GUIDELINES FOR DESIGNING A LIBRARY SURVEY

Things to consider when developing a survey:

· What is your overall goal in administering your survey?  Will it be a tool in conducting a needs assessment, to discover why people in your community are not using your library or just to assess patron satisfaction with your library’s services?  A survey can also be used as a way to collect demographic information of your legal service area.
· What information do you want to gather?
· An important consideration in the development of a survey is who you want to target.  Are you looking for feedback from your patrons, or do you want to hear from non-users too?  This decision will determine how you design and distribute your survey.
· Once you have gathered the information, how will you evaluate the result and how will you use what you have learned?  For what audience is this information targeted?  Will you use it for strategic planning, presentations to your governing body, and/or as a marketing tool to promote your services to your community?
Designing the survey:

· Include fixed response questions that use a Likert scale.  The format of a typical five-level Likert item is:
1.  Strongly disagree
2.  Disagree
3.  Neither agree or disagree
4.  Agree
5.  Strongly agree
OR
1.  Never
2.  Seldom
3.  Sometimes
4.  Frequently
5.  Always


· Include one or two open-ended questions in your survey tool.


· When possible lime the size of your survey to one or both sides of a single page.

How will you distribute the survey?

· You can mail a survey questionnaire to the community at large, or to a random sample of registered patrons or community members. Consider the cost of postage for a mailed survey. How will the surveys be returned to the library?

· If you use a tool like Surveymonkey.com and you have a good sampling of patron email addresses you can email the link to the survey for them to complete online.  Many of you are already familiar with this tool as the Maine State Library uses this for program evaluations.


· Ask the weekly newspaper if they will print the survey in the newspaper as a cutout.  Perhaps the local grocery store will stuff it in grocery bags during a targeted week.  If you are a town department ask the finance director if your survey can be included in any municipal mailing such as the tax bill.  Distribute the survey at the checkout counter.  


· Have surveys available in the library for patrons to complete.  Once you have targeted the time period in which you will be conducting the survey, advertize it!  Your news article should include the dates, the purpose of the survey, and why you need their help.  Have a table available where the patron can sit to complete the questionnaire and be available to answer any questions.  Train volunteers and/or board members to asssit.  


· If you are doing a random sample and you have determined what numbers you will need to sample to get a degree of accuracy, do these surveys over the telephone using a scripted format.  


· Post your online survey on the library’s web page.


· If you want to insure a higher rate of return, provide some sort of incentive to get people to bring their surveys back to the library.  Example:  The name of the person who returned a completed survey will go into a drawing for a nice gift.

Create your own survey or adapt an existing survey to meet the needs of your specific circumstance.

Here are some samples to assist you:  ADD SAMPLES HERE

