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Staff Survey Online Set Up
This survey has been run online, tested in both Survey Monkey and Microsoft Forms.  Please use the following information to set up your patient survey and ensure that you have the ability to export the data in your level of subscription. If you have access to Microsoft Forms you can duplicate the survey set up and edit.  Whichever platform you use to set up your survey you will need to edit: 
· Q14: The practice names/sites you wish the survey to capture 
· Thank you text (at end) - edit where to direct questions or feedback relating to the survey – default set up is ‘your practice manager’).  
Please set up in the way described in order to use the Staff Survey Analysis Template.  The instructions use Microsoft Forms (MF) terminology, there are some differences compare to Survey Monkey (SM), these are outlined in the table below and some are also highlighted in the instructions.  
	
	Microsoft Forms
	Survey Monkey
	Questions

	Breaks in the survey that allow you to title and describe the next set of questions
	Section
	Page
(To include the survey description an additional break is required in SM)
	N/A
There are 4 breaks

	Pre-selectable answers to a question displayed as a list, allowing only one answer
	Choice – No Multiple answers 
	Multiple Choice
	Q1, Q6, Q14-18, Q20-21

	Pre-selectable answers to a question displayed as a drop down, allowing only one answer
	NOT AVAILABLE
	Dropdown
	Can use for Q14

	Free text answer
	Text
	Comment Box
	Q7, Q9-13, Q19

	Sub questions rated on a scale
	Likert
	Matrix
	Q2, Q3, Q4, Q5, Q8, 

	Ability to order a list of answers e.g. in importance 

	Ranking DO NOT USE (the export of the data provides a list that is challenging for formula based analysis) USE LIKERT
	[bookmark: _GoBack]Ranking
	(Q5 ONLY if in SM)


Survey
	Title
	CONTINUITY OF CARE IN GENERAL PRACTICE - STAFF

	Subtitle/Description 
	Your Practice would like to improve the continuity of care for its patients, to benefit both patients and staff. Part of the evaluation is to understand your current views on continuity of care and your practice, to inform improvements and how these may change over the practice’s continuity of care improvement journey. There are other factors included to help the practice reflect if these impact on the extent of change.

Continuity of care is considered within relational, managerial and informational domains. The focus of the Programme is on relational continuity, where clinicians develop a therapeutic relationship with patients that spans various health care events.

The survey should take no more than 10 minutes to complete. The information that you give us will remain completely anonymous.


Sections and Questions
Add new ‘Section’
	Section No. 
	1

	Title
	YOUR JOB ROLE


Add new ‘Choice’ question
	Question No. 
	Q1

	Title
	What best matches your job role?

	Type
	Choice

	Multiple answers
	No

	Required
	Yes

	No. options
	3

	Options
	General Practitioner
Wider Clinical Team
Practice Management and Administration

	Add Other
	No

	Add Branching
	Optional (from GP/wider clinical team to Q4; management and admin to next question Q2, ensure Q4 branches back to Q2 and Q3 moves to Section 2/Q5)


Add new ‘Likert’ question
	Question No.
	Q2

	Title
	For each of the statements below, how (if it all) often do you feel this way about your job?  

	Type
	Likert

	Required
	Yes

	No. options
	5

	Options
	Always 
Often
Sometimes
Rarely
Never

	No. Statements
	2

	Statements
	I am very satisfied with my job
I am enthusiastic about my job


Add new ‘Likert’ question
	Question No.
	Q3 

	Title
	To what extent do you agree or disagree with the following statements about your job?

	Type
	Likert

	Required
	Yes

	No. options
	5

	Options
	Strongly agree
Agree
Neither agree/disagree
Disagree
Strongly disagree

	No. Statements
	10

	Statements
	I am able to do my job to a standard that meets my personal expectations
I always know my work responsibilities
Our working practices allow me to be responsive to the needs of patients
Our working practices allow me to know the patients (i.e. may be systems, processes or ways of working)
Changes in my job in the last year have led to better patient care 
I feel supported by my colleagues and fellow workers
I can share my thoughts and ideas
I feel that I can speak up about a problem without repercussions
There is open communication between team members across all levels
I have time to carry out all my work safely

	Add Branching
	Optional (if added to Q2, must branch from Q3 to Section 2/Q5)


Add new ‘Likert’ question
	Question No.
	Q4

	Title
	To what extent do you agree or disagree with the following statements about your job? 

