Survey Guidance Notes
Introduction

A vital part of the success of the online guide is getting every pub surveyed and keeping this data up to date. 
Surveyors are required to complete a Word survey form and email back to guideinfo@nottinghamcamra.org If you don't have a computer or Word it may not mean that you cannot carry out a survey of a pub. But we will have to discuss alternative arrangements.
The guide will eventually list non-real ale pubs, but we are initially concentrating on the real ale pubs so it is not necessary to go out of your way to get to non-real ale pubs. But if you are near one and want to then by all means survey this as well. (Suggest you do these first so you can get a drink of proper stuff. Would not like to think you were trying drinking Keg Beer)!

This is NOT a GBG survey, and so we are not interested in beer quality (for this survey) so you do not have to comment on the beer quality. So yes, even GK pubs are going in!

Important Notes

1. Please check all fields are correct

2. The online descriptions needed for the online guide should not be the same as the GBG entries; so leave those guides at home when doing your survey! You are not limited to the 80 words so can be as short or as long as you like (but not too long please) 

3. Please place a “Y” in all tick boxes when compiling the email version.

4. Not that when you compile the email version the boxes will automatically expand to fit more information in. You may find this will cause the two sheet form to expand into three. This is OK and you can email as a three page form. 
Survey notes and assistance

Basic Details

	Pub Name 
	Omit ‘Ye’ or ‘The’, use ‘&’, not ‘and’

	Address
	Full address including street number and town, village etc. but excluding postcode

	Postcode
	Important this is entered for positioning the pub on the map

	County
	Area i.e. Nottingham, Derby etc.

	Directions to pub
	

	Opening Hours
	Should be in the GBG format e.g. 11-2.30, 5.30-11; 11-11 Fri & Sat. Do not use the 24 hour clock. Include Sunday hours and mention which days the pub is closed. Don’t forget to ask about seasonal variations (especially important)

	Telephone
	Supply STD code in brackets ( ) then the number. 

	Email
	Email is a very handy way for the branch to keep in touch with licensees

	Website
	Insert where applicable, not all pubs have a web site. Please enter none for no site. Please omit the leading http:// bit, e.g. just www.thewebsite.co.uk

	Licensee and start date 
	Very important for us to track the licensees of a pub esp. changes in order to exclude from GBG as well as to alert to possible changes in beer quality etc. Please do try and find out when they started

	Pub company and start date 
	Equally important is to track the pub owning company. Write Freehouse if owned by the licensee

	Photos
	HOPS can currently only handle one photo but we're keeping all photos sent in, to build a gallery at a later date. So we would like the following guide to pictures taken on a relatively good digital camera (no phone camera’s):
Internal: all bars, special features.
External: front, rear, garden. Also the pub sign if remote from the building.

	Beers
	Six beers maximum. List them alphabetically by brewery, then in order of strength. If the beers are constantly changing, state ‘Beer range varies’ but please mention in the main description some unusual or rare beers that may be available or which regional beers the landlord likes to focus on (for example). If there are one or two regular beers plus a changing range of others, name the regular beers and add the words ‘guest beers’ at the end. To save space, do not list each brewery’s seasonal beers individually; just add the words ‘seasonal beers’ at the end of the brewery’s entry. Don’t forget the dispense symbol for each beer: [H] [G] [P] or [A] (handpump, gravity, electric pump or air pressure). Any house beers should be mentioned in the main description
If you survey a non real ale pub, just enter “a no real ale pub”. Don’t put keg beers in.
Note: This not the same as a pub that only has one hand pull or one real ale on at one time and just happened to run out when you surveyed the pub. Their normal beer or guest details should be entered.


Descriptions
	Online Description
	Can be as short or as long as you like. No limit on the word count as there is for GBG entries. Please use normal text characters and refrain from accented characters. NOTE: due to CAMRA policy, the online description a) has to be different to the GBG description and b) must not mention the pub is or has been in the GBG.
So leave your guide at home, take a fresh look and write what you see.
Please do not include games, meals, music or historical comments here as there is space on the back of the form fore these.


Flag Notes
Flags are the symbols that indicate various aspects of the pub. The boxes should be ticked if something applies  (please a “Y” in the box when completing on email version) and left blank if not.
These are laid out in a specific order that facilitates data entry into the hops system.
First go through the list and then put any further information in the headed boxes below the flags. Where there is not a dedicated box use the “Any other Flag Qualifiers”
Note: Some flags are for possible entry into guides, they have been left in as they are a part of the hops system. These have been marked with a *  so only tick if you absolutely think a pub is worthy of entry into one of these guides, otherwise just leave these blank. I am not sure how this information is going to be used so don’t worry too much about them.
If you want to add any information about any flag please use space at the bottom of the form
	Pubs with unspoilt interior
	A pub that has kept its original interior layout, furnishings, bars etc.
Can accept redecoration, reupholstered seats etc.

