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" CONSTRUCTING QUESTIONNAIRES
FOR EARLY CHILDHOg SPECIAL EDUCATION PROGRAMS

’ ' "y n -
‘ The purpose of this TADScript is to brovide the reader witp a set of
. ' I3 / 4 : R ‘.
guidelines and\criteria for gyhstructing a questionnaire., Questionnaires are '
. & ‘-" - oo
, needed for collecting data aﬂ[ eltciting responses from people about their,

5

7k .
feelings, needs, attitudes, and bBehaviors towagd themselves-or other objects.

d
L v,/ K
As unique information-gatﬂgﬁing/devices; questionnaires hold certain advan-
. ’ 7.

tages: -
/ !

A wide, large gr?%? o?apersons can be surveyed for low cost and time.

. . Most questionnaires afe completed anonymously, so answers are honest
7 and objective. '

-

.

+ The respondents jnay take as much time as they wish to fill ouf the
questionnaire and thereby gine well thought-out apswers.,
. ‘ A .

o

.« Results are uniforn because all persons respond to the same questions.

« This uniformity usyially provides results which. are easy to summarize . ,
and interpret. : . SR L e

0

Let‘s‘consider the disadvantages: . .

LR

n ' * Most often, some questionnaires are not refurned. Consequently, the
quantity and quality '‘of information diminishes. As the percentage of
non-returns increases, the accuracy of the results detreases.

¢ * The validity of the response on a‘questioz%aire is often uncertain. We
know nofhing of the attitude of the respondents when they fill out a -
questionnaire and therefore do not know if their re§ponses are colored
by extreme interest, complacency or hostility. We also cannot be cer-
- tain that the person who received the questionndire was the person who .
* '« completed the form. ‘ ; S S 4
. \ ‘ o . : <
« Another major disadvantage is misinterpretation of the question, lead-
ing to-an inaccurate response. BThis problem can be a result of inade-
- quately worded ques;ions-or respondents who are not capable of*answer--
- ing the ‘questions. "«

[y

« A questionnaire's uniformity does not permit the flexibiﬁity to explore

and gather additional information as~do methods \such as -interviews. )

° The amount and quality of the information received must be based solely
on the questions asked. -




In spite of theéeldisadvantages, the questionnaire remains a powerful and

.

' useTul tool for gather1ng information, You may use it to identify staff

Al

development needs, to obta1n feedback after workshops and demonstration

visits, or to learn about parental opinion of the quality of children's

programs, Please remember, however, that. the power and usefulness of this’

o v R !
tool are reIated directly to the quajity of care you give to the

questionnaire's contruction.Q
In the remainger of the TADScript we will provide you with guidelines and
criteria for con§trucfing questionngires, followed by explanations and.

3xamples-of good and bad practices. The seven section of this paper

represent areas you should consider carefully as you design your

. . . ‘ - 9
questionnaiire. The sections: - |
- . I. Focus B T .
) II. Title

III, Purpose Statement,'

. . IV. Directions
\ . »V. Demographic Section \
£y g -
VI. Set of Items and Responses - ot }
’ ) I4 F 1

\ L 1L, Structure and Format . R S o R

To enhance learning, we advise you to review Figure 1, a questionnaire

. desfbned to gather 15format1on from the parents of ch1|dren participating in a’ B

9

‘Handicapped Ch1|dreh s Early Educat1onTProgram gHCEEP)_projecb (Musumeci %
‘Koen, 1980). Portionsiof the instrument are referred to'throughaut the paper.

oo Later, as you read thecdiscussions presented in the paper, your understanding*

A

of the wr1t1ng process should enable you to complete your own-questionnaire. .,k

To Take. sure your: completed quest1onna1re is adequate, compare it to - o
) - ‘
information presented in Figure 6 (page 56), a list of guidelines and criteria

summartzed from the text of-thi's book. ¢

) .
v . | > - 2\5” ~—
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Figure 1. ~PRESCHOOL HANDICAPPED PROGRAM .-
. .PARENT QUESTIONNAIRE™

1

Center Fon Resource Managemewt, Ine. 4s conductcng an evatuation of the BOCES Preschool Hand«.capped Progtam. The basic pmper of the
evaluation is to pn.ouuie a descniption oﬂ how the program is functioning--its accomp!,uhmena, consthaints and concerns.

Your' copperation and participation with Uu.é eua.g.wtwn e“owt wilt give ud the oppowtum,ty to obtain valuable information §rom persons
Ainvolved with iﬂgm services. o £ .

> The attached #nstrument was d@ALgned to document yowr neactions Lo and perceptions of the Preschool Prognam. ALL nesponses will be held
4in stricet confidence, and only summanized data will be ppesented in subsequent reponts. Vowc. ALgmtuAe is optionat, Bt please supply the
foLlowing, mfolmuupn which witl be used for comparisgn poses. ,

!

4

'

Hhen was your child first enrolled in the Preschool Program? '
. _ . ¢ . (Year)

-

In which program was your} child first %‘olled? (Check One) 4 . Classroom Program

kA
Home Program, .
, .

4

In which program is your child presently enrolled? (Check One) , i Classroom P_rvogram"‘~\
A \ , - B . . ‘1‘
. ' Home Program -
If your child is in the classro%’brogram. please supply the following information:
' - a) Name of teacher: * ' ' |
i . _ ¢ b) Session child, attends: v ~
’ . (Morning) | . . (Afternoon) N
S ’ . A
5. MWere you ever a parent volunteer in the clas(sroom program? (Check One) : R
- : : S . ' Yes - No N

-

SR A :
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section %{ the questionnaire addresses \itself to the parent involvement actjvigies of . the /PSHP. )
- R . . - . “ - l \ . ) a
) \ ] v . .
From what seurce did you'fifSt learn ‘abou the’ Preschool Handicépped Proﬁrqm? (Chefk'One) - . .
Friend/Other PSHP Parent "Physician - ,
v | Nursery Sghool.'. Posters/Fﬁyers 3 ‘ :
Newspaper/Radio Other
Social Service'Agency * (specify)
- » * ’/ -
In the past year, did you participate in any of the follo ing parent meetings/activities? (Check all that apply)
L] ) . . » .
Child Assessment Conferences ' IEP Conferences ' )
Classroom Visits/Observations - Other Conferences ' _
R Screenings , ' Classroom Volunteering '
. Parent Group Meetings , Volunteer fraining Program >
@ (Number attended- ) ' N
. R Other- -
ﬁ - ' (specify)
' - i .
\d ‘ )
How effective were these parent meetings/activities in: - : - *“iiFW'
(Place a check mark in’ the appropriate box for each = ¢ . _LEVEL OF EFFECTIVENESS
LLem e‘fted betow) . v Very Fairly Somewhat Hardly Not At A1l
i . r .
1 ar helping you understand the Preschool Handicapped Program \\‘
b. helping you understand your child's handicap - - - .
. ¢
c. improving your attitudes about .your child's handicap , - ;\ . ~ |
o e s N T J ‘ )
d. increasing your skills in working with your child . . . -
giving you moral sdeQrt'as a parent -//h . ‘ b

I ’ N

4

SECTION I: ‘Involvement in the’Program

L]

]
. The Preschool Handicapped Program (:;h ) has provided various means for parents to become/gware of and in
(4 .

“

volved in the program over the past year. Thi$




SECTION II:

Reactions to Program:

* \\

t ' *
' ) P - /
A, Knowledge . _ .
» . ,‘
' ¢
‘Directions: Please md,cca,thow&weuu of undwtandtﬁg about specific aspects of the Preschool Handccapped Prigram by circling
‘one number grom 1 } to 5 (high) fon each of the §ollowing uema .
LEVEL OF UNDERSTANDING
[ . . Low Rhigh
. N
+ V. Philosophy of the program . E 4 1 . 3 v . 5
) - > -
2. Goals/purposes of the program o ‘. 3 5
« - ]

3. . Screening/placement procedures —) ‘ 1 x 3 5

4. Traﬁ§discipHnary teah 1c;issessment 1 * 3 5

5. Teaching methods of program ) ' * 1 <3 .5

6. Methods for teaching' child at héme ' ] N 1 3 @ 5

/. — - N - - - - {\' Y

: 7. Methods for: managing child's behavior 1 N3 -5
i - 8. Legal rights as parents ) * 1. 3 5

* 9. Educational rights of child . 1 3 "5

z > o~ —
10. Handicapping condition of child. 1 3 ‘ +5
2 N . 3 »
11. Services avadlablé in -community ¢ 1. 3 5
- / =
. v
- . <




B. * Attitudes

"
o
.

tirections: Please indicate youn.keuet of satisfaction with the Preschool H;ndica ‘cinoli
: ' pped Program by ‘cincling one number from 1
5 (hAgh)fﬂon each of the following items, , . ~ s ! « 9 one nunber faom 1 (Low) 2o

.
- 4 -
1 -

3

. E LEVEL OF SATISFACTION

[y

.- 1. Preschool Handicapped Program in general

T -

Instructional methods used

Efféctiveness of staff

2.

