      JA 350-70-4.4a

       Developing Questionnaires and Interview Guides

	1.
	Decide on type instrument

	
	a.
	Determine what information needs to be collected and why

	
	
	(1) Questions regarding what information needs to be collected and why the data collection instrument is needed should be considered during the initial planning phase of the evaluation process.  It is during this phase that an evaluation plan is developed and identifies the need for evaluation, general questions that must be answered during the evaluation, and the information needed to answer these questions.

	
	
	(2)  The following questions will assist you in identifying if you need a questionnaire or interview.

	
	
	
	(a)
	Why is the questionnaire/interview being developed? What is the aim of the questionnaire?

	
	
	
	(b)
	What decision will be made based on the information collected?

	
	
	
	(c)
	What facts will be needed to make the decisions?

	
	
	
	(d)
	What information will be collected?

	
	
	
	(e)
	Why is this information needed?

	
	
	
	(f)
	Can questions be formulated to obtain the desired information?

	
	
	
	(g)
	Who has the answers to the questions?

	
	
	
	(h)
	Who will be surveyed (target audience)? Are they competent to answer the questions? Are they the best qualified to provide information? (This should really be determined during the planning of an evaluation.)

	
	
	
	(i)
	Where are they?

	
	
	
	(j)
	How many of them are there?

	
	
	
	(k)
	How many do you need to survey?

	
	
	
	(l)
	How can you contact them?

	
	
	
	(m)
	What do you need to know when the survey is completed and what will you do with this information?  Do you want to know:

	
	
	
	· What people say they want (attitudes)? In general, should

 the resident training program be:

	
	
	
	· Increased significantly in length?

	
	
	
	· Increased slightly in length?

	
	
	
	· Kept the same length?

	
	
	
	· Decreased slightly in length?

	
	
	
	· Decreased significantly in length?

	
	
	
	· What people think is true (beliefs)? Which of the following

types of instruction helped you to learn most effectively?

	
	
	
	· Conference

	
	
	
	· Individual practical exercises


	
	
	
	· Group practical exercises

	
	
	
	· Small group instruction

	
	
	
	· Written assignments

	
	
	
	· What people do (behavior)?  How frequently do you perform XYZ task?

	
	
	
	· 3-5 times per week

	
	
	
	· 1-2 times per week

	
	
	
	· 1-3 times per month

	
	b.
	Determine the type of instrument needed

	
	
	(1)
	Review the charts below and determine which method of data collection is the most appropriate for your survey based upon the advantages and disadvantages listed under each column.

	
	
	(2)
	While selecting, also keep in mind time constraints, cost and staffing capabilities available.

	
	
	(3)
	Do you intend to survey a single course or several related courses, every class graduate, a sample of graduates, supervisors of graduates, or both? Do you want to conduct a mail, telephone or interview type of survey?



	
	
	Advantages of Questionnaires
	Disadvantages of Questionnaires
	

	
	
	1.  Questionnaires are less costly to administer. With a fixed amount of funds and/or time, a larger sample can be obtained with mailed questionnaires than with interviews.
	1.  Mailed questionnaires are the most time consuming.  

	

	
	
	2.  Questionnaires offer the possibility of complete anonymity. Anonymous questionnaires often result in a higher proportion of socially unacceptable responses (that is, responses that place the respondent in an unfavorable light) than face-to-face interviews.
	2.  If scan response sheets are used to record the subject’s answers, the number of multiple- responses per question is restricted to the number of answer spaces available on the sheet.  Scan sheets are also an additional cost.  
	

	
	
	3.  The absence of an interviewer assures that there will be no interviewer bias. Respondents and interviewers interact as human beings, and this interaction can affect the subject’s responses.
	3.  Large survey populations increase the need for using scan answer sheets.  The sheets also require access to equipment and software that can read and printout or record responses to a data file.  
	

