Job Aid 350-70-4.4a

Developing Questionnaires and Interview Guides
1.  Decide on type instrument.

    a.  Determine what information needs to be collected, and why.  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.  The following questions will assist in identifying if a questionnaire or interview is needed.

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

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

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

        (4)  What information will be collected?

        (5)  Why is this information needed?

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

        (7)  Who has the answers to the questions?

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

        (9)  Where are they?

        (10)  How many of them are there?

        (11)  How many need to be surveyed?

        (12)  How can they be contacted?

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

            (a)  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.

            (b)  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.

            (c)  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 table 1 below and determine which method of data collection (questionnaire or interview) is the most appropriate for your survey, based upon the advantages listed under each column.

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

        (3)  Will the survey include a single course, or several related courses, every class graduate, a sample of graduates, supervisors of graduates, or both?  What type of interview will be conducted:  mail, telephone, or interview?

Table 1  

Questionnaires versus interview guides 

	Advantages of Questionnaires
	Advantages of Interview Guides

	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.  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.

	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.  There are many individuals who simply cannot fill out a questionnaire.  Interviews are normally feasible with virtually all types of people.

	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.  Interviews offer a protection against ambiguous or confusing questions.  In questionnaires, items that are misinterpreted may go undetected by the researchers, and the responses may lead to erroneous conclusions.

	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.  The information obtained from questionnaires tends to be somewhat more superficial than interview data.

	5.  Questionnaires offer higher accuracy as the length of the instrument increases.
	5.  Respondents are less likely to give “I don’t know” responses, or leave a question unanswered.

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

	
	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.

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


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 continue to the questionnaire.

        (2)  Introduction – purpose, sponsor, instructions.

        (3)  Questions – includes scales, demographics, comments.

        (4)  Thank you.

    b.  Select the type of questions to use:

        (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.  

            (a)  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.

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

        (2)  Table 2 provides examples, as well as the advantages and limitations, for each type of question.

Table 2

Types of questions
	Open Ended Questions
	Closed Questions

	Example:

Essay questions
	Examples:

· True-False

· Multiple Choice

· Ranking

· Rating Scale

	Advantages

· Provides for information in respondent’s own words.

· Allows respondents “other” categories to answer.

· Provides opportunity to probe the respondent.

	Advantages

· Easy for respondent to complete.

· Answers easy to interpret, summarize, and automate.

· Provides specific required information.

	Limitations

· Difficult to interpret or summarize.

· Respondents may be unable to clearly express themselves.

· Answers take up too much space.
	Limitations

· Answers are not in respondent’s own words.

· Does not provide respondent with “other” options.

· 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:

            (a)  Is the question relevant to the problem and important to the study?

            (b)  Do the questions and responses have the same meaning to the evaluator and the respondent alike?

            (c)  Does the question deal with a single concept?

            (d)  Does the question provide for discrimination within the target population?

            (e)  Does the question avoid all types of bias?

            (f)  Does the question ask for the needed information clearly?

            (g)  Do the question responses exhaust all the meaningful answers that can be anticipated?

            (h)  Is the question within the experience range and level of understanding of the target population?

            (i)  Does the question have unemotional words?

            (j)  Is the question well defined?

            (k)  Does the question have words that are specific or concrete?

            (l)  Is the question a valid measure of the problem under study?

            (m)  Is the question grammatically correct?

            (n)  Is the question worded in positive terms wherever possible?

            (o)  Is the question nonthreatening?

            (p)  Is the question in sequence that appears logical to the respondent?

            (q)  Is the question consistent with previous and subsequent question?

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

            (s)  Does the question produce a minimum of responses with no substance, such as “I don’t know” or “No answer.”

            (t)  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 is a good rule of thumb.

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

            (k)  Do not overcrowd the pages of the questionnaire.

            (l)  Arrange the questionnaire so that the answers are marked close to the question being addressed.

            (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 checkmarks for responses.

            (n)  Group items 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 a self-addressed return envelope is included.

            (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 is 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 levels of the organization.

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

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

    b.  Have other evaluators critically review the question structure, clarity, grammar, etc., of the instrument.

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

    d.  Amend questionnaire to eliminate any difficulties and ambiguities found.

    e.  Field test the instrument for reliability and validity.

    f.  Revise the instrument as required.

4.  Administering a questionnaire or interview.

    a.  If the questionnaire is to be administered by mailing to participants, use the guidelines in table 3.

Table 3

Questionnaires mailed to participants
	1.
	Secure authorization for administration of the questionnaire.

	
	a.
	Local – If administration is to be conducted within TRADOC command lines, local authorization will be sufficient.

	
	b.
	Outside command lines – Surveys that cross major command lines (e.g. TRADOC vs. FORSCOM) are authorized through the Deputy Chief of Staff for Personnel Integration (PERSCOM).  A survey control number (SCN) is issued and must appear on the cover of the questionnaire. (Reference AR 611-3 and AR 600-46).

	2.
	
	Prepare a cover memorandum and address labels.  Memorandum 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.

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

	
	
	(2)  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 participants 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).  The graduate sampling chart in JA 350-70-4.4d, Table 1 shows how to determine the number of questionnaires needed based on this consideration.  

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

	6.
	Package questionnaire, self-addressed return envelope, and cover memorandum 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.  Use guidelines in table 4 if the questionnaire is administered in person.

Table 4

Questionnaires administered in person
	1.
	Determine sample size needed.  (See table 3, item #4.)

	2.
	Prepare an introduction to be given to those who will complete the questionnaire.  Include same information as in memorandum discussed in table 3 (item #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.  Interviewers serve as a medium of communication.  Interviewers should always be appropriately dressed, courteous, friendly, and on time (if an appointment has been made).  Whenever possible, conduct interviews in a quiet and professional surrounding that is free from interruptions.  Tables 5 and 6 contain basic guidelines to use when conducting an interview.

Table 5

Interview “Do” checklist
	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.


Table 6

Interview “Don’t” checklist
	DON’T—

	1.
	Do not get involved in long explanations of the study.

	2.
	Do not try to explain sampling n detail.

	3.
	Do not try to justify or defend what you are doing.

	4.
	Do not interpret the meaning of a question.

	5.
	Do not add or subtract from a question.

	6.
	Do not change the sequence of questions.

	7.
	Do not rush the respondent.

	8.
	Do not react to answers.

	9.
	Do not do anything that suggests to the respondent that the answer is right or wrong.

	10.
	Do not record a “don’t know” answer too quickly.  Some people say “I don’t know” when taking time to think.

	11.
	Do not let another unit member sit in on the interview, or interject answers for the respondent.

	12.
	Do not tell the respondent in advance what questions will be asked, and never let the respondent see the interview guide.

	13.
	Do not interpret the reply.
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