3.

4. Frequency of contact with teachers
5.

Materials used

Your involvement with fhe‘program

Opportunities for your suggéstions

6.
7.
8. ~Screening/placement procedures
9.

Methods of monitoring child's progress

ORI OO I OO B OO B O IO IO ISR SR

w [] w w w w w w w [4\)
?

alea|lalolaloalaloalols

10.  Accomplishments of program .

4

'

C. Perceived Change in Child - ‘
‘ X . y 9 ’
! /
X ‘ § -
“

>

Directions: The Preschool Progham ia deAigned to develop youﬁ chitd's sRiles in the aneas Listed befow. Fon each atea, please check
the Revel of progress your child has made by cineling one riumber grom 1 (low)_in 5 [high). . :

LEVEL OF PROGRESS

Co Low .. High

10 1. Speech. and language skills - o 2 3 3 : 5
| ]_:3 ‘ 9' 9 EDR ' ],:3

2. Physical and ‘motor ski11s" S ax 1 2 3 A 4 5

3. Social skills - s , ' ; R 1- 2 ’ 3 . 4 5

4. Self-help skills. SNy i o Lo 2 3 3 5




& A

\ , SECTION III: Open-Ended Questions
A\ ¥ N - :

4

“1. What do you see as the major strengths of the Preschool Handicapped Brogram?

.

2. What do you see as the major weaknesses of the Preschool Handicapped Program?

~ B
¥

R v . -

. i ) ‘, . .
- 3. Would-you recommend any changes in the Program? If so, what changes and why?

. . ' - p -
4. Would you recommend this program to another parent of a preschool -handicapped child?

Ll

THANK YOU FOR YOUR COOPERATIOﬂ!

-

Yes ’

R

No

Parent Signature

15
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.13

. )
(,( . \ . -
Certain decisions, if made before the questionnaire is developed, will

. make the construction of the instrument easier, ‘improve the responses that are
’ .l . : '

obtained, and enhance the results that ultimately are available.
. - \ . ‘

o : N
A. The specific purpose(s) of the questionnaire shouldbe determined. Ques-

tionnaires are used to gather different kinds of'ﬁnformation; Tnegefofe;
bgforé questions can be'develbpgd, the des%gﬁér should determiné.whether
to cgliqctbfgcts; test the knbwledge of the ré§bondght; dfsco&er
respondén;s} opinions, peljefs,'o} attitudes;,é} any one oF these in
compinatfdﬁ. The questionnaire used aS én iilustration in Figure 1.was

'designed'fo gatheq information from'parents for the project's evaluation,

RN

Q

help understand or construct the instrument« A more specific purpose of
the questionnaiﬁe might be "to gather information from parents régarding
 their involvement in the projectlénd their reactions to the projett's sei-{

vices for themselves and their childrcen." -

‘

B. Identify the persons who will 'yse the results and identify their reason3
. 13 -

for wanting them. Identifyiﬁg tHe individuals og groups who will use the

results of your'questionnaire.may hg{p depermine the purpbdse of the
questiopnaire and guide your choice of items. If, for example, the
project staff will be using the results to improve their efforts, you
éould’ask questions about speciffc components of thé pfoaect. On the
other hand, if a“governing or funding agency will be using the results,
Auestions regarding thebdQerall impact of the project might be asked.

'
»

’ 7

This definition of purpose, however, does not provide sufficient detail to-

o




\
\

. \’
C. Identify the major categories of information you seek. Identifying cate-

gories of information needed means clarifying the content of the questions

that will pe‘developed. A content outtine will help you degjne the-pur- . -
. poses and scope of your#instrumeht. For our sample instrument, the con-
tent ‘outline might be: e e o
ntentwdutline
~ Parent Questionnaire Cot
A. Demogrgphié'lnformation .
~

1. Length of time chtld has been in the program . o
. 2. Type of services in whiph the child was.enrolled ) ‘
3 Parent vqunteer actﬁv1t1es R

B. Parent Involvement ; - o : T,

A}

3

1. Seurces of information regard1ng the program

2. Type of involvement in the program
3. Reactions to parent activities v
C. Services for Children , '; . ’,
1. Knowledge of prqgram for ch1ldren
\ 2. Satisfaction with program for children
3. Perceived change in child i
D. General Opinions . o I

. Al
1. Strengths
i 2. Weaknesses o .
3. Recommendations : - o

After the instrument has been developed, thesitems'should be ‘compared

With the content outline to see if all 'areas have been included.
; &, . . ,
i

D. Identify the spec1f1c group(s) that will answer the quest1onna1re. Be

specifjc so that: " (a) the targeted groups will rece1ve the questlonna1re,a
(Q)-the results can be described as representing a part1cular group, and
(c) the character1st1cs of the group can be taken into accountjﬂhen you?
construct the instrument. The questionnaire in F1gure | obv1ous|y w1|l be '7 <;v

- sent to parents. Further specifics might @lso bg helpful -~ e.g., only

1 2
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¢

to mothers, ofily to th® parent who cares for the child mogt of the. time,
- } . . .

«

. etc.

° . '

E. I&entify the type of intormation.you seek. Preliminary decisions'regard-
: / . . ' ”
ing the most usefyi™type of information will help you later to select ap- s

'propriatg items.f‘Some‘qué:Eions (sﬁgh as those regarding Iqﬁbth of time
the child has been in tKe program) might best be aﬁswéfed with actual num- )
bers. If you wnat to obtain opinionsfthat can be cohpared, use a standard
itgm with\gpeciffe&_responses. kFiﬁally, if you desire indivfdugl opin-

ions, use questions which permit a variety of responses. . ’ -

-
- N

3

: When these preconstruction 'detisions have been made, a great deal of in- ) -
-y ' o . o ) » A'f A %, ‘ )
formation will be available for actual construction of the instrument.” 4
. s ‘ ' . - A y " ) . -
: . e . " e . .
- L4 . ‘ ‘
.l >,
- , ‘ )
3
; K
~ N [
. .
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- ' ‘ II. TITLE

-

’ 4 ) .
. . . <. RIPRRE 4
Evary instrument requires a title to summarize briefly the content of the |,
. . . ;,(

instrument. Three criteria should be considered:

-
a v ’
.

R. The title should reflect the content of the instrument. This can be done

»

in at Teast two ways. Fjirst, the title simply can reflect the content of

the items.  For example, if a person has constructed a.questionnaire on

-

attitudes toward the handicapped, an approﬁriateJtitle might be: “Survey

of Attitudeszegarding the Handicapped.” A titl élsovmight reference the

“tontent of the items and the major type of item in the ins;rument. For
; "example, if you develob an‘instrumenf)to'a§§es§ a teacher;s ability to
teach,.and all or most of the item§ are 5-point\?éting scale items, you
mighf appropriatelyHyitlé your LQs?ruhent~a“‘%eachéQ.Rat{ng Scalé."‘ It~is
important that the title ?oeé not mislead the Fbsponden@.
Altiile also may summarnjize the purpose of the inétrumeni:' “Pacept

Evaluation of Child Services."

B. The title should be CSEZ?EE'and'to the point. Long titles tend to dis-

tract and divert the respondent from the task of actually filling out the
quéStionnairé.”'Tpe title sheuld allow the respondent to gfasp the scope
of thé.instrumenf quickly withoqt becomind,bogged dowh‘with specifics.
The titles abovelare goodaexamp}es. A wor&y and, consequently, bad title
for a politicai attitude survey would be: “A Survey of Attitudes, Reac-
tions,«andigbseiyations of Legislators Regarding the Handicapped in the
e .

U.S. During the Past Ten Years." - N

) : ) » , _ l n , s - ; ’)};
C. The title should be written in plain English. Complex or unrecognizable»

' wbrds or phrases in the title of the /instrument might discourage potentijal-

. {/19 S

kY




\ , e .

‘A

‘ .
respondents, so eliminate jargon and acronyms. in general the title

should be easy to ﬁnderstand and informative. -Your well-designed instru-
_ . . ' }
ment may remain.unanSwered\if people are alienated or confused by the lan-

LY &

guage in the title.qﬁwriting the title is usually best done after coﬁj

struction of your instrument, so that it more acburatelyyneflects both
>

content and/or method of eliciting responses. .
¢ x Toor 4 S
’ - o -
» f S
’ ~ P~ ~ N ~ »
» ”’ ® , N -
L} IS
. ) -y -
- v -~ N ‘
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ITI.” INTRODUCTORY STATEMENT

.

