
Unit 2

Deleting and adding 
questions



By the end of this unit, you will:

explain how to delete a question

explain how to add a question



Deleting a question

Deleting a question

Some questions may not be appropriate for the country context

Some questions may not be priorities in some countries

Questions 
can be 
deleted



Deleting a question

Deleting a question

The entire row containing the question must be deleted



Deleting a question

Deleting a question

Check if the question immediately following a deleted 
question should also be deleted



Deleting a question

Deleting a question

Check the skips after deleting a question



Deleting a question

Deleting a question

Check the skips after deleting a question



Deleting a question

Deleting a question

Do not re-use the deleted question number
Do not re-number the subsequent questions

Each question is linked to specific indicators, so if the number is changed, the 
platform won’t work properly.



Adding a question

There are implications to adding questions.



Adding a question

Cost

questionnaire length

time for training

time for data collection

Quality

data collector fatigue

respondent fatigue

Data volume

data to analyse

data to interpret



Adding a question

Adding a question

Ask: Is it essential to collect this information through the HHFA?

Check if a similar question exists in the questionnaire: 

→ use CONTROL-F to search for a relevant term in the questionnaire

→ look for a related indicator in the indicator inventory platform

Define the indicator



Adding a question

Adding a question

A question is added by inserting a new row into the paper 
(WORD) questionnaire

Indicator = % of facilities with a Disability Medical 
Assessment and Categorization team  

Denominator = all facilities



Adding a question

Adding a question: numbering

When a new question is added, a 
country-specific question number is 
assigned:

starts with the country ISO 2 code

e.g. Ghana: GH_06, Kenya:  KE_16 



Adding a question

Adding a question: numbering

Country-specific numbering: 

starts with “_01” for the first new 
question 

continues consecutively throughout 
the questionnaire

e.g. XY_01, XY_02, etc.



Adding a question

Adding a question: numbering

When a new main question will contain sub-questions under it, it is 
numbered with the ISO 2 code, followed by the country specific 
number

Main question: XY_34

•  Sub-questions under XY_34:   
• XY_34_01 
• XY_34_02



Adding a question

Adding a question: numbering

New country-specific main question New country-specific sub-questions



Adding a question

Adding a question: numbering

Existing HHFA main question New country- specific sub-question 
under HHFA main question



Adding a question

Adding a question: response options

Does a question require a single answer or multiple answers?

Single answer Multiple answers



Adding a question

Adding a question: response options



Adding a question

Adding a question: response options



Adding a question

Adding a question: check the skips



Adding a question

Adding a question: check the skips

Avoid adding a new question after the last question of a section

Do not add a 
new question 

here



Summary

To delete a question, delete the entire row in Track Changes

Do not re-use the number of the deleted question or re-number 
subsequent questions

To add a question, insert a new row in Track Changes

For new questions, use the country-specific numbering system 
with the ISO 2 code

For new response options, use a list for a single response

For new response options, use a table for multiple responses

After deleting or adding a question, check the skip patterns



You have now completed Unit 2.

In the next unit, we will look at how to modify HHFA 
questions.

First, try the practice exercise.
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