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1. Introduction
This document provides practical guidance for Centres of Vocational Excellence (CoVEs), VET providers and other organisations wishing to implement a survey on skills gaps and training needs in the tourism sector. It is designed as an adaptable resource that can be adjusted to different regional, national or institutional contexts.
The guide outlines how to define the survey scope and response targets, organise stakeholder outreach, adapt dissemination to different tourism subsectors, structure implementation in phases, monitor progress and address low response rates. It also includes a standard outreach email template that can be adapted to the organisation, target audience and local context.
The overall aim is to support a structured and coordinated survey process that generates a sufficiently broad and balanced evidence base for identifying current and future skills needs.
2. Defining Survey Scope, Response Targets and Data Basis
Before launching the survey, the implementing organisation should define the target population, geographical scope, tourism subsectors to be covered and the intended use of the results. Response targets should be realistic in relation to the size of the target population, the available outreach channels and the implementation period.
Where the survey covers several regions, countries or tourism subsectors, response targets may be distributed using a transparent methodology. Relevant workforce or employment data can be used to reflect the relative size of each group, while minimum operational targets can help ensure that smaller groups remain represented.
When defining the survey scope and targets, consider:
• the geographical area covered by the assessment;
• the tourism subsectors and occupational groups to be represented;
• the types of respondents to be reached, such as employers, employees or sector representatives;
• the total number of responses required to provide a useful evidence base;
• the availability and quality of official employment or sector data;
• the time and outreach capacity available for implementation.
If sector or geographical quotas are used, they should guide outreach rather than prevent useful responses from being collected. The primary objective is to obtain a sufficiently broad and credible sample while maintaining reasonable representation of the main target groups.
Possible tourism subsectors may include:
• Accommodation;
• Food & Beverage Services;
• Travel Agencies & Tour Operators;
• other tourism subsectors relevant to the local context.
3. Stakeholder Engagement Strategy
Achieving sufficient survey participation requires structured engagement with organisations that can provide broad and credible access to tourism businesses and professionals. Umbrella bodies and intermediary organisations with established communication channels can significantly increase survey visibility and response rates.
Priority organisations may include:
• hotel and accommodation associations;
• restaurant and hospitality federations;
• travel agency and tour operator associations;
• tourism confederations and sector networks;
• chambers of commerce;
• regional tourism boards and Destination Management Organisations (DMOs);
• tourism clusters and innovation hubs;
• sustainable or green tourism networks;
• certification providers and digital tourism initiatives;
• large tourism employers;
• VET providers and universities with strong employer networks.
These organisations can be formally approached with a clear request to complete and/or circulate the survey. Where possible, distribution through official newsletters, mailing lists, websites or member portals can complement direct communication.
Direct outreach to existing professional networks should also be prioritised. Personalised emails, direct messages and phone calls can be particularly effective when the organisation already has established relationships with tourism businesses, associations and sector stakeholders.
Follow-up communication is recommended where no response is received within a reasonable timeframe. Outreach should combine broad institutional dissemination with targeted, relationship-based engagement rather than relying exclusively on mass email distribution.
4. Sector-Specific Recommendations
Where the survey covers several tourism subsectors, outreach should be adapted to the relative size, accessibility and expected response rate of each group. The level of effort should be adjusted as monitoring data becomes available.
Accommodation
Engage hotel associations, independent accommodation providers, regional tourism networks and major employers. Where accommodation represents a significant share of the local tourism workforce, outreach should be maintained consistently throughout the survey period.
Food & Beverage Services
Mobilise restaurant federations, catering associations, hospitality networks and individual enterprises. Where this subsector represents a large share of the target population, it may require substantial dissemination effort in order to ensure proportional representation.
Travel Agencies & Tour Operators
Smaller or more specialised segments may require targeted and personalised communication. Direct contact with umbrella associations and key industry actors can be more effective than general circulation.
Across all subsectors, response rates should be reviewed regularly. Where imbalances emerge, outreach efforts can be redirected towards underrepresented groups while continuing to prioritise the overall response objective.
5. Phased Implementation Plan
A phased implementation approach helps maintain steady progress and reduces the risk of relying on intensive outreach only at the end of the survey period. The timing of each phase should be adapted to the overall duration of the survey.
Phase 1 - Preparation and Initial Launch
Confirm the survey scope and response targets, identify priority stakeholder groups, prepare contact lists and adapt the outreach message to the local context. Launch the first communication wave and mobilise existing sector contacts.
Phase 2 - Expansion and Acceleration
Broaden dissemination through umbrella organisations, regional bodies, clusters and professional networks. Review early response data and intensify outreach where participation is lower than expected.
Phase 3 - Consolidation and Targeted Follow-Up
Send reminders to previously contacted organisations and focus additional outreach on sectors, regions or respondent groups that remain underrepresented. More personalised communication may be required for harder-to-reach groups.
Phase 4 - Final Push
Use the final stage of the survey period to close remaining gaps through renewed contact with intermediary organisations, direct outreach to employers and sector leaders, and professional communication channels. The priority should be to maximise completed responses while maintaining reasonable representation across the target groups.
Suggested implementation overview
	Phase
	Suggested timing
	Key actions
	Monitoring focus

