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, f INTRODUCTION

Purpose of the Pamphlet

The .use of questioqpaires in business, industry, government, and
education has increased steadily in recent years, They are used in
many different areas of government operation, including job analyses,
mail investigation of candidates' qualifications, research on the
effectiveness of testing instruments, and attitudinal and informational
surveys,

oL N

Many people who associate the use of the questionnaire method
with certain well-known fields such as public opinion polling, attitudinal -
research, radio-television studies, and census operations do not realize
how much broader is the actual application of the questjonnaire method.

There are many types of questionnaires. For example, application
for any position normally requires the candidate to complete a form
describing his education, training, and experience., This form is one
type of questionnaire. A supervisor who is sent a form which asks him
to report on or to evaluate a former employee's job efficiency receives
a different kind of questionndire, a qualifications inquiry. Again, an
employee may be asked to indicate on a checklist the duties of his job
which he considers the most or the least important. This checklist is
also a questionnaire, =

- In the psychological literature many books, articles,-and pamphlets
deal either directly or indirectly with the development of ques.ionnaires
as one kind of testing instrument. The available material is often geared
to a specific class of users--public opinion surveyors, educators, and
statisticians, for example. The procedures and problems described in
such material are often fairly specific to one type of survey and are
meant for a read%ng audience with knowledge of testing,

Since the use of questionpaires in government is actually as well
as potentially broad, and because all quéstionnaires gre designed on the
; basis of certain common principles, a pamphlet of instructions on the
"construction of questionnaires in general may provide a 51mp1e, concrete
guide to the development of new questionnaires and the improvement of
those already in use.

Many government people who are interested in obtaining information
by the questionnaire method are not”specialists in measurement procedures,
. but are nevertheless interested in collecting the necessary data.in”’
accordance with the most effective procedures. We hope that these people
will-find this pamphlet helpful in their planning for, and design of,
questionnaire forms, Administrators and reviewers may find it useful

e
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in evaluating proposcd questionnaires or those alveadv in usc, and
experienced spucialists mayv find it convenient to have the basic steps
in questionnaive construction outlined in a simple fashion in one
pamphlet, -

The emphasis in the pamphlet is on the basic qualities which
gquestionpaires must have in order to serve best the purpose for which
they are designed. A description of the preliminary planning necessary
Lo questionnaire construction, as well as the construction of the form
itsclf, is provided, Various types of questionnaire items and the
advantages and disadvantages of each are discussed and illustrated, as
are instruct%ons'in effective item-writing techniques. ' ‘

Some readers may, perhaps, wonder why we have placed so much stress
on the many pitfalls that await the unwary constructors of quesg}onnaires“
In vxplanation, we offer the comment of Bruce Barton, a leading figure
in the advertising business for many years and a two-term member of the
House of Representatives. Mr, Barton once remarked that ''Most people
will frankly admit that they can't divect a dance orthestra--that they
wouldn't know how to uperate for appendicitis--but almosi everyone seems
to feel that he (or she) can work up an effective questionnairc."

Because Mr. Bavton's statement is, unfqrtunately, all too true, we

have tried to increase the questionnaire constructor's awareness and
understanding of the problems and:hazards inherent in questionnaire
design and consiruciion, :
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“and used.

o CHAPTER 1

«

Characteristics of a Good Questionnairve

A questionnaire is a testing .instrument in written form whose
purpose is to obtain information about the subject matter with which

-the questionnaire is concerned. We must apply to the development of

questionnaires ‘the s, principles which apply to the development of
tests in general. Years of research in the proper construction and use
of testing instruments have shown that there are great differonces in
the effectiveness of "podd" and "bad" instrudénts. Te be "pood" a
testing instrument, such as a questionnaire, must be probcrly designed

-

A. Validity

First, it must accomplish the purpose for which it is designed,

A questionnaire designed to assist in the selection of people for a
job, for example, must demonstrate its validitv by separating those
who are 'likely to succeed from those who are unlikely to succeed in a
given situation. The better the instrument, the finer the separations
or discriminatiops it makes,. ’

A questionnaire developed for a survey of attitudes toward -public
issues is considered valid if there is statistical proof that the re-...
spondents expressed attitudes representing their true opinions at that
particular time and that the particular sample of“respondents was
representative of the total population. Once this proof is established,
conclusions can be drawn about the actitides of the larger populatlon
represented by the sample.

B.._Reliaeility

Second, a good testlng instrument must measure candldates abilities
in a -consistent, manner. A questionnaire's re11ab111Lv is measured in
terms of the accuracy or consistency of agreement of both respondent
and rater. Respondent re11ab111ty is achieved if respondents reply
in the same fashion when a questionnaire is submltted to them a second
time, or if they respond in much the same way to an alternate form of
quectionnaire which is equ1va1ent to the first one,

Rater reliability is achieved if two independent raters score the
questionnaire in the same way, or if one rater scores it in much the
same way at different times, On carefully: ‘circumscribed questions =
with limits put 'on possible responses, we would expect high rater )

. reliability. On the other haid, items that permit free answers do

not lend themselves either to high rater re11ab111ty or to high
respondent reliability,
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The reliabilicy of many kinds of povernment questionnaires cannot

be measured statistically. One example is a questionnaire sent toO _people

on a register to determine their availability for a particular job. The

first time a pevson fills out the form, he may indicate his ava11ab111ty

but not be selected for the position; the next time he is asked, he may

say that he is not available, 1In this illustration, inconsistency of

thé responses given at different times does not reflect unreliability

of ithe question or of the instrument--it merely shows that the person's

status or attitude has changed, The questionnaire is, therefore,

furnishing valid information which is reliable in the sense that it

is accurate,

v

C., Administration.and Scoring

Third, the practicality of administration and scoring-must be con-
sidered in the design of any good questionnaire, Whether the form is
admlnlstered to a group, whether it is filled out by an interviewer,
or whether it is sent through the mail, it must be easy to use. The

case with which a form is used depends on a number of factors, e.g.,
physical appearance of the form itself, the arrangement or order of the
questions, clarlty of directions, and the form or type (free-answer,
multiple-choicz, etc. ) of the questicns, Confu51ng and complicated
directions or a Jumbled appearance will tend to discourgage ‘-espondent
cooperation. However, when the form appears to be simple to complete,
a r95pondent is more likely, to respond carefully and, consequently,
more accurately, Lt is alsm true that in using a form which is con-
fusing to follow, an interviewer may have difficulty establlshlng or
maintaining good rapport w1Lh the interviewee,

The length of .a questionnaire merits some consideration. On the
whole, we should not ask a respondent to spend too much of his time in
completing a questionnaire. However, fairly extensive questionnaires,
if they are carefully constructed and laid out, receive very satisfactory
returns, K , '

The type of paper used for q&gstionnaires varies widely. Some are
printed on expensive paper; others'are mimeographed or otherwise
inexpensively reproduced on cheap ﬁaper. The type of paper and method
of reproduction depend upon the purpose of the questidnnaire, the size
of the group to which it will be admlnlstered financial resources -
available for the study, etec, :

\
\
AR

Ease of scoring or rating respcnsgs is 1mporLant. The form of the
question used affects this characterlsb1c of questionnaires to a large
extent. Different item types will be Q1scussed tater in detail. It

. is sufficient here to say that the questionnaire itself will be more

manageable if possible answers can be arnanged in accordance with a

™~
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coding system decided upon in advance. If such a system is emploved,’
classification and collaction of data can be a relatively simple operation.
Furthermore, a careful and complete definition of the use to which the
data will be put and the method of analysis to'be emploved will greatly

simplify scoring or rating responses, -

D, Face Validity

’ Fourth, we must determine whether, in a particular survev situation,
a questionnaire constructor should be concerned with face valid#ty. 1In
the govérnment, examining instruments should usually not only be valid
but shoulc also seem practical and reasonable to the competitors in
view of the job duties and responsibilities. )

For most effective results, a respondent must be motivated to reply
with care- and to the best of his knowledge, An instrument which appears
to him to contain questions related to the particular goal istun incen-
tive to do his best,

There ave, however, situations in which the goal is such that the
questionnaire constructor may wish to avoid face validity, For example,

"a questionnaire of a direct type developed to find out employees' atti-

»
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tudes toward their supervisors may evoke unreliable answers, The employee,
uncertain that his replies will be kept confidential, may feel that his ’
position will be jeopardized if he mws.es critical comments, Fhrthermore,
as many studies have shown, people do not d%ually rate others low on a

scale., The ‘employee may, therefore, tend to rate his supervisor as being

at least average in eqph area (lenient tendency). He may also, regard-
less of whether he reports favorably or unfavorably, give a rating on

-each area that reflects his overall opinion of the supervisor (halo

effect). 1If a respondent is forced to make rather difficult choices,
or if he cannot guess what the intended "right' -answers-are, he may
feel considerable resentment, Questionnaires of this type, howeyer, R
are developed through specialized psychological technigues and do* not
fall within the scope of this pamphlet,

. *

.~ Because of the variety of questionnaire purposes, each of these \
four qualities of testing instruments cannot be applied in the same
way to all questionnaires. Constructors should, however, plan for and
carry through an evaluation plan for the questionnaires they develop,
The matter of evaluation, as well as of data pracessing, and adminis-
tration of questionnaiges, will be- fully discussed in a subsequent -
pamphlet addressed to these aspects of questionnaires,
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CHAPTER 2

Plans and Objectives of a Questionnaire.

-

Among authors of textbooks on test construction there is universal
"agreement on the need for careful planning preliminary, to the actual
writing of test items and design of. the test form, Without minimizing-
the difficulty of writing items and the impbrtance of care in their
preparation and compilation, some specialists in test construction
believe that the decisions made before constriuction are likely "to be
more important ‘and crucial than those made late:.. ‘

- In the course of planning, the constructor's judgments may be ‘
- subject to revision as ‘he gains further information alout the problem,
Revisions in judgments may also be necessary because the planning stages
are not qnecessarily mutually exclusive nor chronologically separate.

In making any survey, the first task is to define exactly its
purpose or purposes. In order to develop a clear definition of purpose,
the-survey conductor. should: s ‘ a\\

\
’

1. describe'in as much detail as possible t . overall problem
to be investigated; . _ . 5

< I

I11. decide whether a questionnaire is the prope¥ tool to use in
/ investigating the problem; .

. 1II, define what information will be needed’
1V. .decide toc whom the questionnaire will be givén;
V., décide upon the method of administratidn of the questionhaife;

VI. decide on the form the questionnaire will take and how the
data will be analyzed; -

VII. consider the purpose of the survey in terms of the above
factors; and 4 . o
PR .

VIII. plan for continuing documentation of the process and eventual

a

‘followup.,, .
. Describe the overall problem to be investigated
. A ~ >

_7 Regardless of the type of problem to be investigeted, it is always
_ necessary to (1) define the problem or state the general objective clearly;

(2) obtain agreement among the persons involved-in-<the study concerning

Q ’ : C i . R i - C L
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a definition of the problem or objective; and (3) be sure that the
people involved in the administration of the survey understand the
problem thoroughly. :

An example gf a statement of ‘the general objective of a study
might’ read as follows:

ey
o

4 ¢
To develop an instrument or technique by which the job performance
of trainees nired from a general aptitude examination mav be
evaluated. The instrument will be used in validity studies of
this examination. X
] It may be possible at the beginning of a survey to state the
objective very specifically, but usually it can be described only in
broad terms. However, as succeeding planning stages are considered,
it is necessary that the objectiv% be clearly and definitely stated.

Decide whether A\Questionnaire is_the proper tool to use in investigating.

the problem

H

Before deciding to lse a questionnaire, a survey conductor should

‘make pertaih that the information he wants can be obtained most easily
~and efficiently by a questionnaire, :

Questionnaires are used Successfully td gain information that is
difficult or impractical to obtain through obse-vation-or from records,
but ‘that can be gained by interrogation, For example, employees for a
particular job are selected on the basis of a testing instrument. 1In.
ordér to determiné the effectivenéSS»of the instrument for selection,
its validity is measured by comparing scores on the test with success
on the job fora sample of employees. Successful job performance could
be measured by systematic observation of employees' work and a check
of its accuEacy‘over-a period of time. (Often, however, this.would be
impractical, expensive, and time-consuming. A mdre usual  method of _ .
obfaining méhsures of job efficiency is to ask supervisors to rate
their subordinates on a form that contains items covering the_qualities
and behavior that contribute to success on the job. The supervisors'
ratings are the criterion with which original test scores are correlated
in order to measure test validity, The validity of the test is high if
employees who received high test scores are rated as more proficient on

the job than are those who received low test scores,

€

¥

Questionnaires are also useful toels when large numbers of respondents
are required for a survey or study, f only a few people dre needed to
gain the desired information, a questionnaire would not be suitable be-
cause of the time and cést of designing it. - '

A questionpaire Would also be inappropriate in the following'
example. An instructor wants to evaluate a reading improvement course.