	
	
	
	
	

	
	
	
	
	

	
	
	4.  Questionnaires offer the best format for multiple response alternatives. When given multiple options, respondents are likely to remember only the high and low choices of the alternatives during interviews.
	4.  Misinterpretation on the part of the subject may result in answering questions incorrectly, thus invalidating their response(s).  
	

	
	
	5.  Questionnaires offer higher accuracy as the length of the instrument increases.
	5.  Printed questionnaires do not work effectively with branching questions.
	

	
	
	6.  Data from questionnaires tend to be easier to analyze than data from interviews (unless an absolutely rigid schedule is used during interviews).
	
	

	
	
	
	
	

	
	
	Advantages of Interview Guides
	Disadvantages of Interview Guides
	

	
	
	1.  The response rate tends to be quite high in face-to-face interviews. A well-designed and properly conducted interview study normally achieves a response rate of 80 to 90 percent.
	1.  Lack of anonymity may result in subject responding with “socially acceptable” answers.  
	

	
	
	2.  There are many individuals who simply cannot fill out a questionnaire. Interviews are normally feasible with virtually all types of people.
	2.  Location of survey population to interview may require travel resulting in additional cost, time, and personnel.  Phone interviews would overcome distance problems.
	

	
	
	3.  Interviews offer a protection against ambiguous or confusing questions. In questionnaires, items that are misinterpreted may go undetected by the researchers and the responses many, thus, lead to erroneous conclusions.
	3.  Face-to-face are the most expensive to conduct.  Effective interviewing requires trained people, time, and properly designed questionnaires.
	

	
	
	
	
	


	
	
	
	
	

	
	
	4.  The information obtained from questionnaires tends to be somewhat more superficial than interview data.
	4.  A phone respondent’s nonverbal behaviors cannot be assessed during the interview.  Also rapport with subject is more difficult to establish than with face-to-face.  
	

	
	
	5.  Respondents are less likely to give “I don’t know” responses or to leave a question unanswered.
	5.  Phone surveying is not successful with complicated questions and limits the type and number to be administered.
	

	
	
	6.  In an interview, the researcher has strict control over the order of presentation of the questions. It is possible that a different ordering of questions from the one originally intended could bias the responses.
	6.  Phone surveying is subject to interviewer error especially when filtering or branching questions are asked.
	

	
	
	7.  Interviews permit greater control over the sample in the sense that the interviewer knows whether or not the person being interviewed is the intended participant.
	7.  When judged solely on completeness of survey, phone survey can be cheaper than mail-out.
	

	
	
	8.  Face-to-face interviews have an advantage in their ability to produce additional data through observation.


	
	

	
	
	
	
	

	
	
	Advantages of Disks-by-Mail (DBM)
	Disadvantages of Disks by Mail (DBM)
	

	
	
	1.  One of the earliest forms of computer use for surveying, this format has few advantages over mailing and most of the same drawbacks.
	1.  Like mail, still a chance of delay or loss of data by sending the disk via the postal service.
	

	
	
	2.  Responses do not have to be transferred from paper questionnaires to a computer.
	2.  Mailing address accuracy, loss or disk-damage in mailing, subject’s computer literacy and access to equipment, software/hardware compatibility, etc. 
	

	


	

	
	
	3.  Returned disks are easily analyzed by combing data into files by the survey manager.
	3.  Disk-by-mail surveys are inherently more expensive than traditional paper-pencil methods.
	

	
	
	4.  Disks are especially well suited for complicated surveys because the subject does not easily detect the use of branching and skipping in the questionnaire.
	4.  Lacks system capability to tabulate responses. 
	

	
	
	5.  Repetitive lists of questions, such as a series of attitude scales, can be randomized, which reduces potential biases.
	
	

	
	
	6.  Disks produce a high response rate.  Also respondents tend to return DMB more rapidly than paper-pencil surveys.
	
	

	
	
	
	
	

	
	
	Advantages of HTML


	Disadvantages of HTML
	

	
	
	1.  Has the most flexibility in creating simple to complex formats.  HTML is the programming language commonly used for Web sites.
	1.  Primary limitations are the need for computer programming knowledge and familiarity with HTML and the expense and the time required to program, and distribute interactive surveys 
	

	
	
	2.  Easily adapted to use Likert-scale responses, skip-pattern questions, perform error-checking, and graphic images.
	2.  Having to respond to the entire HTML questionnaire in one setting.  Some software programs will allow the respondent to come back and complete the survey at their conveyance; however, a password to reenter is required.
	

