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REALISE: Making the Most of our Human Capital by 2020 
 

Guidelines for collecting data  
&   

Checklist of contents for Local Diagnosis report 
 
 
 
 The local diagnosis is NOT an academic research, however it must be sufficiently 

ACCURATE for the purposes of the project 
 

 The local diagnosis, although providing statistical data where appropriate, will 
also be QUALITATIVE in nature.  

 
 
 
 
GUIDELINES FOR COLLECTING DATA 
 
1. Do a desk-based research and a literature review: 

 
Start by doing a desk-based research, collecting existing data you have access to from 
official statistics, chambers of commerce, employment offices, economic departments 
within municipalities for general economic information AND reviewing institutional 
reports, surveys, academic research reports and papers, reports by migrants’ 
organisations and other NGOs, your own reports, etc.  
 
By undertaking this first phase research, you will be able to:  

 
 Obtain a detailed account of the problem of over-qualification in your area 

and its characteristics. 
  

 Identify the interviewees for individual interviews and focus groups (some of them 
might be potential members of the PLS). 

 
 Design the questionnaires for individual interviews and focus groups to gain 

an in-depth understanding of the scope and causes of the phenomena of over-
qualification.  

 
 
 
You are NOT expected to undertake an exhaustive reading and research into the 
current literature BUT enough reading to enable you to provide a clear and detailed 
account of the problem of over-qualification in your area. 
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2. Identify the people you need to interview and design the questionnaires: 
 
 Based on the information you collected from the desk-based research and 

literature review you will identify what information you still don’t have to explain 
the phenomena of over-qualification, i.e. its severity and its causes. Prioritise this 
missing information and organise it by categories.  

 
 The next question is to identify whom you are going to interview in order to 

complete the information you already gathered from the desk-based research and 
literature review. You have 2 fundamental criteria to select your interviewees: 

 
- People who can provide you with the information you need to get 
- People you need to consult for tactical reasons (i.e. they may block you if 

not suitably consulted, or they may be able to help you if involved) and 
people you want to mobilise for the PLS to build-up complicity.  

 
 Then design the Interview Schedule (document setting out the questions you 

need to ask and how you plan to structure the interview) according to each person 
you need to interview. Interviewees have different relationships to and different 
experiences with the problem of over-qualification. Each partner will develop their 
own interview questions according to the information you have been able to collect 
– or not – during the desk-based and literature review phase.  

 
 Given the nature of the issues this diagnosis wants to explore, it is most 

appropriate to use a semi-structured interview schedule using mostly open 
questions (i.e. questions that are not answered by ‘yes’ or ‘no’, or by a simple and 
predictable factual answer, e.g. ‘how many employees do you have?’ ‘6’) because 
they can adapt to the ongoing concerns of the respondents and because the 
interviewer can talk about other things not foreseen in the interview schedule. 
Open questions allows for a necessary flexibility.  

 
 Each interview will vary from one respondent to another, depending on the way the 

investigator follows up interesting lines of enquiry and what you most need and 
expect to get from each person or group you are interviewing.  

 
 
Partners can send their Interview Schedules to the thematic coordinator for feedback 
and for the purpose of exchanging between partners so they can have ideas and 
include things they did not think about earlier.  
 
 
 
 
3. Conduct the individual interviews and focus groups  
 
Individual interviews and focus groups are also means for approaching potential 
members of the PLS; hence it is important that they are conducted successfully and 
with professionalism, not only to be able to collect the data you need but also to raise 
the interest of the interviewees in joining the PLS.  
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To conduct and manage a successful interview you can follow these basic steps1: 
 

a. Before the interview: 
 
 The local interviewer will contact the participants to explain:  
 

 What the research is about 
 How is the interview structured (how many questions and the topics to be 

discussed. Do not send the specific questions of the interview) 
 That the interviews will be audio-recorded for the purposes of the analysis  
 That copy of the final report will be sent to them. 
 

b. Opening the interview:  
 

 The initial interaction with the interviewee is crucial not only for the type of 
information that will be collected but for setting the conditions and the 
atmosphere in which the interview will take place. It is important to establish 
a collaborative climate or rapport in order to make the participant as 
comfortable as possible. Adjusting the time and place of interviews to the 
convenience of the participants; engaging in polite welcoming behaviour; 
offering drinks, biscuits, comfortable chair and a comfortable room help a 
lot. 

 Present yourself and have the interviewees present each other, where 
appropriate.  

 Start the interview with questions that collect basic descriptive 
information. It helps to set up a rapport.  
 

c. Reinforcing and listening 
 
You need to make the participant feel that they are making a positive 
contribution and that you want to know what they are telling you. 
Indications of listening, support and interest reinforce the interview 

 Show attention and involvement in the interview by using verbal 
reinforcers such as “Yes”, “Ok”, “I see”, as well as non-verbal reinforces 
such as smiles and nodding 

 Indicating that you are listening carefully is the main means by which you 
provide the participant with support: you can demonstrate that you are 
listening by making follow-up questions  

 Avoid interrupting the interviewee when he/she is in “full flow” as this can 
indicate that you are not interested in what is being said by him/her. Take 
rather notes on topics for which you wish to come back when the 
participant finishes answering the question 

 Make sure that you guide the interview through the questionnaire.  
 

d. Closing the interview 
 

 Ask the participant if there is anything he/she would like to add about the 
theme of the interview 

 Promise again the interviewee to send him/her a copy of the final report 
                                                
1 Adapted from Yates, S.J. (2004), Doing Social Science Research. Sage Publications, The Open 
University 2004. 
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 Thank the participant and indicate that you enjoyed the discussion, and ask 
politely if the participant might be available for a follow-up interview/ 
meeting/ etc, providing him/her with a possible date  

 Informal discussion after that also helps closing the interview in a friendly 
way.  

