the software usediltbbe useful to
establish for instance the top 100 most frequemlyd words and to present the
results graphically. This could help in identifyingemes, particularly when
combined with the 'word tree' (see below)

lransuarencv
helieve

ﬂmﬂrﬂﬂmelltal
1SS U@ Sregulation

schelﬁ’esstﬂnﬂarﬂ maneuonon

new .:
social

cu“i“SI(]“ !gflil[tllerem

name V’U

consumers

= g("][lg special
sealoodpraate ““nkse(

cmenaanswer: gnossihle

==

853 Such as Doris (Commission tool) or NVivo (comnidic

54 NVivo also has the capabilities to perform suelrshes using synonyms when working with some of
the more common languages (EN, FR, DE, ES and PT).
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5. Word tree: For any words identified in the above word fregmgword cloud
approach, which indicated that some themes may lh@en missed, a ‘text
search’ can be carried out and the results ofstgsch displayed in a word tf&e
(see below) to quickly determine the context inckhihese words were used, and
consequently to identify any themes missing fromgample.

Text Search Query - Results Preview

- set, developed through the initial
-to - fly - p2f - in - pilots -
- to - Fly { P2F ) in Pilots’

. 000 euro ) , less companies actually
15 million in 2015 , including
much more than the existing \

/ sites / default / file —

>/ eca ™

/ sites [ default [ files

and the ECA publication ” I\

of extremely high N / pilot
-~ initial —

with a their =

pilot training and the related

trainingy

ongoing flying experience . However e

pilot concept , reducing real flight

all participants _"-\ _

ok

= and the ECA publication " Pilot
£

™ recurrent training and ongoing flying

etc . ) and within the operators ,

knowledge sharing and joint procurement

~ :https : / / www . eurocockpit . be / stories /

~~ employing new pilots , and

— ongoing flying experience . However ,
social regulation . Europe should

- the related training standards

" cery inportant to ensure

are <__ .
~ crucial to ensure the

" certificate , Taking into accaunt that

=~ — Back to the Future "
Compass x/
P " back to the future

social dumping = > Professional skills and = completed to pay 30 - 50 .

all participants . - = costs ( 80 - 120, 000 euro )

ensure the qualitiy of . much more than the existin
- the 9
language skills etc . Therefore = “ of cabin crew must be

the field of safety , security , * programs to be skimmed down

through the initial training , recurrent

standards in Europe are under

which led to the companies’

Word tree showing the context of the word ‘training for question 1

5.4. ALLOCATING RESOURCES

5.4.1. Introduction

There are essentially two constraints related ¢oathalysis of stakeholder contributions -
time and availability of resources. If sufficiemhe and resources are available, then each
and every response can be read and analysed iih d8tmilarly, if the questionnaire
consists entirely of closed questions, then suctstcaints are unlikely to pose a serious
problem — irrespective of the number of respons¢mweverthe presence of numerous
open text comment boxes can greatly increase theng and resources required.

655 Depending on the software used
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54.2. Time
The figure overleaf illustrates the estimated tiraquired for one person on a full time
basis to carry out the analysis of an example dtatsan with a mix of open and closed
questions and with a few hundred responses.
5.4.3. Resources
Based on the time taken to analyse responses amge rof public consultations, it is
possible to provide indicative guidance as to gsources required (in person-days) for a
thorough analysis of a public consultation whiclraats a degree of interest from
stakeholders.
Clearly, the resources required will increase with:

» The number of closed questions (little impact)

* The number of open questions (big impact)

* The number of responses (mainly for open questions)

» The number of stakeholder groups to be analysed
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The estimated time required to analyse a consudiati

Remove early/late

Download data

entries
Check for, and Check closed
Cr::::-gl:ss;er remove, obvious questions for
duplicates campaigns
If short on Commence
time/resources analysis of open ;eng":?a:li =
review samples questions paig
Identify key Identify further Segregate further
themes & phrases campaigns campaigns
For closed questions, L
analyse by Analyse remaining lq |
stakeholders, etc. a
For open questions,
identify key themes

If relevant, explore
relationships

Review 'all' open
answers - perhaps
using software

\

If required, develop
word clouds/trees

v

bi o

Report on closed
questions

Report on open
questions

Report on
campaigns

Generating data and
data cleaning
(1-2 weeks)

Analysing
campaigns
(1-4 weeks)

Analysis of closed
questions
(1 week)

Analysis of open
questions
(2-6 weeks)

Reporting
(2 weeks)

The illustrative example below shows the resoumeggiired to analyse the data and
provide a summary report based on a mid-sized mquestire with 30 substantive closed
guestions divided into five themes and one openncent for each section (five in total).
The table below illustrates how the resources redguwill vary depending on whether
the questionnaire elicits 200 or 2000 responsesor this example, two further
assumptions have been made:

* The analysis of open and closed questions will oo three broad stakeholder
groups
* The response rate to the open questions is 30%h@g are not mandatory)

Parameter

200 responses

2000 responses

Download data to Excel and analysis 0f

8 days

9 days
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closed questions (including reporting)

(Note advanced analysis using STATA
campaigns does not add extra time)

for

Basic analysis of open questions (i.e. &

comments read and analysed at a rate of 4 days 43 days
10/hour)
Advanced analysis of open questions 6 days 11 days

(3 days for sampling
(@ 5/hour) and 3
days for computer

aided analysis)

(7 days for sampling
(@ 5/hour) and 4
days for computer

aided analysis)

Total (basic analysis of open questions

12 man day

52 man days

Total (advanced analysis of open

14 man days

guestions)

20 man days

Further examples are provided in the figure below:

1000

Resources required
(person-days)

100 1000

10000 100000

Number of respondents

All closed questions
Advanced (n=5)

= === Basic (n=5)

Advanced (n=10)

= ===Basic (n=10)

Advanced (n=20)

Basic (n=20)

lllustrative guide to the resources required to anfyse and report on an OPC questionnaire with 30 cked
questions and a number (n) of open text comment beg using both basic analysis and advanced analysis

5.5.

FURTHER READING & REFERENCES

» Commission Study 'Consultation Support and Devekunof Advice' (RPA, 2016):
https://bookshop.europa.eu/en/consultation-supgaitdevelopment-of-advice-
pbKA0217018/?CatalogCategorylD=YR4KABstrdk AAAEjLod¥5K
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» The Consultation Institutdtttps://www.consultationinstitute.org/

» Commission data analysis tool Dotiigtp://doris.cnect.cec.eu.int/dorisBoard

* Available data  analysis software, including requestprocedure:
https://myintracomm.ec.europa.eu/dg/dat/it_suppoftware/Pages/index.aspx
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