	Subtitle
	Clinical Staff Only

	Type
	Likert

	Required
	No (Yes, if can branch from Q1 and return to Q2, ensure move from Q3 to Section 2: Strategic Priorities and Q5)

	No. options
	5

	Options
	Strongly agree
Agree
Neither agree/disagree
Disagree
Strongly disagree

	No. Statements
	3

	Statements
	My professional skills are used to the fullest
Our working practices allow me to involve patients in decisions about their care
I trust the judgement of my clinical colleagues

	Add Branching
	Optional (if added to Q2, must branch back to Q3)


Add new ‘Section’
	Section No. 
	2

	Title
	STRATEGIC PRIORITIES


Add new ‘Likert’ question
	Question No.
	Q5

	Title
	Please rank the priorities in their order of your perceived importance for the practice

	Subtitle
	Select the number (1 = most important and 6 = least important) for each priority, choosing that number/priority level only once

	Type
	Likert (please use Likert in MF, the ranking type question exports as a list.  Ranking can be used in MS as exports in separate cells)

	Required
	Yes

	No. options
	6

	Options
	1
2
3
4
5
6

	No. Statements
	6

	Statements
	Extending access
Increasing continuity of care
Expanding roles within the team (i.e. pharmacists, paramedics, social prescribing)
Expanding services available locally (i.e. physiotherapy, outpatients)
Digital first care (i.e. to manage appointments/view medical record via an online platform)
Primary care networks (i.e. working with other practices as clusters)


Add new ‘Choice’ question
	Question No. 
	Q6

	Title
	Are there any other important strategic priorities in your workplace?

	Type
	Choice

	Multiple answers
	No

	Required
	Yes

	No. options
	2

	Options
	Yes
No

	Add Other
	No

	Add Branching
	Yes, from the answer ‘Yes’ to Q7 and ‘No’ to Q8


Add new ‘Text’ question
	Question No. 
	Q7

	Title
	If yes, what are they?

	Subtitle
	Other strategic priorities

	Type
	Text

	Long answer
	Yes

	Required
	No (Yes, if can branch from Q6 Yes and return to Q8)


Add new ‘Likert’ question
	Question No.
	Q8

	Title
	How important do you think it is for patients to have continuity of care within General Practice?

	Type
	Likert

	Required
	Yes

	No. options
	5

	Options
	Very
Mostly
Somewhat
A little
Not at all

	No. Statements
	2

	Statements
	For all patients
For a particular group of patients


Add new ‘Text’ question
	Question No. 
	Q9

	Title
	What would be the characteristics of patients within this group?

	Subtitle
	Based on the ‘patients in a particular group’ you had in mind when answering the previous question regarding the importance of continuity.  If you answered 'Not at all' move onto the next question.

	Type
	Text

	Long answer
	Yes

	Required
	No


Add new ‘Text’ question
	Question No. 
	Q10

	Title
	What do you think are the main ADVANTAGES of continuity of care?

	Type
	Text

	Long answer
	Yes

	Required
	Yes


Add new ‘Text’ question
	Question No. 
	Q11

	Title
	What do you think are the main DISADVANTAGES of continuity of care?

	Type
	Text

	Long answer
	Yes

	Required
	Yes


Add new ‘Text’ question
	Question No. 
	Q12

	Title
	What changes do you think could happen in your practice, or General Practice more widely, to increase continuity of care for patients?

	Type
	Text

	Long answer
	Yes

	Required
	Yes


Add new ‘Text’ question
	Question No. 
	Q13

	Title
	What factors do you think will make any changes at the practice/improvements in continuity of care challenging?

	Type
	Text

	Long answer
	Yes

	Required
	Yes


Add new ‘Section’
	Section No. 
	3

	Title
	SOME QUESTIONS ABOUT YOU


Add new ‘Choice’ question
	Question No. 
	Q14	

	Title
	What is the name of the practice that you work in?

	Type
	Choice

	Multiple answers
	No

	Required
	Yes

	No. options
	Dependant on the sites and practices involved + Add Other

	Options
	List the sites or practices you want the survey to capture

	Add Other
	Yes


Add new ‘Choice’ question
	Question No. 
	Q15

	Title
	Are you male or female?

	Type
	Choice

	Multiple answers
	No

	Required
	Yes

	No. options
	4

	Options
	Male 
Female 
Other
Prefer not to say

	Add Other
	No


Add new ‘Choice’ question
	Question No. 
	Q16

	Title
	How old are you?

	Type
	Choice

	Multiple answers
	No

	Required
	Yes

	No. options
	

	Options
	16 to 17
18 to 24
25 to 34
35 to 44
45 to 54
55 to 64
Prefer not to say

	Add Other
	No


Add new ‘Choice’ question
	Question No. 
	Q17

	Title
	Which of the following best describes your current role in the practice?

	Type
	Choice

	Multiple answers
	No

	Required
	Yes

	No. options
	3

	Options
	Full-time paid work (8 sessions +)
Part-time paid work 
Prefer not to say

	Add Other
	No


Add new ‘Choice’ question
	Question No. 
	Q18

	Title
	Are you a permanent member of staff?

	Type
	Choice

	Multiple answers
	No

	Required
	Yes

	No. options
	3

	Options
	Yes 
No
Prefer not to say

	Add Other
	No

	Add Branching
	Yes, from the answer ‘Yes’ to Q19 and ‘No’ to Q20


Add new ‘Text’ question
	Question No. 
	Q19

	Title
	If no, what best describes your role?

	Type
	Text

	Long answer
	No

	Required
	No (Yes, if can branch from Q18 ‘No’ and return to Q20)


Add new ‘Choice’ question
	Question No. 
	Q20

	Title
	How many years’ experience do you have in your role?