	Outstanding historical interest
	Original windows, beams, fireplaces, bars, original flooring, tiles etc.

	Real fire 
	Real fire during winter months, coal or logs (check for fake fires primed by gas or electricity)

	Quiet pub
	No electronic music, TV or obtrusive games (in at least one bar)

	Family room
	Separate room, whether or not families are allowed elsewhere

	Outdoor drinking area
	Garden or outdoor area for drinking (specify type if not a garden)

	Lunchtime meals
	Bar food only, not separate restaurant menus. Unaccompanied snacks like pies and sandwiches do not count.

	Evening meals
	As above

	Public bar
	Separate public bar

	Wheelchair access
	Wheel chair access is good, i.e. no steps or a ramp at one of the entrance doors or toilet and all doorways should be wide enough to allow a wheelchair. Disabled toilet on ground floor etc. Considerate and helpful staff. Please check carefully, i.e. Imagine using a motorised wheelchair, could you enter, get a beer and go to the toilet with no help?

	Disabled access
	As above but Disabled access only, i.e someone on crutches, would be difficult for wheel chairs There may not be wheel chair access to the pub i.e. steps at the front door or toilet. State reasons why a wheelchair would be difficult.

	Camping
	Camping facilities (either in pub grounds or within one mile; state if caravans are allowed)

	Near railway station
	Pub near railway station (within half a mile; name the station). List which station. Do not tick if over half a mile but you can still fill in details of distance etc. Below

	Near underground or tram station 
	Pub near underground, metro or tram station (within half a mile; name the station). List which station

As above

	Pub games played
	Traditional pub games, list what is available (specify anything unusual)

	Oversized lined glasses
	Doubt you will find these, but let us live in hope!

	Outside smoking area
	Smoking area provided outside for drinkers (specify if heated, covered etc)

	Cask Marque accreditation
	Should be on pumps. Please check if unsure.

	Own car park
	Pub has its own car park. State large, small etc.

	On bus route 
	Bus routes that regularly pass close to pubs

	Good Pub Food
	Considered for inclusion in “Good Pub food”.  Only tick this if in your opinion it could be included in the Good food guide

	Beer, Bed & Breakfast
	Considered for inclusion in “Beer, Bed & Breakfast”. Only tick this if in your opinion it could be included in the Beer, bed & breakfast guide

	Pubs for Families
	Considered for inclusion in “Pubs for Families”. Only tick this if in your opinion it could be included in the Pubs for families guide

	Good Cider Guide
	Considered for inclusion in “Good Cider Guide”. Only tick this if in your opinion it could be included in the good cider guide

	Function room
	Function room – state capacity

	Free wireless
	Flag if wireless access is free

	Online Guide
	Yes if pub should be included in the online pub guide

	Allow Scoring*
	Yes for all pubs included in the guide

	Cask Breather/Aspirator/Applied gas
	Try to make sure the pub does not use any carbon dioxide, nitrogen or any gas mixture, contrary to CAMRA recommendations, on any of the beers listed.

	Misleading dispense
	Make sure the pub does not use fake or false hand pumps contrary to CAMRA policy

	LocAle
	Tick if a LocAle pub, should have signs in windows and crowns on at least one local beer

	Waterside
	Pub is by canal, lake, sea or river – define which in comments

	Live Music
	Live music only, not via a music system over speakers.

	Dog Friendly
	Don’t mind dogs. Find out if they provide water for the dogs.

	Sports TV
	TV or projector and screen. 

	Newspapers
	If the pub provides free newspapers to read, usually kept in a rack, not an odd paper left lying about by a customer. If not sure ask.

	Rural
	Not in a city or town.


Once you have been through these flags, use the following spaces to add further qualifying information as follows:

Bar snacks – when a pub provides cobs etc.

Lunchtime meals – serving hot and cold meals, try and say what type i.e. English, Chinese, Indian etc. state times they are serving.
 
Evening meals – as above.

Restaurant – only if they have a separate area as a restaurant for meals.

Railway station – state approx how far way. If further then half a mile, do not tick flag but you can still give distances here if known

Tram Station / stop – as above.

Bus route – as above, Give as much information as possible, i.e. NCT No. Trent Barton etc. how far away the stop is.

Pub games – what is available to play. i.e. Pool, darts, skittles. Cards, dominos can be included.
Music – Only give details of live music i.e. Folk music on Friday nights.

Features of historical interest – original windows, beams, fireplaces, bars, original flooring, tiles etc. Try and find out any history of the pub, an old coaching house, converted from an old cottage etc. You sometimes find a picture or plaque that give the history, look around.

Any other qualifiers – any further information you wish to give regarding any other flag that you tick. Put flag name then information. 
