
BCCA POLICY ON CONDUCTING COMMUNITY SURVEYS 

Steps Committees Should Take To Be Successful 

 

 

Here are the suggested steps a committee should take when desiring to field a 

survey to the Briar Chapel Community. 

 

 

➢ Decide on the survey’s objectives (fielding committee) 

 

➢ Inform Board of survey objectives (Board liaison). 

 

➢ Draft the survey questions (fielding committee). 

 

➢ Contact the Management Company, and share an early draft of the survey (fielding 

committee). 

 

➢ Contact the Communications Committee, and share survey draft (fielding 

committee). 

 

➢ Review of survey draft (Communications Committee). 

 

➢ Update of draft based on feedback and suggestions (fielding committee). 

 

➢ Finalize survey and send to Management Company (fielding committee). 

 

➢ Inform Board of survey readiness, and share content if Board wants to see it prior 

to survey placement (Management Company). 

 

➢ Field the survey (Management Company). 

 

➢ Publish survey results (fielding committee). 

 

 

 

 

 

  



The steps are discussed in more detail below. 

 

 

1. DECIDE ON OBJECTIVES AND TIMING:  the committee wishing to field a survey (the 

“fielding committee”) should determine the objective(s) of the survey.  These need to be 

as clear and specific as possible, thinking through what will be done with the data.  It 

could very well be that a number of short surveys are in order, rather than one long one.  

This step is the first one because it is so important to have the survey focused and 

actionable.  Estimated or preferred timing should also be addressed at this point, and the 

committee’s Board liaison should inform the Board of the committee’s survey plans. 

 

2. DRAFT SURVEY QUESTIONS:  the fielding committee should then draft a Word 

document with proposed questions and answers.  The output should be a draft, including 

optional questions and/or alternatives if desired, rather than a “final” document.  This is 

to keep the committee from getting too invested in the document at this point. 

 

3. CONTACT MANAGEMENT COMPANY:  the fielding committee should contact the 

Management Company to obtain input on the draft survey.  This is so that they can 

determine if there might be prior surveys, data, and/or information relevant to the 

survey objectives.  This is also to see if there are any capacity, conflict, or timing issues 

with sending out the survey on the timing desired by the fielding committee. 

 

4. CONTACT COMMUNICATIONS COMMITTEE: the list of objectives along with the draft 

survey questions should then be sent to the Communications Committee Chair, who will 

share the draft with the full committee.  At this point it may be useful to have a joint 

meeting between some members of both committees to review overall intentions, needs, 

and timing. 

 

5. COMMUNICATIONS COMMITTEE REVIEW:  the Communications Committee will 

review the draft survey for standard edits (e.g., grammar, spelling, format), and will 

provide suggestions on question/answer content along with overall flow of the survey.  

Since the committee sees all of the community’s surveys, it can also provide suggestions 

on format and consistency.  It is expected that the committee will be able to review the 

survey draft within a week, and will provide the fielding committee with a single unified 

feedback document. 

 

6. FIELDING COMMITTEE SURVEY UPDATE:  the fielding committee should review all 

the suggestions, and edit the survey as it deems appropriate.  This is the time to reach 

out to the Communications Committee again should there be any questions or confusion, 

or even to go through another round of review/feedback. 

 

7. FINALIZE SURVEY AND SEND TO MANAGEMENT COMPANY:  the survey should be 

finalized (this includes the creation of multiple shorter surveys, if appropriate) and sent 

to the Management Company. 

 

8. INFORM BOARD OF SURVEY READINESS:  the Management Company should inform 

the Board of the final survey objectives and timing to give the Board an opportunity to 



ask questions and object if desired.  Official approval from the Board is not needed; this 

is just a final check. 

 

9. FIELD SURVEY: the Management Company will send out the survey via SurveyMonkey 

on the timing agreed to with the fielding committee.  At this point, the fielding 

committee and the management company should agree on how long the survey will be 

kept open, and when/how data will be shared with the fielding committee. 

 

10. PUBLISH RESULTS:  it is important for the fielding committee to publish the results 

and/or learnings from the survey with the community.  This is in the interests of 

transparency, and reinforcing with those who responded to the survey that their input 

was received and will be acted upon as appropriate.  This should be done by the 

management company or the fielding committee.  The Communications Committee can 

help with this step if needed, but the ultimate responsibility for publishing the results 

lies with the fielding committee. 
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