
Creating an Online Survey

One of the methods your organisation might choose to collect information about volunteering is an online survey. This information sheet looks at the pros and cons of using online surveys and gives some top tips for their use.

When and why to use them:

An online survey can efficiently maximise feedback from volunteers, staff and other stakeholders. Using a web based survey host allows respondents to complete the survey from any computer and it saves the information for you online. Most programmes require you to register for a free basic account or a paid premium account. 
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Caution:
Most basic accounts allow a limited number of questions and responses. More premium accounts allow you to use your own branding, use skip logic and direct respondents to your own web page on exit.

When evaluating survey hosts or packages, ask yourself the following questions:
· What is the cost and is there a budget for it? If there is a free option, how much functionality does it have?
· How easy is it to use? Are there templates, wizards, question libraries or help options available?

· Does it have the ability to ask a wide range of types of questions in different formats? This should include single and multiple response questions, scale responses and matrix responses. Does it allow for open ended text boxes and can it randomise responses? Does it allow for contingency questions?

· Is there a limit to the number of questions or respondents allowed?

· How much customisation of the appearance of the survey is allowed?

· What are the options for distributing the survey? Can you print a hard copy?

· Can you import respondent lists from your address book or other software?

· Can you track the respondents and limit replies so as not to get multiple replies from one respondent?

· What sort of reporting and analysing functions are available?

· What are the options for sharing results?

· How accessible is the survey to people with disabilities?

· How secure will your data be?

· How much help and support is available?

Online surveys allow you to reach a larger number of people if you have limited time and resources. They tend to work better for more quantitative information or for a limited number of open-ended questions. It is ideal to set a minimum number of respondents at around 50 for most surveys of volunteers or the public. This is not necessary for staff.

	Pros
	Cons

	Low cost or free, more cost effective with higher responses
	Relies on computer and internet access

	Allows you to download data direct to Excel, no data entry 
	Relies on computer and internet skills; for those making and completing the survey

	Skip logic allows for contingency questions
	Difficult to know who is responding


	Fast – quick turnaround, and efficient
	Can have a higher start up cost

	Wide geographic reach
	

	Can link directly to your website
	


The success of the online survey depends on the quality of the publicity in recruiting participants:  in emailing the survey to potential respondents and ‘hosting’ the survey as a link on your website. The advantage of using a web-based survey tool is in achieving greater efficiency in data collection from a wider range of respondents. Given the often short timeframes that we work with, it provides faster turnaround time and good value for money.

Top tips:

· Be clear as to the purpose of your survey and who you are aiming it at.

· Write an introduction to the survey to tell people its purpose, who it is aimed at, how to get help and how long it will take.

· Use as few questions as possible.

· Create a filter question/s at the start to make sure respondents are who you are targeting. 

· Keep the survey to less than 15 minutes to complete.

· Use a variety of types of questions and make them short and simple.

· Think about how the data will look when you are analysing it when designing the questions.

· If a question is likely to get particular responses, use a ‘tick box’ list rather than making it open-ended and always allow for an ‘other’ category.

· Provide brief instructions for the questions, such as ‘tick all that apply’.

· Avoid jargon and use plain English in the wording.

· Check that the questions are clearly understood and focus on one question at a time.

· Use consistent wording and response options through the survey.

· Do not use leading questions.

· Test the survey on a few potential respondents before finalising.

· Put a survey link on the front page of your website.

· Run the survey for 2-6 weeks and clearly state the closing date.

· Upon exit, direct respondents to your own webpage.

· Send an email invitation to possible respondents with a direct link to the survey in the email message and then send a reminder shortly before the survey closes.

Sample Messages
Volunteer Impact Assessment

XX is carrying out a XX of volunteering in XX. The overall aim of the research is to scope existing volunteering opportunities in XX and to consider how new opportunities can be developed and how the profile of volunteering can be raised and championed locally. The work will also consider XX. The review is being conducted in order to XX.

An online survey for individuals and volunteer-involving organisations has been launched so that we can understand these issues in greater depth.  Your participation in this survey is critical and only takes about 15 minutes of your time. 

The e-survey is hosted by Survey Monkey and is accessible 24 hours a day.  Your responses are completely anonymous and you may exit a partially completed survey and return to it later as long as you use the same computer. You may also complete the survey more than once if you represent a volunteer-involving organisation (VIO). 

The e-survey is targeted at individuals who live, work, study or volunteer in XX and people who represent VIOs in XX such as volunteer coordinators, paid staff, board members or trustees. This includes organisations in the voluntary or community sector, public sector and social enterprises. Our intention is to ensure that survey samples reflect the diversity that is XX and we encourage participation from Black, Asian and minority ethnic groups, disability organisations, LGBT organisations, men, groups representing youth or older people and faith groups. 

Please take a few minutes now to complete the survey by going to the following link: 

www.XXX.org.uk
Please also feel free to forward the message to any appropriate contacts you may have in XX.  Thank you!

Apologies for any cross postings.

Example reminder message:

Dear XX,

This is a friendly reminder that the XX online volunteer survey will be closing at XX PM on DAY DATE, this is your final week to have your voice heard on XX. If you have not yet completed the survey, please take a few minutes now by clicking on the link below:

http://www.surveymonkey.com/XXXX
Your participation in this survey is critical and only takes about 15 minutes of your time. The e-survey is hosted by Survey Monkey and is accessible 24 hours a day.  Your responses are completely anonymous.

As you know, XX is currently carrying out a survey of XX PEOPLE. The overall aim of the survey is XX. The survey is being conducted in order to XX. 

The e-survey is targeted at individuals who are current or previous volunteers at XX, including members of the governing body, people who give pro bono help and any other unpaid roles. Our intention is to ensure that survey samples reflect the diversity of those who help and represent XX. 

Please take a few minutes now to complete the survey by going to the following link: 

http://www.surveymonkey.com/XXXX
Thank you!

Apologies for any cross postings.

Related Resources in the Toolkit: 

· Forming the Right Questions
· Analysing your Information: Questions to ask Yourself
More Information:

· www.surveymonkey.com:  Very well known and easy to use.  There is a charge attached to large numbers of responses and downloading responses.
· http://esurv.org/ Designed for educators and small to medium organisations.  Free.

· www.snapsurveys.com Charge for their service but have a discount for non-profits.
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