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The Institute for Meta-Synthesis team has created these accountability forms to assist you with your meta-synthesis project. It is a checklist that is aligned with the learnings and activities you will find in each of the modules located in the Institute for Meta-Synthesis User Guide. You will use this accountability form to check your progress in your meta-synthesis project. Below is a set of tables organized by module where you can review module topic areas and their associated activities as well as consider questions to ask yourself in relation to those topics. Each question can be answered as “yes,” “no,” and “partially.” There is also a final row where you can leave comments for yourself for further reflection. In some cases, there are additional questions to consider and deepen your understanding of the topic. For several of the modules, there are accountability questions for topics for which the book does not include activities. These are indicated with N/A in the activity column.

If you are using these forms in the context of a course, you can use them as learning rubrics or as tools for students to evaluate their own progress. Complete as many of the items in the tables as possible and as they are relevant to your needs. Remember that the accountability form is a tool meant to guide you through your meta-synthesis project and identify places where you may need more assistance. 



Module 1: Basic Concepts
 Accountability Forms
	Activity
	Area
	Considerations
	Yes
	Partially
	No

	1c.1
	 Basic concepts 
	Do I understand what makes a synthesis systematic? 
	
	
	

	
	
	Do I understand what makes a synthesis thematic? 
	
	
	

	Questions or concerns related to the definitions of systematic and thematic:




	Activity
	Area
	Considerations
	Yes
	Partially
	No

	1c.2
	Basic concepts 
	Have I explored different synthesis methods? 
	
	
	

	
	
	Have I considered which synthesis method would work best for my project and why?
	
	
	

	Questions or concerns related to different synthesis methods:







Module 2: Pre-Search Process
 Accountability Form
	Activity
	Area
	Considerations
	Yes
	Partially
	No

	2a.1, 2a.2
	Synthesis question 
	Do I have a synthesis question?
	
	
	

	
	
	Have I identified the type of synthesis question?
	
	
	

	
	
	Is my synthesis question specific (e.g., did I use the SPICE framework by Booth (2014))?
	
	
	

	Questions or concerns related to synthesis questions:




	Activity
	Area
	Considerations
	Yes
	Partially
	No

	N/A
	Theoretical framework 
	Do I have a theoretical framework?
	
	
	

	
	
	Does my theoretical framework align with my synthesis question?
	
	
	

	Questions or concerns related to theoretical frameworks:




	Activity
	Area
	Considerations
	Yes
	Partially
	No

	2b.1
	Establishing search, selection, and critical appraisal criteria 
	Have I created a list of search, selection, and critical appraisal criteria?
	
	
	

	2b.1
	Establishing search, selection, and critical appraisal criteria 
	Have I established a meaningful cutoff date for publications to include?
	
	
	

	
	
	Have I defined the types of literature to include (e.g., only empirical studies, only studies done using certain methods)?
	
	
	

	
	
	Have I defined the area of focus for the selection of literature (e.g., program evaluations, pedagogical approaches, persistence)?
	
	
	

	
	
	Have I identified a specific population and location for included publications?
	
	
	

	
	
	Have I determined how I define rigor?
	
	
	

	
	
	Have I determined how rigor is going to be appraised for each piece of literature?  
	
	
	

	Questions or concerns related to search, selection, and critical appraisal criteria:




	Activity
	Area
	Considerations
	Yes
	Partially
	No

	2c.1, 2c.2, 2c.3
	Search engines 
	Have I determined what search engines, directories, and databases I will be using?
	
	
	

	
	
	Am I familiar with the Boolean rules for each search engine/directory/database?
	
	
	

	
	
	Am I making sure to document all of my decisions and rationales?
	
	
	

	Questions or concerns related to search engines:







	Activity
	Area
	Considerations
	Yes
	Partially
	No

	2d.1, 2d.2, 2d.3
	Search terms and strings
	Do I have a list of search terms for my topic to work with?
	
	
	

	
	
	Do I have a list of search strings for my topic to work with?
	
	
	

	
	
	Have I tested my search strings with the appropriate Boolean operators? 
	