	
	
	3.  Survey data placed on the Internet can be downloaded into compatible spreadsheet or statistical analysis software.  This reduces the occurrence of data entry errors.
	3.  Use of password can be a disadvantage when the respondent sees it as “just another password to remember.”
	

	
	
	
	
	

	
	
	
	
	

	
	
	4.  Allows the data collector to design a fully customized questionnaire as well as use an interactive method.  Also it can provide instant feedback to the respondent.  System tabulates responses for data collector.
	4.  Common glitches with HTML surveys are difficulty logging into the Web site the first time; connection failure occurring while responding to questions; and finding an appropriate block of time to complete the questionnaire.


	

	
	
	
	
	

	
	
	Advantages of FAX


	Disadvantages of FAX


	

	
	
	1.  Compared to mail surveys, advantages for fax surveys are that they replace the sender’s printing and postage costs with lower line transmission costs; they avoid folding and stuffing efforts and costs for sender and respondent; and a fax tends to imply urgency or is not perceived as junk mail.
	1.  Not good for long surveys.  Deterrents for answering and/or

returning fax surveys are: lack of confidentiality, cost to return survey, limited access to a fax, or survey perceived as junk mail.  Fax equipment deterrents are delayed delivery by busy signals, equipment malfunctions, and receiver running out of paper.
	

	
	
	2.  In general, studies show faxes produce more responses at a faster rate than mail surveys
	2.  Sample coverage is lower; image quality and use of color are restricted.  Also system does not tabulate responses.  
	

	
	
	
	
	

	
	
	Advantages of E-Mail


	Disadvantages of E-Mail
	

	
	
	1.  Fast and easy to administer.  Little setup time and few computer skills are required.  Other advantages are low cost, subjects give more candid responses, the ease of re-contacting subjects, and subjects’ increased willingness to respond to open-ended questions.
	1.  Attached files may not be accessible by the recipient, software incompatibility, and inability to maintain respondent’s anonymity.
	

	

	
	
	
	
	

	
	
	2.  Limited to a basic-text format, which provides for little or no formatting of questionnaire.  
	2.  Limited to flat-text format, questionnaires cannot typically include skip pattern logic, randomization, or thorough error checking.
	

	
	
	3.  Does not require downloading, additional software, or the use of a Web browser.
	3.  Address error and non-deliverables continues as a major disadvantage for e-mail surveys.
	

	
	
	4.  Ideally suited for internal surveying such as employee groups.  
	4.  Lacks system capability to tabulate responses.
	

	

	
	
	Advantages of Downloadable
	Disadvantages of Downloadable
	

	
	
	1.  This is even more interactive than HTML and incorporates the questionnaire into an executable file that a respondent can download on to his own computer, rather than complete on a host Web site.
	1. The construction, flow, and content of this type of survey are only limited by the creativity of the developer.
	

	
	
	2.  Downloadable surveys can handle a larger number of Windows-based controls and can add “interest” to a lengthy questionnaire.  System also tabulates responses
	2. Primary disadvantage is expense and time required to program and to distribute interactive surveys.  Need to keep in mind sophistication of respondents, their equipment, as well as the additional time it will take to download the survey.  Concern over virus infections may also serve as a deterrent.
	

	

	
	
	(4)
	What is a reasonable period of time to develop, administer, analyze, and report mail questionnaires and interview guides?  For mail questionnaires allow 6 months.  Individual circumstances may reduce or add to the time.  Interviews surveys will take less time than mail.




