QUESTIONNAIRE PLANNING WORKSHEET

	Person completing this form:


	     
	Date:
	     

	


	(1) DEFINE the business value results you want to assess

	Complete the Assessment Planning Worksheet, to describe in detail the results you will assess.  Summarize the business value results you expect in the space below.  Consider whether the Excel Tool or questionnaires are the best method for your assessment.  Continue using this worksheet, if you decide to use questionnaires.

	     


	(2) DEFINE YOUR EMPLOYEE QUESTIONNAIRE

	Describe the workforce employees, and comparison employees, if appropriate.  Complete this description even if you will not use an employee questionnaire.  

	

	
	Employee questionnaire?   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

	Topics:  List specific improvements, changes, time/resource savings, or other results employees will self-assess.  These topics form the basis for developing the content of your questions.

	     

	Workforce program employees:  Describe the employees who participated in the workforce program 

	How many?
	     
	
	Who are they?
	     

	
	
	
	
	

	Comparison group employees:  Describe the employees who will serve as a comparison, if appropriate.

	How many?
	     
	
	Who are they?
	     

	
	
	
	
	

	Comparison:  What type of comparison will you use, for the employee questionnaire? 

	   FORMCHECKBOX 
  Before-and-after (same questions asked of employees before-and-after program)
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	Describe:       

	   FORMCHECKBOX 
  Retrospective (employees compare situation now, to before)
	
	

	   FORMCHECKBOX 
  Comparison group  (same questions asked of different groups of employees)
	
	

	Other:  
	     


	(3) DEFINE YOUR SUPERVISOR QUESTIONNAIRE 

	Complete this description even if you will not use a supervisor questionnaire.  

	
	Supervisor questionnaire?   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

	Topics:  List specific employee performance changes, time/resource savings, or other results supervisors will assess.  These topics form the basis for developing the content of your questions.

	     

	Who:  Describe the supervisors who will provide feedback about the results of the workforce program or services 

	How many?
	     
	
	Who are they?
	     

	
	
	
	
	


 (Continues on next page)

	How many employees will each supervisor assess?  Or what is the maximum number a supervisor will assess?

	     
	Can you provide a list of names?   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

	Comparison:  What type of comparison will you use, for the supervisor questionnaire?  

	 FORMCHECKBOX 
  Before-and-after (supervisors asked same questions about employees before-and-after program)
	 FORMCHECKBOX 
  Comparison group (supervisors asked questions about employees in program group, and in comparison group, from Section #2)

	 FORMCHECKBOX 
  Retrospective (supervisors compare situation now, to before)
	 FORMCHECKBOX 
  Implicit group (supervisors compare individual employee in program group to “average” employee)

	  Describe:
	     

	Other:  
	     


	(4) STOP Here—Draft Your Questionnaire

	In light of the content areas and respondent group you have identified above, draft a list of questions you would like to include on your questionnaire

· Consult the Question Writing Checklist and assess the questions you have written.  

· Consider if you need all of the questions you have composed.  Do you need more questions?

· Review the questionnaire order.  Is the order of the questions easy for the respondent to follow?

· Simulate responding to your questionnaire.  How long might it take a typical respondent to answer your questionnaire?  Are there some questions that are particularly hard for your respondent to answer?  Can they be made simpler?  Can they be eliminated?

· Try to get feedback from other individuals.  People who are very similar to your respondent group are, of course, the best “testers”, but others who are familiar with what you are trying to assess can also be a helpful set of “fresh eyes” in the editing process.

· You will probably want to draft and re-draft your questionnaire several times before you consider it ready. 



	


	(5) DEFINE YOUR TIMELINE AND ASSIGN RESPONSIBILITIES 

	Discuss these logistics with your business client.  Refer to the Handbook for specific discussion points and check the Online Resource Center for examples.  Make note of important issues below.

	 FORMCHECKBOX 
  Permission for questionnaires
	From whom?
	     
	Approved :       /       /      

	 FORMCHECKBOX 
  Plan for privacy of responses (describe)
	

	     

	 FORMCHECKBOX 
  Plan for questionnaire(s) used before the workforce program:

	Distributing questionnaires 
	Who?
	     
	When :       /       /      

	Collecting questionnaires 
	Who?
	     
	When :       /       /      

	 FORMCHECKBOX 
  Plan for questionnaire(s) used after the workforce program:

	Distributing questionnaires
	Who?
	     
	When :       /       /      

	Collecting questionnaires 
	Who?
	     
	When :       /       /      

	 FORMCHECKBOX 
  Response incentive (describe)
	

	     

	Other:
	     

	


	(6) plan to analyze and review the questionnaire results

	Make note of who is assigned to tasks, timelines or dates, and other important issues below.  

	Review completed questionnaires:
	     

	Key enter, tabulate and analyze the information:
	     

	Write or prepare the report:
	     

	Plan for discussing and reviewing the results:
	     

	Other:
	     


PAGE  
[image: image2.wmf]





