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Proposal for Questionnaire, Interview & Survey Group (QIS)
All work carried out within UHBristol involving use of patient or staff survey methodologies must be formally approved. Current arrangements for obtaining approval for these projects are as follows:

1. Structured surveys (administered by post, in hospital, or via a one-to-one interview) are subject to approval by the QIS Group.
2. Unstructured interviews and focus groups should be discussed directly with Tony Watkin, the Trust’s Public Involvement Project Lead (tony.watkin@uhbristol.nhs.uk/ 0117 928 3729).
3. Formal Research projects are subject to approval by a Research Ethics Committee and therefore do not require QIS approval (however in cases where a REC determines that a ‘research’ project is not appropriate for consideration at REC – for example, if REC considers it  to be Service Evaluation – this will then need to be submitted to QIS instead).
4. Staff surveys which are organised corporately by Human Resources do not require QIS approval.
This proposal form is for category 1 (QIS) projects only. 

Please complete this form and email it to Paul.Lewis@uhbristol.nhs.uk (tel. 0117 342 3638 if you have any queries). This form must be accompanied by a copy of your questionnaire or interview questions and a covering letter. If your project is being undertaken as a clinical audit, you will also need to attach the relevant clinical audit proposal form.
	Title of Project:


	

	Contact Name & Job Title:


	     

	Contact Telephone Number:


	     

	Email address:


	     

	Division:


	     

	Specialty:


	     

	What are you trying to find out?

	     

	Why? (e.g. has a problem been identified in this area?)

	     

	How are you going to use the results?


	     

	Do you have sufficient resources and skills in place to carry out the work (e.g. printing costs, postage costs, data entry time, project management time, data analysis skills etc)? If not, how will this project be supported?
	

	Who is your audience?

(please tick as many boxes as apply)
	Patients     FORMCHECKBOX 
         Carers  FORMCHECKBOX 
            Visitors     FORMCHECKBOX 
   

The public  FORMCHECKBOX 
         Staff     FORMCHECKBOX 
            Students   FORMCHECKBOX 
            

	What is the purpose of your survey? 

(please tick more than one box if applicable – e.g. you may be undertaking a survey for the purposes of service evaluation, but it’s also related to personal studies)
	Clinical Audit (i.e.using a survey as part of a peer-led exercise to determine whether certain predetermined clinical standards are being met)  FORMCHECKBOX 
     
Service Planning (i.e. using a survey to find out what staff or patients want from a planned or existing service)   FORMCHECKBOX 
    

Service Evaluation (i.e. using a survey to find out whether a new or existing service has been a success)   FORMCHECKBOX 
    
User Satisfaction (i.e. using a survey to find out whether staff or patients are happy with particular aspects of care – but not undertaken for service planning or evaluation purposes per se)   FORMCHECKBOX 
  

Medical Student elective study  FORMCHECKBOX 
    

Other student studies (e.g. Masters, etc)  FORMCHECKBOX 
    

Research (i.e. seeking to establish new generalisable knowledge about a subject. PLEASE NOTE – if you think your study might be research, please discuss this with a representative from the Research & Development Team who will help you to determine the best route to take your proposal forward)   FORMCHECKBOX 
      

I’m unsure – please help!  FORMCHECKBOX 
   
            

	How will the results be incorporated into service development / improvement plans?
	

	Proposed method of data collection

(tick all that apply)
	 FORMCHECKBOX 
 Questionnaire given out on hospital premises

 FORMCHECKBOX 
 Postal questionnaire*    
 FORMCHECKBOX 
 Online questionnaire     


 FORMCHECKBOX 
  Semi-structured telephone interview** 

 FORMCHECKBOX 
 Semi-structured face-to-face interview**
 FORMCHECKBOX 
 Structured telephone interview***
 
           

 FORMCHECKBOX 
 Structured face-to-face interview***
*For postal questionnaires it is essential that deceased patients are excluded from the mailing list as near as possible to the mail out (your Divisional IT analyst should be able to arrange this)
**A set of questions that will broadly provide a structure for the interview, with the scope to explore different issues as they arise

***A fixed set of questions that will not be deviated from

Please remember, if you are planning to use unstructured interviews or focus groups, this needs to be agreed directly with Tony Watkin, rather than the QIS Group.  
       

	

	Have you looked at the QIS Connect page for tips on effective questionnaire design?

http://connect/governanceandquality/patientexperience/ppi/Pages/QISGroup.aspx

	 FORMCHECKBOX 
 Yes                   FORMCHECKBOX 
 No


	Who is going to administer the survey?
	

	When is the survey going to take place?
	

	Describe the group of patients/staff/etc. that you are proposing to involve (i.e. what criteria are you using to select your participants?)
	

	How many patients/staff are you planning to approach/involve?
	

	How many patients / staff are in your target population (e.g. number of patients passing through the service per year, number of staff in that staff group as a whole)?
	

	What is the proposed method of data anlaysis?
	

	Is there an intention to publish the outcome of the study in a journal or similar? 


	Yes   FORMCHECKBOX 
          No  FORMCHECKBOX 

If Yes, please note:

If you are planning to publish the results of your project, have you discussed this with the Research & Development Team (Debbie McPhee – 0117 342 0230)? 
Yes   FORMCHECKBOX 
          No  FORMCHECKBOX 

Where are you hoping to publish?




Checklist 
Please tick each box in the checklist below to show that you have made the appropriate review of your questionnaire document. Please sign the box at the end to confirm that this has been done.
For all questionnaires or interview schedules












   Tick

	There is a covering letter (patient surveys will not be considered without one – even if you are planning a telephone survey, a letter should be sent in advance of your call)
	 FORMCHECKBOX 


	Checked for grammar
	 FORMCHECKBOX 


	Checked for use of plain English
	 FORMCHECKBOX 


	Checked for abbreviations (the only acceptable abbreviation should be ‘NHS’ – if in doubt, talk to Paul Lewis)
	 FORMCHECKBOX 


	Consider the overall length of your survey document (is it too long to reasonably expect your target audience to complete it?)
	 FORMCHECKBOX 



Additional checks for written questionnaires only
	Everything is written in at least 12 point font
	 FORMCHECKBOX 


	Font size is consistent throughout the document
	 FORMCHECKBOX 


	Everything is written in the same font (unless there is a good reason to deviate from this)
	 FORMCHECKBOX 


	Questions are followed by a question mark; statements are not
	 FORMCHECKBOX 


	Boxes are neatly aligned on the page (it looks tidy and professional)
	 FORMCHECKBOX 


	The questionnaire concludes with information about where the completed form should be placed or sent
	 FORMCHECKBOX 


	Sufficient space has been left between answer choices (it should not be possible for a respondent to tick the wrong box by accident)
	 FORMCHECKBOX 


	Finally consider – does this document look worth taking the time to complete? 
	 FORMCHECKBOX 
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