¢
[ -~

~An introductory statement should contain information about the
instrument's purpose and how the data will be used, anonymity; and motivators T

for respondents to complete the qyestiopnairé. This introductory statement

r

usually is found in one or two brief pardgraphs following the titie of the

. .
instrument, or in an accompanying cover letter. ' .

Consider the following: - | R ®-

- v . v

A. The introductory statement should include a brief $ummary of the instru- S

mentfs purpose. This statemenf indicates how anilbybwhom the informa@jon

will be used and tells respondents the kind ofkprojecf’with which they are
. involving themselves. The sfatement should be briefband stpaightforwaﬁd,

with no intentional or unintentional bias. |

" Looking back to Figufe 1, the introductory péragraph'statesffhat the
| purposé of the instrument is to contfibute;to the evaluation of a program
%or preschool,handicapped children. More specifically, the information
gatﬁered«willibe used teo deséribe how tﬁe'program’islfunctioning -- its_

accomplishments, constraﬁhts, and concerns.
T ‘ ) . ‘
As mentioned pﬁeviou§|§, the purpose and use of the questionnaire

should be wrifteﬁ before”actually constructing the instrument. The pur-
poses, if more than one exist, should bghconsiétent.' Inconsistency can

cause respondents to lean toward noncommital responses, which result in

data that contain little real information. The statement of purpose also

- Teminds. the instrument constructor to develop items within a certain scope
--i.e., infgrmation pertinent to the use of the instrument. A side

benefit of providing the respondéﬁt with a descriptioh of how the

a9 . : :
30 -

o ' ) . . .




v

4 -~

: ,
4 .

information will be used is that it provides each resp ndent an

- v

‘\

opportunity to gauge the face val1d1ty1 of the 1nstrument .
. : . ,

B. The introductory statement shouId 1nc|ude an appropriate ‘statement con-

Py

cerning the respondents’ anonym1ty. Th1s statement should ﬁgke expl1c1t

whethervor not an individual's cOmp Ieted instru will be;used and be

made acsesswble to others or only as part of an aggregat1on.‘ﬁ0bv1ously§
] ”}
'd1W1ng respondents, negative comments Oor suggestions m1ght\" ave serious

Yig

repercuss1ons for them and thereby temper their responses. Furthermore,

it is illegal to elicit 1nformat1on under pretext and use the 1nﬁormat1on

. RN

! for another purpose. In F1gure 1, the 1ntroduct1on states, "All¥ e

.

will be held in sof1ct confidence, and only summarized data will bfmpre-

sented in subsequent reports.” Exclus1on of th1s sta;\ment m1ght cause

w

fect services to thfmfor their child. { \\

:respondents to think that their comments, individually 1dent1f1ed ,mgﬁ\af-

C. The introductory statement,should use a "motivator" to encourage the . \

respondent ¥ Examp |es of frequently used motivators include prom1s1ng re-\;;.
spondents -a copy of the results of the survey and making respondents feeI'V
as though they will have an 1mpact on an organization. More expensive
”motivators include free tickets, money , and access to generally inacces~
- sible places (i;e., reserved parking areas or discounts on purchases). .A
well-kngwn gardening magazine recently promised respondents a tree plant
if a tOO-item questionnaire was completed. - Often, outside motivators :

{
exist which ensure replies --e.g., withholding a person's paycheck or

making the response a’general expectation.

©

A~

1Face val1d1ty is the extent to wh1ch a respondent JUdQES the 1nstrument to
measure- what it purports to measure.

-
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Motivators take a variety of forms.” The important considerations. are:g

-

- first, can you'afford the motivators, .and second, does the pressure of the
motiva?gf potentially bigs the responses? It a motivator works, ‘more re-

spondqgts\:Fp}y, and'the data gatheréd usually will better represent the .
_ . “sample or population surveyed.? .
: N W

A . [
S

" D. Tﬁe introductory statement should be written at the language level of the

;frespondents. »Here, as in the tiyle, and in all othér sections of an in-
strumeht: tﬁe language ‘used shoujg»bé understood easily by‘the respondents.
This Seems pbvious, but’remember, if xdu ao ﬁot knqﬁ the reading level of.
th? respondents, ybu may unwittingly write items ét your‘o&h;level?' The
problem can easily be remedied by adm{nistering the questionnaire to a
subsample of respondents and questioning them verbally tp»check.tﬁeir
uﬁderstanding of the terms and expressions. The instrument désighér and
the respondent must share these megﬁings'or the instrument will not mea-

sure what it purports to measure.

.~ One last word concerning whether introductory statements are required in
<

all instrumehtsﬁ In many situations the factors listed above are implied.

It any of these areas are not clearly implied or stated elsewhere, a statement
s
pertaining to each should be included.

- ) " . 0

" 2This is not true if the people responding consistently represent one portion
of the population rather than another. “For example, if your population po-
tentially had an equal number of Republicans and Democrats, and Democrats
comsi<tently filled out the questionnajre more than Republicans, your overall

‘results would contain that bias. Inc#%asing the sample responding would not
necessarily elimingte the bias. ' : :

.




1V. DIRECTIONS L

“ ) j/«

v ‘Basica]ly, directions come uhder two headings: geneﬁalcdirgctions elat

_ o , : f - : - o
' * to the total questionnaire; specific directions deal with individual sections

of the instrument. At this point, only genera1,d1rectioa‘;yill be considered

(specifig directions will be explained in other segtions%of this book).
»* N . - ' 4. . ‘
Cons#der these important factors when you:write genera]:directions for
‘your qgestionndire:- | Al
’ 5‘ lr
vy . '

A. Directions should be complete, unambiguous,‘and'brief.

_B.' Directions should be written at the languége level of the respondents.

v
* -

C. Directions should .tell respondents to whom they should give the instrument

once they have completed it. In some situations t‘f persons who adminis-

ter the 1n§trument may hand out the quesfionnaire and tell the respondents

to return it when it has been completed. L ln this case written directions
N h v

sare not required. If, on the other hand, the respondent receives the '
. 4 =
questionnafre in the mail, clear instructions are necessary. A self-

addressed, stamped .envelope facilitates easy return. This procedure'addsv

-

to the cost of the survey, but it generally increases the response rate.

Further, it is a good idea to give the respondent a deadline to complete

.

the instrument -- e.g., "Please return the completed questionnaire within

4

the next week." This time specification can make theﬁhéépohdent aware of
- ° A A . : . \

fhe importance of returning the questionnaire immediately. Another exanm-

ple of a time specification might be: "Only.those responées received by

October 1 will be used in the data summaries." A clear time deadline par-

. -
g ticularly is effective when respondents are motivated to

-

8
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. N ‘L: — Y et
. answer a questionnaire because the results of the instrument directly af-
R NS . . - ) :
< fe'ct theln. B » ' / ’ N
. LI - - » f‘.‘ ¥ 'A - T . N ~ ) B ¢ . ) . o .

0.} When_the questlonna1re 1s accompan1ed by a separate answer sheet the gen-

’ S
: eral d1rect1ons should speg;ﬁﬁ'how the respondent should fill out.the Ly T
' gnswer sheet.o, L ' . A’ .. * o ]
o l‘ A ) b A e . .| . X N
E. T‘e generaii 1rectlons should expla1n to the respoﬁdent how to deal w1th N

" items whlch are not app11cable. Does the respopdent Ieave those- answers:
~ blank? Is an appropr1ate space provided? Is the respondent expegted to
respond to all items? Ensure that aI| rESpondents respond in a similar

way to thedgoniafl1cable 1tems, and the results will be easy to 1nterpret ‘

5

. : Nand analyze. S . _ ‘ ‘ - -

F. The genera1‘diredtions_should sbeci@& the approximate/aﬁoant of time re-

»

qoired to complete the instTument. This cr1ter1on is part1cular1y appli=

cable for a long questionnaire. Time approx1mat1ons can help alleviate a

respondent's concern: that the‘quest1onna1re\w1ll take too long tovcomplete.'.'

As is the case with the introduction, place the general directions accord- -

. o F A |
ing to the structure of the questionnaire. The beginning of the instrument or .
1n’the cover letter are twogé}propriate places. . o . .

‘A1 the'criteria stated: above are not required for every instrument, but

7 ¥

“ they all should be consiﬁered to determine which are appropriate for a given

questionnafire.




V. DEMOGRAPHIC SECTION
In élmost every situation, whether.a person is developing-a quéstiohnaire
for an eva?uatfﬂn ;tudy or to gather input, it is useful to obt;in certain
demoéraphic‘fhfdrmation. For example, in Figure 1, the.demographic variables
are found on the first and-second pages. They ask for infofmation regarding
‘the services provjded fo children-by‘the program and the parent services 1n"
which the respondent partfcipated;
Ihodgh demographic.Qariables differ according.to the type and purbose

of the questionnaire, some general guidelines can be followed.

