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Title of Survey, date of feedback 

Feedback report

Thank you for your feedback
Thanks to those who took part and explanation of what’s to come in the rest of the document.
Aims
A brief description of the aims of the survey

Summary of findings 
List some of the key findings

Summary of planned actions
Describe the key priorities and actions arising from the findings. What has been done and what will be done?
Methodology
Why?
What did you hope to find out?  What did you plan to do with the results?
How?
When did the survey take place? What kind of survey was it (paper/web etc.), what kind of questions did it include?
Who?
How many people took part? Analysis of who took part (e.g. UGs or PGs, Part 1, 2,3 or 4 etc)
Results

Analysis of Results

Discuss responses to particular questions or issues; include charts/tables to demonstrate responses
Rdg Table heading: An example of how a table should look (note the styles used)
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	Row 3
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	Extra info
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Rdg Caption: Use this style to add a description to pictures, tables or diagrams

Positive Comments
List some of the positive comments made and say how good service will be maintained

Issues to be addressed
Discuss some of the negative comments and say how this feedback will be used.
Further Information

If you have any further comments or questions…., please contact:..
Appendix 

Include the questionnaire if appropriate

Name of person producing report

Job Title

Name of school, department or unit
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