 
Focus groups 
 
All the above rules apply as well to focus groups. 
 

 Focus groups are interviews with a group of people rather than with an 
individual and as such they have the advantage of generating discussion and 
debate among the participants that can allow the emergence of a variety of 
issues and richness of information 

 In a focus group, the role of the interviewer becomes that of a facilitator and 
moderator 

 A proposal in SGM 1 was to use the focus group to hold the first meeting of the 
members of the PLS. This means conducting the focus group(s) at the end 
either in a single focus group or divide in sub-groups according to number and 
sensitivities of the members 

 Present the data collected from the desk-based research and the individual 
interviews to discuss it with the participants and collect their feedbacks and 
start planning proposals for actions.  

 
 
 
A successful interview/ focus group is an interview where, among other things:  
 

 You have set a collaborative climate during the initial interaction 
 You bring out a good cross-section of views and interests 
 You build support for future engagement 

 
 
 
 
 
4. Analyse the data collected from interviews and focus groups:  
 

 Use the two fundamental research questions to interpret the data collected, ie.  
 

a. Severity. What is the degree of the problem? How many immigrants are 
affected? Which ones? How far are they from a type and quality of 
employment they are qualified for? I.e. How severe is the situation of over-
qualification of third-country nationals in your locality (district, city or region) 
= Severity diagnosis  

 
b. Cause. Why are third-country nationals over-qualified in your locality? The 

objective is to determine the multiple factors that are locally most 
contributing to the problem of over-qualification (limited local economic 
activity, discrimination, red tape, host country language…) and classify 
them by degree of importance – i.e. major and minor factors and 
understand the relationships between the different factors and how do they 
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combine in producing the problem of over-qualification = Multiple-cause 
diagnosis 

 
 Listen carefully one or two times to the records of the interviews (or if you have 

been able to transcribe them, read the transcripts one or two times) and 
categorise the information collected under broad themes. Different answers to 
the same question will be divided up into detailed and mutually exclusive 
categories. The most pertinent themes will emerge as well as the relationships 
between them as perceived by the participants.  

 
 Use quotes that reveal new insight and/or communicate with particular 

concision a viewpoint or situation.  
 

 The conclusions should bring explanations about the questions researched 
not only descriptions. 

 
 
CHECKLIST OF CONTENTS FOR LOCAL DIAGNOSIS REPORT 
 
You are expected to produce a report of roughly 60-120 pages. This flexibility 
regarding size of document seeks to allow for local differences in access to data.   

 
Checklist of contents2:  

 
The local diagnosis report should contain the following information: 

 
 Executive summary: Provide a quick and easily understandable overview of 

the overall report, maximum 2 pages. It is important to write this section as well 
as possible as it is what will be most read.  

 
 Contents page: provide a table of contents to facilitate reading 
 
 Introduction: to explain why the research was carried out and provide some 

background information on the topic of over-qualification at local level.  
 

 The problem: provide a detailed account of the problem of over-qualification 
and its characteristics. You will take this data mostly from the initial desk-based 
research to understand the scope of the problem of over-qualification at your 
local level.   

 
 Research design and methodology: provide a brief account of the 

techniques you used to collect this data (literature review, interviews, group 
interviews, telephone interviews, informal discussions, etc) and what the 
sources of information are (the people you interviewed- not necessarily the 
names, but their relation to the problem, their position, etc and the documents 
you used). 

 
 Analysis and findings: the research results accompanied by a discussion and 

interpretation of these results. 
 

                                                
2 Source: adapted from TU874, The Development Management Project, Blocks 1-4. The Open University 
2006. 
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 Conclusions and recommendations: the bottom line findings obtained as a 
result of the analysis. Recommendations for courses of action, which will 
inform the pilot interventions and the long-term strategies and an identification 
of which qualified immigrant groups need to be focused on and why, i.e. 
because they are particularly badly off, they are a particularly large group, they 
are connected with some local social or economic tension, or the locality wants 
to capitalise upon work already done around a certain group.   

 
 References/bibliography: list the documents you used and referred to in the 

report. 
 
 Annexes: here you can add tables, graphs, questionnaires, profiles of 

interviewees, etc.  
 
 
 
 

TELECONFERENCE 
 
A 1h teleconference is planned to explain these guidelines in detail, answering live 
all the questions and doubts you may have for forming your PLS and doing the local 
diagnosis and to exchange solutions and answers between the partners.  
 
The teleconference is free of charge for the participants who can use their normal 
office telephones.  
 
Dates of the teleconference will be communicated in a later email.  
 
 
 
 
 
 
 

October 2011 
 

This version is available  
for download on the REALISE project blog 

 http://realise2020.wordpress.com/tools-resources/ 


