
Appendix C: POSS survey Implementation Step by Step Quick Guide   

1. Preparation 

a. Understanding the POSS survey 

 Purpose: The POSS survey assesses policies, procedures, and practices related to suicide 

prevention and intervention within organizations. 

o Understanding an organization’s suicide prevention policies/procedures helps 

determine areas for improvement and identify action steps 

 Content: Includes questions on: 

o Suicide prevention policies 

o Training programs (basic and advanced) 

o Safety planning procedures 

o Screening/assessment protocols 

o Follow-up procedures 

o Services provided 

o Training needs 

 Duration: 15 – 20 minutes 

Things to Consider: Make all questions on the POSS survey required to answer. The survey is meant 

to be filled out by someone who is knowledgeable in these areas in the organization. Survey 

developers should determine what they are trying to measure with the surveys prior to designing 

them. They should feel free to include system-specific questions such as asking more about the 

Treat domain with Crisis rather than LE, but because of this, refrain from comparing scores between 

systems. You cannot ask Crisis three questions about the Treat domain and LE only two questions, 

combine their within-systems scores into a “Treat score”, and then compare them. This is because 

between-systems comparisons are only valid when the items and answer choices are the same 

across system types. Regardless, we recommend against between-systems comparisons EXCEPT in 

the case of single-item comparisons that allow for acknowledgement of the fact that realistic 

expectations may be different for different systems. 

b. Identify Key Stakeholders 

Each county administration identified the following groups to include in the project:  

 Emergency Rooms: Hospitals and urgent care centers providing emergency medical services. 

 Police Departments: Local law enforcement agencies handling crisis situations and community 

safety. 

 Crisis Services: Organizations providing immediate support for mental health crises (e.g., crisis 

hotlines, mobile crisis units). 



Things to Consider: Contacting survey takers can be difficult especially without establishing 

relationships.  Finding your champion/stakeholder (e.g. police chief, medical director, 

superintendent) in each setting that you are planning to survey can be very useful in getting buy-in 

for project implementation.  

c. Develop an Asset Map/Roster List 

 Create a List: Compile a comprehensive list of EDs, Police Departments, and Crisis Services 

within the county. 

 Categorize: Organize the list by type of organization (EDs, PDs, Crisis Services) to streamline 

outreach and tracking. 

 Contacts: Determine contacts at each organization/agency to ask to complete the survey. 

Things to Consider: Data responses within settings may differ depending on who answered the 

survey.  For example, a police officer may respond differently than the police chief due to varying 

levels of knowledge of policies and procedures.  One possible solution is to get the same level of 

person to fill out the survey in each organization/agency (e.g. chief of police, head of crisis). 

2. Survey Distribution 

a. Physical Surveys 

 Distribute the physical survey to the identified contact person. 

b. Prepare Survey Links  

 Choose a survey platform to administer POSS survey: There is widely available software such as 

Survey Monkey (https://www.surveymonkey.com/) or more complex software such as Qualtrics 

(https://www.qualtrics.com/lp/survey-platform/) that can be utilized to input the POSS 

questions and administer the survey. 

o Personalized Links: Create unique links for each organization to track responses and 

ensure proper identification. 

o Anonymous Links: As a backup, prepare anonymous links for organizations that may 

prefer or require them. 

c. Draft Communication 

 Initial Notification Email: Inform organizations about the upcoming survey. 

o Content: Explain the POSS survey’s purpose, its importance, and what to expect. 

o Example Subject Line: “Upcoming Survey on Suicide Prevention Policies – Important 

Information” 

 Survey Invitation Email: Send the survey link along with instructions. 

o Content: Provide the survey link, completion instructions, and a deadline. 

o Example Subject Line: “Please Complete the POSS survey – [Deadline]” 

https://www.surveymonkey.com/
https://www.qualtrics.com/lp/survey-platform/


 Follow-Up Emails: Send reminders to organizations that have not yet completed the survey. 

o Content: Reiterate the importance of the survey and provide the link again. 

o Example Subject Line: “Reminder: POSS survey Completion Needed” 

 

3. Data Collection Process 

a. Initial Contact 

 Send Initial Notification: Distribute the initial notification email to all identified organizations. 