A. The demographic informdtion'should be limited to only those variables that

will be used to answer specific questions,” All of us are familiar with
quesfiﬂnnaires that begin with 1ehgthy demographic sections which elicit
information thaf seems unrelated to the overall purpose of the question-

naire. To avoid this problem, the person constructing the instrdment

will be used in data andlysist-,lf uses .for an item -- in particular or in
comparison with ogher items-;— canpot be'idehtified, then it should’not be
included. ‘

Demographic 1nformétion which will help you uﬁderstand the data is

important. . To select appropriate demogrqphic.inférmation; review-a list

of standard characteristics for the insights they may give to the data.

The list might includq;f age, race,-sex; and type of handicapping CQn-

dition of.thg§child ~- just to mention_a:few.' Idenfify the critical
vrinfbrmatjon you need and makelsure you get data on only‘those-Variables.

should consider how the information gained from any given demographic item
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De

E..

26

The demographic section should reveal the relationship of the respondent
, , q : T
to the object of measurement. One important category of demographic data

somet1mes is overlooked and relates to the respondent's Judgments about

another person's performance. For example, parents are often,ashéd ques-
tions about the project staff, or projedtﬁstaff are asked questions about
other service providers or agencies. In these situations, the respondent
must divulge the amount of contact with the person or thing be1ng rated,

If a parent is rat1ng a center-based teacher for example, determine the
extent to which the parent has observed the teacher in the center, Cer-

ta1nly, data from a parent who has observed a teacher should be v1ewed

d1fferently from data g1ven by. a parent who has not observed a teacher.

-
« ~

Certain items in the demographic sections should be optional. Though this -

- . “ .
ctiterion rarely is important, it has specific implications for situations

where decisions about individual respondents will be made. For eXample,
if you are polling potential app]icants for an advertised poSition, fed-

eral: law proh1b1ts cons1derat1ons based on sex, race, or rel1g1ous prefes-

ence. Th1s problem can be avo1ded by briefly explaining why the 1nforma-

-

“tion-is needed and requesting that the respondent provide answers to these

questions. - .

Language in the'demographic section should be appropriatevto the language

level of the respondents.,

- B - \ | v \ '
Demograph1c 1tems should be groupedwtogether.» The pos1tlon1ng of demogra-

ph1c items is not important but it is’ usually a good idea to group them
together. In Figure 1, the.demograph1c items come.at the beg1nn1ng‘of the

instrument. In(post cases, the demographic section follows the introdUc-
o , R . | v

A



° <.
tory statement and the general difections, though sometimes it is located
‘at the end ot the questionnaire,

Sometines demogﬁaphic information may be left out of the qust?onnaire
because that ipfornation cén be obtained elsewhere. For example, if you were
conducting a survey'of the incidence of handicapped young clvildren in the ‘com-
munity, you orobebly would not nave to ask eachﬂrespondent the incidende of
low-birth-weight babies they encounter; this informafion could be.obtained
eas1|y from some other source such as hosp1ta| records or birth certlflcates.
Obtaining appropr1ate demographlc 1nformatlon from .other sources accompllshes
at least two purposes: first, you relleve the respondents of a somewhat tedi-
ous task; second “you ensure the compatablllty of the demographic data across
your respondents. “Another illustration of this procedure might involve & Qhr-
vey of children whobhave~left a program. If the program has kept an uo-

to-date file on the children, demographié information'could be found in the

file rather than from the‘responﬁents;

O

» ‘, u v ) S ; ot

B P
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VI= WRITING ITEMS <,

A}

.

~ Types of qUestionnqire items include: rating scales, checklists, short
answers, yes-no questions, bpen-ended questions, rankin§ questions, and sever-
al others. Each methog presuppqseé certain assumptions, uses, advantages, di-
sadvantages, construcgion, directidns, and data anaiysis techniqué;. This se-
-ction yill discuss all such points of interest.r If you have not selected your
item type or wish to confirm your Seléction, read the entfre section for help.
If you have chosen your item type already, read the discussion which appli;s '
to that type of item.} o ' \ ' - . L

Before describing sbecific types of items, several comments are in order.

Two parts-are inherent in ahyvitem type: the stem elicits.the information;
the fesponse is what the respondent doesAto complete an item.‘ Generally, the
responses are supplied freely by the réspondent or are selected by the-resbon-
dent from a l%st provided By the in§trument deSignerf In the construction of
any instrument, various types of items can and should be used,_depending'on‘
the information to be gathered. and Ehé evéntual use of data. Jhe developer
v_should,'thérefore, consider the best way to obtain the réquifed information

and use as many of the various item types as are appropriate. LY

A. Rating scales. A rating scale is a devicé to indicate the degree to which

a certain.trait or attitude is present in a person, place, or thing; A
rating scale is made Up of'twb parts: a stem and a response set. The

stem is the stimulus which elicits. the respohse; The respondent selects

‘

an answer from the response set which contains categories which may or may

not be numerical.

The following assumptions are made'wheh one uses a rating scale:

<




-

. . . ** The'attribute can be scaled algng some cont1nuum. For example, an
: ) item rating the effectiveness of a training workshop assumes that
the attribute "effectiveness" can be scaled from ineffective to
highly effective.
** The respondent is presented with a continuum that is isomorphic
to his/her internal continuum. In other words, the continuum ap-
‘ plicable to the actual attribute is consistent with that within
' his/her self. Perhapg the best example of this would be one in
. which the trait exists but there is no recogn1t1on of it. 1If the
: “particular trait to be rated were greenness and the ratings were
to be made on a scale between blue and yellow, then a colorblind
person would not ‘have an +somorphic cont1nuum on which to rate the
particular attribute.

** Thé respondent can consistent|y discriminate between d1fferent
levels of the continuum, :

| Empirical testing of these assumptions would be*téiieg to say the
5? ; least. .Importantly, however, each potehtiat constructor shoqu consider ”;ﬂ'f _
| whether or'not these assumptions are pertinent. If you cannot make the
A.assumptions:listed{above; employ aJternatﬁve item types. |
This paper will discuss three of sevefai formats, for Writinglratings
scajes: numericél (currentty the'mOstApopuIar); graphic, and Likert.

A numerical 'scale requires the user to indicate a particular number in &

a stem which may or may not be associated with verbal description. Figure’

2 shows'severaj different formats far pumerical scales.

These examples represent only a shall variety of numerical rating sca-
les. The items in.Figure 1 are‘éddjtionar‘illustrations. Though numerals
do not appear in most cases, numérical scales will produce ordinal ot nom-
inal data: ‘The_choice‘of one of thesestypes'dEpends latgeiy on the,pref-
erences of the instrument designet --Who has knowledge of the respondents

and the tqtal structure of the instrument. : . !

. . | '
Graphic scales present a stem along with-a response set containing a
line on which the dser designates a response. Examples of the graphic

\ type of scale might look Iike this: .

H
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Figure 2 Lo
Examples of Numerical Rating Scales .
» ’ J v X 4
Example: 'Assume that you have been instructed to develop an instrument to

determine parents' perceptions of a parent/child activ y guide you have developed.
One of the variables of interest may be the parents' pe ceptions of the readability

of the guide. ) _ >
- 1. Rate the readability of the activity guide compared. with other guides for ’
o (§~ parent/child activ1t1es you have read.
' () S ~ () ()
very difficult = difficult about average easy to very easy ) . 1
to read ~ to read to read d read ~ to read

2. Rate the readability of the activity guide compared with other guides for
parent/child activ1t1e5‘you have read. ]
1

S S B O (1 ()
1 - 2 3 BRI 5

7 3. Rate the readability of the activity guide compared with other guides for -
parent/child ractivities you have read.

~ o0 () () () (), .
very difficult about average very easy

to read to read = . ) to read

4. Rate the readability of the activity gquide compared with other guides for
parent/child actiVities you have read.

very difficult to read ) »
difficult to read @ - : :
about average to read

& easy to read
very easy to read s -

\,,LU,L

-

' 5. Rate the readability of the activity guide compared with other guides for
parent/child activities you have read. JL .

— |--l:|'III

a very difficplt - v : o very easy
, to read *%‘ . to read

[T I B ‘ . . .

: 6. Rate the readability of the activity guide compared wdth other guides for
s S parent/child activities you have read.

very difficult ' . S very easy
to read S . - to read




-

Rate the readab1l1ty of the activity guide compared with other
gu1des for. parent/ch1ld act1v1t1es you have read.

