Designing a Survey

Designing a survey is not as easy as you might think. Are you really going to get the data you are seeking? Here are some things to think about:
What do I want to know and how will I find out?
· What are the goals for the survey? 
· What questions will address these goals?
· How will the survey be distributed? What program shall I use?
· How will I get people to respond?  
· Advertisements?
· Incentives?

· Reminders to boost response?
· How many respondents will I need?

· Who are the intended respondents? 

· Is it a protected population?

· Will they really be representative of the population?
· Are the questions appropriate to the literacy of the respondents?
· How do I get access to respondents?  
· What kind of analysis do I plan to perform? Do the questions allow the kind of coding and analysis I intend to do?
· How will I code the data?
· Will I really have time to code and evaluate open-ended items?
· Does the survey instrument have its own data analysis tools?

· Does the data format fit in to SPSS or other program?   
What are the different parts of the survey I need to think about?
· General. 

· Be sure all sections of the survey are checked for spelling and grammar. 

· Be sure your layout and format are visually pleasant and easy to follow. 
· Introduction - should explain the purpose of the questionnaire, explain confidentiality issues, state voluntariness, and include the due date. Include a statement that permits them to skip questions. IRB information should be included.
· Instructions.  
· Consent? Find examples of consent forms.  Consent may need to be separated from the Survey.
· How do the respondents get to the survey?
· Body – Think about the arrangement of questions. You might want to put quickly and easily answered questions at the beginning of the questionnaire and the more difficult and/or sensitive questions near the end of the questionnaire.  (If the first few questions the respondent encounters are difficult, they might decide that the entire survey will be difficult and decide not to complete the survey. 
· Keep the survey as short and concise as possible.  (How much or your time would you be willing to spend if you were asked to complete a questionnaire?)
· Group related questions or questions of a given response type in sections and arrange in a logical order. Is there any bias to the order?
· At the conclusion of the survey, include a thank you and (if appropriate) information about how results can be accessed. You may want to repeat PI and IRB information.
Writing the Questions
· Write as clearly and precisely as possible. 
· Use vocabulary and grammar levels and styles appropriate to your intended audience. 
· Use simple, everyday language that all respondents will understand.
· Do not use slang or jargon, technical language, or culturally specific words. 
· Keep your sentences simple.

· Avoid biased questions.

· Avoid leading questions

· Be concrete and specific.

· A question should only address one issue.

· Allow your respondents to answer “I don’t know”

· Don’t use determiners (always, never, without a doubt, etc.)

· Avoid negatives and double negatives

· Do your respondents have the background/information needed to answer the questions?

· Multiple choice

· All answers are similar in length/complexity
· Neutrally phrased

· All possibilities covered

· True/False

· Answer is either true or false, no other possibility

· Scales

· Do not use too complicated a scale.

· The scale legend should be easily visible with every question that uses the scale.
Test your Survey
· Run a pilot test of your survey. Ask friends/colleagues to help you improve your wording in both the instructions and the questions. 

· Take it yourself. 

· Time it.

· Make suggested changes and improvements before sending the final survey out. Be sure to inform and get approval from the IRB for the changes.
Document Your Work
· Always document your survey construction, administration, and analysis especially if you are planning to present or publish your research data.  Another Investigator should be able to replicate your study.
· All research materials, data, IRB approvals, and reports should be kept on file for at least 5 years. 
· Be sure in reporting your data that you have conformed to the level of confidentiality that you promised to your respondents.  
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