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 Questionnaires
In this Achievement Standard you will create a questionnaire. 

As part of this process you will need to complete the following steps.
• State the purpose of the questionnaire and identify the groups who will use the data. You should 

include a brief overview of what information the questionnaire will provide.
• Pose survey questions for the initial questionnaire with relevant variables, appropriate 

measures and a suitable range of question types.
• Carry out a desk review to check initial survey questions.
• Conduct a pilot survey, including collecting and recording data. You should then refi ne (as 

appropriate) the questionnaire based on the results of the pilot survey.
• Document the design process, for example with a logbook or annotated copies of each step in the 

process, to produce a draft questionnaire and a fi nal questionnaire.

Target population of a questionnaire
The target population of a questionnaire needs to be clearly defi ned. This is the overall group 
that the questionnaire is designed to get information about, and the group for which results will be 
of interest. A target population could be, for example, all students at high schools in New Zealand. 
Alternatively, the target population could be only senior students within a given school.

If the target population is very large, it is usually not practical to conduct a census, in which data is 
gathered from all members of the target population. Instead a well-chosen sample is selected from the 
target population to answer the questionnaire. As part of your questionnaire you will need to confi rm 
that each of the respondents in your sample fi ts the profi le of the target population, so that the sample 
is representative of the population.

The responses to the questionnaire are then used to draw conclusions (make inferences) about the 
target population, so that decisions relevant to the original purpose can be made. 
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Your research objectives should be used to guide the records kept in your log book. For each step in the 
questionnaire design process your log book should record the following details.
1. The date that work was carried out on the questionnaire.
2. Notes on what you achieved that day.
3. Comments on how you developed your research objectives.
4. Remarks on which questions link to which research objectives.
5. A discussion of why you have used various question types.

Your log book is an essential record of progress.

Example
Examples of typical log book entries follow.

13 June 2020

Today I wrote my research objectives for a questionnaire about 

student satisfaction with the canteen. I developed the 

objectives from what I know about the canteen and by recalling 

past discussions with other students about the canteen. At 

this stage my research objectives are ...

17 June 2020

I wanted to develop my research objectives further so I considered 
the range of items stocked at the canteen, I thought about how 
popular the canteen is and I thought about the size of the 
canteen in relation to the size of the school, and how that 
compares with other schools. So my research objectives are now a 
bit more specific ...

18 June

This evening I wrote a set of questions, relating each 

question to at least one of my research objectives. I have 

quite a lot of questions! At this stage my questions are ...

20 June

Today I carried out a desk review of the number and type of 

questions I’ve used. I think I may have too many questions so 

people filling out the questionnaire might get bored and not 

finish it. I also think that I should use more of a variety of 

question types, and alter the order of questions so that they 

flow better. So the latest version of the questionnaire is ...
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 For the following themes suggest possible research objectives that would assist in the writing of 
suitable questionnaires.
1. An aid agency wishes to send out a questionnaire to its volunteer medical team in Kathmandu, 

Nepal to, investigate ‘How effective was the medical aid delivered in Kathmandu following the 
ANZAC day earthquake?’

2. The Plunket Society provides free services to improve the health 
and wellbeing of New Zealand children. The Plunket Society wishes 
to produce a questionnaire to give to new mothers to determine 
factors which mothers value when seeking to use Plunket services .

 Answers
p.  49
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Open questions
Open questions allow the respondent to give a longer answer in their own words.

Open question

Advantages Disadvantages

Does not lead the respondent – answers can be 
given that may not have previously been thought 
of or considered

Does not require the respondent to read through 
a long list of possible responses

Gives respondents the opportunity to better share 
their thoughts, giving ‘richer’ qualitative data

With a large number of possible answers it may 
be diffi cult to analyse results

Answers may be ambiguous,  misinterpreted, 
incomplete, irrelevant or unintelligible

It will take longer to answer and this may put 
some people off, especially if their literacy skills 
are poor

Your questionnaire should include a range of question types – this makes a questionnaire more 
interesting and therefore more likely to be completed fully and thoughtfully.

Non-response
Non-response is a common issue with questionnaires – you are asking people to give up their time 
for little or no compensation. However, there are ways to avoid non-response and encourage the 
completion of your questionnaire:
• Communicate the purpose of the questionnaire and ensure that respondents know what the 

information gained will be used for.
• Keep it simple. Make it easy for respondents to complete the questionnaire – it is more likely that 

a questionnaire will be completed if it takes less than 15 minutes to do so, with relatively short, 
straightforward questions.

