Guidelines For Designing a Survey

· Make sure you ask both the right people and enough people.

· Have an introduction to the survey

· Explain who is doing the survey, why it is being done, and what it will be used for.

· Assure the respondent of confidentiality

· Tell the respondent how long it will take and stick to that promise

· Define any terms the respondent needs to know

· Ask some demographic information. (age, gender, grade)

· Expect only one answer per question.  Do not allow people to avoid giving specific answers.

· Make answers as easy as possible to tabulate.  You may want to use a yes or no response or rank items in order of importance/

· Avoid building bias into your questions.  “You don’t want to buy an encyclopedia, do you?” invites the answer  , “No.”

· The shorter your survey, the better, Ask only questions for which the answers will be of use to you, and avoid rhetorical questions (questions for which the answer is obvious)

· Check the survey to see that it is both reliable and valid.  A reliable survey will give the same results if frequently completed.  A valid survey measures what it is designed to measure. 

