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SURVEY DEVELOPMENT AND ADMINISTRATION: 4 STEPS  

The steps and related questions in survey development and administration  
were summarized from REL Northwest’s High Response Rates Through Collaborative  
Survey Practices (2025) resource. See the full resource for additional, more in-depth guidance. 

Step Questions to Ask  

1. Identify Needs 
and Bring 
Together  

Key Players 

• What information do you want to gather? 
• How will you use the data and information? 
• Who are the key players that should be involved in the survey development and administration process  

and what is their capacity to participate in these efforts? 
• To what extent is collaboration a norm among those that should be involved, and what level of  

relationship-building and norm-setting is necessary? 

2. Collaborate to 
Develop and 
Refine the 
Survey 

• What is the goal of the survey and is there consensus and enthusiasm around that goal?  
• Do you have an existing framework or resources to build a survey? How can these resources be leveraged? 
• What response options make the most sense in terms of how you would like to be able to use the data? 
• Who holds the information you seek to collect and what survey length would be feasible for these individuals? 

3. Craft an 
Administration 
Plan 

• Who are potential survey champions well-positioned to promote or require the survey? 
• What are the ways in which you can invite participants to engage in the survey and what are the pluses  

and minuses of each possible approach? 
• How will you obtain contact information for those you plan to survey and what are the potential  

pitfalls to your planned approach? 
• Can you offer an incentive or work with other agencies/organizations to identify an incentive? 

4. Encourage and 
Monitor 
Responses 

• How can you remain reflective and responsive to what you see regarding response rates? 
• What strategies can you preemptively identify to boost response rates if they are low? 
• Do you have adequate capacity to ensure someone can dedicate their time to monitoring response  

rates and coordinating action as needed to promote high response rates? 

This handout was prepared under Contract ED-IES-22-C-0009 by Regional Educational Laboratory Northwest,  
administered by WestEd. The content does not necessarily reflect the views or policies of IES or the U.S. Department of Education,  
nor does mention of trade names, commercial products, or organizations imply endorsement by the U.S. government. 
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SURVEY CREATION: BRIEF ADVICE AND GUIDANCE  

The following list provides general guidance for survey creation. Links are also provided  
to additional, more in-depth, free resources that can guide the development of surveys. 

Include a short survey introduction. 

• Before asking respondents to answer 
questions, welcome them to your  
survey and indicate a realistic amount  
of time in which to complete it. 

• Provide a deadline for submitting  
the survey.  

• Explain in plain language why the  
survey is important and how the  
information will be used to benefit  
students and the school community. 

• Share how findings from previous surveys 
have led to positive changes  
or improvements.  

• See template of survey for families:  
PDF pages 9–12 from Data  
Collection Instrument Drafting  
(REL Central, 2024). 

•  See template for LEA representatives:  
PDF page 25 from Survey Methods  
for Educators: Selecting Samples  
and Administering Surveys (REL Northeast 
& Islands, 2016). 

 

Provide clear instructions. 

• State directions clearly for each  
group of questions. Respondents  
should not be burdened  
with following complex directions. 

• Indicate when participants can  
select more than one answer choice. 

• Be specific in question wording  
so there is no ambiguity in what  
is being asked.

 

  

https://ies.ed.gov/sites/default/files/rel-central/document/2024/10/Data%20Collection%20Instrument%20Draft.pdf
https://files.eric.ed.gov/fulltext/ED567752.pdf
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Utilize rich, closed-ended  
questions whenever possible. 

• Use closed-ended questions including 
multiple-choice, rating-scale (such  
as rating from 1–5), and checkbox  
(such as yes/no) questions, if possible. 
These types of questions provide 
quantitative data and are often easier  
for respondents to answer.  

• Include an “Other (Please specify) _____” 
response when the options may  
not include all possible responses. 

• See this list of Likert type items  
from Ordered Response Options for  
Rating Scales (REL Central, 2024). 

• See examples: PDF pages 33–42 for 
illustrative questions for a statewide survey 
on course offerings (REL  
Midwest, 2015). 

Save open-ended, more challenging, 
and/or more personal questions  
for the end. 