. a
i} N ) .7}'1‘4 ‘ ) '
s rvery difficult difficult to about easy to Very easy
/ © to read "~ read average read - to read

Rate the readab1l1ty of the act1v1ty guide compared with other -
gu1des for parent/child.activities you have read ‘

V.

I

) al
Sy S . : : : average .-

«

- Likert-type scales are som@what different from numerical or graphic‘

scales -- each set of responses, ranging from "strongly disagree" to

"strongly agree,” is invariant and not specific to'the stem. As an exam-
ple, the<Likert4type item would require a modification of the stem in

S . .
order to be comparable to the previous example: S '
The activity guide is very easy to read compared with other gu1des
for parent/child activities I have read.

‘ . () ) () () () .
_ strongly disagree undecided agree strongly

disagree - , _ e : agree

or parent/ch1ld activities I have read.

" (SD)' f el .— ) Ly

e

Obviously, these examples !how a varfety of rating scales which elicit
the same information. When you have made the necessary assumpt1ons and

: have chosen rat1ng scales, consider these cr1ter1a'
]

. ,
: . . . B -J
N L S i .
.

The activity guide-is very easy to read compared w1th other gu1ﬂes '

.. Very diffieult —%bout - —Very @Sy
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1. The 'stems of rating scale items should be written unidimensionally.

. 33

¥ This means that only one attribute or trait shovkd be described in the |

stem. In the first two sets of examples, the attribute to'be rated

@yeadability. Furthermore, reéydability was limited to comparison

of this guide witﬁ-oihers. This eliminates the possibility that a

respondent will compare the Feédability of the activity SZide to other
types of reading matter. It also allows the person reviewing the_data
~to make a spraightforward_interpretatioﬁ. Here is an examplé of an |

> _ item which is not unidimensional:

: : : Rate the effectiveness of the activity guide and the assistaf®e \CL/
' provided by the home teacher in enhancing your child's develop-
ment. Coa

) . ;
() () ). 0) ( )s
‘ ' extremely ~somewhat _neither . somewhat extremely
' ineffective ineffective effective effective effective
: nor o ‘ , _ ‘
ineffective

-

Interpretation of data from this question would be difficult,

since an answer of "neither effective nor ineffective" could have -

several interprééations;ln , -

a. The aétivity'guide was effective while the assistance from the

home teacher was ineffective. \
b. The assistance from the home teaché% was effective while the

~

activity duide was ineffective.

c. Both were neither~effective nor ineffective.

i
'

o Though this and many of the following criteria may seem fairly \\ !
obvious, the good instrument designer will apply-each criterion to
N " every item to ensure that(gllvitems are unidimensional. The problem

presented in the exampletabOYe‘cbuld eaSi]y bé'reéolvedkby splitting

S ;r ‘ ' - o - .




2.

3

4.

'thebitemAa- one question"concerning the effectiveness of the activity

ticularly useful. A series of rating scales assessing specific

- 34

- guide and the other concerning the effectilfness of tpé assistance

provided by the home teacher.

*

El
,

The response'sets

to rating scales should be Qritten uhidimensionélly;

'Thi§ critérion'is relatéd élosefy to the prévious one‘andnrelé%es to

the the response set of any,iﬁem. To ensure uﬁidimensiona]'meaning in

the responge set, refer only to the attributeléhscribed in the stem.

In our previous example, we see that thouéh éhe stem had two things to
. . ' .

be rated, the response set was unidimensional (i.e., effectiveness).

Criteria 1 and 2'should be considered jointly for each rhting scale~

~item employed.

4

The response set of a rating ‘scale should be tied Togically to the

stem. For example, if you ask the respondent to rate the,readabi1ity

LB
*

of a guide, the following response set would be inconsisteht with the
stem.

v

() ) () Py ()
definitely - probably don't know  prgbably  defipitely

.. hot not

The level of specificity of the stem item should answer the user's

ggggé,_ For,example, if the purpose ofean,item is to determfné]gener
5ale.hhether one teachér is mgfe effective'than anothef, fhe question
c0ul‘d'be.'._phrased; “Rate the overa]l':effgcti'vén'ess:of thé ihstrUcto‘r._"
If thevpdbpbsé is to providé fegdback to individuaI teachers concécnf
ihg.théir vafioué teazhjngvaﬂjlities, a ?enera] 1Pem would not be Par;

[N

S
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-4

_ ' teaching acts -- ability to plan'and work individually with children.

- . ‘ . R . : i . R .
or lead play -- might prove to be mofe informative.a

6. Use the rating scale ite fonly(when a more direct method is not avail-

able. Rating scales generally are overused, and the extent to which

their assumptions'can be met is difficult to document. Therefore,

ratihg scales.should be used only as'a last resort or with more relia-

o - ble‘and,validvitem types. Section 3 (previous page), Readability of
an Activity Guide, represents a good exampie bf the misuse of ratfng
scales, In our examples of 1tems rat1ng readab1|1ty, analyz1ng the

" words used in the act1v1ty ﬁu1de by grade IeveI and comparing that e

with the actual read1ng level of the part1c1pants is a more direct way

. of getting the same information.

C

6. Directions for using the rating sdale should be'included,.along_with

. ) . o
appropriate examples. Unfortunately, many questionnaires ask for rat-

ings aLong‘a tertain continuum, but do not specify how those ratings

R

should be made. For example:

N
-

o ) Iy AV A A
,_%V&;~//’///*\\ I hate it . B I love it
e « | . t

Here,_the actual rat1ng task is unclear. Should you place an X

between the lines? If so, what does an X in the m1ddle space mean? °

Should you circle one of the obl1que lines? .Obviously, .the designer

jﬂi5' of the 1nstrument had a clear idea of the appropriate response but did
not make that clear to the respondent.: To ensure that aIl respondents
_know how to respond appropr1ate|y, the designer should (1) prov1de ex-
plicit d1rect1ons of rating procedures and (2) proﬁide an example._

Let us look. aga1n at the examples in .the 1ntroduct1on to this sect1on.

T
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individual ‘case.’

’

Obv}nasly, slightly different directions are in order for each

-

J . . ' .

Directions for a Numerical Rating Scale

You are to rate the following items by placing a checkmark ‘in the
appropriate space under each item. For example, if you feel that
the guide is as readable ap activity ‘quides for parents and
children, you would place a check in the space Iabeled "about
average to read," as shown below. Q‘

Rate the reddability of the actiVity guide compared with. other
guides for parent/child actiVities you- hdve -read.

_ , o Yy -
() 7 M )y )
very difficult difficult about ayerage ' easy to - very easy

to read to read " to read ‘ " read to read

Directions for a Graphic Rating Scale /;v

1. In the following set of items, you are to rate each item by
placing an "x" over the set of words which best describes your
feelings. For example, if you feel the activity guide is more
readable than guides for parent/child actiVities your A
response- would look like thisss: \é,

Rate ‘the readability of the activity guidelcompared'with 6ther
guides for parent/child activities you have read.

N

. s o .
' . .
- . - X
. . .

very difficult difficuTt about average easy to very easy
tordad  -"toread ° toread - read to read

2. In the following set of items, you are to rate each item

placing a check in the appropr¥ate space.;‘As you will .note

“only the ends of the scale are marked. Your task, therefore
is to consider each item on a five-point continuum“ decide
which line on the continuum corresponds with your feelings,
and place an "X" on that line. For example, if you feel that
the activity guide is a little more difficult than aveﬁage :
your reiponse would look like fhis: RN

Rate the readability of the actiVity gUide conpared with other
guides for parent/child actiVities you have read.

-very difficult . - “very easy
- to read ' » ‘ __Jo read




.c. Directions for a Likert Scale.

In-the foilowing set of items, you are to. décide whether or not
you strongly agree (SA), agree (K), are undecided’(U), disagree
*, {D),. or strongly disagree (SD) with each of the statements listed,
and indicdte your preference by circling the appropr1ate letters.
For example, if you agree with the statement that the act1v1ty
gu1de is very .easy to read, you would c1rc|e "Ag"

- °

The act1v1ty guide is very easy to read compared with other gu1des
for parent/ch1|d activities I have read.

)

SD 6 : y - A ,SA |

- . ca . ’ . e

The directfens above, though net comprehensive, suggest the'typeS‘

of statemeats_that ensure understanding by the respgndent;, The impor-
tance of these direct{ons should hot be underemppasized; éinae‘%he

validity of the data depends en‘the extent fo which the subjeet ander-

“stands how to respond. Direttions, i general, should be as brief as
possible. If you are 5253 that yeur»respondents are tamiliar with

your.nafing scale, no examples are neceséary, however specific direc-

~

tions for any set of similar items are advisable.

7. The language used in-rating scale stems anq'responses should be writ-

LY

ten at the respondents' level of understanding,

-

-

‘f 8. The ' type of rating scale format selected should be easily understood

e ' by all respondents. If a questigp arises as to whether or not a par-'
, . .