• Consider the presentation of the questionnaire – a page of closely typed questions can be daunting 
for the respondent, whereas a well-spaced page containing a limited number of brief questions is 
more inviting.

• Provide clear instructions so that respondents know how to record their answers correctly, and are 
not tempted to give up in frustration.

• Assure respondents of their anonymity (if appropriate) and the confi dentiality of their responses.
• At the minimum, include a thank you at the conclusion of the 

questionnaire. If appropriate, offer a reward for completion – 
such as vouchers, Flybuys points or even a small treat such as a 
chocolate fi sh.  

You should do your best to select respondents who are involved in the issues being investigated 
by your questionnaire. Non-response is more common if the questionnaire has no relevance to the 
respondent’s life.
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1 . Complete the following sentences by selecting from the terms below.

quantitative non-response numerical data pilot survey closed
leading ambiguous opinion bias jargon Likert

respondent target population desk review open anonymity

a. Questionnaires are used to collect  .

b.  A question can require a  answer, e.g. ‘How many hours a week do you 
spend on homework?’

c.  A person can be asked for their  e.g. ‘Which soft drink do you prefer?’

d.  Questions should not be  ; i.e. there should be no doubt as to their meaning.

e.  A  is an initial trial of the questionnaire with a small group to see if 
there are problems that should be corrected.

f.  A  question encourages the person completing the questionnaire to 
answer in a particular way.

g.  A  is a careful check of the questionnaire by the author or 
another person to detect issues and suggest improvements.

h.  A person who completes a questionnaire is called a  .

i.  Generally in questionnaires respondents are guaranteed  so 
that their identity is unknown.

j.  Some questions use a  scale, which offers a range of possible 
responses, from very negative to neutral to very positive.

k.  Special words and phrases that may only be known to particular groups of people are

known as .

l.  Questions that are  allow opinions to be expressed.

m.  The data collected is to be used to make decisions that will affect a group.

This group is called the  . 

n.  A question that leads or confuses respondents may introduce  to the data.

o.  questions have a limited number of possible answers.

p.  data is numerical data.

q.  is an issue with questionnaires that arises when people don’t give 
answers to a question, or don’t complete a survey.

 Answers
p.  49
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 The desk review
Once you have come up with the questions for your questionnaire you will need to check and refi ne 
your questions. This is called a desk review.
You should make notes about why you think the questions will work well or what you need to change 
about them and why. You should think about how questions link to each other and whether you need 
to reword, remove or re-order any of them, and why. Make sure the questions are related to your 
purpose statement.
The purpose of the desk review is to identify any aspect of the questionnaire that is likely to cause 
problems. If you make changes to questions another desk review will need to be carried out, so there 
may need to be more than one desk review recorded in your log book. The review can be carried out by 
the questionnaire designer or by another student (or they can do the review together).
During the desk review your questionnaire should be checked for the following aspects.

Introduction:
• Title
• Purpose statement
• Indication of time to complete
• Target population identifi ed
• Clear instructions of how to complete
• Assurance of anonymity
Questions:
• Initial question to eliminate those not in target population
• Questions relate to research objectives
• Questions are easily understood (no multiple-answer questions)
• Responses (including ‘don’t know’) are catered for where appropriate
• Range of question types
• Instructions for the meanings of scales (e.g. 1 means ‘strongly agree’, 5 ‘strongly disagree’)
• No irrelevant questions
• Identify any further relevant questions that would produce valuable information
• Appropriate language used (e.g. correct spelling and grammar, no slang)
• Questions are in appropriate order
• Questions will produce responses that can be readily analysed
Conclusion:
• Instructions for what to do with completed questionnaire included
• Thank you included
• How to access results of survey (if respondent is interested)
Overall presentation of questionnaire:
• Not too tightly spaced
• Suitably sized font/writing
• Use of graphics/illustrations to increase appeal of questionnaire

There are many ways of creating simple online surveys, using software such as Google Forms or 
SurveyMonkey. 

See AS91263 Online questionnaires at  www.esa.co.nz



 Level 2 Questionnaires Learning Workbook 27

 ISBN 978-1-988586-68-7 © Copying or scanning from ESA books is subject to the provisions of the Copyright Act 1994.

1 . Various graphs and measures are listed below.