Allow respondents to get comfortable with the 
survey by asking easier, more general, and less 
personal questions upfront. 

Test or pilot your survey and  
survey platform beforehand. 

Ask colleagues to test your survey and  
give you feedback on clarity and ease  
of responding. This applies to both  
online and paper-and-pencil surveys.

 

 

ADDITIONAL RESOURCES 

• Creating Effective Surveys: Best Practices in Survey Design  
(REL West/Comprehensive Center West, 2021) 

• Data Collection Instrument Draft (REL Central, 2024) 

• An Educator’s Guide to Questionnaire Development (REL Central, 2016) 

• Practical Strategies to Engage Caregivers in School Climate Surveys  
(REL Midwest, 2023) 

• Survey Methods for Educators: Selecting Samples and Administering  
Surveys (REL Northeast & Islands, 2016) 
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https://ies.ed.gov/sites/default/files/rel-central/document/2024/10/Ordered%20Response%20Options%20for%20Rating%20Scales.pdf
https://ies.ed.gov/sites/default/files/migrated/rel/regions/midwest/pdf/REL_2015065.pdf
https://ies.ed.gov/sites/default/files/migrated/rel/regions/west/relwestFiles/pdf/4-2-3-34_REL_West_Best_Practices_for_Survey_Design_508c.pdf
https://ies.ed.gov/rel-central/2025/01/data-collection-instrument-draft
https://ies.ed.gov/ncee/rel/regions/central/pdf/CE5.3.2-An-Educators-Guide-to-Questionnaire-Development.pdf
https://ies.ed.gov/learn/blog/practical-strategies-engage-caregivers-school-climate-surveys
https://files.eric.ed.gov/fulltext/ED567752.pdf
https://files.eric.ed.gov/fulltext/ED567752.pdf


 

 

 

SURVEY ADMINISTRATION: BRIEF ADVICE AND GUIDANCE  

The following list provides general guidance for survey administration. Links are also provided to 
additional, more in-depth free resources that can guide the administration of surveys. 

Choose a good time for sending  
out the survey.  
Avoid holidays, events, or busy times of the 
year when participants may be less available. 

Set a deadline for submitting the survey. 

Clearly communicate the survey  
deadline to create a sense of urgency. 

Offer incentives. 
Consider offering small incentives or rewards 
for completing the survey.  

Identify a district or school point  
of contact to respond to questions  
about the survey.  

Include this person’s contact information  
in all communications about the survey. 

 
Use multiple communication channels.  

• Send information to participants through 
multiple communication channels,  
such as email, text messages, paper forms, 
social media, and through conversations. 
Not everyone prefers  
the same method, so providing the 
information in various ways increases  
the chances that participants will complete 
the survey. 

• If participants are parents or students, 
consider including permission forms 
and/or survey links with other required 
forms, such as student enrollment or 
documents that may require a family 
member’s signature, like report cards. 

Follow up with reminders. 

• Send reminder messages, emails, texts, or 
phone calls. Be respectful in your follow-up 
communication and consider sending 
multiple reminders over time, potentially via 
multiple communication channels. 

• Template reminder for district and local 
education agency representatives:  
PDF page 26 from Survey Methods  
for Educators: Selecting Samples  
and Administering Surveys  
(REL Northeast & Islands, 2016). 

  

https://files.eric.ed.gov/fulltext/ED567752.pdf
https://files.eric.ed.gov/fulltext/ED567752.pdf
https://files.eric.ed.gov/fulltext/ED567752.pdf
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Monitor progress. 

• Conduct an early check of data during the 
first week of survey administration 
 to ensure that all information is being 
recorded correctly. 

• Regularly provide district or school  
leaders with information about response 
rates. This information may help make this 
effort feel like a shared responsibility 
among district and school staff. 

Provide participants with  
results and implications. 

Once survey results are available,  
share them with the school community  
and explain how the findings will  
be used to make improvements.  

 

 

ADDITIONAL RESOURCES 

• Practical Strategies to Engage Caregivers  
in School Climate Surveys (REL Midwest, 2023) 

• Survey Methods for Educators:  
Selecting Samples and Administering Surveys  
(REL Northeast & Islands, 2016) 
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