	
	
	(5)
	What is considered a reasonable length for an online survey?  Generally the maximum length for an interview survey is 20 minutes.  The same length should be used for online surveys.  The complexity of tasks and the interactivity of the process will affect the perceived length and have an impact on the completion rates.  General rule-of-thumb is shorter is better.

	
	
	(6)
	How quick can a web-based survey project be fielded (made available for respondents to answer)?  The following are estimated times: 

	
	
	
	(a)
	E-Mail: 1 to 10 days

	
	
	
	(b)
	HTML: 3 to 15 days

	
	
	
	(c)
	On-site-intercepts: 10 to 30 days (includes several days of custom programming and server instillation)

	
	
	
	(d)
	Downloadable-Interactive: 7 to 20 days (includes 3 days of custom programming)

	
	
	
	Although times listed for administering web-based surveys are shorter than other survey formats, the length of time required to design and develop the questionnaire instrument, analyze data, and report results is generally the same for all formats.

	
	
	(7)
	Web-based formats seem to take less time.  What other factors do I need to know before deciding to use them?

	
	
	
	(a)
	Do you have ample computer equipment and expertise? This includes subject’s (respondent) access to a computer and the Internet (if applicable); software and hardware compatibility or the means of adapting for the differences so the subject may respond to questionnaires.  Also consider the availability and cost of using computer expertise if required.  The items just listed are key to the success or failure of administering electronic and/or web-based surveys.



	
	
	
	(b)
	Is the survey routine or being administered on an ongoing basis?  This refers to surveying the same population on a regular basis or may refer to ongoing populations completing a function such as course graduates.



	
	
	
	(c)
	Is information to be gathered in close-ended and quantitative question format?  Avoid open-ended questions.


	
	
	
	(d)
	Do you need the results quickly?  Never use this condition as the sole criteria for selecting web-based formats.


	
	
	
	(e)
	Do most of the potential respondents have some previous computer experience?


	
	
	
	(f)
	Is the number of respondents to be surveyed (at one time) less than 500? 

If you answered YES to a majority of the questions, web-based format may be a consideration when determining format selection.  



	 2.
	Develop draft of instrument

	
	a.
	Components of a survey/questionnaire/interview

	
	
	(1)
	Title – need the respondent to understand the intent of the survey to capture attention and to continue with the questionnaire.

	
	
	(2)
	Introduction – purpose, sponsor, instructions.

	
	
	(3)
	Questions – includes scales, demographics, comments

	
	
	(4)
	Thank you

	
	b.
	Select the type of questions to used:

	
	
	(1)
	The first step in question development is the determination of whether to use open-ended questions, closed questions, or a combination of both types.  

	
	
	
	· Use closed-end questions when the respondent is to choose answers from a small number of possibilities.  This makes tabulation easy but may not give the range of answers desired.

	
	
	
	· Use open-end questions when all the possible answers are not known.  The respondent will probably suggest possibilities.

	
	
	(2)
	The following checklist provides examples as well as the advantages and limitations for each type of question.

	
	
	
	

	
	
	Open Ended Questions


	Closed Questions
	

	
	
	Examples


	Examples


	

	
	
	Essay questions
	True-False
	

	
	
	
	Multiple Choice 
	

	
	
	
	Rating Scale
	

	
	
	
	Checklist type questions
	

	
	
	
	Ranking
	

	
	
	
	
	

	
	
	Advantages
	Advantages


	

	
	
	Provides for information in 

  respondent’s own words
	Easy for respondent to 

  complete
	

	
	
	Allows respondents “other” 

  categories to answer
	Answers easy to interpret, 

  summarize, and automate
	

	
	
	Provides opportunity to probe the 

  respondent
	Provides specific required 

  information
	

	
	
	
	
	

	
	
	
	
	

	
	
	Limitations
	Limitations


	

	
	
	Difficult to interpret or summarize
	Answers are not in 

  respondent’s own words
	

	
	
	Respondents may be unable to 

  clearly express themselves
	Does not provide respondent 

  with “other” options
	

	
	
	Answers take up too much space
	Provides no unique answers
	

	
	
	 
	
	

	
	c.
	Construct the questions

	
	
	(1)
	Consider the following guidelines when wording a question:

	
	
	
	· Be specific 

	
	
	(2)
	Ask the following questions to determine if a question should be used in the instrument

	
	
	  Yes        
	No
	

	
	
	
	
	
	

	
	
	
	
	1.
	Is the question relevant to the problem and  

important to the study?