Mean         Median         Mode         Range         Pie graph         Histogram

Box-and-whisker graph                Bar graph                Scatter graph

For each of the following questions match the most appropriate graph(s) or statistical measure(s) 
(there may be more than one) that could be used to summarise and present the data that would be 
obtained from the question. Indicate if you would require any other information in order to produce 
such a graph or calculation.
a.  How many hours do you spend per week 

on exercise?
b.  How many children are there in your 

family?

c.  How worried are you about your child’s 
use of the internet? (0 not worried at all, 5 
extremely worried)

d.  What uniform size do you most commonly 
purchase?

e.  How many cigarettes on average do you 
smoke per week?

f.  How much pocket money do you receive 
per month? How much of it do you save?

g.  In order to vote in New Zealand elections 
you must be at least 18. What do you think 
the minimum voting age in New Zealand 
should be? 

less than 18 years of age

18 years of age

more than 18 years of age

h.  What age were you when you fi rst drank 
alcohol?

10–11 years of age

12–13 years of age

14–15 years of age

Other

 Answers
p.  51
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The pilot survey
Having created your draft questionnaire, you need to test it on a small group. This is called a pilot
survey. This will help identify any questions that give unexpected answers or questions that seem to 
be commonly misunderstood. If you don’t get the answers you expected, you may need to reword or 
add extra questions.

Example

On conducting a pilot survey, a student found that the question, ‘How many times a week do you 
participate in sport: 0–1, 2–3, 4–5, over 5’, resulted in no one answering in the category ‘over 5’, 
but many answering in the category ‘0–1’. 

It was therefore decided to change the response categories 
to ‘0, 1, 2, 3, 4, over 4’, as it was felt it was important to 
separate the students who participated in no sport at all, 
from those who did participate. 

It was also decided that it was less important to distinguish 
between those doing sport more than 4 times per week and 
those doing sport more than 5 times per week.

You should keep a record in your log book of all stages in the process of fi nalising your questionnaire, 
noting how and why various questions were changed.

The fi nal questionnaire
Once adjustments have been made to the questionnaire, based on the pilot survey fi ndings, your fi nal
questionnaire is ready to be tried out on a sample of people from your target population.

In order for your results of your survey to be meaningful, the sample will need to be randomly chosen 
and suitably large so that it is representative of the views of the population of interest.

 Writing a fi nal report
Guided by the progress notes in your log book, you will prepare a fi nal report that records the design 
process of your questionnaire, and refl ects on the decisions you made during the process. 

The report should include your fi nal questionnaire and should:
• explain the purpose for the questionnaire, including research objectives, with a summary of the key 

information that your questionnaire provides
• discuss the process you used to design your questionnaire, refl ecting on how well your 

questionnaire meets the given purpose, and the statistical and contextual information and 
knowledge used to refi ne your questionnaire.
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Sample report

I have been asked to develop a questionnaire for the Burger Queen chain of fast-food restaurants.

The purpose of the questionnaire is to determine how effective Burger Queen’s newspaper 

advertising campaigns are in advertising its special offers to its customers.

The data obtained from the questionnaire will also be used to compare the effectiveness of 

alternative advertising mediums.

The research objectives were therefore:

• identify the profi le of a Burger Queen customer

• estimate the effectiveness of newspaper advertisements for Burger Queen

• compare the effectiveness of newspaper advertisements for Burger Queen with that of other 

advertising mediums.

Prior to creating the questionnaire, research was carried out in order to generate possible questions that 

would satisfy my research objectives.

I looked into the advertising methods of similar businesses, and found that many similar fast-food 

outlets use coupons, which double as advertising and a menu.

Some radio, television and online advertising was also used. It seemed that younger people were 

more likely to be targeted by online advertisements, with radio and television appealing to a 

greater age range of customers.

A trial questionnaire was then prepared which was modified following a desk review.

In order to determine the profi le of a Burger Queen customer, respondents were initially asked if 

they bought food from Burger Queen, then asked to give their gender, age bracket and income 

level. (Respondents were given the 

option of not responding to the 

income-level question, as this may 

be information respondents feel 

uncomfortable disclosing.)

Respondents who did not ever buy 

food from Burger Queen were given 

the option of not responding to 

some of the subsequent questions 

which were irrelevant to them. 

All respondents were assured of 

anonymity. 
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Practice assessment task
It appears we cannot get enough of soft drink. While the excessive use of soft drinks has been linked 
to a range of health issues, the level of consumption of such drinks has increased dramatically over the 
last ten years. 

Your task is to design a questionnaire for teenagers about any aspect of soft-drink consumption that 
interests you.

You will need to plan, write, and review the questions for your questionnaire. This process should be 
documented in a journal or log book to support your fi nal questionnaire.

