Questionnaire/ Survey Design
· Do know the purpose of the survey. 
· Do keep the questionnaire brief and concise.  Only ask the questions where you know why you need the answers and what you will do with them. If you are only collecting the information because funders want it and you do not need it, go and ask them what they will do with the answers. Often they withdraw the request.
· Involve representatives of target group for questionnaire in identifying issues/ structuring questions and designing questionnaire – helps with clarity and ensures wording is appropriate

· Do pilot- i.e. get feedback on your initial list of questions. Try it out on friends, colleagues, and family and unless it is completely impossible, on some of the group whose views you are seeking.

· Do make questions simple and short- use ordinary English as far as possible. Include only one topic per question and avoid doubling up- e.g. do not ask about whether people are happy with the amount AND kind of care offered.
· Do start with easy questions and put any sensitive or personal questions at the end of the questionnaire. Most people give up if they find questions off putting.    If you really need to know sensitive things like age or income offer bands and tick boxes.

· Use tick boxes where possible but also ask open questions e.g. identifying benefits perhaps in boxes but also asking open questions like ‘ what difference, if any, did getting the service make for you? If you give a tick box list make sure it offers all reasonable choices and offer ‘ Other’ and a space to name it.
· Do give people the chance to give negative as well as positive responses, especially if you are using ratings, otherwise people tend to tick all the positive boxes without really thinking. E.g. How much do you agree or disagree with the following statements? - and have both positive and negative statements.
Consider offering pictures to circle and or sentence completions and/or feeling/ experience words to circle. ‘Did you find the advice you were given .....

                Of no use       

                Quite useful    

                Very useful     

                Not applicable  

OR How did doing X make you feel?
There are NO right or wrong answers- just some statements for you to choose by ticking as many of the boxes as you want:

	Frustrated                                        Relaxed                                
	□ 

□ 
	Angry                                                More confident                    
	□  

□

	Sad                                                   Better about myself            
	□

□ 
	Surprised                                         Strange                                
	□  

□

	Good                                                Funny                                  
	□  

□
	Proud                                               Anxious                                
	□  

□

	Under pressure                               Self critical                          
	□ 

□ 
	Supported                                       Listened to
	□ 

□ 

	Liked                                                Given time
	□

□  
	Respected                                        Put down
	□  

□

	Comfortable/safe                            Talked at
	□

□  
	Understood                                      OK
	□ 

□ 

	Distant                                              Fed up  
	□ 

□ 
	Relaxed                                            noticed
	□  

□


· If you are using ratings people often get confused about scores- i.e. is 1 high and 5 low or vice versa. Sometimes words are better-
E.g. Seldom or never  Occasionally   Frequently  
OR Very Poor      Not Very Good            OK        Good         Very Good 
· Even better, specify what you mean- "Do you read the Programme  Newsletter regularly, that is, at least three out of every four issues?"                                                                                           
· Always go for an odd no of choices- 3 0r 5 and make sure they are spaced and laid out symmetrically. Sometimes YES/ NO or 1) Agree 2) Disagree is enough. Only go for mutually exclusive options e.g. NOT 1-2; 2-3 etc
· DO give clear instructions like: Please tick the right box or please circle the right answer - Or you get confused responses. I tend to put instructions in italics. Also ‘Please turn over’- or they do not.

· Be aware of culture, language and class in writing questions- e.g. Was your dinner delivered at the time agreed? Means different things to different people.
· Avoid asking people to rank responses. Ranking questions may be framed as follows: 

· Following are three options for development of our service: 1. Start a bathing service. 2. Extend weekend cover. 3. Offer home based welfare rights help 

· Which is your top option?            _____

· Which is your second best option?     _____

· Which option do you think is least needed?  (useful to include if the list is longer than 3 - not otherwise.)

· Avoid leading questions: Try not to give respondents the impression that a question has a "right" answer. "Most experts believe that youth need structured after-school activities. Do you agree?" Such leading questions may prejudice the results of the survey.

· Only ask people about areas they know about. I.e. instruct to go to Question X if your answer was ‘NO’.

· Grouping together questions on the same topic also makes the questionnaire easier to answer i.e do not wander around different topics but have a logical order.

· Explain at top of form the reason for the survey and how it will be used. Also any confidentiality issues. E.g. needs to find out your views about its work so it can improve its service. This questionnaire is anonymous and your replies are completely confidential, though if you want to sign it you can.

· Add a final question around: Is there anything else you would like to tell us? Often get brilliant answers
· Quality layout really improves responses rates- putting questions in boxes, greying options etc. See layout for last census. Use font size at least 12 and of 13 or 14.
· As well as SAE or Freepost envelope think about offering a prize draw. You may need a tear off strip to preserve anonymity. Always put a return address as often the envelope gets lost
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