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Data is the  
destination



Your questions 
affect your data
The better the question, the more useful the data.



How do I design a good question?

•Context and information

•Appropriate language

•Required vs. Optional questions

•Qualitative or quantitative data

•Choosing the answer component

•Demographic questions

•Test it 



Inform and 
explain at 
the point of 
response 







Information and explanation

    

•Make the most of your activity overview page

•Define all acronyms and abbreviated words

•Include all relevant information alongside your questions

https://www.google.com/search?q=megan+the+stallion&oq=megan+the+stallion&aqs=chrome..69i57j46i10i395i433j0i10j0i10i395l3j46i10i395j0i10i395l2.2935j1j4&sourceid=chrome&ie=UTF-8


Words and 
language



Pew Research

  “The choice of words and phrases in a question is 
critical in expressing the meaning and intent of 
the question to the respondent and ensuring 
that all respondents interpret the question the 
same way. Even small wording differences can 
substantially affect the answers people provide.”



Please confirm your age group after your 
last birthday. 

How old are you?





Using the right words 

•Different words, different things, different people

•Use the simplest version of a word and the question

•Understand your target audience first

•Remain consistent throughout

•Be clear and concise



Consider avoiding

 

Absolute

Ambiguous

Double barrelled

Biased or leading

Unnecessary 

https://www.google.com/search?q=megan+the+stallion&oq=megan+the+stallion&aqs=chrome..69i57j46i10i395i433j0i10j0i10i395l3j46i10i395j0i10i395l2.2935j1j4&sourceid=chrome&ie=UTF-8


Double barrelled 

 

What do you think of our product and service?

Use:
What do you think of our product?

And

What do you think of our service?

Don’t use:

https://www.google.com/search?q=megan+the+stallion&oq=megan+the+stallion&aqs=chrome..69i57j46i10i395i433j0i10j0i10i395l3j46i10i395j0i10i395l2.2935j1j4&sourceid=chrome&ie=UTF-8


Biased or leading questions

 

What do you think of the improvements to our service?

What do you think of the changes to our 
service?

Use:

Don’t use:

https://www.google.com/search?q=megan+the+stallion&oq=megan+the+stallion&aqs=chrome..69i57j46i10i395i433j0i10j0i10i395l3j46i10i395j0i10i395l2.2935j1j4&sourceid=chrome&ie=UTF-8


Ambiguous

 

What do you think about this consultation?

Use:
How did you find this survey tool?

Do you agree or disagree with the proposal set out in 
the consultation document? 

Or

Don’t use:

https://www.google.com/search?q=megan+the+stallion&oq=megan+the+stallion&aqs=chrome..69i57j46i10i395i433j0i10j0i10i395l3j46i10i395j0i10i395l2.2935j1j4&sourceid=chrome&ie=UTF-8


Absolute

 

Use:

Do you ride your bike to work every day? 

How often do you ride your bike to work?

Or

How do you commute to work?

Don’t use:

https://www.google.com/search?q=megan+the+stallion&oq=megan+the+stallion&aqs=chrome..69i57j46i10i395i433j0i10j0i10i395l3j46i10i395j0i10i395l2.2935j1j4&sourceid=chrome&ie=UTF-8


Required or 
optional



Does this question need to be required?

    

•Start with the data

•How many other questions in my survey need to be required?

•Can I explain why this question is required?

•Make demographic questions required only where the data is necessary 

•Required questions can alienate respondents 



Opportunities  
To  
Respond
Types of answer component



Asking quantitative (closed) questions

Use the radio button component for all questions where only one option should be chosen 



Asking quantitative (closed) questions

The checkbox component should be used for all questions where you want the respondent to be 

able to select more than one option



Asking quantitative (closed) questions



Asking qualitative (open) questions



Use open questions for:

Top tip from Delib: Give guidance about what you are 
looking to hear about to keep respondents on track 

Qualitative (open) questions

•Feedback

•Suggestions

•Comments

•Giving further details following a closed question

•Evidence and personal stories 



Use closed questions for:

Quantitative (closed) questions

•Multiple choice questions

•Ranking options or preferences

•Select one answer - radio buttons

•Select all that apply - checkbox 

•When you don’t have much time for analysis 

Top tip from Delib: Make sure you provide all possible options so a 
respondent isn’t forced to give an incorrect answer or give space for them 

to specify ‘other’



quantitative (closed) where it can 
be and qualitative (open) where 

needs it to be

A good question is…



Demographic 
questions



Demographic questions 

Age

Location

Ethnicity

Religion

Gender

Sex
Race



Pew Research

Research indicates that people have a hard time keeping more 
than 4/5 choices in mind at one time.  

When the question is asking about an objective fact and/or 
demographics, such as the religious affiliation of the respondent, 
more categories can be used.  

In fact, they are encouraged to ensure inclusivity.



Asking demographic questions 

How granular does my data need to be?

Can I group my answers into ranges?

Identify a set of multiple choice options and provide a single line text if your list isn’t exhaustive 



Test it out 



Good question checklist
For each question you create:

•Have I provided clear instructions and information 
to ensure informed responses?

•Have I used familiar language aimed at my audience?

•Are my questions written clearly and to the point?

•Do any of the words used have another meaning 
or can they be simplified?

•Does this question need to be required?



Answer component checklist

•If my component is quantitative, have I included all 
possible options?  

For each component you add:

•If appropriate, have I included an ’n/a’ option?

•Are the options clear?

•Do I want to hear more from the respondents? Do I 
need to give space for further comments with a 
qualitative component?



•Context and information

•Appropriate language

•Required/optional questions

•Qualitative or quantitative data 

•Choosing the answer component 

•Demographic questions

•Test it 







Resources

•Good Survey Design webinar on Delib Learn 

•The Hemingway App 

•Citizen Space: Answer components - what are the different answer components for 
questions? 

•Citizen Space: Required questions - how do I make it a requirement for a question to be 
answered? 

•Citizen Space: Radio Buttons vs. Checkboxes - what’s the difference? 

•Testing an activity before it goes live  

•Citizen Space: the preview link 

https://www.delib.net/learn/on-demand/good-survey-design
https://hemingwayapp.com/
https://delib.zendesk.com/hc/en-us/articles/203430399-Answer-components-what-are-the-different-answer-components-for-questions-
https://delib.zendesk.com/hc/en-us/articles/203430399-Answer-components-what-are-the-different-answer-components-for-questions-
https://delib.zendesk.com/hc/en-us/articles/203430449-Required-question-how-do-I-make-it-a-requirement-for-a-question-to-be-answered-
https://delib.zendesk.com/hc/en-us/articles/203430449-Required-question-how-do-I-make-it-a-requirement-for-a-question-to-be-answered-
https://delib.zendesk.com/hc/en-us/articles/203430309-Radio-button-vs-checkbox-what-s-the-difference-
https://delib.zendesk.com/hc/en-us/articles/360004596532-Testing-an-activity-before-it-goes-live


Style guides 
Follow guidance from your government and department resources

• Australian Government style guide 

• New Zealand Government style guide 

• UK Government style guide

    

https://www.stylemanual.gov.au/
https://www.digital.govt.nz/standards-and-guidance/design-and-ux/content-design-guidance/
https://www.gov.uk/guidance/style-guide
https://www.google.com/search?q=megan+the+stallion&oq=megan+the+stallion&aqs=chrome..69i57j46i10i395i433j0i10j0i10i395l3j46i10i395j0i10i395l2.2935j1j4&sourceid=chrome&ie=UTF-8

