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Tip: Pre-event surveys can help your institution better understand your participants’ expectations. They can also be used to set expectations and/or help participants prepare to engage in meaningful dialog prior to the event. 

· Consider survey questions that will help identify how familiar all participants are with the topic. This will help establish how much introductory information should be covered at the event.

· Similarly, if some attendees have high familiarity with the topic, consider inviting them to play a more active role in the event (provide an overview, lead a discussion, etc.). If you are inviting other institutions, this can help make them feel more involved and engaged. 

· Look for ways to incorporate survey information into the event. For example, if you ask people what they expect to get from the event, see if there are ways to meet those expectations. If someone from another institution expects to develop on-going professional relationships, what can you do at the event to facilitate this? You might also use demographic information to provide participants and speakers with a snapshot of who is in the room. 

· Don’t be afraid to suggest pre-event homework, but do be realistic. If you expect people to read/prepare for the event, be certain that the information you assigned is incorporated. Make appropriate distinctions about what is recommended and what is required. 

· Surveys can be used to encourage post-event activities. Consider questions that will help you project the likelihood that participants will continue to be proactive after the event. You can also include questions about the ways in which participants would like to be involved. 

· You might consider asking attendees how they learn best. Use the data from these multiple choice or open-ended questions to frame the types of sessions that you create. 

· If your event is focused on a single topic, considering surveying your audience for future topic ideas. What types of information would help them in the future?

· If you ask questions about individual needs (dietary restrictions, accessibility requirements), be certain that you can accommodate them. If you can’t, address this directly and well in advance of the event.

· Your Institutional Research team may be able to offer guidance on building an effective survey. 

To help facilitate your planning, consider these open source tools: 

· PollDaddy (http://www.polldaddy.com): A free, web-based tool for creating customizable surveys and polls. 

· Google Forms: (http://docs.google.com)  Using this feature inside Google Docs, you can pose a question and collect responses. Includes an option to collect email addresses from those that respond. 

· Survey Monkey (http://wwwsurveymonkey.com) Web-based tool that allows users to create a survey or poll and publicize through the use of a URL. Allows for real-time aggregation. 

· Poll Everywhere (http://www.polleverywhere.com/) : This web-based tool captures just-in-time information from Twitter, SMS text messages, or the web. Useful for gathering information from participants inside the room. 
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