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How to Use Zoom

Click on Raise Hand if you would 

like to unmute and ask a question.

Click on the Chat buttonto share your 

questions,thoughts, and ideas and to 

let us know about any technical issues.
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Virtual Meeting/Conference Recording Notice

The American Institutes for Research® (AIR®) allows for the recording of audio, visuals, 

participants, and other information sent, verbalized, or utilized during business-related 

meetings.By joining a meeting, you automatically consent to such recordings. Any 

participant who prefers to participate via audio only should disable their video camera so 

only their audio will be captured. Video and/or audio recordings of any AIR session shall 

not be transmitted to an external third party without the permission of AIR.
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Hosting and Participating in Meetings

ENGAGE EVERYONE
/ƻƴǎƛŘŜǊ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ƴŜŜŘǎ όŜΦƎΦΣ ǾƛǎǳŀƭΣ 
auditory, sensory, cognitive, physical, and 
language). Establish meeting norms to 
encourage participation. Ask participants to 
alert the meeting facilitator if they have 
difficulty seeing the content and/or hearing 
the presenter. Designate a meeting monitor 
to address audiovisual issues, monitor the 
chat box, and respond to participants as 
needed.

ACKNOWLEDGE SPEAKER
Provide an auditory or visual cue before 
speaking to identify yourself as the 
speaker. State your name for those who 
cannot see you. When asking for 
questions or comments, meeting 
facilitators should allow five to seven 
ǎŜŎƻƴŘǎ ŦƻǊ ǇŀǊǘƛŎƛǇŀƴǘǎ ǘƻ ǳǎŜ ǘƘŜ άǊŀƛǎŜ 
ǘƘŜ ƘŀƴŘέ ǘƻƻƭΣ ǳƴƳǳǘŜ ǘƘŜƛǊ ǇƘƻƴŜǎΣ ƻǊ 
provide a response in the chat box. Be 
comfortable with the wait time.

MINIMIZE NOISE
Avoid moving around or shuffling 
materials on your desk during the 
meeting. Eliminate crunching or chewing 
noises and loud typing, which interfere 
with sound quality for virtual participants 
and are amplified by microphones and 
sensory aids for visual or auditory 
impairments. Speak from a stationary 
position to keep the audio clear. Mute 
your phone or your computer microphone 
when you are not speaking.

BE HEARD AND SEEN
Project your voice when speaking. Only 
one person should speak at a time. Avoid 
overlapping and sidebar conversations. 
Position everyone present so that they can 
be seen on screen. Encourage virtual 
participants to use their webcams if they 
feel comfortable doing so. Let people see 
your facial expressions and body language 
clearly if you are using your webcam.

MAXIMIZE MICROPHONES
Presenters should use microphones to ensure that their 
voice is loud enough for all to hear. Microphones are 
needed for face-to-face and virtual meetings and are 
critical for engaging remote colleagues as well as 
persons with hearing loss. During virtual meetings, use 
headphones with a built-in microphone to make sure 
that the facilitator and attendees can hear you. During 
face-to-face meetings, set up microphones for the 
facilitator, presenters, and attendees. Make sure that 
hand-held microphones are available for meetings that 
include audience participation. Make sure that speakers 
are positioned near a microphone.

MAXIMIZE VISUAL DISPLAYS
Email materials to participants before the meeting. 
Display meeting documents on screen and capture the 
main discussion points verbally and visually by taking 
notes, restating key concepts, or using the chat box. If a 
participant asks for clarification, rephrase the content 
instead of repeating it. Assign a meeting note taker so 
that the meeting leader and monitor can focus on 
engaging participants. Notes also ensure access for 
individuals with executive function-related needs, 
processing disorders, or visual/auditory impairments.

These guidelines are intended to improve the meeting experience for all participants, including meeting facil itators, monitors, and attendees, aswell as people with hearing loss or visual impairment, and those for whom 
English is an additional language. Some of the guidance presented here may apply only to in-person meetings, or virtual meetings, while other guidance applies to both meeting types.
Developed by the Access AIR and AIR CREW Employee Resource Groups with support from the AIR Diversity, Equity, and Inclusion Office.
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Agenda

1. Welcome and Overview

2. CLC: The Case for an Integrated Approach

3. Survey Planning and Development

4. Considerations for Developing Survey Items

5. Guidelines for Writing Survey Items

6. Using Existing Survey Items

7. Reflections on the Day
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Welcome and Overview
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EQR Hub

This work is made possible by the National Science 

Foundation under Grant No. 2101162.
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The Evidence Quality and Reach (EQR) Hub will provide 

current and aspiring STEM (science, technology, 

engineering, and mathematics) education researchers 

targeted learning opportunities on research methods, 

knowledge translation, and DEI (diversity, equity, and 

inclusion). The hub will develop and implement virtual 

webinars and workshops for researchers in the 

Discovery Research PreK-12 (DRK-12) community, 

convene communities of practice, and engage in 

individualized consultations with DRK-12 projects.