’ 12
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e could ask the participants by questionnai: 1t that
their reading speod and comprehension had i e
simpler, however, to measure, by machines av... e purpose,

the participants reading rate before and after the course, Comparison

of the test results at the beginning of the coursc and upon its completion
would show objectively the extent of improvemgnt in reading speed and
comprehension.,

o

Define what information will be needed s

\

\

Unce the problem to be investigated has bgen described, and it has
been determined that a questionnaive is the most effective tool to use,
the next stage involves defining the information needed,

Many questionnaives include certain items of information that .
identify the respondent and the questionnaire--for example, the
respondent's name, identification number, age, present position,
agency, and the date and place of administration of the questionnairec,
Other questionnaives ask for no identification or for partial identi-
fication, When confidential or derogatory information may be nceded,
and if it is not germane to the study that the source of the information
be identified, the respondents should be told that they need not sign
their name, '

Every questionnairve constructor should be fully awave oi his
responsibility to the respondents to ensure that his participaticn
does not work to his detriment, For example, in an employce attitude
survey, to ask for such fine breakdowns of organizational units,
biographical data, and other areas that the supervisor could readily
identify the wesponses of a particular individual would not be fair
to the respondent rvegardless of whether or not his opinions agreecd
with those of his supervisor, D

In defining the areas of information to be covered, the constructor
should first find out whether or not there ave any previous surveys
that wauld prove helpful, 1f such a survey is available, an evaluation
should be made of its adequacy, perhaps by cunsulting the people who
made the survey or checking their reports to see whether all the
required data were collected, For example, in a survey of employee
satisfaction, the constructor would pirepare a basic list of infor-
mation categorvies--adequacy of supervision, physical conditions.
adequacy of training, etc,--and then compave his list with the road
areas outlined in previous surveys of the same kind, 1If comparable
data ave available, the constvuctor should use, insofar a+ practicable,
identical questions, definitions, and quantitative units of measurement
in ovder that the results of his survey may be compared with the
related surveys more meaningfully, In addition, caveful vecavds of
cach step in the study should be documented for future reference and
| s.-ul)sluqur-.nt followups, 1 3
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A questionnaire constructor shceuld not hesitate to consult other
persons al any stage in the planning. 1f he does not have sufficieant

knowledge to define the broad areas of the problem hi- 17, ~ald
survey relevant literature and consult people in a posici - ..o the
knowledge, 1In the previously mentioned survey of emplove ‘udes,

he would conduct personal interviews with emplovees on the | AN -

with their supervisors, He would also read reports of, and investigate,
similar surveys made in industry and government,

In any survey which attempts to measure opinions, preferences, or
attitudes, the development of a questionnaire raises many technical
problems and a constructor probably should consult a skilled resecarch.
psychologist during the entire planning process. In many surveys mdade
in the government, a team has the responsibility for the development
and administration of the questionnaire; at least one member of the
team should be an expert in the particular field in which the survey
is being wade,

When the broad categories of needed information have lLeen deter-
wined, they chould be arranged in whatever order seems most logical
and appropriate. A questionnaire may have to be shortened and some
categories c¢liminated. The constructor should make certain, however,
that he does not confuse conciscness with brevity by eliminating
important categories whose exclusion will seriously impair the
questionnaire's effectiveness,

Becide to whom the questionnairve will be given

Deciding to what group the questionnairve will be given necessitates
some knowledge of the characteristics and size of the group as well as
of sampling procedurcs.,

The purpose of the survey generally determines the composition of
the group to be surveyed. This determination can be made after investipa-
tion of the total possible number and kind of people who conld participate
in the survey., In manv cases it is not practical to use the total possible
group, To illuscrate, a survey of morale in a small field office could
include the entire staff of the office, whereas the same type of survey
conducted in a large central office probal.ly would require selecting a
sample of employees, '

Basically, a sample is selected so that it is representative of
the total "population.'" The total population consists of all the people
why possess the chavacteristics pertinent to a particular study. The
sample must be vepresentative in order thut the conclusions drawn and
the predictions made on the basis of the sample results will apply not
only to the sample group but also to the larger population which it
represents,

LA
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A representative sample duplicates the characteristics of the total
population that ave likely to influence the results of the survey. The
characteristics necessary for representativeness vary from one survey
to another, depending on what is being surveyed. Whether members of a

sample group live in the country or in - ity might be important in
a survey of public opinion and the s n14 have to contain members
from the city and the country in t - rtion that they are found
in the total population under consi 1 the survey. Whether
employees live in the city or the count. wever, would probably

not be an essential charvacteristic in a survey of attitudes toward
cigarette advertising.

Determination of the characteristics of the questionnaire population
will help provide information necessary for actual item construction,
As will be scen later, the form and wording of questionnaire items are
extremely important, the length of the questivnnaire may affect its
usefulness, and proper motivation of respondents 1s necessary for a
good survey. Knowing what kind of people are to respond to a ques-
tionnaire is essential to the development of it.

- The techniques of proper sampling are complicated, and it is
essential for anvone who is not skilled in sampling techniques and
procedures to obtain technical assistance.

Onee the sampling technique has been decided, a list of the steps
to be followed should be prepared for the guidance of those who will

participato,

Decide upon the method of administration of the questionnaire
i

One method of administration involves direct contact with the
ruSphndan in a personal interview, Personal interviewing with a
questionnaive form is a widely used technique in public opinion polling,
vadio and IV surveys, and qualifications investigations. The interviewer
may use g standardized questionnaire form, d?kln& the respondent cach
question on the form and recording his answers, He may, instead, conduct
a "focused" interview. Such an interview consists of a sevies of open-
end or f;\v-anHWtr questions centering about the questionnairve topic.
These unslluns are Lhnughl out in advance by the interviewer and he
records the rvespondent's answers as neavly verbatim as possible. The
form of the focused intevview is fairly unstructured--that is, the
intervicwer is given considerable leeway in his dealings with the
respondent,  An example of an open-end question is, 'What do you think
about the city's zoning laws?'" Depending upon the respondent's reply,
the dnterviewdr may go on to other questions related to the questionnaire
topic or he may ask further questions about the zonlng laws in order
to obtain wore complete information about the respondent's opinions.

A second possible method of obtaining completed questionnairves is
to mail the form to vespondents,

)
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Finally, questionnaires may be administered directly to a gcoup,
either assembled in one place or in their usual places of work,

A decision as to the best method of administration of a questionnaire
can be made only after a review of the advantages and disadvantages of
each method.* The following evaluations of the methods are based on the
methods themselves, assuming optimum wirding of the items and opt imum
administrative conditions.

Advau, s of the personal s .

1, It yields a high proportion of usable, complcted questionnaires
that cover the required sample population,

2, It pcermits the interviewer to clear up any misunderstanding or
misinterpretations of the interviewee by repeating or vephracing
questions,

3. It enables the interviewer to secure spontaneous rather than
studied responses to the questions he asks,

o

4, It may provide confidential or derogatorv information whic
respondent would n:: -therwise furn’sh, fuestion- on sub ;
about which the .- -dent is lik:! - sensitive may ¢
sandwiched between stions to « h «will probably no
have an-emotional ction, Some o7 L too, hesitate to
give in writing cc n kinds of inior ion which they wi
give orally, '

Disadvantages of the pers - interview ‘

1, The less structure there is in the form used by.the interviewer,
the more difficu't it is to analyze the responses statistically.
The variety of reusponses given to free-answer questions does
not always lend itself to coding methods which facilitate
“analysis.,

2, The reliability of a cuc-tionnaire com -ted during a person |
interview is 1i'. -  be lower than t reliability of a ¢
fiiled out } i+ ~-spondent himself, “e interviewer, in
#plaining - - adapting his lar aage to the particut
Iaterviewee . v . iously or urconsc.ously affect the latter's
responses; a reir cew by another person might yield different
replies.

3. Personal intervicws 1re very expensive. They are time-consuming,
and transportation costs are high, Thev rahuiro a staff of
trained interviewer. as well as an organization capable of
properly selecting. training, and supervising the interviewers,

16
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4, Personal interviews take morc of the respondent's time than

other methods.

I1f the respondent does not have sufficient time

for the interview and a return visit on the part of the inter-
viewers is necessary, the general cost of the interview is

increased.

Advantages of mail questionnaires:

1. They permit a broader gecgraphical » ca and a larger number of
respondents to be covered at l ~pense than is possible with
personal interviews, This low . cost will not necessarily apply

if personal followups are made.

2, The expense and time necessary to insure a staff of trained

interviewers are eliminated.

Much of the work involved in

mailing inquiries can > done by a clerical staff,

3. The questions are sta-

4, The respondent can cc
take as much time as

Disadvantages of mail questionr

1. Many mail inquiries are - :-

of bias in the results .

who “-turn the forus . ac

sawm] . group.

2, Man: mail inquiries a
incomplete or becaus:
standable,

3. The lingth and appear
its efiectiveness, A
.long tends tec discoura

4, Respondents may not p i

information,

5. Many questions which m-ch:
from mail questionnaires,

6. A questionnaire may be .
to whom it is addressed-

Despite the disadvantages of mai:
out that the response rate to nar.
depends upon a combination of fa.
and quality of the questionnair
letter, etc.

fo: 111 resp

Sents.

t form at =is convenience and

oo fill gz out.

1. urned. This raises the problem
irvey because the respondents
representative of the total

.ble, either because they are
sponses are not legible or under-

# mail questionnaire car ° 7iuence
tich looks too complicate © too
2tion and return. *

¢ nfidential or derogatory

a-~-agonize respondents must be omitted

by someon: other than the person
-zample, bv a secretary.

.onnaires cited, we should point
nem is good. 1t undoubtedly
-the group surveyed, the relevance
ersuasiveness of the covering
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Advantages of questionnaires administered either to a group assembled in
one place, or to persons at their individual workplaces:

1. When fespondents sve assembled 'in one place, the physical
conditions are controlled and standardized for all.

2. One or two persons can supervise the administration of the
quistionnaire to large groups, and only a small stdaff of
trained people is needed.

3. Respondents may cooperate more fully if they are part of a
group and know that administration of the questionnaire is an
approved procedure for which time has been allotted.

4. All questionnaires are returned and are likely'to be completely
filled out because respondents can ask questions of administrators.
— N

5. Questionnaites which are filled out by the regpondents at .their
normal . places of work can be completed at their convenience.
"With certain types of respondents, e.g., those who cannot
always conveniently leave their work or those who “work on
- predetermined time schedules, this method is véry advantagecus.
. P \
Disadvantages of above questionnaires: : T N
- A . '
l. Some questions may require the reépondent to refer to rezords
for his answers.. Such questiéns would not be feasible for
group administration, but would bé satisfactory for adminis-
tration in normal wgrkﬁlapes. : ‘ ooE ‘ #
2. In group administration, it ‘sometimes happens that not all of
g the members of the group can be assembled at one time, When
" such a’situation exists, it may be practicable to schedule
mote than one group meeting,.or give.the questionnaire to
A respohdent§ at their normal workplaces.
After consideration of the advantages and disarrantages of the
above-mentioned methods of administration, a survey conductor should
select the particular method or combination of methods which will best
serve his purpose, He may decide that peréonal interviews will provide
information on the basis of which he can outline the general areas of
information needed, but that the final questionnaire will be administered

'to a group. On the other hand, if respondents must refer to certain

recovds, he may decide to have the forms filled out by the respondents
at their individual workplaces., . ‘

In the investigation of candidates' qualifications,. whach is part
of the overall examining program of the government, the examiner must _
decide whether to check candidates' qualifications by personal interviews
or by mail vouchers (employment reference .forms). He makes his decision

L8



on the basis of such factors as the grai: of the job, the importance of
variation in pervsonaliby to successful —-crformance on the job, and the
number of applicants tqQl be investigated. :

Decide on the form the questionnaire will take and how the data will be

analyzed . , . , .

Regardless of what kind of survey is carried out, the survey
conductor should decide in ad ance the method of analysis to be employed.

4 survev conductor must extract the data from each questionnaire
and collate them for all questionnaires, Then he can analyze the:
matesig 1l systemat _allvy,

. He must consider what data he vants to get in quantified form, and
whetb-r the data will be hand- or w.chine-tatulated. His decisions about
how 2-d on wh..t basis the accumulated inform:tion will be analyzed
influ .nce the content and item types to be included on the form as well
as £h- methods to be us-d in scorine or rating replies.