	
	

	
	
	Am I making sure to document all of my decisions and rationales?
	
	
	

	Questions or concerns related to search terms and strings:





Module 3: Search & Selection 
 Accountability Form
	Activity
	Area
	Considerations
	Yes
	Partially
	No

	3a.1, 3a.2
	Search engines 
	Am I considering all the types of literature that I could include in my search process? 
	
	
	

	
	
	Have I selected search engines that provide me with the types of literature that I need for my synthesis?
	
	
	

	Questions or concerns related to search engines: 



	Activity
	Area
	Considerations
	Yes
	Partially
	No

	3b.1, 3b.2
	Filter 1
	Have I conducted a search using search strings for my topic? 
	
	
	

	
	
	Have I created a tracking form to use during my searches?
	
	
	

	
	
	Have I piloted my tracking form?
	
	
	

	
	
	Am I making sure to document all my inclusion/exclusion decisions, references, links to abstracts of publications, and number of results on my tracking form?
	
	
	

	
	Filter 2
	Have I collected the full texts from the literature included from my Filter 1 process?
	
	
	

	
	
	Have I read through or selectively read sections of all of the texts from the literature included from Filter 1?
	
	
	

	
	
	Am I making sure to document all my inclusion/exclusion decisions, references, and number of results on my tracking form?
	
	
	

	Questions or concerns related to Filter 1 and Filter 2:




	Activity
	Area
	Considerations
	Yes
	Partially
	No

	3c.1, 3c.2, 3c.3, 
	Critical Appraisal
	Have I written my stance on critical appraisal?
	
	
	

	
	
	Have I created a list of critical appraisal criteria?
	
	
	

	
	
	Have I piloted my critical appraisal instrument?
	
	
	

	
	
	Have I created a critical appraisal tracker form?
	
	
	

	
	
	Am I making sure to document all my critical appraisal decisions on my tracking form?
	
	
	

	
	Start Set
	Do I have a start set?
	
	
	

	Questions or concerns related to critical appraisal and the start set:




	Activity
	Area
	Considerations
	Yes
	Partially
	No

	3d.1, 3d.3
	Forward Snowballing
	Have I reviewed the results of the “cited by” feature on Google Scholar or other search engine and identified pieces of literature that fit my synthesis question and search and selection criteria?
	
	
	

	
	
	Have I applied Filter 1 criteria to the results of the forward snowballing?  
	
	
	

	
	
	Have I applied Filter 2 criteria to the included literature from Filter 1?
	
	
	

	
	
	Have I conducted a critical appraisal with the included literature from Filter 2?
	
	
	

	
	
	Have I considered how many rounds of forward snowballing I will conduct? 
	
	
	

	Questions or concerns related to forward snowballing:



	Activity
	Area
	Considerations
	Yes
	Partially
	No

	3d.2, 3d.3
	Backward Snowballing
	Have I reviewed the reference list of the literature in my start set and identified pieces of literature that fit my research question and search and selection criteria? 
	
	
	

	
	
	Have I applied Filter 1 criteria to the results of the forward snowballing?  
	
	
	

	
	
	Have I applied Filter 2 criteria to the included literature from Filter 1?
	
	
	

	
	
	Have I conducted a critical appraisal with the included literature from Filter 2?
	
	
	

	
	
	Have I reached data saturation or data sufficiency?
	
	
	

	
	
	Have I considered how many rounds of backward snowballing I will conduct?
	
	
	

	Questions or concerns related to backward snowballing:







Module 4: Analysis – Introduction & Preparation
Accountability Form
	Activity
	Area
	Considerations
	Yes
	Partially
	No

	N/A
	Analysis process
	Have I reviewed the steps included in the analysis process? 
	
	
	

	Questions or concerns related to the overall analytical process:



	N/A
	Being strategic when reading
	Have I decided what sections of the research publications in my set I should examine more closely for my synthesis?
	
	
	

	
	
	Have I used the questions provided (pp. 84-85) to read the academic literature in my set critically? 
	