	
	
	
	
	2.
	Do the questions and responses have the same 

meaning to the evaluator and the respondent 

alike?

	
	
	
	
	3.
	Does the question deal with a single concept?

	
	
	
	
	4.
	Does the question provide for discrimination 

within the target population?

	
	
	
	
	5.
	Does the question avoid all types of bias?

	
	
	
	
	6.
	Does the question ask for the needed information clearly?

	
	
	
	
	7.
	Do the question responses exhaust all the meaningful answers that can be anticipated?

	
	
	
	
	8.
	Is the question within the experience range and level of understanding of the target population?

	
	
	
	
	9.
	Does the question have unemotional words?

	
	
	
	
	10.
	Is the question well defined?

	
	
	
	
	11.
	Does the question have words that are specific 

or concrete?

	
	
	
	
	12.
	Is the question a valid measure of the problem 

under study?

	
	
	
	
	13.
	Is the question grammatically correct?

	
	
	
	
	14.
	Is the question worded in positive terms

wherever possible?

	
	
	
	
	15.
	Is the question non-threatening?

	
	
	
	
	16.
	Is the question in sequence that appears logical to the respondent?

	
	
	
	
	17.
	Is the question consistent with previous and 

subsequent question?

	
	
	
	
	18.
	Do the pretest responses indicate adequate variation versus all responses in one category,                                    e.g., “None”?

	
	
	
	
	19.
	Does the question produce a minimum of                                    no substantive responses such as “I don’t                                     know” or “No answer”?

	
	
	
	
	20.
	Are the responses easy to code for data                                     analysis?

	
	d.
	Sequence the questions using the following guidelines:

	
	
	(1)
	 When both open-ended questions and closed-ended questions are used, place open-ended questions first.

	
	
	(2)
	When general and specific questions are used, place general questions first.

	
	
	(3)
	Group items that bear on one issue or topic, or place related items in relatively close proximity.

	
	
	(4)
	Factual or objective questions about events, situations, or behaviors should appear in the first part of the questionnaire.

	
	
	(5)
	Questions about attitudes, opinions or values should appear in the latter part of the questionnaire due to their sensitive or threatening nature.

	
	
	(6)
	Whenever possible, place background questions at the end of the questionnaire.

	
	e.
	Format the instrument

	
	
	(1)
	Consider the following principles when formatting a questionnaire.

	
	
	
	(a)
	Make the questionnaire as “eye appealing” and easy to complete as possible.

	
	
	
	(b)
	Center a descriptive title at the top of the first page.

	
	
	
	(c)
	Provide space for the respondent’s name, title, organization, and location, if required.

	
	
	
	(d)
	State an introduction or purpose of the questionnaire below the title.

	
	
	
	(e)
	Instructions should follow purpose or introduction and should be clear and brief.

	
	
	
	(f)
	If questions appear on both sides of page, put word “over” on the bottom of the front side of that page.

	
	
	
	(g)
	Use familiar terms and spell out acronyms.

	
	
	
	(h)
	One thought per statement/question.

	
	
	
	(i)
	Use shorter rather than longer statements/questions; 25 words or less s a good rule of thumb.

	
	
	
	(j)
	Avoid constructing sections of the questionnaire to be answered only by a subgroup of respondents.

	
	
	
	(k) 
	Do not over crowd the pages of the questionnaire.

	
	
	
	(l)
	Arrange the questionnaire so that the answers are marked close to the question they go with.

	
	
	
	(m)
	Whenever possible, allow the respondent to use the same type marking for all questions. For example, one of the best methods is to allow use of check marks for responses.

