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Functions/Objectives of the Questionnaire

· It is the package that presents the questions and later contains the record of response for one respondent.

· The first section introduces the survey to the respondents.

· It's essential that the introduction be composed and delivered effectively--if the prospective respondent agrees to participate immediately when the survey is introduced, only a very small percentage will withdraw their cooperation later.

· The internal section contains the items and scales to measure the survey topics, in a logical and necessary se​quence.

· The final section ordinarily has questions to measure the respondents' characteristics, so they can be grouped and compared.

Organizing the Questionnaire

· It's useful to view the questionnaire, itself, in three main parts: the introduction, the body of the question​naire, and the conclusion.

· The first part of the questionnaire sets the stage and suggests what kinds of questions will follow; it indicates the type of information sought and provides an indication of the response task.

· The first part contains the most general questions that will be asked of respondents.

· Avoid any questions or issues that may be threatening to respondents in the introduction.

· The body of the questionnaire contains questions or items that deal with the substance and detail of the sur​vey topics.

· The items should be in a sequence that is logical and meaningful to respondents.

· The final or concluding part of the questionnaire is reserved for two kinds of questions:

· Those that deal with the most sensitive or delicate issues or topics.

· Those that measure the attributes or characteristics of the respondents.

· Reasons for putting demographic or biographic questions at the very end of the questionnaire:

· The respondent has become familiar with the inquiry and rapport should be maximum at this point.

· Some respondents may terminate at this point or refuse to answer some of the items. Nevertheless, they have provided the bulk of the data and their responses to the earlier items in the body of the questionnaire may still be usable.

Creating Questionnaire Sections

· Grouping items into sections simplifies the task of asking and answering questions.

· The more effectively the items are grouped into sections, the more efficient the questionnaire will be.

· The most common way to group items is by topic.

· When the same scaling technique can be applied to many questions or items, it is very practical and efficient to list them together in one section of the questionnaire.

· Items can often be grouped by both topic and scale type.

· Grouping items by both topic and scale type is the ideal situation because there are both a logical sequence and a high degree of space economy.

· A questionnaire should be seen as the outline of a conversation between the researcher and the respondent.

· Each section should be integrated and consistent; there should be a bridge leading from one section to the next, to insure the proper flow of the dialogue.

Directing Response Flow

· The flow of the questions can be governed or directed through branching.

· In conditional branching the branch in the flow of questions is made on condition that a certain answer is given to the preceding question.

· An explicit branch contains instructions directing the interviewer or the respondent to go to a particular ques​tion, and any items between the instruction and that point would be ignored or skipped.

· Another form of an explicit branch says what must be skipped, rater than directing the interviewer or respon​dent to a particular place. It's ordinarily advisable to use this form when only one or two items are to be skipped, and the question to be skipped must immediately follow the instruction.

· An explicit, multiple branch is acceptable for interview surveys, but it's ordinarily too complex for mail sur​veys that are self-administered by respondents.

· An unconditional branch directs the questioning process to another place for all respondents who reach that particular location on the questionnaire.

· The use of branching is strictly limited.

· Too many branches may introduce bias and error, reducing the reliability and validity of the results.

· With online surveys and questionnaires that interviewers or respondents read from a computer screen, there is virtually no limit to the amount and complexity of branching.

Composing Scale Instructions

· The more complex the scaling technique and the less sophisticated the responding population, the more elab​orate the instructions must be.

· Compose instructions that meet the requirements of the least sophisticated respondents.

· Instructions on how respondents from the public should use scales usually contain several elements:

· What items or elements to rate.

· What criterion or standard to use

· How to use the scale

· Exactly how and where to report or record the responses.

· It's ordinarily better to error in the direction of providing instruction that are too thorough than too brief.

Composing Special Instructions

· The need for special instructions depends on the particular situation.

· Special instructions are needed whenever the respondents are to make an assumption, answer for another per​son, base their responses on a special criterion, or otherwise act or respond in some extraordinary way.

· Special instructions must be crystal clear, and the key words or phrases should be underlined or highlighted to make them clearly recognizable.

· Instructions for interview surveys:

· The instructions should be enclosed in brackets or parentheses, written in upper case letters, or otherwise distinguished from the items, themselves.

· Branching must be limited and very clearly indicated.

Creating Respondent Rating Cards

· The questionnaire should contain an instruction to the interviewer to hand the respondent the rating card.

· The cards should be color coded by printing each on a different color card stock, or they can be labeled with a name, letter, or number to distinguish the various types.