	
	

	Questions or concerns related to being strategic when reading academic literature:





	Activity
	Area
	Considerations
	Yes
	Partially
	No

	4c.1, 4c.2 
	Analytical memos
	Have I developed and used analytical memos to keep my synthesis organized?
	
	
	

	
	
	Does each of my analytical memos have a heading with the name of the memo writer, date, and citation?
	
	
	

	
	
	Do all of my analytical memos have essential information such as contextual information (e.g., participants’ demographic information, the institutional context of the study), literature summary, evidence (e.g., quotes), and author recommendations?
	
	
	

	N/A
	Analytical memos
	Are analytical memos a useful strategy to use in my meta-synthesis? 
	
	
	

	
	
	Are there other sections that I would add to my analytical memo to make it more useful for my meta-synthesis? 
	
	
	

	Questions or concerns related to the development of analytical memos:








Module 5: Analysis – Coding 
Accountability Form
	Activity
	Area
	Considerations
	Yes
	Partially
	No

	5a.1
	Codes and coding 
	Have I identified a type of coding that fits my synthesis?
	
	
	

	5c.1, 5c.2, 5c.3
	Deductive coding
	Am I starting the coding process with pre-determined themes from my theoretical framework (i.e., deductive coding)?
	
	
	

	
	
	For deductive coding, have I developed a codebook before starting to code?
	
	
	

	5d.1, 5d.2
	Inductive coding
	Am I starting the coding process by developing my codes as I identify them from my textual data (i.e., inductive coding)? 
	
	
	

	
	
	For inductive coding, have I developed a list of topics, clustered them into categories, checked for alignment across the literature, and begun to develop themes?
	
	
	

	Questions or concerns related to deductive and inductive coding:



	Activity
	Area
	Considerations
	Yes
	Partially
	No

	5e.1, 5e.2, 5e.3
	Hybrid coding 
	Am I planning to use both deductive and inductive coding (i.e., hybrid coding)?
	
	
	

	
	
	For hybrid coding, have I done the steps in the questions about deductive and inductive coding above?
	
	
	

	
	
	Am I planning to code using computer-assisted qualitative data analysis software (CAQDAS)?
	
	
	

	
	
	Have I become familiar with the data through my coding process?
	
	
	

	
	
	Have I brought together my inductive and deductive codes? 
	
	
	

	
	
	Have I created a parking lot to save codes that need more development? 
	
	
	

	
	
	Have I kept track of the process and decisions throughout my coding process? 
	
	
	

	Questions or concerns related to hybrid coding?



	Activity
	Area
	Considerations
	Yes
	Partially
	No

	N/A
	Codebook
	Do each of my codes have a code name, detailed definition, and example from the literature or from my data?
	
	
	

	
	
	Have I developed codes for data that does not “fit” any predetermined codes?
	
	
	

	
	
	Do I have my codebook organized by categories of codes, primary codes, and secondary codes?
	
	
	

	
	
	Have I made sure to keep track of decisions regarding codes and the coding process?
	
	
	

	Questions or concerns related to the codebook:






Module 6: Analysis – Themes, Findings, & Discussion 
Accountability Form
	Activity 
	Area
	Considerations
	Yes
	Partially
	No

	6a.1, 6a.2
	Thematic Analysis
	Have I made connections between codes to develop descriptive themes that stay close to the original studies?
	
	
	

	
	
	Have I generated analytical themes that cluster my descriptive themes?
	
	
	

	Questions or concerns related to thematic analysis:




	Activity
	Area
	Considerations
	Yes
	Partially
	No

	6b.1
	Findings
	Have I written a description for each theme?
	
	
	

	
	
	Have I written an interpretation of each theme that supports the description?
	
	
	

	
	
	Have I provided sufficient evidence to support my description and interpretation of each theme?
	
	
	

	
	
	Have I developed an outline of my initial findings?
	
	
	

	
	
	Do I have a structure for presenting my findings?
	
	
	

	
	
	Do I return to and answer my synthesis question in my findings section?
	
