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1. Executive Summary 
Designing, Conducting and Analysing Surveys and Questionnaires (ASQ) was the thirteenth on-line interactive course commissioned by the NLH as part of the FOLIO Programme. 

The ASQ course was developed and delivered by the FOLIO Team based at the School of Health and Related Research (ScHARR) at the University of Sheffield.  Lynda Ayiku was the Module Coordinator for the course.  

The ASQ course aimed to equip the participants with the knowledge and skills to design, conduct and analyse surveys and questionnaires for use in investigating any type of library service. 
The course was divided into six themes and one week of the course focused on each theme, as follows:

	Week
	Theme

	1
	Introduction to surveys and questionnaires

	2
	Targeting your audience

	3
	Asking your questions

	4
	Design, layout and dissemination

	5
	Data analysis

	6
	Impact and evaluation

	7
	Course conclusion


The course materials included an individual assignment, briefings, buddy group interactions, a fictional case study, self-reflective exercises and a quiz.  All of these methods had been used during the FOLIO pilot and the previous FOLIO courses. 

There was a high level of interest in this course. 51 participants signed up for the course. 7 participants withdrew from the course due to reasons such as work commitments and illness and 2 participants failed to submit their portfolios. 42 people completed the course.
2. Course Details 
Course title: 

Designing, Conducting and Analysing Surveys and Questionnaires 

Course Code: 

ASQ
Web pages: 

http://www.nelh.nhs.uk/folio/asq/home.htm  
Discussion list archive: http://www.jiscmail.ac.uk/lists/e-FOLIO.html 
Module co-ordinator: 
Ms Lynda Ayiku
Other staff involved: 
Mr Andrew Booth, Miss Anthea Sutton

Course aim: to equip participants with the knowledge and skills to design, conduct and analyse surveys and questionnaires for use in investigating any type of library service.
Course objectives: by the end of this course participants will be able to: 

· Identify when to choose to use questionnaires and surveys in their own practice. 

· Design a questionnaire or survey for investigating their own service. 

· Understand the main considerations when identifying an appropriate target  population for a questionnaire or survey. 

· Identify the main question types and their specific strengths and weaknesses. 

· Describe the main considerations when analysing and presenting data. 

· Engage with fellow participants in discussing issues connected with the design and use of questionnaires and surveys
Content (for more details about the course content, see Appendix A):

The course was designed around the usual “Story-Board” format, with a wide selection of student activities, including quizzes, an individual assignment, case study exercises, self-reflective exercises and buddy group work. 
An ‘individual assignment’ was the main output required for the ASQ portfolio. For the assignment, participants were required to plan a questionnaire to gain user feedback about a service run at their library or information service.
For some activities, students worked alone, developing their individual assignment and answering self-reflective exercises based on instructions in e-mail and briefings on web pages. Wider interaction included:
Buddy groups- We allocated each student two “buddies” in order to form buddy groups made up of three participants. Some exercises during the course were designated as buddy group discussions and required the students to collaborate with their buddies in order to produce material for their portfolios. 
As an alternative to being part of a buddy group, a ‘self-directed’ route was available for participants that felt that they would be unable to collaborate with buddies because they worked part-time or because they had planned to take annual leave during the course.
3. Analysis of participant and other stakeholder data 








4. ANALYSIS OF COURSE EVALUATION FEEDBACK
4.1 COURSE SATISFACTION
Participants indicated on a five-point scale their opinions of the following statements:

I found the ASQ course enjoyable: 29 participants agreed with this statement, 9 strongly agreed, 2 had no opinion/undecided, 1 participant disagreed and 1 participant strongly disagreed with this statement.

Having completed the course, I feel that I know more about designing, conducting and analysing surveys and questionnaires: 20 participants strongly agreed and 21 agreed with this statement.  1 participant strongly disagreed. 
The ASQ course fulfilled the course objectives: 26 participants agreed, 14 participants strongly agreed, 1 participant disagreed and 1 participant strongly disagreed.  
Participants were asked to state how they planned to use what they had learnt on the ASQ course.  Participants discussed many ways in which they would utilise the knowledge and skills gained from the course.  The responses can be grouped into the following areas:

	How do you plan to use what you have learnt on the ASQ course?
	Number of participants

	Conduct a new questionnaire or survey
	26

	Alter an existing questionnaire or survey
	14

	Promote library services
	2


4.2 COURSE MATERIALS
What do you think was the most successful element of the ASQ course?: 37 stated ‘course materials’, 4 stated ‘ASQ website’ and 1 participant stated ‘Facilitation’. 
Participants were asked which type of course material they found most and least useful, and most and least enjoyable.
	Which type of course material did you find most useful?
	Number of participants

