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Use this checklist to review your existing survey for the following best practices. Use the space below each question to take notes on survey questions that need improvement. We recommend having more than one person engaged in this review, ideally reflecting the audience completing the survey as well as possible.
Each section includes a link to a brief resource to explain about the best practices in more detail – some of these resources are blog posts that are sponsored by survey platforms, but their inclusion here is not intended to be an endorsement of any of these platforms.
	Clear / Concise

In addition to the checklist questions below, see this blog post for additional information and examples of clear & concise questions and language: 7 Best Techniques for Clear Question Writing | White Beard Strategies


	1. Which questions are difficult to understand?
· Questions should be easy to understand for all people who may take the survey. We want to use simple, straightforward language that provides all context the respondents need to answer the question, without leading them to an answer or causing confusion. Avoid double negatives and keep questions as concise as possible.
· Questions that use jargon, technical terms, colloquial sayings and phrases, or “in-group” language are not universally understood. Be sure the language is aligned with the audience’s age and education level.
· If you need to use a term or word your audience may not be familiar with, you should provide a plain language definition


	Example: “How often, if ever, have you utilized, engaged, or otherwise taken advantage of any of the supportive resources offered by our organization, whether in-person or online?” > “In the past 6 months, how often have you used our organization’s resources?” 



	2. Which questions are ambiguous?
· Survey questions should have one clear, unambiguous meaning that is as close to universally understood as possible
· Use specific language and concrete terms
· Discuss any questions that have potential for misunderstanding
· Are there any words used that have multiple meanings?


	Example: “Do you regularly attend support groups?” > “In the past 3 months, how many support group sessions offered by our organization have you attended?”



	3. Which questions are asking about more than one thing?
· We want to only ask one question at a time, because people often will not answer both or will get overwhelmed and confused.


	Example: “How satisfied are you with the counseling and advocacy services you received?” > “How satisfied are you with the counseling services you received?” and separately “How satisfied are you with the advocacy services you received?” on a scale from completely unsatisfied to completely satisfied.


	Neutral / Objective

In addition to the checklist questions below, see this guide for additional information and examples of unbiased questions: 31 Unbiased Survey Questions: Design Tips & Reliable Samples | HeySurvey


	1. Which questions might be biased?
· Is there any leading, loaded, or emotionally-charged language? Neutral language should be used to present options without influencing responses. Consider adding statements that normalize a range of answers, when needed. 
· Are we assuming a viewpoint or answer? Are any assumptions made that may not be true for all respondents?


	Example: “How has your participation in support groups increased your knowledge of safety planning?” > “What knowledge have you gained from participating in support group?”




	2. Which questions may have unbalanced options for responses?
· Are options for responses presented for the full range of responses, without overlap?
· Are any responses presented in a way that makes them seem like the “more favored” choice? Is there an option that seems more socially desirable or expected?
· Are rating scales used effectively:
· Are descriptors at opposed ends mutually exclusive opposites? Is it possible to agree with both statements? If so, is there a way to select that?
· Are scales evenly distributed?
· Do you need to offer some kind of “N/A” or “other” option?


	Example: “How satisfied are you with our services?”

	· Very satisfied
· Satisfied
· Neutral
	· Very satisfied
· Satisfied
· Neither satisfied nor dissatisfied
· Dissatisfied
· Very dissatisfied

	Relevance / Purpose

In addition to the checklist questions below, see this guide for additional information and examples of questions that are aligned with evaluation purpose: Write with Purpose – How to Align Survey Questions with Research Goals | Cognito Forms


	1. Which questions aren’t relevant to the focus of the evaluation?
· All questions should have a purpose. Discuss any that you can’t articulate how or why you would use the responses gathered.
· This includes any questions that don’t connect back to our objectives or other data needs of the agency and its stakeholders.
· Pay attention to things like what kind of change is anticipated in the objectives to make sure that is what you are measuring. See next question for more context.


	Example: we have a question about favorite coping skills, which is relevant to our work but not an outcome we have decided to focus on for evaluation.




	2. Which questions are out of alignment with the expected program outcomes?
· Alignment is big in evaluation. Your survey questions should align with your anticipated outcomes, which should align with the content of the programming received. Review program outcomes, content, and survey questions to ensure everything connects. Logic models are very helpful here, if you have one!
· Are questions measuring changes anticipated as a result of the programming?
· Use this worksheet to review if your evaluation outcomes align with your content: Content Crosswalk Worksheet | Strategic Prevention Solutions


	Example: If your programming taught the audience about warning signs of abusive situations, then your evaluation should focus on recognizing those warning signs – you shouldn’t be asking about if they know what to do unless that was also covered.



	3. Which questions might not be necessary?
· Examples might include questions that are duplicative without intention, or collect information that your agency has access to elsewhere. There are circumstances that we may want to have multiple questions about similar things to validate one another or to be inclusive of different communication styles, but you should talk through duplication and make intentional choices.


	Example: “What kind of victimization have you experienced?” (on a program evaluation, not intake). Demographic data, if you do not have a plan to use it in your analysis of the evaluation data.




	4. Which questions might be sensitive for survivors to answer?
· These should be reviewed for their actual purpose and necessity. You might decide to still keep them, but it is a reason to be more critical of the question’s purpose and use.


	Example: “What kind of victimization have you experienced?” (on a program evaluation, not intake).




	Question type / format

In addition to the checklist questions below, see this guide for additional information and examples of question type choices: Survey Question Types | Eval Academy


	1. Which question types are misaligned with the data we need?
· When using open-ended questions, we can collect qualitative data with survivors describing their opinions and feelings in their own words. These questions are for descriptive data, and responses we can’t anticipate. These questions require more effort to complete, so we try to use them only when we aren’t able to capture what we need in a closed-ended question.
· When we are using close-ended questions, we can collect quantitative data that shows how many or what percentage of participants selected a particular response. We use these when we think we are able to anticipate all or nearly all responses, or if we only care about certain responses.


	Example: If you want to know about what services survivors may need that aren’t available at your agency, you would probably use an open-ended question. If you were asking which currently available services they received, a close-ended question will save time & effort for the participant and your staff.




	2. Which questions seem difficult to answer? (if not listed as problematic elsewhere)

	




	3. Is the survey overall too long or overwhelming? What would ideal length look like?

	





Questions? Contact Megan Murray, Evaluation Coordinator - meganm@wcasa.org 
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