	1. Preparation & Initial Launch
	Beginning of survey period
	Define scope and targets; prepare contact lists; launch first outreach wave
	Initial mobilisation and early issues

	2. Expansion & Acceleration
	Early to middle stage
	Broaden dissemination; activate umbrella organisations and networks
	Response volume and emerging gaps

	3. Consolidation & Follow-Up
	Middle to later stage
	Send reminders; target underrepresented groups
	Sector/geographical balance and remaining gaps

	4. Final Push
	Final stage
	Renew high-value outreach and close remaining gaps
	Overall response target and final representation



6. Monitoring & Tracking
Survey progress should be monitored regularly by the organisation or team coordinating implementation. Monitoring supports transparency, helps identify gaps early and allows outreach activities to be adjusted before the end of the survey period.
A simple tracking overview can include:
• total number of completed responses;
• response breakdown by tourism subsector;
• response breakdown by region or target group, where relevant;
• progress against the internal response target;
• remaining gap to the target;
• stakeholders already contacted and follow-up status.
Progress should be reviewed against the implementation phases described above. Where participation falls below expectations or representation is uneven, outreach should be adjusted promptly rather than postponed until the end of the survey period.
7. Risk Mitigation
If response rates fall below expectations, corrective measures should be implemented promptly and in a structured manner.
Possible measures include:
• strengthening engagement with national, regional or sector associations;
• activating extended professional and partner networks;
• mobilising VET providers and universities with strong industry links;
• increasing visibility through professional social-media channels;
• sending targeted reminders to previously contacted organisations;
• intensifying direct outreach to large employers and sector leaders;
• redirecting outreach towards underrepresented sectors or target groups.
Early identification of low participation or representation gaps allows corrective action to be taken while sufficient time remains for additional outreach.
8. Standard Outreach Email Template
The following email can be adapted to the organisation, survey scope, target audience and local context. The survey link, estimated completion time, anonymity statement and intended use of results should be checked and adapted before circulation.
Dear [Name / Organisation],
I am contacting you on behalf of [Organisation / Initiative]. We are currently conducting a survey to better understand current and future skills and training needs in the tourism sector.
The survey is addressed to [insert target group, for example tourism businesses or professionals] operating in:
• Accommodation;
• Food & Beverage Services;
• Travel Agencies & Tour Operators;
• [other relevant tourism subsector].
The survey focuses on skills needs related to areas such as digitalisation, sustainability, soft and transversal skills, and other emerging requirements relevant to the tourism workforce.
The survey takes approximately [X] minutes to complete. [Insert information on anonymity and data handling, if applicable.]
Survey link: [INSERT LINK]
The results will be used to inform [insert purpose, for example training priorities, curriculum development or regional skills planning].
We would greatly appreciate your support in completing the survey and/or circulating it within your network.
Thank you in advance for your contribution.
Best regards,
[Your Name]
[Organisation Name]


