Survey Checklist

Please circle “yes” or “no”.  If the answer to any question is “no”, the survey must be returned for the interviewer to obtain additional information.

Respondent ID/last name ___________
Interviewer __________________________

1. Does the name on the survey match that on the photocopied cover sheet if this is a panel member?
Yes
No

2. If this is a panel member, is the ID number on every page?
Yes
No

If this is a new subject, is the last name of the subject written on every page?   Yes       No

3. Is the subject’s cell phone number recorded for follow up calls?
Yes
No

4. Are questions 15 and 16 filled out on page 1?  Even if the answer to question 14 is “no”, they must be asked by the interviewer.

Yes
No

5. Do the percentages given in questions 22-25 add up to 100%?
Yes
No

6. Are all projects current and accounted for?  For example, if the subject describes only 2 current projects on page 3, items 37-39, but reports 4 current research projects in item 40, the interviewer must give some reason for the discrepancy.

Yes
No

7. On the personal contacts list, are organization and department listed for each subject?  

For example, Dr. P – Loyola College – Department of Sociology.
Yes
No

8. Do all the organizations listed in the personal contacts list appear on the organizations list as well?
Yes
No

9. Has the interviewer filled in any organizations not included on our list?  If they have not, this may indicate a systematic oversight on the part of the interviewer.
Yes
No

10. Is the survey complete and clear?  Specifically:

 Is it filled out in pen, not pencil?
Yes
No

Are all answers clearly circled and all mistakes completely marked out?
   Yes
No

Are all answers recorded in numbers not words?  For example, phrases like “a lot” or “too many to count” should not be used.  The interviewer should push for an approximate figure such as 60 or 100.   Yes     No


Are all questions answered in the measure asked?  For example, a question asking for number of years should not be answered in number of days or weeks.
Yes
No

11.  Did you find any other problems such as unclear answers or unanswered questions (if no response is given, the interviewer should record that no response was given)?  Please specify the issue, question number, and page number on which it can be found.  Use the back of this page if necessary.   Yes
  No
12.  Did subject confirm that the interview and any subsequent follow up requests for information did indeed take place?
Yes
No

Date and time of follow up call and initials of caller ____________________________________

Total number of follow-ups requested _________
Total number subject recalled ________

