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Resources for the Section 1 “Planning your research” 
 
Template 1: Structure of a research proposal1  
 

 
Aim of research: ________________________________ 
(Including client group, location and other particulars) 
 
Objectives of research: ___________________________ 
(Including client group, location and other particulars) 
 
Outputs: ________________________________________ 
(For example, report, presentation, or contact database of organisations) 
 
Who is involved: _________________________________ 
(List individuals and organisations involved in the research activities; those providing 
support or engaged in steering groups and other meeting) 
 
Timescale: _______________________________________ 
(Specify when you start and finish research activities; define main milestones) 
 
Methods: _______________________________________ 
(for example, interviews, focus groups) 
 
Resources: ______________________________________ 
(Acknowledge any funding organisations and those providing support) 
 

 

                                                
1
 Proposal provides answers to the following questions:  

What? - This section describes what your research aims to achieve and in what format your findings will be delivered  
Who? – This section lists individuals, organisations and partnerships which are involved in research activities. 
When? – This section explains timescale of the research 

How? – This section details methods to be used (for example, interviews or questionnaires), how many people you intend to 
reach and how this will be done (for example, through snowballing technique).  

 



 5 

Resources for the section “Resources” 
 
The example given below describes some equipment that might be needed for running a 

needs analysis exercise.2   

 
Example 1: Resource table 

 
 
Template 2: Resource table 
 Under the headings below specify which resources are available to you. 

 

 

                                                
2
 You might also want to think about other resources, such as office space, information resources and financial support. 
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Resources for the section “Setting up time-frame”. 
 
Template 3. Research Timeline  
Use this template to establish timeline for your research activities.                                        
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Template 4.  Deadlines and milestones   
Use this template to set up milestones for main activities and a realistic final deadline for 
delivering outcomes. 
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Resources for the section “Methods” 
 
Template 5. Identifying informants 
Use this table to create a list of informants. Make sure that each group helps you to achieve 

your research objectives. 
 

 
Template 6. Defining selection criteria for each group of informants 
This template provides some examples of criteria which might be used to select informants. 

 
 

Informants Research objective  

 
20 Asylum seekers 
15 Refugees 

Example: 
To identify the needs of 
asylum seekers and refugees 

 

  
 
 

 

  
 
 

 

  
 
 

 

  
 
 

 

Informants  Selection criteria  
Asylum seekers 
and refugees 

Age 
Gender 
Nationality 
Language  
Family status 
Length of residency 
Immigration status 
Arrangements with NASS 
Command of English Language 

 

Organisations Involvement with asylum seekers and refugees 
Services provided 
Client group  
Area 
Sector (statutory, voluntary, private, community) 
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Template 7. How representative is your sample? 
 

Use this template to check for any gaps in your list of organisations. 

 
Template 8. How representative is your sample? 
 Use this template to run a final check of your list of organisations. 

 

Question Action required  
Does your list include: 
 
Key asylum and refugee networks in 
your area? 
 
Organisations representing refugees 
and asylum seekers? 

Create a list of key participants: asylum 
and refugee networks; RCOs; and other 
agencies involved 

   

 

Do your objectives include assessing 
service provision for asylum seekers 
and refugees?  

Include local service providers  

Does the number of organisations 
reflect the balance between 
research’s capacity and objectives? 
 

Summarise the number of organisations 
you need to interview  
Decide on who to interview within 
organisations and assess the number of 
interviews you can realistically carry out  

 

Are priority sectors represented fairly 
in the sample? 
 

Count statutory, voluntary, and 
community groups on your list 
Make sure all the sectors (for example, 
education, health) are evenly represented 

 

 Are there any duplications? Check for any duplications/ omissions  
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Resources for the section “Developing questionnaires and lists of questions 
for interviews” 
 
Template 9. Are you ready for your data collection? Use this questionnaire to run 

the final check before your data collection.  

 
 

Question Description Suggested content 
 

Does your 
Information 
Sheet provide 
sufficient 
information about 
your research? 

The Information 
Sheet should answer 
the following 
questions: 
Why is this research 
necessary? 
Who is involved in 
the research?  
What are the 
outcomes of the 
research? 
How to contact you 
and your multi-
agency forum? 
 

Aims and objectives; information 
about your multi-agency forum; 
Steering Group; and  
Researchers 
Outcomes: Report and contact 
database  
Contact details and contact 
name(s) 
 

 

Does your Letter 
of Consent 
contain sufficient 
information? 

The Letter of 
Consent contains 
information on 
contact details of an 
organisation,  
contact names,  
agreement on how 
the data will be used  
 

Name of organisation, address, 
telephone/ fax numbers, e-mail 
address 
Contact names 
Name and a job title of 
interviewee 

 

Does your 
Information 
Request Form 
gather sufficient 
information? 