	
	

	Questions or concerns related to findings:



	Activity
	Area
	Considerations
	Yes
	Partially
	No

	6b.2
	Discussion
	Do I provide a brief overview of my primary findings at the beginning of the discussion?
	
	
	

	
	
	Do I make sure to explore the meaning and significance of my primary findings considering the current literature?
	
	
	

	
	
	Do I make sure to explore my findings within the context of my theoretical framework?
	
	
	

	
	
	Have I reflected on how my methodological decisions have affected my meta-synthesis process and findings?
	
	
	

	
	
	Have I discussed the larger social implications of my meta-synthesis findings? 
	
	
	

	
	
	Have I made sure to confirm, challenge, or extend claims made by the existing literature?
	
	
	

	Questions or concerns related to discussion:



	Activity
	Area
	Considerations
	Yes
	Partially
	No

	6c.1, 6c.2, 6c.3
	Conclusion & Recommendations
	Have I thought about and written down what topics I would like to include in my conclusion?
	
	
	

	
	
	Have I created a list of recommendations to include?
	
	
	

	
	
	Do I present gaps in the literature?
	
	
	

	
	
	Have I provided suggestions for future research, policy, and/or practice?
	
	
	

	
	
	Do I briefly explain the implications of my findings?
	
	
	

	
	
	Have I looked at my intended publication outlet to see if they have a combined conclusion and recommendations section?
	
	
	

	Questions or concerns related to conclusions and recommendations: 






Module 7: Writing & Publishing
Accountability Form
	Activity 
	Area
	Considerations
	Yes
	Partially
	No

	7a.1, 7a.2
	Writing practice
	Have I set up a regular time to write with no interruptions?
	
	
	

	
	
	Do I have a space set up for my writing?
	
	
	

	
	
	Do I have a writing goal?
	
	
	

	
	
	Do I have a way to document my progress?
	
	
	

	
	
	Do I have a way to hold myself accountable (e.g., writing partner)?
	
	
	

	Questions or concerns related to writing practice:



	Activity
	Area
	Considerations
	Yes
	Partially
	No

	7b.1, 7b.2
	Identifying a publication outlet
	Have I selected 2-3 journals to potentially publish my synthesis manuscript? 
	
	
	

	
	
	Have I examined these journals closely and tracked key information about their fit for my synthesis manuscript?
	
	
	

	Questions or concerns related to identifying a publication outlet:




	Activity
	Area
	Considerations
	Yes
	Partially
	No

	7c.1

	Structure of a synthesis manuscript
	Have I examined synthesis publications to identify their different sections?
	
	
	

	
	
	Have I identified a mentor text that will guide the organization of my writing?
	
	
	

	Questions or concerns related to the structure of a synthesis manuscript:




	Activity
	Area
	Considerations
	Yes
	Partially
	No

	7c.2
	Intro and methods
	Have I outlined the methods section of my synthesis manuscript?
	
	
	

	
	
	Have I paid particular attention to clearly describing my data collection (e.g., search engines, search and selection process and quality appraisal criteria, snowballing)?
	
	
	

	
	
	Have I clearly explained my decisions during data analysis (e.g., types of coding and overall analysis strategy? 
	
	
	

	N/A
	Intro and methods 
	Did I describe the nature and context of my meta-synthesis study?
	
	
	

	
	
	Do I have clear objectives and a rationale for my meta-synthesis?
	
	
	

	
	
	Did I include my synthesis question and define the problem?
	
	
	

	
	
	Did I include a theoretical framework?
	
	
	

	Questions or concerns related to the introduction and methods of a synthesis manuscript:




	Activity
	Area
	Considerations
	Yes
	Partially
	No

	7c.3, 7c.4
	Positionality statement and limitations
	Have I written a statement that clearly and honestly demonstrates how I am connected to the meta-synthesis project?
	
	
	

	
	
	Have I discussed the strengths and limitations of my claims and study?
	
	
	

	N/A
	Other sections 
	Have I checked if other sections are required for my publication outlet of choice? 
	
