Questionnaire Layout

If you are developing a questionnaire to use within the service, please include the
following information/questions:
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Background information and instructions

This is a brief blurb regarding what your questionnaire
is about. Include information such as:

- Who is conducting the questionnaire — for
example ‘The Hull and East Ridign Sexual and
.J"’"' _ Reproductive Healthcare Partnership would like
Ao W B R ST to..... ’
S Ho i " - The aim of the questionnaire — What are you
mmsi trying to find out?
- The target population — For example age
range, gender, specific groups, service users
- Simple explanation of what you would like
o W the respondent to do — For example, ‘...take a
TOR— few moments to complete the following
questions’
- Explain what you intend to do with the
e et ar i, feedback — ‘...your feedback is important to us and
will be carefully considered and where possible, we will
adopt your suggestions.’

Demographic information
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Areyau: Male: Female: O ADEL.....commmmmmms

ou live in: Hull O East Yorkshire O Qther 0O
2. Ahnut the

All questionnaires should gather this basic demographic information to ensure that we
are targeting the correct groups, for example:

- Gender
- Age
- From which area or first part of postcode

Thank you and Instruction

Thank you for taking the time to complete this form. Please return to a receptionist
ar a member of staff,

Thank the respondent for taking the time to complete the form and give instructions on
what they should do with the form.
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Instruction to staff

R R T L L P T T L g e e S AT T 1

or a member of staff,

36 Prospect 51, Hull, HUZ 8P by Friday 13 August, 2040, T

As a footer add instructions for staff. Think about:
- Who does the questionnaire need to be returned to?
- What address? Room number?
- What date does the consultation close?
- Where and when will the results be available?
- Thank you

Extra tips:

Try not to add in too many questions: aim to fit the questionnaire on to one side of
A4, two sides at the most.

Always test your questionnaire: Ask your colleagues to have a go at completing the
questionnaire for clarity before handing it out to the public. It may require some
changes to wording or layout to make it clearer.

Proof read: Ask a colleague to read over the questionnaire for spelling and
grammatical errors, or errors in the accuracy of the information.
Remember!

Any consultations you undertake must be registered with the CHCP. This is done by
completing a Project Registration form which can be found on the CHCP intranet site.

When you have completed your consultation and gathered all the results, you will be
required to complete an Outcome Form for the CHCP to keep as a record. This can also
be found on the CHCP intranet site.
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