R i : /

¢ ~ ticular scale is appropriate to a given group, the best procedure is

to administer several types of scales to a sample target group. You

shou]d question them as to the procedﬂre with which they feel most
" comfortable and which best allows them to express their opinions, .
oo : , e

This procedure;'though time-consuming, will help*ensure'valid resultsl
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9.

.versial.

vious questionnaires or answers to a short pretest), then choose the

38

Rating scale items $hould not elicit biased responses. Item stems and

responses should be written in such a way that the user will not think
' : : - -

thatlcertain responses are preferred. Example:

-

Rate the extent to which you enJoyed the immoral movie “Peyton

Place.“
. 2 . ' . ‘ _
() (") (g ) ()
one of the ‘ ‘ : one of the
worst 1 . ' ‘ - : best I .
Jhaveﬂseen . : i - ' o o have seen
r.v ,7-,

Clearly, the bias in the stem suggests that a person should rate-

this item Tow rather than high A quick perusal of item stems by a

-

.colleague or other qualified person should help elininate this problem.

“t

The response sets for a rating scale should present choices along sim-,

ilar degree continuums.';This Triterion probably'is the most contro-
. - Many“questionnaire writers argue that all positive or nega-
tive poles Similarly situated on a page encourages “patterned“ re
‘sponses., ﬁhat is, the respondent Simplyvmay,mark all,:tems_in the
same way,without thinking about them individually. Our experience in-
dicates, i'%} the practice of reversing response poles is Very confus-
ing to users and therefore tends to invalidate their responses. Po-

tential bias may»be counteracted by structuring th%;rating scale items

in, such a way that response sets are specific to only one question
i and, together with the stem, comprise a Single entity (see Figure. 3)

Each stem and its response ‘set graphically displayed as an entity also )

a3

is useful when response sets-are the same across items., If 'you can *

‘establish that users do not respond similarly'to items (by notingupre-

s
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" Figure 3. Example of Individual Layout for Rating Scales
: -
Interest in children .
) () ) () ()
’ always S " sometimes ' never -
enthusiastic . _enthusiagtic -enthusiastic (
- Availability to parents : o v
~ . W . o 4 [ : ‘
() C) () (). (.)
always . somet imes ~ . never -
available available available .
~ 7 o ‘ j""\g- ‘
” » .
Personal appearance -
) (). ) () ()
always well ' + somewhat - -~ ' slovenly,
.groomed, clothes untidy at - ~ clothes. untidy
neat and clean times ~and upkempt
Stimulates intellectual curiosity |
(). () 8 ) |
_inspire _ ’ occasidnally destroys interést
. children to - inspiring in activity, makes.
independent : participation
- effort repulsive
P -
4 - .
.&l L 2
’ v
e -
‘ . RS :;r;; - . '




_matrix format (see F1gures 4 and 5). The pr1mary advantage of the

LW

matrix format is 1ts use of space maximum 1nformat1on can be obta1ned

’ 1n m1n1ma1 space..

Figure 4. Matrix Layout for Ratiog Scales | v t

)
' h

Rate your child's teacher on the following attr1butes from below
average to above average, by c1rt11ng the appropriate number.

way beTow way -above

average average
_Interest in children o i 1 2 5_ | 4-' 5 B
Availability to parents (b 1 2 3 'ﬁ | 5
Persona] appearance o | R 2. 3 4 5
St1mu1at1ng‘1nte?leetua1 curioeity ] 1 2 - 3i 4' 5 '
e

Figure 5. A.Variety of the Matrix Layout '

Rate your child's teacher on each of the attributes below by p]ac1ng

~the appropriate number on the space provided. o et
1 = way below average d
2 = below average
. 3 = average
4 = above average
b= way above average

1.- Interest .in children ~
:2. Availability to parents
3. Personal appearance

4. StimuTating_jntellectual curiosity

R 4
PR ) . . ) . . ) . . .
R ST T g .
Lo b wiy N . ) T ) -
b ";,: voow P X . . . - . {
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Another way to av01d“Fesponse b1as is to 1ntersperse negat1ve and -
pos1t1ve stems, while keep1ng the response sets the same. The is
appropr1ate particularly w1th the L1kert -type sca]es. For exdmple:

This parent/child act1v1ty gu1de is one of the most readab]e I

have encountered. . y o
o R

N () ()

- strongly disagree , no opinion agree: . strongly
disagree ) . . - agree -

&

This parent/child act1v1ty guide is oné ‘of the ]east readable I

have encountered. _ . -

() ) S I e R _ :
strongly ° disagree no opinion. agree strongly .
_disagree e o agree

Avoid using global terms in response sets. Examp]es;of global terms -

include: .best to worsty all of the time to none of the:time; and high

score .to low score, The major problem with gioba] terms is‘that their

'jnterpretation lies with each respondeht. For example, f instrument

~designers were interested in how often the respondents went to the

-

movies, they could ask-the'question in the fo]lowing ways: ;

. 3
-

/Rate the extent to which.you attend movies.

() ) () () ()

never . infrequently sometimes’ - often ’ regularly

attend - T , - I . attend

‘A better way to elicit information on this same variable would be:

L 0 ' '(’ N
L)) () )0
'never: once or twice . once a once a week more than
' o a year . month o once- a

: ‘ ' . week
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The'latter construction help% ensure that every person is using

the same ¢ontinuum of response, and providing'informationuwhichﬂis’

4 LI

I . , .
easily interpreted. _ o L _ -

}Ratlng scales;should include from three to seven categories. To

- » . ;
decide on the number of respense categories to use for a particular

. b

‘1tem, consider the trait being rated.and_t%e extehnt to which individu-

A
[

al categories can be identified. Ask yourself these questions: _Is it

possible for the respondent to make the discrimination demanded of in-

dividual categoriés? Should an even or odd number of categories be

provided? The advantage of an even number of categories is that the =

'respondent must be either positive or negative about the attribute

(not noncommittal). The advantage of an odd number of categor1es is

H

that the respondent can be noncomm1ttal

Choose the format for your rating scales that corresponds to the so-

phlst1catlon of respondents. Generally, two basic formats exist. A

matrix’ format is shown-in Flguﬁes 4 and 5, and an 1nd1v1dhal format is

shown in Flgure 3. All examples are based on the same item stems.

The matrix arrangement. allows the 1nstrument designer to cover

more variables in less space. However, it necessitates the use of

’\

general terms in the response set, since it must be appropriate for

- many d1fferent stems. Further, it may allow the subJect to respond to

. all items in the same fashion rather than respond1ng to each item in-

d1v1dually. For example, if parents l1ked a teacher they might rate

U

the teacher h1gh on all items w1thout read1ng each 1tem specifically..

<

' ~Generally, ‘the matrix dlsplay structure should be used only with

%

B respondents,who,are sophlstlcated_ln,the use-of rat1ng scales.

«r
R .

- - "
‘ 4
-.“e' . _: . N -
5 . - P
. f 2‘*
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The individual format is effective with a less sophisticated
group, since it forces respondents to read_each item individually and

offers response Sets specific'to~individual items.

Allow for a "not applicable" response when appropriate. Respohdents

may EOt have had the bpportunitx_to form perceptions about specific
traitspthe questionnaire assesses. So a “not appl1cable“ response
should be available. However, this option can cause problems in later
aggregation of data. Use the "not .applicable category" only when
appropriate: example'-- If the, presenter in workshop A and B used
audiovisual equipment, but none' was used in workshop €, then attendees
of workshop C should not have to rate the effectiveness of audiovisual

materials.

:

Choose an analysis strategy appropriate to the data produced and the

uses for which the questionnaire was designed. Once youihave complet-
ed the construction of your questionnaire and administered it t} a set

of respondents, you are ready to analyze and report the results. It

WiksaIWa-ys a good idea to summarize or tally the responses before deci-

ding on specific analyses. A carerl review of the actual results of-
ten will 1nd1cate the areas for and types of analyses that would be

most useful. Then the data can. be analyzed in a var1ety of ways de-

-pending on the assumptions made about the scales themselves. If the

desjgner'assumes the SCaIes<are of an interval nature; all types of
parametr1c statistics are appropriate (when the1r assumpt1ons are »
met). If these assumpt1ons cannot be Just1f1ed then nonparamet?a
-statistics should be used. Further d1scuss1on of these,top1cs can.be )

found 1n texts on bas1c stat1st1cs.

.
. . .
[ . St .
; ) K . .
S R . [ . R . ’ R
- PR B : . " . : X
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B.  Qualitative selection 1tems.. In the preceding sect1on Rat1ng Scales we
d1scussed selection of responses based on some cont1nuum relat1ng to the

stem, In th1s sect1on we will d1scuss ‘responses that are not on acon-
tinuum. For example, if. you are 1nterested 1n the sex of your respondent
you have the stem "seﬂ" and the responses “1 female" and "2, male." An-

other example is the following:

What is your position in the program?

