
Getting started 
with…
Online forms and surveys



Session 
outline

✓Planning forms and surveys
✓Types of questions
✓Question writing
✓Tips for quality and responses
✓Overview of online tools and 

their useful features



What do you use or 
want to use forms and 
surveys for?

What are you hoping 
to learn today?



Quick Zoom Poll … Then present or view 
results …



Routine data 
collection
Small organisations may use forms for collecting valuable 
information on a frequent or ongoing basis



Mobile data 
collection

Add form shortcuts 
to your 
Homescreen…



 Lewisham Local 
food  example 

Form is completed 
weekly by local food 

projects to 
understand need in 

Lewisham





Planning surveys



My worst survey 
nightmare…
Back to Mentimeter
Click on the link in chat



Good and bad practice?

From your experience 
(building or responding 
to surveys): 
What does good look 
like?

Unmute and call out



What things do you 
need to think about as 
you plan your form or 
survey?

Answers in chat please



Questions to ask yourself first…
✓Why do you need this information?

✓What are you going to do with it?

✓How will you tell people?

✓Privacy and consent – do you have 
simple information available?

✓What next for the data – Responsible 
Data Lifecycle matrix

https://datawise.london/downloads/view/ethical-responsible-data-use/Responsible_data_planning_matrix.docx
https://datawise.london/downloads/view/ethical-responsible-data-use/Responsible_data_planning_matrix.docx


Types of questions
There are many ways to ask for information. 
Some question types are not available in free 
survey or form options.



What 
question 
types are 
there? 
Answers in chat….



Common question types
✓Single choice (radio dial select one from a list of options)
✓Multiple choice (choose one or more options from a list)
✓Rating scale (pick a value – usually a number e.g. star rating or 1-5)
✓Likert scale (opinions and feelings – e.g. satisfaction)
✓Matrix (a few questions in a row that have the same response options)
✓Dropdown (single option only, good for long lists)
✓Open-ended (text)
✓Ranking questions (rearrange in order of importance)
✓Image choice (like multiple choice)
✓Slider (a scale, but more interactive)



Multiple choice
✓The respondent chooses 

one or more options from a 

list 

✓Make it clear if people are 

allowed to select more than 

one option (sometimes 

referred to as Checkboxes)

✓Give them the choice of 

adding an alternative to 

those on your list



Are there any 
issues with this 
question and the 
multiple choice 
options provided?
Call out or in chat…



Rating

The respondent 
is asked to select 
one point on a 
rating scale (e.g. 
from Strongly 
Agree to Strongly 
Disagree) 



What’s an example of 
a scale based 
question? 

✓Satisfaction 
✓Agreement
✓Frequency
✓Importance usefulness, 

confidence etc.
✓Quantity



A note on scales
✓ Satisfaction:
✓ Very satisfied
✓ Fairly satisfied
✓ Neither satisfied nor dissatisfied

✓ Fairly dissatisfied
✓ Very dissatisfied

✓ (5 points) + DON’T KNOW

✓ Agreement:

✓ Strongly agree
✓ Tend to agree
✓ Neither agree nor disagree

✓ Tend to disagree
✓ Strongly disagree

✓ (5 points) + DON’T KNOW

✓ Recommend (Net Promoter Score):

✓ 0 = Would not recommend
✓ 10 = Would definitely recommend
✓ (11 points) + DON'T KNOW

✓ Importance, usefulness, Confidence etc:

✓ Very important
✓ Fairly important
✓ Not very important

✓ Not at all important
✓ (4 points) + DON’T KNOW

✓ Quantity:
✓ A great deal

✓ A fair amount
✓ Not very much
✓ Not at all

✓ (4 points) + DON’T KNOW

✓ Frequency:

✓ Always
✓ Usually
✓ Sometimes

✓ Rarely
✓ Never

✓ (5 points)

✓ Very often

✓ Fairly often
✓ Not very often
✓ Not at all often

✓ (4 points) 
    + DON’T KNOW



What’s the 
problem with this 
question?



Biased / unbalanced questions
1. Leading questions: prompt a respondent towards providing an   
already-determined answer
2. Loaded questions: contain a controversial assumption or value 

judgement
3. Double-barrelled questions: merging two questions in one
4. Unbalanced questions: do not present the respondent with all 

reasonably plausible sides of an issue
5. Overly broad questions: there are either too many possible 

answers, or good answers would be too long for this format



Biased /unbalanced answer options
AVOID

How helpful did you find our 
advisor?
✓Extremely helpful
✓Very helpful
✓Helpful

USE INSTEAD

How helpful did you find our 
advisor?
✓Very helpful
✓Helpful
✓Neither helpful nor unhelpful
✓Unhelpful
✓Very unhelpful



Break



In small groups 
re-write these 
biased questions 

https://docs.google.com/document/d/18rCU41EAWKt1WJMUydHuIAMqayDf3vXZ5CINaR-pcyk/edit?usp=sharing


What other tips do we 
have for creating a 
better experience for 
people completing our 
forms and surveys?