The Request Form 
should ask for the 
following information: 
Contact details, 
contact names and 
job titles, services 
provided, core client 
group, confirmation 
on using details in 
your database 
 

Name of organisation, address, 
telephone/ fax numbers, e-mail 
address 
Services provided, core client 
group, confirmation on using 
details in a database 
 

 

Does your 
Questionnaire 
reflect the aim 
and objectives of 
your research? 

The Questionnaire 
should contain 
questions relevant to 
each of the aims and 
objectives. 

Check each of your questions 
against your aims and objectives 
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Questionnaires and Lists of Questions for interviews 
 
Sample  1. List of questions for semi-structured interviews with organisations. 
Prepared for the Norwich needs analysis, 2004 (continued on page 11)  
 
General Background 

1. What does your organisation do? – kinds of services, activities etc. 
2. What is your role within this organisation? 
3. Who do you provide these services to? 
4. Where does your organisation fit in the scheme of things - in terms of other 

service providers? 

Asylum seekers 

5. Do you have clients from ethnic minorities? What sort of numbers and 
ethnicities? 

6. Do you have clients who are migrants, refugees or asylum seekers? 
7. Within your organisation, do you employ people or have volunteers who are 

from ethnic minorities? 
8. It seems that there is some confusion as to the difference between asylum 

seekers, refugees and illegal immigrants by many people  
a. Is this something of concern to your organisation? 
b. Does the difference between asylum seekers and refugees become an 

important point to know in your area of work as well as that of your 
staff and your organisation in general? 

c. How aware of this difference are you and your staff? 
9. How relevant is the Race Relations Amendment Act? 
10. How relevant is the Equal Opportunities Act? 
11. In order to provide good service for clients who may be asylum seekers or 

refugees, what training do you put in place for your staff? What are your 
training needs? 

12. If you don't have asylum seekers or refugees as clients or only have very few, 
do you consider that this may change in the future?  

13. If asylum seekers arrive in Norwich in the future, do you think there would be 
additional needs? What do you think you would have to change or adapt to 
cater for this group of people in terms of services and/or staff training?  

Services/gaps 

14. Do you have access to translation services? Is this service regularly used? 
How is this funded? 

15. How would you identify asylum seekers’/refugees’/clients’ needs and 
problems? 

16. What are the major issues that asylum seekers/refugees/clients come to you 
with? 

17. How do the services you provide meet these needs/problems? 
18. What issues/needs/problems are you aware of that you are unable to assist 

asylum seekers with? 
19. What would you say are the gaps in the services you provide and how ideally 

would you solve these? – e.g. funding, facilities, staff, training. 

Networking 

20. If you did come across problems which you were unable to resolve, who 
would you refer asylum seekers/refugees/clients to? 
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21. Would you say that your organization is linked to a network of services, or do 
you find that communication amongst different service providers is limited? 

22. Do you have a quality mark or is your role to signpost? 

Empowerment 

23. Do you have a policy to help your clients become more independent?  
- If yes – do you distinguish between asylum seekers and other clients? 
- If no – are there any plans to establish such policy in the future? 

24. Do your services aim to promote the independence of asylum seekers, or do 
your services work solely to solve problems and cater to needs? 

25. Do you see your services as helping asylum seekers and refugees to become 
part of the local community? In which ways? 

Funding 

26. How is your organisation funded? Do you have to actively seek funding? 
Where and for which areas? 

27.  How do you see the future role of your organisation in terms of service 
provider for asylum seekers? 

28. What would most help your organisation to serve asylum seekers and 
refugees more effectively? 

 
Sample 2. List of questions for semi-structured interviews with asylum 
seekers and refugees. Prepared for the Norwich needs analysis, 2004 
(continued on page 12)  

 
1. General information 
 
Ethnic origin, Age group, Family status, Status, Gender, Years of residency? 
 
2. Experiences of services: general questions 
 
What / Who most helped you to settle in to Norwich? 
 
What was / is the biggest problem for you (and your family) in settling in to 
Norwich? 
 
Was this / How was this problem overcome? 
 
What would you tell a friend moving to Norwich? 
 
3. Services: specific questions  

 
How did you find out what services are available and how to access these 
services? 
 
What organisation (s) have been your main point of contact? 

 
What have been your experiences of: 
 Health services? 
 Housing? 
 Education? 
 Employment? 
 Childcare? 
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What problems have you encountered using these services? 
 
How did you manage to overcome these problems? 
 