Visit us at https://cadrek12.org/eqr-hub
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Introduce Yourself!

Please unmute and 

share your name and 

institution. 

Which llama do you 

feel like today? 
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Course Overview 

Å Introduction to survey research design and 

administration methods.

Å Introduction to applying the principles of 

cultural and linguistic competence (CLC) to 

guide survey design and administration.

Å Hands-on practice in survey development. 

Å Workshop instructors will provide practical 

advice and examples from surveys for local, 

state, and national education applications. 
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Workshop Schedule

Session 1: Preparation of Survey (Monday, October 31)
Å Workshop introduction

Å CLC in research

Å Planning for a survey

Å Considerations for developing and using existing items 

Session 2: Survey Operations (Tuesday, November 1)
Å Pretesting survey items 

Å Sampling 

Å Survey administration

Session 3: Analysis and Reporting (Wednesday, November 2)

Å Conducting nonresponse bias analysis

Å CLC considerations for reporting survey results

Å Closing and reflections
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Course Structure 

10

Full Group Pair or Small-Group Applied Work
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Course Expectations

For participants: 

ÅBe presentτAvoid distractions such 

as email or cell phones.

ÅParticipateτShare and ask questions 

often. 

ÅBe preparedτComplete assignments 

or readings. 

For presenters:

ÅBe presentτWe will avoid distractions! 

ÅBe receptiveτAllow pauses for questions 

and answers and opportunities for one-

on-one discussions when needed.
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Meet the Presenters

Yan Wang

Principal Researcher

ywang@air.org

Christina Davis

Researcher

cdavis@air.org

12

mailto:ywang@air.org
mailto:cdavis@air.org


| A I R . O R G
This presentation is for personal use only.
Reprinting or distribution is not permitted.

Cultural and Linguistic Competence in Research:
The Case for an Integrated Approach

Christina Davis
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Chat Activity: What Does Culture Mean to You?

Share in the Chat box what the 

ǘŜǊƳ άŎǳƭǘǳǊŜέ ƳŜŀƴǎ ǘƻ ȅƻǳΦ 

There are no wrong answers! 
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Defining Culture

The languages, customs, beliefs, rules, arts, knowledge, and 

collective identities and memories developed by members of all 

social groups that make their social environments meaningful.

Source: American Sociological Association.
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Iceberg Concept of Culture

{ƻǳǊŎŜΥ .ŀǎŜŘ ƻƴ 9ŘǿŀǊŘ ¢Φ IŀƭƭΩǎ LŎŜōŜǊƎ aƻŘŜƭ ƻŦ /ǳƭǘǳǊŜ 
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Cultural Competence

A set of congruent behaviors, attitudes, and policies that

Å comes together within a system or agency, or among 

professionals, and 

Å fosters improved effectiveness in cross-cultural 

situations.

ά¢ƘŜ ŎŀǇŀŎƛǘȅ ƻŦ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴ ŀƴŘ ƛǘǎ ǇŜǊǎƻƴƴŜƭ ǘƻ 

communicate effectively and convey information in a 

manner that is easily understood by diverse audiences 

including persons of limited English proficiency, those who 

have low literacy skills or are not literate, and individuals 

ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎΦέ

Source: Cross et al. (1989); Isaacs & Benjamin (1991). 
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Linguistic Competence

Source: Goode & Jones (2004, para. 2).
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Why Focus on Cultural and Linguistic Competence?

ÅChanges in local, state, and national demographics

Å Increased number of people who speak a language 

other than English

ÅBecause culture can influence

ςperceptions on the nature and causes of problems,

ςviews about how to solve problems,

ςhelp-seeking behaviors, and

ςthe willingness to participate in a research study.

Source: American Institutes for Research (2017).
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