The following illustration shows why planning for aqalysis is
necessary in order that the survey results mav be meaningful and useful.
An ag 'ncy is interested in finding out how well.informed its employees
are asout their retirement benefit - < that the agency may.determine
whether or not a retirement-informat.on program -is necessary., The
surveyv conductor designs a questionn ire form which asks specific,
facturl questions about retirement, +d submits it either to all employees
or to a.sample of employees in the a---necy. The survey conductor in this
situation had d. *ided in advance on what basis the data would be analyzed
and this insurec the inclusion of it.-ms covering all the necessary factc-s.’

Analysis of item responses showed how much correct informati n
employees really had and pointed up inaccuracies in their information,
The data wére briken down so that the survey conductor knew whether
knowledge was related to such factors as grade level of employees,
types of positions ‘held, length of service with the government, family
status of employces, exposure toﬂinformation on retirement benefits a-.d
regulations, and respondents' Opinionsgabout their own knowledge of
"retirement benefits,

Once the an.. vses vere made, the agency knew whether an inf rmation
program was necCvssiry, whether it was needed for all employees «r for
special groups « -mplovees, and what specific areas of retirement infor-
mation should b =phasized.

O
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Consider the purpose of the survev in terms of the above factors

The general purpose of the study stated at the beginning of the
progect should now be reexamined in the 1i “t of the infor ition so far
d€termined: what information will be gained by the study, who will
provide the information, by what method it will be obtalncd and how
it will be analyzed after it is tabulated,

This comy Tete stat. nent of purpose is a summation of the planning

~i T w0 questicroo.oce consiruction,  Certain changes in the original
gen. -1l purpose may have to be made at this point if preliminary investi-
gation has raised new protlems, The statemcnt or outline of purpose can
serve as a guide to planning and to administration of the survey so that
the results will'be cowplete and meaningf ¢.

\ statement of a -en.ral purpose or ~roblem is illustrated as follows:
General Purpose of the bt ject

To develop ar ins-rument or techniqu: hy which the job performance
oI trainees hired from 1 general aptitud: wxamination may be evaluated,

- Some of the trainees will be employed ir the main office of the firing

ti= others will work in branch offices t roughout the country.. [he
instrument will be used in validity stud: s of this examination.
o

Informaticn Concerning Subsequent P .nning Stages

Is a questionnaire the proper tool to us:?

Since the gencral actitude examination 'ill be used to fill an T

es'imated 120 different ‘obs in approximatel 50 offices throughout the
country, validity studies will require a criterion rating form app11cablc
to a large number of diff:rent positions. -

A graphic rating sc:_e on which a supervisor compares an employee
with others in the group seems inappropriate for this purpose, since
there will be dif: ‘rences in cmployee groups in different jobs in
different offices 1t s.ems advisable to have supervisors rate employees
on specific bchavior so that ratings will be comparable from job to job,

’ v

What izmformation is needed?

Sipervisors' ratings of zmployees on items describing behavior in
severa_ broad asprcts of job —~erformance. These are items which were
develored on the basis of ea: ier interviews with supervisors who felt
that t:.: items distinguished —ectween good and poor employees.

7 . . . -
o whom will the questionnai:r be given?
To supervisors of cmplos es 1o po-. 0 - 1lled from the gene-al
aptitude ey mination, ,
oy ' : -
& _ ‘ -
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How will it be administered?

By mail, since it will not be.p. 1! “La T sunervisors
personally,

will it be analyzed?

Superyisors' ratings of job performa: e will be comp:med with

" employees' general aptitude test scores.

A

for continuing documentation of the process and even-ual followup

.

lag]

Accounts of what is done should be maintained with documentation
ir rder that there is written evidence of all procedures. plans, and
att ons. A questionnezire conductor should ensure that careful records, .
ar: naintained of each step in the process. In the first place, it will
eni. le him-to know, at any given- stage, what has been done up to date and
ti+ rationale for it, Secondly, it will be oy value to othar persons
w'  plan questionnaires along similar lines. Documentation points up
ti. approaches <hat prove- successﬁul as well as thoée that are abandoned.

‘A third conside;ation is this: 4if the suryey conductor, for one
re son or anothar, has any plans to followup on the group surveyed .at a
lov~r date, he must have access to all facets of the current study ‘in
orider to plan realistically and 1nte11*gent1y for tha followup, "
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CHAPTER 3
Defining Questionnaire Content

The first step in the construction process is to describe in detail
the specific questionnaire content., The list or outiine of specific
content is a detailed breakdown of thé general areas of information
decided upon for the study, .

The constructor btireaks down each general area of information into
the necessary specific areas. The numbef\of specific areas of information
within a general area is dependent on the ‘breadth of objectives of &
particular survey, S ‘

At this stage the constructor should work closely with specialists
in.the particular field with which he is concerned. They will help to
subdivide the. general areas into small, distinctly separate units,

It is imperative for:the consttuctor to keep a careful written list
of the content details. Later, when the items are written, he can indicate

“on the detailed content list the individual items on the form that provide
information for each part of the list.. This procedure will insure coverage
of each area of .required information with one or more questionnaire items,

The following illustrations show how two different kinds of general
information areas are subdivided into specific areas. First we will show
how the general area of “identification”aiqformatiOn_can be broken down.

identification Information : w
Identification-bf_ReSpondent Identification of Questionnaire R
1. Identification Number 1. Title (usually supplied) i
2. Name 2. Sponsoring organization {(ditto)

3. Address 3. Place of administration
b, 'SeX <, Date compi-t: .
5. Age (birthdate) 2. 1Interviewer name or number)
6. Agencv or installation
7. Branch, Section, Unit, Company
8. Position (grade, salary, length
of service)
S.: Other: List

22
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. Following is an outl1ne of .the brezkddwn of one of the factors
(Nature and Zxtent of Supervisory Control) that is used in determining
standards for a series of positions.

1. Nature and Extent of Supervisory Control (for all emp loyees)

A,

1,

Supervisory Coutfol over Procedures and Methods

1.

2

L.

. 3.

N

are of Assignments

Extent of detailed information given in assignments with
regard to R

a., .objectives

b, procedures

¢, methods

d. kind and variety"of assignment

Grade level determining factors of position
Frequency of assignment

a. reguﬁar
b. cyclical
c. seasonal
d. one-~time assignment

‘

-
e

Extent of responsibility for planning procedures and methods

a. Who plans?

b. Who reviews plans?

¢. Who approves plans?

d. Relation to kind and var1ety of assignment

Extent of responsibility for carrying out assignmeht§

. Who carries them out?
. Who reviews the work?
Who approves the work?
Relat1on to kind and variety of assignment

SR

-

oo

Lrequency of superv1sory control over procedures and methods

regular

periodic

upon completion of work

:. related to kind and variety of assignment

oW

.

23



I1, Nature and Extent of Supervisory Control (for superviu.rs only)
) A, All of the above information needed about supervisors' control
over the work of others '

B. Exuvent of Supervisory Control as Related to

1. number -of subordinates

2. grade lévels of subordinates

3. specific characteristics of assignment (technical,
inter-agency, intra-agency, research, etc.)

4. _kind and variety of assignment

.
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CHAPTER 4

Sélecting App%dpriate Item Types

Decide what type of items to use in the questionnair~

Items can be either subjective or objective, dépending on the
method of scoring or raLlng. Subjective items, i.e. \ open-end or free-

answer items, are ‘those in.which the subject responds to the item in his -

own words, The nature of the responses to. thLSe items requires a “sub-
jective evaluation of the response by a rater., Often, however, he has
rating standards to use as a guide in maKing his judgments,

Objective items do not involve subjective judgment in their
scoring, although the respondent may use subjective jndgment in answer-.
ing the question. Objective items are rated ‘on the basis of.a scoring
system which does not permit raters to differ in their Lvaluatlon of

o

- We cannot say that any one type of -item is the ”best" type.; We can
describe the characteristics, advantages,‘and dlsadvantages of each. _ "
The type or types that will be most useful for a partlcular (questionnaire
is determined after comparing the scoring methods, methods of administra-:

-tion,” and approprfateness of different types for the subject matter of °

the questionnaire.

Characteristics and examples- of various item types

A, Free-answer, open-end items

The basic characteristic of an open-end item.is' that it provides the
respondent freedom of response. The -amount- of freedom ‘ries from one
question to arother, depending on the limits inherent in the.item.

Example 1: Have you any additional comments to make about the

on- the job tralnlng you received?

)

Example 2: Is there anything else you would like to say’ about

your Job° ‘ = o .

s
The first example gives the respondent freedom to. make” any comments
he likes about the training he received, prov1ded he’ llmlts his discuss-
ion to on-the-job training. The second example’ls a wmde open questlon B

in which the respondent ha%s complete freedom to dlsts= anythlng related
to his Job

.
: = ;/ -
A . 2 s - ~,
- e . BN
o : ) . .
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In the exp loratory phases of a survey it is-often of,value to dc;” T -
vise open-end questions in order to get leads- for the.developmont of the = "///
general and specific areas of information necded~ To illustrate,” in - -

planning.-a '"job satisfaction" survey, 1t»1s necessalv to know -the hasic
conditions”or factcrs that influence’ employee satisfaction gn the job,

‘By ask1ng a sample of emploVues in a particular office or in p“rt1culdf
pOS1tlons to answer” some gencral questions designed to bring out their

reasons [or” 1ob satisfaction or-disse LJsfacL1on, the constructor-can
i\..,-.s-formulate the general factors in the work situation that make for qucn

satisfaction 0r,d1ssat1sfact1on. Later on the ba31s of the gonezal ’

.sfactors, specific bbjective ques tionndire items (an be. preparod _ o

/ . ’ . - ' - o
. .
- .

e

Open-end questions ca- servé as "safety-v valve" or ”Latth all .

“questions. They flequently are Included to give pﬂTLLLlpﬂntS the nppur
tunity to furnish additional information about quesL1onnalre subject
matter of to discuss an area not covered in the, structuled part “of "the

, questlonnalre form. When included in questlonndllcs which deal with
-attitudes and opinions rather than observations and facts, they may
THSupply information not cotherwise obtalnable and also\g1vo responcents the

Eeel1n5 that they have had a chance to wrlte “or say ever"thlng they wish,

- . . ~
- s

Open-~end- quest1ons may” be used successfully as followup items, ask-
ing for futher deta1ls examples suggestions, or reasons,

ks

.

i ) S
ExamplQ~35 1f~ybur answer to A, B, or C is "yes!, give details in
o ] B e ) itefn . . AR ‘ R . A . ’.2,

T Example i Why?. L : B L_ ‘,,’ s

i
) Example 51 Anyfhing else? 5 . ) ‘f ) ' ‘ ‘“/{f’

EXamplé'G: Give an example of....;..... - I :
Free -answer quest1ons that ask how many, liow long, to what extenL

etc. should be so phrased that respondents know the units,-time 1ntc1-“ .
vals/ or degrees in which their answers should be expressed The- §ue¢ e
t1on, "How often do you change jobs?' would be’ 1mproved if it erg,re- :
Worded to ask ''How often in,the last 10 years have. you changed Jobsgzu ) e
'/S1m1larly, ”How ‘much. of your time dao- vou spend typlng"” should” be re- P
// vised to ask, '"In an average da\ “what percentage of your’ t1me is spent . L
typing? " . o P e : o

T1 2 time required tc’answer open- end questlons is. much greatex, *han
the «time required- to answer objective-type ijtems, This may d1SCourage
.. some respondents, partlcularly recipients of mail questionnaires, from
completxng the forms-a%. carefully or completely as they. mlght They_ may~
“be unw1lllng ‘to. urlte long answers, or too ‘busy to take the tlme to do

et

e - . L . . o i
P . . . . ) : L

<

\
B e

\)J

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

22

so. Furthermore, they may not feel that they understand the question
or the issue thoroughly enough to comment on it without additional
guidelines.

When free-response items are used in personal interviewing, they
may increase the time required for the interview. if the respondent
gives long answers which the interviewer must record.

Because the content and language of each respondent's answer to the
same open-end question differ, it is difficult to compare the answers of
different respondents, The answers, too, in addition to taking '‘a sub-
stantial amount of time to score because of the amount of material to
be read, require subjective judgments on the part of the rater. He
must try to avoid bias in rating free-answer items; sometimes a rater's
personal characteristics, attitudes, and opinions may influence his
evaluation of a response even: though standards or gu1des for rating
the item are provided.

it has been found that there _is-much h1gher agreement on the

rating of free-answer duestions among trained. than among untrained
raters. This f1nd1ng is not surprising since a training course would
undoubtedly include discussion of the questions themselves and the
standards of rating for each individual item.’ However, even assum1ng
trained and impartial raters, rating is complicated by d1fferences in
the meaning of words to the various respondents as well as to the re-
spondents as compared with the rater. : .

With some free-response questions, it.is possible for the con-
structor to decide in advance that the replies will be arranged in
logical groupings. In an analysis of data by age, for exampie, ftne
constructor can prepare age boxes (21-25, 26-30, 31-35) etc. and ask
the respondent to put a checkmark in the appropriate box.

