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CREATING A SURVEY  

SUMMARY 

“The inclusion of multiple perspectives in the process will help you to create a survey 
that provides a richer picture of the student experience” (Massa, Kasimatis, 2017, pg. 100).  

There are four steps to creating a useful/rich survey: 

1. Determine what you wish to know. 
2. Write your question.  
3. Configure your survey. 
4. Review and finalize your survey.  

STEP 1: DETERMINE WHAT YOU WISH TO KNOW. 

- You must decide what you want to learn from your survey. 
 The survey designed for assessment purposes needs to focus primarily on 

understanding student learning outcomes achievement. 
 Identify outcome(s) your survey will ask about. 

o Each outcome should determine what you want to know about the 
students’ experience. 

- The information you learn should be actionable. 
o i.e. How will you be using the information gathered? 

- Brainstorm a list of all the possible outcomes. 
o Relate experiences, behaviors, and attitudes that you wish to know 

about. 
o After brainstorming, review the list and make sure that the items are 

actionable information.  
- Make sure to receive feedback from multiple faculty members to ensure the 

questions are reasonable to ask. 

STEP 2: WRITE YOUR QUESTION. 

- The information you gathered in step one is going to be the foundation 
of the survey questions.  

o What kind of questions are you asking?  
 i.e. Rating scales, Open-ended 

Three of the most popular survey questions administered: 

- Response-Scale Survey Questions 
o Most common 
o Easy for respondents to answer 
o Example formats:  

 Behavior - Never, Sometimes, Half the Time, Most of the 
Time 

 Abilities - Never, Sometimes, About Half the Time, Most of 
the Time, Always 
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 Impact of the program - Not at All, A Little, Somewhat, A 
Fair Amount, A Great Deal 

 

 

 

- Rating scale – Can be useful for students and eliminate any possible confusion. 
 Arrange in a logical order – typically with the most negative or 

lowest option on the left and the most positive or highest 
option on the right 

 Five or seven options usually, the middle value should be a 
neutral response, as shown in the example above. 
 

- Multiple-Choice(M-C) Survey Questions 
o Great for asking factual information 
o M-C questions ask a question and then provide a set of possible 

response options. 
 Can provide one answer response or indicate all the answers 

that apply. 
- i.e.:  

 

o Encourage open-ended invitation to list additional resources.  
 i.e. “Other, please describe: ____” 

o Provide a “none or N/A” as an option.  
 not all students will use the resources  

o Present options in a logical order, alphabetically, or low to high. – 
This will make it easier for the student.  

- Open-Ended Survey Questions 
o These questions allow the respondent to answer as they like. 
o Great for trying to gain a better understanding behind the opinion or 

asking the student to demonstrate their knowledge. 
 i.e. During the last four years, which experience(s) has been 

most helpful in preparing you to give good oral 
presentations? 

 Risk – your respondents will not always provide useful or 
relevant information 
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STEP 3: CONFIGURE YOUR SURVEY. 

- Should include an introduction at the start and a thank-you at the end. 
o The opening and closing note should indicate the general 

purpose of the survey. 
 Explain the general purposes 
 How the results will be used 
 How long it will take (if you know this) 
 Respondent contact information– Anonymous or 

Confidential 
o Anonymous: responses will not be connected to 

the individual  
o Confidential: Individuals connected to responses, 

but this information will not be revealed to public 
o Section for “Decline to State” 

 Students can opt-out from providing age, sex,  
employment experiences and demographic information 

STEP 4: REVIEW AND FINALIZE YOUR SURVEY.  

- Ask for feedback. 
o Receive edits and/or  recommendations for improvement  

Note: Faculty and/or student assistants can provide wonderful 
feedback on their experience of taking your survey, how long it took 
them and if it was clear and to the point. 

o Reach out to your assessment specialist for guidance and 
support! 

BONUS: TIPS FOR WRITING CLEAR, EFFECTIVE SURVEY QUESTIONS. 

- Poorly written questions can cause students to skip or fill in meaningless 
answers causing the data to be difficult to interpret. 

- Avoid the use of jargon or complex words/terms 
- Ask only one thing in each question 

o No Double-barreled questions. 
o Avoid the word “And” when asking a question. 

- Avoid writing closed-ended questions 
o Double-negative 
o i.e.  

 

 

 

 

 