	Briefings
	17

	Questionnaire tasks
	11

	Case study exercises
	9

	PowerPoint presentations
	2

	Self Reflective Exercises
	2

	Buddy group exercises
	1

	Quiz
	0

	Guest lecture
	0


	Which type of course material did you find least useful?
	Number of participants

	Quiz
	14

	Buddy group exercises
	13

	Guest lecture
	8

	PowerPoint presentations
	4

	Self Reflective Exercises
	3

	Briefings
	0

	Questionnaire tasks
	0

	Case study exercises
	0


	Which type of course material did you find most enjoyable?
	Number of participants

	Case study exercises
	14

	Buddy group exercises
	9

	Briefings
	7

	Quiz
	5

	Questionnaire tasks
	3

	Self Reflective Exercises
	2

	Guest lecture
	1

	PowerPoint presentations
	1


	Which type of course material did you find least enjoyable?
	Number of participants

	PowerPoint presentations
	9

	Self Reflective Exercises
	8

	Buddy group exercises
	7

	Guest lecture
	7

	Quiz
	6

	Questionnaire tasks
	4

	Case study exercises
	1

	Briefings
	0


4.3 GROUP DISCUSSION & BUDDY INTERACTION
Did you contribute to the buddy group discussions during the ASQ course?: 32 participants stated that they had interacted with their buddy group, 2 stated that they had interacted partly, and 1 participant stated that he or she had not. 

The reasons given for not or partly participating were:

	Reason
	Number of participants

	Absences from work
	4

	Other members were slow to contribute or did not contribute
	1

	Fell behind with course
	1

	Email problems
	1


4.4 SELF-DIRECTED ROUTE

Participants were asked how successful they found the self-directed route to be. 4 thought that the route was very successful and two thought that it was successful.

Participants were asked to comment on the self-directed route. Their responses can be grouped into the following categories:

	Comments on the self-directed route?
	Number of participants

	Useful as it helped me to fit the course in around my workload
	3

	Useful because I was on leave during the course
	2

	Useful because I am a part-time worker
	1


4.5 FURTHER COMMENTS
Participants were asked if they would change anything about the ASQ course. The responses can be grouped into the following areas:

	Is there anything that you would change about the ASQ course?
	Number of participants

	No
	6

	More basic statistical information
	4

	Guest lecture- Problems with sound
	4

	Extra catch-up time for questionnaire tasks submitted during the course
	2

	Fewer emails
	2

	Workload
	2

	Clearer task instruction
	1

	Checklist for evaluating statistical software
	1

	Use of PowerPoint presentations- difficult to read print outs
	1

	Feedback during the course needed
	1

	Gap between consecutive FOLIO courses (for those taking more than one course)
	1

	Whole group discussion
	1

	More on questionnaire response rates
	1

	More on coding and analysing questionnaire data
	1

	Course content was dry
	1

	More on misuse of data and ethics
	1

	More on conducting and analyzing interviews
	1

	More on using online templates to construct questionnaires
	1


Participants were asked to provide additional comments on the ASQ course. These comments can be grouped into the following areas:

	Please provide any further comments that you have about the ASQ course?
	Number of participants

	General positive comments
	20

	Some online materials were difficult to download 
	1

	Course on SPSS would be useful
	1

	Difficult to fit around workload
	1


Would you participate in another FOLIO course if you had the opportunity? 40 participants stated ‘yes’, 1 stated ‘no’ and 1 stated ‘don’t know’.

Would you recommend FOLIO courses to your colleagues? 41 participants stated ‘yes’ and 1 stated ‘don’t know’. No participants stated ‘no’.

5. TECHNICAL INNOVATIONS AND ISSUES
5.1 TECHNICAL ISSUES
A few ASQ participants could not listen to the recorded guest lecture as their computers did not have the necessary audio features:

“I also have a problem with the guest lecture as I do not have sound on my PC”

“The guided powerpoint was a pain- not the content but the fact that my PC doesn’t have speakers and I don’t have headphones so I had to go through the palaver of setting up a laptop just to do that bit”

“Don’t have audio on the powerpoint presentations, not all of us have sound cards on our PCs”
POSSIBLE SOLUTIONS:

· Provide transcripts of guest lectures with audio recordings for participants that are unable to listen to sound via their computers. 