To summarize, free-ancwer, open-end quections have definite use-
fulness under certain conditions, However, in view of the potential
difi{sg}t1es involved in their use, it 'is well, in general, to consider
using oLher item types when they can appropriately provide  the necessary

" informat’ion,

B. Short-answer items

Short-answer items are a limited kind of frer . anewar item., They
are. statements or questions which require the to supply a

"brief answer in a space provided for that pu

The respondent is given more leeway in his answc chan i» forms
where alternative responses.arc listed. The item t.,ic and wording

27
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determine whether individual short-answer items assume the characteris-
tics of free-answer items or of objective items. The more freedom the
subject is given, the greater is the resemblance to open-end items and
the more difficult the objective scoring.

Example 7: (limifed) The lowest salary 1 will accept is $
a year, !
Example 8: (fairly unlimited) .List che comparable jobs to which

these employees could be transferred.

Short-answer items are used in questionnaires when the topic of the
item is such that the number of possible responses does not permit the
.item to be written in multiple-choice form but the constructor, never-
theless, wants “o put as much limitation on the item as possible.

Completion of short-answer items sometimes depends on the individ-

ual's recall of information or on his supplying information obtained
from records or other sources,

.Example é:

Fill in the columns below for each of your arrests for violating a

‘driving law (not parking) DURING THE PAST TEN YEARS. Be accurate and

complete, A check of police traffic records and court records is made
routinely for everysapplicant,

-

Arrested\for what? | What '| Where? Were Was permit| low much was
(speeding, driving | year? | .(city vou revoked or| - the court
while drunk, pass- . or con- suspended? fine cr the
ing a red light, t . town vic- sentence?
etc,) \ and ted? How much was
® - State) ‘ . the fine or
’ the collat-
eral without
’ going to
court?

P
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Fxample 10t The number of rveports of rating mailed by your
section last month was .

In this wise, the respondent may not remember the wumber of reports
mailed by his section during the past month, but he can {ind out and re-
port the proper number on the form, ' '

Fxamples 9 and 10 would not be satisfactory for inclusion on a
questivnnaire form to be administered in a group situation where records
or other sources of information are not available. Fxample 9 is taken.
from a tform which an applicant completes at home and submits when he
applies for a position. Example 10 could be used successtully either in
a personal interview or on a form [illed out by the respondent at his
desk, : ' :

. Dichotomous or two-response items

The dichotomous item form provides the respondent with only two

alternatives from which to select his answer. The alternatives consist

of scparate, mutually exclusive categories such as "Yes-No'", "Agree-
Disagree', and "Right-Wrong."

Example 1l1: Are you now employed by the Federal Government,?

Yes 1

No 2
Two-way questions are at the opposite.extreme from free-answer (ues-
tions, Open-end items give the respondent freedom of response, but di-
chotomeus items force him to cdecide between two choices, Forcing a de-
cision is satisfactory provided that the issuevinvolved is a clear-cut

dichotomy and the choices are realistic, oy

Many issues have only two sides, e.g., '""is or is not'' or "know or
xnow not." Such issues are particularly appropriate for dichotomous item
construction, .

Fxample 12: Are you currently cngaged in more than one paid

employment?

g . Yes: [:] No [:]’

Example 13: Check one: Male [ | Female () _ '

Dichotomous questions are commonly used in combination with other
item types.when the basic issue nestionably ‘tuc-choice, but further

29
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deta ' are required. ole, 1t rable » find
pers receive I trainis tion v th his
This be asked . . fce quest oo ther ¢ tails i
the - , quality, dotrain. o oo tain.  from w0 1.
choi aestions,
To-way quest: « carefull worc suo that the resp. t

has clear underst nd what information is wanted,

rrnample 14t 1T coo . ne cafeter. . inm building -very dar

e [ one [

1f a respondent chec "Yes', it could o that b brings lis

lunch from home everw d. nd eats it while .itting in the cafetevia, ov

that he buys as well as cacs his lunch there. 1t could mean that he
brings part of his lunch and buys the rest in the cafeteria. A '"No". an-
swer could indicate that he does nope of the possibililties mentioned,
but eats outside the building most or all of the time.

The wording and mcaning in this example are ambiguous .all the way
through., The word "eat" is not defined clearly (is it buying or actually
consuming the food?) and the expression ''every day'' is so limited that
mahy people who "eat'" in the cafeteria almost every day would hesitate
to answer affirmatively., 1t would be difficult for the respondent to
know how to answer because he would not know precisely what information
was needed. The rater would not know what the responses really meant
since so many interpretations of the iten are possible.

\ In two-way questions, both alternatives are not necessarily stated.
I1fywe ask the question, "Ave you going to the library today', the im-
1£ed negative "or not?" seems.so obvious, and the possibility of mis-

interpretation so slight, that, it need not be included. Studies have

Shan, however, that no mattcr how clear such questlons appear, it is

pOSSlblC that the assumption may be challenged. 1In case of any doubt,

it lis always safer to state the question completely.

| Many public opinion surveyors find that dichotomous questions are

advhntageous because they are easy to answer and to score, and can be

designed to fit many situatiors. They feel, too, that such questions

-comg .closest to duplicating the types of dec151ons which most people are

acclistomed to making. This does not mean that the final choice of re-
spomse to a two-sided opinion or attitude question itc simple. Before se-
1ecL1ng his answer a respondent may have made several decisions of which
he lS unaware,

t

' One of the limitations of even carefully written dichotomous

i ; .30
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opinion or attitude ¢ iesti
a genecral or overall »pini.

_tion of reasons for t.e opiu L

fications the respond -nt may il

As an example, one might
or not liking a job. A respc
dislike certain aspects of it
supervisor., He may like his
would not make a change unles
the other hand, he may be hap
special offer were made him,

it the respondent were a
his answer would not yield th-
vey conductor might find it us
question such as this one, and
components of liking or not 1li
put in multiple-choice form in
about specific factors such a:
conditions, and salary. The ru=::
response to -the original "like"
data for analysis of the elemc::.

Issues concerned with attict._o
vet respondents are frequently .o
questions, Such issues frequer
only two choices are given,

Example 15: Have layoffs ¢ -

The extra response may be
"meither", or '"nmo opinion," I o
interviewer records the unsolic

26

¢ final resp nse ind::c only
It does not give any  dica-

intensityv of it, or -t quali-

it,

:le queéstion relating to . wing

enerall- like his job, but still

ike his duties but not s

king conditions so well hat he

rdinary opportunity arc . On

ut willing to change 1 o

ou or do you not like your jobhu"

_ information. However, the sur-
_sclude a dichotomous gencralized
iude questions to investigate the
b, The latter questions could be
z0 obtain the respondent's opinion

~vision, training, job duties, work

's to these items, together with the
£ like" item would provide valuable
make for job satisfaction.

'nd opinion are not always clear-cut,
to express the in dichotomous<type
«wduce a third response, even though

led faivly? Yes | No ' |
2s", "don't knbw”, Yboth'',

wuestion is presented orally, the
tli_rd response. On a written form,

however, some provision must be made for the extra response; otherwise,

the question may be omitted.

“here would be no way of knowing the:reason

for the omission and the ques: on would not yield any information.

The writihg of dichotomous ‘ie.
att _tude and cpinion items) is a tech-
The public opinion tee

cpinion (like the writing of ar-
nical job.

i ns to investigate attitude and

_zure is filled with examples of how

changes of a word or two wn a ¢:hotmous item significantly change the

response to that item: Unless
ist insthe investigation of at:
to get technical assistance,

que:.ticnnaire constructor is a special-
ide and opinion, it would be advisable

31
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D.

Nultiplé—choice items

Multiple-choic.: itens are composed of an introductory part, call
the item premise, and a ist of three or more alternative responses
which a respo-dent :ele.:s at least one answer. His freedom of choix

greater than in a t o-c. 'ice quustion, but is more limited than in o
response item, ‘ ’

Mﬁltiple-choice items, have the following advantages:
J

1.~They are easy foJ the respondent to complete,

The ru§ngﬂggﬁf/AOes not have to express in his own words the
formation desired, as he does in an open-end question. Alth.
he has more material to read, he does not have to write or g
orally an answer which may be lengthy. '

Recording the response is easy because the respondent merely
has to make some sort of mark, i.e., place a checkmark next
to a Tresponse or in an answer box, circle the proper - answer,
or blacken a space on an answer Sheet,

They are easy to score or rate.

" Scoring or rating is also a simple process; items.can be scored

by hand or by scoring machines. The responses can.be lettered
or numbered and arranged so that the coding and extraction of
data are routine clerical operations, Multiple-choice re-
sponses, like those of other objective item types, can be pre-
coded. In checking the response, the subject is-.actually
coding or classifying his answer.

They can elicit varieties as well as degrees of iﬁ%ormation,
epinion, and fact. ;. '
A two-way question provides only responses which represent a
ch-ice between two extremes. 1In some cases, e.g., the male-
fewale dichotomy, the number of responses is obviously limited.
Or the other hand, open-end questions can. produce such wide
vz-ieties or so many gradations of opinion or factual informa--
ticn that categorization or classification is difficult or
unwieldy, For example, place of birth (city) permits a practi-
cally limitless number of categories. Mnltiple-choice items
are}not suitable in either of the above illustrations; they are
appropriate when the minimum number of responses is three, and
the maximum number is finite, i

>
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a, T Tievv ¢ response

wis 6, (twe-.oisice  larit s
Mar- :} Sin gl—E: —
(multiple— tarit stoss:
choice? a. proed T
b. iveroad
C. ‘epar.ited

d. idcwad
e, sSing..

b, M asurzuwent of degree

Exampl. 17: (two-choice) What is your opinion of the
emplcoyee's overall compe-
tence?

Satisfactory E:]

Unsatizfactory { |' .

(multiple- Check —he box that repre-

choice) sents —ou opinion oI the
“emp lorze's ~nverall compe-
tence.

Tl

" Ougstanding L

Good .
. i
Fair 1
Poor ‘
4, Multiple-chcice it-ms may be written in var >us forms that
allow the writer Tlexibilit 'n item construction,
- The item ccstructor sele:. +he ~:rticular multiple-chcize
e form whizh —s mos: suita: ‘or £ .h item toric. A single
e questionna:—-e mav contain sz 2ra. ~'Zferent zinds of owultipl=z-
b choice iters. o
a. Fu—.. --quiring only onz infwer
D N ] 1 Inc mplete premise and three c= nore alternat: ‘es
\\ﬁ, v

O
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oo oie 18: In hip . 1, I tuol a
a) col.ggr oreparatory course
b): Lit-r. irts co.vse
c) corow al arts -ourse
- dY Tme. al arts course
=)  cois ther th.. those licszed
a-

. vre premise (cir.- : question or statement and
or more alterna- ‘es)

Doowle 1o: hich o £ . following best repre-
sents ¥ ~.ucztiona. level as of the
end of ti.. school yezr?

o
Some bigh ..chool L
‘Completed :igh school L
Some college or specialized Z f
school a»ove high school
level ( uch as business
college or nursing)
Eachelor s degree or equi-, |
valent 4 )
: | e o
Som - -aduate WOrB/, -
“La “ree ‘/// ‘
.. = - legree or equivalent i
S : - . v above the master's |
avel
. ’,
Jo o't .agr=e or equivalent L

-~ reiuiTitz YT I1@) Ine ansver
—cemplst- pren 5e aiz three or more alternatives

ixample .J: [PiLzase ct=ck the appropriate space or
N spaces, -

~
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I have knowr = .andidats as
| ,LjEP unde o . fe stuTeid
o a gradu dent
~ —— .
oA i ) 1stant
7 - a c . iwssistant
I
oot ey vsnaiol )
apiete premise and thre: r more altern.tives
auple 2l: heck all of e following rosition
evaluat on ». ods whic v .. use to
determi - l: s of wor:..
l i Fedz=ral * sition cJle::ificati.~ :.un
| L Jab Ranl.ng
F~ctor C:=narison
| F .-t Mew »d (rating ¢ le -7
ictor cugree valuces
¢ (describey
e, Forms tc determine degr amc .nt, or intensz.y
In ques:ionnaires des::c - ° © ) mes” ire the opi~..ons. -
‘terests, mowledge =z 7 .__cies the respondents .t
is ofter imncoTta- TUoLs 2T inE ThE degfee, zmount, 'r -~-
tensity. « -_ mat: 5 _n -ach questior zre deg- =8
or Steps i & €I auun Tie —ange of the continuur is
from one =xtrem- arc.xer (most to least, like to .is-
like e - oc - . The steps are graduated, .ie
numbsr cf stess d:e 2ncitg oo tie degree of discrimin  Ion
desired. The item con¢:ructor makes the limits of tr
continutm as ide or as narrov as 1S necessary or apr-o-
priate for th: topic. ‘ '
3 B
~
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Example 22: How .. vou feel about ti. . posed city
sales taxv

[ 1 Stron..y approve

E:] Appro = |

[:3 Undec ied

E:j Disazo o

/7 L__j Strongly disapprove

As in the example'ab:wq. it is often nec:ssary to provide

a response such as ":ncz2ided™, “rave nc definite opinion',
"not sure", etc, In =27 questions, how.ver, providing

such a choice permits wes; ndents to ave 1 giving & def -
ite answer when such Cawey is vossit o,

Example 23: What do y:u ~.ink of your .mmediate

superviso=?

a. Lokg I~ very muc:.

b5, Like n .oy wall,
2, Dislike o Zim @ mev—.:zt.
1. Dislik=z * "= -ory zucl..

s

=, Don't kr .,

Since everyaone knows whe' =2r ¢ ~ nz likes nis suzer-

visor, a noncommittel & . = suc. 3 't hnow' oo
tnot be includad among ti.- l:zerna ve.

