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Designing and producing questionnaires

within an Action Plan

Questionnaires are one of the most commonly used
methods of consultation and through a great deal of
forethought can be tailored to suit almost any
project need. It is important that questionnaires are
carefully planned, designed, piloted and implemented
in order to gain full benefits. When used in
conjunction with a variety of other techniques,
questionnaires can prove an extremely useful tool in
community consultation. This leaflet aims to provide
guidance to Action Plan groups that have decided to
produce their own questionnaire.

Why use a questionnaire?

Questionnaires allow for the coverage of a wide variety
of issues, and result in the same set of guestions being
addressed by potentially large identified groups,
thereby ensuring each person has an opportunity to
engage in the consultation process. They are very
useful when undertaking consultation for an Action
Plan, as people are able to complete them at their own
convenience and within their own homes.

For a full list of the advantages and disadvantages of a
guestionnaire please see Action in rural Sussex's

publication Consultation Technigues, Section 3, page 61.

Producing a questionnaire

Whether consulting the whole parish or a specific
group, covering a range of issues or just one, the
following process applies:

1 Define your aims

® What information do you wish to obtain?

Ideas for Case
solutions studies
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@ Consider the issues that are relevant to your
community.

® Who are you looking to target?

2 Designing a questionnaire

Members of steering groups may work on a few
questions themselves and discuss them together
coming to an agreed wording and format. There maybe
information from a community launch event that will
guide the choice of topics and questions.

a Single/Multiple response

® Decide whether you are going to produce single or
multiple (i.e. household) response questionnaires.
b Decide on the questions

@ Are your questions relevant? Try not to ‘over
question’ people, but only ask what is necessary.
® Do your questions lead to actions?

Example A

Should the village have its own recycling centre? yes no

Example B

Should the village have its own recycling centre? yes no
If you answered ‘yes’ please list where it might be sited:

@ Are you repeating yourself?

¢ Question type

The way a question is asked will affect the response
you receive. There are several question types you
should consider when designing your questionnaire.

i) Open question
Example C
What leisure activity would you like to see in the Parish?

® Open questions allow the respondents to write down
whatever response they wish. As a result this type of
question will produce a wide variety of responses
including some that you may not have anticipated.
A reasonable amount of space should be provided for
the respondent to record their answer in.
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