· The contents of the cards are printed in large typeface, so they're clearly readable to all respondents, including the elderly or those with poor vision.

Concluding the Questionnaire

· The conclusion of the questionnaire is reserved for two kinds of questions:

· Items that are delicate or sensitive--those that are potentially threatening or intimidating.

· Questions about the respondents' demographic status.

· Sensitive items should be earmarked, and inserted near the end of the questionnaire; rapport is at its highest, and respondents are less likely to resist.

· Demographic items are used in three ways:

· The profiles portray the nature of the sample.

· The demographic profile of the sample can be compared to that for the population as a whole, when these parameters are known.

· The items can be used to divide the sample into subsamples by age, sex, etc.

· Demographic items are ordinarily clustered together in a single section and included at the end of the ques​tionnaire.

Precoding Survey Items

· When a questionnaire is precoded, it contains a number code for each alternative response to each structured questionnaire. They are called "response codes."

· Listing such codes on the questionnaire before the questionnaire is printed avoids the extremely laborious, time-consuming task of precoding each item on each completed questionnaire after the data are collected.

· It's ordinarily desirable to precode virtually every response alternative on the questionnaire, with one notable exception--dichotomous response categories. The code value to be asked to each of the two alternatives is merely specified before data entry if it's not obvious to those keying the data.

Precoding Record Formats

· The letters that show the position where the data for each item will be keyed to the spreadsheet or database program record also should be listed on the questionnaire before it's printed. They are called "format codes."

· The record format codes in the far right-hand column should never be done until the entire questionnaire has been assembled.

· Listing the record format codes on the questionnaire must be done precisely; if there are any error, they'll be very difficult to correct after the questionnaires have been printed and the data collection completed. 

· One common mistake is to fail to recognize multiple responses to an item and allow positions for each al​ternative.

· It's less serious error to list too many, than too few, spreadsheet columns on the questionnaire. If too many are assigned, one or more columns can easily be skipped during data entry, so they remain blank. 

· If too few are assigned, there's no way to reduce the number of columns needed, and serious problems are likely to result.

· If there is an error, a new set of record format numbers may have to be listed on each completed question​naire, from the point the error occurred to the end of that particular record or to the end of the questionnaire itself.

Precoding Spreadsheet Formats

· Spreadsheets are a very common way to enter survey data for statistical analysis.

· If the data will be entered with a spreadsheet, the column letters are the record format code values.

· Only one column is assigned to each variable (item or question), regardless of whether the value to be en​tered is one digit, two digits, or more.

· Spreadsheet analysis is effective when there are relatively few variables to be analyzed and only the most conventional statistical analysis will be required.

· Most statistical analysis will import a data set in spreadsheet format.

Precoding Data Entry Program Formats 

· These programs typically present a blank questionnaire for data entry.

· Data may be entered either by a respondent or by an interviewer during the interview.

· Data from printed questionnaires may be entered by the data entry staff.

· Record format codes are typically unnecessary because the document on the screen and the printed document have nearly identical appearance and layout.

Questionnaire and Case Numbers

· Each questionnaire should be assigned unique number, either before or after data collection. This case number will be keyed to the data fill.

· If an error is discovered or a problem encountered after the data have been transferred, the case number identi​fies the completed questionnaire from which the data were keyed.

· The case number should be listed in the same position on each record.

Precoding for Any Format

· Record format codes are assigned and listed exactly as they are for the fixed record format, with one important exception - one position must be "skipped" between each, individual variable or data field.

· Data formatted and entered in this fashion would be acceptable to a spreadsheet, free-floating, or a fixed field record.

· Data entry and data handling is somewhat more cumbersome and difficult.

Pretesting the Questionnaire

· Testing the codes and record formats is absolutely mandatory for inexperienced researchers and highly recom​mended for even the most experienced.

· The questionnaire writer should make a copy of the final draft, then the research should complete the ques​tionnaire, listing the maximum value for each item.

· Every alternative on each multiple response item should be checked.

· The data from the test questionnaire should actually be entered to a computer file.

· Duplicate twenty or thirty copies and administer it to as many typical respondents.

· See how it goes when they fill it out or when they are being interviewed. 

· See if they understand the questions, the scales, and the instructions.

· See how long it takes them and how easy or difficult they find it.

· Ask them about their reactions and suggestions when they have finished.

· Try entering the data into a computer file.

· Sometimes the pretesting of the questionnaire will reveal very serious errors, oversights, or problems that would have spelled disaster if they hadn't been detected and corrected before going into the field or the mail.
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