:

Ranking items are usecd to determ:-: relative szanc.ngs. Ths re-
spondent is asked to arrange a list of scccements, wird: phrases, or
‘people in the order of his p—eference. *: ranks suc.. a _ist on the H.:-ys
of a given standard, For example, emplc :es may be ask:Z to rank ench of
severzl work duties on the basis of ~he -.lative amour .. time spen: in
their performance, ‘he star: z-d 1 Lo case i: the relative ameuint o
time an employee spends per!- -m.-g each of T-ase Suies,

B

fl

Although most ra~xi . =2 i-~olv- ubjectit uv. ot oo the par.
of the respondent, th - iectove nech is te arnzlyze 0 T, ob-
tained,

A constructor must be awar- of a serious lizitat. n of rank:? -z
items. ‘He cannot assume that the - “-<vals between th ranks are .g 1.
On an item in which the respondent: rz-k job duties ac: =ding to the

736
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amount of ti- spent on them, ‘a job duty given the rank of "1", the most
time-consumi - duty, may not necessarily take very much more time than
the duty to “ich a rank of '"2' is assigned. The duty ranked in third
place, howew v, may take much more time than the duty to which the re-
spondent assigns fourth position. By statistically combining the rank-
ings of all respondents to a particulayx item, a survey conductor can get
average (mean) ranks: for each factor and measures of spreéd,in the rank-

_ing of each :actor among respondents. He can not conclude, however,. that
the duty which received an average rank of '"3" took twice as much time
to perform as . duty wl th an average rank of "6". He can conclude that

, certain duties took more or less time than others.
, ,

Exarple 24: Listed below are various.job duties. Please rank
these duties according to the percéﬁfaée of time you
spend on them in an average week. “Write a (1) in the.
right-hand column opposite ‘the duty on: which you spend
the gredtest percentage of your time, a (2) opposite
the duty on which you spend the next largest percent-
age of your time, etc. If you spend a substantial
"amount of time on a duty which is not listed, indi-
cate: both the duty and its rank order under otHer
(specify)". - ‘

Job Duty Rank Order of Job Duty.
. - by Amount of Time Spent
Assigning jobs o
Obtaining equipment and
materials

Reviewing emplovees' work
Training employees
Keeping records
. ‘ Scheduling work
Devising improvements
Attending meetings
. Other (specify)

Descriptive items involve the rating of people or variables without

comparison in ranking items) to other persons or variables in the
same grou’ ' + {tems can be use to gain information about one or
more pers:: riables with respect to certain opinions, attitudes,

interests, «. . The item categories or steps on the continuum represent -
a systematization of judgments, assessments, or ratings from which the
‘respondent selects his answer.

The degrees or steps in the continuum may be defined in brief, ab-
stract terms, or in more detailed descriptive terms, In either case, the-

.
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constructor should be certain that the alternatives are.separate and
clear, and that they cover the range of the partlcular interest or atti-

-tude completely.

The variety of descriptive item forms is limitless. When construct-

_ing an item, the constructor can adapt an existing form or he can devise

a form suitable for the material with which he is working., The forms
differ in format and wording, but all requlre merely a checkmark, number,
or symbol to complete ‘the items.

Example. 25: Does your supervisor give you clear, detailed, and
complete directions about your.duties?

always

most of the time
sometimes

never

T

Example 26: Does your supervisor give vou adequate instructions
’ about your duties? ’

His instructions are always clear and complete. .
His instructions are usually clear and complete,
but I occasionally have to ask him about one

or two details. . -

His instructions are often unclear and incom-
plete, and I frequent.y have to check details
with him.,’ ,

His 'instructions are rarely clear and complete,

'|

Example 27: For each task, circle
(L) 1if you like to-do it
(I) if you are indifferent, and don't care whether
youn do it or not 7
(D) iflyou dislike Oolng 1t

1. Réplace fluorescent bulbs, LIpD
2. 1Install an air-conditioner L I D .

5. In multiple-choice items, the constructcr does not have to
depend on the respondent's recall of al; possible alternatives
before selecting a final response, as is necessary in free-

¢ answer items, because practically all of the possible answers
are provided., :Even though the number of posslble alternatives
in an ditem may be great, it is still preferable to write _the
‘item in an objective multiple-choice form than. it is to sift
through much written material. Prellmlnary research usually

38
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bringé out almost all of the expected responses, and the small
proportion that are not provided for can be written in an "Other
(specify)" category.

Example 28: (free answer) List all technical ménudis which you
i refer to in the course of your regu-
lar duties.

Example 29: (multiple-choice)

Check all technical manuals which
, you refer to in the course of your
regular duties:

™ 201
TM 203
TM 204
T™ 208
™™ 219
Other (Specify)

[T

When-completing the. free-answer question, an employee might forget
to list one or two of the manuals, particularly if he doés not use
them frequently. 1In the multiple-choice qQuestion, the. constructor
has included all the manuals which, by investigation, he is reason-
ably sure that employees in the particular job normally use in

their work. A respondent is unlikely to omit any 51nce the list
serves as a reminder to him.
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"CHAPTE 5

Classifying Questionnaire Data-

Decide how : code and ex -. data o

Zarlier in this pamphl 5e iiz.ed practicality of scoring as one
of the esseritial characteris cf a good questicnnaire. Planning for g
scorirg and extraction of de-z is part oft the process of constructing a
questionnaire, although it - =aot a separate or exclusive step in the
process, ‘It is a continuin. -onsideration during the stages of deC1d1ng -
.on the types of items to be acluced, their arrangement, and the layout”
of the questionnaire.

4]

How the data will be a° -yzed should be decided early in the question- -
naire construction since th’ will zffect the types of items used,_tgﬁir -
scoring, and possibly their a-rangemant in the Guestionnaire. e

. In order to extract <at: from completed questlonnalres in, an Qrderxy
- and accurate way, a codinz (scoring or rating). system is deV1sed to: cover
edch item on the questi-m=zire fcrm. A system for coding the responses
consists of assigning rumtars or symbols (letters,,abbrealatlons,_etc )

to each possible answer. The coces classify the responses’so that the
information received from rascondents can be/eas1ly extracted and tabu-
lated preparatory to ane .vsis. The respondent may select” his answers in
accordance with the prescribed code.specified in the 'directions given
him, or the interviewer.mav code: ‘the respondent's answers.. In' cases
"where a predetermlned code has not been developed the coding is done

by tralned-coders afte,,Ehe questlonnalres have been'completed.

P . .
/_‘

) The type of. codlng systam used ‘in questionnaires is, in general
’ dependent on whether the data are to be tabulated by machine or by hand. )
~ MachZne tabulatlon requires: numerical or alphabetical codes. ~For hand ,,f'
o tabulation, any coding symtols mav be used. i
e /
nxc0pt1ons to usua> coding procedures are the methods used for
rating application forms and .qualifications questionnaires (vouchers)
i as part of the Federal examining process. These rating methods are
o “described in appropria.e government publications,’ : .
. Coding of different :types of items presents different problems which
should be kept in mind waile individual items are being designed. ' 2
- v
The development of a coding system for items is a compllcated process’
"requlrrng the preparation of groupings and subgroupings~of’ posS1ble/{esp0nses"
to whlch group. and subgroup codes_can-be- as51gned These groupings are N—
"made on the basis of ‘the results of pretestlng the items. //S C et

-
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_ Open-end-items, which are scored subjectively by a rater, are
difficult to code. The rater reads each response and assigns what he
thinks is the appropriate code to it, . -

Since the rater must, in wmany cases, use personal judgment in the
assignment of codes, the religbility of the coded ratings from one rater
to another, or even for the same rater on a later rerating, may not be
statistically high enough to be acceptable, .

v : » !

There are, of course, times when g questionnaire author feels that,
for his purpo#®, free-answer items would be the most suitable form to use,
in spite of the difficulty of rating them. However, he should be sure
that the information neeued cannot be obtained from a different item
type that could be handled more easily,

Many objective-type questionnaires contain one or two free-aﬁéifr
items. The rest of the vuestionnairfes can be coded routinely, and the
open-end responses can be rated carefully in accordance with a pre-
arranged coding system, '

The coding of objective-type items is - simple and routine matter.
Two-choice and multiple-choite questions can be set up so that the coding

"i§/actually‘done by the respondent at the sz~< time that he checks his

response,
Example 30: Are you a citizen of the United States of America?

Yes 1
No
x °

v

+(Gircle the number to the right of the answer vou select..)

The numbers "1" and '"2" are code numbers and the "x'" is also a code
which the questionnaire reviewers use to indicate that no data are obtained;
that is, when the question is omitted or both alternatives are circled.

In an item such as Example 30, the proper number (which is the same
as the code symbol) is marked either on the questionnaire form or on an
answer sheet by the respondent. The extraction of coded data can be done
directly from the answer sheet or questionnaire form,

There are two main advantages in using a code system which involves
the numbering or lettering of item responses (precoding). First, later
coding ‘'of reponses is avoideua, resulting in economy of time and money,
Second, the possibility of error in mafking=the codes by a second person
is eliminated. :

i

e
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Examples like the one above no{mally‘appear on questionnaires
completed by the respondents themselves. Similarly, in recording
_subjects' responses on an interview form, an interviewer marks codes.

.Example 3.: Respondent's age: [:] 20-29
| 1 30-39
[} «o0-49 .
[:] 50 or above

. In the above illustration, it would not be necessary for cthe inter-
viewer to write down the respondent's exact age; he would merely check
the appropriate box. Thus the question is answered and coded in the
same operation,

One possible difficulty may occur in precoded items if a large
‘percentage of responses to an item are found in a "catchall' or "Other
(specify)" category.

Example 32: Responsibility for this work 4s assigned to which of
‘ the following organizational levels?

[:] bureau
[] division
‘[:] unit

[:] other (specify)

If many responses fall into the last category, a reexamination of
the alternatives must be made, and the categories made more realistic.,
Such a difficulty is less likely to arise if questionnaire items are
pretested, ' ‘ ’

;/ Short-ansver items cannot be precoded because the respondent writes
/" his response, or the interviewer writes the respondent's own words, How-

ever, the quest!~nnaire constructor can, in advance, design a coding
system for short .nswer questions to which he feels only a limited ‘number
of alternative answers can be given. Codes would be marked after the
form was completed by the respondents. For example, a short-answer item
might ask the subject to fill in his annual salary. Later coding of

. answers would be routine because codes could be assigned to different
salaries on the basis of predetermined categories ($3000-$3999; $4000-
$4999; $5000-$5999, etc.), ‘ '

42
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-CHAPTER 6

Writing the Questionnaire ltems

Item writing is essentially a creative task. It is therefore diffi-
cult to provide a writer with a list of directions that will enable him
to produce good items every time.

Scme of the general pr1nc1p1es which apply .to the writing and improve-
ment of the questionnaire items are discussed in this pamphlet, Success
will depend on how carefully the writer appljes these pr1nc1p1es in his
writing, N ;

Before attempting actual item writing, the constructor must familiarize
himself completely with tha purpose of the questionnaire and its specific
content. He must know how the form is to be administered and be familiar
with the characteristics<of the respondent group. Knowledge of the types
of items available for use, as well as their advantages and disadvantages,
and the possible methods of classifying the information are also essential.

When a writer develops a questionnaire‘with the help of subject-matter
specialists, he and the specialists should work out the first draft of the

.items together so that errors in content and in form and wording are

prevented.

1f possible, the constructor should devise more than one item dealing
with a specific subject-matter topic even though only a single item covering
that topic will be included in the final questionnaire form. Each proposed
item should be arranged or worded differently, although each should be as
well constructed as possible., Some of the items will prove ‘useful and
others will be eliminated on the basis of reviewers' comments.and prelim-
inary and final tryout. In many studies, two forms are designed for
later comparison, Construction of more. than the minimum number of items
in the beginning will facilitate compilation of the two forms.

lhe constructor must maintain a careful record of each item, This
record” will facilitate the sorting of items by content to insure adequate
subject-m: ;. : coverage, and aid in the compilation of the questionnaire
items, 1" -eviews of the items should be attached to the original item.

