
Survey Tips 

Creating your survey: 
 

 Always keep in mind that you are conducting this particular survey to find out whether 
or not people participating in your grant funded program achieved the grant outcomes. 
Grant outcomes are written at the top of each project in your grant application. 
 

 You should have at least one question for each grant outcome your program addresses. 
 

 Double-check your questions by asking if the answer to the question will tell you if they 
achieved the outcome or not. For example: “Will the answer to this question tell me if 
kids maintained or improved their reading skills?” 
 

 Consider adding one or two questions to get input from people participating in your 
program. The responses people give should help you decide what changes to make to 
improve your program. This is not required for the grant and doesn’t need to be 
reported to the State Library. 
 

 Don’t ask additional questions if you don’t know how you’re going to use the answers 
people provide. 
 

 Use the simplest, most straightforward language possible. 
 

 Ask only one question at a time. For example: Did you have fun learning rhyming 
games? This is really two questions (1) Did you have fun rhyming? (2) Did you learn 
rhymes? 
 

 Limit the number of questions on your survey. Five or fewer questions is best, eight 
questions is okay, and more than ten questions is too many. 
 

 Ask questions that capture before and after data in one sentence. For example: “During 
the summer reading program did you read more, less, or about the same amount as you 
did during the last school year?” 
 

 Only survey the people participating in your grant funded program. 
 

 Conduct surveys once or twice a year to evaluate regularly scheduled, reoccurring grant 
funded programs like weekly storytime and monthly book clubs. 
 

 Make surveys available to participants after every one-off grant funded special event, 
activity, or program. Use the same survey for all one-off events to simplify the process.  

 

 Conduct a survey at the end of short-term grant funded projects such as the summer 
reading program or a 5 week Every Child Ready to Read series.  



Survey Tips 

Administering your survey continued: 
 

 When using a survey to evaluate grant funded outreach programs, you will need to 
decide if it makes more sense to survey staff/volunteers at the organization you are 
partnering with or if it makes more sense to survey the people participating in your 
outreach project. 
 

 If 30% of your surveys are completed and returned, that is considered to be a good 
return rate. 
 

 If you can’t get 20% or more of your surveys completed and returned, then you might 
consider offering incentives to people who complete your survey or conducting a 
different type of evaluation.  
 

Reporting your survey results: 
 

 If possible, report how many people were given the survey. This may not be possible if 
you conduct an electronic survey or oral survey with a large group. 
 

 Always report the total number of people who completed the survey.  
 

 In your report, write each question that was asked on the survey and the number of 
people who answered each option. For example: “During the summer reading program 
20 youth read more, 5 youth read less, and 10 youth read about the same amount as 
they did during the last school year.” 
 

 There is no need to analyze or draw conclusions from your survey results, just report the 
numbers and summary of results. 

 

 If you receive other feedback about your program that you think would be valuable to 
the State Library and Legislature, please include it in your report too. 
 

Learn more about surveys: 
 

 California Summer Reading Challenge Surveys: 
http://calchallenge.org/evaluation/outcomes/surveys/  

 Library Research Services: Library User Survey Templates and How-Tos: 
http://www.lrs.org/library-user-surveys-on-the-web/  

 Office of Quality Improvement, University of Wisconsin-Madison: Survey Fundamentals 
http://oqi.wisc.edu/resourcelibrary/uploads/resources/Survey_Guide.pdf  

 WebJunction: Library Surveys for Success: 
http://www.webjunction.org/events/webjunction/library-surveys-for-success.html  
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