	
	

	Questions or concerns related to the positionality statement, limitations, and other sections:



	Activity
	Area
	Considerations
	Yes
	Partially
	No

	7d.1
	Publication process
	Have I reviewed the journals’ website for their mission and scope?
	
	
	

	
	
	Have I reviewed the author's guidelines and peer review process of journals I am interested in?
	
	
	

	Questions or concerns related to the publication process:







Module 8: Proposals for Funding
Accountability Form
	Activity 
	Area
	Considerations
	Yes
	Partially
	No

	8a.1, 8a.2
	Requests for proposal (RFP)
	Have I identified and read a potential RFP for my meta-synthesis project?
	
	
	

	
	
	If an RFP has been identified and read, does my meta-synthesis work align with the expected deliverables and timeline?
	
	
	

	Questions or concerns related to RFPs:



	Activity
	Area
	Considerations
	Yes
	Partially
	No

	8b.1, 8b.2, 8b.3, 8b.4



	Establishing the need 
	Do I have a research vision statement?
	
	
	

	
	
	Do I have an outline of a rationale for my proposed meta-synthesis project?
	
	
	

	
	
	Does my rationale outline include citations of major theories I will be drawing on?
	
	
	

	
	
	Do I have goals and objectives directly related to my synthesis question?
	
	
	

	
	
	Do my objectives describe practical steps towards achieving each goal?
	
	
	

	
	
	Do I have an outcomes and impact statement?
	
	
	

	
	
	Do I have an outcomes and impact statement that is related to my goals and objectives?
	
	
	

	Questions or concerns related to establishing the need in your proposal:



	Activity
	Area
	Considerations
	Yes
	Partially
	No

	8c.1
	Theoretical framework
	Have I identified a theoretical framework?
	
	
	

	8c.2
	Methods
	Did I draft a methods section for my proposal?
	
	
	

	
	
	Did I re-state my synthesis question?
	
	
	

	
	
	Did I cite relevant methods and theoretical literature that connect with my work?
	
	
	

	
	
	Did I include a paragraph about any certifications I have to conduct meta-synthesis or research in general?
	
	
	

	
	
	Did I describe my search and selection methods?
	
	
	

	
	
	Did I describe my data analysis methods?
	
	
	

	Questions or concerns related to theoretical framework and methods:






	Activity
	Area
	Considerations
	Yes
	Partially
	No

	8d.1
	Prior work related to the proposed project
	Did I draft a “Prior Works Closely Related to the Proposed Project” section?
	
	
	

	
	
	For each, did I include all of the elements that should be included in a description of Prior Works? (e.g., funder, grant amount, PIs)
	
	
	

	8d.2, 8d.3
	Project expertise
	For my meta-synthesis project, did I create an ideal list of personnel with a brief paragraph for each person that includes all of the necessary information and areas of relevant expertise?
	
	
	

	
	
	For each member of my research team, did I include any relevant advisory board or task force affiliations, if any?
	
	
	

	
	
	Did I draft my bio for the “Key Personnel” section?
	
	
	

	Questions or concerns related to prior work and project expertise:






	Activity
	Area
	Considerations
	Yes
	Partially
	No

	8d.4
	External oversight
	Did I create an ideal list of evaluators and/or advisory board members?
	
	
	

	
	
	Did I list their areas of expertise and skill sets related to my meta-synthesis project?
	
	
	

	N/A
	Institutional capacity
	Did I research and create a detailed list of research resources at my institution that can support my meta-synthesis project?
	
	
	

	Questions or concerns related to external oversight and institutional capacity:



	Activity
	Area
	Considerations
	Yes
	Partially
	No

	8e.1, 8e.2
	Dissemination & communication plans
	Did I research and select possibilities for both traditional and non-traditional dissemination?
	
	
	

	
	
	Did I check if my institution or school has a communications department with resources or social media channels from which I can get specific data (e.g., number of Instagram followers, email listserv recipients)?
	
	
	

	8e.3
	Timelines
	Did I develop a Gantt or table timeline for completing my meta-synthesis project?
	
	
	

	Questions or concerns related to dissemination and communication plans and timelines:
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