Administrator

Teacher |
Occupational Therapist
Social Worker

Other . g
W) ’ «

The purpose of this type of select1on item is to el1c1t gual1tat1ve ~‘,

1nformat1on from the respondents, For example job class1f1cat1on sex, - o
or race are more su1ted to this type of item than number of .Children, |
hours of part1c1pat1on in the proqect etc. ReSponses to the former wiil
be qualitatively different, while responses to the latter wi]l‘be quanti-
tatively different. Qualitatiue response categories also are used to
elicit demograph1c 1nformat1on all respondents can seject from the same
set of response categor1es. This type. of response also is’ appropr1ate
~ when-all or most of the response categor1es are known.' F1nally, th1s type
~\. ‘of 1tem requ1res no Judgment in the cod1ng of responses since all 1nter- |
- pretat1ve Judgments are made when‘the 1nstrument is constructed.-

At least six'rules should be applied when construct1ng items of th1s

o otype. - 0 o IR

L 1. State clearly and‘unambiguously\the]stem and responses.




- 2. Use 1anguage appropriate to the'requngghts.

3. State the stem unidimensionally.
4. MWrite an exhaustive response set. When you write responses to an

item, include all possible.choices. For example, if you are surveying
the positions of the respondénts, you may include the following selec-

tion items:

1
Identify your position.

|| Administrator
o i |  Teacher

|| Occupational Therapist

avdided by including an “other" or "miscellaneous" category,'as demon-

"

stra%ed below.

Identffy your position.,

. ' N ‘ |  Administrator -

| |  Teacher oo .

|___;___;J ‘Occupational’ Therapist
S | 'lq_____;_J “Other (please specify)

The “other* category makes the item applicable to all respondents
and finds\out’whO'or what the~other categories include. This tlatter —

benefit is of part1cular significance both 1n qua11fy1ng your resu]ts

or in future constrUct1on of’s1nu]ar 1tems.
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5, The response categories should be mutually exclusive. Mutual exclus-

iveness means that the categories do not overlap. Numerical .
. .o - _ v

categories most frequently overlap. An example:

)

How much time do you spend working w1th your ch1ld on pr0Ject
act1v1t1es during the average week? - (check one)

| | 0= 1' hours >
| { 1 - 3 hours
| | 3 or:more hours o -

¥

The parent who estimates e1ther 1 hour or 3 hours must choose a
category arbitrarily. Several alternatives are ava1lable to ensurej
13 .
mutual exclusiveness in responses for numerical data. First don t
.use select1on-type 1tem@ when numerical categor1es are the requ1redv
responses. You may use instead an.open-ended type of item @;o be d1s- .

cussed more fully 1n a later section). Second, if numer1cal categor-

ies are to be used “ensure mutual exclus1veness by nam1ng limits that .
w o
do not overlap. The above item would then read: . : ' ;
« ~ » h .E‘, ‘l

How much t1me do you spend working with your child .on proaect o
. activities during the week? (check one)

L ]
¢

a4

I | ‘Lessathan one hour
N Between 1and 3 hours, . =

| S Mote than 3 hours o :

6. Supply direction for difficult items. Two basic types of directions

can be used: those which force respondents to choose only one of the




—

response categprtes; those which alTowirespondents‘to'select'allfre-
sponSes that areqappropnjate; The type of directions youruse depengs
.on the purpose of your question.' Suppose that as a program admini-'
strator you are concerned with the sources of" Informatlon the teachers
use tphfexelop IEPs. Your questipn_might-read: |

Identify .the information you use to develop IEPS (check all that

apply). _

« ____ standardized assessment resuits

_____parent reports
observation

- curr;cuTum assessment tools
R ' _

other, please specify

-

4hhs quest1on 1nd1cates a]l the 1nformat1on that is used and the
extent of use prEach response. If you wanted tgrknow wh1ch source
- was used most extens1ve1y, the directions might state;NCheck the one
source you nostfoften use." Directions-also ensure consistent answer-
inpjprocedures.. Without specific directions, some respondents may
- ’ ‘. | :check-all of the appropriate choices,)and others'may on]y check the
. mpst»appropriatefx The data then might be weighted or biased;
j Another selection item requires the’respondent to rank responses
‘V,'ﬂ o ‘ azliﬂalitative?statements.' To rank ajresponse;'theorespondent orders
N thp qualitative statements acccrding to criteria %;@Fed in-the stem.
IF you are trying to ascerta1n parents preferences for parent meet-

.1ngs or activities, for. examp]e, a rank1ng 1tem m1ght look l1ke this:

47




- .
: "
Rank the follow1ng activities from.1 to.5 5 be1ng the one in
which you most like to-participate, 4 being the one you would next
' . prefer, and so forth, Each activity should: be ranked only, once, u
' and no number should be used more than one- t1me. S

N ,.classroom»visits/observations ‘ | ~\\ ,
\ g - “parent group meetlngs o . - : | .
IEP conferences | |

k __Volunteer Training Program

hetl Other Xplease specity) - -

Data- from ranked 1tems can be analyzed to produce results very
~ similar to results from«qualltatlve items, since frequency of response
. o .and percentage are the basic types of analyses associdted with all
qualltatlve 1tems. The data alsp can be used in the same way as dem -
éraphic data. For exanple, by;dividlng a group.of respondentS'acc rd:
ing to their.response on.iten "age of chlld " you can determine if
parents of younger children answer certain.- questlons dlffeFEntly than

parents of older ch1ldren.

~

C. .Supply items. Thisitype‘of item differs radically from iteﬁs'previously :
djscussed; In'a supply‘;tem, tne:respondent must produce tpngésponse to
an iten rather thaﬁ select from a set‘provided in‘the'questionnaire. lSup-
plynitems are stems only.' This'type‘of item is partlcularlyxeffective'
when the domalh of responses 1s unknown or when in-depth 1nformatipn
‘about a subJect is sought, -such as a. person S feellngs, suggestlons or an
explanatlon of events. The.data gathered.from theSe.types of 1tems can |
'render a rich descrlptlon of happen1ngs and can prov1de very detailed data

"because the respondent 1s not llmlted to general reSponse categorles of

g selectlop ltems. Bas1c d1sadvantages are two., f;rst.vlt is hard,to”get ‘

£ Te o ,,» o
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responses to opengended questions; seCOnd, aggregating the data is exa.}

tremely time-consuming. _ | ; . ' s

o

1 1. Nhenever poss1ble, approprlate units should be specified for supply :

lEEEEr As noted prev1ously, respondent-spec1f1c 1nIormatlon 1s ‘one. of

the most approprlate uses of tne Supply item. For example, you mlght”/

be interested in the average number of hours spent Stodying per week,

—height»and weight; hours spent working,.month]ytorYneekly wages; eto.w
When you write itens that elicit this type of information, tell re-

spondents the qnit,of'measurment wﬁth whichythey should answer. -For

' ‘texample, if you_are surveying parents to determine hOwLmuch'time they

B _workVnith their children on orojegt:related acttvities, you ggglg_ask_

/ the following open-ended question:

fHow much time do you spend worklng w1th your Chl]d on proaect-
elated act1v1t1es? , o

w . . . et
. . R

The question, as it stands, would allow all sorts o%»responses,

including: "about’ 10 hours per week," “only on' the weekends and full

time during the summer, " “about 2 holrs per day," or “one week out of
four." If you want answers comparable across respondents, such as
relating the amount of///me worklng to the developmental progress of *

chlldren, it 1s essentlal fhatxthe.ltem stem require more spec1f1c )

?

‘answers. A bttteruitem might bezb | . . -

S During the time that your child was enrolled in the program, what
was the average number of hours per week that you spent working at
home with your Chl]d on pHiJect related act1v1t1es7 .

L3 e .
: o ’

o .hours per week -

N

- g
_:-r.é“
o
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Another exam le- reveals a d1fferent aSpect of the problem. In a

-recent survey of college adm1n1strators concern1ng volunteer act1v1-
“ties on their campus; a question was asked about the amount of money

' allocated at théir 1nstitut1ons for volunteer act1v1t1es. ‘A perusal

of these results revealed the following responses: .

/ D

less than $0 o 7
$866 |
$4,000 | | - v T
$25 | | |
. arouind s1o,000i

How is 1t possible to reasonably aggregate these results, since

the degree of’ accuracy var1es so greatly7 We assume that the person'

‘who ‘said “$866“ was accurate to the nearest dollar though th1s pro--
fbably is not true of‘the person who repI1ed "around $10,000," ‘Some

administrators answered to the- nearest dollar wh1le others answered

to the nearest thousand dollars. If the .purpose of th1s quest1on is
| .

