

	Planning

	Survey objectives:
Clearly outline what you are trying to achieve through implementing this survey. Consider:
· What problem you are trying to address?
· What will you do with the findings?
· What decisions do you need to make?

	Who will your participants be?
Who will you get information from and how can you access these people?

	Survey content

	Survey introduction
	EXAMPLE: Thank you for agreeing to participate in this survey. The purpose of this survey is ______________.
The survey should only take about __ minutes and if you have any queries about this survey, you can contact _________.
You <or your child> will not be identified in any reporting of survey results. Your full survey responses will be held by _____________. Your responses will be grouped with others, and summarised results, alongside anonymous written comments, will be shared with __________. 
Any written comments you provide will be shared word for word so please do not include any information that might identify you <or your child> if you do not wish to be identified.
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	Survey questions 	
Keeping the number of questions in your survey low helps maintain respondent engagement, reduces survey fatigue and increases the likelihood of obtaining accurate and complete responses.
For each question, consider:
· Do any other data sources capture the same information (and therefore you don’t need to capture it here)?
· Does each question relate clearly back to your survey objective?
· Do you have a clear idea of how you will use the data from each question? If not, leave it out.
For examples of survey questions that might be useful, see our ‘Survey question bank’.

	Question
	Response options

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Who will test your survey?
Testing your survey with a colleague or a small group from your target audience can help identify any issues with your questions or survey flow.





	Communication and incentives

	Survey open date:
	

	Survey reminder date:
	

	Survey close date:
	

	How will you promote the survey to your target audience?
	

	Will you provide an incentive for respondents who complete the survey?
	

	Personal information
Personal information means information that identifies an individual. If you are collecting personal information, you must follow the standards set out in the Privacy Act (2020). Personal information should only be captured if it is necessary to achieve your survey objectives. If it’s not necessary, leave it out. For more information about personal information, check out our “Designing Great Surveys” online learning module.

	Is personal information being collected?
	Yes/No
If ‘No’, you do not need to complete the following boxes.

	What personal information will be collected?
	

	How will you make sure participants understand what you are collecting, and why?
	

	Where will information be stored, and what security controls are in place to keep it safe?
	

	How will personal information be used? Will it be shared with anyone outside your organisation?
	

	Does your welcome/participant information ensure you have appropriate consent to use and share personal information as you need?
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