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Introduction
	What is this?
	A checklist for use when planning a survey. The actual planning document is the protocol that goes along with a survey. A general outline for a protocol/research report can be found here and contains other sections that are important for a survey protocol that are not covered here such as sampling considerations. 

	What sort of surveys can this be used with?
	The Checklist can be used with any survey. Surveys may:
· Investigate biophysical, social or integrated topics.
· Study households or farmers, fields or plots, trees or animals, organisations or communities, or more abstract concepts like empowerment, knowledge and perception.
· Collect quantitative or qualitative, more or less formal/structured data.
· Cover any scale, from a single student project to a large-scale international effort.
The importance of each point in the Checklist depends on the type and context of the survey and on the scale, but all are relevant to every survey.

	Who is the Checklist for?
	It is primarily for the Principle Investigator (PI) responsible for designing the survey. In larger surveys many people will be involved in designing, carrying out and reporting. But ultimate responsibility rests with the PI, who must be fully accountable for everything that goes well and badly both scientifically and practically. There has to be a PI for any research-based survey.

	Why a Checklist?
	There is a lot to think about! Researchers often focus on some parts of the survey but neglect others and get surprised when things do not go smoothly. Surveys are expensive and time-consuming for everyone, including the people you collect data from. We have a responsibility to make every survey as effective and short as possible.

	How to use the Checklist
	Use it during conception and planning of the survey. Scan the topics and make sure you have covered all of them. You should be able to answer a clear ‘Yes’ to every question.
Seek assistance with issues that you do not understand, cannot see the relevance of or don’t know how to respond. Be prepared to justify yourself if you answer ‘No’ to any question.






Part 1: Planning and Research Question Design
	Topic
	Questions

	Before even starting
	Have you considered alternative methods and determined that a survey is the most reasonable choice (and included the justification in the protocol)? 
If you are using other methods as well, have you considered how the survey will interact with those other methods to facilitate synthesis?
Have you made sure that you cannot get similar information from using previous surveys, publicly available data, or local informants?

	Conceptual frame and objectives
	Have you written down the conceptual frame for the survey - the theory and ideas and the way you see the problem and your approach to it?
Have you specified clear and specific objectives related to the frame? Remember that everything that is interesting is not needed for your research.
Do they include research questions and testable, useful hypotheses?
Are the objectives based on previous results, current literature, and stakeholder interests?

	Indicators

	Have you carefully designed what you will measure? Does it include everything you will need to meet objectives and nothing you don’t need? 
As a test: make up a bit of data with all the things you will measure and show how it will be analysed and presented. Will it answer the research questions and meet survey objectives? Another test is to reflect on whether your questions are about describing diversity (descriptive variables) or explaining the variability (explanatory variables) - ideally you have both. 
Have you considered the pros and cons of using novel indicators and measurements versus using ones that are already established and used by other research initiatives?
Are all measurements based on tried and tested methods, including those that have been published?


	Spatial planning
	Why are you surveying in a particular place?
Do you have spatial hypotheses?
Are you taking into account spactial heterogeneity, stratification and clusters?
Will unit of analysis be geo-referenced?

	Questionnaires
	Are all your questions short, concise and clear? (make sure there are no incomplete, badly worded, ambiguous, unnecessary or leading questions) 
Have you thought about the order of your questions? (asking important questions earlier, before response fatigue kicks in)
Do the questions have consistent meaning (do they mean the same to everyone)? Do they mean the same to the people asking as to the people replying?
Are the time scales of your questions reasonable? For example, asking people how many times they’ve done something (like weeding) in the last year is unlikely to yield an accurate reply (time scale is too long, activity too common).
Have you been careful about choosing open and closed questions? (there are advantages and disadvantages to both)
Have you weighed the pros and cons of having triangulation in the questionnaire design?

	Ethics
	Are you aware of ethical considerations for your survey?
Do you know what is meant by ‘Prior informed consent’? Will you obtain prior informed consent from survey participants? 
Will you keep information about identifiable individuals confidential? Do you have a plan for how you will achieve that?
Are you aware of additional ethical obligations, sometimes defined by law, related to certain topics (such as health and biodiversity)?
Did you include a preamble in the survey that describes what it is for, how long it will take, how it will be used, if the results are confidential or anonymous, how the informer can access the results, and who is funding it?
Have you considered issues of presents or compensation?

	Stakeholders and users
	Have stakeholders and users of the survey results been identified and involved in the design?

	Data ownership and access
	Do you have clear written agreements with all individuals and partners involved on ownership and access to data and results generated by the survey?

	Survey Team
	Have you assembled the survey team? You will need a manager, enumerators and field team, data entry and management staff, people responsible for quality assurance (that the protocol is being followed correctly), data analysis, reporting and scientific interpretation. In addition, you may need scientific advice, statistical advice, and local context advice.