- to. aggregate data across 1nst1tut1ons, 1t is necessary to 1nc|ude not
only the units (in this case dollars), but also severalhexamples. The

question should read:

‘Pleasa specify to the nearest one hundred dollars the amount of
money which is budgeted to your Yolunteer program. For example:
if your budget is between 0 and .$49, enter 0; if your budget is
between $50 and $149, entér $100; if your budget exceeds $1,000,
please report it to the nearest one hundred dollars. RS

: 4 _ ~

‘Provide-sufficlent space for responses.- NOthing is more, frustrating

'than to receivera questronnagre that does not leave “enough space for

_ your responses.' In general des1gners should cpns1der the type of

B I A TPTIRN + 1
T ";“.g -+ sl . ' .
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reSponses they are looking for and should provide space accordingiy.
v T Remember, handwriting varies; if lines are provided, don't put them
too close tqgethgr.‘ If you'expect respondents tQ’White‘]onger re-

sponses to some qUestions than to others, allocate space accordingly.

: ABeforé.leaving,the_diseussidn of the various item typés and their
criteria, bne general statement should be made.concefhing their individual
_ usés in a questionnaire. When deéigning any type 6f questiohnaireifor
..._», wh;?ever pd?pbse, sele;t_those ifeﬁ}types which elicit the most rg]iablé

angd valid respoQ§e§ concerning the variables addressed. Th\ means that

for any instrument; do not 1imit the format to oﬂe typé of i ; rather,

vary the format as appropriate. -
> e . - ’

e
de
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After writing- your 1tems, d1rectlons, and demograph1c sect1on, put the -

questionnaire together in a short, clear, final form. Several criteria can be
= . :

applied at this phase of the instrument's construction, -

T A. Items should be grouped according to item types or similarity of content.

A logically structured‘duestionnaire_is easy to fill out;and therefore
helps increase the response rate. Your choice of format should dependvonv

the purpose, the variables, and the item type selected. when long listsx

of items are used,#t 1s somet1mes appropr1ate to set ‘the groups of 1tems
"apart as §’bsect§ons of the 1nstrument.. 0nce again, the purpose 1s to

+ simplify the task of filling. out the quest1onna1re.ﬁ If you categorize

'item types into subsections, write directions for each sUbsection.

B. Group Htems w1th1n sect1ons accord1nd/to ease with wh1ch they can be anJ

sygrgg, If your 1nstrument is made up of both select1on and sSupply type
- items, the selection type should precede the supply types, since a greater
number of respondents are l1kely to ‘check rating. scales than they are to -
f1ll in openﬁended qu tjons. This criteria helps‘ensure that respondents'
‘do not getjdfs;ouraged by the more difficult ltems before they have an- - £%%D.n

. swered the simpler ones.

- . | ~ 4 '

C. Length of the instrument should relate to respondents and purpose. In- :‘l

-

strument des1gners usually face a dilemma when they decide how long to

o

make the 1nstrument They want to get as much 1nformat1onj§s poss1ble,

s‘. 4
’ : wh1le at the same t1me obtaining the greatest response rate. Generally, -

.

short . quest1onna1res get h1gherj;Esponse rates than long. quest1onna1res.

Whenuyou dec1de on the length? determine your respondents tolerance level

i}




for answer1ng quest1ons pnd ba]ance that 1eve1 aga1nst the m1n1mum amount

of 1nformat16n you ‘require. The kind of mot1vator prov1ded for the re-
. . e
. .- spondent a]so should affect the 1ength of ‘the 1nstrument. H1gh1y mot1-
T t
-vated respondents wall answer more quest1ons than respondents ‘who have no -

B A«A 1ncent1ve to fill out the 1nstrument. F1na11y, never ask .questions whose '

answers you haVe neither the time nor ab111ty to analyze. ' -

-8 v

VD.F Ihe 1nstrument shou]d be clearly reproduced %,The,1mpact of a well-wr1tten‘

£

quest1onna1re can be negated s1mp1y by. typograph1¢ errors,‘pr blurred or

unclear copy. A respondent w111 not be inclined to take ser1ous1y a messy o

“['. : ’ : -

sa questionnaire. _Photocopies generaﬂly are clearer ‘than meeographs,-and
the former make the instrument look more profess1ona1. Final]y,-nothings

takes the p]ace of a good proofread1ng.




SUMMARY
When you develop or thitique any instrument, refer fo Figu?e 6 (next
page) to see all the criteria explained throughout this”book.; This lisf can
be used as a guideline in the‘developmént process or as a critical tool by
separately applying eachvofvthe critgrfa to your instrument. " note that out-
line numbers and letters in Figure 6 are keyed to appropriate discussions

wjthin the text of this book.
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II.

II1.

V.

A. The title should reflect the content of the 1nstrament. | ‘.

‘Aa The introductory" statement should include a bﬁ1ef summary of the

56

Figure 6. Guidelines and Criteria for Constructing Questionnaires

FOCus

A. The specific purpose(s) of the questionnaire should be determ1ned.

B. Identify the persons who will use the results and adentify the1r
reasons for wanting them. .

€. Identify the major categories of’1nformat1on you seek

D. Identify the specific group(s) that will answer the’ quest1onna1re.

E. Identify the type of information yow seek. A ‘

TITLE

\

B. The-title should be concise and to the point.
C.© The title should be written in plain English,

INTRODUCTURY STATEMENT a | | «

)

instrument's. purpose,
B. The introductory statement should 1nc|ude ,an approprlate statement

concerning the respondents anonymity. - -
C. The introductory statement should use a “motivator"" to encourage the
respondent,

D. Tne introductory statement should be wr1tten at the language level
of the respondents. :

DIRECTIONS o R , SN

" "A. Directions should be complete, unambiguous, and brief.

v,

.B. Direc¢tions should be wr1ttem3at the language level of the

respondents., -
C. Directions should tell respondents to whom they should g1ve the Sx\\

" instrument once they have completed it.

D. When the questionnaire is accompanies by a separate answer sheetj‘\\\\\s\\
the general directions should specify how the respondent should fill
out the answer sheet..

E. The general d1rect10ns should explain to the respondent how to deal
with items which are not applicable.

F. The general directions should specify the approximate amount of time
requ1red to complete the instrument. .

DEMOGRAPHIC SECTION

A. The demographic information should be limited to only those variables
that will be used to answer specific questions.

"B. The demographic section-should reveal the relat1onsh1p of the °

respondent to the object of measurement. o

'C. Certain items in the demographic sections should be optional. R

D. Language in the demographic section should be appropr1ate to the
language level of the respondents.

. E. Demographic items should be grouped together.-
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VI. WRITING ITEMS o,
¢
A. Rating scale ‘
1. The stems of rating scale 1tems should be written un1d1men-
sionally.
2. The response sets to rat1ng scales should be wr1tten unidimen- .
sionally.
3. The response set of.a rat1ng scale should be tied logically to
; the 'stem. .
4. The level of specificity of the stem should answer the user's
- needs.
5. Use the rat1ng scale item only when a more d1rect method is not
available.
6. Directions for using the rating scale should be included, along
with appropriate examples.
a. Directions for a numerical rating scale
b. "Directions for a graphic rating scale
« c. Directions for a Likert scale
- 7. The language used in rating scale items and responses should be
© wWritten at the respondents' level of understanding.
8. The type of rating scale format selected should be easily under-

stood. o
9. Rating scale items should not el1c1t b1ased responses.
v 10. The response sets for a rating scale should present choices

along similar degree continuums.
11.  Avoid using global terms in response sets.,
) 12, Rating scales should include from three to seven categor1es.
S <13. Choose the format for your rating scales that corresponds to the
" - . sophistication of respondents.
14. Allow for a "not applicable" response when appropriate.

i}

15. Choose an analysis strategy appropriate to the data.:produced
and the uses for which theﬁquestlonna1re was des1gned
B. - Qualitative selection items .

~1. State clearly and unambiguously the stem and responses.

2. Use language appropriate to the respondents. -

3. State the stem unidimensionally.

4. HWrite an exhaustive response set.

5. The response categories should be mutually exclusive.

/~'65 Supply directions, for difficult items.

. Supply items

1. Whenever: poss1b|e appropriate un1ts should be, specified for
-supply items. . .

2. Provide sufficient space for responses. ’ -

VIl STEUCTURE AND FURMAT

A. _Items should be grouped according to itém fypes or similarity of
content,
B.  Group items within sectiﬁﬁs—accord1ng to ease with which they can be
R answered,
. C. Length of the instrument should relate to respondents and purpose.
D. The instrument should be clearly reproduced,

H
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