	
	
	
	(n)
	Items should be grouped into logically coherent sections or specific topics.

	
	
	
	(o)
	Make smooth transitions between sections. Introduce each section.

	
	
	
	(p)
	Number questionnaire pages and items so that the respondent will not become confused while completing the form.

	
	
	
	(q)
	Put the name and address of the person to whom the form should be returned on the questionnaire even if you are including a self-addressed return envelope.

	
	
	
	(r)
	Response scales.  There are many different types of scales that can be developed.  The number of points or items on a scale can be as few as two (i.e., agree, disagree).  Generally, the discrimination of response levels off at seven. Using an odd number of steps permits a “neutral” or “neither” response at the midpoint.  So include 3, 5, or 7 choices when a middle choice is of interest.  Choose an even number of scale points to push people off this dead center if the neutral/no opinion response are not of interest.

	
	
	(2)
	Consider the following principles when formatting a structured interview guide.

	
	
	
	(a)
	Print questions on only one side of the paper.

	
	
	
	(b)
	Material to be read aloud should be easily distinguished from other written material appearing on the page.

	
	
	
	(c)
	Instructions should be clearly stated so that the interviewers will know exactly which questions to ask after each response.

	
	
	
	(d)
	Arrange questions so that interviewers will not have to refer back to earlier parts of the interview guide.

	
	
	
	(e)
	Limit response options to what the respondent can comfortably remember.

	
	
	
	(f)
	Do not use an open-ended question to end the interview.

	
	
	
	(g)
	Provide extra space on each page for interviewers to record any additional important information obtained from the respondent.

	
	
	
	(h)
	When possible, provide a list of possible anticipated responses for the interviewer to use as a checklist.

	
	
	
	(i)
	Define on the interview guide any terms where a particular meaning is intended.

	
	
	
	(j)
	Balance the interview guide with countable responses as well as narrative response questions. (Avoid relying entirely on data from either type).

	
	
	
	(k)
	Keep general attitude or evaluation questions to a minimum.

	
	
	
	(l)
	Where skill levels or a variety of jobs are encountered:

	
	
	
	
	· Conduct an interview with individuals at different.

	
	
	
	
	· Prepare questions that address the respondent’s personal knowledge, or experience.

	
	
	
	
	· Develop separate interview guides tailored to each level and/or job.



	3.
	Evaluate the instrument

	
	a.
	Use the following guidelines when evaluating (validating) the instrument.

	
	
	(1)
	Critically review and discuss the instrument with subject matter experts from the field or area being evaluated.

	
	
	(2)
	Have other evaluators critically review the question structure, clarity, grammar, etc., of the instrument.

	
	
	(3)
	Pretest the instrument with a sample target population group to determine its clarity, adequacy, and freedom from bias.

	
	
	(4) 
	Amend questionnaire to eliminate any difficulties and ambiguities found.

	
	
	(5)
	Field-test the instrument for reliability and validity.

	
	
	(6)
	Revise the instrument as required.



	4.
	Administering a questionnaire or interview

	
	a.
	If the questionnaire is to be administered by mailing it to respondents, use the following guidelines.

	
	
	(1)
	Secure authorization for administration of the questionnaire and resolve local versus external study source considerations.

	
	
	
	(a)
	Local sources.  If data is for in-house or local consumption, use local authorization and as sources to conduct the study.  Any cost-comparison data should be reviewed by an outside local source such as DRM.  Local study results may be viewed as being biased if attempting to influence higher levels.  

	
	
	
	(b)
	External (Independent) sources.  (1) If conducting survey across command lines, you will need to receive permission and a survey control number (SCN) from Army Research Institute (ARI).  To legitimize the survey the SCN must appear on the cover of the questionnaire.  (References are AR 611-3 and DA PAM 600-8).  (2) Use an external study source if the study results are to be used to influence decisions and be perceived as unbiased at higher-levels.  Always use external sources

when conducting joint service studies.  Studies that exceed 0.5

Professional Staff Years (PSY) will automatically fall into the Army TRADOC Studies and Analysis program.  As a 5-5 study it is required to meet standards stated in AR 5-5, TR 11-8 and

TR 350-32.  If conducted as a local 5-5 study, all cost-factor data such as in Analysis of Alternatives (AOA) and training

cost and effectiveness require TRADOC Analysis Center (TRAC) review and validation.  The final report is submitted for

inclusion in the Defense Technical Information Center (DTIC).

