How to Administer a Survey

excerptedrom Tague\N. R. (2007).The Quality Toolbox(2ndEdition). Milwaukee,WI.

ASQ Quality Press.
obtainedvia http://asq.org/learn-about-quality/data-collection-analysis-tools/overviev

survey.html

1. Decide what you want to learn from the survey and how you will use the
results.

2. Decide who should be surveyed. Identify population groups; if they are
too large to permit surveying everyone, decide how to obtain a sample.
Decide what demographic information is needed to analyze and
understand the results.

3. Decide on the most appropriate type of survey.

NOTE: This document has been modified.
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. Decide whether the survey’s answers will be numerical rating, numerical

ranking, yes—no, multiple choice or open-ended—or a mixture.
Brainstorm questions and, for multiple choice, the list of possible
answers. Keep in mind what you want to learn, and how you will use the
results. Narrow down the list of questions to the absolute minimum that
you must have to learn what you need to learn.

6. Save the (almost) final question list.

. Pilot-test the survey with a small group. Collect feedback.

o Which questions were confusing?
o Were any questions redundant?
o Were answer choices clear? Were they interpreted as you intended?
o Did respondents want to give feedback about topics that were not
included?
o On the average, how long did it take for a respondent to complete
the survey?
o Were there any typos or other errors?
Also test the process of tabulating and analyzing the results. Is it easy?
Do you have all the data you need?

. Revise the survey based on test results.
. Administer the survey.
10.

Tabulate and analyze the data.
Report results and plans to everyone involved. If a sample was involved,
also report and explain the margin of error and confidence level.
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