Instructions for Survey Management and Scoring
The following principles are the keys to ensuring that you implement this survey in a successful and reliable way.  

Survey Management:

1. The number of surveys needed:

i. Since this survey is used for quality improvement purposes, it is usually adequate to have approximately 10-20 responses, since you only need to have an approximation of the results. 

ii. It is important to identify the unit you wish to describe.  You only need 10-20 responses per unit.  Examples of units include –the whole clinic or a single clinician

2. Two critically important principles for reliable survey results:

i. Potential subjects must be chosen and recruited randomly from the pool of eligibles.  This just means that every eligible person has an equal chance of being recruited and participating.  It doesn’t mean that you need all eligible subjects, a sample of 20/unit is just fine, but those 20 should be selected in some way that makes it an unbiased representative sample. 

ii. A high response rate (>50%) is needed, both for the original recruitment and for completion by those who have agreed to participate.  Accomplishing this means that you either need to ask that the survey be completed and returned at the time it is given out in person or that you will need to follow up with non-responders until you have a good response rate.

Scoring

3. The simplest way to score a survey is to add up the questions that are important for the purpose of the survey (i.e., don’t include questions about respondent characteristics) and report the % of those answers that are correct or desirable.  Then average these scores across all the completed surveys.

i. For the brief patient survey, there are 6 key questions out of 9, so a person who provides 5 good answers has a score of 83

ii. For the long patient survey, there are 8 key questions + 2 knowledge questions that could be considered key out of 14, so a person who provides 6/10 scores 60

iii. For the staff survey, there are really only 2 key scoring questions (5 and 6), so it will be most useful to just report the results for all questions separately, perhaps also reporting separate responses by role in the clinic

4. In addition to scoring the patient survey overall, you will probably want to also report the results for each question across the respondent group
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