	
	
	
	
	 Anytime a 5-5 study is used you need to figure in added time, resources, and the participation involved from outside sources for review and approval.

	
	
	
	(c)
	Other administrative considerations 

	
	
	
	
	· Data entry considerations are: Mail, disk-by-mail, E-mail, and interview questionnaires: For large survey populations and/or long questionnaires use of scanable answer sheets will reduce time and labor used to record individual responses into a database.  However, scan equipment, software, and operator knowledge is required.  After scanning, the data may be saved as an ASCII file and imported into most statistical programs for analysis.  

	
	
	
	
	· Web-based, HTML, and downloadable questionnaires: Capabilities for electronic programs will vary with the simplest performing Web placement and mere data response bean-counts.  More sophisticated systems are capable of tracking Web entries, early bean-counts, statistical breakdowns, producing tables, charts etc.  Key factor determining the level of system capabilities is cost.

	
	
	
	
	· Data analyses considerations are: For basic statistical analysis common database management programs such as Excel and Lotus 1-2-3 have subroutines to compute most of the common requirements.  If more complex analyses such as reliability, cross tabulation, and so on are required, special statistical programs such as SPSS, SYSTAT, STATISTICA, or SAS can be used.

	
	
	
	
	· What is the level of in-house analytical capability and experience?  If the skills and knowledge are not present, how can they be obtained?

	
	
	
	(d)
	Report considerations.  Areas to consider are(Who is the user/customer of this information?  Will the findings be presented orally or written?  What report format will be used?  What degree of detail will be reported and/or required?  

	
	
	(2)
	Prepare a cover memo and address labels.  Memo should briefly:

	
	
	
	(a)
	Identify the subject of the study

	
	
	
	(b)
	Identify the sponsor(s)/endorser(s)

	
	
	
	(c)
	Describe why the study is being done

	
	
	
	(d)
	Explain why the individual/organization is receiving the questionnaire

	
	
	
	(e)
	Explain how the results will be used (i.e., improve training)

	
	
	
	(f)
	Justify why people should cooperate in the study

	
	
	
	(g)
	Encourage prompt response

	
	
	
	(h)   
	Provide information on how to return the questionnaire.

	
	
	
	
	Mention the inclusion of a postage-paid (if possible and required) self addressed return envelope.  

	
	
	
	
	· Electronic surveys/questionnaires should be used if at all possible.

	
	
	
	(i)
	Indicate approximate time required to complete the questionnaire.  (Show date mailed/sent and suggest a return date).

	
	
	
	(j)
	State your policy on confidentiality of data gatherer

	
	
	
	(k)
	Include a point of contact

	
	
	
	(l)
	Thank them for their cooperation

	
	
	
	(m)
	Include the signature of the highest authority level available

	
	
	(3) 
	Prepare follow-up letters if applicable.

	
	
	(4)
	Determine the number of individuals to be surveyed (sample size).  This decision is based on: 

	
	
	
	(a)
	Expected response rate.

	
	
	
	(b)
	Level of confidence (a statistical consideration which means the size of the sample required to be, for example, 95 percent sure the sample truly represents the larger population).  JA 350-70-4.4d provides guidelines for determining sampling size and number of questionnaires that need to be mailed based on estimated return rates. 

	
	
	(5)
	Print the questionnaire: NOTE – A “Privacy Act Statement” should appear on the first page.

	
	
	(6)
	Package questionnaire, self-addressed return envelope and cover memo for mailing.

	
	
	(7)
	Set up a system for recording returns.

	
	
	(8)
	Mail the questionnaires.