The questionnaire should: 
• identify the groups who will use the data
• identify what is to be investigated and why
• pose survey questions using a variety of question types.

You will then review the questionnaire by
• carrying out a desk review and
• conducting a pilot survey.

Use the results of this review to refi ne the questionnaire. Record:
• changes that were made to the questionnaire after the review
• any other decisions made.

The report accompanying your questionnaire should include:
• evidence of research carried out into the context – this may include the results from similar 

questionnaires carried out previously
• reasons for including the survey questions
• a discussion of the types of survey question you have used and why you have chosen these types 

of question
• any changes you have made to the initial survey questions and your reasons for these changes.

Your assessment will be based on this report as well as on the questionnaire itself.

 Answers
p.  53



 ISBN 978-1-988586-68-7 © Copying or scanning from ESA books is subject to the provisions of the Copyright Act 1994.

 Answers
 Writing a purpose statement (page 3)
Answers will vary – possible answers follow:

1. a.  A secondary-school Principal has asked for a questionnaire to 
be designed to decide if text bullying is an issue for students 
in his school.

b. The New Zealand Government has asked for a questionnaire 
to be designed to decided if it should pass new laws to 
control text bullying.

c. The Ministry of Health has asked for a questionnaire to 
be designed to determine the effects of text bullying on 
teenagers.

2. a.  The Ministry of Health has asked for a questionnaire to be 
designed to determine the health effects of energy drinks.

b. A School Councillor has asked for a questionnaire to be 
designed to determine the impact of Facebook on the social 
standing of students in the school.

c. City Fitwise gym has asked for a questionnaire to be designed 
to determine why its membership level is dropping.

d. The Principal of a school has asked for a questionnaire to be 
designed to determine the effect of excessive internet use on 
students’ academic performance.

e. The Police Commissioner has asked for a questionnaire to 
be designed to determine if there is a link between playing 
violent video games and violent crime in the community.

f. A local bus company has asked for a questionnaire to be 
designed to determine if its school bus routes and times are 
still serving the community of school students well.

3. Answers will vary.

 Research objectives (page 9)
Answers will vary, examples are given.

1. •  Determine the promptness with which medical aid was made 
available.

• Estimate the numbers of patients seen for medical aid.

• Identify issues with the delivery of medical aid. 

•  Compare the experience of aid workers in Nepal with those of 
workers in other localities.

2.  •  Identify the services which have been accessed over the past 
twelve months.

• Determine which services are considered the most important.

• Develop a prioritised list of services.

3. • Investigate possible themes for the ball.

• Identify preferences for food choices.

• Estimate possible numbers of attendees.

• Compare costings from venues and caterers.

4. •  Identify areas of satisfaction with the after-school care 
programme. 

•  Determine areas of dissatisfaction with current after-school care 
programme. 

•  Evaluate satisfaction with the after-school care’s reservations 
policy.

•  Collect data on numbers of regular users of the after-school care 
programme.

5. •  Estimate the number of residents who are using the services of 
Trash Palace.

•  Compare Trash Palaces collection/sustainability practices with 
those of other recycling depots operating in New Zealand cities.

•  Collect and analyse costings from other recycling depots in 
New Zealand.

•  Determine the effect that closure of Trash Palace would have on 
rubbish collection in the district.

 Survey methods (page 13)
Answers will vary, examples are given.

1. a. Students, parents and teachers at the dance school

 b.  Hand out the questionnaire in each class for a week. 
Return the following week to collect responses (have spare 
questionnaires available if needed).

2. a. Teenagers and their parents who reside in the town

 b.  Distribute the questionnaire to students at schools in the 
town, either by getting PE teachers to hand out copies, or (if 
addresses available) by email or online

3. a. Dog owners within walking distance of her home

 b.  Post or hand-deliver to houses within walking distance of her 
home

4. a. Parents and students in the school

 b. Email or online survey

 Writing questions for a questionnaire (page 18)
1. a. data b. numerical c. opinion

d. ambiguous e. pilot survey f. leading

g. desk review h. respondent i. anonymity

j. Likert k. jargon l. open

m.  target population n. bias o. closed

p. quantitative q. non-response

Answers to questions 2–5 may vary – some suggested responses follow.

2. How many hours fl ying time have you recorded?

0–20 hours

21–40 hours

41–60 hours

61–80 hours

81 hours or more

3. a.  Which type of advertising media gets your attention? Rank 
the following options in order from 1 (little impact) to 5 (greatest 
impact).

Print

Radio

Television

Internet/web

Word of mouth
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