Each ipem should be neatly written or typed on a separate card or
sheet of paper which should also-include the following information:

1) the specific area of information which the item is designed
to cover

2) the sources, if any, (bocks, pamphlets, interviews, records,
etc.) from which the item or basis for the item i$.taken

43



39

3) the writer's name or initials

An individual questionnaire item must meelt the same requirements
that any other testing instrument must meet in order to be most effective,

A good questionnaire item:
A) is limited to a single topic;
B) is apprupriate to the subject group and administrative method;

C) can be scored or rated in accordance with a predetermined
system; :

D)  is written in precise, understandable, unbiased language;
F) is arranged in a logical position witl.in the questionnaire; and
F) vyiclds valid and rcliable information. ’ . .

Alfhpugh an item cannot be satisfactory unless it meets all these
conditions, the conditions arc interdependent, An item will probably not
be valid and reliable unless the other conditions are fulfilled., For ex-
ample, one which contains language that ,is too technical for the subject
group is not likely to yield either valid or reliable information.
Similarly, an item which is inappropriate for the particular administrative
method cannot be valid for the purpose for which it was designed. The
characteristics of a good questionnaire. item are described in further
detail as follows: ‘ '

A, The subiect matter of the item must be limited,

The subject matter of each jtem should cover only one specific topic
with the topics taken from the areas of information previously decided
upon as-essential to the study,

’ : : \ ‘

When more than one idea or topic is presented in an item, the respon--
dent has difficulty providing an answer or selecting a response, Such an
item is called "double-barrcled." Analysis of responses will be meaning-
less because there will be no way of knowing to which idea the subjects
really responded, :

Example 33: Ave you able to discuss work problems with your
‘ supervisor in private and in confidence?

The example is double-barreled because it is actually asking two
questions--can you discuss work problems with your supervisor in private,
and can you discuss them with him in confidence,

.
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That the topic must be relevant to, and valid for, the purpose of
' the survey appears to be an obvious point. However, it is mentioned
here as a reminder to a writer to check the subject matter of each item
he prepares against the list of specific information needed. It is poor
practice to ask for unnecessary information. ‘ :

B. The item must be appropriate to the subject group and administrative
conditions.

[

A constructor must familiarize himself in advance with the character-
istics. of the group to whom a questionnaire form will be submitted in order
to insure that the content and language of the items are adapted to the
particular group. He must be certain that the group members are likely
"to provide, on the basis of ‘their experience, knowledge, or observation,
the desired information. In order to investigate the relative effectiveness

~of different aspects of a recruitment program, for example, job applicants
ave asked from what source they learned about the particular examination
for which they applied. The question should be worded so that. the .

.individual applicant will report only on how he learned about.the examina-
tion, not on how his friends learned about ic. " '

The language of the item must be appropriate for the respondent group
in order to gain reliable information. Since item wording will be discussed
in detail later in this section, only one of the considerations in item
wording, its appropriateness, will be discussed here. . -

The language of the item should be such that the best educated of a
group do not feel that the language is beneath them, yet it should be simple
enough for the least well educated to understand. When the sample group
is either of mixed educational 'background or of fairly low-level education,

v the words used should be comprehensible to “the least well educated of the
group.. When thée subjects have a high level of education, words of greater '
-difficulty may be used than would be suitable for either a mixed or low-
level educational group.  The more syllables in a word, the more difficult
it is, and the longer the sentence, the more difficult the material is to
comprehend. There is some evidence that material is more readily under-
stood when it is read than when it is heard. Therefore, for paper-and-
pencil forms, the language of the items may be more difficult than could
be used in personal interviewing.

Special care must be taken to avoid including technical or trade terms-
in an item unless it is certain that the respondents will clearly under-
stand them. VWhen it is necessary to use such terms, and if there are any
doubts about their being understood, they should be explained. An explana-
tion would thus insure each respondént's having the same orientation before
completing the item., The constructor might, however, determine by item
tryout how well the terms are understood.
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How does one decide whether an item is appropriate for the administra-

tive method which will be used in a study? The respondent must be able
to completé the item under the specific administrative method, unless the
item is one which may call for a "no opinion" or "don't know" response
under any kind of administration. An item on a form to be completed in

a group situation cannot ask for information for which the ,respondent
must refer to records, but such an item could be used on a form filied
out at the respondent's usual place of work or by personal interview.

We assume that the'appropriateness of item content for the particular
adminisgrative'method‘has been considered in the course of planning for
questionnaire construction, Nevertheless, it is advisable to keep this
in mind so that an unsuitable item will be eliminated early in the con-
struction process,

" . _
C. The item must be capable of being scored or rated in accordance with
a predetermined system, '

"To fulfill this condition, the format of the item; that is, the vpe
of item and the provisi~n for response, must be in accordance with ti.
scoriz: or rating svstc:. planned for the form,

A form to be g.3r-. objectively must be composed of individual i-em:

which can be scored ¢! ..ctively either by hand or by machine., In writ.
. the items, the const "uctor uses the scoring system as a guide to item

‘type and divections for response, The scoring of the whole form will be

easier if as many items as possible have the same format, although it is

not wise to’ force items into a partlcular type merely for'thls reason.
Methods of response which call for plaC1ng a’'check (V) or a cross (X)
next to the proper answer or in an answer box, crossing out -all answers
which do not apply, circling the proper response, writing in a symbol, or
filling in a space on an answer sheet are all su1table for objective
scoring,

Open-end and short-answer questions require only that sufficient room
for the responses be allowed on the form. Scoring of such items, however,.
can be facilitated if the questions”are worded carefully and limits set
on what is asked. 1If short-answer questions are written so that only one
or two words or numbers are needed to dnswer them, they can be scored with
comparat1ve ease, “ :

Another way to facilitate the scoring of Opeﬁiend questions is to
break one broad question into two precise and limited questions so that
the responses are 9a51er to class1fy Still another way to simplify the
scoring process is to prOV1de the respondent with fairly detailed directions
for completion of the.item with the expectation that he will thus limit
his answer to pertinent information. The rater will, of course, then
have less' extraneous material to read and discard. '
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P : :
D. Precisey understandable, -unbiased language is essential,

Specialists in the measurement of achievement, attitudes, and opinions
have done much researcl on the effects of wording in their efforts to

%

// develop precise measuring 1nstruments._ R -

Some years ago, a sample of researchers was asked to list what they
considered the chief defects of commercial research. The criticisms that
they mentioned most frequently and probably still hold true today are as
follows: .

Improperly worded questionnaires. 75%

Faulty interpretations 58%
“Inadequacy of sdmples 52%
Improp- - statistical metihods 447
Presen: :tica of results with 't
supp. "tirn: data . 41%
There . - definite principle- that must- govern the chiice of item
language. . 'me of them may appe.r simple, yet.the writer who is sure
that he knc .. them must remember that the 1mportdnt thing is to know

them and. fc 1low. them.

The principlés are not independent, One may be an ampl? rcation’ of
another; one may even appear to be a contradiction of anoth r, Not all
the principles apply in all situations, = It is the writer's responsibility
to guide himself in item construction by the principles which are most A
appropriate to the particular situation in which he is working. If he
is unsure of the wording of an item, he may write it with alternative
wordings and await the results of review and tryout before deciding

~which to use. ' ) ‘ K

O
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1. Use precise language.

!

Precis. language is lanpuage that is exact, that means exactly

what the writer intends it t. mean, Preciseness of language means,
too, that all superfluous wo is in dn item are eliminated, Extra
words which do not serve to scfine the particular problem may

detract the attention of the subject from the main preblem,
2. Use simple language whenever poSsible.- . S

Simple words are prefer rable, prov1ded they express the idea
clearly. Simple words, hownver, should be examined-carefully to be
sure they do not have more than one meaning and that they are
sufficiently precise. For example, a word like "office" can be
ambiguous, Given a question such as, "What is the total number

"of employees in your office?", it i$ not clear whether the writer
“means the office (room) in which the employee works or the office
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(organizational division--unit, section, etc.,) in which he is employed.
To illustrate further, '"government'" can mean Federal, State, or
local government. : '

.3. Keep the. use of technical lﬁnguagé to a minimum,

Even when a constructor :s familiar with. the charactvristics of

the .spondc~ greap. he should es wmine each technical word he uses.
Cer..in word 2sed within the Fed i1 government have special meanings.
As an illistrziion, there are tra :l vouchers which a-Federal employee
submits in ¢rdzr to be reimbursec for 2 “roved travel expenses.
Vouchers ar- aiso mail qualificat ons 1. -tionnaires. . Auditors in
the Fede al service perform indus rial coot audits and interral
audits., ‘'t.er employees perform :sk audits as part of a jot
classificz- w or personnel inspe zion program.

The . ~ds used should expres. the exact meanlng that is Lntended

and the sub ec.s must know that m-aning. It is preferable te
lengthen an itsm by an explanation of terms rather than simpl-s assume
that all resporndents are familiar with them.

The'item'constructor should be cautious about the use of abbrevi-
» ations; one which is well known to the writer may be unfamiliar to
some, respondents. However, i’ an abbreviation-.is explained in the
first item.in which it appears, it can be used in succeed1ng items
without explanatiocn.

4, Specify all -standards for judgment, qualifirations, or limits.

o A writer should include in the item or in the directions for its
- completion-all information necessary so that all respOndents will: N
answer it on the same basis.

Example 34: Which of the following statements regard1ng your
employment status is true? ‘

a. employed full-time (30 hours‘bf more a week) .
b. employed part-time (less than 30 hours a week)

c. unemployed

Without the explanation of what is considered full- or part-time
work, the respondents would be likely to have varying interpretations.
An employee workiug 35 hours a week might consider himself a part-

" time employee if the standards were not given.
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Example 35:

.Knowlegdge and experience in arious
agricultural axeas,

(Please place a check in the appro-

v
priate column at the right opposite g
each -agricultural area listed in 9. v
items a through_ f below in order to H g
indicate the scope of the apCL1cant s 2 T
experience in each of these zreas.) = v
g %
4 e ‘1)
., ey w
L Q
s
] iy
AR g
> r 9
9 o o4
.3 > o
g E 9 .
; o) t 2 ¢
Z A = a
a. Agronomy ....aeees

“b.- ‘Animal husbandry..

c., Torestry . ........

d. Horticulture .....

e.+ Range Science.....

f. Soil Sciénce......

‘

Example 36: Whenever you are giVen a new assignment, does your
" supervisor tell you in advance enough about it. so
. that you know just how he wants it done?

a,. usually
b. sometimes
c. "~ almost never .
o . e » .

The coastructor has included a- qualification in this question.
He wante to know whether an employee receives adequate instruction at
the time he is given new work, not whether he gets the 1nstruct1on
later.
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So-called "blanket-type" words can cuover a “ide range of -t erpre-
tations. What is the meaning of 'recentlv", '"i.. the near futu-— ", .
"occasionally", etc. to respondents? For cxample, a group was ,sked A
if they had recently attended a supervisor: training course. i two \\\
respondents, both of whom had attended suc. a course. within: th- past \\
three years, one would check '"yes" while :he other would check =o

because he did not consider his attendance at the course a ''rec .t )
experience. -

It is sensible to specify the terms in which an answer i- t
be given, provided it is possible to do - so. Instead of askin. how
ofton an employee performs a task 'QSk'h;mkhOW"many days in o
past month ov how many hours a week he spent on that work,

5. - Be cautious about extreme words.

Words like "al&ays "Jever" anyOne” and "nobody" may limit
the item content so that results are distorted. Their inclusion in
items should be generally ' restricted to situations where extreme
Judgoments are desired. o

Example 37: Does vour :-mediate - servie - - vou clear
: instruciion= ab ut your job zuti-z?

| | sometimes _ Ve

‘ I never

Extremes can be avoided in some items by using words like
"generally', '"usually'", "most", and '"practically all." A d
respondent may. think that a statement is generally accurate-yet
be aware of exceptions to it. Under these circumstances, he would
hesitate to express full agreement with the statement/but would
agree with a question wording that acknowledged these exceptions.

6. Avoid negative wording. " ;//
It is confusing and annoying té a respGndent to have to decide
what a "yes" or a '"'no" answer to a niii;ively worded item means.

k4

Example 38: Is he unable to Eoflow directions? Yes [:} No []
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. Checking "Yes" means, '"Yes, he is unable to follow directions."
Checking ''"No" means, "No, he.is not unable (able) to follow directions."
1t would be much easier for the respondent to answer either of the
positive rewordings of this question, shown in example 39.

