Step-by-Step Guide for Developing a Good Questionnaire

Designing a strong questionnaire is essential for collecting reliable and meaningful data. Below
is a clear, step-by-step guide to help you develop an effective questionnaire for research,
surveys, or program evaluation.

Step 1: Define the Research Objectives

Start by clearly stating what you want to achieve.
e What problem are you investigating?
¢ What specific information do you need?
e What decisions will the data inform?

A well-defined objective ensures that every question serves a purpose.

Step 2: Identify the Target Population

Determine who will answer your questionnaire.
e Age group, profession, location, or other characteristics
e Accessibility (online, in-person, phone)

This helps tailor the language, format, and complexity of questions.

Step 3: Choose the Type of Questionnaire

Decide on the format based on your objectives:
e Structured (closed-ended questions) for quantitative analysis
e Unstructured (open-ended questions) for detailed insights

¢ Mixed-methods for both depth and statistical analysis

Step 4: Develop Question Content
Draft questions that directly address your objectives.

e Focus on one idea per question



e Avoid unnecessary or irrelevant questions
e Ensure questions are specific and clear

Group questions into logical sections (e.g., demographics, behavior, attitudes).

Step 5: Select Question Types
Use a variety of question formats where appropriate:
e Multiple choice
o Likert scale (e.g., strongly agree to strongly disagree)
e Yes/No
¢ Ranking questions
¢ Open-ended questions

Choose formats that make analysis easier and responses more accurate.

Step 6: Ensure Clarity and Simplicity
¢ Use simple, easy-to-understand language
¢ Avoid jargon and technical terms (unless necessary)
e Avoid double-barreled questions (asking two things at once)

e Avoid leading or biased wording

Step 7: Organize Question Flow
Structure the questionnaire logically:
1. Start with easy, non-sensitive questions
2. Move to core questions related to objectives
3. Place sensitive or personal questions later
4. End with demographic questions

Maintain a smooth and natural progression.



Step 8: Design Response Options Carefully
e Ensure options are mutually exclusive (no overlap)
e Ensure they are collectively exhaustive (cover all possibilities)

¢ Include “Other (please specify)” where needed

Step 9: Pre-test (Pilot Testing)

Test the questionnaire with a small group similar to your target population.
¢ Identify unclear or confusing questions
e Check the time required to complete
e Evaluate response consistency

Revise based on feedback.

Step 10: Assess Reliability and Validity
¢ Reliability: Are responses consistent over time?
¢ Validity: Does the questionnaire measure what it is intended to measure?

You may use statistical tests (e.g., Cronbach’s alpha for scales).

Step 11: Finalize the Questionnaire

Incorporate all revisions and prepare the final version.
e Ensure formatting is clean and professional
e Add instructions where necessary

¢ Include consent information if required

Step 12: Administer the Questionnaire

Choose the appropriate method:



e Online surveys (e.g., Google Forms)
e Face-to-face interviews
o Telephone surveys

Ensure ethical considerations such as confidentiality and informed consent.

Step 13: Plan for Data Analysis
Before collecting data, think ahead:
¢ How will responses be coded?
e What statistical methods will be used?

This ensures your questionnaire aligns with your analysis plan.



