


NEO Tip Sheet: Writing Questionnaires

Here’s a checklist of effective item-writing tips to help you check the quality of your questions.
Good Questions[footnoteRef:1] [1:  For more information about writing survey questions, see Planning and Evaluating Health Information Outreach Projects, Collecting and Analyzing Data, pp 5-10. ] 

Stem
· No “double-barreled” questions (i.e., asking more than one question)
· No ambiguous terms, such as jargon, acronyms, brand names without explanation. 
Response Options
· There is a response for everyone who completes the question.
· For “pick one answer” questions, all options are mutually exclusive. 
· All responses are laid out in a vertical or horizontal layout (no double-banking). 
· Rating scales have the same number of positive options as negative options.
· The mid-point of each rating scale has a truly “neutral” label, such as “neutral,” or “neither agree or disagree.”  They are NOT labeled with mildly positive or negative words, like “fair” or “adequate.” 
· “Don’t Know” and “Not Applicable” options are used where needed.
· For vertical scales, the most positive option is at the top. For horizontal scales, options start with the most negative and flow to the most positive and numbers flow from lowest to highest. (Qualifier: This is usually a best practice, but not always.)

Example: Horizontal Format
	I find this tip sheet useful.
	Strongly
Disagree
	Disagree
	Neutral
	Agree
	Strongly
Agree

	
	1
	2
	3
	4
	5




Example: Vertical Format
I find this tip sheet useful.
· Strongly Agree
· Agree
· Neutral
· Disagree
· [bookmark: _GoBack]Strongly Disagree

· “Check-all-that-apply” questions have five options at most. 
· There are no “rank-ordered” questions.

Tips for Overall Questionnaire Organization
· Group questions together by topic.
· Consider the flow of the topic areas: what topic seems to flow logically from the previous one?
· For electronic questionnaires that will be seen on computer desktops or laptops, limit the number of pages but avoid the amount of scrolling needed to complete a page.  Try to have about as many questions per screen that can be seen on the computer screen with minimal scrolling. 
· For electronic questionnaires to be viewed on mobile devices, format one question per screen. (You can sometimes have two questions if they are very short)
· For electronic questionnaires, check the usability on computer screens, laptops, and smart phones if you think your respondents may use any of the three devices to complete your questionnaire.

And the #1 recommendation: 
Always pilot test!
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