	Type
	Choice

	Multiple answers
	No

	Required
	Yes

	No. options
	5

	Options
	Less than 3 years
3 to 5 years
6 to 10 years
Over 10 years
Prefer not to say

	Add Other
	No


Add new ‘Choice’ question
	Question No. 
	Q21

	Title
	How long have you worked in this practice?

	Type
	Choice

	Multiple answers
	No

	Required
	Yes

	No. options
	5

	Options
	Less than 3 years
3 to 5 years
6 to 10 years
Over 10 years
Prefer not to say

	Add Other
	No


Add new ‘Section’
	Section No. 
	4

	Title
	THANK YOU

	Subtitle/Description
	This survey was originally developed by Mott MacDonald in line with the Market Research Society (MRS) Code of Conduct and the Data Protection Act. It has been adapted for use by GP practices as part of the Continuity of Care Toolkit. No individual or groups of individuals will be identifiable through analysis or reporting.

If you have any questions or feedback about the survey, please contact your practice manager


Questions to copy and paste
CONTINUITY OF CARE IN GENERAL PRACTICE - STAFF
Your Practice would like to improve the continuity of care for its patients, to benefit both patients and staff. Part of the evaluation is to understand your current views on continuity of care and your practice, to inform improvements and how these may change over the practice’s continuity of care improvement journey. There are other factors included to help the practice reflect if these impact on the extent of change.
Continuity of care is considered within relational, managerial and informational domains. The focus of the Programme is on relational continuity, where clinicians develop a therapeutic relationship with patients that spans various health care events.
The survey should take no more than 10 minutes to complete. The information that you give us will remain completely anonymous.
YOUR JOB ROLE
Q1. What best matches your job role?
· General Practitioner
· Wider Clinical Team
· Practice Management and Administration
Q2. For each of the statements below, how (if it all) often do you feel this way about your job?  
· I am very satisfied with my job
· I am enthusiastic about my job
Q3. To what extent do you agree or disagree with the following statements about your job?
· I am able to do my job to a standard that meets my personal expectations
· I always know my work responsibilities
· Our working practices allow me to be responsive to the needs of patients
· Our working practices allow me to know the patients (i.e. may be systems, processes or ways of working)
· Changes in my job in the last year have led to better patient care 
· I feel supported by my colleagues and fellow workers
· I can share my thoughts and ideas
· I feel that I can speak up about a problem without repercussions
· There is open communication between team members across all levels
· I have time to carry out all my work safely
Q4. To what extent do you agree or disagree with the following statements about your job? Clinical Staff Only
· My professional skills are used to the fullest
· Our working practices allow me to involve patients in decisions about their care
· I trust the judgement of my clinical colleagues
STRATEGIC PRIORITIES
Q5. Please rank the priorities in their order of your perceived importance for the practice. Select the number (1 = most important and 6 = least important) for each priority, choosing that number/priority level only once
· Extending access
· Increasing continuity of care
· Expanding roles within the team (i.e. pharmacists, paramedics, social prescribing)
· Expanding services available locally (i.e. physiotherapy, outpatients)
· Digital first care (i.e. to manage appointments/view medical record via an online platform)
· Primary care networks (i.e. working with other practices as clusters)
Q6. Are there any other important strategic priorities in your workplace?
· Yes
· No
Q7. If yes, what are they? Other strategic priorities
Q8. How important do you think it is for patients to have continuity of care within General Practice?
· For all patients
· For a particular group of patients
Q9. What would be the characteristics of patients within this group? Based on the ‘patients in a particular group’ you had in mind when answering the previous question regarding the importance of continuity
Q10. What do you think are the main ADVANTAGES of continuity of care?
Q11. What do you think are the main DISADVANTAGES of continuity of care?
Q12. What changes do you think could happen in your practice, or General Practice more widely, to increase continuity of care for patients?
Q13. What factors do you think will make any changes at the practice/improvements in continuity of care challenging?
SOME QUESTIONS ABOUT YOU
Q14. What is the name of the practice that you work in?
Q15. Are you male or female?
· Male 
· Female 
· Other
· Prefer not to say
Q16. How old are you?
· 16 to 17
· 18 to 24
· 25 to 34
· 35 to 44
· 45 to 54
· 55 to 64
· Prefer not to say
Q17. Which of the following best describes your current role in the practice?
· Full-time paid work (8 sessions +)
· Part-time paid work 
· Prefer not to say
Q18. Are you a permanent member of staff?
· Yes 
· No
· Prefer not to say
Q19. If no, what best describes your role?
Q20. How many years’ experience do you have in your role? 
· Less than 3 years
· 3 to 5 years
· 6 to 10 years
· Over 10 years
· Prefer not to say
Q21. How long have you worked in this practice? 
· Less than 3 years
· 3 to 5 years
· 6 to 10 years
· Over 10 years
· Prefer not to say
THANK YOU
This survey was originally developed by Mott MacDonald in line with the Market Research Society (MRS) Code of Conduct and the Data Protection Act. It has been adapted for use by GP practices as part of the Continuity of Care Toolkit. No individual or groups of individuals will be identifiable through analysis or reporting.
If you have any questions or feedback about the survey, please contact your practice manager.
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