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Before you start...

Think about your goals and what information you're
looking for. Examples could be seeking feedback on
a past program, understanding what would motivate
an unengaged classmate to connect with others, or
gauging interest in different types of events.

‘Who will you target? Do you have the ability to
email just that segment of your class?

Consider if you need to make this survey
anonymous. Respondents may feel more
comfortable sharing candid feedback if they
know the survey is anonymous.

Running the survey...

e Write an email asking people to complete the survey.
Let them know what it will be used for and how long
it will take to complete. Note if the survey will be
anonymous.

e Communicate how long the survey will be open. You'll
want to provide enough time for people to answer your
survey, usually at least two weeks, but adding a deadline
can create a sense of urgency.

e Ifyou have the desire and ability, you can offer
incentives for completing the survey. Examples include
swag, a raffle entry for a prize, or a discount to an
upcoming event.

e Send one or two reminders to those who have not
completed the survey. As a best practice, the subject
line should include the deadline or other indicator that
time is running out. Your staff liaison can help monitor
participation while the survey is open so you can decide
how many reminder emails are necessary.
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Crafting the survey...

e Write your questions.

o Surveys can have different question formats,
from short and long open answers to multiple
choice or ‘select all that apply.” Sticking to
multiple choice questions makes it casier for
the respondent to answer and easier to
summarize responses after the survey has
closed. However, if you're looking for qualitative
information, you'll also want to give respondents
open space to write in their thoughts and
opinions. Using a combination of types of
questions will give you the best of both worlds.

o Keep in mind how long the survey takes to
complete. The longer the survey, the less likely
people will finish it.

o Re-read your questions and get a second opinion
to make sure they are clear.

o Don’t forget to capture personal or demographic
information if that’s what you are looking for.

Keep the end product in mind. When you look at
the data after the survey is done, you'll want clean,
standard answers. For example, if you use an open-
ended question to ask what state the respondent
lives in, they may write in “New York” or “N.Y.” or
“NY.” Having multiple answers that mean the same
thing will make more work for you when analyzing
the results. This situation can be avoided through
multiple choice answers or drop down menus.

There are many platforms that support online
surveys. Your Class Programs engagement officer
can help you build the survey using an application
called Qualtrics. To do so, send them a list of
questions, including any multiple choice or drop
down menu responses.



Links referenced in this article

Excel: Pivot Tables bit.ly/CACO_ExPT

Google Sheets: Pivot Tables  bit.ly/CACO_GoSh_PT

Google Sheets: Charts & Graphs  bit.ly/CACO_GoSh_CG

Excel Graphs & Charts  bit.ly/CACO_ExCG



https://support.microsoft.com/en-us/office/create-a-pivottable-to-analyze-worksheet-data-a9a84538-bfe9-40a9-a8e9-f99134456576
https://www.benlcollins.com/spreadsheets/pivot-tables-google-sheets/
Excel: Charts & Graphs: https://support.microsoft.com/en-us/office/create-a-chart-from-start-to-finish-0baf399e-dd61-4e18-8a73-b3fd5d5680c2

https://support.google.com/docs/answer/63824?hl=en&co=GENIE.Platform%3DDesktop
https://support.microsoft.com/en-us/office/create-a-chart-from-start-to-finish-0baf399e-dd61-4e18-8a73-b3fd5d5680c2
https://support.microsoft.com/en-us/office/create-a-pivottable-to-analyze-worksheet-data-a9a84538-bfe9-40a9-a8e9-f99134456576
https://www.benlcollins.com/spreadsheets/pivot-tables-google-sheets/
https://support.microsoft.com/en-us/office/create-a-chart-from-start-to-finish-0baf399e-dd61-4e18-8a73-b3fd5d5680c2
https://support.google.com/docs/answer/63824?hl=en&co=GENIE.Platform%3DDesktop