As many as we can in 
chat…



Survey tools we’re using…

Back to Mentimeter
Go to Menti.com and type in this code:

8254 8741



Choosing a survey tool

The link will be shared in the chat
https://forms.office.com/r/kZrH9xg50Z

https://forms.office.com/r/QGZAyJWq51


The link will be 
shared in the chat.
https://forms.gle/5qYHQ
wSRA6h6jx5h8

https://forms.gle/5qYHQwSRA6h6jx5h8
https://forms.gle/5qYHQwSRA6h6jx5h8


What features are important?
✓Export options e.g. to Excel
✓File upload 

✓Google Forms - need Google account
✓Microsoft – only internal to your organisation

✓Video / images
✓Branching (skip logic)

✓Free in Google and Microsoft
✓Paid for feature in most others

✓Save and come back to it later 
✓Need a standalone survey e.g. Surveymonkey – paid version
✓Or your respondents need to sign into Google account



Translation 
needed?

Direct people to 
right click 

anywhere in your 
form and select 

Translate to, then 
select the 

language they 
need 



You’ve got options

A survey tool already available 
to you within your office suite

A standalone survey tool

https://www.surveymonkey.com/


Free - too good to be true?
34 slide types, 50 participants p/m

 10 questions, view only, 25 responses p/m

15 questions, view only, 100 responses p/m

10 questions, 100 responses p/m

5 forms, 100 responses p/m, 100MB storage

https://www.mentimeter.com/plans
https://www.surveymonkey.com/
https://www.smartsurvey.co.uk/pricing


Share. Analyse. Share
You’ve asked for lots of useful information. 
What will you do next?



How are you going to share it?

Most forms / surveys have a range of different options…



How are 
you going 
to share it?

In person with 
mobile devices?



The results
✓What can you realistically 

do with the results?

✓Go back to the ‘Why’

✓Sharing back with 
community / stakeholders 
can help drive engagement



Instant reporting

✓Screenshots
✓PDF downloads
✓Summary links 

to share full 
report



Instant analysis & build a dashboard

https://www.surveymonkey.com/stories/SM-XQTY7D72/


Present 
survey 
headline 
results in 
engaging 
ways

There are some 
additional tools 
that can help

https://www.datawrapper.de/
https://www.canva.com/canva-for-nonprofits/


The dashboard



Excel for 
Analysing your 
Survey Data
Watch and learn on our YouTube 
channel. 

You’ll need to register to 
download the data set to work 
with. We also have courses 
coming up soon…

https://youtube.com/playlist?list=PL2PcVRMiWoSPpquRfrSeQe08kSZoBkO7S
https://youtube.com/playlist?list=PL2PcVRMiWoSPpquRfrSeQe08kSZoBkO7S


Need some more Excel skills?

Follow along with our practical Excel videos
✓Excel Bite-size 1: Managing your data (guidelines/data)
✓Excel Bite-size 2: Creating a workable data set (guidelines/data)
✓Excel Bite-size 3: Analysing your data (guidelines/data)

Or join our Introduction, Next steps 1 and Next steps 2 tutor led sessions on Zoom.
Check dates here or get in touch for a 1:1.

https://youtube.com/playlist?list=PL2PcVRMiWoSODe35jpoKebS3XkXRfIMmJ
https://datawise.london/downloads/index?folder_id=44377140
https://youtube.com/playlist?list=PL2PcVRMiWoSPNjVSYORPrTKEng7T3mJAp
https://datawise.london/downloads/index?folder_id=44568419
https://youtube.com/playlist?list=PL2PcVRMiWoSNH7KdVy05LZOfUod13-vsJ
https://datawise.london/downloads/index?folder_id=44604930
https://superhighways.org.uk/training-advice-and-technical/training/


Next steps
Read our Resource: How to choose a survey tool

Contact us for a 1:1 support session via 
info@superhighways.org.uk

Further free training available including:
• Hands on O365 Forms
• Hands on Google Forms
• Analysing your survey data in Excel
• An introduction to Qualitative Data Analysis

Find out more and book your places now!

Sign up for e-news

https://datawise.london/resources/online-surveys-how-to-choose/
mailto:info@superhighways.org.uk
https://datawise.london/e-news/


Thank you for 
listening

Clare Chamberlain
Karen McLean

info@superhighways.org.uk
@SuperhighwaysUK

mailto:info@superhighways.org.uk
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