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In this presentation, we will cover the Reflect Phase of the TBI cycle: analyzing data!
By now, you've identified your TBI team and your TBI questions, you've selected the
best data collection methods, and collected data from visitors using those methods.
Now: What do you do with that mountain of data? It's time to bring that data to your
team to identify patterns and start thinking about improvements.
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You are ready for the Reflect Phase

By now, you've identified your TBI team and your TBI questions, you've selected the
best data collection methods, and collected data from visitors using those methods.
Now: What do you do with that mountain of data? It's time to bring that data to your
team to identify patterns and start thinking about improvements.



Data Entry
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Entering the data is your first step. The easiest ways to enter data are in a
spreadsheet or a text document, depending (OF course) on what kind of data you
have.



Excel is best for entering numeric data

Excel or other spreadsheets are good for projects that collect a lot of numeric data,
including information from questions that have limited response categories such as
age, state of residence, or questions with a predetermined list of responses—like a
ranking scale. With numeric data, you probably want to enter all your data into a
spreadsheet so that you can easily calculate counts, percentages, and averages using

the program itself and relying less on your own math skills.



Excel is best for entering numeric data

Improve the data entry
process by setting boundaries!
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In Excel, you can also set up the spreadsheet to better control data entry. When you
are working with people who are not fully embedded in the TBI study, the more
boundaries you put on data entry, the more accurately the data will be entered.



Word or Excel support open-ended data

For open-ended responses, which come from questions that include no pre-
determined number of answers, you can type them all into Word or another text
program, or make copies of the original data collection sheets. If some of your
guestions are numeric and some are open-ended responses, you can copy the open-
ended responses into a Word document and use both a spreadsheet and a text file
for the team to review. That way, the list of responses to each question are already
there!



Clean your data set!
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Once you have all of your data entered into spreadsheets or word documents, make
sure you clean your data. Review the entered data to the original form to make sure
everything is exactly the same. Generally, you should check at least 5% of your data.
If you find problems, check another 5%. If problems persist, check every piece of
data.



Viewing and visualizing the data
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Now that the data is entered and cleaned, it is time to pull the full group together to
reflect. For the numeric and other close-ended questions, consider giving the TBI-
team tables, charts, or other graphics to visualize the results. Provide these data
visualizations at the same time you move through the open-ended responses, and
reserve discussing potential changes based on any of the close-ended findings until

after all of the data has been analyzed.



Use the Data Reflection Cheat Sheet
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Data Reflection Cheat Sheet

Use the four steps outlined below to focus on the purpose of your team-based inquiry (TBI)
study, immerse yourselves in the data, and make sense of the information you collected.

1. Describe and clarify:
The facilitator reminds the team of the inquiry and data discussion goals. The group asks
questions as needed.

2. Observe and discuss:
The group spends time reviewing the data. Afterwards, each team member mentions one
unique piece of data that he or she feels is particularly interesting or important.

3. Immerse and notice:
Each team member suggests a unique theme or pattern he or she notices in the data
related to the goal of the data reflection.

4. Categorize and explain:
After exhausting potential themes, the team sorts the data by theme, counting the number
of data points in each category and discussing possible explanations.

Use the cheat sheet in the TBI Guide Appendix to help you and your team walk
through the reflection process with open-ended questions.
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1. Review your TBI question

First: Remind yourselves of the inquiry question—what it is that you are seeking to
answer through your data. Review the project, its goals, and how and when the data
was collected.

11



2. Read and discuss the data

What individual pieces

Have everyone read
l ! surprise them?

" through all of the data.

Second: Give everyone time to read through the data. Make sure everyone has a
common understanding of the data set by having each person identify and discuss an
individual piece of data that they think is interesting. This will ensure people are
looking at each element of data and not just jumping to patterns, and it will
illuminate any hidden assumptions team members have about the way people think,
learn, facilitate, and so on.



3. Describe patterns in the data

Make sure to focus on the patterns that will
help you answer your TBI question!

Third: Look through the data to uncover patterns that seem to be rising out of the
data. Alternatively, if your TBI question seeks to uncover the key elements within a
predetermined list, you can start with that list as a way to illuminate the patterns. As

a group, list out all of the patterns you think you are seeing that relate back to your
TBI question.
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4. Identify each data point in your patterns
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Fourth: Record how prevalent and how strong each pattern is within the data by
identifying each data point that is part of the pattern. It is ok if data points fit within
multiple patterns, and it is ok to split up responses if pieces fit under different
patterns.



Sorting data into patterns

Themes Data

-

Consider a couple of different steps to work through sorting the data into each
pattern: On Post-It notes, write down every single pattern your group previously
identified. Then, cut up the data (careful to keep track of where each piece came
from), and begin placing the paper strips under each appropriate pattern.
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Check your patterns

Check for similarities, differences, and redundancies in your data
points for each pattern AND in the patterns themselves

Once the data is sorted, have the group step back and review the data within each
pile. Do they hang together? Are they similar to another pattern’s set of data? At this
point, it is ok to lump themes together into something bigger or more inclusive

patterns or to split them up and identify unique patterns that may have previously
been overlooked.
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Reflecting on data takes time

This is the phase of the TBI process that takes the team the longest to work through.
Make sure your team is aware of this and is prepared for the possibility that the
reflection process may not be completed within a one-hour meeting. Because of how

long it takes to analyze data, your team can consider a couple of different ways to get
through the analysis.
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Getting Through the Analysis

* Walkthrough individually or as a team
* Open-ended questions coded individually

* Asub-team completes the fourth step for

the team
These are lots of ways to analyze
the data. What works best for
your study and your team?
[ -
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Because of how long it takes to analyze data, your team can consider a couple of

different ways to get through the analysis.

(1) As ateam or as individuals, you can walk through the process described here.

(2) Oryou can have each team member take the answers to one or two open-ended
guestions and identify patterns and code them on their own. In this case, the
team would come back together and each member would describe the patterns
they identified.

(3) Another option would be to have a sub-team of the TBI team complete the fourth
step for the whole group after the group has identified the major patterns.
Regardless of how you code and analyze the data, the most important piece is to
make sure everyone on the team is somewhat familiar with all of the information
and in agreement about the codes, patterns, and general findings.
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Reflecting takes practice

You may find that your team stumbles through the reflection process the first few
times you try. It is natural for our minds to jump right to identifying patterns instead
of immersing ourselves in the data. If that happens, if people move to step three
before finishing step two, that’s ok. Note the pattern and then ask them to continue
pointing out interesting, confusing, or provocative data points to help the group
thoroughly read and understand the data.
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Next up: Turning data into action!

« 1¥ » ‘ Have your data analyzed?

TBI el Good! Let’s improve!
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Ready to put those findings into practice? Go to the next presentation to learn how
to translate all those data patterns into improvements to your institution.

20



This presentation is based on work supported by the National Science Foundation under Grant No. 0940143.
Y " Any opinions, findings, and conclusions or recommendations expressed in this presentation are those of the authors
2 9 and do not necessarily reflect the views of the Foundation.

ﬁ QUESTION \/

IMPROVE INVESTIGATE

/k REFLECT /

21



