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Checklist for Survey Implementation 
(Summary of 3A: Key Steps for Survey Implementation)

Pre-implementation Phase 
□ Decide to whom, to how many people, and in what sites you will run the survey.
□ Decide when the survey application will be done and choose an acceptable time period during which all surveys must be completed.
□ Familiarize yourself with the survey in order to be able to answer any questions the participants or interviewers may have.
□ Adapt the survey so that the vocabulary and sections are specific to your intervention.  (The Implementation Guides provide instructions for adapting the survey)
□ Ask two or three team members that are NOT part of your sample to fill out the survey and provide comments.

□ Adjust the questions and adapt the database accordingly, documenting the adjustments.
□ Record how long each person in the pre-test takes to complete the survey.

Implementation Phase 
□ With your research team, decide whether to offer anonymity or confidentiality to the research participants, and ensure that the necessary measures to protect their identities are in place.  (For more information please consult Key Steps for Survey Implementation)
□ Familiarize staff on the objectives of the survey and on the anonymity or confidentiality that will be provided.
□ Create a calendar implementation of the surveys.
□ Decide upon the minimum percentage of participation of the total number of respondents you will ask to take the survey.
□ Make sure you have enough copies of the survey. 
□ Ensure that there is a private area for surveys to be conducted. 
□ For written surveys, make sure you have a box or safe where participants will return the completed surveys.
□ Explain the purpose of the survey to each potential participant.
□ Distribute the surveys.
□ If necessary, notify the participants of the private area in which they may complete the survey.  
□ Offer them a pen or pencil.
□ Be sure to remind each participant not to write his or her name or any other identifying information on the survey, if the surveys are anonymous.  
□ Inform the participants of how and where they may return the surveys.
Analysis Phase 
□ Calculate the general response rate after the surveys have been submitted.
□ Enter the data in the database (SPSS) included in the Toolkit.
□ Analyze the data in a way that responses can not be attributed to any particular person.  You can refer to the specific Analysis Guide to each survey that is included in the Toolbox.
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