6. COURSE MATERIALS- ISSUES AND INNOVATIONS 
6.1 BASIC STATISTICAL INFORMATION
Some participants stated that they would have like more basic statistical information to have been included in the ASQ course:

“Perhaps more information on basic statistical functions, eg mean, standard deviation, when analyzing numerical data”

“I didn’t find the guest lecture [on SPSS] much good and really don’t feel I have any more handle on analysis of questionnaires. Perhaps that’s a course in itself”

“I found the statistical side a bit mind blowing. Some of it was quite in depth, especially some of the websites we were asked to look at… therefore if this section was approached in a more ‘user friendly’ manner it would be easier for those of us that are not acquainted with statistical speak”
POSSIBLE SOLUTIONS

· Due to the wide-ranging nature of the topic of the ASQ course and the timescale of the course, it was difficult to provide in depth detail on basic statistical analysis. If a future course is run which contains elements of statistical analysis, the FOLIO Team should devote more time on the course to introducing participants to basic statistical concepts.

6.2 QUESTIONNAIRE TASKS DEADLINE
Although the questionnaire tasks deadline was provided to participants on Day 4 of the ASQ course, a few participants were unaware of it:

“I found the questionnaire tasks came out of the blue”
“I was taken by surprise at having to submit the portfolio tasks early”
In addition, a few participants were unsure as to why the questionnaire tasks deadline fell within the course:

“What is the point of having the extra time at the end of the teaching part if they want part of the work in part way through”

“I was puzzled by having to submit our questionnaire tasks before the end of the course”

POSSIBLE SOLUTIONS:

· With regard to participants that were unaware of the questionnaire task deadline, in future FOLIO courses that include early submissions the FOLIO Team should send out regular reminders of mid-course deadlines.

· Participants were asked to submit their questionnaire tasks part way through the course in order to keep them motivated and to make sure that they were keeping pace with the ASQ materials by setting them a time sensitive task. In addition, setting the deadline midway through the ASQ course enabled the facilitator to see if any participants had withdrawn from the course without informing the FOLIO Team. The confusion over this issue could be solved by explicitly stating to participants why task deadlines have been set during modules on future FOLIO courses. 
7. PROPOSED FUTURE DEVELOPMENTS 
· Provide transcripts of guest lectures with audio recordings for participants that are unable to listen to sound via their computers. 

APPENDIX 1.

SUMMARY CONTENT- ASQ COURSE 

Week One – Introduction to questionnaires and surveys - Participants were introduced to questionnaires and surveys. Participants were also set a self-reflective exercise which required them to state what they hoped to achieve from taking part in the course. Those in buddy groups were asked to send an icebreaker message to their buddies.
Week Two – Targeting your audience – This week, participants were introduced to methods of how to select and sample users for questionnaires and surveys. They were also alerted to the importance of piloting surveys and questionnaires. Methods of ways in which to promote library questionnaires or surveys were discussed and the participants completed their first questionnaire task which required them to state the user group that they would choose and sample for a library questionnaire at their workplace. The participants were also set a case scenario task which required them to solve a problem regarding sampling in the fictional Aske Library.
Week Three – Asking your questions – This week, the participants were introduced to effective ways to ask questions in their questionnaires using a variety of question types. They were also introduced to issues concerning questionnaire length. A case study scenario exercise was set which required participants to choose appropriate question types for a questionnaire being conducted by the fictional Aske library. In addition, a questionnaire task was set which required participants to create questions and choose appropriate question types for a library questionnaire to be used at their workplace.
Week Four – Design, layout and dissemination – The importance of the design, layout and dissemination of questionnaires to increase response rates was covered this week. Participants were set an optional competition on matching quiz shows to quiz hosts. The participants were set a quiz on effective methods to increase response rates. A case scenario exercise which required participants to spot design mistakes in a questionnaire was set. Participants were also set a questionnaire task which required them to state how they would design and disseminate a library questionnaire for users at their workplace. 
Week Five – Data analysis – Participants were introduced to data analysis techniques such as coding and correlating data. They were also introduced to computer statistical tools to analyse questionnaire data. For the case scenario exercise, based on the fictional Aske library case study, the participants were required to decide whether or not the fictional library should purchase SPSS to analyse questionnaire data.
Week Six – Impact and evaluation – This week, participants were advised on how they could make the best use of questionnaire results and user feedback. A buddy task on critiquing example questionnaires was also set. In addition, the quiz and competition answers were revealed this week.
Week Seven- Course conclusion- The last week focused on summing up the course. A course summary was provided and participants were set a self-reflective exercise to state whether or not the ASQ course had met their expectations. In addition, the participants were asked to complete the ASQ evaluation form.
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Applications: we received 51 applications for this course.


Enrollments: 51 participants enrolled.


Withdrawals: During the course, 7 participants withdrew due to reasons such pressures at work or illness.


Feedback: 42 participants completed and submitted the ASQ evaluation form


Course completion:  44 participants completed  the course. Therefore there was an 86% completion rate.


Portfolio grading:   7 Distinctions, 33 Honours Passes and 2 Standard Passes. 
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7 students withdrew during the course








44 participants completed the course (2 students did not submit portfolios)
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