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Objectives
At the conclusion of this session, the student should understand —

13.1 General consideration for designing and using questionnaires to gather data.  

13.2
Basic aspects of questionnaire construction, including question formatting.

Scope

This session introduces the topic of questionnaires by describing how they are developed and used in the process of conducting a survey.  Emergency management analysts present basic guidelines for questionnaire construction along with examples of types of questions, which are appropriate for use.  The overall survey process is described in a separate session.  Surveys are typically based on questionnaires, but also include a process of selecting an appropriate sample, as well as interpreting the results of the questionnaire to draw conclusions and make recommendations.  Questionnaires can be used in a variety of ways— for mailing, and to guide face-to-face and telephone interviews. 

Readings

Instructor and Students
Babbie, E. (1998). The Practice of Social Research. 8th Edition.  New York: Wadsworth Publishing.  (Survey Research, pp. 254-278.)

References

Babbie, E. (1990). Survey Research Methods. Belmont, CA: Wadsworth Publishing Co.
Miller, T. I., and Miller, M. A. (1991).  Citizen Surveys: How to Do Them, How to Use Them, What They Mean.  Washington, DC: International City Manager’s Association.
Remarks

Objective 13.1.
Designing and using questionnaires to gather data for emergency management studies.

General Consideration for Questionnaire Design and Use

(Many guidelines adapted from Babbie, 1990)

Face validity. Do the questions appear to ask questions relevant to the objective of your survey?

Order of Questions. Questions should—

· capture the interest of the test taker 

· follow a logical path (make sense to the reader).

Sensitive Questions.  (regarding illegal activities, or of a highly private nature) 

· should not lead the questionnaire 

· should be introduced gradually. 

Questionnaire Layout and Length.

· Instructions should be simple and concise.

· In general, mailed questionnaires should take no more than 10-15 minutes to complete, and should be accompanied by a stamped self-addressed envelope.

· Ask only pertinent questions to avoid subjects giving up on the questionnaire and subsequently failing to complete the questionnaire.

Pre-Testing. Always consider pre-testing (or running a pilot study). 

· Time invested in testing a small sample is time well spent. 

· Your initial sample of people will act as proofreaders and help you get bugs out of your program. 

Scoring. Scoring the data collected with your questionnaire may be the last thing you do with a questionnaire, but it should be one of your first considerations. 

· How will you score a questionnaire you design?

· What dependent variables emerge from your questionnaire? 

General Guidance for Designing and Using Questionnaires in Emergency Management Research

Be clear about the purpose of your questionnaire, the information you will need and how it will contribute to the research question.

Consider the pros and cons of using a questionnaire for your research and be sure that it is the most suitable method. 

Decide what type of information your questionnaire will be seeking and whether—

· open (where respondents can create their own answers) or 

· closed (respondents have a choice of a limited number of responses) questions, or perhaps a combination of the two, are most appropriate. 

List the broad question areas and then write specific questions, keeping in mind the respondent population and make sure that questions are simple enough to be easily understood.

Arrange the questions in a logical order. The questionnaire must look and read simply and clearly.

Conduct a pilot-test, both informally among friends and formally among a sample of respondents. 

Define the sample population and consider how the questionnaire will be completed and returned for processing. 

Establish coding categories for each question so that the data entry is made easier. 

Design the data analysis at the same time the questionnaire is being constructed.



Objective 13.2.
Basic aspects of questionnaire construction, including question formatting.

Types of Questions

Questions can be either closed-ended or open-ended.  There are four types of closed-ended, or forced choice, questions. They are called closed-ended question because there is no opportunity for the respondent to answer outside of the parameters of the given answers. The four question types are—

· Two-choice questions such as: True/False, Yes/No, and Either/Or. 

· Multiple-choice questions.

· Ranking questions; preferences are ordered by the respondent.

· Rating questions which often use the Likert scale.

Two more types that allow for an open-ended response are—

· Fill-in-the-blank questions.

· Essay questions.

A third type, contingency questions, or follow-up questions, are asked according to the response to the previous question. 

Common Question Formats

Likert scaling is a measurement technique based on the use of standardized response categories, for example—

· strongly agree 

· agree 

· disagree 

· strongly disagree. 

It is very popular and extremely useful for questionnaire construction.

The Semantic Differential format has a scale (typically five marks on a line) anchored on each end with words of opposite meaning (e.g., “like” and “dislike”).


SA
A
D
SD
U

1. What this country needs is more law and order.
[  ]
[  ]
[  ]
[  ]
[  ]

2. All firearms owned by private citizens should be registered. 
[  ]
[  ]
[  ]
[  ]
[  ]

3. During riots, all looters should be shot on sight. 
[  ]
[  ]
[  ]
[  ]
[  ]

Example of Questions Using Likert Format

Beside each of the questions presented below, please indicate whether you Strongly Agree (SA), Agree (A), Disagree (D), Strongly Disagree (SD), or are undecided (U).


Very

Much
Some-what
Neither
Some- what
Very Much


Interesting
[  ]
[  ]
[  ]
[  ]
[  ]
Boring

Simple
[  ]
[  ]
[  ]
[  ]
[  ]
Complex

Uncaring
[  ]
[  ]
[  ]
[  ]
[  ]
Caring

Useful
[  ]
[  ]
[  ]
[  ]
[  ]
Useless

Example of the Questions Using the Semantic Differential Technique

Subject is asked to respond to an activity such as “research.”

Contingency Question Formats (Simple and Complex)

Have you participated in a joint public safety training exercise in the past year?

[   ]  Yes

[   ]  No 




If yes, how many exercises have you





participated in? 





[   ] one





[   ] two





[   ] three





[   ] four or more

Are you familiar with the new procedures for regional emergency planning?

[   ]  Yes

[   ]  No 




If yes:  




     a.  Do you generally approve or 

disapprove of that program?

[   ]  Approve 

[   ]  Disapprove

[   ]  No opinion

b.
Have you ever attended a Regional





Emergency Management Council meeting?




[   ] Yes





[   ] No




     


If yes, when did you last






   
attend the meeting?







________

Interactive Activity 

1.
Using the Likert format, construct a brief scale, containing five questions, measuring client satisfaction with emergency management service.

2.
For each of the following open ended questions, construct a closed end question that could be used in a questionnaire—

· What are the duties of your staff members (asked of a supervisor in a public safety agency)?

· How important are computer skills such as word processing and database programs in your approach to working in your government agency?

· What do you feel is the biggest problem facing this community relating to emergency management?
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