Name _____________________


4.2B Methods of Collecting Data
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Follow the five steps below to create successful surveys.

1.  Research.

· Identify your objectives for the survey. What information do you want to obtain?

· Identify the type of data-gathering process. Will you complete the survey by:

telephone interview


   personal interview


   sending it to people through the post


   sending it to people through e-mail


   observing the information (e.g., recording how long people look at a window display in a mall)

· Determine the type of sample and sample size.

· Think about the 5 Ws from section 4.2 in your text.

· Set a time frame to create your survey. Test it on a group, make any necessary revisions, conduct the survey, and, finally, analyse the data.

· Identify the cost associated with the survey.

· Identify the role of each team member.

· Discuss how the data will be analysed and identify the report format (tables, graphs, etc.)

2.  Design the survey questions.
· Prepare a draft of the survey questions.

· Check the survey questions for bias.

· Have a small group (test group) of people complete the survey.

· Revise the survey if necessary.

3.  Conduct the survey.
· Be sure to adhere to the guidelines established in the research phase. Make the effort to select an appropriate sample—not a sample that is convenient.

4.  Analyse the information from the survey.
· Tabulate the responses.

· Calculate the measures of central tendency.

· Calculate the measures of dispersion.

· Describe the relationships between the variables studied.

· Interpret the calculations and prepare statement(s) based on these results.

5.  Prepare a report.
· Identify the process or steps involved in creating the survey.

· Discuss the outcome of the survey. Include your raw data (survey forms) in the appendix, not in the main body of the report.

· Show all steps for calculations, or make reference to the use of technology. (If technology is used to calculate the statistical measures, include a section in the appendix on the steps taken to perform the calculations using technology.)

· Include a visual presentation of the results.

· Include a cover page, a table of contents, and a divider to separate the report from the appendix.
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