Survey Planning Checklist

Use this checklist before you begin designing or launching your survey. It will help ensure your work is ethical and purposeful, and that you only collect data you really need.
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	Define the purpose

	☐	I have clearly defined what I want to find out using this survey, and why

	☐	I have confirmed that this survey is connected to a wider programme, project, or strategic/policy aim

	☐	I have checked whether the information this survey already exists elsewhere (e.g., in an existing dataset, or past evaluation)

	☐	I identified how the findings from this survey will be used

	Assess feasibility

	☐	I have confirmed that a survey is the most appropriate method to answer my question(s)

	☐	I / my team has enough time to design, analyse, and report your survey findings

	☐	I have identified any barriers to respondents completing the survey (e.g., digital access, literacy, language) and I have planned ways to remove these barriers

	Identify your sample and sampling approach

	☐	I have clearly defined my sample or target population

	☐	I have identified how I will reach my sample or share my survey

	☐	I have considered how many responses I need for my survey to have meaningful insights

	Design and format

	☐	I have chosen a suitable survey method (e.g., paper, online, phone) for my sample

	☐	I have written clear questions with neutral wording and appropriate response options

	☐	I have structured my survey logically, using skip logic or branching if/where needed

	☐	I have kept the survey as short as possible

	Ethical considerations

	☐	I have applied key ethical principles (informed consent, confidentiality, anonymity, data protection, minimising harm, and maximising benefit)

	☐	I have not asked any questions that I do not need to

	☐	I have prepared an information sheet for respondents

	☐	I have prepared a consent form for respondents

	☐	I have considered safeguarding and the appropriate steps to follow if a respondent discloses a risk of harm

	Accessibility and inclusion

	☐	I have written questions which are clear, easy to understand and respond to

	☐	I have considered Easy Read or translated versions of my survey if needed

	☐	I have added appropriate and inclusive response options to demographic questions

	Data collection and quality control

	☐	I have planned how I will monitor responses to the survey

	☐	I have considered how I will manage incomplete responses

	☐	I have considered how I will manage false or disingenuous responses

	☐	I have set a clear timeline (or cutoff point) for data collection

	☐	I have tested my survey with other people and made necessary changes

	Data storage and management

	☐	I have confirmed where I will store survey data is GDPR and Camden compliant

	☐	I have ensured any identifiable information will be securely stored, and separately stored from response data

	☐	I have decided how long survey data will be stored for, before being deleted

	Analysis and reporting

	☐	I have carefully thought about how I will analyse the survey data

	☐	I have considered who the key audiences are and what format I will report my results in

	☐	I have planned to share survey findings with respondents (where appropriate)

	Support and advice

	☐	I have reviewed the “Survey How to Guide” in full

	☐	I have reviewed the other resources (templates, checklists) in the Toolkit

	☐	I have sought advice from the Public Health Intelligence team if needed
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