	
	
	(9)
	To increase the return rate, follow up on late or “no returns”, by phone and/or mail inquiries.

	
	b.
	If the questionnaire is to be administered in person, use following guidelines.

	
	
	(1)
	Determine sample size needed. (See paragraph 4 above.)

	
	
	(2)
	Prepare an introduction to be given to those who will complete the questionnaire. Include same information as in memo discussed above, paragraph (2).

	
	
	(3)
	Coordinate with organizations that will provide respondents. (coordinate time, place, etc.)

	
	
	(4)
	Print the questionnaire.

	
	
	(5)
	Set up a system for recording completed questionnaires.

	
	
	(6)
	Administer the questionnaire.

	
	c.
	The quality of interview data is very dependent upon the attitude and proficiency of the interviewers. The interviewer’s primary task is to put the respondents at ease in order to obtain honest opinions. He serves as a medium of communication. Interviewers should always be appropriately dressed, courteous, friendly and on time (if an appointment time has been made). Whenever possible, conduct interviews in a quiet and

	
	
	professional surrounding that is free from interruptions.  The following checklists contain basic “Do and Don’t” guidelines to use when conducting an interview.



	
	
	DO
	

	
	
	(1)
	Study all questions until you know what they mean and can ask the question without sounding like you are reading from the interview guide.
	

	
	
	(2)
	Practice interviewing, first on yourself and then on someone else.
	

	
	
	(3)
	Reread your instructions between interviews.
	

	
	
	(4)
	Check with your supervisor whenever you encounter difficulties with question working or procedures.
	

	
	
	(5)
	Be polite and act naturally.
	

	
	
	(6)
	Be firm about interruptions and privacy.  You are interviewing one specific individual.
	

	
	
	(7)
	Try to complete the interview in one setting.
	

	
	
	(8)
	Assure the respondent of the confidentiality of their responses.
	

	
	
	(9)
	Interview the person you are scheduled to; accept no substitutes.
	

	
	
	(10)
	Use the introduction written for the interview guide.
	

	
	
	(11)
	Try to record “free response” answers word for word.  
	

	
	
	(12)
	Use the response categories provided for each question.
	

	
	
	(13)
	Ask the questions exactly as they are worded and in the same order.
	

	
	
	(14)
	Record every answer in the correct place.
	

	
	
	(15)
	Record the qualifications (“yes, if…” or “yes, but not…”) to straight yes/no questions.  Record qualifications in a space nearby.
	

	
	
	(16)
	Obtain specific comments, not vague, meaningless generalities.  Ask “why”?
	

	
	
	(17)
	Keep talking as you write.  Keep the respondent’s attention on the questions.
	

	
	
	(18)
	Take the blame for faulty communication.
	

	
	
	(19)
	Check over your interview guide before leaving the interview.
	

	
	
	(20)
	Interview alone unless assigned as a team.
	

	
	
	
	
	


	
	
	
	

	
	
	DON’T
	

	
	
	(1)
	Get involved in long explanations of the study
	

	
	
	(2)
	Try to explain sampling in detail.
	

	
	
	(3)
	Try to justify or defend what you are doing.
	

	
	
	(4)
	Interpret the meaning of a question.
	

	
	
	(5)
	Add or subtract from a question.
	

	
	
	(6)
	Change the sequence of questions.
	

	
	
	(7)
	Rush the respondent.
	

	
	
	(8)
	Patronize respondents who do not speak standard English as well as you do.
	

	
	
	(9)
	React to answers.
	

	
	
	(10)
	Do anything that suggests to the respondent that the answer is right or wrong.
	

	
	
	(11)
	Record a “don’t know” answer too quickly.  Some people say “I don’t know” when taking time to think.
	

	
	
	(12)
	Let another unit member sit in on the interview or interject answers for the respondent.
	

	
	
	(13)
	Tell the respondent in advance what questions will be asked, and never let the respondent see the interview guide.
	

	
	
	(14)
	Interpret the reply.
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