Exanple 39: Is he able to follow directions?  Yes Ej ; Nb.[]

He ies-(able) to follow directions.

(unable)
7. Use proper grammar.
. .
Item writers should follow the same rules of grammar that all
writers should follow. In addition, the item writer, in the interest
y of clarity, should use the simplest possible sentence structure.
e : Slang and colloquial terms should be avoided.
8. SAULE ~dings which may bias response.
Leading questions have no place in a conséientiously prepared
questionnaire, . ' -
i . I
. Example 40: You like your job, don't you? Yes ) )

In . answering the above question, even the most naive respondent
would realize that, whether or not he could honestly agree to a 'yes"
answer, that was undoubtedly the one that was wanted. '

In attitude and opinion questionnaires, it is of particular con-
N cern that the question be worded so that both sides of an issue are
" presented fairly in the body of the item and in the alternatives. A
PR biased response can arisc not only from a distorted presentation of
‘ the issue, but also from the inclusion in the item of words which may
~ have an unfortunate emotional tone for respondents. Special care
"\ should therefore be taken to avoid.using stereotyped words and words
“that may make subjects feal threa.ened. An example of the latter is
)h\question on which a respondent is asked for an opinion on a proposed
change  as opposed to the maintenance of the status quo. Most people
" favor continuing a familiar situation rather than adopting a change,
although they may like the change in the situation once it is accom-
plished. ~ S

Items that request information which may involve a respondent's
self-esteem or desire for prestige must be carefully worded. Questions
_about matters such as the amount of supervisory responsibitity and ‘
relative importance of a position in an organization should be designed

(2 B
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/

so that respondents provide specifjc informztion (not opinion) about
‘the actual number of people they directly and indirectly supervise,
what supervisory control they have over others, and what grades and
positions their subordinates hold. Given this information by
supervisors, and specific information by subordinates about how

they are supervised, a survey conductor can determine the supervisory
duties of a position objectively. '

Some survey conductors feel that personal questions (e.g., age,
income) should not b2 asked, and it is essential that, at all times,
-the privacy of the respondent be protected. Frequenﬁly, the plans
for the study permit gross information. For example, it may be
sufficient to ask an individual whether be is undér or over age 30,
rather than his exact age. At other cimes, it is decided. that, if the
purposes of the survyy are adequately stated and the respondénts
realize that the information is needed, most persons will answer the
questions willingly. Y

9. In dichotomous and multiple-choice items, make alternatives.,
mutually exclusive and well-defined. :

This point cannot be overemphasized; overlapping and poorly
defineq,alternatives will confuse respondents and lessen the
reliability and falidity of items.

Example 41. which of the following is the most important to you
' in buying a new car?

a. appearance
/ b. color
' c. design
-~ d. durability
e, _price

. _ ~ _To some persons, appearance and color overlap. Design is con-,
fusing because it may be selected by some as a synonym for appearance
and by others as & reference-to the mechanical qualities of .the car.

10. In two-choice and ~nltiple-choice items, provide all necessary
alternatives. ' .

If the topic of the item permits "Nd‘0piﬁion", "Both", "Don't
. know', or ”Other-speciﬁyﬂ/?esponses, these alternatiwes.should be
added to the respensé list. 1If combinations of alternatives are

e |
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‘essential to cover al' possible responses, they should be included.
The constructor should remember that the number of alternatives in
multiple-choice items can be large. It is_his responsibility to

. set up-a comprehensive list in an organized manner to insure ease’
of response and scoring

B -

11. 'Make'all alternat1ves grammatically cbnsistent with the item y“”
premise, . /

Each response to dichotomous or multiple-choice items with an

-incomplete premise should form a complete grammatical sentence when
-agdded to the premise,

Example 42: 1 will dccept appointment

a. anywhere in the United States '
b, in the Washington,D, C. area only. ) '
c. .outside the United' States

s d. in the following locations only:

] : ) When the premise is a complete question or sentence, the response
should also be -consistent with the premise,

Example'43: Do you think.your'supervisor would object if you-
were offered a better job.and requested a transfer?

a. _-_He certainly would, . //(
‘ b He probably would. ‘ . e
' c. ___ He probably would not, : t// .
d.. ___ He certainlyﬂwould hot , e
. s
’ Response (a.) in this example means: "I rb1nk 'he certalnlv
would' object if I wanted to transfer to a better job," Response

(b ) is the samé except for tHe substitution of “probably for
cerLa1nly. '
* - : ,
: . Whenever pOSSlble, Lach response should have parallel form,'i.e.,
SN o be in the same mood, contain the same parts of’ speech, and be equally -
_ appropriate to the premise. In the followlng example which 1llustratesl
this point, the f1rst part contains some. dlternatives that do not

logically follow the’ premise; the second part shows how such a
question should be phrased,

\
Example 44: . . | because they are:

bulky. H“n_ .
easily broken :
. explosive

deteriorate rapldly

~ o~~~
e N e A

L . ! . -
b}

O
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- S . /49
- / R
s ’ )
\\ T © <
€9 hazardous .
2 C) highly inflammable . _ ‘ R
7 ( ) particularly heavy RV S s
) () must be aged. before’ usé ' T
) - -~ ) reasons other tha1 those shown ~hove (spec1fy’)
s /,/ ’ S . . . because they: . . /.'/ /,./
- // \ () are bulky _ A
e ;. - ) are particularly heavy : o -
s o ) are easily broken e ‘ '
o ( )+ are hazardous .
e () are explosive : P "/.;.'/ ' T
g ( ) aré highly inflammable - 7
. ) dpterlotatn rapidly ' s
g , ) must be aged before use /«"' »
T ) ~have characteris tics othet/ than the above -
) N . / (specify) _ . . ‘ o , //,_:’/,-_J:.J
‘ L o - . P yd
12, List alternatives if certain items in A,lo/g,ical* order, P /’- !
d - L / I /./
e : © Alternativeés are usually listed in ©rder with t:he .eXtreme rdn
: ch01ces at the ends of the 1lst: ‘and thé other LhOlCGS in between.,' _ ]
ol / - - / N
Examplve 45:  Always A,/ / //"'/ . ST '// ’
Frequent’lly e T - e
Sometimes PR : ’
Ra rel y . K //_.n‘ . . P e
Example 46: Strongly approve ’e
/ ApprOVe '
ya “Undécided . B
/// Disapprove’ > 1 . . /,_,/
o /7/ s Strongly disapprove ! o o
ST 4 ‘ < . : - ;
) 13. K/oid/ovexwelaboraticm. ‘ : o
/E/laboratnon of an item, contrary to its intended purpose of.
P pr001d1ng greater clarlty, may have t:he reverse cffect a‘nd produce
/ contradlctlons R 4 T : ,‘3”
i j Example 47: What school sub_]ect do you like- 1east--that is, ‘
s : o - , :
//,// ,- . ) sPend 11Lt1e time study1ng . /_// .
rd o Some pe "sons w111 5pend little time st_udy1ng a subJect they
7 7 7 dislike but otherq will spend more time on such a subject because
it may be more dlfflcult for them
¢ e . ) -

O
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. . i,

I, The questionnaive items should be arranged logically within the
questionnaire, '

kvery effort should be made to make it as casy as possible for the
respondent to answer the questions, and one way to do this is to arrange
the items in a logical and orderly fashion, Insofar as possible, items
relating to a particular topic should be grouped together. Sometimes,
SCVLLal _questions can be set up under one Arablc numeral with subletters.,

~7 F." A pood item should vield valid and reliable information.

If all other conditions of a good questionnairelitem have beeniful-
filled, an item will probably provide valid and reliable information.
Regardless of whether an item evaluation is made on the basis of statistical
methodology or.on some other basis, the item must fulfill the purpose for

- wh1ch it ‘was designed by providing accurate 1nf0Lmat10n relevant to the
? purpose of the study.

Just as it is not always possible to measure the validity and velia-
bility of whole questionnaive forms statistically, it is also not always
possible to evaluate statistically the validity and reliabilitv of individ-

ual questionnaire items,

Whether the items can be objectively evaluated or not is dependent
upon the purpose of the questionnaire, the types of items used, and the
content of the items. The constructor has to decide, after considera-
tion of these factors, wthher items can be evaluated statistically,
It is impossible to prOV1dL SchlflC rules on which he may base this
decision because each-questionnaire must be considered individually.
To illustrate, the validity of most items on a questionnaire used to
establish position standards cannot be determined statistically because _
. there"is no appropriate critervion with which to correlate the item datai ...
. Yet if such ipemsﬂqqrve the purpose of the questionnaire, that .is,
\ contribute . information for standards determinatior., they can be considered
. vatid for that purpose. However, the reliability of some of ti~ items on
_s=+- " such a questionnaire may be.measured statistically by comparing the
' axrecment among respondents with regard to their vesponses to the items,
In addition, if the items are subjectively scored or rated, a measure of
rater teliability or agrcement can be obtained., If there is high rater
reliab111ty, different raters will rate the same questions in much the
same way, or the same rater will rate the same questions con51stenLly-
upon: a later rerating.

There are some items on which the constructor, although he expects
accurate responses, will not expect agreement among respondents., For
example, incumbents in different grades of the same position, subject
to Var&ing degrees and frequency of supervision, will respond differently

85
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to the same items concerning the amount and nature of supervisory control,
Assuming that the information they provide is accurvate, it will be uscful
in defining differences among grade levels, and the items will be valid
and reliable,

! A
o
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CHAPTER 7

Item Review and Tryout

The revjew and tryout of items before compilation of the first draft

‘of the questionnaire form are necessary, although often neglected, steps

in questionnaire design. Regardless of how carefully the item writer
has appliﬂd the basic rules of item writing, he cannot be sure that the
items wiil eff@ct1vely evoke the dc51red 1nformaL1on until they are
reviewed .and tried out,

Review of questionnaire items

K

Before reviewing an item, a reviewer must become familiar with the
specific obiectives of a study, the subject population, and the methods
of administration and analysis of material, This khowledge is essential
because an item must be evaluated in térms of how well it meets the basic
and specific conditions necessary, '

To insure systematic and complete review, the reviewer should record

< all his comments and suggestions on a card or sheet of paper attached to

the one containing thp proposed item,

A reviewer evaluates an item from the point of view of subject-
matter coverage, basic measurement principles, and choice of language.
In his comments, he may question the use-of particular words; he may

feel that the standards given to respondents are not sufficiently spec1f1c.

Further, he-may feeli that putting the item in a different form would make
it more satisfactory. He may also find that a list of alternatives is
not complete or that an alternative 1S\1naccurately stated, The list of
possible criticisms is endless "
: \ : |

A reviewar should, if possible, make ‘concrete suggestions for the’
improvement of an item, When review is comp{eted, a complete written.
record of criticisms and suggestions is available to the writer for use
in revising the items, The writer may not agrée\with some of the comments

or want to acce, certain suggestions, Where there are differences of
opinion, pretryout cf items often provides 1nformat1on which may resolve
the differences., : : o~ :

. ~
Below is a checklist which may be used as a guide by reviewers. Not
all of the points in the checklist are applicable to all items. It is
advisable, however, to check each item against the entire. list before
deC1d1ng wh1ch do not apply.
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Item
a.
b,

Is t
viel

Checklist for Review of Items

content:

3

53

Is the content limited to one topic or idea (not double-barreled)?

Is the topfc or idea

relevent to the study?

he item 11ke1y to v1e1d the 1nformat1on the writerv 1ntends it to
d? (Is it 1likely to bo valid?)

Does the form of the item conform with the coding or raL1ng system

--wh1c

a.

h will be used?

Is proper provision made for response(s)?

Is the item dppropr1ate for the administrative method which will be

used?

Would the item elicit the desired infiormation
if written in a different form?

b.

c.

d.

" Two-

b.-
c.

d.

\

e,

0

Free-answer?

Short-answer?
Two-choice?
Multiple-choice?

choice items:

Are 'he alternatives clear-cut,

Wnich one?

Are the alternatives realistic?

Are both alternapives stated-clearly?

separate?

more easily or completely

1f one alternative is implied but not stated, is the fact that
there are actually two choices clearly evident?

Are the ‘alternatives mutually exclusive?

o8
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Is provision made for a possible third response? (As mentioned
earlicr, a third response is not always necessavy.)

1. No opinion
2, Don't know

3. Both

"4, Neither

5. No opppurtunity to ohserve

6., Other: Specify : D \

‘Are the alternatives clear-cut, separate?

Are the alternatives mutually exclusive? ‘

Are the alternatives accurate? o ‘ |

. Is the number of alternatives sufficient?

Are the numbers and alternatives listed in logical order?

is provision made for 'mo response"? (To repeat, provision
need not always be made. for ''no response',). '

1. None of ;hese

2. No opportunfty to observe .

3. -Né opinion

4, ".Other: Specify

Where necessary, have a frame of reference and a standard of judgment

been included?