 Follow-Up: Contact organizations that have not acknowledged receipt or shown interest in 

completing the survey. 

b. Survey Administration 

 Track Responses: Monitor survey completion through personalized links or tracking tools (see 

Figures 1 & 2 below). 

Figure 1: Completion Rate Tracker Example 

 

 

 

 

 

 

 

 

 

 



Figure 2: Roster-Based Completion Tracker Example 

 

 Support: Provide assistance to organizations experiencing issues with survey access or 

completion. 

c. Handling Challenges  

 Non-Response: For organizations that do not respond, send follow-up reminders and consider 

additional outreach methods (e.g., contact via phone). 

 Technical Issues: Address any technical problems with survey links or access promptly. 

4. Data Analysis 

a. Review Responses 

 Export Combined Data: Using the selected survey platform, export the combined data into a file 

format supported by Excel such as (XLS, XLSX, CSV) (see Figure 3). 

 Data Integrity: Ensure that all responses are complete and accurate. 

 

 

 



Figure 3: Exported Data into Excel by System Example 

 

Things to Consider: In the event of incomplete or missing data, use pairwise deletion (only remove 

the missing score, not the entire case) when trying to analyze the datasets gathered from several 

organizations.  This method allows one to evaluate each pair of variables independently by using 

only the data points that are not missing for that pair of variables as part of any analysis.  Also, be 

sure to note individual item sample sizes when reporting findings. 

 Analyze: Examine survey results for trends and insights related to suicide prevention policies 

and practices.  The following examples are meant to show how often response values on each 

item in the POSS appear in a set of organizations. This is useful when aggregating data from a 

large (10+) set of organizations. The response data from the POSS was first aggregated in Excel 

(see Figure 4) and then used to generate a graph to further illustrate the results (see Figure 5). 

o In Figure 4, items from the POSS are listed in domain order from left to right in row 1. 

Column A shows the 5-point scale used for most items in the survey. Cell values within 

the table represent the number of organizations that selected the score (Column A) on 

an item (Row 1).  

o In Figure 5, the values from Figure 4 are visualized as percentages of the sample 

responses. This is useful for seeing what proportion of the sample responded a certain 

way on any given item. For example, in the graph below we can see that just over 25% 

of respondents indicated a score of ‘5’ on Overall Policies and Procedures.  

 This can be achieved by first highlighting the table, and then going to Insert > 

Insert Column or Bar Chart > 100% Stacked Bar. If you wish to show the values 

of these bars in the chart, you can hit the ‘+’ next to your graph and add Data 

Labels 

 

Figure 4: Trends and Insights Example 1 

 

 



Figure 5: Trends and Insights Example 2 

 

 Resources for Excel Data Analysis 

o https://www.simplilearn.com/tutorials/excel-tutorial/data-analysis-excel 

b. Report Findings 

 Prepare Reports: Summarize findings from EDs, PDs, Crisis Services highlighting key areas of 

strength and opportunities for improvement (see Figure 6). 

https://www.simplilearn.com/tutorials/excel-tutorial/data-analysis-excel


Figure 6: POSS Summary Slide Example 

 

 Share Results: Present findings to stakeholders, including county officials and participating 

organizations. 

5. Feedback and Improvement 

a. Gather Feedback 

 Post-Survey Feedback: Request feedback from participants about the survey process and any 

challenges. 

 Review: Analyze feedback to identify areas for improvement. 

b. Enhance Process 

 Adjust Roster: Update the roster based on feedback and any changes in the organization’s 

contact details. 

 Refine Communication: Improve initial notifications and follow-up based on participant 

feedback. 

c. Measuring Change 

 Repeat POSS process: This can be used to measure change observationally or to implement an 

intervention and then measure any change based off implementing that intervention. 

Things to Consider: While surveying across multiple time points is essential, it will be hard to 

determine change if there are only a few respondents.  Additionally, the same person in the 

organization should fill out the survey at each time point.  Otherwise, the answers could be 



different, despite coming from the same organization.  For instance, if the head of a crisis 

organization filled out the survey at time point 1, but then had an assistant fill it out at time point 2, 

you may see a change that isn’t truly representative. If the assistant isn’t fully aware of all the 

policies and procedures, then that may produce a negative change in the data and make it look like 

the organization is doing less than before. If the reverse occurs, then it could look like the 

organization made a lot of positive changes, which may not necessarily be accurate. 