	Sampling

	Have you carefully defined the study units and the bounds of the population?
Have you chosen and justified the sort of sampling plan that will be used? 
Have you determined the sample size needed based on rational criteria of the information needed, particularly the required precision?

	Workflow
	Have you made realistic estimates of the time needed for each step and ensured it comes together as a practical workflow that will be completed by the required deadlines?

	Budget
	Have activities under all these steps been budgeted, including the time of relevant skilled people and money for equipment, software, travel, etc?



Part 2: Data Collection and Entry	
	Topic
	Questions

	Testing


	[bookmark: _GoBack]Have you piloted the survey with local informants/ focus group to make sure it makes sense?
Have you timed the duration of survey interviewing and will the length be acceptable to respondents? Research shows that response quality decreases significantly after one hour. Consider the best times of day.
[bookmark: _gjdgxs]Are you aware of and dealt with difficulties due to language and translation?

	Field work/ administering the survey
	Have all field staff been trained, following recommended training schedules?
Have you included suggestions about what to do if there are obvious knowledge gaps (leave blanks, ask someone else in the household, etc.)?
Have you put in place clear processes for supervision of field staff? 
Have you included specific quality assurance procedures for field work, including PIs spending time observing field work and making sure the methods used by researchers are suitable, making unannounced visits to field work and confirming a sample of measurements with repeat visits?
Have you prepared a detailed logistics plan and timetable for field work? For instance, have you clearly anticipated distances and travel time?
Are you aware of limitations and biases that can affect answers, such as who conducts the interview, problems with recall, respondents aiming to please or reluctance to tell the truth, failure to properly understand the question, and the possibility that respondents don’t even have the information required to answer the question (and could make up an answer)? Are researchers trained in observing, noting and sharing these types of perceptions of the interview process? 
Have you considered how you will facilitate a debrief with the team so that everyone engages in reflection and points raised can be responded to?

	Data entry and organisation
	Have you decided where and when data entry will be done, remembering that centralised data entry after all field work may not be best because it is usually is slow, increases costs, and introduces error? The alternative is a software that can work on-line and off-line so data is entered in real time. Have you considered how using paper or tablets will affect connection with the surveyed people?
Have you used suitable experts to develop databases, data entry facilities, and methods of uploading data?’
Are you using identifying codes for indicators that can be used in a database to synthesis information over time from various sources?
Have all people involved in data entry and data management had suitable training?
Have you arranged for data entry and initial checking to be done rapidly after field work, to allow questionable data to be investigated?
Have you designed specific procedures for ensuring the quality of data entry?
Have you considered how you will debrief data entry staff, collect feedback from them and respond to it?
Will you securely store original data recording forms?
Will you generate data quality reports that describe all data quality issues discovered and how you dealt with them?



Part 3: Data Analysis, Reporting and Feedback
	Topic
	Questions

	Data analysis

	Have you determined who will do data analysis? Do they have the right analytical and software skills? Do they have the time available?
Have you planned how data quality issues that arise during analysis will be dealt with?
Have you developed an analysis plan? Will you monitor its use to keep track of progress?
Does the analysis plan directly link to the research questions, objectives and stakeholders’ requirements?
Will a statistician be involved in any quantitative analysis? Do you know how you will do analyses that go beyond basic tabulations and descriptive statistics?

	Reporting and interpretation

	Who will write initial reports? Do they have the appropriate skills and experience?
Do you have a clear timeline for reporting?
Do you know who will be responsible for substantive interpretation and reaching conclusions?

	Archiving
	Do you have a plan for maintaining an internal project archive of all data and supporting documentation? 
Have you considered external archiving of all data and documentation so that the information is in the public domain, thereby reducing the need for more surveying in the future and/or others using the dataset to reach more broad conclusions?
Have you made sure to document every component of the survey? This includes the background, objectives, sampling plans, measurement instruments and procedures, data management plan, quality assurance procedures and reports, reports of results and other outputs.

	Feedback
	Have you arranged for feedback of results to all stakeholders?
Have you arranged for feedback of results to those who provided data, including survey respondents?


Part 4: Taking it Further
All of the questions above could be expanded. Many of the ideas behind them are very substantial, with a many complex aspects to them and substantial bodies of knowledge of theory and practice available.
If you answer ‘No’ to questions above, or do not understand them or see the relevance to your study, then seek advice. There are numerous resources – books, guides, tools, training courses, etc  - to support surveys of all kinds, many available free on the internet.  At Stats4SD, the Research Methods Support team exists to provide advice on these topics and to point you to suitable resources.
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