A

b.

C.

\
A\
in the directions for the item?

in the pfemise of the item? \

in the a}tefnatives

Item wording:

a. Is the language clear ad precise?
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b, 1s it appropriate for the respondent?
'c. Is it grammatically correct? ' \
d. 1Is it worded in positive language?

e, Is it easy to read?

f. Is it easy to complete? :

First tryout of items

A first tryout of items, even before tentative compilation of the
quest1onna1re form, can be a very advantageous step in questionnaire -
construction. Many gross errors in form and wording show up at this
stage in spite of a careful review of the proposed items,

The quest1onnalre constructor does not normally aLLempt statistical
evaluation of his questions in a first item tryout, He is 1nterested
only in an informal trial of the items since he will have a formal, tryout
of the completed quesL10nna1re form later, _ . /
' : /

The constructor assembles the items that have been written ana -
.reviewed and prepares tentative directions for administering and, c0mp1et1ng
the questions. He asks a few people, similar to the sample populat1on
to be used in the study, to answer the items, making it ‘clear to them
that the .tryout is for research purposes and that the items may give
them- some difficulty. When réspondents similar to the sample subJectS
are unavallable, a constructor may ask his fellow workers to try out
the items. : )

The first tryout may be carried out by fhe writer personally. He
either asks the questions in'a personal.interview or ‘administers the
questions by the method which will be used in the whole study. Many
survey -conductors prefer tryout in a personal interview because they
feel that they can learn much from direct observation. R
‘ In a tryout, a constructor frequentl asks the respondent to comment
. either orally or in writing on the quectlonnalre items; he is asked, for

example, to indicate items which He Had difficulty in understandlng,
additional alternatives which he feels should bé included. He may also L
be asked to suggest change in word1ng. : B - :

The first tryout ‘enables the constructor to (1) find out whether
any of the subject matter he is investigating is inadequately covered by
the current nunber of items; (2) discover items in which so many responses-
‘were recorded in the ”Other--Spec1fy category that a revision of alterna-
tive responses must be made; (3) estimate the amount of time. needed to
complete the finished form; and (4) test his coding system--some items
may be as effective and easier to handle in-a different form.

60
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CHAPTER 8

Designing the Questionnai;e Form e

Compile tentative divections to rtsgondentb and ddmlnlxtrato1s

Directions for respondents which will appear at Lhe bgginnlng of the
form and which will provide general instructions for “the completion of the
miestionnaire cover such matters as the purpose of thz.survey, the sponsor-
‘nig agency or office, information intended to motivate respondents to
complete the form carefully, general directions concerning the method of
item response, and, when necessary, sample quesﬁions

-~

///

Every survey conductor strives to obta1n complete and fraﬂk answers
to every item on his questionnaire. It/1§ true that the appearance of the
form, its length, and its case of- reqponse are highly. meoLLanL Yet it
is in the directions to respondents that wany questionnaire ‘constructors
fail.  They may explain satisfactorily the purpose of the study and its,
importance to the conductor of it, but if they do not convince the Ltspond—
ent of the importance of his contrlbutlon they will fail. :

o

)

o : : \

First of all,’a respondent must be assured of the confidentiality of
the information he furnishes. Even in questionnaires which need not be .
signed, this assurance mist be given.

ium/”' ’ Second, the importance 'of frank, honest answers must be emphesized,
For example, suppose.a respondent is asked to evaluate. the job competence
"of employees. The constructor must, first .of all, point out that the value

of the findings will be in direct proportion to the accuracy of the informa-
tion obtained. Equally important is the need to make the respondent under-
stand that the employees themselves will also suffer from faulty ratings. -
We mentioned earlier the reluctance of most persons to rate others low on a
‘scale. Yet an employee promaoted on the basis of an unrealistic-rating may

_ fail miserably. JIf a constructor can convince respondents that they do
employees no favor by(rating them excellent when they are poor or merely
adequate, or by rating them jn any way other than the way they should be
rated, he will have done much to assure the accuracv of questlonnalre
results. -

Directions for specific items -and groups of like items are wriftén—u
.now.if this' was not done during the construction of.the questions. ,All
directions for item response should be:checked for adequacy at this point;
the constructor may revise the introductory directions-after reviewing’
those for individual .items. '

For group administration’ of a questlonnalre, special directions for
the admlnlstrators are required to insure controlled administrative. condi-
tions. These instructions cover the entire process; e.g. the distribution
of supplies and .forms, introductory remarks, directions for completing' the
form, directions for answering any questions asked by the group members,
and the collection of forms. All remarks.which the adm1n1strators Wlll make.’
to the group must be written out completely in, ‘the directions.
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1 . . .

Directions a{e also required for interviewers. When the survey
conductor is 1nt0re%ted 1n standardized or structured interviews, the
directions shoulﬁ be very specific and detailed. When the interviewer
is to be given flexibility in conducting the interview, the directions
should )rovlde general guidelines for him. Certain language and pro-

‘cedures may be suggested, buc the interviewer may use his discretion

in following them.

The directions for both response and administration are only tenta-
tive;. they may need to be revised after pretesting.’

[ B2

Design the first form of the guestionnaire N

The items which are acceptable after review and tryout and the tenta
tive directions to respondents make up the questionnaire form. The ques-
tionnaire assembled for the pretest is designed carefully, although it is
usual Iv duplicated:simply and ine .pensively. '

A, The appedrance of the form influences.response.

A respondent will generally be conscientious about'%ompl eting a form
which has a pleasing appearance. The constructor does not have to concern
himself quite so carefully with the appearance of a form to be completed
by an interviewer, as 1ong as it is clear and easy to follow.

Appcarance is’ aff cted b) the method of form reproductlon.’ Printed
and multilithed forms are nnquestionably better appearing than mimeographed

.or dittoed ones. @pwever, because of.budget limitations or because the

number of subjects does not Justva the employment of more expensive re-
production methods, questionnaires are .sometimes not reproduced by the most
desirable methods.

More important, appearance is affected by the’ layout of the items on
the form.  The general directions should be arranged so that they can be
easily read and, if necessary, referred to later. Individual items or
groups of like items should be set off from one ‘another :by lines or spaces.
Arrangement of items in elther columns Or rows adds’ to the neat appearance
of the form. : - '

B. Ease of response "is an 1mportant consideration in questlonnaLre

4 design.

/

A neat form is easier for the respondent to complete than one Wthh
looks cluttered and disorganized. The grouping of items for which there
is one set of directions simplifies the respondent's task. ' The numbering
of. 1tema consecutively without repetition of any number’ permits the

respondent to see at a glance in what order he is to rgapond to the items.
- It/also. eliminates confusion when items are referrged to by number in the

d/rectlons. The respondent's task is simplified, too, '1if there is sufficient

space on the forin to complete write-in questions leglbly and completely

/. | !
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C. The lerngth of the questionnaire is another consideration in
questionnaire design.
Some queqtionnaires,‘such as mail emnloyment refevence forms, rely -
for completion on the vespondent's voluntary cooperation, These forms e
theérefore, cdannot he so lengthy that recipients are uanwilling to take Lhe'
time to complete them. When designing such questionnaires, the constructor
may find that he must limit the number of pages in LhL form thus naCe551~

tating the eclimination of the least important items. f, as parl/wf pre~
liminary planning, thu1r(d subject matter was listed in ordur/G/’pr1or1ty,
the elimination process is simplified. : _ ///

. s N

Questionnaires. should be only as long as is necessaTy to cover the .
required subject matter 1t js the constructor's responsibility to design
the form carcfully and LODLISLLV cven though he is- fairly certain that the
‘respondents will be conscientious about cowple tifig it.

1t should be remembered that the Ereatﬁr the proportion of sbjective
‘items on a form, the casier it™is to fill out. Respondents may be more
w1111ng to complete a long DbJLCLIVL/ﬁVpG questionnaire than they are to
flll out one hhth requires falrl%/d Lallod anSWLrs. R

4 .

D, ProviSinn fdr the chrlng or rating of the form should be L
ihcluded. e . ‘ : e
. _ P _ B
In assemblxng plecoded forms thg constructor makes certain that_ thé
system of numbering .and lettering the items and dltotn3t1Vcs Lorrespondq
to the coding syvstem. When codes are to be assigned later, the-constructor
provides enough/épacv next to each item for the code to be ijtten in and
tabulated wytbouL confusion or error. e .
. _/, . . P .
The most efficient layout from the point of view of coding and extract-
ing operations is to set up the form so that'the'answerISPaces are on one
side of a column or page. Some questionna@pd"material does not lend itself
) ' A0 this kind of lavout, but the constructGr should try to fit at least part
of the copy into it. -

f//

;//// Pretest the first form of.the/dﬁg;tionnaire

//.
The pretest provides § the first opportunity‘for the constructor .to

test the adequacy of Tis survev plan and the-effectiveness of the-question-
nairve instrument:” . In the pretest, the first form of the questionnaire is
given to a sma]l group of people, as much like the sample group selected

for the full study as possible.. The method of administration is, in
gengral, the same as that planned for the-coémplete study, although speeial
ditections may be given. These divections may, for example, ask respondents
"to record the length of time required for completion of the form, to make
any commants or suggestions they like relating to it, or to ask the
“administrator questions about individual items. After the questionnpaires
have been completed by the sample group, the constructor has the opportunity
to test rat1ng, coding, and tabulatlon procedures.

P . .
[ P o

63 :

.,

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

The pretest enables the survey conductor to obtain further insight
into the effectiveness of the questionnaive. He seeks, through the means
and sources available to him, a critical reevaluation of the areas covered,
as well as of the items, alternatives, directinns,'ctc, that will lead to
necessary and desirable modi fications, revisions, additions, or deletions,
Some of the questions and problems that emerged can be resolved by dnter-
vi=ws with members of the pretest group and with the administrators. Their
commnents reiating to ambiguities in the wording of questions or directions,

~ds wellias pogsible procedural or form changes, will help the constructor

make necessary revisions. Another aspect of the questionnaire that can
‘be determined .from the pretest. group is the acceptability of the form
';%Lthem; when completion?depends on voluntary cooperation on the part of
subjects, this information is important,’ Time limits are still another
concern in many questionnaires, and the pretest will show whether some .
items should be eliminated in order that the group may finish in the
allotted time, ) S
In analyzing the questionnaire data, the constructor may measure the

veliability and validity of the.form statistically; if so, he should keep
in wind the possible bias in the pretest.grdup because of its small size, .
and the cffect of questionable items, before deciding whether the validity
and reliability of the form make it acceptable for the study., If no
statistical evaluation is made, the data are examined for relevance and
~ccuracy of the information for tne purpose of the»suryey. They are also
hecked for adequacy of subject-matter coverage; where information is
lacking or inadequate, additional items must be prepared to cover the
‘pertinent topics, ’ : -

Item analysis indicates the extent to which the pretest group com-
pleted the forms. Item omissions may result “from inadequate directions,
insufficient standards of judgment, poor item wording, insufficient time,
or the disinclination of the respondents to-provide the desired information.
Analysis of individual items points up those which need + ° “an: for
example, items in which an excessive pror... . mr of replic. ure written
into an "other" or '"don't know" category will require rewriting. The
data will also show whether a large proportion of the replies fell into »
one, or two categories, or whether they were spread over the range of item e

* . responses,

Using pretest results as a guide, a constructor makes mecessary
revisions in the questionnaire items, The revisions may be in item form
and/or wording., Some alternatives may be rewritten; others, eliminated
or added. Changes may also be made in the directions, standards- for
judgment, and illustrations. Major changes may be necessary if items
are rewritten in different’ form, 1f many or extensive revisions are

-required, another pretest is necessary, ‘ o
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Assemble the final form of the questionnairte

. Assembly of the final form of the questionnaire and final directions

for administration and data processing complete the task of questionnaire

construction.

‘The final questionnaire form is usually similar to the first one un-

-less gross inadequacies appeared in the pretest, .The final form includes

all the acceptable items from the preliminary form, the items revised on

the basis of pretest results, and all new items, If the principles of

good layout were followed in the compllatlon of the preliminary form. the
changes in layout will probably be minor ones resultiny frem item revisions,

‘additions, .and elimir+**»ns. Great car must be taken in checking the

final form for accuruacy of directions, and item wording and numbering.
The constructor must, in addition, make certagin that all changes are
reflected in the instruct1ons for administration and data proce551ng‘

g : ! .

It is nov within the scope of this pamphlet to discuss the details

of the administ :ation, data processing, summarization of results, and
evaluation of a questionnaire. These phases of questionnaires are covered
in a companion publication erititled "Administration, Data Processing, and
Analysis of Questlonna1res. ‘ RN

\
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