4. Local community 
 
What have been your experiences with the local community?  
 
How could the local community/ BME community help newcomers more? 

 
What have you been told about your rights/ your status since you arrived? 
 
5. Employment 
 
What was your occupation? 
What qualification(s) do you hold? 
If you were given a choice what would you choose to do in this country? 
What do you know about the possibilities of becoming ……….(occupation)? 
Do you know if your qualification is recognised in Britain? 
Considering ………..(high unemployment) it might not be feasible for you to find 
a job in ….. sector in the near future. What other skills / qualifications would you 
be able to use? Are you happy to retrain /re-qualify? In which sector? 
 
6. Volunteering 
 
What do you know about volunteering? 
 
Would you consider volunteering as an option? 
 
7. Work experience in Britain 
 
What is your work experience in Britain? 
 
How did you find your job? 
 
Who helped you to find employment? 
 
What were the barriers/ obstacles to employment for you? 
 
Have you got a National Insurance Number? 
 
When did you get it? How easy/ difficult was it for you to get it? 
 
Were you at any point unemployed?  
 
What was your experience of unemployment? 
 
What have you been told about the prospects of finding a job in this country? 
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Sample 3. Questionnaire for organisations. Prepared collectively by members 
of the Suffolk Refugee Multi-Agency Forum, 2005 (continued on page 14)  
 

 

General Background 
 

1. What is the name of your organisation?  

 
 
 
2. Briefly, what does your organisation do in terms of service provision for asylum 

seekers and refugees?  

 
 
 
3. What percentage of your clients are: 
 
i). Asylum seekers        
 
ii). Refugees           

 

Service Delivery 
 

4. What are the top five service delivery issues you deal with in relation to asylum 
seekers and refugees?  

 
i)       
 
ii)       
 
iii)       
 
iv)       
 
v)       
 

      

      

Thank you for agreeing to help us with mapping needs of asylum 
seekers and refugees in Suffolk. 

 
The Suffolk Multi-Agency Asylum Forum is running this mapping exercise to find out 
gaps in service provision for asylum seekers and refugees in Suffolk. By filling in this 
questionnaire you are contributing to the development of a countywide strategy that 
will help to tackle gaps in service delivery for this client group.  
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5. Do you feel that the service/s your organisation provides to asylum seekers and 
refugees adequately meets their needs? 

(Please tick the relevant box) 
 

Yes  
No   
 
6. If you have answered ‘No’ to question 5, please briefly explain why your service 

delivery does not adequately meet the needs of asylum seekers and refugees. 

 
 
7. Does your organisation adequately provide the following services: 
 
i) Interpretation services for clients  
 
Yes  
No    
 
ii) Translated information materials for clients (e.g. leaflets, pamphlets, course 
prospectuses etc) 
 
Yes   
No   
 
iii) Staff training regarding the needs of asylum seekers and refugees (e.g. cultural 
awareness training, facts and fundamentals of asylum and refugee issues etc.) 
 
Yes  
No   
 
8. Please add any further comments that you feel would help us in determining how 

to improve services for asylum seekers and refugees in Suffolk 

 
 

THANK YOU VERY MUCH FOR YOUR RESPONSE 
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Sample 4. Questionnaire for asylum seekers and refugees (continued on 
pages 16 to 18). This questionnaire was prepared by members of the Suffolk 
Refugee Multi-Agency Forum, 2005.  

Personal information 

 
What is your gender? Male �  Female � 

 
Do you have any dependants?  Yes �  No � 

If Yes, how many dependants do you have?   � 

 
How old are you?   I am under 18    � 

I am between 18 and 30   � 

I am over 30     � 

 
Did you come to Ipswich before you got a Home Office Decision? Yes � 

No � 

 
Why did you come to Ipswich? NASS said I had to    � 

I have family here    � 

There is a large community here  � 

I can get work here    � 

For other reasons (Please specify) � 

 
Immigration status & legal representation. 
 
What is your current Immigration Status? 

I have not had a decision from the Home Office   � 

I have been refused and am waiting for my appeal  � 

I have been given DLR/ELR     � 

I have been given ILR      � 

I have been given ILR and Refugee Status   � 

 
Do you currently need an immigration lawyer?     � 

 
Do you currently have an immigration lawyer?     � 

Where is you immigration lawyer based?   Ipswich � 

London � 

Other (Please specify) � 

 
Primary Health Care 
 
Are you currently registered with a Doctor’s Surgery?   Yes � 

No � 

 
If No, why are you not registered? I haven’t tried to register  � 

      I tried to register and failed  � 

      I didn’t know how to register � 

I didn’t know I could register � 

Other (Please specify)  � 


